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Position Management and Organization

Pay Plan

Texas Tech University has a list of established position titles we share with Texas Tech University Health Sciences
Center as well as the HSC El Paso campus. This list is called the Pay Plan. You can find it on the Human Resources
Website or in the HR box of the A&F Work Tools tab on Raiderlink.

Each position has been assigned a position class code noted in the pay plan. The Position Class Code is the alpha
numeric combination that communicates which position title you are needing to be assigned to your

department.

Link to Texas Tech Pay Plan.

om0

SE Human Resources s Fiiepun oy
] ;

wem  TTU Pay Plan

Texas Tech University's Compensation Philosophy

In pursuance of attracting and retaining a highly qualified and div workforee and

Texas Tech University System's Classified Pay Plan is administered by each component institution's Human
Resources department. Each classified position has a standardized specification with a position code,
position class title, position summary, minimum qualifications, exempt/nonexempt status, job
category, pay grade, and pay range with set minimum, mid-point, and maximum salary rates. Essential
jobduties and preferred qualifications are determined by the employing college or department.

Texas Tech University System's Non-Classified Pay Plan is administered by each component institution's
Human Resources department. Non-Classified positions are often one of a kind, used by a small number of
employees, or are faculty-related and allows flexibility to address the university's unique job market
when determining compensation. Non-Classified positions are often recruited for nationally or
internationally and typically require a specific degree and/or specialized training. Non-Classified
positions have standardized specifications with a position code, position class title, minimum
qualifications, exemption status, and job category. Essential job duties are determined by the
employing college or department.
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http://www.depts.ttu.edu/hr/PayPlan/

Both the classified and non-classified plans can be searched by using the search box at the top of the document

and sorted by clicking the various column titles.

MNumber of rows displayed : 449

Classified Pay Plan

Click a Position Class Title to view all details for that position.

Search Title and Description

FT POS PT POS
POSITION CLASS TITLE PAY PAY

CODE CODE GRADE _ihper RANGE
7 o ] 14.48 - 30,124 -
S0682 POG683 *‘écaqgmlct‘”"dmlms“an"’e Nonexempt 511 2172 - 45,186 -
AR LS 32.48 67,553
14.48 - 30,124 -
52523 P2523 Academic Advisor MNonexempt 511 21.72 - 45,186 -
32.48 67,553
14 48 - 201234 -

PAY HOURLY ANNUAL

Clicking on the individual titles will bring up information for that position title only.

FT Position

Code 506832
PT Position
Code POGEZ

Position Class

. Academic Administranve Coordinator
Title

Position

D escEIpHinm the assigned academic area.

Classified TTU Pay Plan

Provide office services by implementing administrative systems, and
procedures. Monitors administrative projects for faculty and staff in

Bachelor's degree 1n a related field plus one year related experience;

Qualifications OR a combination of related education and,/or experience to equal five
years.

FLSA Nonexempt

Employee Class N1, NO

EEO 40 - Secretarial/Clerical

ORP Eligible MNo

Pay Grade 511

Annual Pay L

Range 30,124 - 45,186 - 67,553
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Position Number

A Position Number is the T, S or W number that is used to assign a position to an organization or
department. The alpha part of the position number will be determined by the chart of account in
which the position will be funded or paid.

O T= Texas Tech University Funds

O S =Texas Tech University System Funds
0 W =Federal Work-Study Funds

The numeric portion of the position number is assigned by Human Resources. New positions or existing
positions can be used in ePAF transactions.

Requesting a new position is done with a form called the New Position/Reclassification Request Form. You
will use the information from the Pay Plan to fill in the New Position/Reclassification Request Form.

Filling out the New Position/Reclassification Request Form

A checklist has been provided below to ensure all fields are completed.

New Position:

o Department Contact Information—This should be the person to be notified after the new

position number has been created and activated or the Reclassification has been.

O New Position Request Information — Information about the position can be found in the pay plan.

@)
o

O O O O

Select position — Staff, Faculty, Student
Select S/P - Single or Pooled *Note, most staff and faculty positions are single. Most
student positions are pooled. Contact HR Compensation Operations if you have questions.
Security Level — Level | is background check only; Level Il is background check and drug test.
Position Class Code — From pay plan.
Title — From pay plan.
FTE - Full Time Equivalent

= 40 hours per week = 1.0 FTE

= Less than 40 hours per week = hours worked per week / 40.
Monthly or Hourly Rate — Monthly rate for exempt positions; Hourly rate for non-
exempt positions.
Home Organization — Organization code where the position is to reside.
Date — Date in which the position should be active.
Estimated Annual Cost — Cost per year for this position (base salary only, do not include
fringe cost).

O Labor Distribution (Funding Source) — FOAP information from which the position will be funded.
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http://www.depts.ttu.edu/hr/documents/NewPositionReclassification.pdf

o Comments/Justification — reasons for the position. Any information you want to
communicate to the approvers.

O Approvals — approval levels based on your organization’s hierarchy. Department is responsible for
acquiring the Department Head; AVP/Dean and Provost/Vice President before sending to Human
Resources. HR will process the request and forward to Budget for approval and position activation.

O Position Description and Org Chart - For staff requests the position description and an

updated organizational chart noting where the new position will be placed within the
organization should be attached.

0 New Position Number — the new position number will be emailed back to you when it has
been activated.

Reclassification:
0o Department Contact Information—This should be the person to be notified after the new
position number has been created and activated or the Reclassification has been.
O Reclassification of an Existing Position Number — A list of all current Position Numbers assigned to
your department can be found via Cognos Report RPT_PBUD_002
o Home Organization — Organization code where the position is to reside.
Current Position Number — The number of the position you are reclassing
Incumbent Name — The name of the employee you are reclassing. If the position is vacant, put
“vacant”
o Tech ID —The R# of the employee. If vacant, leave blank.
Current:
=  FTE—-Full Time Equivalent
e 40 hours per week = 1.0 FTE
e Less than 40 hours per week = hours worked per week / 40
e link to FTE calculator

= Eclass — From pay plan (Employee Class)
= Monthly Salary/Hourly Rate — Monthly salary for exempt or hourly rate for non-exempt
= Position Class Code — From pay plan.
= Tjtle—From pay plan.
o Proposed:
=  FTE—-Full Time Equivalent
e 40 hours per week = 1.0 FTE
e Less than 40 hours per week = hours worked per week / 40
e link to FTE calculator

= Eclass — From pay plan (Employee Class)
»  Monthly Salary/Hourly Rate — List monthly salary for exempt or hourly rate for non-
exempt
= Position Class Code — From pay plan.
= Tjtle—From pay plan.
o Estimated Additional Annual Cost —Increase of cost over one year from the current
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https://www.depts.ttu.edu/hr/documents/PositionDescription.pdf
https://apps.dmfr.ttu.edu/epafcalc/
https://apps.dmfr.ttu.edu/epafcalc/

position to the proposed position.

o Effective Date — Date in which the reclassed title will take effect
Labor Distribution (Funding Source) — FOAP information from which the position will be funded.
Comments/Justification — Short explanation of the reason for the reclass. Any information
you want to communicate to the approvers.
Approvals — Approval levels based on your organization’s hierarchy. Department is responsible for
acquiring the Department Head, AVP/Dean, and Provost/Vice President before sending to Human
Resources. HR will process the request and forward to Budget for approval.
Position Description and Org Chart - For staff requests the position description and an

updated organizational chart should be attached.

Approval Email — Once HR has received approval from Budget, the completed form will be
forwarded to you.

Effective Date Deadlines —

Effective Date Non-Exempt Exempt
15th of the same 20th of the same
1st of the month | month month
16th of the
month last day of the month | NA

Posting the New Position

After you have received the new position number, most faculty and staff positions will need to be posted
using the Kenexa applicant tracking system. Human Resources Talent Acquisition maintains the Kenexa
system and conducts training on how to use this system. Registration for training classes is done though
Cornerstone. The Managers and Supervisor Hiring Tool-Box is also a useful resource for posting a position

and the interview process that follows.

Currently student, temporary worker, or non-compensated positions do not need to be posted. However,
the department can post them if they choose.
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https://www.depts.ttu.edu/hr/documents/PositionDescription.pdf
https://ttu.csod.com/samldefault.aspx
https://www.depts.ttu.edu/hr/ManagersSupervisors/ManagersToolbox/

Fair Labor Standards Act

The Federal Fair Labor Standards Act (FLSA) establishes minimum wage, overtime pay, recordkeeping, and youth
employment standards affecting employees in the private sector and in Federal, State, and local
governments.

Nonexempt vs Exempt

Nonexempt Employees
O Entitled to overtime pay
o Can earn any amount above the federal/state minimum wage
o Can work in any field
0 Do not need to meet Duties Test

Exempt Employees

0 Not entitled to overtime Pay

O Must earn at least $48,000 annually

0o Job must fit into specific categories

O Must meet Duties Test
These employees must meet certain criteria to be considered exempt under FLSA guidance. The Exemption
Fact Sheet will help determine if the position is eligible for an FLSA exemption.

You will need to know if a position is exempt, non-exempt, faculty, staff, or studentin order to choose the
correct ePAF type to process.

Minimum Wage

OP 70.14: Compensation Policy

Federal: $7.25

Texas State: $7.25

TTU Full-Time and Part-Time Staff: $13.00

Overtime

OP 70017: Qvertime

Nonexempt Employees are subject to overtime pay when the employee works over 40 hours during the
work week. Overtime pay is calculated at time-and-a-half pay for all hours actually worked in excess of 40
hours during one work week. State agencies are allowed to pay overtime as comp time that the employee
can take as leave time when requested. At Texas Tech University, we pay the employee the straight time
portion of the pay and accrue the one-half portion as comp time that can be taken by the employee or,
if not used by March 31%, is paid out on an annual basis. All overtime for non-exempt employees
should be approved in advance by their supervisor.
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https://www.dol.gov/agencies/whd/flsa
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/fs17a_overview.pdf
https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/fs17a_overview.pdf
https://www.depts.ttu.edu/opmanual/OP70.14.php
https://www.depts.ttu.edu/opmanual/OP70.17.php

Hours Worked

FLSA Fact Sheet

In general, “hours worked” includes all time and employee must be on duty, on the employer’s premises, or
any other prescribed place of work. This also includes an additional time the employee is allowed (i.e..,
suffered or permitted) to work. For more information, please click on the FLSA Fact Sheet above.

Record Keeping

TTU Reporting Hours

All non-exempt employees are required by FLSA law to submit a daily record of actual hours
worked and applicable leave usage. Per TTU policy, exempt employees will submit monthly reports
of leave usage.

Child Labor Laws

Texas State Child Labor Laws

TTU does allow children under the age of 18 to be hired. However, due the strict laws around the
work duties that child can perform, we ask that departments considering hiring anyone under 18,
first contact HR.

Break Time for Nursing Mothers

OP 70.46: Break Time for Nursing Mothers

TTU provides two breaks per day of up to 20 minutes, one in the first four hours of the workday
and one in the last four hours of the workday, will be compensated. Any time in excess of 20
minutes per break shall either be made up by extending the workday or taken as vacation or leave
without pay and will be coordinated with the immediate supervisor. An employee is required to
work with their supervisor to develop a schedule for breaks that ensures the least amount of
disruption to the work of the employee's department.

TTU has renovated five rooms across campus to create a safe, quiet, and private place to express
milk during work hours. Rooms are available to all nursing mothers who are TTU employees or
students. Safe, efficient, and sanitary hospital-grade electric pumps are located in each nursing
room. However, the employee or student will need to bring their own breast milk collection kit.
More information can be found here.

All staff reclassification and hire request are reviewed by HR Comp and Ops for equity. If the proposed pay
would cause the employee to make significantly more or less (i.e. $5,000 or more) than someone with the

same title in the same department, than the department will be asked to complete a Pay Rate Justification
Form.
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https://www.dol.gov/agencies/whd/fact-sheets/22-flsa-hours-worked
https://www.dol.gov/agencies/whd/fact-sheets/22-flsa-hours-worked
https://www.depts.ttu.edu/hr/FLSA/HoursWorked.php
https://www.depts.ttu.edu/hs/ccfcs/docs/Child_Labor_Laws.pdf
https://www.depts.ttu.edu/opmanual/OP70.46.php
https://texastechuniversity.sharepoint.com/sites/HRCompandOps/Shared%20Documents/Training%20Team/depts.ttu.edu/empbenefits/motherfriendly
https://www.depts.ttu.edu/hr/documents/PayRateJustificationForm.pdf
https://www.depts.ttu.edu/hr/documents/PayRateJustificationForm.pdf

Remote Work Policy

OP 70.49: Remote Work

Remote Work Guide

A Remote Work Agreement (RWA) is needed for all remote work that is considered “ongoing” (i.e., 2 days or
more for 1 month or longer) and for all remote work that will take place outside of the state of Texas,
regardless of the length of time. The RWA must be completed and approved before the employee begins
working remotely. If at any time an employee wants to change their remote work location, a new RWA must
be submitted and approved.

Below is a brief overview of the Remote Work Agreement process:

o The employee who is requesting to work remotely will go to the Remote Work Agreement
page
Click “Start Agreement”
Complete form & Submit
Supervisor will receive an email to review the request
o Write ajustification for the request
o Review all info and check for accuracy
o Approve, Return for Revisions, or Deny
e |f approving, the supervisor will put in the next level approver’s info
o Once all departmental approvals have taken place all RWAs final destination will be the
President (send to Grace Hernandez), however out of state request will first be routed to
General Counsel (done automatically)
o Once completely approved an email notification will be sent to the employee and HR
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https://www.depts.ttu.edu/opmanual/OP70.49.php
https://www.depts.ttu.edu/hr/documents/RemoteWorkGuide.pdf
https://apps.hr.ttu.edu/RWAA/index.php?
https://apps.hr.ttu.edu/RWAA/index.php?

Electronic Personnel Action Form (ePAF)
User Guide

What is an ePAF?

An Electronic Personnel Action Form or ePAF is a system delivered from our vender that allows
departments to communicate employee appointments to the payroll system for payment of wages.

Currently there are 41 different types of ePAF transactions. It will be very important to understand
certain information about positions and appointments so the correct ePAF type is selected from the
beginning.

Introduction to ePAF Groups

There are 5 different ePAF groups that our 41 ePAF types can be classified under. Choosing a group of
ePAFs will narrow down the ePAF choices which will give the originator better direction when
choosing the correct ePAF type.

A person’s current employment relationship with Texas Tech University System will also help the
originator choose the correct ePAF group.

The Employee Relationship Diagram below illustrates the various “current employment” situations in
which a person can be in and what ePAFs are used for each stage.

Employee Relationship Diagram

Entering TTU workforce
from Employment
Outside of Texas Tech

University System

Exiting TTU workforce
to Employment
Outside of Texas Tech

University System

Within Texas Tech University System
Includes — TTU, TTUS, TTUHSC, TTUHSC —
El Paso

Transfer Losing

Termination
aPAFs @

ePAFs w

™ New Hire ePAFs]

[ Within My Department/Organization w

Transfer Gaining ePAFs
o I 8 Job Begin ePAFs [ ]

[ ]
» » Add Secondary ePAFs
v v Modify Job ePAFs
End Job ePAFs

o

>
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The 5 ePAF groups are:

1. Primary Jobs ePAFs — These ePAF types establish a primary job for an employee.

a. New Hire ePAFs establish employment with Texas Tech from another employer or
unemployment.

b. Transfer Gaining ePAFs are used to move employees from their current position and home
organization to a new position and home organization.

c. Job Change Begin ePAFs are used to start or re-start a position for a person that is already
assigned to your organization.

2. Secondary Jobs ePAFs — Are used to add an additional position number to a person with a primary
position already assigned. Secondary jobs can be from the same organization or with a different
organization, but the total FTE for one individual cannot exceed 1.0 for faculty and staff positions or
0.5 for student positions.

a. Add Secondary Job — Adds additional FTE to a person.

b. Add Overload — Adds pay only while the FTE is 0. Only for full time exempt employees. Will
have specific suffix dependent on the type of payment (determined by Earn Code). Overloads
must end each fiscal year and are reappointed if the payment will continue. Jobs assigned with
the Add Overload ePAF are not included in the Budget preparation cycle.

C. Retiree Returning to Work — Adds a job with FTE to a person who is receiving retiree insurance
benefits from Texas Tech.

3. Modifying Jobs ePAFs — Are used to change pay, FTE or funding source.

a. Pay Change is used to change the rate of pay of an employee. Funding sources can be changed
at the same time with this ePAF.

b. FTE Change is used to change the FTE and rate of pay of an employee. Funding sources can be
changed at the same time with this ePAF.

c. Labor Change is used to change funding source only.

4. Ending Jobs ePAFs — End the appointment of an employee. The appointment can be either a primary
or secondary job.

a. Termination — Ends the employee’s employment relationship with Texas Tech.

b. Transfer Losing — Ends the employee’s employment with an organization but does not end
employment with Texas Tech University. This sets the stage for a transfer to a new
organization.

c. EndJob — Ends the job within an organization but keeps the employment relationship with the
organization.

5. Multi-Action ePAFs — Allow the originator to combine the actions of two ePAFs into one transaction.

a. End/Begin —End one job and begin a new job within the same department or transfer out of
one organization and transfer into the new organization.

b. Begin/End — Assign a job but include a future end date.

End a Primary and Secondary job — End a secondary job and end the primary job with one
transaction.

13
Human Resources Operations Guide 8/2022




How to Use the ePAF Guide

Each ePAF transaction is split up into various sections, the first few sections and the last two sections
will always be the same for every ePAF transaction. The middle sections will be different depending
on what action the originator is taking to an employee’s record.

The originator will use this guide to look up the various sections of the ePAF and learn how to fill out
the fields within that section. We have color coded the middle sections to help the originator find the
corresponding information in this guide. The information within each section will assist the originator
in completing the ePAF transaction successfully.

Note:

e The sections with no color will be on each ePAF transaction.
e The middle sections will not appear in every ePAF transaction.

Electronic Personnel Action Form (ePAF) User’s Guide

o Y o =T Yo TY=Y [Tt [ o OSSP 17

Address and Telephone SEIECHION.......cive et eb bbb srrane s 25

LYo S o] o Y=Y [T o] o TR 26
B Person: GENeral PErson Data.... ..ottt e e e e e e s s bt er e e eae s 30
I \WOTK AQAreSsS UPAAte.....cceiviceeieeieicrteiiiee ettt et sae st ere e ereesbes e s e saesbssseesbenbenssessestesssssassaones 32
O EMPIOYEE RECONM.......veeeeirereteeirerereeeeete ettt ssbe e ssesebesssese s sebessssesebs s ssssesesessssssssssesesensssesesensassesessnssssons 33
e o o g1 9 =1 o o PR 35
I ENCUMDBIaNCe 9-MONTN ... e et e e s s e e e e e e s aes s enaesaesaas 40
C1ComMPeNnsation FACtOrs and Pays.......occiiiiiiiiiinine sttt st st s st st ss s e e e 42
T Create or Change Default EarningsS.......coce ettt s se e s s sae s see e e senensens 45
C—Create or Change Labor Distribution........c.cccuiiiininineiieee st 47
B ACd OVEIIOAA EPAF........o ettt et st e e ettt e e e stesbesas e s et e e e tesbestesrseesaessennennes 48
B FTE CRANEE...... ittt ettt et ettt seae s sttt et et e e as et ebessas et be s et e ss bt et ebebese et sebenessesatanenen 53
e Y @1 o - o = OO T TR 59
mmm ENd JOD/ENG SECONAAIY JOD ..ottt st s s s e r e s es e s 61
B Terminate EMPIOYMENT.......cuiiiiee et st st s e e s et es s aes bt es s aeeneeneans 63

Summer Instructions 66

ROUTING QUEBUE......cei ettt ettt sttt st et et et sae e et et et eesse s sbesesbes see st eenne saeessbenan 72

(00071 010 4 1=] o) - PTRPRRPSRPRPTRRPPIN 74
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Starting an ePAF Transaction

There are several things an ePAF originator will need to know in order to choose the right ePAF type
and start the ePAF transaction to get an appointment assigned. This information can sometimes be
retrieved from the Kenexa offer document, from the employee’s supervisor or from the biographic

data form the new employee has completed.

The ePAF application can be located by using Raiderlink. Go to the A & F Work Tools and look for the
Human Resources Channel.

Home _MyTech

S5 TEXAS TECH UNIVERSITY
Il Raidertnk

= AFISM

LR T—

My Personal Information Faculty Services. FESI0 0L LR8I0

e

My Employment Information

My Time Sheet

My Leave Report

Electronic Personnel Action Forms
Pay Information

Direct deposit allocation, earnings and deductions history, or earnings statements.

Tax Forms
W4 information, W2 Form, 1095-C Information, Electronic W2 and Electronic 1095-C Consent

Jobs Summary
Leave Balances
HSC Labor Redistribution

Texas Employee Confidentiality Indicators
Allow Employee to update Texas Confidentiality Flags for release of information to the public.

Disability Status

Employee Dashboard
Banner 3 Employee Dashboard

RELEASE: 8.9

© 2019 Ellucian Company L.P. and its affiliates.
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My Personal Information /Faculty Services BRI GINHE IS G G]

Search | Go

Electronic Personnel Action Form

EPAF Approver Summary
EPAF Originator Summary
New EPAF

EPAF Proxy Records

Act as a Proxy

RELEASE: 8.12.1.5

2019 Ellucian Company L.P. and its affiliates.

We have provided a checklist of things you need to know to help you gather information for the ePAF

transaction and to assist you in choosing the correct ePAF type:
0 Employee’s identifying information
o First and Last Name
o Social Security Number
o Date of Birth
o RID (if this information is known)
o Current affiliation with the University (if any)
I Position number the person will be assigned
[J FTE
[J Rate of pay
[J  Funding source (FOAP)

Each new ePAF transaction will start with the same screen in which the originator will navigate

through.
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EPAF Person Selection

The ePAF Person Selection screen is where the originator will select the employee, enter the query
date and choose the ePAF type (approval category). Once those are selected and populated with
data, the originator can view the employee’s past and active appointments.

Select the Employee:

All students, employees and vendors are assigned a 9-digit number beginning with “R”. This number
is sometimes referred to as an R ID, R# or employee/student ID number. These are as unique as social
security numbers and no one should have more than one. It is possible for an individual to have an R

ID but not know what it is.

If the employee’s R ID number is known, the originator will type that number into the ID field using
the format RXXXXXXXX (this is case-sensitive, use a capital R). Press tab and the person’s name should

appear in the second box.

My Personal Information /Faculty Services JESNG IS0 sl Ao

Search Go

New EPAF Person Selection

* - indicates a required field.

7 Enter an 1D, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

ID: | I | & Q
Query Date: MM/DD/YYYY*
Approval Category: % [Mot Selected ~

Go

Return_to EPAF Menu

RELEASE: 8.9.0.3

2019 Ellucian Company L.P. and its affiliates.

If the person’s R ID number is unknown, the originator can use the magnifying glass Q to search for

someone by name and/or social security number.

The last name and first name fields on this screen are not case-sensitive. If searching by SSN, enter 9-

digits without hyphens.
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Person Search

Search Criteria
Employee: |

¥ Check the box to limit the search to an Employee. Enter the Last Name and or First Name, or enter an

Last Name: ||

First Name: |

Or

Or

e —
Records per Page:

Go

For new hires only: It is possible for an individual to have an R ID but not be aware of it. Also, the

Kenexa system may be able to assign an R ID but fail to generate an ePAF transaction. In those cases,

the originator will need to start their own new hire ePAF transaction but use the R ID created in a
prior process. That R ID can be found by using the search screen.

After confirming the person does not have an existing R ID number, click the & icon to generate a

new R ID. ALWAYS search for the individual before generating.

The ID field will read GENERATED throughout the creation of the ePAF. The R ID will be assigned once

the ePAF has successfully submitted.

New EPAF Person Selection

% - indicates a required field.

ID: % [GENERATED | | & Q

Query Date: MM/DD/YYYY% |b]_;05;2020

P Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the App

Approval Category: #* | Not Selected =

Go
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Query Date:
The Query Date will default to today’s date. The originator will need to change this date to reflect the
hire date, or the action effective date of the job to be added, modified, or ended. Notice the date
format of MM/DD/YYYY. If the query date is entered incorrectly, the originator will NOT be able to
edit later. A new ePAF must be started.

My Personal Information  Faculty Services BEYES0llav T8 G flgyiElablil

Search | | Go

New EPAF Person Selection

J Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

# - indicates a required field.

ID: * |GENERATED | [ & Q
Query Date: MM/DD/YYYY® |01/16/2020
Approval Category: #* [Not Selected v

Go

Return to EPAF Menu

RELEASE: 8.9.0.3

© 2019 Ellucian Company L.P. and its affiliates.

Choosing Query Date:

When adding primary appointments — The query date will be the date the employee begins
working in the position. If employee begins on first workday of the month, use the 1% as the
guery date. For transfers and job changes, the date should follow the end date of previous
appointment so there is not a break in service. 9-month appointments typically follow the
academic payroll schedule (9/1-1/15, 1/16-5/31, 6/1-7/15, 7/16-8/31).

When adding secondary appointments — the query date will be the date the employee begins

working in the secondary position. 9-month appointments typically follow the academic
payroll schedule (9/1-1/15, 1/16-5/31, 6/1-7/15, 7/16-8/31).
When modifying primary or secondary appointments —the query date will be the date the

change occurs; typically, the beginning of a pay period. If the change started prior to the Last

Paid Date on the appointment, the query date will be the first day of next pay period. The Last

Paid Date is defined as the last date of a pay period in which an employee was processed
through payroll.

o Example: an employee’s pay was to be increased on 1/1 but last paid date is 1/15. The
originator will need to use a query date of 1/16. The personnel date of 1/1 will be used
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later in the ePAF. In this example, the department will need to process a manual check

request to have the increased pay from 1/1 to 1/15 paid out to the employee.
When ending appointments — the query date will be the date in which the appointment ends
or the end of the pay period. If the employee works the last workday of the month, use the

’

last day of the month as the query date. 9-month appointments typically follow the academic
payroll schedule (9/1-1/15, 1/16-5/31, 6/1-7/15, 7/16-8/31). If an appointment ended prior to

the last paid date on the appointment, the query date will be the same as the last paid date.
o Example: an employee’s appointment ended 1/15 but Last Paid Date is 1/31. The
guery date will be 1/31. The personnel date of 1/15 will be used later in the ePAF.

When using multi-action ePAF transactions — The query date will vary based on which actions
or ePAF transaction the originator is using. For multi-action ePAFs that allow the originator to
o End aJob then Begin a New Job: the query date will be the date the new appointment

begins.
o Begin a New Job and add a Future End date: the query date will be the date the new

appointment begins.
o End Two Jobs at once: the query date will be the date the job will end.

Choosing EPAF type:
The Approval Category is the vendor’s description of the ePAF type. The drop-down box includes the
ePAF types for the HSC and El Paso entities. We will only use the first 41 which all begin with “TTU”.

eI KLU T ST TTU Transfer-Losing AND Transfer-Gaining Fac/TA/GPTI (new), TTRLGF

Search |

New E PAF Pe rsor TTU Terminate Employee Faculty/TA/GPTI @ Mo, TTRMFA

TTU Transfer-Losing AND Transfer-Gaining NonExempt (new), TTRLGN

TTU Terminate Employee Exempt or NonExempt, TTRMEE

TTU Terminate Employee AND End Secondary Job (new), TTRME2

TTU Terminate Fac/TA/GPTI 2 Mo AND End Secondary Job (new), TTRMF2 —
7 Enter an ID, select the lin| TTU Retiree Return to Work Exempt (new), TRRTWE prova
TTU Retiree Return to Work NonExempt (new), TRRTWN
% - indicates a required fi ]
TTU Retiree Return to Work Faculty (new), TRRTWF
ID: * | UHSGrew Hire Exempt, HNHE
TT C Mew Hire Nonexempt, HNHN
Query Date: MM/DD/YYYY* | [fyHSls New Hire Nonexempt PT Only, HNHNPT v
Approval Category: % [Not Selected [v]

Go

Return to EPAE Menu

The originator will need to select the appropriate ePAF based on the type of action or change to the
employee’s job or jobs (i.e. New Hire, Pay Change, Transfer, etc.). Refer to the Employee Relationship
Diagram and 5 ePAF groups to determine which ePAF type would be best to use.
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Nonexempt, exempt and faculty ePAF type choices will be based on the type of position and action to
be processed for the employee.
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When the ID, query date and ePAF type are selected, the employee’s active jobs will appear below

the “Go” button. If the employee does not a have an active job, the message will appear below:

New EPAF Person Selection

# - indicates a required field.
ID: * |GENERATED g Q
Query Date: MM/DD/YYYY# 01/01/2020

Approval Category: * TTU New Hire Nonexempt, TNHN v

o

/L There are no active jobs based on the Query Date.l

' All Jobs _

¥ Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Categ

Return to EPAF Menu

Clicking the “All Jobs” button will allow the originator to view all (active and past) appointments held

by the employee.

If there are no appointments, the message will read:

New EPAF Person Selection

# - indicates a required field.
ID: % (GENERATED ¥ Q
Query Date: MM/DD/YYYY# 01/01/2020

Approval Category: * TTU Mew Hire Monexempt, TNHN M

o

|' There are no jobs based on the Query Date.l

| Active Jobs _

7 Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Categ

Return to EFAE Menuy

Clicking “Active Jobs” again will allow you to return to the list of active appointments.
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The table, Employee Job Assignments, gives the originator an overview of employee appointments
with key information that may need to be taken into consideration.

Type: indicates whether the appointment is/was Primary or Secondary.

Status: indicates whether the appointment is/was Active or Terminated. This refers to the status of
the APPOINTMENT only, not the employee. An appointment may be terminated but the employee
relationship with the university is not terminated.

New EPAF Person Selection

7 Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

* - indicates a required field.

ID: * & Q,

Query Date: MM/DD/YYYY* 02/01/2020

Approval Category: % TTU Add Secondary Job NonExempt, TSIN v
Go

Employee Job Assignments

Type |Position|Suffix|Title Time Sheet Organization |Start Date |End Date Last Paid Date|Status
Primary|T92611 |00 Lead Specialist |H15000, Human Resources |Oct 01, 2019 Dec 31, 2019 |Active
Primary[TS7142 |00 Student Assistant|H15000, Human Resources |Feb 06, 2017|Sep 30, 2019|Sep 30, 2019 |[Terminated

Active Jobs

Return to EPAF Menu

Time Sheet Organization: indicates which department holds the appointment.
End Date: indicates the date the appointment ended or will end. A blank field means the department
has not submitted an end date.

New EPAF Person Selection

7 Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

# - indicates a required field.

ID: * _ & Q

Query Date: MM/DD/YYYY* 02/01/2020

Approval Category: * TTU Add Secondary Job NonExempt, TSIN v
Go

Employee Job Assignments

Type |Position|Suffix|Title Time Sheet Organization |Start Date |[End Date Last Paid Date|Status

Primary|T92611 |00 Lead Specialist  |[H15000, Human Resources |Oct 01, 2019 Dec 31, 2015 |Active

Primary|TS7142 |00 Student Assistant|H15000, Human Resources |Feb 06, 2017|Sep 30, 2019|Sep 30, 2019 |Terminated
Active Jobs

Return to EPAF Menu
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Last Paid Date: last date of a pay period in which an employee was processed through payroll.
e Query dates for ending appointments can match the Last Paid Date.

e Query dates for modifying appointments must be after the Last Paid Date.

New EPAF Person Selection

J Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.
% - indicates a required field.

ID: * _ & Q

Query Date: MM/DD/YYYY* |02/01/2020
Approval Category: * TTU Add Secondary Job NonExempt, TSIN v

Go

Emiployee Job Assignments

Type |Position|Suffix|Title Time Sheet Organization |Start Date [End Date Last Paid Date|Status

Primary|T92611 |00 Lead Specialist |H15000, Human Resources |Oct 01, 2019 Dec 31, 2019 ctive

Primary|T97142 |00 Student Assistant|H15000, Human Resources |Feb 06, 2017|Sep 30, 2019|Sep 30, 2019 |Terminated
Active Jobs

Return to EPAF Meanu
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Address and Telephone Selection

The Address and Telephone Selection screen allows the originator to see if a work address and work
telephone number have already been assigned to the employee.

The originator will ALWAYS choose the active record when the option is available. The work address
and telephone number will be entered or corrected later in the ePAF data entry.

My Personal Information 'Student TTU Financial Aid JOVESTGY AT S Gy E G

Address and Telephone Selection

7 Do not select New Record (unless it is the only option available). Select Texas Tech Work (Active) record; you will update this record later in the ePAF detail page.
ID:

Query Date: Jan 01, 2020
Approval Category: TTU Transfer-Gaining NonExempt, TTRFGN

Work Address Update - New Job

Type From and To Date Address Primary Telephone|Status|Select

New Record (©)

Texas Tech Work|May 07, 2013 to Current Date MS1093 806-8346399 Active| @
Lubbock, Texas 79409

+' Address Type defaulted from Electronic Approval Category Form (NTRACAT).

Show All Addresses

Go f—

Select the existing Texas Tech Work record. DO NOT select the New Record. Click ‘Go’ to proceed to
the next screen.
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EPAF Job Selection

The New EPAF Job Selection screen is where the originator will choose the position number and
suffix combination that will be assigned, modified or ended.

Assigning primary and secondary jobs:

Enter the position number and suffix in the New Job line. Each department has a list of position
numbers assigned to the Home Organization. All primary appointments and most secondary
appointments use a 00 suffix. If the employee is being reappointed to a previously held job (position
#-suffix), the originator can select the ended appointment by clicking the radial button on the right.
(The “All Jobs” button will show the employees past appointments.)

My Personal Information /Student. ; TTU Financial Aid. IS L LS00

Search Go

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: Cruella de vil, R01999592
Query Date: Jan 01, 2020
Approval Category: TTU Transfer-Gaining NonExempt, TTRFGN

New Job Nenexempt, JOBNU

Search|Type Position Suffix|Title Time Sheet Organization Start Date |End Date Last Paid Date|Status Select|
New Job|Tgo7s9 00 Senior Academic Advisor(B59000, College of Human Sciences @
Primary [T89771 00 Academic Advisor B53000, Arts and Sciences Dec 01, 2019|Dec 31, 2019 Terminated

Active Jobs

Next Approval Type =0
K Return to EPAF Menu

Secondary appointments on a position number which is currently assigned to the employee will use a
different suffix to distinguish it from the primary. Summer appointments of 9-month faculty/students
use 10, 20 or 30, etc when the primary appointment is on summer leave without pay. HR may advise
the use of a Z1 suffix under certain circumstances. These secondary appointments will have an
assigned FTE.

Alternative Suffix Options
RGS Regular Salaried (Summer appt) |10, 20, 30, etc.
RGS Regular Salaried (short term) 71*
*only use the Z1 suffix at the direction of Human Resources.

The department may assign additional payment with 0 FTE to full time exempt employees using an
overload appointment. Part time employees are employees are not eligible for overloads; additional
FTE must be assigned instead. Non-exempt employees are not eligible for overloads; all time worked
is reported on timesheets and overtime rates apply for work above 40 hours in a week.
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Assigning overload jobs:

Enter the position number and suffix in the New Job line. The position number may be the same as
the employee’s primary appointment or another position number assigned to the department.

The appropriate suffix for an overload appointment is dependent on the Earnings Code that best
describes the payment. The suffix options below are assigned to specific the Earnings Code which will
be used in the Default Earnings section of the ePAF.

Alternative Suffix Options

Earning Code |Earn Code Definitions Suffix Options
ADC Additional Compensation Al, A2, A3, efc.
ADM Administrative Duties D1, D2, D3, etc.
ECH Endowed Chair C1, C2, C3, etc.
EPR Endowed Professor G1, G2, G3, efc.
INT Interim Duties K1, K2, K3, etc.
CAR Car Allowance P3

HOU Housing Allowance H1

OTB Other Taxable Benefit B1

If the employee will have multiple overload appointments with the same Earnings Code, select the
next sequential suffix option. For example, if an Assistant Professor has an existing A1 appointment,
select the A2 suffix option to add another appointment with the ADC Earnings Code. But if the second
appointment will be for administrative duties (ADM) select D1.

My Personal Information /‘Student /'TTU Financial Aid JIRS DS G 0Tl Bl ]
Search 6o

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.
ID:

Query Date: Sep 01, 2021
Approval Category: TTU Add Overload & Future End, TOVFEE

Primary Job Recurring Pay Exempt, JBADEE

SearchType |Position Suffix [Title Time Sheet Organization|Start Date |End Date|Last Paid Date|Status|Select
Q, MNew Job‘-rggse:; [21]  ]jAssistant Coach|FO0025, Football .
@
Primary [T98564 00 Assistant Coach|FO0025, Football Dec 21, 2020 Jul 31, 2021 Active
[ Al J0bs |

‘ Next Approval Type ||E|
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Modifying or Ending:
The originator will select the active appointment they are modifying or ending.

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

1D: Cruella de Vil, R01999592
Query Date: Jan 31, 2020
Approval Category: TTU Pay Change Nonexempt, TPACHN

Pay Change Nonexempt, PAYCHN

Next Approval Type EJ

Refurn.fo. ERAE.Manu

Search|Type |Position Suffix|Title Time Sheet Organization Start Date |End Date|Last Paid Date\status Select
Q, New Job
Primary [T89771 00 Academic Advisor|B53000, Arts and Sciences |Dec 01, 2019 IActive | Q
All Jobs

The originator will click Next Approval Type once the job is selected. The subsequent screens will
require the originator to make sure the correct job is selected for each section heading. These

headings will make up the different ePAF sections. The number of section headings will vary based on

the ePAF type selected — some only have one section, others have nine. As long as “Next Approval

Type” is visible, it is the appropriate button to click. If the wrong job is selected, the ePAF will be
unusable and the originator will need to start the ePAF over.

New EPAF Job Selection

? Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: Cruella de vil, RD1959592
Query Date: Jan 01, 2020
Approval Category: TTU Transfer-Gaining NonExempt, TTRFGN

Create or Change Labor Distribution FOAPAL, LABOR

Search|Type |Position Suffix|Title Time Sheet Organization Start Date|End Date|Last Paid Date\status Select
New Job|Tgo7se loo Senior Academic Advisor|B59000, College of Human Sciences O

. There are no active jobs based on the Query Date.

All Jobs

gol

Return o ERAE Menu

When Next Approval Type is no longer on the screen, the originator will click Go to create the ePAF.
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Reviewing the ePAF Before Data Entry:

The ePAF will generate with the section headings followed by the position-suffix and title. The
originator will need to look over the created ePAF transaction to ensure that each section has the

correct position number assigned to each section of the ePAF. This step is very important when

processing multi-action ePAF transactions. End Old-Begin New multi-action ePAFs require the
originator to select different position numbers for the end job section versus the new job and

subsequent sections which will all match.

Item

Job End Date: MM/DD/YYYY %

Employee Record Update - New job

Item
Employee Status: *(Not Enterable) Active
Employee Class Code: *
Leave Category Code: *
Benefit Category: *

FT/PT Status: # Part Time

Personnel Date: MM/DD/YYYY% 10/01/2019
Job Status: %(Mot Enterable) Active
Job Change Reason: NEWHI

Current Value

End Jc:-b,|T97142-00 Student Assistant,|Last Paid Date: Dec 31, 2019

Current Value New Value
Jobs Effective Date: MM/DD/YYYY% 10/01/201%9

12/31/2019

12/31/2019

T

EMNIOB, End Job ¥
12/31/2019

New Value

A

5S4, PT Non Exempt Student Q, 1
ML, Not Leave Eligible
ME, Not Benefits Eligible

FT, Full Time Benefits Eligible

Full Time v

New Job Exempt, |[T97543-00 Senior Specialist

Item
Job Begin Date: MM/DD/YYYY%

Job Type: #%(Mot Enterable)
Jobs Effective Date: MM/DD/YYY Y%
Personnel Date: MM/DD/YYYY%

Current Value New Value

01/01/2020
o]

01/01/2020
01/01/2020

T, TTU/S Leave Eligible NonExempt ¥

L

If the Position-Suffix and Title are missing, the transaction is corrupted, and the originator must start

a new ePAF.

Current

Create or Change Default Earnings C

i

Create or Change Labor Distribution FOAPAL, S99946-00 Student Assistant
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Person: General Person Data

The Person: General Person Data section appears in ALL new hire ePAF transactions. This section
collects general personal data about the new employee.

If the employee already has an R ID number, some of the data may be available in the Banner system.
This data is pulled into the general person section under the current value column. The ePAF
originator can make changes to that existing data by filling in new information under the new value
column. If the data under the current value column is correct, the originator will still need to copy
that data over to the new value column for the ePAF to be submitted successfully.

The originator will fill in each data field marked with a red asterisk (*). Fields highlighted in yellow will
be personal information acquired from the employee. The biographical data form will give the
originator this information.

Fields highlighted in purple will be information based on the department organization in which the
employee will be appointed. Notice the address is the Mail Stop location in the format of MSXXXX (no
spaces). The work phone number should be the department’s phone number starting with 742XXXX
(no dash and no spaces).

Person: General Person Data

Item Current Value New Value
ID: * R01999599 RO1929592

First Name: * Thing Thing
Middle Name:

Last Name: * Two Wo
SSN/SIN/TIN: * 555664444 555664444

Name Prefix:

Name Suffix:

Sex: * Male

Birth Date: MM/DD/YYYY#% 01/02/1991 01/02/1991
Citizenship: * ¥, US Citizen
Ethnicity: # [H1, Hispanic
Veteran File Number:

Veteran Classif.: [Not a veteran
Date of Discharge: MM/DD/YYYY

Armed Forces Medal: #(Not Enterable) No

Address From Date: MM/DD/YYY™Y %

Address Type: (Not Enterable)

Address Sequence No.:
Address Line 1: #
Address Line 2:

Address Line 3:

City: *

State: *

ZIP or Postal Code: #

County: *

Nation: [Mot Selected
Telephone Type: (Mot Enterable) K

Telephone Seq. No.:
Area Code: * 806
Telephone Number: * 7423851

Phone Extension No.:
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http://www.depts.ttu.edu/hr/documents/BiographicalDataForm.pdf

If the ePAF transaction will create an R ID for the new employee, the ID field will be marked as
GENERATED. This will remain until the ePAF is submitted for approval. There is no current value
column in ePAF transactions where an R ID is being generated. The ePAF originator will be required to
put in all data for this brand-new employee.

Person: General Person Data

Item MNew Value

ID: *

First Name: #

Middle Name:

Last Mamea: &

SSNYSIN/TIN: =

Name Prafix:

Nama Suffix:

Sex:

Birth Date: MM/DD Y Y Y Y e
Citizenship: =

Ethnicity: #

veteran File Number:

Vateran Classif.:

Date of Discharge: MM/DD/YYYY
Armed Forces Medal: (Mot Enterable)

| GENERATED
|Thin-:|

|Dne

159357852

|Ma!e vl
|01/01/1991

[, us Citizen
LHI, Hispanic

[ ]

[ Mot a veteran

] |
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Work Address Update

The Work Address Update section appears on all transfer ePAFs and allows the originator to update

the work address and telephone number

of the employee. This information is based on the

department/organization in which the employee will be appointed. Notice the address is the Mail

Stop location in the format of MSXXXX (n
department’s phone number starting wit

o spaces). The work phone number should be the
h 742XXXX (no dash and no spaces).

Work Address Update - New Job

Item Current Value
Address From Date: MM/DD/YYYY#% 12/01/2019

WK, Texas Tech Work
1
M51034

Address Type: #(Not Enterable)
Address Sequence No.:
Address Line 1: #

Address Line 2:

Address Line 3:

City: %

State: *

ZIP or Postal Code: *

Lubbock

TX, Texas

79405

48303, TX-Lubbock
US, United States
WK, Texas Tech Work
1

806

7423831

County: *

Nation:

Telephone Type: %(Not Enterable)
Telephone Seq. No.:

Area Code: *

Telephone Number: #*

Phone Extension No.:

New Value

Mot street address; No spaces

(Ms1162
—

|Lubb0ck
[T, Texas
Q |79409

| 48303, T¢-Lubbock
|us, United States
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Employee Record

The Employee Record section will create the employee record for the employee being appointed. The
employee record will consist of the employee class, leave category, benefit category, full time or part

time status, assigned home chart of account, assigned home organization, distribution chart of
account and distribution organization, current hire date and location code.

The originator can refer to the Employee Record Job Aid to identify the correct Employee Class Code,
Leave Category Code, Benefit Category and FT/PT Status for the employee.

MNL Not Leave Eligible

*Graduate Students are limited to .50 FTE, but are eligible for benefits.

Employee Record Job Aid

EXEMPT Job Titles (Annual Salary paid over 12 months): NONEXEMPT Job Titles {Hourly Wage, paid Semi-montly):

Empl Class | Description Factor | LCAT BCAT Empl Class | Description Factor| LCAT BCAT
E1l FT Exempt Staff 12 TE FT NO PT Non Exempt Staff 24 NL, TN| NE, PT, IF
E4 PT Exempt Staff 12 NL, TE NE, PT, IF N1 FT Non Exempt Staff 24 N FT
F7 PT 12 Month Faculty 12 NL, TE NE, PT, IF N6 FT Non Exempt Non Ben El Temp 24 NL NE, IF
F8 FT 12 Mo Fac Vac Elig 12 TE FT N7 PT Non Exempt Non Ben El Temp 24 NL NE, IF
R2 Exempt Working TRS Retiree 12 NL WR 51 PT Non Exempt Graduate Asst 24 NL NE, GS, IF
S8 PT Exempt Research Assistant 12 NL NE, GS, IF 54 PT Non Exempt Student 24 MNL NE

S6 PT Non Exempt High Sch Student 24 NL NE

FACULTY/TA/GPTI Titles (Annual Salary paid over 9 months): R1 MNon Exempt Working TRS Retiree 24 NL WR

Empl Class |Description Factor| LCAT BCAT

F1 FT 9 Mo Fac Non Vac Elig 9 T FT

Fa4 PT 9 Mo Fac Non Vac Elig 9 NL, T9 NE, PT, IF

52 PT Exempt TA/GPTI/GRHA 9 NL NE, GS, IF

Benefit Categories FTE Guide

FT Full Time Benefits Eligible Benefits

PT Part Time Benefits Eligible FTE =.00 to .49 |NE - Not Benefits Eligible

IF Insurance FT Eligible FTE =.50to .74 |GS, PT - Grad Student, Part Time

GS Graduate Student Ins Eligible FTE =.75t0 .99 |IF - Ins FT Eligible

NE Not Benefits Eligible FTE=1 FT - Full Time Benefits Eligible

TR Temp Employee, Retirement Only

WR Working Retiree Insurance Only Leave

Leave Categories IFTE =.00 to .49 ‘NL - Not Leave Eligible I

LE] 9 Month Faculty, Sick - Not Vacation IFTE=.50 tol ‘TE. TN, T9 - Leave Eligible I

TE Leave Eligible Exempt

N Leave Eligible Nonexempt *Student Assistants may work up to .50 FTE, but they are not eligible for benefits & leave.

The originator will choose the correct corresponding employee class, leave category and benefit
category that goes with the position being assigned. That information is entered into the 4 data fields

highlighted below in the ePAF.

Employee Record

Item

Employee Class Code: *

Leave Category Code: *

Benefit Category: *

FT/PT Status: #

Home COAS: *

Home Organization: *

Distribution COA:

Distribution Orgn: %

Current Hire Date: MM/DD/YYYY %

Location Code: #*

Employee Status: #{MNot Enterable)

Mew Value

QUlsa ]
[ML, Not Leave Eligible
| ME, Mot Benefits Eligible

Ar_|
Q[ris000 ]
AU
Q[ris000 ]

[Too27, Doak Hall

St
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The Home COAS, Home Organization, Distribution COA and Distribution Orgn will all be based on
the home organization the employee will be assigned to. That information is entered into the next 4

data fields of this section of the ePAF.

Employee Record

Item

Employee Class Code: *

Leave Category Code: *

Benefit Category: *

FT/PT Status: *

Home COAS: *

Home Organization: *
Distribution COA: %

Distribution Orgn: *

Current Hire Date: MM/DD/YY™Y Y %

Location Code: #*

Employee Status: #({Not Enterable)

New Value
Usa___|
| ML, Not Leave Eligible

| MNE, Not Benefits Eligible
| Part Time

Q]
Qfuso00 |
Q]
Qoo |

| T0027, Doak Hall "

v]

The Current Hire Date will default from the query date of the ePAF and should reflect the hire date or
start date in which the employee begins working in the department. The Location Code is chosen
from a drop-down menu and should be the building in which the employee will be assigned to work

or where the office is located.

Employee Record

Item

Employee Class Code: #*

Leave Category Code: *

Benefit Category: *

FT/PT Status: *

Home COAS: %

Home Organization: #*
Distribution COA: #*

Distribution Orgn: #*

Current Hire Date: MM/DD/YYY™ %

Location Code: #*

Employee Status: (Mot Enterable)

New Value
Alsa ]
| NL, Not Leave Eligible
|NE, Mot Benefits Eligible
| Part Time

Q]
Qfuzsoos |
Q]
Afuzsoo |

| TOD27, Doak Hall ~

v]
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Job Information

The Job Information section is where the originator will assign specific data elements about the job in
which the employee will be assigned. This section is essentially the same for both nonexempt and
exempt positions, but we will point out the specific areas in which they differ. The first few data
fields of the job information section are for dates.

The Job Begin Date will remain as the defaulted date unless the employee has held the same position
in the past. In this case, the originator will need to change the Job Begin Date to match the current
value date from the past appointment.

The Jobs Effective Date will remain the same as the defaulted date which should match the query
date entered in the first part of building the ePAF transaction.

The Personnel Date will also be the same as the jobs effective date and the query date and will only
be different when the ePAF will be changing job information in a past payroll period giving the
position a last paid date. Other considerations need to be taken if the originator is changing job
information that is in a past payroll period (i.e. manual check request processing, EOPS processing).

New Job Nonexempt, T97798-00 Senior Business Assistant, Last Paid Date: Dec 15, 2019

Item Current Value New Value
Job Begin Date: MM/DD/YYYY# 03/09/2015 03/09/2015

Job Type: #(Not Enterable) Primary

Jobs Effective Date: MM/DD/YYYY* 09/01/2019 01/01/2020

Personnel Date: MM/DD/YYYY % 09/01/2019 1/01/2020

Step: #(Not Enterable) 0

Hourly Rate: # 13.119444

Job Status: *(Not Enterable) Active

Position Title: (Not Enterable) Senior Business Assistant

FTE: * 1

Job Change Reason: * SPUPL REAPT, Reappointment
Timesheet COA: * T Q

Timesheet Orgn: * C17030 Qc17030

Time Entry Method: Third Party with Approvals |Employee Time Entry via Web
Premium Pay Code: LONG [LONG, LONGEVITY PAY [~|
Supervisor ID: % R11434767 [R11434767

*Note: Date data entry is the same for these fields in exempt, nonexempt or faculty ePAF
transactions.
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Pay Information:

In nonexempt ePAF transactions, the originator will enter the Hourly Rate. The hourly rate must meet
the minimum of the pay grade and cannot exceed the maximum of the pay grade (without special
permission from the President’s Office). This information can be found in the pay plan. Hourly rate
can be figured by using the following calculation:

Annual Salary to be paid to the employee / 2080 / FTE = Hourly Rate for the ePAF field

Example: the employee is to be paid $25,000 for 50% FTE or 20 hours per week of work. The hourly
rate would be $24.04 per hour.

New Job Nonexempt, T97798-00 Senior Business Assistant, Last Paid Date: Dec 15, 2019

Item Current Value New Value
Job Begin Date: MM/DD/YYYY#% 03/09/2015 03/09/2015

Job Type: #(Not Enterable) Primary

Jobs Effective Date: MM/DD/YYYY# 09/01/2019 1/01/2020

Personnel Date: MM/DD/YYYY % 09/01/2019 01/01/2020

Step: #(Not Enterable) 0

Hourly Rate: * 13.119444

Job Status: *(Not Enterable) Active

Position Title: (Not Enterable) Senior Business Assistant

FTE: * 1

Job Change Reason: * SPUPL REAPT, Reappointment
Timesheet COA: * T Qfr

Timesheet Orgn: * C17030 Q[c17030

Time Entry Method: Third Party with Approvals |Emp|oyee Time Entry via Web
Premium Pay Code: LONG |LONG, LONGEVITY PAY V|
Supervisor ID: * R11434767 [R11434767

Pay Information:

In exempt ePAF transactions, the originator will enter the Annual Salary. This field is independent of
the FTE; the annual salary entered will not be changed by the FTE. The annual salary must meet the
minimum of the pay grade and cannot exceed the maximum of the pay grade (without special
permission from the President’s Office). This information can be found in the pay plan.

For Staff, 12-month Faculty and Graduate Research Assistants the annual salary is the monthly
amount to be received multiplied by 12. Annual salary for 12-month employees can be figured by
using the following calculation:

Monthly Salary to be paid to the employee X 12 = Annual Salary for the ePAF

Example: the employee is to be paid $5,625.00 per month at 100% FTE or 40 hours per week. The
Annual Salary will be $67,500.00
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Item
Job Begin Date: MM/DD/YYYY%

Job Type: *(Not Enterable)

Personnel Date: MM/DD/YYYY %
Step: #(Not Enterable)

Annual Salary: #

Job Status: #(Not Enterable)
Position Title: (Not Enterable)

Jobs Effective Date: MM/DD/YYYY# 09/01/2018

New Job Exempt, T90120-00 Business Manager, Last Paid Date: Dec 31, 2019

Current Value New Value
09/01/2016 09/01/2016
Primary

01/01/2020
09/01/2018 01/01/2020
0

67500

Active

Business Manager

FTE: % 1
Job Change Reason: * SPUPL REAPT, Reappointment
Timesheet COA: * T Qfr

Timesheet Orgn: * FO0071 Q, [Fooooo

Premium Pay Code: LONG
R0O0535901

[LONG, LONGEVITY PAY  ~
|R00535901

Supervisor ID: #*

Pay Information:

In ePAF transactions for 9-Month Faculty, Graduate Teaching Assistants and Graduate Part-Time
Instructors, the originator will enter the 9-month Annual Salary. This field is independent of the FTE;
the annual salary entered will not be changed by the FTE. For these appointments, monthly salary is
multiplied by 9. It can be figured by using the following calculation:

Monthly Salary to be paid to the employee X 9 = Annual Salary for the ePAF

Example: the employee is to be paid $6,666.67 per month at 100% FTE or 40 hours per week for 9
months only. The Annual Salary will be $60,000.

New Job Exempt, T93195-00 Assistant Professor, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Job Begin Date: MM/DD/YYYY#* 09/01/2019 09/01/2019

Job Type: #(Not Enterable) Primary

Jobs Effective Date: MM/DD/YYYY%  09/01/2019
Personnel Date: MM/DD/YYYY#% 09/01/2019

Step: *(Not Enterable) 0

Annual Salary: #* 60000

Job Status: *(Not Enterable) Active

Position Title: (Not Enterable) Assistant Professor
FTE: * 1

Job Change Reason: #(Not Enterable) SPUPL

01/01/2020
01/01/2020

Timesheet COA: *
Timesheet Orgn: *

Premium Pay Code:
Supervisor ID: #

.
B53114

R0O0514144
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FTE is the abbreviation for Full Time Equivalent. This figure represents the employee’s workload. FTE
is based on the number of hours per week the employee will work. A full-time employee, or 100% FTE
employee, will work 40 hours per week. An employee’s FTE can be figured by using the following
calculation:

Number of Hours the employee works in one week/40 hours = FTE

Example: An employee works 27 hours per week. The FTE for that employee would be 0.675 or
67.5%.

New Job Nonexempt, T97798-00 Senior Business Assistant, Last Paid Date: Dec 15, 2019

Item Current Value New Value
Job Begin Date: MM/DD/YYYY#* 03/09/2015 03/09/2015

Job Type: *(Not Enterable) Primary

Jobs Effective Date: MM/DD/YYYY#* 09/01/2019 01/01/2020
Personnel Date: MM/DD/YYYY % 09/01/2019 01/01/2020
Step: *(Not Enterable) 0

Hourly Rate: * 13.119444

Job Status: *(Not Enterable) Active

Position Title: (Not Enterable) Senior Business Assistant

FTE: * 1

Job Change Reason: * SPUPL REAPT, Reappointment

Q
Q

Timesheet COA: * T T

Timesheet Orgn: * C17030 C17030

Time Entry Method: Third Party with Approvals |Emp|oyee Time Entry via Web
Premium Pay Code: LONG |LONG, LONGEVITY PAY V|
Supervisor ID: * R11434767 IR11434767

*Note: Data entry for FTE is not different in exempt, nonexempt or faculty ePAF transactions.

The Job Change Reason, Timesheet COA and Timesheet Orgn will appear in various ways in this
section of the ePAF depending on what type of ePAF the originator is processing.

The Job Change Reason will be the reason for the ePAF transaction. In new hire ePAFs, this field is not
enterable as the data defaults to new hire. In other ePAFs such as Pay Change or FTE Change ePAFs,
this field is open for the originator to identify the reason. The originator should review the drop-down
list and choose the reason that best fits the situation.

The Timesheet COA and Timesheet Orgn will appear for nonexempt ePAF transactions so that
originator can identify where the time sheet will be routed.

Time Entry Method is where the originator will identify which time keeping system the employee will
be using to report hours worked. Employee Time Entry via Web is used for employees who will enter
time in Web Time Entry on Raiderlink. Third Party with Approvals is used for employees who will
enter time in Time Clock Plus.
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Item
Job Begin Date: MM/DD/YYYY#*
Job Type: *(Not Enterable)

Personnel Date: MM/DD/YYYY %
Step: *(Not Enterable)
Hourly Rate: %

Job Status: *(Not Enterable)
Position Title: (Not Enterable)
FTE: *

Job Change Reason: *
Timesheet COA: *

Timesheet Orgn: *

Time Entry Method:

Premium Pay Code:
Supervisor ID: *

New Job Nonexempt, T97798-00 Senior Business Assistant, Last Paid Date:

Current Value New Value

03/09/2015
Primary

Jobs Effective Date: MM/DD/YYYY* 09/01/2019

09/01/2019
0

Dec 15, 2019

13.119444

Active

Senior Business Assistant

1

SPUPL

T
C17030

Third Party with Approvals

LONG

R11434767

The Premium Pay Code field will always be “Not Selected” unless you are assigning a full time staff
employee. If this field needs to be changed, the originator will select “LONG” for Longevity pay to be
applied to the employee’s appointment. “HAZ” for Hazard pay is for peace officers and may only be
used by the TTU Police Department.

The Supervisor ID will always be the R ID of the individual that will serve as the employee’s

supervisor. This field will set up access in the electronic Performance Management system (ePM
system) for the supervisor to establish a Position Description and Evaluation for the employee.

Item

Job Begin Date: MM/DD/YYYY %

New Job Nonexempt, T97142-00 Student Assistant

New Value
01/16/2020

Job Type: #({Not Enterable)

Jobs Effective Date: MM/DD/YYYY %
Personnel Date: MM/DD/Y Y Y Y%
Step: #{Not Enterable)

01/16/2020
01/16/2020

Hourly Rate: #*

Job Status: *({Not Enterable)

Position Title: (Not Enterable)

FTE: *

Job Change Reason: #{Not Enterable) NEWHI

Timesheet COA: *
Timesheet Orgn: #*

Premium Pay Code:

Supervisor ID: #

Time Entry Method:

Q
2 [H15000

| Employee Time Entry wvia Web

[ Mot Selected

R |

|ROD177799
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Encumbrance 9-month

The Encumbrance section is only used in ePAFs for 9-month appointments (Faculty, Instructor,
GPTI/TA). This section will have a Job Begin Date, Encumbrance Begin Date and Encumbrance End
Date. When doing 9-month epafs, it is important to remember the semester dates:

o Fall:9/1-1/15

o Spring:1/16-5/31

o Summerl:6/1-7/15

o Summerll:7/16-8/31

The Job Begin Date will remain as the defaulted date unless the employee has held the same position
in the past. In this case, the originator will need to change the Job Begin Date to match the current
value date from the past appointment.

Encumbrance 9-Month - New Job, T88483-00 Instructor

Item Current Value New Value

Job Begin Date: MM/DD/YYYY#* 01/16/2020
Encumbrance Begin Dt: MM/DD/YYYY % 01/16/2020
Encumbrance End Dt: MM/DD/YYYY% 05/31/2020

The Encumbrance Begin Date is the date in which the ePAF originator intends for funds to begin to be
held to pay for an employee’s appointed job. The encumbrance begin date will default based on the
guery date. Because these are 9-month appointments, the query date should be the beginning of the
semester: 9/1, 1/16, 6/1, or 7/16.

Encumbrance 9-Month - New Job, T88483-00 Instructor

Item Current Value New Value

Job Begin Date: MM/DD/YYYY# 01/16/2020
Encumbrance Begin Dt: MM/DD/YYYY % 01/16/2020
Encumbrance End Dt: MM/DD/YYYY% 05/21/2020

The Encumbrance End Date is the date in which the ePAF originator intends for funds to be released
from an employee’s appointed job. The encumbrance end date will be the end of the semester for
which the originator is appointing: 1/15, 5/31, 7/15, or 8/31. The Encumbrance End Date will NOT
end the appointment. To end the appointment, an ePAF must be submitted.
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Summer Leave Without Pay for 9-month Appointments

If a 9-month appointment is not ended 5/31, it will be placed on Leave Without Pay (LWOP) for the
summer. Sometime during the month of May, an automated script will insert a 6/1 effective date for
a leave without pay record on active 9-month appointments (if a 5/31 end date is in place, the script
will not affect the appointment).

Secondary and overload appointments using a default earnings code other than RGS must end 5/31.
The department will be responsible for ending these appointments so the employee will not be
overpaid through the payroll process. LWOP will not prevent payment on those appointments.

Summer appointments can be entered using the summer ePAFs and a 10 suffix (or 20, 30 as needed).

Sometime during the month of August, a second automated script will insert a 9/1 effective date
record on 9-month appointments to return them back to an active status (if an 8/31 end date is in
place, the script will not affect the appointment).

Deferred Pay employees
Employees in a 9-month faculty position may elect to have a portion of their monthly pay deferred to
pay out during the summer months. These employees will not go on LWOP.

Originators will still need to submit summer ePAFs if the employee works during the summer
semesters. If the appointment is ending, use an 8/31 end date or termination date.

DO NOT END deferred pay appointments on 5/31 or mid-summer as it will disrupt the deferred pay
the employee has selected and cause benefits to be interrupted or terminated for the employee.
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Compensation Factor and Pays

The Compensation Factor & Pays section of the ePAF will consist of Jobs Effective Date, Hours per
Day, Hours per Pay, Factor/Pays.

The Jobs Effective Date will remain the same as the defaulted date which should match the query
date entered in the first part of building the ePAF transaction.

The Hours per Day and Hours per Pay will be dependent on the FTE.

The Hours per Day is the average number of hours the employee will work each day. For a full-time
employee, this will be 8 hours. The Hours per Day is calculated as:

8 X FTE = Hours per Day

Example using 0.5 FTE:

Compensation Nonexempt - Factor & Pays, T97142-00 Student Assistanti,
Enter Changes Current Value|New Value

Jobs Effective Date: #(10/01/2019 10/01/2019

Hours per Day: % 4 4

Hours per Pay: # 43.33 43.33

Factor: * 24 24

Pays: * 24 24

This field will allow two digits past the decimal. If the average hours per day is less than 1, the
originator will need to use 1 instead. This will be the same for nonexempt, exempt and faculty ePAFs.

The Hours per Pay is the average number of hours the employee will work each pay period. Because
nonexempt employees have a different pay period from exempt and faculty, the full-time rate of
Hours per Pay is different. There is a minimum entry of .01 for this field. Full time hours per pay are
noted in the chart below. Calculating hours per pay will begin with this full time number and calculate
from there.

Employee Status [Hours per Pay
Nonexempt 86.67
Exempt 173.33
9-month 173.33
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Nonexempt:

86.67 X FTE = Nonexempt Hours per Pay

Example using 0.5 FTE:

Compensation Nonexempt - Factor & Pays, T97142-00 Student Assistant,

Enter Changes Current Value|New Value
Jobs Effective Date: #{10/01/2019 10/01/2019
Hours per Day: % 4 4
Hours per Pay: # 43.33 43.33
Factor: * 24 24
Pays: # 24 24

Exempt:

173.33 X FTE = Exempt Hours per Pay

Example using 1.0 FTE:

Item New Valu

Hours per Day: # 8
Hours per Pay: % 173.33
Factor: * 12
Pays: # 12

Compensation Exempt - Factor & Pays, T96049-00 Server Administrator III

e

Jobs Effective Date: MM/DD/YYYY%® |01/01/2020

*Note: Hours per Pay entry is not different in exempt and faculty ePAF transactions.
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The Factor and Pays indicate the number of pay periods and number of paychecks per year,
respectively. For nonexempt and faculty ePAFs, these fields are defaulted to the correct number and

are not editable.

For exempt ePAFs, the fields are enterable but should always be 12/12 as shown below.

Compensation Nonexempt - Factor & Pays, T88853-00 Coordinator
Item New Value

Jobs Effective Date: MM/DD/YYYY%® |01/01/2020

Hours per Day: * 5

Hours per Pay: * 86.67

Factor: *(Not Enterable) 24

Pays: *(Not Enterable) 24

Compensation Exempt - Factor & Pays, T88483-00 Instructor

Ttem New Value
Jobs Effective Date: MM/DD/YYYY%® 01/16/2020
Hours per Day: # 5

Hours per Pay: %

i
Factor: %(Not Enterable) 9
Pays: x(Not Enterable) 9

Jobs Effective Date: MM/DD/YYYY#
Hours per Day: *
Hours per Pay: %

Compensation Exempt - Factor & Pays, T96049-00 Server Administrator III

Item New Value

01/01/2020
8
173.33

Factor: %

Pays: *

12
12

Employees in a 9-month faculty position who have elected to have a portion of their monthly pay
deferred to pay out during the summer months may show a factor of 9 with a pay of 12. It the ePAF
originator sees this type of factor and pay difference, other considerations should be taken so the
summer payments to the employee will not be affected. Please contact Compensation and
Operations when this situation is encountered. Email: hr.comp.ops@ttu.edu.

Compensation Exempt - Factor & Pays, T96092-00 Associate Professor, Last Paid Date: Dec 31, 2019

Item Current Value New Value

Jobs Effective Date: MM/DD/YYYY#* 09/01/2019 01/16/2020

Hours per Day: # 8
Hours per Pay: * 173.33 ’W‘
Factor: #(MNot Enterable) Q l:l
Pays: #(MNot Enterable) 12 l:l
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Create or Change Default Earnings

The Create or Change Default Earnings section of the ePAF is used to enter an earnings code which
allows the position to run through the payroll process and pay a specific earning to the employee.
This section will consist of Effective Date, Earnings Code, Hours/Units per Pay. Overload ePAFs will
also use the Special Rate field; please refer to the Add Overload section of this guide for detailed
instructions.

For new appointments, the Default Earnings section will be blank; all new values must be entered. For
reappointments, the ePAF is prepopulated with Current Default Earnings information already in the
New Value. The originator MUST update the Effective Date (same as query date) and other fields if
necessary. All appointments must have at least one Earnings Code. The code is selected from the
drop-down box.

Create or Change Default Earnings, T97310-00 Student Assistant Hon 725, Last Paid Date: Dec 15, 2019
Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date
05/16/2019 HLN, Hazard or Longevity NonEligibl 1.00 1
New Value
Effective Date MM/DD/YYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MM/DD/YYYY Remove
05/16/2019 |HLN, Hazard or Longevity NonEligibl v\ ‘ ]_.00| | H |‘ ‘
| | [Not Selected ] \ | I | ) \
| | [Not Selected 7] \ | | I | ) \
| | [Not Selected V] \ | | L4 |
| | [not Selected ] \ I I |4l \
+ Defaulting values for Default Earnings from the Job records.

Save and Add New Rows

Nonexempt appointments will use either the HLN (Hazard/Longevity NonEligible) or HLD
(Hazard/Longevity Eligible) codes. HLD is for full time staff employees only. All other employees will
have HLN as the earnings code.

The Hours or Units per Pay will be 1. The Special Rate field will always be blank for nonexempt
employee transactions.

Create or Change Default Earnings, T97310-00 Student Assistant Hon 725, Last Paid Date: Dec 15, 2019

Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date
05/16/2019 HLN, Hazard or Longevity NonEligibl 1.00 1
New Value
Effective Date MM/DD/YYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MM/DD/YYYY Remove
01/01/2020 [HLN, Hazard or Longevity NonEligibl _ ~| [ 1.00| | /| (Y] 4] |
| | [Not Selected - ‘ | | H “ |
\Not Selected “| ‘ | | H “ |
| | [Not Selected - ‘ | | H “ |
| | [Not Selected ~] ‘ | | | “ |

+ Defaulting values for Default Earnings from the Job records.
Save and Add New Rows
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Exempt appointments will require the RGS (Regular Salaried) earnings code in order to pay properly.
This code is used for exempt and 9-month appointments which have an FTE.

The Hours or Units per Pay will match the hours used in the Compensation — Factor & Pays section of
the ePAF (i.e. 173.33 for FT appointment). If the employee is full time staff, HLD will be entered on a

separate line. The Special Rate will be blank for both entries.

Current

09/01/2018
09/01/2019

New Value

Effective Date Earnings

HLD, Hazard or Longevity Eligible
RGS, Regular Salaried

Effective Date MM/DD/YYYY Earnings

1.00
173.33

Hours or Units Per Pay Deemed Hours Special Rate

Create or Change Default Earnings, T95728-00 Associate Managing Director, Last Paid Date: Dec 31, 2019

Hours or Units Per Pay Deemed Hours Special Rate Shift End Date

1
1

Shift End Date MM/DD/YYYY Remove

[01/01/2020

|HLD, Hazard or Longevity Eligible

1.00] |

I () [ |

[01/01/2020

[rGS, Regular Salaried

173.33] |

I Q [

|N0t Selected

]

[Not Selected

I L1

]

[Not Selected

I [

[Not selected

|
|
I [} |
|
|
|

I [ |

+ Defaulting values for Default Earnings from the Job records.
Save and Add New Rows

*Note: HLD will only be used for primary appointments. If the originator is adding or adjusting a
Secondary appointment, there is no need to add in the HLD earnings code.

Additional instructions specific to Overload appointments are found in the Add Overload section of

this guide.
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Create or Change Labor Distribution

The Create or Change Labor Distribution FOAPAL section will establish or adjust the funding
source(s) of the appointment. This section will include Effective Date, Chart of Account (COA), Fund,
Organization, Account, Program (FOAP).

The Effective Date will remain as defaulted from query date.
The COA will be T, for all TTU departments, or S, for TTU System departments. The fund, organization,

account and program should be provided by the department. The Percent is how much of this
appointment will be paid from the entered funding source.

Create or Change Labor Distribution FOAPAL, T97310-00 Student Assistant Hon 725, Last Paid Date: Dec 15, 2019

Current
Effective Date: 09/01/2019
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

T 16A050 B58000 6A4402 100 100.00

New

Effective Date: MM/DD/YYYY

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance
Override End Date

A 4] |Q, 168050 |2 [Bss000 |2 [6asa02 | Q [100 Y Q| | | Il 75| |

Qr Q] | A [16A007 |& [Bs8000 | [6Ada02 | [200 Q| SY | I Il 25| |

Al q] |2 | |2 | |2 |4 I I I Il |

Q4] | |4 | | |2 |4 I I | | |

a9 | | | | | | I I I I |

+ Defaulting values for Labor Distribution from the Job records.
Default from Index Save and Add New Rows

The total percent of all FOAPs entered must equal 100. The other fields will be blank as we do not use
them.
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Add Overload ePAF

The Overload ePAF is used to add an appointment for pay above base salary with no FTE. To be
eligible for an overload, an employee’s primary job must be exempt (may be staff or faculty) and they
must have a cumulative FTE of 1.0 with the university.

Overload appointments will use a suffix from the chart below based on the type of pay. The suffix is
entered during the ePAF Job Selection. Refer to page 21 of this guide for additional information on
this stage.

Alternative Suffix Options

Earning Code |Earn Code Definitions Suffix Options
ADC Additional Compensation Al, A2, A3, etc.
ADM Administrative Duties D1, D2, D3, etc.
ECH Endowed Chair C1, C2, C3, etc.
EPR Endowed Professor G1, G2, G3, etc.
INT Interim Duties K1, K2, K3, etc.
CAR Car Allowance P3

HOU Housing Allowance H1

OTB Other Taxable Benefit Bl

If the employee will have multiple overload appointments with the same Earnings Code, select the
next sequential suffix option. For example, if an Assistant Professor has an existing A1 appointment,

select the A2 suffix option to add another appointment with the ADC Earnings Code. But if the second
appointment will be for administrative duties (ADM) select D1.

My Personal Information /‘Student /'TTU Financial Aid #2000 GGl Bl ]
search |

New EPAF Job Selection

¥ Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: .
Query Date: Sep 01, 2021
Approval Category: TTU Add Overload & Future End, TOVFEE

Primary Job Recurring Pay Exempt, JBADEE
Search|Type |Position Suffix [Title Time Sheet Organization|Start Date \End Date|Last Paid Date\status Select]

Q. New Job|Tagse4 [21] Jjassistant Coach|FO0025, Football

®

Primary |TS8564 00 IAssistant Coach|FO0025, Football Dec 21, 2020 Jul 31, 2021 Active

Return.te ERAE.Menu

Job Information:
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The Job Begin Date will remain as the defaulted date unless the employee has held the same position
in the past. In this case, the originator will need to change the Job Begin Date to match the current
value date from the past appointment.

The Jobs Effective Date will remain the same as the defaulted date which should match the query
date entered in the first part of building the ePAF transaction.

The Personnel Date will also match the jobs effective date and the query date.

Primary Job Recurring Pay Exempt, T98564-A1 Assistant Coach

Item Current Value New Value
Job Begin Date: MM/DD/YYYY% |gg;c.1;2.321

Job Type: #(Not Enterable) ‘I\
Jobs Effective Date: MM/DD/YYYY % |c|9;u1;2021

Perscnnel Date: MM/DD/YYYY% |ngm1,.f2021

Step: #(MNot Enterable)
FTE: #({Mot Enterable)

Annual Salary: #

Hours per Pay: #(Not Enterable)
Job Status: *(Not Enterable)

Job Change Reason: #(MNot Enterable)
Leave Report Method: #(Not Enterable)

The Annual Salary is the annualized rate of payment. The Add Overload ePAF is used to set up 9- and
12-month overloads.

Monthly Salary to be paid to the employee X 9 = Annual Salary for the ePAF

Example: If $5,000 additional compensation is to be paid for teaching a spring course, the monthly
rate is $1,111.11. Multiplied by 9 provides an Annual Salary of $10,000.

Monthly Salary to be paid to the employee X 12 = Annual Salary for the ePAF

Example: If $2,000 will be paid per month for fulfilling interim duties, the Annual Salary will be
$24,000.

Compensation — Factor & Pays:
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The Jobs Effective Date will remain the same as the defaulted date which should match the query
date entered in the first part of building the ePAF transaction.

The Factor and Pays will both be 9 if the overload appointment will be a full or partial 9-month
appointment (i.e. full academic year or a single semester).

Compensation Exempt - Factor & Pays, T99372-A1 Instructor

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY#% 09/01,/2021

Hours per Day: %(Nct Enterable)
Hours per Pay: ®(Not Enterable)
Factor: #

Pays: *

The Factor and Pays will both be 12 if the overload appointment is on a staff title or is expected to
last the full 12 months.

Compensation Exempt - Factor & Pays, T98564-A1 Assistant Coach

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY% 09/01/2021

Hours per Day: #(Not Enterable)
Hours per Pay: *x(Not Enterable)
Factor: *

Pays: #

Default earnings:
For new appointments, the Default Earnings section will be blank; all new values must be entered.
For reappointments, the ePAF is prepopulated with Current Default Earnings information already in
the New Value. The originator MUST update the Effective Date (same as query date) and other fields
if necessary. Overloads have at only one Earnings Code which is selected from the drop-down box.
Earn Codes for Overload appointments are listed in the chart below. If you believe another Earn Code
is appropriate, please check with HR Compensation and Operations before submitting the ePAF.
Alternative Suffix Options
Earning Code |Earn Code Definitions Suffix Options
ADC Additional Compensation A1, A2, A3, etc.
ADM Administrative Duties D1, D2, D3, etc.
ECH Endowed Chair C1, C2, C3, etc.
EPR Endowed Professor G1, G2, G3, efc.
INT Interim Duties K1, K2, K3, etc.
CAR Car Allowance P3
HOU Housing Allowance H1
OTB Other Taxable Benefit B1
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For these Earnings codes, the Hours/Units per Pay will be 1. The originator will enter the MONTHLY
amount the employee is to receive in the Special Rate field.

The columns for Deemed Hours and End Date will ALWAYS be BLANK. The Shift field defaults to 1 and
must remain as 1 to ensure pay is correct.

Create or Change Default Earnings, T98564-A1 Assistant Coach

Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date

New Value
Effective Date MM/DD/YYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MM/DD/YYYY Remove

|09;‘01f’2021 | ‘ADC, Additional Compensation Vl 5 @ I—lOOD/
‘Not Selacted Vl I:I
| | | I L1

1

Labor Distribution:

The COA will be T, for all TTU departments, or S, for System departments. The fund, organization,
account and program should be provided by the department. The Percent is how much of this
appointment will be paid from the entered funding source.

A few of these Earnings Codes require specific override Account codes as shown below.

Alternative Suffix Options
Earning Code| Earn Code Definitions | Suffix Options Account Code
ADC Additional Compensation |Al, A2, A3, etc. |6A2011
ADM Administrative Duties D1, D2, D3, etc. |no override, follows salary account code
ECH Endowed Chair C1, C2, C3, etc. |[no override, follows salary account code

EPR Endowed Professor G1, G2, G3, etc. [no override, follows salary account code

Interim Duties K1, K2, K3, etc. |[no override, follows salary account code
Car Allowance P3 6A0011
Housing Allowance H1 6A0010
Other Taxable Benefit Bl 6A0010

Example of override Account code used for appointment with ADC Earnings.

Create or Change Labor Distribution FOAPAL, T98564-A1 Assistant Coach

Current
Effective Date: 09/01/2021
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New

Effective Date: MM/DD/YYYY [0g/01/2021

COoA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

A8 | |2 |Afeazorr ]9 12 | I | z00.00]]
A4 |% e |2 12 1 |2 I I
A | |2 % 1% 12 | I I
A4 |% e |2 12 1 |2 I I
A ad |2 |2 % |2 |2 |% I I

Total:
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Future End Job:

Overload jobs may be set up for only a few months or for the entire fiscal year. These appointments
are to be approved each year so they may not extend into the next fiscal year without a new
Overload ePAF.

The Jobs Effective Date, Personnel Date and Job End Date will be the date the Overload appointment
ends. 9-month overloads may end on 1/15 or 5/31 consistent with the academic payroll schedule.

End Job, T98564-A1 Assistant Coach

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY % ||33;31;2|32;:_

Personnel Date: MM/DD/YYYY % |naj31;2022

Job Status: #(Not Enterable)
Job Change Reascn: #(Not Enterable)

Job End Date: MM/DD/YYYY* |08/31/2022
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FTE Change ePAF Type

The FTE Change ePAF allows the originator to adjust the FTE and all the affected fields. In most ePAFs,
the FTE is one line of the Job Information section. However, the FTE Change ePAF has three unique
sections that update information using fields we have already discussed in previous sections.

This ePAF is used to adjust part time FTEs or to lower a full-time appointment to allow for a
secondary appointment. For example: changing a current part-time FTE (.01 - .99) to a different part-
time FTE (.01 - .99) OR changing a full time FTE (1.0) to part time (.01 - .99) to accommodate another
appointment, totaling 1.0 FTE.

If the desired change will result in a change of the employee class (example: FT to PT or vice versa),
the originator may need to submit a reclassification request. Contact HR Compensation & Operations
for clarification or exceptions.

The Jobs Effective Date will remain the same as the defaulted date which should match the query
date entered in the first part of building the ePAF transaction.

The Employee Class Code will not be enterable.

Job Employee Class, T97142-00 Student Assistant, Last Paid Date: Dec 31, 2019

Item Current Value MNew Value
Jobs Effective Date: MM/DD/YYYY % 10/01/2019 ||3.2;¢31;2029

Employee Class Code: (Not Enterable) 54, PT Non Exempt Student
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The originator can refer to the Employee Record Job Aid (see Appendix) to identify the correct
Benefit Category and Leave Category based on the new FTE.

The originator will choose the correct corresponding leave and benefit category that goes with the

employee’s full appointment. If there will be multiple appointments, the cumulative FTE is used to
determine benefits/leave eligibility.
Change FTE, T97142-00 Student Assistant, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Emplayee Class Code: (Not Enterable) 54, PT Non Exempt Student

Leave Category Code: * NL, Mot Leave Eligible |NL, Mot Leave Eligible
Benefit Category: * NE, Not Benefits Eligible |NE, Mot Benefits Eligible
FT/PT Status: (Not Enterable) Part Time

Jobs Effective Date: MM/DD/YYYY % 10/01/2019 02/01/2020

Personnel Date: MM/DD/YYYY#* 10/01/2019 02/01/2020

FTE: % .5 .25

Hours per Day: # 4 2

Job Change Reascon: #%(MNot Enterable) NEWHI CGFTE

Hours per Pay: % 43.33 21.67

Premium Pay Code: Mot Selected v
Time Entry Metheod: * Third Party with Approvals Third Party with Approvals

*Note: The nonexempt and exempt data entry of this section is the same except for the Employee
Class Code. The employee class code will be enterable on the exempt FTE change ePAF; however, the
data entered into the new value should always match the current value column.

The Jobs Effective Date will remain the same as the defaulted date which should match the query
date entered in the first part of building the ePAF transaction.

The Personnel Date will also be the same as the jobs effective date and the query date and will only
be different when the ePAF will be changing job information in a past payroll period giving the
position a last paid date. Other considerations need to be taken if the originator is changing job

information that is in a past payroll period (i.e. manual check request processing, EOPS processing).
Change FTE, T97142-00 Student Assistant, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Employee Class Code: (Mot Enterable) 54, PT Non Exempt Student

Leave Category Code: # NL, Mot Leave Eligible NL, Not Leave Eligible
Benefit Category: * NE, Mot Benefits Eligible MNE, Not Benefits Eligible
FT/PT Status: (Not Enterable) Part Time

Jobs Effective Date: MM/DD/YYYY#  10/01/2019 [p2/01/2020

Personnel Date: MM/DD/YYYY% 10/01/2019 02/01/2020
FTE: % .5 .25

Hours per Day: * 4 2

Job Change Reason: #%(Not Enterable) NEWHI CGETE

Hours per Pay: * 43.33 21.67

Premium Pay Code: Not Selected v

Time Entry Method: * Third Party with Approvals Third Party with Approvals
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FTE is the abbreviation for Full Time Equivalent. This figure represents the employee’s workload. FTE
is based on the number of hours per week the employee will work. A full-time employee, or 100% FTE
employee, will work 40 hours per week. An employee’s FTE can be figured by using the following
calculation:

Number of Hours the employee works in one week/40 hours = FTE

Example: An employee works 27 hours per week. The FTE for that employee would be 0.675 or
67.5%.

Change FTE, T97142-00 Student Assistant, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Employee Class Code: (Not Enterable) 54, PT Non Exempt Student

Leave Category Code: ML, Not Leave Eligible ML, Mot Leave Eligible

Benefit Category: * ME, Not Benefits Eligible ME, Mot Benefits Eligible
FT/PT Status: (Mot Enterable) Part Time

Jobs Effective Date: MM/DD/YYYY# 10/01/2019 02/01/2020

Personnel Date: MM/DD/YYYY* 10/01/2019 02/01/2020

FTE: % .5 las

Hours per Day: * 4 2

Job Change Reascn: *(Not Enterable) NEWHI CGFTE

Hours per Pay: * 43.33 21.67

Premium Pay Code: Mot Selected v

Time Entry Method: * Third Party with Approvals Third Party with Approvals

The Hours per Day and Hours per Pay will be dependent on the FTE.

The Hours per Day is the average number of hours the employee will work each day. For a full-time
employee, this will be 8 hours. The Hours per Day is calculated as:

8 X FTE = Hours per Day

The Hours per Pay is the average number of hours the employee will work each pay period. Because
nonexempt employees have a different pay period from exempt and faculty, the full-time rate of
Hours per Pay is different. There is a minimum entry of .01 for this field. Full time hours per pay are

noted in the chart below. Calculating hours per pay will begin with this full-time number and calculate
from there.

Employee Status [Hours per Pay
Nonexempt 86.67
Exempt 173.33
9-month 173.33
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Nonexempt:
86.67 X FTE = Nonexempt Hours per Pay

Exempt:
173.33 X FTE = Exempt Hours per Pay

Example using 0.4 FTE:

Change FTE, T97142-00 Student Assistant, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Employee Class Code: (Not Enterable) S4, PT Non Exempt Student l:l

Leave Category Code: * NL, Not Leave Eligible [Not Selected
Benefit Category: * NE, Not Benefits Eligible [Not Selected
FT/PT Status: (Not Enterable) Part Time

Jobs Effective Date: MM/DD/YYYY#* 10/01/2019 01/16/2020
Personnel Date: MM/DD/YYYY % 10/01/2019 01/16/2020
FTE: #* .5

Hours per Day: * 4
Job Change Reason: #(Not Enterable) NEWHI CGFTE
Hours per Pay: * 43.33 4.66

Premium Pay Code: ]
Time Entry Method: * Third Party with Approvals |Third Party with Approvals

The Premium Pay Code field will always be “Not Selected” unless you are assigning a Full Time Staff
Employee. If this field needs to be changed, the originator will select “LONG” for Longevity pay to be
applied to the employee’s appointment. “HAZ” for Hazard pay is for peace officers and may only be
used by the TTU Police Department.

Time Entry Method is where the originator will identify which time keeping system the employee will
be using to report hours worked. Employee Time Entry via Web is used for employees who will enter
time in Web Time Entry on Raiderlink. Third Party with Approvals is used for employees who will
enter time in Time Clock Plus. Payroll Time Entry is used for exempt employees.

Change FTE, T97142-00 Student Assistant, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Employee Class Code: (Not Enterable) 5S4, PT Non Exempt Student

Leave Category Code: # NL, Mot Leave Eligible ML, Mot Leave Eligible
Benefit Category: * NE, Mot Benefits Eligible NE, Mot Benefits Eligible
FT/PT Status: (Mot Enterable) Part Time

Jobs Effective Date: MM/DD/YYYY % 10/01/2019 02/01/2020

Personnel Date: MM/DD/YYYY% 10/01/2019 02/01/2020

FTE: #* .5 .2

Hours per Day: # 4 2

Job Change Reascn: #%(Not Enterable) NEWHI CGFTE

Hours per Pay: # 43.33 21.67

Premium Pay Code: | Mot Selected v

Time Entry Method: * Third Party with Approvals |Third Party with Approvals
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The next section allows the originator to update the Hourly Rate (for nonexempt) or Annual Salary
(for Exempt).

In nonexempt ePAF transactions, the originator will enter the Hourly Rate. The hourly rate must meet
the minimum of the pay grade and cannot exceed the maximum of the pay grade (without special
permission from the President’s Office). This information can be found in the pay plan. Hourly rate
can be figured by using the following calculation:

Annual Salary to be paid to the employee / 2080 / FTE = Hourly Rate for the ePAF

Example: the employee is to be paid $25,000 for 50% FTE or 20 hours per week of work. The hourly
rate would be $24.04 per hour.

Change FTE NonExempt - Hourly Rate, T97142-00 Student Assistant,

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY# 10/01/2019 02/01/2020

Hourly Rate: # 7.75 8.10
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In exempt ePAF transactions, the originator will enter the Annual Salary. This field is independent of
the FTE; the annual salary entered will not be changed by the FTE. The annual salary must meet the
minimum of the pay grade and cannot exceed the maximum of the pay grade (without special
permission from the President’s Office). This information can be found in the pay plan.

For Staff, 12-month Faculty and Graduate Research Assistants the annual salary is the monthly
amount to be received multiplied by 12. Annual salary for 12-month employees can be figured by
using the following calculation:

Monthly Salary to be paid to the employee X 12 = Annual Salary for the ePAF

Example: the employee is to be paid $5,625.00 per month at 100% FTE or 40 hours per week. The
Annual Salary will be $67,500.00

In ePAF transactions for 9-Month Faculty, Graduate Teaching Assistants and Graduate Part-Time
Instructors, the originator will enter the 9-month Annual Salary. This field is independent of the FTE;
the annual salary entered will not be changed by the FTE. For these appointments, monthly salary is
multiplied by 9. It can be figured by using the following calculation:

Monthly Salary to be paid to the employee X 9 = Annual Salary for the ePAF

Example: the employee is to be paid $6,666.67 per month at 100% FTE or 40 hours per week for 9
months only. The Annual Salary will be $60,000.

Change FTE Exempt - Annual Salary, T99477-00 Teaching Assistant,

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY#% 02/01/2020 03/01/2020

Annual Salary: * 16843.43 18500

The remaining sections of the FTE Change ePAF (Compensation- Factors and Pay; Default Earnings;
Labor Distribution; Routing Queue; Comments) are covered in their own sections in this manual.
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Pay Change ePAF Type

The Pay Change ePAF type is used when the originator will assign a change in the rate of pay ONLY.
This ePAF is not used if there will be a change in employee workload. The FTE Change ePAF type
should be used if employee workload is changing.

The originator will need to take into consideration the last paid date. The query date should be AFTER
the last paid date or a future date. Getting the query date correct will set the jobs effective date
correctly.

The Jobs Effective Date will remain as the defaulted date from the query date.

The Personnel Date will also be the same as the Jobs Effective Date and the query date. It will only
be different when the ePAF will change job information in a past payroll period prior to the Last Paid
Date.

Other considerations need to be taken if the originator is changing job information that is in a past
payroll period (i.e. manual check request, or EOPS transaction).

The Job Change Reason will need to be chosen from the drop-down box of the ePAF.

Job Change Reason Codes

for Pay Change ePAF
ADDTY  |Change inJob Duties
CERTI Obtain Certification
EDINC Educational Incentive-TTU Only
EQUITY |Equity Increase
MERIT Merit Increase
SALCO  |Correction to Salary

*Note: Date data entry is not different in nonexempt, exempt or faculty ePAF transactions.

Pay Change Nonexempt, T93065-00 Student Assistant-URF, Last Paid Date: Dec 15, 2019

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY% 09/01/2019
Personnel Date: MM/DD/YYYY%  09/01/2019

Job Change Reason: # SPUPL [ MERIT, Merit Increase

Step: %(Not Enterable) 0 o ]

Hourly Rate: * 8 |9.00
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Pay Information:

In nonexempt ePAF transactions, the originator will enter the Hourly Rate. The hourly rate must meet
the minimum of the pay grade and cannot exceed the maximum of the pay grade (without special
permission from the President’s Office). This information can be found in the Pay Plan. Hourly rate
can be figured by using the following calculation:

Annual Salary to be paid to the employee / 2080 / FTE = Hourly Rate for the ePAF

Pay Information:

In exempt ePAF transactions, the originator will enter the Annual Salary. This field is independent of
the FTE; the annual salary entered will not be changed by the FTE. The annual salary must meet the
minimum of the pay grade and cannot exceed the maximum of the pay grade (without special
permission from the President’s Office). This information can be found in the Pay Plan.

For staff, 12-month Faculty and Graduate Research Assistants the annual salary is monthly amount to
be received multiplied by 12. Annual Salary for 12-month employees can be figured by using the

following calculation:

Monthly Salary to be paid to the employee X 12 = Annuals Salary for the ePAF

Pay Information:
For 9-Month Faculty, Graduate Teaching Assistants and Graduate Part-Time Instructors, the Annual
Salary can be figured by using the following calculation:

Monthly Salary to be paid to the employee X 9 = Annual Salary for the ePAF

Pay Change Exempt, T99494-00 Grad Part-Time Instructor, Last Paid Date: Dec 31, 2019

Item Current Value New Value

Jobs Effective Date: MM/DD/YYYY* 09/01/2019
Personnel Date: MM/DD/YYYY % 09/01/2019

Job Change Reason: * REAPT | EQITY, Equity Increase

Step: #(Not Enterable) 0 D

Annual Salary: * 14000 \16000 |

The remaining sections of the Pay Change ePAF (Default Earnings; Labor Distribution; Routing Queue;
Comments) are covered in their own sections in this manual.
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End Job/End Secondary Job

The End Job section of the ePAF is used to end primary or secondary appointments. An ePAF with
only the End Job section will end the appointment but not terminate the employee. This means the
employee will no longer be paid but will still have benefits for which the department can be charged.
If a benefits eligible employee is no longer working for the University, the originator needs to submit
a Termination ePAF which will end the appointment and terminate the employee.

The End Job section will consist of a Jobs Effective Date, Personnel Date, Job Change Reason, and
Jobs End Date.

The Jobs Effective Date and Job End Date will auto populate based on the Query Date used on the

ePAF. The originator will need to enter the Personnel Date which should the same as the Query Date
unless a payroll deadline was missed.

End Job, T89771-00 Academic Advisor

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY% 01/01/2020 01/31/2020

Personnel Date: MM/DD/YYYY % 01/01/2020 |01;31;207_g|
Job Status: #(Nct Enterable) Active T

Job Change Reason: # REAPT EMIOE, End Job
Job End Date: MM/DD/YYYY#% 01/31/2020

On 9-month appointments, there is an additional field: Encumbrance End Date. This will also default
from the query date.

End Job and Encumbrance 9-Month, T99372-00 Instructor, Last Paid Date: Jan 31, 2020

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY% 09/01/2019%9 log/21/2020

Personnel Date: MM/DD/YYYY# 09/01/2019 08/31/2020
Job Status: %(MNot Enterable) Active T

Job Change Reascn: % REAPT TERMI, Terminate Employment
Job End Date: MM/DD/YYYY % 08/31/2020

Encumbrance End Dt: MM/DD/YYYY#* 01/15/2020 08/31/2020

IMPORTANT NOTE: 9-month, benefits eligible employees are double deducted for insurance
premium costs in March, April and May. Ending these appointments on 5/31 will disrupt benefits.
Instead, allow the appointment to go on Leave Without Pay as noted on page 35, Summer Leave
Without Pay for 9-Month Appointments and submit an 8/31 end date.
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The Job Change Reason will default based on the type of ePAF the originator selects: Job Change —
End Job, Transfer — Losing, or Termination. In most cases, this field will not require changes.

If another Job Change Reason is more appropriate, the originator can choose one from the drop-
down box. For example, if an employee is retiring, the originator will choose a Termination ePAF and
use the RETIR Job Change Reason.

End Job, T98590-00 Senior Analyst, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY# 09/01/2019 01/31/2020

Personnel Date: MM/ DD/YYYY* 09/01/2019 01/31/2020
Job Status: #(Mot Enterable) Active T

Job Change Reason: # SPUPL | ENJOB, End Job
Job End Date: MM/DD/YYYY % 01/31/2020

Multi-action ePAFs allow the originator to end two different appointments at once. These will have
an End Job and an End Secondary Job.

End Secondary Job, W96003-00 Student Assistant, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY % 05/24/2019 01/31/2020

Personnel Date: MM/DD/YYYY#* 05/24/201% 01/31/2020
Job Status: #(Mot Enterable) Active T

Job Change Reascn: #(MNot Enterable) NEWI1O EMIOE

Job End Date: MM/DD/YYYY % 01/31/2020

End Job, S99703-00 Student Assistant, Last Paid Date: Dec 31, 2019

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY% 09/24/2019 01/31/2020

Personnel Date: MM/DD/YYYY#* 05/24/2015 01/31/2020
Job Status: ®(Mot Enterable) Active T

Job Change Reason: % NEWHI TRFLD, Transfer-Losing Department
Job End Date: MM/DD/YYYY % 01/31/2020
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Terminate Employment

The Terminate Employment section will end the employee’s relationship with the University when all
jobs are ended. This section consists of the Last Work Date, Termination Date, and Termination
Reason Code.

The Termination Date will default from the query date.

The Last Work Date will be the last day the employee reported to work. This can be different from
the Termination Date. In the example below, the employee used vacation time for the last week of
the month. The Termination Date is the last day of the month, but the Last Work Date is the last day
the employee was in the office.

Terminate Employment

Item Current Value New Value
Last Work Date: MM/DD/YYYY % 01/24/2020

Termination Date: MM/DD/YYYY® 01/31/2020
Term Reason Code: % 40, Accepted New Job

Employee Status: %(Not Enterable) Active T

The originator will select the appropriate Termination Reason Code from the drop-down box.

Terminate Employment

Item Current Value New Value
Last Work Date: MM/DD/YYYY % 01/24/2020

Termination Date: MM/DD/YYYY® 01/31/2020
Term Reason Code: # 40, Accepted New Job

Employee Status: #(Not Enterable) Active T
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Term Code Chart

Term Reason Code

Explanation

01, Position Discontinued

DO NOT USE.

02, Lack of Funding

Used when grant funding runs out for a specific
position.

03, Completion of Contract

Used for employees who are hired on a contract
basis.

04, Reorg/Reduction in Force

Used for employees who are being terminated due
to their department downsizing or being
reorganized. Must be approved by HR.

05, Leave of Absence Expiration

Used for employees who do not return upon
completion of their leave of absence.

06, Completed Residency Program

TTU & Systems employees — Do Not Use. HSC only.

20, Excess Absence or Tardiness

Used for employees who have excessive absences
or tardiness. Must work with Talent Management.

21, Unsatisfactory Performance

Used for employees who are not meeting the
minimum standards and qualifications for their
position. Must work with Talent Management.

22, Misconduct/Violation of Rules

Used for employees who violate the rules of the
department. Must work with Talent Management.

30, Retirement

Used for employees who are retiring from the
university.

40, Accepted New Job

Used when employees are leaving their position for
another job outside of the TTU System (TTU, TTUS,
TTUHSC, TTUHSC — El Paso).

41, Job Abandonment

Used for employees who abandon their position
without notice, and the department is unable to
make further contact.

42, Marriage/Domestic Obligation

Used for employees who leave their position due to
marriage and domestic obligations.

43, Dissatisfied with Pay

Used for employees who are dissatisfied with their
pay.

44, Personal Reasons

Used for employees who quit due to personal
reasons. This is the most common reason code.

45, Quit without Notice

Used for employees who quit without notice.

46, Relocation

Used for employees who are leaving their position
to move to a different location.

47, Returned to School

Used for employees who leave their position due to
returning to school.

48, Dissatisfied w/Working Conditions

Used for employees who are dissatisfied with their
working conditions.

49, Lack of Opportunity for Advancement

Used for employees who are leaving due to lack of
opportunity for advancement.
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50, Organization Transfer

Used when departments are merged together and
several staff are let go.

51, Dissatisfied w/Superiors, Empl

Used for employees who are dissatisfied with their
superiors, or other employees they work with.

52, Travel

Used for employees who are dissatisfied with the
amount of travel required for their position.

53, Working Hours

Used for employees who are resigning due to their
working hours not fitting with their needs.

54, Resign in Lieu of Involuntary Separation

Used for employees who are resigning in lieu of
involuntary separation, in association with job
termination reason codes 20, 21, and 22. Must
work with Talent Management.

55, Degree Completed

Used for employees who are leaving due to
completing their degree.

56, Transfer to Another State Agency

Used for employees who are transferring to
another state agency anywhere in the state of
Texas.

60, Medical Used for employees who are leaving their position
due to medical reasons.

70, Military Used in the event that an employee is leaving their
position due to military duties and obligations.

80, Death Used only for active employees who pass away. If

the employee is a retiree, please contact HR for
further assistance.

HR, Admin Termination — HR Use ONLY

HR use only.
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Summer Instructions

All 9-month faculty and grad students working during the summer are assigned a secondary job for
the summer session workload. Below are instructions for handling the academic year appointment
and establishing the summer secondary appointments.

Summer Leave Without Pay for 9-month Appointments

Toward the end of May, an automated script will insert a 6/1 effective date to place all active 9-
month appointments on Leave Without Pay (LWOP). No action is required on your part. If a Spring
9-month appointment is active, it will be placed on Leave Without Pay (LWOP). If a 5/31 end date is
in place on the appointment, the script will not affect the appointment.

Please avoid ending benefits eligible appointments on 5/31. These should be allowed to go on
LWOP for the summer as the employee was double deducted for summer premiums already. End
the appointment for 8/31 if it will not continue into the next fiscal year.

Employee Information

Cument Hire | Original Hire oy
Dats Date E Class Home ORGN Home ORGN Desc
- m1/1ea2  O1MaMea2 F1 BA3007 Economics
Position Assgn F Annual
Timesheet Orgn Desc Position Tite Salary Per Factor| _ 0¥
Number Pay Period Penods Salary
Associate
B B53007 Economics BS3007 Economacs TE72381  Professor ] 2 B

*Cognos Report will not reflect LWOP or ‘B’ status until after the script runs at the end of May.

HR Tip: End 9-month appointments for 8/31 without disrupting budget encumbrances by
changing the Encumbrance End Date to 5/31.

End Job and Encumbrance 9-Month, T99542-00 Teaching Assistant,

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYYy  01/16/2021 08/31/2021
Personnel Date: MM/DD/YYYY 4 01/16/2021 08/31/2021
Job Status: x(Not Enterable) Active T

Job Change Reason: (Mot Enterable) NEWHI @
Job End Date: MM/DD/YYYY 4 08/31/2021

Encumbrance End Dt: MM/DD/YYYYs 05/31/2021
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Deferred Pay Faculty: Employees in a 9-month faculty position may elect to have a portion of their
monthly pay deferred to pay out during the summer months. These employees will not go on
LWOP. Departments will still submit summer ePAFs if the employee works during the summer
semesters. If the appointment is ending, use an 8/31 end date or termination date. DO NOT END
deferred pay appointments on 5/31 or

mid-summer as it will disrupt the deferred pay the employee has selected and may cause benefits
to be interrupted or terminated.

Employee Information

Empioyee 1D Empiovee Name | ETPioyee | CurmentHre | OrginalHire | g gypq, Home ORGN Home ORGN Dese
08011888 DRD1M900 F1 BA300T Economics
Job Infioi
y Assign
Positon . - Pay Anrwal
Seats oRGN CREN mieshesl Orgn Desa Pl Position Ti PSJ.xryp F_'er Factor Peciads Salary
'ay Period
Associate
A B53007 Economics B5300T = Econbmics T8A138  Professor 3 & 12

ol 3.-.. F 1"__.;*&:

Jobs Summarny:

Secondary and overload O FTE appointments (which use a default earnings code other than RGS)
must end 5/31 if they are not meant to continue through the summer. The department will be
responsible for ending these appointments so the employee is not be overpaid. LWOP status will
not stop payment on those appointments. If it is meant continue through the summer, it must be
ended for 8/31. All 0 FTE appointments must be reappointed for 9/1. These appointments may not
carry over from one fiscal year to the next; instead, must be reappointed on an ePAF transaction.

Return From Summer Leave Without Pay

At the end of August, a second automated script will insert a 9/1 effective date record on 9-
month appointments to return them to an active status. If an 8/31 end date is in place, the
appointment will not be affected.
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Summer Appointments

Summer appointments can be entered using the summer ePAF, TSJFJE. Use the employees
position number (T#) from the primary appointment and a 10 suffix (or 20, 30 as needed).
Summer salaries are not to exceed the employee’s institutional base pay; the employee’s summer
monthly pay cannot be greater than the monthly rate of their primary appointment. If the
summer appointment will exceed the institutional base pay, the Provost Office must approve the
appointment (add level 51 Provost TTU to the ePAF). The FTE is determined by the workload of
the summer session. This may vary depending on the classes, but two courses in a single session is
typically considered a full teaching load.

Regardless of the class dates for the summer session, the payroll dates below are used to appoint

the workload for teaching summer courses. Each summer session is paid over 1.5 months. If the

workload is consistent over both sessions, you may appoint for the full summer, 6/1-8/31.
Summer I: 6/1-7/15

Summerll: 7/16-8/31

Research appointment dates do not have to follow the summer session dates and may vary.

Graduate Students

Graduate students must be enrolled in summer classes to be appointed as a GA, TA, GPTl or RA
during the summer. Students who intend to work but not enroll may be appointed as Student
Assistant (SA) for summer.

Summer appointments for graduate students appointed in 9-month positions (TA/GPTI) for spring,
will be processed the same as 9-month faculty members. Allow the spring appointment to go on
LWOP for summer. If the student will be in a different title in the fall semester, then submit an
8/31 end date on the spring appointment. Submit a summer ePAF to appoint for summer
workload.

Graduate students appointed in 12-month positions (RA) for spring may continue through summer
without changes. However, if a RA will be assigned to a different title for summer, the department
can submit the Leave Without Pay Form to HR (hr.comp.ops@ttu.edu). Select ‘Between Term Leave
with Benefits as the Leave type to ensure benefits are not affected. Once processed, a summer
ePAF can be submitted on the other title. A Return From Leave Form will be necessary to return the
student to an active status as a RA. Alternatively, the department can submit an 8/31 end date for
the RA then reappoint for the Fall semester.

May Graduation: Students may stay in their current position through the end of the month in
which they graduate (unless prohibited by visa restrictions). Submit a termination ePAF for
graduating students with an effective date no later than 5/31. Exceptions can be made if the
student is entering a new graduate program in the summer/fall semester.
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https://www.depts.ttu.edu/hr/documents/LeaveWithoutPay.pdf
https://www.depts.ttu.edu/hr/documents/ReturnLeaveWithoutPay.pdf

Summer Secondary ePAF highlights

TTU Add Sec AND Future End Job-Summer Exempt, TSJFJE

Position Number:
e Faculty — use the primary position number
e Grad Student — use departmental pooled position (TA, GPTI or RA)

Suffix: 10; if subsequent appointments are needed, use 20, 30, etc.

Annual Salary:
e Faculty/TA/GPTI—monthly rate X 9 (not to exceed Institutional Base Salary)
e RA-—monthly rate X 12 (not to exceed Institutional Base Salary)

FTE: based on summer workload
Hours Per Day: 8 X FTE

Hours Per Pay: 173.33 X FTE

Factors/Pay:
e Faculty/TA/GPTI-9/9
e RA-12/12

Default Earnings: RGS with the same Hours Per Pay used above

Labor Distribution:
e Instructional appointments (including TA/GPTI) use funding with program code 100
e Research appointments (including RA) use research funding with program code 200
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Example

Electronic Personnel Action Form

7 Enter the information for the EPAF and either Save or Submit.

Mame and ID:

Transaction: Query Date: Jun 01, 2021
Transaction Status:

Approval Category: TTU Add Sec Job AND Future Endlob-SUMMER Exemptnew), TSIFIE

Ar
Jump to Bottom
& - indicates a required field.
Add Secondary Job Exempt, T99372-10 Instructor, Last Paid Date: Aug 31, 2020
Item Current Value New Value
Job Begin Date: MM/DD/YYYYy  06/01/2014
Job Type: (Mot Enterable) Secondary El
Jobs Effective Date: MM/DD/YYYYy 08/31/2020
Personnel Date: MM/DD/Y¥Yyg  08/31/2020
Step: %(Mot Enterable) 0 D
Annual Salary: « Q000
Job Status: (Mot Enterable) Terminated
Position Title: (Mot Enterable) Instructor | |
FTE: + s
Job Change Reason: ¢ EMIOB [MEWIO, Add Secondary Job w
Timesheset COA: 4 T Q,
Timesheet Orgn: % Q, |:|
Supervisor 1D: 4 | |
Compensation Exempt - Factor & Pays, T99372-10 Instructor, Last Paid Date: Aug 31, 2020
Item Current Value New Value
Jobs Effective Date: MM/DD/YYYYy 08/31/2020
Hours per Day: £ 4
Hours per Pay: 4 86.67
Factor: % 9 |:|
Pays: 4 | —
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Create or Change Default Earnings, T99372-10 Instructor, Last Paid Date: Aug 31, 2020

Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date
06/01/2020 RGS, Regular Salaried 86.67 1
New Value
Effective Date MW/ DD/VYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MM/DD/VYYY Remove
06/01/2021 RGS, Regular Salaried V| BS.G?l || ||
[ [Not Selected v [ | I[ I
Not Selected | | Il |4
] [Not Selactad < [ | | | =]
[ Mot Selected v || Il |1

' Defaulting values for Default Earnings from the Job records.
; Save and Add New Rows |

Create or Change Labor Distribution FOAPAL, T99372-10 Instructor, Last Paid Date: Aug 31, 2020

Current
Effective Date: 06/01/2020
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

T 114004 B53008 641801 100 100.00
New
Effective Date: MWDD/VV [06/01/2021 |
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
A9 | A [11800¢  |S 1% [ea1s01 A [1o0 Q] ]S I[ [ [ 100.00]| |
A9 | |2 | | JA[ |2 | I[ Il | |
A9 |a |2 | a af |2 | I | | |
Al ]9 14 |2 |4 | | | I Il Il I |
a4 |a | |2 Y a| |2 | Il I | I
Total: 100.00

+' Defaulting values for Labor Distribution from the Job records,
| Default from Index || Save and Add Mew Rows |

End Job, T99372-10 Instructor, Last Paid Date: Aug 31, 2020

Ttem Current Value New Value
Jobs Effective Date: MM/DD/YYYYs 08/31/2020 08/21/2021
Personnel Date: MM/DD/YYYY ¢ 08/31/2020 08/31/2021 |

Job Status: 4 (Mot Enterable) Terminated T
Job Change Reason: ¢ ENIOB [ENIDB, End Job W
Job End Date: MM/DD/YYYY 08/31/2020 0B/31/2021 |
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Routing Queue

The Routing Queue is the section of the ePAF where the originator will assign approvers for the ePAF
transaction. The required routing does change for certain ePAF types. The transaction will load with the
required minimum routing queue to be submitted.

Routing Queue

Approval Level User Name
20 - (DPTTTU) Department TTU Q
75 - (CMPTTU) Compensation TTU Q
80 - (BUDTTU) Budget TTU Q
95 - (HRTAPV) HR TTU Approval Q
99 - (HRTTU) HR TTU Apply-Upload Q
Not Selected Q
Not Selected Q

Q

Q

Mot Selected

a4 4]

Mot Selected

Save and Add New Rows

Required Action
Approve

/Approve

/Approve

‘Approve

Apply

Not Selected

Not Selected

Not Selected

Not Selected

Other levels can be added on at the departments discretion or as the appointment requires. This is done by
using the drop-down box under the last numbered routing level. When levels are added, a Required Action
must be selected. Select ‘Approve’ or ‘FYI’ as appropriate for whichever level is added. The ‘Apply’ option will
only be used for level 99. Do not select the ‘Superuser Submit’ option, it is for administrative purposes only.

| Mot Selected

|

Mot Selected

FYI
Apply

| Superuser Submit

The table below provides a reference for the various approval levels available, when the approval levels may be

added, what required action should be chosen.

Approval Level

Required Action

When to Add

5-FYl Only TTU

FYl

Department choice

7 - Academic Support FYI TTU F¥I Will default if required

10 - Principal Investigators TTU Approve Department choice

20 - Department TTU Approve Every ePAF; may add aditional lines
32 - Financial Aid TTU Approve Work Study appts only

33 - Graduate School TTU Approve Graduate Student appts only

35 - Research Services TTU - SPAR Approve Grant funding

37 - Dean or Area TTU Approve If required

50 - Vice President TTU Approve If required

51- Provost TTU Approve All faculty ePAFs (not Instructors)
60 - President TTU Approve If required

75 - Compensation TTU Approve will default if required

80 - Budget TTU Approve Will default if required

95 - HRTTU Approval Approve Will default if required
99-HRTTU Apply-Upload Apply Every ePAF
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Click the Q icon to select the approver. A new window will open with the list of approvers. Certain levels only
have one approver available. Other levels (i.e. Department, Dean) will have multiple options. The originating
department is responsible for knowing the appropriate approvers at those levels.

The routing list will auto-sort based on the Approval Level once the change is saved.

Before save: After save:
Routing Queue Routing Queue
Approval Level Apgroval Level
20 | (DPTTTU) Department TTU
20 -|(DPTTTU) Department TTU
20 | (DPTTTU) Department TTU
75 -|(CMPTTU) Compensation TTU =
60| (PRETTU) President TTU v
80 -|(BUDTTU) Budget TTU

75 | (CMPTTU) Compensation TTU
95 -|(HRTAPV) HR TTU Approval 50 | (BUDTTU) Budget TTU

99 -|(HRTTU) HR TTU Apply-Upload 95 | (HRTAPV) HR TTU Approval

60 { (PRETTU) President TTU v 199 | (HRTTU) HR TTU Apply-Upload
20 { (DPTTTU) Department TTU v Mot Selected v
L Mot Selected v
Mot Selected M
Mot Selected v
Mot Selected M

Mot Selected v

| Save and Add New Rows

Save and Add New Rows

DO NOT enter the same approver more than once on the routing queue.

Approval Level

User Name
20 - (DPTTTU) Department TTU Q, w327
20 - (DPTTTU) Department TTU Q, w1327

This will cause the transaction to stop routing through the approvals properly.
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Comments

The Comments section of the ePAF allows the originator and approvers to add comments to the ePAF as
needed. The comment field will communicate with the approvers and originator.

Approvers cannot act, make changes or entries into the system based on comments. If additional action is
needed, the ePAF originator is responsible for ensuring the appropriate office is notified of that additional
action. Do NOT rely on the ePAF comment section to be the notification of additional action.

Any comment added to an ePAF becomes a permanent record for that ePAF transaction and added to the
employee’s job record in Banner.

The originator can provide a brief description to explain the purpose of the ePAF. There may be additional
information required for the request to be approved. For example:
e Non-Tech Employee appointments should communicate the purpose of the appointment and indicate

who is paying the individual.
e Temporary Worker appointments should include the purpose and the end date of the appointment.
e ePAFs for split appointments should indicate the FTE and title of the other appointment (include the
transaction number if available).
e ePAFs appointing to a position which was posted on Kenexa should include the Requisition number in
the Comments Section.

Example:

Made by: Originator Name, ID
Comments: 18810BR

Date: Jan 02, 2020 11:18:02 AM

Approvers will use the Comments section to communicate corrections to the originator when they return it.

Example:

Corrections required on Form I-9
Attach required documents

Add Approvers to Routing Queue
Funding not available

Comments
Date: Jan 03, 2020 10:59:25 AM
Made by: Budget Approver Name, ID

Comments: Funding is not available in 11B021-B12044-100
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Additional Resources

ePAF Required Attachments

ePAF Documents
New Hire ePAFs 1. Form I-9 and copies of documents used in
o paper onboarding; not through Kenexa verification

E-Verify® case results

W-4 (current year)

Texas Tech Biographical Data Form
Employee Acknowledgment Form

Proof of Selective Service Registration
(male US citizens, 18-25 years old)

7. Voluntary Self-ldentification of Disability
8. VEVRAA Form

ounkwnN

When Benefits Eligible:
9. Benefits Enrollment Information Form
(including benefits eligible grad students)
10. TRS Eligibility Form
(faculty and staff; not grad students)

Exempt Graduate Student appointments:
11. GPTI/TA Certification
-OR-
12. RA Certification

New Hire ePAFs
o online onboarding; through Kenexa

1. Form I-9 and copies of documents used in
verification

2. E-Verify® case results

3. (if online onboarding fails, additional
documents may be required as directed
by HR)

eligible to benefits eligible

Job Change Begin or Transfer Gaining ePAFs
o when employee changes from non-benefits

o any transaction (re)appointing for semester

When Benefits Eligible:
1. Benefits Enrollment Information Form
(including benefits eligible grad students)
2. TRS Eligibility Form
(faculty and staff; not grad students)

Exempt Graduate Student appointments:
1. GPTI/TA Certification
-OR-
2. RA Certification

Termination ePAFs

1. Resignation letter (if provided by
employee)

Link to New Employee Packet.
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http://www.depts.ttu.edu/hr/EmployeeResources/NewEmpI-9.php

Attaching Documents

Many ePAFs require additional documentation that will be added to the employee’s file. These documents can
be attached to a saved ePAF prior to or during routing for approval. The originator or approvers should not
attach documents to ePAFs in the ‘Partially Completed’ or ‘Completed’ status. If your ePAF is ‘Partially
Completed’ or ‘Completed,” you can email the documents to hr.comp.ops@ttu.edu and request them to be
added to the file. Please include the employee’s R ID.

The originator or approvers can upload documents to an ePAF from a saved file on a computer. The Upload
Documents link can be found below the approval category. This link will open a new window in the Xtender
System.

EPAF Preview

Name and ID:

Transaction: 1932391

Transaction Status: Pending

Approval Category: TTU Terminate Employee Exempt or NonExempt, TTRMEE

Upload Documents isss—

*Note: If you use the Xtender System to upload documents into your department’s applications/folders in
addition to uploading ePAF attachments, Right Click to open the link in a Private or Incognito Window. This
should allow you to retain both sessions. If you are still having problems accessing the correct Xtender
application/file, close the ePAF window and clear the browser’s cache.

If you have scanning capabilities, you can scan directly to Xtender. Then Index the documents as described
below.

Otherwise, save the file you need to upload on your computer.

Save it as a PDF; Word documents and email attachments are not easily viewed in the Xtender system.

Review the scan for readability and page orientation. Please do not upload documents upside down.

Verify that you can read the information on the I-9 documents; if scanned too dark, you will be asked to submit
a new copy.
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Option One:

@& ApplicationXtender Web Access - Mozilla Firefox

@ & https:/fimaging texastech.edu/AppXtender/datasources/TTUSPRD/I Doclmpart/?ParamEnc=28:A330742FE598BC2943D1460EE73E16C2D02C44D9366 136584873 ==+ & T}

O x

N . o Y Y

dd New Page

= Page 5‘&;&‘! i
\ File* No files selected.
o |0 [F (il
CANCEL UPLOAD

Click the “Add Page” icon

PwNRe

Save.

Option Two:

@ ApplicationXtender Web Access - Mozilla Firefox

= 5 W

EPAF TRANSACTION 1D * 1031982

ACTIVITY DATE Timestamp

DOCUMENT TYPE * 3 | .|

TECHID o *

I ]
Io-NEW EMPLOYEE PACKET

LTl OTHER EPAF ATTACHMENTS

EFF DATE L]

H COPIED TO EMPL RECORD

o 4 | IETE

“Browse” to select the documents from your computer. Then “Upload” the files.
Index: select the Document Type from the drop-down box.

— O

D & https://imaging.texastech.edu/AppXtender/datasources/TTUSPRD/IDoclmport/?ParamEnc=28:A330742FES98BC2943D1460EE73E16C2002CA4D9366 13658467 3t *+= (] ﬁ

Scanner Rotate Zoom

1. Drag and drop the document file directly into Xtender.

EPAF TRANSACTION ID *
ACTIVITY DATE
DOCUMENTTYPE*| 2
TECHID -
FIRST NAME

LAST NAME

EFF DATE

COPIED TO EMPL RECORD

2. Index: select the Document Type from the drop-down box.

3. Save.

0- -

W

1931982
Timestamp

Q

19-NEW EMPLOYEE PACKET
OTHER EPAF ATTACHMENTS

3
o> T
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Error Messages

When you save and submit your ePAF transaction, the system will check for edits and errors. The messages
appear in two locations. The first is at the top of the screen above the Name and ID.

© Mandatory Levels and Required Action Indicator must match NTRACAT.
' Enter the information for the EPAF and either Save or Submit

MName and ID: Job and Suffix:
' Transaction: 1932869 Query Date:
Transaction Status: Waiting Last Paid Date]

Approval Category: TTU New Hire Faculty/TA/GPTI 9@ Mo, TNHFAC

The second is located above the first section heading of the transaction. The message table has three columns.
The first column identifies the section heading in which the edit or error is found. The second column identifies
the message as a WARNING or ERROR. The third column provides a description.

Errors and Warning Messages

Type Message Type Description

Compensation Exempt - Factor & Pays) WARNING *WARNING* Annual Salary is outside the Table/Grade range.
New Job Exempt ERROR *ERROR* This employee already has a primary job.

New Job Exempt WARNING *WARNING* Annual Salary is outside the Table/Grade range

Transactions will submit with warnings.
e Search for the section specified in the first column.
e Double check that the information you entered is correct; look for typos.
e [f everything is accurate, proceed despite the Warning.

Errors must be cleared before the transaction will submit.
e Search for the section specified in the first column.
e Double check that the information you entered is correct; look for typos.
e Save the transaction after making corrections; resubmitting without saving will not retain your changes
and the error will remain.
e Resubmit the ePAF transaction.
e [f the error persists, contact HR Compensation Operations for assistance.
o Include the R ID, transaction number and the error in your email

78

Human Resources Operations Guide 8/2022




Common Error Messages

Primary job error: “This employee already has a primary job” — employees can only have one primary job at a
time. If the employee has an active primary job, you will have to wait for it to be ended or submit your
appointment as a secondary job instead. HOWEVER, if you verified that they do not have another active job, on
the EPAF PERSON SELECTION screen, this should not be the case. This error will appear even though all primary
jobs are ended. Past primary jobs may be causing the error. Email HR Compensation Operations for assistance.

Contract date error: “Contract End Date must not be later than Base Job End Date”— contract dates refer to
Encumbrance dates for 9-month appointment. Double check your dates are correct; a mistyped date may cause
this. Otherwise, this may require an update by HR directly to the appointment to allow the transaction to submit.
Email HR Compensation Operations for assistance.

Job begin date error: “Begin Date must equal the first Jobs Detail Effective Date.” — when this error occurs there
are usually multiple identical error messages; if it appears, correct the Job Begin Date and save before looking at
other errors. The Job Begin Date must match the Current Value Column. Do NOT change your effective/personnel
dates to try to clear this error.

Nortran/Oracle error: any errors containing “Nortan” or “Oracle” indicate that the ePAF transaction is corrupted.
Start a new transaction.

Deferred pay error: “When Deferred Pay is entered the Factor cannot equal the Pays.” — when reappointing 9-
month employees that have elected to defer their salary, you will encounter this error. Email HR Compensation
& Operations for assistance hr.comp.ops@ttu.edu. We will submit it for approval on your behalf. Due to this
error once the ePAF has been approved, the transaction will be voided by HR and manually entered in the
database.

Add mandatory approval level error: “Mandatory Levels and Required Action Indicator must match NTRACAT”
— review your routing queue. This error may mean that you are missing a mandatory approval level (example: 9-
month ePAFs require the level 7 Academic Support FYI.

Add required action error: “Required Action must be entered.” — the required action is ‘Not Selected’ on an
approval level of the routing queue. Select ‘Approve’ or ‘FYI’ as appropriate. ‘Apply’ is for level 99 only.
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EPAF Status Definitions

Waiting — ePAF transaction status for a saved transaction that has not been submitted or re-submitted by the
ePAF originator.

Pending — Transaction status of an ePAF that has been submitted for approvals. The ePAF will remain in
pending status until it has been through all assigned approval levels 5 through 95. The originator can open the
transaction and view the routing queue. This will show the progress of who has approved, and at which level
the transaction is pending.

Approved - Once all levels have been approved and the transaction sits at level 99, the status will change to
approved. At this point the changes have not been submitted to the database. HR may have to hold
transactions at this level while payroll processes or because additional errors (that did not appear upon
submission) must be resolved.

Completed — Once the ePAF applies, the status will say completed. Email notifications are sent to the originator
when this happens. Changes to the employee’s job record have been done and should be visible on the HR 121
Current and Future report the day after the ePAF has been completed.

Partially Completed — If the status reads partially completed, the job appointment has applied to the database
but the employee record (employee class, benefit and leave categories, etc) has not updated. This is most
common on termination ePAFs but can happen anytime information is changing on the employee record.
Transactions in the partially completed status will also have a future applied date under transaction history at
the bottom of the page. Compensation & Operations handles this process and no action is required from the
department unless specifically directed by HR.

Transaction History

Action Date User Name
Created: Nov 21, 2019

Submitted: Nov 21, 2019

Applied: Feb 01, 2020

Returned for Correction — Transactions can be returned for correction by any approver and the originator of
the ePAF. When a correction or change is needed to the ePAF, there will be a comment added to the ePAF or
an email sent to the originator with instructions. Once corrections are made, the originator will resubmit the
transaction for approvals.
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Cancelled — If the transaction is cancelled BEFORE it reaches the partially completed or completed status, then
the transaction is cancelled, and no changes are made. If the transaction is cancelled AFTER it reaches the
partially completed or completed status, then the transaction status will update to cancelled but the changes
will NOT be removed. At that stage the ePAF transaction has already applied to the database and are
unaffected by the ePAF. If you need the changes removed, contact HR Compensation & Operations.

Voided — Transactions can be voided after they have been returned for correction. This may be necessary if the
originator used the wrong ePAF and must start a new one to enter the changes. If this button is clicked by
mistake, it cannot be reversed. A new transaction will be necessary.

*Note: Sometimes HR is not able to apply transactions with the automated process. The changes may need to
be entered manually. When this is done, we will return the transaction and void it, so the transaction does not
remain in the routing queue. A comment will be made that the transaction was “manually applied.” If you have
a transaction that you did not void, check the comments section.
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Navigating your Originator Summary

The ePAF Menu screen will have several options available to you. The options will vary based upon your

individual access.

ePAF Originators can access the ePAF Originator Summary to manage transactions.

Electronic Personnel Action Form

EPAF Approver Summary

New EPAF
EPAF Proxy Records
Act as a Proxy

EPAF Originator Summary «iieecscsss——

RELEASE: 8.12.1.5

The tabs allow Originators to navigate between Current transactions pending approval, upcoming transaction

In My Queue, and a History of completed ePAFS.

EPAF Originator Summary

In My Queue History

Queue Status: A|| Go

7 select the link under Name to access details of the transaction.

The Queue Status allows Approvers to sort transactions by status of Waiting, Pending, etc. See ePAF Status

Definitions on page 61.

The list of ePAF transactions will appear as shown below. Approvers may also Search for a specific transaction

by Name, R ID, or transaction number.

EPAF Originator Summary

In My Queue History

7 Select the link under Name to access details of the transaction

+/ Filtering On

Queue status: [] ~|[ eo
More Information v

Default Routing Queue | Update Proxie§
Select All Reset
1-30f3
Jump to Bottom

EPAF Transaction

Pyoxy or Superuser or Filter Transactions
Return to EPAF Menu

inks

A Name 51D [A Transaction[& Type of Change [A submitted Date[A Effective Date[A Required
v v v v v v v
1932839 |[TTU Transfer Gaining Faculty/TA/GPTI 9 Mo Jan 08, 2020 Jan 16, 2020 Approve [m) **Comments|
Teaching Assistant, T99553-00
" 1933166 [TTU Job Change - End Old AND Begin New - NonExempt (new) | Jan 09, 2020 Jan 20, 2020 Approve [=] **Comments|
Student Assistant, T91281-00
R 1932446 [TTU Job Change - Begin Faculty/TA/GPTI 9 Mo Jan 07, 2020 Jan 16, 2020 | Approve O  [**Comments|
Instructor, T93345-00

1-30f3
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Navigating your Approver Summary

The ePAF Menu screen will have several options available to you. The options will vary based upon your

individual access.

ePAF Approvers can access the ePAF Approver Summary to manage transactions.

Electronic Personnel Action Form

EPAF Approver Summary imsesesssss—

EPAF Originator Summary
New EPAF

EPAF Proxy Records

Act as a Proxy

RELEASE: 8.12.1.5

The tabs allow Approvers to navigate between Current transactions pending approval, upcoming transaction In

My Queue, and a History of completed ePAFS.

EPAF Approver Summary

In My Queue History

7 select the link under Name to access details of the transaction.

Queue Status: J|B\|| Go

The Queue Status allows Approvers to sort transactions by status of Waiting, Pending, etc. See ePAF Status

Definitions on page 61.

The list of ePAF transactions will appear as shown below. Approvers may also Search for a specific transaction

by Name, R ID, or transaction number.
EPAF Approver Summary

In My Queue History

7 Select the link under Name to access details of the transaction.

 Filtering On
Queue Status: J] ~|[co
More Information v
Default Routing Queue | Update Proxies(Search DProxy or Superuser or Filter Transactions
Return to EPAF Menu
Select All | | Reset | | Save
1-30f3
Jump to Bottom
FPAF Tr; i
A Name A ID A Transaction|2A Type of Change A Submitted Date|A Effective Date|A Required Action|Action|Links
v v v v v v v
R 1932839 [TTU Transfer Gaining Faculty/TA/GPTI 9 Mo Jan 08, 2020 Jan 16,2020 | Approve O  [**Comments|
Teaching Assistant, T99553-00
. 1933166 [TTU Job Change - End Old AND Begin New - NonExempt (new) | Jan 09, 2020 Jan 20, 2020 Approve O **Comments|
Student Assistant, T91281-00
R| 1932446 [TTU Job Change - Begin Faculty/TA/GPTI 9 Mo Jan 07, 2020 Jan 16, 2020 Approve o **Comments|
Instructor, T93345-00

1-30f3
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Managing Proxies

Approvers may appoint proxies to approve on their behalf. Access the EPAF Proxy Records screen from the
ePAF Menu screen or the ePAF Approver Summary.

Electronic Personnel Action Form

EPAF Approver Summary

EPAF Originator Summary

New EPAF

EPAF Proxy Records il
Act as a Proxy

RELEASE: 8.12.1.5

OR

EPAF Approver Summary

In My Queue History

¥ Select the link under Name to access details of the transaction.

Queue Status: AII Go

© No transactions found in your queue.

Default Routing Queue { Update Proxies } Search | Proxy
Return.to. EPAE Meny

RELEASE: 8.12.1.5

Approvers are responsible for proxy access. HR is not able to assign or remove proxies on an approvers behalf.

1. Select the routing Approval Level

2. Select the Name from the drop-down list
3. Check the Add box

4. Click Save

EPAF Proxy Records

Approval Level: | Department TTU,

DF U~

Name 9

©

Remove Add

[ Not selected

O

™ |

Save

@

Proxies can be removed by selecting the Remove box and clicking Save.
NOTE: If a proxy transfers to another department, the approver must remove the Proxy access on this screen.
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Once assigned, the proxy will have the Act as Proxy link available on their ePAF Menu.

Electronic Personnel Action Form

EPAF Approver Summary

EPAF Originator Summary
New EPAF

EPAF Proxy Records

Act as a Proxy _
RELEASE: 8.12.1.5

85

Human Resources Operations Guide 8/2022




Deadlines

Ideally, you will submit ePAFs in advance of or on the effective date. When that is not possible, be sure to submit
ePAFs in time for payroll processing. Refer to the Payroll Calendars for the specific dates from month to month.

The Payroll & Tax tab of Raiderlink will have deadline information as well as other forms needed if the ePAF
transaction does not make the payroll deadline.

Tax Forms

« W-4 (Employee Withholding Allowance Certificate) Form

be paid Decgmbe
deadline thry|

o
2

+ W-4 Withholding Calculator
+ IRS Forms
Calendars
JANUARY
SUN MON TUE WED THUR FRI SAT
1 a 2 4

3 6| 7} 8 9| 0 10 11
12 14 15| 164
19 20} 21 22| 2 24 25

26

27|

28

30

31

window.

v HERO00

PINK

DATES:

LEGEND
SM Payroll Processing Date

MN Payroll Processing Date: 1

Closed due to Holiday E
ePaf due to HR "
ePaf due to HR :
Leave Report Due t

Pay Date

TCP due 4 pm central & WTE
due 6 pm central - SM ONLY

SM EOPS deadlines: 1 workinj
day after pay period

MN EOPS deadline: 18" of ea
month

DECEMBER

MON

Tue_| _wep | THUR
et

FRI

SAT

0?

3|

15

16]

22

23

25

9 020

27}

29|

30|

Roll cursor over calendar to view legend or click here to open in new

T 3
the last four digits pf th
sensitive informatipn, r
correction/redactiqn.

2020 Form W-2 Avai

+ Distributed efectn
electronic defjvery
The deadlinefo s
choose to rdcei’
paper copy.

« Paper form \§-2s
mailed no latgr th

+ Questions cgn be

iaatantfocoo -l

Other information you might need when not making a payroll deadline:
Manual Check Request (MCR) — If you miss the payroll, and the employee will be owed money, you will need to
submit a Manual Check Request to Payroll and Tax Services AFTER the ePAF applies.

Payroll Forms

o |nstructions
o Example

o |nstructions
o Example

Leave Adjustment Form
e | ump Sum Vacation Certification Form
Manual Check Request - Exempt Employees Form

Manual Check Request - Non-Exempt Employees Form

Faculty 12 Month Salary Spread Request Application
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Overpayment — If the ePAF was to lower or stop payment: contact Payroll and Compensation & Operations
immediately. Your ePAF transaction will still need to be submitted but the overpayment process can begin while
it is routing. Timely notification can stop the payment before it is paid.

Fee Waivers for TA/GPTI/RA — Student Business Services has deadlines each semester for fee waiver and tuition
benefits for graduate students who qualify. Refer to SBS communications for the specifics. If you do not have
your ePAF submitted and completed by their deadlines, the fee waivers will not be applied properly, and you will
have unhappy students.
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ePAF Appendix

Appointing Non-Compensated Employees

Non-compensated positions are for access only. Individuals will be appointed as a Non-Tech Employee using a
TTU New Hire Exempt ePAF. The information below will assist originators in completing these Non-Tech
Employees appointments. Refer to the ePAF instructions for fields not mentioned here.

Employee Record

e Employee Class — M1, Without Compensation Employee

e Leave Category — NL. Not Leave Eligible
e Benefit Category — NE, Not Benefits Eligible

New Job Exempt
e Annual Salary—-0
e FTE-0

Compensation Exempt
e Hours per Day —8

e Hours per Pay—173.33
e Factor-1
o Pays-—-1

Create or Change Default Earnings
e Earnings code — HLN; do not use RGS

e HoursperPay-1

Comments
e Purpose of appointment (reason to gain access)
e |dentify entity compensating individual
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Adding Instructor Overload Appointments to Full Time Exempt Staff

Full time (1.0) exempt staff employees may teach class in addition to their regular duties provided the home
organization is supportive of the secondary appointment and the work does not interfere with the primary job
of the employee.

These employees must be assigned the Instructor position title in order to receive Instructor of Record (IOR)
designation and gain access to online tools. EPAF originators will use a TTU Add Overload and Future End ePAF
to add this appointment.
e Generate a TTU Add Overload and Future End (TOVFEE) ePAF.
o Position Number — an Instructor position. If the department does not have one, submit a New
Position Request form to create one.
Suffix — Al
o Job Information:
= Effective Date — 9/1 for fall appointments or 1/16 for spring appointments
= Annual Salary — Monthly amount to be paid X9
o Factor/Pays—9/9
Default Earnings:
= Earnings Code — ADC
= Hours or Units per Pay -1
= Account Code —6A2011
= Special Rate — Monthly amount to be paid
o EndlJob
= Effective Date — 1/15 for fall appointments or 5/31 for spring appointments

For more detailed instructions, refer to the Add Overload section of this guide on page 43.
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ePAF Calculators

Convert from Annual Salary & FTE to Hourly Rate

Convert Hourly Rate to Annual Salary & FTE

Convert Hours To/From FTE

ePAF Calculator
Multipurpose Exempt Salary
Non-exempt Hours per Day and Hours per Pay
Exempt Hours per Day and Hours per Pay
Labor Distribution Percent
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http://www.depts.ttu.edu/afism/resources/documents/epaf/afism-epaf-convert-from-annual-salary-fte-to-hourly.xlsx
http://www.depts.ttu.edu/afism/resources/documents/epaf/afism-epaf-convert-from-hourly-to-annual-salary-fte.xlsx
http://www.depts.ttu.edu/afism/resources/documents/epaf/afism-epaf-convert-hours-to-from-fte.xlsx
https://apps.afism.ttu.edu/epafCalc/

Hours per Pay

The average number of hours the employee will work each pay period. Because nonexempt employees have a
different pay period from exempt and faculty, the full-time rate of Hours per Pay is different.

Employee Status [Hours per Pay
Nonexempt 86.67
Exempt 173.33
9-month 173.33

Routing Queue Approval Levels

The ePAF transaction will load with the required minimum routing queue to be submitted. Other levels can be
added on at the departments discretion or as the appointment requires. The table below provides a reference

for when the Approval levels may be added.

Approval Level Required Action |When to Add

5-FYl Only TTU FYl Department choice

7 - Academic Support FYITTU F¥I Will default if required

10 - Principal Investigators TTU Approve Department choice

20 - Department TTU Approve Every ePAF; may add aditional lines
32 - Financial Aid TTU Approve Work Study appts only

33 - Graduate School TTU Approve Graduate Student appts only

35 - Research Services TTU - SPAR Approve Grant funding

37-Deanor Area TTU Approve If required

50 - Vice President TTU Approve If required

51- Provost TTU Approve All faculty ePAFs (not Instructors)
60 - President TTU Approve If required

75 - Compensation TTU Approve Will default if required

80 - Budget TTU Approve Will default if required

95 - HRTTU Approval Approve will default if required

99 - HRTTU Apply-Upload Apply Every ePAF

92

Human Resources Operations Guide 8/2022




ePAF Glossary

Address and Telephone Selection - allows the originator to see if a work address and work telephone
number have already been assigned to the employee.

Annual Salary - for Nonexempt: Hourly rate multiplied by 2080 multiplied by FTE; for Exempt: (12 mo):

Monthly rate multiplied by 12; for Exempt (9 mo): Monthly rate multiplied by 9 OR Semester rate multiplied by
2.

Approval Category — ePAF type.

Approved - transaction status of an ePAF that is pending upload to the Banner system. The ePAF has been
though all approvals and this is the last level before changes are made to the employee’s record.

Benefit Category Code - code used by Banner defining what type of benefits an employee is eligible to
have. This code also drives the deduction codes the employee will be assigned.

Cancelled - transaction status of an ePAF that has been removed for the routing queue and will not be
resubmitted.

Classified Pay Plan - list of TTU’s classified positions. Each classified position has a standardized
specification with a position code, position class title, position summary, minimum qualifications,
exempt/nonexempt status, job category, pay grade, and pay range with set minimum, mid-point, and
maximum salary rates.

Comments - the section of the ePAF that allows the originator and approves to add comments to the ePAF
as needed for communication.

Completed - transaction status of an ePAF that has been uploaded to the Banner system. Changes to the
employee’s job record have been done and should be visible on the HR 121 Current and Future report the day
after the ePAF has been completed.

Current Hire Date — Date in which the employee will begin working at the University. This date will default
from the Query Date in ePAF transactions.

Default Earnings — code used in Banner to allow the position to run though the payroll process and pay a
specific earning to the employee. Most common earnings code is HLD for longevity eligible staff, HLN for
nonexempt employees who are not eligible for longevity and RGS for exempt employees who earn a consistent
monthly salary.

Distribution COA - A field in the ePAF transaction that will have the same information as the “Home COAS.”
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Distribution Orgn — A filed in the ePAF transaction that will have the same information as the “Home
Organization.”

Electronic Personnel Action Form (ePAF) - a system delivered from our vendor that allows departments
to communicate employee appointments to the payroll system for payment of wages.

Employee Class Code - code used by Banner defining an employee’s whole employment as exempt,
nonexempt, what benefits the employee is eligible for, what leave the employee is eligible for and full time or
part time status.

Employee Record - ePAF section which consists of the employee class, leave category, benefit category, full
time or part time status, assigned home chart of account, assigned home organization, distribution chart of
account and distribution organization, current hire date and location code.

Encumbrance - amount of funds held to pay for an employee for the duration of the appointed job.

Encumbrance Begin Date - date in which the ePAF originator intends for funds to begin to be held to pay
for an employee’s appointed job.

Encumbrance End Date - date in which the ePAF originator intends for funds to be released from an
employee’s appointed job. The employee will either be ending the job on this date or be placed on leave
without pay as of this date.

Ending Jobs ePAFs — end the appointment of an employee. The appointment can be either a primary or
secondary job.

ePAF Person Selection — ePAF screen where the originator will select the employee, enter the query date
and choose the ePAF type (approval category).

Exempt Employees - are “exempt” from the overtime recordkeeping standards of the Fair Labor Standards
Act. These employees must meet certain criteria to be considered exempt under FLSA guidance.

Factor - the number of pay periods per year for the position. For Nonexempt: 24; for Exempt (12 mo): 12 for
Exempt (9 mo): 9

Fair Labor Standards Act (FLSA) - The Federal Fair Labor Standards Act (FLSA) establishes minimum
wage, overtime pay, recordkeeping, and youth employment standards affecting employees in the private
sector and in Federal, State, and local governments.

FT/PT Status — code used by Banner to define the full time or part time status of an employee. If the overall
FTE is 100%, the employee is considered full time. Anything below 100% is considered part time. Other is
defined as non-compensated or a retiree.
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Full Time Equivalent (FTE) — employee’s workload. Average working hours in a week divided by 40.

Home COAS - the chart of account in which the employee will be assigned. Most likely will depend on the
home organization assigned.

Home Organization — The organization who will carry the primary appointment for an employee.

Hourly Rate - rate of pay per hour for nonexempt employees. Calculation = Annual Salary divided by 2080
divided by FTE

Hours per Day - the average number of hours the employee will work each day. For all employee types: 8
multiplied by FTE.

Hours per Pay — the average number of hours the employee will work each pay period. For Nonexempt:
86.67 multiplied by FTE; for Exempt (9 or 12 mo): 173.33 multiplied by FTE.

Job Begin Date - the first day an employee is appointed to a specific Position-Suffix.

Job Change Reason - reason code used in the Banner system to quickly define the reason for the new job
record added to the person’s job information.

Jobs Effective Date - the date the change (i.e. add new, change, end) to the appointment takes effect.

Job Information — ePAF section which consists of specific data elements about the job in which the
employee will be assigned.

Job Labor Distribution — (see Labor Distribution)
Last Paid Date — last date of a pay period in which an employee was processed through payroll.
Last Work Date - the date in which the employee was last at work working in the appointed job.

Leave Category Code - code used by Banner defining what type of leave an employee is eligible to accrue
and use.

Leave Without Pay (LWOP) - Job status in which an employee is not paid for various reasons.

Location Code - Building code in which the employee will be stationed most of the time or where their
office is located.
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Labor Distribution — also known as Job Labor Distribution is the made up of the Fund (F), Organization (0),
Account (A) and Program (P) or FOAP. These fields identify where the funding for payment will be taken from.

Modifying Jobs ePAFs — are used to change pay, FTE or funding source.
Multi-Action ePAFs - allow the originator to combine the actions of two ePAFs into one transaction.

New ePAF Job Selection - the originator will choose the position number and suffix combination that will
be assigned, modified or ended.

New Position Request Form — The form used to request a new position for a department organization.
Link to the New Position Request Form.

Next Approval Type — Button in the ePAF job selection screen that allows the originator to assign a position
and suffix number combination to each section of the ePAF transaction.

Non-Classified Pay Plan - list of TTU’s non-classified positions. Non-Classified positions are often one of a
kind, used by a small number of employees, or are faculty-related and allows flexibility to address the
university's unique job market when determining compensation. Non-Classified positions are often recruited
for nationally or internationally and typically require a specific degree and/or specialized training. Non-
Classified positions have standardized specifications with a position code, position class title, minimum
gualifications, exemption status, and job category.

Nonexempt Employees - are subject to overtime pay when that employee works over 40 hours during the
work week. Overtime pay is calculated at time-and-a-half pay for all hours actually worked in excess of 40
hours during one work week.

Partially Completed - transaction status of an ePAF in which the job has been ended, but the employee
record section of the ePAF has not been uploaded to the Banner system. This is most common on Termination
ePAFs but can happen anytime information is changing on the employee record.

Pay Plan - Texas Tech University’s list of established position titles we share with Texas Tech University
Health Sciences Center as well as the HSC El Paso entity. Link to Texas Tech Pay Plan.

Pays — the number of paychecks per year for the position. For Nonexempt: 24; for Exempt (12 mo): 12; for
Exempt (9 mo): 9

Pending - transaction status of an ePAF that has been submitted for approvals. The ePAF will remain in
pending status until it has been through all assigned approval levels 5 through 95.

Person: General Person Data — ePAF section in which general personal data about the employee is
entered for uploading into the various HR data screens of the Banner system.
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Personnel Date - either the date the change takes effect or the date it would have taken effect (only in
cases when ePAF was submitted after payroll processing).

Position Class Code - the alpha numeric combination assigned to each position on the pay plan.

Position Number —the T, S or W number that is used to assign a position to an organization or department.
The alpha part of the position number will be determined by the chart of account in which the position will be
funded or paid. T= Texas Tech University Funds; S = Texas Tech University System Funds; W = Federal Work-
Study Funds.

Premium Pay Code - identifies if the full-time employee will receive longevity pay or hazardous duty pay. If
neither are applicable, the field will remain “not selected.”

Primary Job ePAFs — ePAF transactions which establish a primary job for an employee.
Query Date - first date on the ePAF transaction. The query date should always reflect the date of hire or the
date a position action should take effect. The query date cannot be changed after the originator moves on

from the New ePAF Person Selection screen.

Returned for Correction — transaction status of an ePAF that has been returned to the originator for
correction, reconsideration and should be resubmitted after changes to the ePAF have been made.

Routing Queue - the section of the ePAF where the originator will assign approvers for the ePAF transaction.
Secondary Job ePAFs - add an additional position number to a person with a primary position already
assigned. Secondary jobs can be from the same organization or with a different organization, but the total FTE

for one individual cannot exceed 1.0 for faculty and staff positions or 0.5 for student positions.

Special Rate —field in the Default Earnings section that designates the monthly amount paid to the
employee. This is blank for earnings codes of RGS, HLN or HLD.

Supervisor ID — R ID number of the person who will be the supervisor of the employee.
Termination - ending an employee’s job as well as severing the employee/employer relationship.

Termination Date - date in which the employee will no longer work in the appointed position and the
employee/employer relationship is ended.

Termination Reason Code — a code used in the Banner system to describe why the employee is
terminating from position appointment.
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Time Entry Method - the information used to communicate how the employee will report time worked.
Employee Time Entry via Web is used for employees who will enter time in Web Time Entry on Raiderlink. Third
Party with Approvals is used for employees who will enter time in Time Clock Plus.

Timesheet COA - the chart of account the timesheet organization resides within.

Time Sheet Organization or Time Sheet Orgn- the organizational code in which the timesheet or leave
from for the employee will be housed, routed and approved.

Voided - transaction status of an ePAF that has been returned for correction but will not or cannot be
resubmitted. This may be necessary if the originator used the wrong ePAF and must start a new one to enter
the changes.

Waiting — ePAF transaction status for a saved transaction that has not been submitted or re-submitted by the
ePAF originator.

Work Address — will be the mail stop number used by the university. Format should be MSXXXX (no spaces).

Work Address Update — ePAF section in which work address and work telephone numbers are updated.
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Leave Without Pay

On occasion, it may be necessary to move an employee to a Leave without Pay status. When this happens a
form must be submitted to Human Resources through the LWOP application.
https://banapps.texastech.edu/itis/hr Iwop/home

Once you are on the LWOP Home Page, you will click on the Leave Without Pay link located under the
Functions tab.

Functions -

Home
Leave Without Pay
Return From Leave

Inbox

Welcome to TTU Leave without Pay Application!

This will then take you to the LWOP form. You will enter in the employee’s R#, then click Generate Form.

Leave Without Pay Form

Qriginator Information

Name: Alexandria Putman Banner ID R10646737 Email: alexandrla.putman@uu.edu
(R#):
Chart: T - Texas Tech Universwty Departmem: H15000 - Human Resources

Employee Information

Please enter Banner ID (R-Number) of the R11426878] Generale Form. |
employee you want to create the leave without
pay form:

This will then bring up the employee’s work information. From there you will need to fill in the Department
Contact information, as well as the Dept. Contact Phone Number.

Employee Information

Please enter Banner ID (R-Number) of the R11426878
employee you want to create the leave without
pay form:
Emp. Name: Gina Meurer Banner ID R11426878 Chart: T - Texas Tech University
(R#):
Supervisor. Lacey Ellis Superviser RO0177799 Supervisor lacey ellis@ttuedu
Name: Banner ID Email:
(R#):
‘Department Contact: ‘Dept. Contact Phone Number
Alexandria Putman (806) 834-3946
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Now you will enter in the Leave Type and Approver Information. Select the Type of Leave from the dropdown
menu:

e Between Term Leave with Benefits (Summer Only)

e Disciplinary Leave Without Pay and Without Benefits

e Education Leave of Absence Without Benefits

e Family Medical Leave (FMLA) Without Pay with Benefits

e lliness Leave Without Pay and Without Benefits (Disability)

e Extended Military Leave Without Pay and without Benefits

e State Parental Leave Without Pay and Without Benefits

e Personal Leave Without Pay and Without Benefits

e Extended Disability Workers Compensation Without Pay and Without Benefits

The First Date of Leave Without Pay will be the first date that the employee is moved to the leave without pay
status.

Select the Department Head, and HR (For Approval), for routing. Leave any necessary comments in the
Comment(s) section.

Leave Type and Approver Information

“Type ot Leave; Family Medical Leave (FMLA) Without Pay with Ben ~ | | “First Date of 04/01/2022 0

Leave Without
Pay:

‘Department Head:

Jill Calcote - R10951209 X
HiForApproval): Lacey Ellis - ROD177799 x
Comment(s)
S.No Comment Comment Added by Comment Added on

Add Comment:

“

Once you have filled in the correct information, you will need to select Submit to start the routing process.
Once the LWOP form has been submitted successfully, you will receive a Transaction Number. You may also
select Generate PDF to create a PDF for your records.

For Approvers:

Once a LWOP form has been submitted, you will receive an email from an automated system that includes a
link to review the transaction. From there you may either approve or reject the transaction. A comment will be
required for rejected transactions.
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Return from Leave Without Pay

When an employee who has been on Leave Without Pay is ready to return to work, you must submit a Return
from Leave Without Pay form to Human Resources through the Return from LWOP application to bring them
back to a paid status.

https://banapps.texastech.edu/itis/hr Iwop/rlwop

Once you are on the Return from LWOP Home Page, you will click on the Return from Leave link located under
the Functions tab.

Functions ~

Home
Leave Without Pay

Return From Leave

Welcome to TTU Leave without Pay Application! / nbox

This will then take you to the Return from LWOP form. You will enter in the employee’s R#, then click generate
form.

Return from Leave Without Pay Form

Originator Information

Name: Alexandria Putman Banner ID R10646737 Email: alexandria putman@ttu.edu
(RH):
Chart: T - Texas Tech University Department: H15000 - Human Resources

Employee Information

Please enter Banner ID (R-Number) of the R11432794‘

employee you want to create the return from leave
form:

This will then bring up the employee’s work information. From there you will need to fill in the Department
Contact Information, as well as the Dept. Contact Phone Number.

Employee Information
Please enter Banner ID (R-Number) of the R11432704
employee you want to create the return from leave
form:
Emp. Name: Edwar Enrique Escalante Banner ID R11432794 Chart: T - Texas Tech University
(R#):
Supervisor. Benjamin Powell Supervisor R11288753 Supervisor benjamin. powell@tiu.edu
Name: Banner ID Email:
(R#):
‘Department Contact: “Dept. Contact Phone Number
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The Return to Work Date will be the first date that the employee starts working once their leave has been
completed.

Select the Department Head, and HR (For Approval), for routing. Leave any necessary comments in the
Comment(s) section.

Leave Type and Approver Information

“Return to Work Date:

mm/dd/yyyy (m
“Department Head:
‘HR (For Approval):
Comment(s)
8.No Comment Comment Added by Comment Added on

Add Comment

y

Once you have filled in the correct information, you will need to select Submit to start the routing process.
Once the Return from LWOP form has been submitted successfully, you will receive a Transaction Number. You
may also select Generate PDF to create a PDF for your records.

For Approvers:

Once a Return from LWOP form has been submitted, you will receive an email from an automated system that
includes a link to review the transaction. From there you may either approve or reject the transaction. A
comment will be required for rejected transactions.
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Form |-9

The Purpose of the Form I-9

Employers must complete the Form I-9 to document verification of the identity and work authorization of
each new employee (both citizen and noncitizen) hired after November 6, 1986, to work in the United
States.

After October 31, 2023, the prior version of Form |-9 will be obsolete and no longer valid for use. Starting
November 1, 2023, employers who fail to use the 08/01/23 edition of Form I-9 may be subject to all
applicable penalties under section 274A of the INA, 8 U.S.C. 13244, as enforced by U.S. Immigration and
Customs Enforcement (ICE).

**Please note that due to the importance of this form, no new hire ePAF will be approved without a
completed Form I-9, supporting documents, and an E-Verify® case.

"Form I-9 Instructions." USCIS. Web. Oct 2023
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General Instructions

The employee can complete Section 1 of the Form I-9 at any time between acceptance of a job offer and
the first day of work. The Form I-9 and E-Verify® process may not start before the employee accepts an
offer of employment. The employee must complete Section 1 of the Form 1-9 by their first day of work. As
a representative of TTU, the department is responsible for ensuring Section 1 has been completed
correctly. Upon completing Section 1, the form must be printed, signed, and dated by the employee.

The employer is responsible for reviewing the physical document(s) presented by the employee to
complete Section 2. All documents provided must be verified in person and be original documents unless
participating in the Alternative Procedure. See page 118 for more information. Section 2 of the Form I-9
should be completed by the end of the third business day after the first day of work, along with an E-
Verify® case. Upon completion of Section 2, the form must be printed, signed, and dated by the hiring
department.

The employer must complete Supplement B (formally known as Section 3) when new work authorization
documents are required due to previous documents expiring. TTU only uses Supplement B for updating
expired work authorization on current employees; TTU does not use this section for name changes.

Employers must ensure that all pages of the instructions and Lists of Acceptable Documents are available,
either in print or electronically, to all employees completing this form. Employers and employees can also
access the full set of instructions at any time by clicking the instruction button at the top of page 1 of the
Form I-9 when completing the form on a computer.

Forms completed on the internet cannot be submitted electronically. All forms must be printed, signed,
and dated by hand. A blank copy of the Form I-9 is available at https://www.uscis.gov/i-9 if the online

version is not accessible.

Additional guidance to complete the form may be found in the Handbook for Employers: Guidance for
Completing Form 1-9 (M-247) and on USCIS’ Form |-9 website, I-9 Central.

Handbook for Employers, Guidance for Completing Form 1-9 (M-274)

1-9 Central

"Form I-9 Instructions." USCIS. Web. Oct 2023
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Remote Work
Effective August, 01, 2023, remote employees may complete Section 2 of the 1-9 using the Alternative
Procedure. See Page 118 for more information.

Once The Form I-9 is completed, the department will process the E-Verify® case and then attach all
documents (I-9, copies of documents, and Employment Authorization printout) to the ePAF for processing.

"Form I-9 Instructions." USCIS. Web. Oct 2023
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Completing Section 1

After a job offer has been made and accepted, the new employees must complete, sign, and date Section 1
by the end of the first day of work. The following pages will break down Section 1 of the Form I-9 and
provide detailed instructions on completing this form correctly. See Figure 1.

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form I-8 no later than the first
day of employment, but not before accepting a job offer.

Last Name (Family Nama) First Name {Given Name) Middle Initial (f any)} | Other Last Names Usad (if any)

Rider Masked

Address (Street Number and Name) Apt. Mumber (if any) | City or Town State ZIP Code

123 Main Street Lubbock > 79409

Date of Birth (mm/dd/yyyy) .S, Social Security Number Employee’s Email Address Employee's Telephone Number

07/31/1995 |12 3456 78 9| masked.rider@ttu.edu (806) 123-4567

o O O O O

Figure 1: Section 1 filled out with Employee Information.

Last Name: full legal last name*
First Name: full legal first name *

Middle initial: the first letter of the second given name. If there is no middle name, leave this field
blank.

Other Last Names Used: all other last names used, if any. If there is no other last name, leave this
field blank.

Address (street name and number): street number and name of current residence. This must be a
physical address within the United States. No PO Boxes are acceptable.

Apartment: numbers or letters of apartment. If there are no apartment numbers or letters, leave
this field blank.

City or Town: city or town

State: the abbreviation of your state

Zip Code: 5-digit zip code

Date of Birth: date of birth in format of mm/dd/yyyy

US Social Security Number: 9-digit social security number. Leave this field blank if the social
security number has been applied for and not received yet. The E-Verify® should also wait until the
US social security number has been received.

Employee’s E-Mail Address (optional): e-mail address. If there is no e-mail, leave this field blank.

Employee’s Telephone Number (optional): telephone number in the format of (000) 000-0000. If
there is no phone number, leave this field blank.

*Employees should include the hyphen (-) or apostrophe (‘) if their names have them. If an
employee has two last names, they must include both names in the Last Name field ex. O’Neill,
Garcia Lopez, Smith-Johnson. If an employee has two first names, they must include both names in
the First Name field ex. Mary Jo, John-Paul, D’Shan. Employees with only one name should enter it
in the Last Name field, then enter Unknown in the First Name field.

"Form I-9 Instructions." USCIS. Web. Oct 2023
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Attestation:

The employee must select one box to attest to their citizenship or immigration status. See Figure 2.

| am aware that federal law Check one of the following baxes to attest to your citizenship or immigration status {See page 2 and 3 of the instructions.);
provides for imprisonment andlor o ' ”
1. A citi if th ted Siat

fines for false statements, or the X] Sitizen of the Uniled States
use of false documents, in [] 2. A noncitizen national of the United States (See Instructions.)
:'-;“";“t'ﬂ"; Wt'g' fihﬂ Eng”ﬂt"-"I” of | [ ] 3. Alawful permanent resident (Enter USCIS or A-Number.) |

is form. | attest, under penalty =2 - =
of perjury, that this information, j 4. A noncitizen (other than em Numbers 2. and 3. above) authorized to work until {exp. date, if any)

including my selection of the box

athesting to my citizenship o If you check lkem Number 4., enter one of these:

immigration status, is true and USCIS A-Number i Form |-84 Admission Number = Foreign Passport Number and Country of lssuance
correct.
Signature of Employee Today's Date (mmiddhyyyy)

Figure 2: Attestation in Section 1. One box must be selected.

1. Acitizen of the United States.

2. A noncitizen national of the United States: An individual born in American Samoa, certain former
citizen of the former Trust Territory of the Pacific Islands, and certain children of noncitizen
nationals born abroad.

3. Alawful permanent resident: An individual who is not a U.S. citizen and who resides in the United
States under legally recorded permanent residence as an immigrant. This term includes conditional
residents. Asylees and refugees should not select this status but should instead select “A noncitizen
authorized to work” below.

a. If this box is chosen, the 7-9 digit USCIS or A-number should be written in the blank.

4. A noncitizen authorized to work: An individual who is not a citizen or national of the United States,

or a lawful permanent residence, but is authorized to work in the United States.
a. If this box is chosen, a date should be entered showing the expiration of work authorization.
This will be found on the work authorization document.
b. Noncitizens authorized to work must enter one of the following. You may not ask the
employee to present the document from which they supplied this information.
i. Noncitizen Registration Number A#/USCIS#: or
ii. Form I-94 Admission number: or
iii. Foreign Passport Number and the Country of Issuance

"Form I-9 Instructions." USCIS. Web. Oct 2023
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Preparer and/or Translator Section:

If the employee did not use a preparer or translator to assist in completing Section 1, Supplement A does
not need to be filled out. If the employee did use a preparer or translator to assist in completing Section 1,
the preparer or translator should fill out Supplement A. The TTU department representative cannot be a
preparer or translator for Section 1. See Figure 3.

Last Name (Family Name) from Section 1. First Name (Given Name) from Section 1. Middla initial (if any) from Section 1.

Rider Masked

Instructions: This supplement must be completed by any preparer and/or translator who assists an employee in completing Section 1
of Form |-8. The preparer and/or translator must enter the employee's name in the spaces provided above. Each preparer or translator

must complete, sign, and date a separate certification area. Employers must retain completed supplement sheets with the employee's
completed Form 1-8.

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information Is true and correct.

Signature of Preparer or Trans|atar Date {mm/ddiyyy) ]
& ,Eté Le fL 0 6"\, Today's Date
Last Mame (Family Name) First Name (Given Name) Middle Initial (if any)
Red Raider
Address (Street Number and Name) City or Town State ZIP Code
967 Broadway Lubbock TX 79410

Figure 3: Supplement A is filled out only if a Preparer and/or Translator assisted the employee with Section 1 of the Form I-9.

Last Name: The preparer or translator writes the employee’s legal last name in this field.
First Name: The preparer or translator writes the employee’s legal first name in this field.

o Middle Initial: The preparer or translator writes the employee’s first letter of their second name. If
there is no middle name, leave this field blank.

o Signature of Preparer or Translator: The preparer or translator must sign his or her name using a
longhand signature.

Today’s Date: The person who signs the Preparer and/or Translator Certification must date the
form with the mm/dd/yyyy format. Do not backdate this field. *The date the employee enters next
to their signature in Section 1 should match the date the preparer/translator signed Supplement B.

o Last Name: (family name) Enter the full legal last name of the person who helped the employee.
The last name is also the family name or surname. If the preparer or translator has two last names
or a hyphenated name, use both names in this field.

o First Name: (given name) Enter the full legal name of the person who helped the employee.

o Address: (street name and number) Enter the street name and number of the current address of
the residence of the person who helped the employee in preparing or translating Section 1 in this
field.

o City or Town: Enter the city, town, or village of the residence of the person who helped the
employee in preparing or translating Section 1 in this field.

"Form I-9 Instructions." USCIS. Web. Oct 2023
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**The employer must ensure that all parts of the Form I-9 are properly completed and may be subject to
penalty under federal law if the form is not completed correctly. Before completing Section 2, the
department should review Section 1 to ensure the employee completed it properly. If any errors are found
in Section 1, have the employee make corrections appropriately, then initial and date any corrections.

"Form 1-9 Instructions." USCIS. Web. Oct 2023
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Completing Section 2

The department must complete Section 2 by examining documents showing identity and employment
authorization within 3 business days of the employee’s first day of employment. If your employee begins
working on a Monday, Section 2 should be completed, signed, and dated before or by the end of the day
on Thursday.

As a participant of E-Verify®, TTU is eligible to use the alternative procedure also known as Remote
Examination of Documents for completing the Form 1-9. Rather than Section 2 being completed in person,
individuals may have the option to submit documents for inspection electronically and complete the
verification using a live online modality. Participation in the alternative procedure is up to a department’s
discretion. If departments elect to participate in this procedure, there are a few considerations to account.
See page 118 for more information related to the alternate process.
o Copies of work authorization documents must be clear and legible, preferably in color.
o Copy of document presented for identity should clearly show the employee’s face and not a
dark outline.
o Employee must be able to sign Section 1 of the Form I-9 physically. No Adobe signatures are
allowed.

Acceptable Documents for completing section 2:

The employer must physically examine the unexpired document(s) presented from the List of Acceptable
Documents while the employee is present physically or live via video (if applicable) to complete the fields
in Section 2. The employer must accept any documents presented as long as they satisfy federal
requirements. The employer cannot require specific documents to be presented (i.e., Driver’s license and
SS card).

All documents must be unexpired and original. Photocopies are not acceptable documents (certified
copies of birth certificates are acceptable for the Form 1-9). Photocopies are allowed if completing Section
2 using the alternative procedure. See page 118 for more information.

o Certified birth certificates will generally have a raised seal from the state or a watermark showing it
is not a copy.

o Some documents, such as social security cards and birth certificates, do not have expiration dates.
If the document does not have an expiration date, leave the expiration date field blank.

Documents are considered acceptable if they appear to relate to the person presenting them and appear
authentic. The employee may present a List A document(s) or a combination of List B and List C documents
showing identification and work authorization. See Figure 4. TTU requires copies be made of the original
documents and are to be included with the Form 1-9. The original documents should be returned to the
employee after they have been reviewed.
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List B
Documents show
only identity and
must have
List A photograph
Documents show
identity and HI]:
employment
authorization
List C

Documents show
only employment
authorization

Figure 4: Employees have the option to present a List A document or a combination of List B and a List C document. NOTE: Due to E-Verify®
participation, List B documents must have a photo.

"Form I-9 Instructions." USCIS. Web. Oct 2023

List A Documents

List A documents show both identity and work authorization. See Figure 5. Some List A documents are
combination documents that must be presented together to be considered a List A document, such as a
foreign passport together with a Form 1-94, an endorsement of the noncitizen’s status (most common
statuses are F-1, J-1, or H-1B). See Figure 6.

LIST A
Documents that Establish Both Identity and Employment Authorization

1. U.5. Passport or U.S. Passport Card
2. Permanent Resident Card or Alien Registration Receipt Card (Form 1-551)

3. Foreign passport that contains a temporary 1-551 stamp or temporary I-551
printed notation on a machine-readable immigrant visa

4. Employment Authorization Document that contains a photograph (Form |-766)

5. For an individual temporarily authorized to work for a specific employer because
of his or her status or parole:
a. Foreign passport; and
b. Form I-94 or Form |-94A that has the following:
(1) The same name as the passport; and
(2) An endorsement of the individual's status or parole as long as that period
of endorsement has not yet expired and the proposed employment is not in
conflict with any restrictions or limitations identified on the form.

6. Passport from the Federated States of Micronesia (FSM) or the Republic of the
Marshall Islands (RMI) with Form I-94 or Form |-94A indicating nonimmigrant
admission under the Compact of Free Association Between the United States and

the FSM or RMI

Figure 5: Documents categorized under List A.
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occupations)

« Individual(s): Students
- Items: Foreign Passport, [-94, Form |-20

« Individual(s): Students, researchers, professors
» Items: Foreign Passport, [-94, Form D5-2019, Sponsor

Letter ™{for students)

- Individual(s): Faculty and professors (specialty

= ltems: Foreign Passport, |-94 (I-797)

Figure 6: Most common statuses and the necessary paperwork to complete the Form I-9 successfully. NOTE: You may not ask for specific
documents. Give the employees the opportunity to show you their chosen materials.

List B & C Documents

List B documents show identity only, and List C documents show employment authorization only. If an
employee presents a List A document, do not ask or require the employee to present List B and List C
documents, and vice versa. Since TTU participates in E-Verify®, if a List B document is presented, it must
include a photograph. See Figure 7. All documents presented should be unexpired.

LISTB AND LISTC
Documents that Establish ldentity Documents that Establish Employment Authorization
1. Driver's license or |D card issued by a State or outlying 1. A Social Security Account Number card, unless the card

possession of the United States provided it contains a
photograph or information such as name, date of birth, gender,
height, eye color, and address.

2. 1D card issued by federal, state, or local government agencies
or entities, provided it contains a photograph or information such
as name, date of birth, gender, height, eye color, and address.

includes one of the following restrictions:
(1) NOT VALID FOR EMPLOYMENT
(2) VALID FOR WORK ONLY WITH INS
AUTHORIZATION
(3) VALID FOR. WORK ONLY WITH DH3
AUTHORIZATION

3. School ID card with a photograph.

4. Voter's-Registretior=C ard

2. Certification of report of birth issued by the Department of State
(Forms DS-1350, F3-545, FS-240)

5. U.5. Military card or draft record

6. Military dependent’s ID card

3. Original or certified copy of birth certificate issued by a State,
county, municipal authority, or territory of the United States
bearing an official seal

7. U.5. Coast Guard Merchant Mariner Card

4. Native American tribal document

& Native American tribal document

5. U.5. Citizen ID Card (Form I-197)

9. Driver's license issued by a Canadian government authority

== Rgr persons under age 18 who are unable to presenta ="
d listed above: -
Con locument listed above: P

6. |dentification Card for Use of Resident Citizen in the United
States (Form [-179)

oy - Gl
10. School record or reﬂurt.c;arL -

- -,
11. Clinic, doctor, or pespftal record =~

- —
12. Day-cefe or nursery school record Sacelir o8

- —

- r.

7. Employment authorization document issued by the Department
of Homeland Security

For examples, see Section 7 and Section 13 of the M-274 on
uscis. gov/i-9-central.

The Form |I-766, Employment Authorization Document, is a List A,
lterm Number 4. document. not a List C document.

Figure 7: Documents categorized under List B and List C. Ensure that List B documents presented have a photo of the employee due to TTU's
participation in E-Verify®.
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Entering Documents the Employee Presents:

List A — Identity and Employment Authorization

Enter the information under the List A column if the employee presents a List A document. If a
combination of List A documents is presented, enter information from each document into a separate area
under List A. If you enter a document under List A, you should not enter information under List B or C. See
Figure 8.

List A OR List B AND List C
Document Title 1 U.S. Passport
Issuing Authority U.S. Department of State

Document Mumber (if any) |12345678

Expiration Date {if any) 05/M15/2032

Document Title 2 (if any) Additional Information

Issuing Authority

Document Mumber (if amy)

Expiration Diate {if any)

Document Title 3 {if any)

Issuing Authority

Document Mumber (if amy)

Expiration Date (if any) I:l Check here if you used an altemative procedure authorized by DHS o examine documents.

Figure 8: Fill out Section 2 according to the documents presented. List A document(s) will go under List A.

o Document Title: If the employee presents a List A document, enter the title of the List A document
in this field. If a combination of documents is presented, use the second and third document title
fields as necessary. You may choose to use approved abbreviations. See Appendix A: Common
Abbreviations for Document Entry in Section 2 or see page 123 for more information.

o Issuing Authority: Enter the issuing authority of the List A document. This will be the specific entity
that issued the document. If the employee presented a combination of documents, use the second
and third issuing authority fields as necessary.

o Document Number: Enter the document number of the List A document, if any. Leave the field
blank if the document does not contain a document number.

o If the employee presented a combination of documents, use the second and third
document fields as necessary. If the document presented was a Form 1-20 or DS-2019, use
the Student and Exchange Visitor Information System (SEVIS) number as the document
number. See pages 157 and 159.

o Expiration Date: Enter the expiration date of the List A document, if any. This document is not
acceptable if it has already expired. If there is no expiration date, leave the field blank. If the
document uses D/S, use this as the expiration, which means duration of status. For a receipt, use
the expiration date for the receipt period. If the employee presented a combination of documents,
use the second and third expiration date fields as necessary.

"Form 1-9 Instructions." USCIS. Web. Oct 2023
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List B — Identity

If the employee presents an acceptable document from List B or an acceptable receipt for the application

to replace a lost or stolen List B document, enter the document information in this column.

If you enter document information in the List B column, you must also enter document information in the
List C column. If an employee presents acceptable List B and List C documents, do not ask the employee to
present a document from List A. If listing List B document, information should not be listed in List A. See

Figure 9.
ListA oR List B AND ListC
Documant Title 1 TX DL S5 Card
Issuing Autharity Texas Social Security Administration
Dacumeant Number (if any) 12345678 111223333
Expiration Data {if any) 12/31/2030

Document Title 2 (if any) Additional Information

Issuing Authority

Dacumeant Number (if any)

Expiration Date (if any)

Document Title 3 (if any)

Issuing Authority

Dacumeant Number (if any)

Expiration Date (if any) D Check here if you used an allernative procedure authorized by DHS 1o examine documents.

Figure 9: Fill out Section 2 according to the documents presented. List B documents must have a photo of the employee and be accompanied by

a List C document. A List B document will go under List B. A List C document will go under List C.

Document Title: If the employee presents a document from List B, enter the title of the List B
document or receipt in this field. You may choose to use approved abbreviations. See Appendix A:
common Abbreviations for Document Entry in Section 2 for list or page 124.

Issuing Authority: Enter the issuing authority of the List B document. The issuing authority is the
entity that issued the document. If the employee presents a document that is issued by a state
agency, include the state as part of the issuing authority.

Document Number: Enter the document number of the List B document, if any. If the document
does not contain a number, leave it blank.

Expiration Date: (mm/dd/yyyy) Enter the expiration date of the List B document, if any. The
document is not acceptable if it has already expired. If there is no expiration date, leave the field
blank. For a receipt, use the expiration date for the receipt period.

"Form 1-9 Instructions." USCIS. Web. Oct 2023

Human Resources Operations Guide 10/2023



https://www.uscis.gov/es/node/96228#:%7E:text=Appendix%20A%3A%20Common%20Abbreviations%20for%20Document%20Entry%20in,the%20documents%20an%20employee%20may%20choose%20to%20present.
https://www.uscis.gov/es/node/96228#:%7E:text=Appendix%20A%3A%20Common%20Abbreviations%20for%20Document%20Entry%20in,the%20documents%20an%20employee%20may%20choose%20to%20present.

List C — Employment Authorization

If the employee presents an acceptable document from List C or an acceptable receipt for the application
to replace a lost or stolen List C document, enter the document information in this column. If you enter
document information in the List C column, you must also enter document information in the List B
column. If an employee presents acceptable List B and List C documents, do not ask the employee to
present a document from List A. If listing List C documents, information should not be listed in List A.

o Document Title: If the employee presents a document from List C, enter the title of the List C
document or receipt in this field. You may choose to use approved abbreviations. See Appendix A:
Common Abbreviations for Document Entry in Section 2 or page 124.

o lIssuing Authority: Enter the issuing authority of the List C document. The issuing authority is the
entity who issued the document.

o Document Number: Enter the document number of the List C document exactly as it appears on
the document. If the document does not contain a number, leave the field blank.

o Expiration Date: (mm/dd/yyyy) Enter the expiration date of the List C document, if any. The
document is not acceptable if it has already expired. If there is no expiration date, leave the field
blank. For a receipt, use the expiration date for the receipt period.

Additional Information: Use this space to notate any additional information for the Form I-9, such as:

o A sponsor letter that may be required to accompany a DS-2019 with an exchange visitor category
of student.

o Employment Authorization Extension

"Form I-9 Instructions." USCIS. Web. Oct 2023
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Receipts
Receipts are acceptable if a document has been lost or stolen. The employee must present the
replacement document to you within 90 days of the first day of work. This is a two-step process:

1. Write the word receipt in Section 2 after the document name under the list that relates to the
receipt. Complete E-Verify® using the information from the receipt. Attach the receipt of the
document with the Form I-9, and E-Verify results with your ePAF. See Figure 10.

2. When your employee presents the replacement document, draw a line through the word receipt
and update Section 2 of the Form I-9 with any new information, the date, and your initials. See
Figure 11. Send the updated Section 2 along with a copy of the document to the general HR Comp
and Ops email to hr.comp.ops@ttu.edu.

List B AND ListC
Receipt: Replacement TX DL |Receipt: Replacement SS Card
Texas Social Security Administration
12345678 111223333
12/31/2030

Figure 10: If documenting a receipt, write Receipt next to the document name.

Document Tille SC
. - i
Driver's License - Teceipt 4 22 S?’c‘.i}da
| Issuing Authority
| California :
Figure 11: Once an employee receives their official document, cross out irrelevant information, insert new information, initial and date the
change.

*You cannot accept receipts if employment lasts less than three days. You may terminate an employee
who fails to present acceptable documentation (or an acceptable receipt for a document) within three
business days after the date employment begins. If the employee does not present the original
document for which the previously provided receipt was issued but presented, within the 90-day period,
other facially valid and reasonably related documentation, you may accept it. Be sure to complete a new
Section 2 and attach it to the original Form I-9. Provide a note of explanation either in in the Additional
Information box included on Page 2 of the Form I-9 or as a separate attachment.

"Form 1-9 Instructions." USCIS. Web. Oct 2023
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Entering Information in the Employee Certification:
After filling out Section 2, fill in your information at the bottom of the form. See Figure 12.

Certification: | attest, under penalty of perjury, that (1) | have examined the documentation presented by the above-named ""51,-'“'};5" of Emplayment
employee, (2) the above-listad documentation appears to be genuine and to relate to the employee named, and (3) to the {mimracryYyYy:
best of my knowledge, the employee is authorized to work in the United States.

Last Mame, Firsl Mame and Title of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date (mm/ddlyyyy)

Employers Business or Organization Marme Employer's Business or Organization Address, City or Town, State, ZIP Code

Figure 12: Enter your information at the bottom of Section 2. Be sure to sign using a longhand signature. No adobe signatures are allowed.

o Employee’s First Date of Employment: Enter the employee’s first day of employment as a 2-digit
month, a 2-digit day, and 4-digit year (mm/dd/yyyy). This date should match the hire date of the
ePAF submitted.

o Last Name, First Name and Title of the Employer or Authorized Representative: Enter the full legal
name of the person who physically examined the employee’s original documents. If the person has
two last names or a hyphenated last name, include both names in this field. Enter the title,
position, or role of the person who physically examines the employee’s original document(s),
completes and signs Section 2.

o Signature of Employer or Authorized Representative: The person who physically examines the
original document(s) and completes section 2 must sign his or her name in this field. This form
must have a longhand signature.

o When you sign Section 2, you are attesting under penalty of perjury that you have physically
examined the documents presented by the employee, that the documents appear to be
genuine and relate to the employee, and that to the best of your knowledge, the employee
is authorized to work in the United States, that the information that you entered in section
2 is complete, true and correct to the best of your knowledge and that you are aware that
you may face severe penalties provided by law and may be subject to criminal prosecution
for knowingly and willfully making false statements of knowingly accepting false
documentation when completing this form.

“Form I-9 Instructions." USCIS. Web. Oct 2023

o Today’s Date: The person signing Section 2 must enter the date he or she signed Section 2. Do not
backdate this field. Enter the date as a 2-digit month, a 2-digit day, and a 4-digit year
(mm/dd/yyyy).

Employer’s Business or Organization Name: Enter Texas Tech University

Employer’s Business or Organization Address (Street, City, State, and Zip): Enter the actual
physical address of the employer. Do not use a PO Box or Mail Stop. Use the legal address for Texas
Tech, 2500 Broadway, or your office’s physical address if you have an off-campus location. Enter
Lubbock for the city of your office. Enter TX for the state. Enter 79409 or your office zip code.

"Form 1-9 Instructions." USCIS. Web. Oct 2023
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Alternative Procedure

Departments may choose to offer the alternative procedure also known as the Remote Examination of
Form I-9 Documents for remote hires only or all employees within their department, so long as you do not
adopt such a practice for a discriminatory purpose or treat employees differently based on their
citizenship, immigration status, or national origin, such as by deciding that certain employees are not
eligible for remote examination of their documentation.

To utilize the alternative procedure, there are several steps that must take place.
1. Request that the employee send clear copies of their identifying documents to you. Ensure that the

picture is clear enough to see; no outlines of faces are allowed.

2. Examine copies (front and back, if the document is two-sided) of Form I-9 documents or an
acceptable receipt to ensure that the documentation presented reasonably appears genuine and
relates to the employee.

3. Conduct a live video interaction with the individual presenting the document(s) to ensure that the
documentation reasonably appears to be genuine and relates to the individual. Both individuals
should have the documents in hand. The employee will have their original documents. The
employer will have copies of the original documents in their hands.

4. Retain a clear and legible copy of the documentation (front and back if the documentation is two-
sided).

5. Indicate that you used an Alternative Procedure on Form I-9. See Figure 13.

a. Onthe Form I-9 dated 08/01/2023, check the box to indicate you used an alternative
procedure in the Additional Information field in Section 2.

Additional Information

Check here If you used an alternative procedure authorized by DHS to examine documents.
Figure 13: If the Alternative Procedure is used, indicate on the Form I-9.

"Remote Examination of Documents (Optional Alternative Procedure to Physical Document Examination)."
USCIS. Web. Oct 2023
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Form Reminders

o All documents must be unexpired.

o You must verify the actual document. Copies are only acceptable if participating in the alternative
procedure.

o Some documents, such as social security cards and birth certificates, do not contain expiration
dates and should be treated as unexpired. For such instances, leave the expiration field blank.

o If anyone other than the employee enters any data in Section 1, be sure they complete the
preparer certification. This cannot be anyone in the department.

o A Visa cannot be used to substitute for a foreign passport.
o Foreign passports commonly list dates as dd/mm/yyy. The I-9 requires the date format to be
mm/dd/yyy

o Ex. December 10, 1997 may look like 10/12/1997 or 10-12-1997. To fill out the Form 1-9
correctly, the date should be 12/10/1997.

A physical address must be listed for Texas Tech —no PO Boxes or Mail Stops.

©)

Corrections and Errors

Never use whiteout or completely black out incorrect information.
Draw a single line through the incorrect information.

Write missing information or correct information nearby.

Date and initial by the person making the correction.

Never backdate.

O O O O O O

To correct multiple errors in one section, you may redo the section on a new Form I-9 and attach it
to the old form. You can also complete a new Form I-9 describing why you made changes to an
existing Form I-9 or why you created a new Form [-9.
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Filling out the Form I-9 Frequently Asked Questions

Do citizens and noncitizen nationals of the United States need to complete Form 1-9?

Yes. While citizens and noncitizen nationals of the United States are automatically eligible for employment,
they too must present the required documents and complete Form [-9, Employment Eligibility Verification.
U.S. citizens include persons born in the United States, Puerto Rico, Guam, the U.S. Virgin Islands, and the
Commonwealth of the Northern Mariana Islands. U.S. noncitizen nationals are persons who owe
permanent allegiance to the United States, which include those born in American Samoa, including Swains
Island. Citizens of the Federated States of Micronesia (FSM) and the Republic of the Marshall Islands (RMI)
are not noncitizen nationals, however they are eligible to work in the United States.

Can | ask an employee to show a specific document when completing Form 1-9?

No. The employee may choose which document(s) they present from the Lists of Acceptable Documents.
You must accept any document (from List A) or combination of documents (one from List B and one from
List C) listed on Form I-9 and found in Section 13.0 that reasonably appear to be genuine and to relate to
the person presenting them. To do otherwise could be an unfair immigration-related employment practice
that violates the anti-discrimination provision in the INA. You must not treat individuals who look and/or
sound foreign differently in the recruiting, hiring, or verification process. NOTE: Since TTU participates in E-
Verify, List B documents must have a photograph.

What is my responsibility concerning the authenticity of document(s) an employee presents to me?
You must examine the original documentation, and if it reasonably appears to be genuine and to relate to
the person presenting them, you must accept it. To do otherwise could be an unfair immigration-related
employment practice. If the documentation does not reasonably appear to be genuine or to relate to the
person presenting it, you must not accept it. However, you must provide the employee with the
opportunity to present other documents from the Lists of Acceptable Documents.

May | accept a copy of a document from an employee?

Employers examining employees’ documents in person may only accept original documentation from
employees. The only exception is that an employee may present a certified copy of a birth certificate. E-
Verify participants in good standing that choose to remotely examine employees’ Form I-9 documentation
may accept copies of documentation, but must then view original documentation in a live video
interaction, as explained in the Form I-9 instructions and in Section 4.5, Remote Document Examination
(Optional Alternative Procedure to Physical Document Examination).

When can employees present receipts for documents in place of actual documents from the Lists of
Acceptable Documents?

The receipt rule is designed to cover situations in which an employee is authorized to work at the time of
initial hire or reverification, but does not have the actual document listed on the Lists of Acceptable
Documents. You cannot accept a receipt showing the employee has applied for an initial grant of
employment authorization and/or an EAD. See Section 4.4, Acceptable Receipts, for more information.
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My new employee presented two documents to complete Form 1-9, each containing a different last
name. One document matches the name she entered in Section 1. The employee explained that she had
just gotten married and changed her last name, but had not yet changed the name on the other
document. Can | accept the document with the different name?

You may accept a document with a different name than the name entered in Section 1 if the document
reasonably relates to the employee. You also may attach a brief memo to the employee’s Form I-9 stating
the reason for the name discrepancy, along with any supporting documentation she provides. An
employee may provide documentation to support a name change, but is not required to do so. If you
determine the document containing a different name does not reasonably appear to be genuine and to
relate to the employee, you may ask her to provide other documents from the Lists of Acceptable
Documents on Form 1-9.

The name on the document my employee presented to me is spelled slightly differently than the name
they entered in Section 1 of Form I-9. Can | accept this document?

If the document contains a slight spelling variation, and the employee has a reasonable explanation for the
variation, the document is acceptable if you are satisfied that the document otherwise reasonably appears
to be genuine and to relate to the employee.

If an employee writes one last name in Section 1 but presents a document from the List of Acceptable
Documents that has only one of those last names, what do | do?

Ask your employee the reason for the difference in the names. If the document reasonably appears to be
genuine and to relate to the individual, you may accept the document. Attach a memo to the Form I-9
explaining the discrepancy.

If an employee presents a document from the List of Acceptable Documents in which his or her name is
spelled slightly different than the name he or she wrote in Section 1, what do | do?

Ask your employee the reason for the difference in spelling. If it reasonably appears to be genuine and
relate to the individual, you may accept the document. Ask your employee to use his or her full legal name
in Section 1. Ask him or her to do one of the following: correct the Form I-9 and initial the change; provide
a different document with the correct spelling; or provide you a corrected document.

If an employee presents a document in which the name the employee wrote in Section 1 is complete or
substantially different form the name on the document, what do | do?

Ask the employee the reason for the name change. If your employee maintains that the name in Section 1
is hir or her legal name and you are satisfied that the document reasonably appears to relate to the
employee, you may accept the document. Attach a memo to the Form I-9 explaining the discrepancy. If the
employee voluntarily provides proof of a name change, you may keep a copy of it with the memo.

If an employee provides a document that does not reasonably appear to be genuine and/or to relate to
the individual or he or she cannot present other documents to satisfy the requirement of the Form I-9,
what do | do?

You may terminate the employee.
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Is an unsigned Social Security card valid?

Yes. A signature on the card is not required for the card to be valid. You may accept an unsigned Social
Security card as long as the card reasonably appears to be genuine and to relate to the person presenting
it.

Is an unsigned My employee’s EAD expired and now they want to show me a Social Security card. Do |
need to see a current DHS document?

No. During reverification, you must allow an employee to choose what document to present from either
List A or List C. If the employee presents an unrestricted Social Security card, the employee does not also
need to present a current DHS document. However, if the employee presents a restricted Social Security
card, you must reject it since it is not an acceptable Form I-9 document and ask the employee to choose a
different document from List A or C.

"Questions and Answers and Examining Documents." USCIS. Web. Oct 2023
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What abbreviations can | use to fill out Section 2 of the Form 1-9?
Individuals may use abbreviations when filling out Section 2 of the Form I-9 to help with limited space.
Below are some of the common abbreviations used from the 1-9 Central’s website.

Full name of List A Document Common Abbreviation

Permanent Resident Card (Form I-551)

Form I-551 or PRC

Alien Registration Receipt Card (Form I-551)

Form I-551 or PRC

Foreign passport containing a temporary |-551 stamp,
also known as Alien Documentation, Identification and
Telecommunication (ADIT) stamp.

1. Foreign Passport
2. |-551 or ADIT Stamp

Foreign passport containing a temporary I-551 printed
notation on a machine-readable immigrant visa (MRIV)

1. Foreign Passport
2. MRIV

Employment Authorization Document (Form |-766)

Form I-766 or EAD

For a nonimmigrant noncitizen authorized to work for a
specific employer because of his or her status, a foreign
passport with Form [-94 that contains an endorsement
of the noncitizen’s nonimmigrant status.

1. Foreign Passport

2. Form[-94

3. Form[-20 or Form DS-2019

Note: In limited circumstances, certain J-1 students
may be required to present a letter from their
Responsible Officer to work. Enter the document
title, issuing authority, document number and
expiration date from this document in the
Additional Information field.

Passport from the Federated States of Micronesia
(FSM) with Form 1-94.

1. FSM Passport with Form 1-94
2. Form|-94

Passport form the Republic of the Marshall Islands
(RMI) with Form 1-94

1. RMI Passport with Form 1-94
2. Form[-94

Receipt: The arrival portion of Form 1-94 containing a
temporary I-551 (ADIT) stamp and photograph

Receipt: Form 1-94 w/I-551 stamp, photo

Receipt: The departure position of Form 1-94 with an
unexpired refugee admission stamp

Receipt: Form 1-94 w/refugee stamp

For receipts, indicate Receipt in the field along with the
appropriate abbreviation above, if provided. For
example, to document a receipt for the application to
replace a lost, stole, or damaged, Permanent Resident
Card (Form I-551), you could enter the following:

Receipt replacement Form I-551 or PRC

"Questions and Answers." USCIS. Web. Oct 2023
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Full name of List B Document Abbreviations

Driver’s license issued by a State or outlying
possession of the United States

DL plus the state. For example, enter VA DL for a
driver’s license issued by the Commonwealth of
Virginia

ID card issued by a State or outlying possession of
the United States

ID plus the state. For example, enter NY ID for an
ID Card issued by the State of New York

ID card issued by federal, state, or local government
agencies or entities

Government ID

authority

School ID card with photograph School ID
U.S. Coast Guard Merchant Mariner Card USCG Merchant Mariner card
Driver’s license issued by a Canadian government Canadian DL

For receipts, indicate Receipt in the field along with
the appropriate abbreviation above, if provided. For
example, to document a receipt for the application
to replace a lost, stolen, or damaged Driver’s
License issued by a State or outlying possession of
the United States, you could enter the following:

Receipt: Replacement VA DL

Full name of List C Document Abbreviations

Social Security Account Number card without SS Card
restriction

Certification of Birth Abroad (Form FS-545) Form FS-545
Certification of Report of Birth (Form DS-1350) Form DS-1350
Consular Report of Birth Abroad (Form FS-240) Form FS-240

Original or certified copy of a U.S. birth certificate
bearing an official seal

Birth Certificate

U.S. Citizen ID Card (Form [-197)

Form [-197

Identification Card for use of Resident Citizen in
the United States (Form |-179)

Form 1-179

Employment authorization document issued by
DHS
(List C #7)

Employment Auth. document (DHS) List C #7

For receipts, indicate Receipt in the field along
with the appropriate abbreviation above, if
provided. For example, to document a receipt for
the application to replace a lost, stole or damaged
Social Security Account Number Card without
restrictions, you could enter the following:

Receipt: Replacement SS Card

"Appendix A: Common Abbreviations for Document Entry in Section 2." USCIS. Web. Oct 2023
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Do not write in Supplement B of the Form I-9, as TTU uses this
section for reverifications only. Process the E-Verify® case using
the completed Form I-9 and attach both the form and E-Verify®

paperwork to the ePAF.
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Reverifications - Completing Supplement B

Texas Tech University uses Supplement B to complete reverifications. Departments will receive
notifications months in advance before work authorization documents expire. Departments should contact
the employee to request they present new unexpired document(s) from either List A or List C showing they
are still authorized to work. Departments CANNOT require the employee to present a particular document
from List A or List C. The employee is also not required to show the same type of document that he or she
presented previously.

Reverifications should be processed by hand while writing the R# at the top of the page. Complete the Last
Name, First Name, and Middle Initial fields in the Employee Info at the top of Supplement B. See Figure 14.
Some individuals may have multiple documents. If there are multiple documents to account for, insert all
document information in the first reverification block. Do not use the additional reverification blocks on
the sheet. See Figure 15.

Departments should not reverify US Citizens and noncitizen nationals, or lawful permanent residents
(including conditional residents) who presented a Permanent Resident Card (Form I-551). Reverifications
do not apply to List B documents.

Supplement B, USCIS
teverification and Rehire (formerly Section 3) Form I-9
Supplement B
Department of Homeland Security OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 07/31/2026
Last Name (Family Namea) from Section 1. First Name (Givern Mame) from Section 1. Middle inifial (if any) from Section 1.

Rider Masked

Figure 14: When filling out Supplement B for a reverification, write the employee's R# at the top of the form.

"Form I-9 Instructions." USCIS. Web. Oct 2023
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Complete the first Reverification block in Supplement B:

Dats

—

e if appiicabie)

Date (mmiadiayy) Last Name (Family Mama) ﬂ_gf Hame {Given Mame) Middla Initiel

Feverification: If the employee requires reverification, your employee can choose to present any acceptable List A or List C documentation to show
continued employment authorization. Enter the document information In the spaces below.

Document Tifle

Foreign Passport - United Kingdom Document Mumber (if any) 1-20 #MO001234567 Expiration Date (if any) (mmiddiyyyy)
#5321329 12/31/2029 ex. 05/20/2027 I-34 #5200088062 DIS

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the
employee presented documentation, the documentation | examined appears to be genuine and to relate to the individual who presented it.

Name of Employer or Autharized Representative Signature of Employer or Authorized Representative Taday's Date (mmigdyyy)
Your full legal name ‘f\’.j‘,-vt Mx‘("hz e 11/11/2023
Additional Information (Initial and date each notation ) e v ik Tk Wi it

alternative procedure autharized
by DHS to examine documents.

Figure 15: If there are multiple documents, insert all of the information into the first Reverification block. Do not use the additional spaces.

O

Date of Rehire: At Texas Tech, we process rehire employees as New Hire employees using a new
form. Leave this field blank. *NOTE: The red X is for reference purposes only. Do not add an X to
your form.

New Name: Texas Tech does not use the Form I-9 to change names, so leave this field blank.
Reverification: Complete these blocks for documents. Write all information for each document per
block, including Document Title, Document Number, and Expiration Date (mm/dd/yyyy).

Name of Employer: The person who completes, signs, and dates Supplement B must print his or
her name in this field.

Signature of Employer: The person who completes Supplement B must sign in this field.

o By signing Supplement B, you attest under penalty of perjury that you have examined the
documents presented by the employee, that the document(s) reasonably appear to be
genuine and to relate to the employee, and that to the best of your knowledge, the
employee is authorized to work in the United States, that the information you entered in
Supplement B is complete, true and correct to the best of your knowledge, and that you are
aware that you may face severe penalties provided by law and may be subject to criminal
prosecution for knowingly and willfully making false statements or knowingly accepting
false documentation when completing this form.

Today’s Date: The person who completes Supplement B must enter the date Supplement B was
completed and signed in this field. Do not backdate this field. Enter the date as a 2-month, 2-day,
and 4-year (mm/dd/yyyy).

Alternative Procedure Checkbox: Check the box if the alternative procedure was used to reverify
the employee. See page 118 for more information.

"Form I-9 Instructions." USCIS. Web. Oct 2023
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E-Verify®

What is E-Verify®?

E-Verify® is an internet-based system operated by the US Department of Homeland Security (DHS) and in
partnership with the Social Security Administration (SSA) that allows us to electronically verify
employment eligibility of newly hired employees and employees assigned to federal contracts.

How it Works?
E-Verify® compares the information entered from the employee’s Form I-9 with the SSA and DHS records

to verify employment eligibility.

Newly Hired Employees
All newly hired employees are required to have an E-Verify® case that has been authorized.

You can create a case for all newly hired employees ONLY after:

o A job has been offered;
o The applicant has accepted the position;
o Form I-9 has been completed

Creating a case in E-Verify® before a job offer has been accepted and Form I-9 is considered
pre-screening and is not allowed.

"E-Verify®." USCIS. Web. Oct 2023
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Privacy Guidelines

Take the steps shown below to protect the privacy of our employees.

O O O O

Allow ONLY authorized users to use E-Verify®.

SECURE access to E-Verify®.

PROTECT and STORE individuals’ information properly.
Discuss E-Verify® results in PRIVATE.

E-Verify User Manual

E-Verify Quick Reference Guide

Rules and Responsibilities
When participating in E-Verify®, you must:

Follow E-Verify® procedures for each newly hired employee

Notify each job applicant of E-Verify® participation.

Clearly display the Notice of E-Verify® Participation and Right to Work posters in all languages
supplied by DHS. See Figures 16 and 17.

Complete Form I-9, Employment Eligibility Verification, for each newly hired employee before
creating a case in E-Verify®.

Ensure that all Form I-9 List B identity documents have a photo.

Create a case for each newly hired employee no later than the third business day after he or she
starts work for pay.

Obtain a Social Security number (SSA) from Form I-9 for each newly hired employee.

Provide each employee with notice of and the opportunity to contest a Tentative Nonconfirmation
(TNC).

Not terminate the employee during the E-Verify® verification process because he or she receives a
TNC.

Ensure that all personally identifiable information is safeguarded.

Use E-Verify® for existing employees under limited circumstances.

Understand the special considerations when deciding how to and whether to verify existing
employees.

Create a case within a specified period of time. If a case is not created within those timeframes,
you must note the reason for the delay and attach it to the Form I-9.

"E-Verify®." USCIS. Web. Oct 2023
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https://www.e-verify.gov/e-verify-user-manual
https://www.e-verify.gov/e-verify-quick-reference-guide-for-employers

This Organization
Participates in E-Verify

Sample Onky

Esta Organizacion
Participa en E-Verify

Sélo muestra

Este emipleador participa en EMerity y proporocionara
all goblemao federal la informacian de'su Farmulana 19
para confirmar que usted esia aultozado pana trabajar
@n los EE.UU_.

This employer participates in E-Verifyand will
provide the federal government with your
Form 19 information o confirmthal you are
authorized to work in the WS

¥ E-Verify cannot confirm that you are
authorized to work, this emplayer is required
o give you writben ingtrisctions and an
opportunity to contact Department of
Homeland Security {DHS) or Social Security
Administration (854] so you can begin to
resolve tho.idsue before the employer can
take any dction against you, including
terminating your employment.

Employers can only use E-Verify once you

have accepled a job offer and completed the
Form |8,

5i E-Verifty no puede confirmar que usied esta
sutorizado para trabajar, esh empleador esta
requeridn & darks instresoicnes. por esorita y una
oportunidad de cont@staral Departamento de
Sogunidad MacionafiDHE) o a la Administracicn gl
Segura Socdal (554 para que pueda ompezar a
resclver ol problema antes de gue of empleador peeda
tomar cuslqier Bookn en su oontra, incluyenis la
orminacidn de€u ompica.

Las.empleadores solo pueden ubilcar E-Verity una vex
i wsbed haya aceptada una oberta de trabajo y
compl@tado o Fonmulario k9.

E-Verify Works for Everyone E-Verify Funciona Para Todos

For more information on E-Verify, or if
you believe that your employer has
violated its E-Verify responsibilities,
please contact DHS.

Para mas informacion sobre E-Verify, o si
usted cree que su empleador ha violado
sus responsabilidades de E-Verify, por
favor contacte a DHS.

888-897-7T781
E-Verify.gov

T wecy,

e

o . 'I.I'é E‘;
% #
N il
o ol A
i ——
e SRR
PR

Figure 16: All employers who use E-Verify® must post signage indicating they participate in E-Verify® within their workplace.

DON'T LET ANYONE TAKE IT AWAY
If'.luu hawve the skills, experience, and kegal right

b0 work, your dbizenship or iImmigration status

showldn't get in the was. Neither should the

place you wene b ar another aspect of your
rabional ongin. A past of LS. immigration laws
protects legally-authorzed workesrs froem discri
mination based on thedr dtzenship status and
national origin. You can read this law a

EUSC §13246

Thet Imonigramt and F.mg%g ighits Secticn
{IER] may be able to help if an employer treats
wyou unfairly in violation of this Lw.

The: |law that IR enforces (s 8 US.C & 13240, The
regulations for this law are 2t 28 CF.A. Part 44,

Call R if an employer:

Does not hire you or fires you because of your
natanal coigin or citzenship status (this may
vialate a part of the lw at

BLSC. § 134b(al1f)

Treats you unfairy while checking your night o
work imthe US., including whille completing the
Form -9 or using E-Verfy (this may wolate the
law at s US.C § 132abal(1} or [aWB))
Retaliates against you because you are speaking
up for your right to work as profecied by this law
[the law prohitets retaliation at

B USC. & 1334blalsh

Tha law can b complicated. Call R o get mane
Infarmation on pratections fram discrmination
based a@n citeenahip status and natanal ongin.
Immigrant and Empboyes Rights Section |IER]
1-800-255-7688 TTY 1.800-237-2515
W justice . povier

IER@usdo).gov

. Depirtent of haSce, Chel Rights Dhwiikan, immignnt
s Ersplapes Bghti Section, lanuery 1319

Mo gudarcr docamemd o rol inteeded i b o fosl ogwncy ocfion, ban ma lrgaly Aincheg effect, and has ne fororaraffec) af fow T doarmeal moy b reacnceed or
madifrdat I Orperimm s dacrvfio, in acordarce R gepicabie kws. T Deparfmeet’s guidencr dorumenfs, nchising v gadonoe, da net esisBheh rgally
enjorerabir cmpo i Beyand wiat 5 cemuned by dbe lrmms of e opplenbie shaluie, requinbon, or nding jeskon’ grecrdest. for mone | s

flar AN Comp. of impeoper Guastaror Documeers” from Alomey Ganersy leferioe B Snaam AL Nowmber 18, 017

Figure 17: All employers who use

E-Verify® must post employee rights within their workplace.
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When participating in E-Verify® you must NOT:

o
@)

Use E-Verify® to pre-screen an applicant for employment.

Check the employment eligibility of an employee hired before the company signed the E-Verify®
MOU.

Take adverse action against an employee based upon a case result unless E-Verify® issued a final
Nonconfirmation.

Specify or request which Form I-9 documentation a newly hired employee must use.

Use E-Verify® to discriminate against any job applicant or new hire on his or her national origin,

citizenship, or immigration status.

Selectively verify the employment eligibility of newly hired employee.

Share any user ID and/or password.

Create a case in E-Verify® before a job offer has been accepted and Form I-9 is complete. This is

considered pre-screening.

Use E-Verify® to screen job applicants or to reverify employment eligibility.

Use E-Verify® selectively.

Employee Protection
It is your responsibility to treat employees equitably when using E-Verify®.

You MUST:

O

Create a case in E-Verify® only AFTER the applicant has accepted an offer of employment and the
Form I-9 is complete.

Give notice to employees regarding your participation in E-Verify® and employee rights.

Take steps to ensure the privacy of employees by protecting their personal information and limit
these conversations to the relevant case details.

Ensure employees who receive a Tentative Nonconfirmation (TNC) case result are provided with
the printed Further Action Notice.

Deter Discrimination

Use the guidelines below to comply with federal anti-discrimination requirements.

Post the Right to Work post in highly visible areas in the workplace.

Do not make assumptions about an applicant’s work eligibility based on appearance, language
ability, or accent.

Do not request additional or different documents than are required to verify employment eligibility
and identity, reflect reasonably authentic-looking documents, or specify certain documents over
others.

Do not take adverse action against an employee because of a Tentative Nonconfirmation (TNC) or
because the employee’s case is pending with DHS or SSA.
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E-Verify® prohibits you from taking adverse actions against employees based on the employee’s decision
to contest a TNC or because the employee’s case is pending with DHS or SSA. Adverse actions include
terminating, suspending, withholding pay or training, delaying a start date or otherwise limiting his or
her employment.

To avoid improper adverse actions, treat employees who choose to contest a case result as you would
treat any other employee.

If you take adverse actions against a job applicant or employee, you could face legal action, including civil
penalties and back pay awards, and your participation in E-Verify® may be terminated.

Form I-9 and Social Security Cards

Newly hired employees must complete Section 1 of the Form I-9 with a social security number due to
Texas Tech University’s participation in E-Verify®.

If an employee does NOT have a social security number, he or she must obtain one from the Social
Security Administration (SSA). This delays the 3-day requirement to create a case in E-Verify®. In this
case, the Form 1-9 should still be completed as normal. Follow the Texas Tech University temporary social
security process to create an ePAF. The E-Verify® process should wait until the social security card arrives
from the Social Security Administration.

An employee may begin work if he or she has work authorization documents covering the start date
along with identification and completed the Form I-9. Submit the ePAF as usual, attaching the Form I-9,
supporting documents, and the receipt from the SSA showing they have applied for a number.

Create an E-Verify® case as soon as the employee receives the social security number from the SSA.
When prompted to answer why the case was created beyond the 3 days on the E-Verify® website,
choose Awaiting Social Security Number. See complete instructions in the temp social process in the
appendix.

"E-Verify®." USCIS. Web. Oct 2023
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Creating a Case

After the employee completes the Form I-9, your next step is to create a case in E-Verify®. The case
should be created no later than the third business day after the employee starts working.

To create a case in E-Verify®, take the information provided by the employee on the Form I-9 and enter it
into the website. See Figure 18. Start from the home page by clicking one of the following:

o Using the drop-down, choose Start New Case; or,
o Create New Case

No case can be canceled after it has been created. If a case is created in error, close the case.

E’verify Home Cases A Reports Resources v e Gina Meurer v

Start New Case

View Cases

Welcome b

Here is what is happening in Texas Tech University’s account today

® gAY = a0

0] 1] a 312 |
Cases to be Closed Cases with Updates Cases with Expiring Recently Auto-
Authorization Docs Closed Cases

View Cases to be Closed View Updated Cases View Expiring Doc Cases View Auto-Closed Cases

4

& Create New Case Q, Search Cases @ View Resources & Contact Us

Figure 18: To create a case, select Cases, Start New Case or Create New Case at the bottom of the homepage upon login.

"E-Verify®." USCIS. Web. Oct 2023
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Use the employee’s Form I-9 information to complete the required steps on each screen. See Figure 19.

O  Enter Form I8 Information Employee Information and Attestation
(:3 2 Last Name @ First Name
D a Pe

Other Last Names Used

Date of Birth

.5, Social Security Number ©

Employee's E-mail Address

Mo ermail address provided.

§

Citizenship Status

A citizen of the Linited & nancit

Stales EheUr Egigent WOrk

Figure 19: Insert the information highlighted. Complete only the required fields.

Complete the required fields only:

Last name

First name

Date of birth

Social Security Number

Employee’s Email Address if provided
Choose the Citizenship Status

0 O O O O O

Click continue at the bottom of the page.

"E-Verify®." USCIS. Web. Oct 2023

Middle Initial

& Jawful permanent An alien authorized to
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Answer the questions about the documents.

When you select List B and C documents, E-Verify® prompts you to select the documents presented by
the employee from Section 2 of Form I-9 for both List B and List C. When you select Driver’s license or ID
card issued by a US state or outlying possession, E-Verify® will prompt you to choose the document name
and state. Make the correct selection. See Figure 20.

Employer or Authorized Representative Review and Verification

What document types are on Holly Caglar's Form I-9?
“:‘;L[]\PI.T;HY

List B Document

Driver's license or ID card issued by a U.S. statec ~

Are you entering a Driver's License or a State Issued ID
Card?

© Driver's License

State Issued ID Card

State

Texas hd

Figure 20: Insert the document information that was provided by the employee.

When you continue to enter document information, the system may ask for additional information.
Ensure you enter all information asked for. See Figure 21.

Expiration Date

No expiration date provided.

Document Number

List C Document

Unrestricted Social Security Card ~

Figure 21: Additional information may be requested as your insert data.
Click continue at the bottom of the page.

"E-Verify®." USCIS. Web. Oct 2023
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Choose the start date if available, or type in the date. These choices do not consider if your office is
closed on the weekend. See Figure 22.

Leave the employee ID blank. If your employee is international, leave the visa number blank.

Click continue at the bottom of the page.

Additional Case Details

Select the Employee’s First Day of Employment
[ Today

1 Day Ago 2 Days Ago

Employee’s First Day of
Employment @

Figure 22: If the employee’s first day of employment is not one of the following buttons provided, insert the date in the field.

Change of Start Date

If the employee’s hire date changes after you have created the case in E-Verify®, no additional action is
required in E-Verify®. You cannot change the hire date once you have created the case. However, you

must, correct Section 2 First Day of Employment on the employee’s Form |-9 if the employee’s hire date
changes. See Figure 23.

First Day of Employment
(mmiddiyyyy):

Certification: | attest, under penalty of perjury, that (1) | have examined the decumentation presented by the above-named
employee, (2) the above-listed documentation appears to be genuine and to relate to the employes named, and (3) to the
best of my knowledge, the employee is authorized to work in the United States.

Last Mame, First Mame and Title of Employer or Authorized Representative

Signature of Employer or Authorized Representative

Today's Date (mmiddiyyyy)

Employer's Business or Organization Name

Employer's Business or Organization Address, City or Town, State, ZIP Code

Figure 23: If the hire date changes, you must change the Form I-9's First Day of Employment field.

"E-Verify®." USCIS. Web. Oct 2023
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The next screen gives you the opportunity to check the information. See Figure 24. Review to ensure that
the data entry is correct. If not, click Edit Case Details and correct it. If correct, click submit Case.

Enite -9 Inf ]
@ I= the information below comect?
Before submitting, take some Time 10 check tha infermation lizted in Gina Meuraer's Fonm -9, You can change information
belors receiving case reaults by clicking the Edit Casse Detsila bunon
O Review Cose
O a5e Aesulis Employee Information and Attestation
Hame

Gina Meuwrer

Date of Birth
127161968

LS. Social Security Mumdse

Citizenship Status

LS CHizen

Employee or Authorized Representative Review and Verification

List i Docurment
Driver's license or 0 card issued by a U5, siate or outfying possession

Fapiration Date
1271653023

St
Texas

List C Doowment

Social Secusity Cand

Additional Case Details

Employee’s First Day of Employment
04727/ 2708

Edil Case Details

By clicking “Submit Case’ | confirm that the case information accurately reflects the information on the employee’s Form
9

Figure 24: After entering all of the employee's information, be sure to review the material.

"E-Verify®." USCIS. Web. Oct 2023
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Print your case result page. Review your printout to ensure that the correct name, the start date, and
employment authorized at the bottom of the page are visible. Attach this page to your ePAF along with the
Form I-9 and supporting documents. See Figure 25.

EVerify Home Cases ~ Reports Resources ~ & Gina Meurer ~

Verify Employee Case Results

o Employment authorized - Case 2021291133155HC Closed
@ Enter Form |-9 Information
: Holly Caglar is authorized to work in the United States and the case has been automatically closed
=\iew/Print Case Details
@ Review Cose

(@) Case Results

Figure 25: Upon submitting, you will receive a result. If the employee has been authorized to work, select View/Print Case Details. Ensure the
printed document shows Employment Authorized (typically at the bottom of the page).

Justification beyond the 3 days

When appropriate, E-Verify® will prompt you to enter the reason you have not created a case within 3
business days of hire. Select the appropriate response and click Continue. See Figure 26. The response
should be brief and professional, representing the university. If your case is out of compliance, you will
receive an email internally from Texas Tech University’s Human Resources asking for a detailed
description to keep on file for university records.

.;-% Case has not been submitted within three business days of their first day of employment.
&l

You must submit a case no later than the end of three business days after a new hive has begun work for pay. You may still submit the case beyond the three-day deadiing,
but you must stale a reason why you submitted the case late

Select a Reason for Delay

Select an option W

Select an option

BAwaiting Social Security Number
Technical Problems

Audit Revealed that Mew Hire Was Not Run

Federal Contractor with E-Verify Clause verifying an existing employes
Awalting response on case created with incormect information

Figure 26: Select the reason on the dropdown menu as to why a case has not been made within the three days.

"E-Verify®." USCIS. Web. Oct 2023
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Duplicate Case

After you enter the employee’s Form I-9 information and click Continue, the following screen may alert
you that the information you entered matches another case created by you or another E-Verify® user of
this employer. See Figure 27. A duplicate case alert can occur for several reasons. It does not necessarily
mean that your case should be closed.

Review the case information and determine if you need to continue with the case. If you need to
continue with the case, you will need to select a reason from the options presented in E-Verify®.

Sometimes, your employee may have been hired within the last 365 days within another department. If
you are confident you are processing a new hire, continue with your case, choosing rehire. If your
employee is transferring from another department within TTU, an E-Verify® case may not be needed;
please contact Compensation and Operations for clarification as needed.

Is this Information Correct:
At times, after you enter the employee’s Form I-9 information and click continue, the next screen asks
you to check the employee’s information before E-Verify® provides an initial case result.

To complete this step, ensure that the information you entered in E-Verify® matches the employee’s
Form I-9. The information you entered in E-Verify® MUST match the employee’s Form I-9.

After you have verified the information against the Form I1-9 and/or corrected, click Continue.

A Duplicate Cates Fownd
Thel imf rrmad sl ol entenod matches 4 prowviousty created coses that share tha Social Securily Numiber endeng in 8181
the employee was nol already venlied

XX cases listed below are employment authonzed Please reveew ALL previous cases (o ensure

To conliwd verlyeng employment eligibility for this indbvidual, you must gither close of contmue the OPEM Casa,

MName Case Number Date of Case Croation First Day ol Employment Client Company

B

1 2021, 1: 35 pay Jan W8, 2021 it Tipaay Msmae Ir

Figure 27: Check the information on the pop-up to determine if a case needs to be created or closed.

NOTE: If you think you have made an error or no longer need to continue the verification process, you
can close any case by clicking Close case.

"E-Verify®." USCIS. Web. Oct 2023
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Photo Match

In some cases, E-Verify® prompts you to compare the photo on an employee’s Form I-9 photo document
with a photo displayed on the E-Verify® screen. This helps you ensure that the document provided
matches DHS records. The photo-matching step happens automatically. This may occur when an
employee presents a US Passport or Passport Card, a Permanent Resident Card, or an Employment
Authorization Document for completing the Form [-9.

Compare the photo shown in E-Verify® to the photo on the employee’s Form I-9 photo document, NOT
to the employee. The two photos should be identical.

Determine if the photos appear reasonably identical, account for minor variances in shading and detail,
and select:

o Yes: the photo on the employee’s actual document or a copy matches the photo displayed by E-
Verify®. Clothing, hairstyle, facing direction, and appearance on the card should be identical to the
photo displayed by E-Verify®.

OR

o No: the photo on the employee’s actual document or a copy does not match the photo displayed in

E-Verify®.

Then, click Continue.

NOTE: A watermark has been added to the photo displayed in E-Verify® to prevent unauthorized use.
The photo on the document presented by the employee will not have a watermark. Absence of a
watermark on the document photo does not mean that it is not authentic.

E-Verify® Case Results

Once the E-Verify® case has been created you will receive one of the case results listed below. Each
result is discussed in detail, noting any action that may need to be taken.

Employment Authorized

Tentative Nonconfirmation (TNC)
o SSA or DHS

DHS Verification in Progress

SSA or DHS Case in Continuance

SSA or DHS Final Nonconfirmation

DHS No Show

Error: Close Case and Resubmit

O O

O O O O O

"E-Verify®." USCIS. Web. Oct 2023
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Employment Authorized

Most often, you will receive Employment Authorized. This means the employee’s information matches
DHS and/or SSA records. Print the case result, ensuring the entire page has been printed, including the
name, case number, start date, and the result of Employment Authorized. The case results should be
attached with the Form I-9 and supporting documents to the new hire ePAF.

The case will automatically close after it is authorized.

A case result of DHS Verification in Process or Needs More Time means that the employee’s information
did not initially match DHS records. E-Verify® automatically sends this case to DHS for further
verification. DHS Verification in Process does not require action. DHS responds within 3 Federal
Government working days with an updated case result. You can review the result through Case Alerts on
your E-Verify® user home page. Your next step is determined by the case result provided.

In these cases, you must wait to submit your ePAF. An ePAF cannot be approved with a case result of
DHS Verification in Process or Needs More Time. Check back on the E-Verify® website within 24-48 hours
for an update. The cases will update to either of the statuses below:

o Employment Authorized — will automatically close and can be found under closed cases by last
name to print your case.

o Tentative Nonconfirmation (TNC) — refer to the TNC process with your employee. See Figure 28.
See Page 142 for more information.

Tentative Nonconfirmation

It's okay! E-Verify just needs same mare Infarmation from you and John Doe before confirming emplayment authonzation. Here are the next

steps you both will need 1o take

MNext steps:

STER
Download, print, and review the Further Action Motice with John privately. Make sure that John fully understands the Further Action Motice

Ihag document will explain wivy Johin recenved this result, and what 10 do next

If you encounter any Izsues downloading your document, please ensure that you are using the latest version of your browser and that your

pop-up blocker is disabled

Figure 28: E-Verify® will update the status of the employee under Employment Eligibility.
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SSA/DHS Tentative Nonconfirmation (TNC)
A Social Security Administration (SSA) or US Department of Homeland Security (DHS) TNC means that the
employee’s information does not match SSA or DHS records. A TNC does NOT necessarily mean that the

employee is not authorized to work in the United States.

The table below provides possible reasons a TNC may occur. See Figure 29.

SSA TNC x

Citizenship or immigration status was not updated
with SSA

Name change was not reported to SSA

Name, SSN or date of birth is incorrect in SSA
records

SSA record contains another type of error

Information was not entered correctly by the
employer

DHS TNC =

Name, A-number and/or I-94 number are incorrect
in DHS records

U.S. Passport, Passport Card or driver's license
information could not be verified

ID photo document differs from the photo in DHS
records

Information was not updated in the employee's
DHS records

Citizenship or immigration status changed
Record contains another type of error

Information was not entered correctly by the
employer

Figure 29: Various reasons why SSA TNC and DHS TNC may appear.

The TNC requires action by you and the employee. See Figure 30. Check your data entry on your E-

Verify® case.

If you see a data entry error, you may close the case by choosing the appropriate option of incorrect

information entered. Open a new case with the correct information. If you receive another TNC, move

forward with your case or call HR Comp and Ops for assistance. Do not close and open a third case.

If everything is correct, you must notify the employee in private of the TNC case result. Print the Further

Action Notice to review with your employee. To confirm the employee’s decision:

o Have the employee indicate on the Further Action Notice whether he or she will contest or not

contest the TNC.

o Ensure that the employee signs and dates the Further Action Notice.

o Give the employee a copy of the signed Further Action Notice and attach the original to the

employee’s Form |-9.

"E-Verify®." USCIS. Web. Oct 2023
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If the employee chooses to not contest the TNC and take no further action, choose the option that the
employee will not contest and close the case. If the employee has worked, contact HR Compensation and
Operations. We will assist you with an ePAF to pay them for any work completed. At this time, you may
terminate the employee due to their decision.

If the employee chooses to contest, select the option that the employee will contest and click continue.
You will then print the referral page. The employee must have a copy of the Further Action Notice he or
she has signed and the referral page when contacting the referring agency. The employee has 8 Federal
Government working days to contact SSA or DHS, as shown on the Further Action Notice. It is the
responsibility of the employee to act.

Employers may NOT take adverse action against an employee because of a TNC while he or she is
contesting the TNC and the case is pending.

» Notify the employee of the TNC in private » Decide to contest or not contest and indicate choice
» Instruct employee to sign and date Further Action on signed Further Action Notice
Notice

» Acknowledge receipt of TNC by signing and dating

» Confirm employee's choice to contest or not contest Further Action Notice

TNC
» Keep original signed Further Action Notice on file with » Take next action based on decision to contest or not
Form I-9 to contest

» If employee chooses to contest TNC, refer employee
; , ; G If he or she contests:
» Print the Referral Date Confirmation and provide it to

the employee » Visit SSA field office with a copy of the Further Action
If prompted, attach and submit or mail a copy of Notice or contact DHS within 8 Federal Government

employee's Form |-9 photo document to E-Verify working days

Figure 30: When a TNC appears, the employer and employee must take steps to clear the status.

In some cases, when you refer the case, E-Verify® will prompt you to provide a copy of the employee’s
photo document. If you are prompted to do this, determine how you will submit a copy of this document
to DHS. You may use E-Verify® to submit a copy electronically or send a paper copy by selecting one of
the following:

o Attach and submit a copy of the employee’s document
OR
o Mail paper copy

Select how you will submit the document and follow the instructions on this screen in E-Verify®.
Additional details are available in the E-Verify® User Manual. The manual may also be found under View
Essential Resources on the E-Verify ® homepage. Never send original documents to DHS.

"E-Verify®." USCIS. Web. Oct 2023
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https://www.e-verify.gov/e-verify-user-manual

Attach the Further Action Notice that has been contested, signed, and dated to the ePAF along with the
Form I-9 and supporting documents. Human Resources will approve the ePAF with the signed and dated
contested TNC. When the case has been updated to Employment Authorized, you will forward a copy of
the case result to the HR Compensation and Operations email to be placed in the file of the employee.

After the employee is notified and referred, E-Verify® provides an updated case result within 10 Federal
Government working days. Check E-Verify® periodically for a change in case result. The case result
determines your next step. You may NOT ask the employee for additional evidence or confirmation that
SSA or DHS resolved his or her case. You can search for the case using the magnifying glass icon by
Search Cases at the bottom of the home page.

An SSA or DHS Case in Continuance means that the employee has visited an SSA field office and/or
contacted DHS, but more time is needed to determine a final case result. The reason SSA/DHS needs
more time varies with each situation. E-Verify® provides a case result update through Case Alerts on your
user home page. Check E-Verify® periodically for a change in case result. Your next step is determined by
the case result provided.

NOTE: You cannot terminate or take adverse action against the employee based on the employee’s
decision to contest a TNC or because the employee’s case is pending with SSA or DHS.

SSA/DHS Final Nonconfirmation

An SSA or DHS Final Nonconfirmation case result means that E-Verify® cannot verify an employee’s
employment eligibility after an employee has contacted DHS or SSA. It can also mean the employee did
not visit an SSA field office or contact DHS within 8 Federal Government working days.

You may terminate employment based on a case result of SSA or DHS Final Nonconfirmation with no civil
or criminal liability. The next step is to close the case in E-Verify®. After you close the case, you have
completed the verification process. See Figure 31.

Reminder: You may not ask the employee for additional evidence or confirmation that SSA or DHS
resolved his or her case.

0 Final Noanconfirmation

Unfortunately, we were unable 1o confirm Elaine Goddell's authorization for employment. Please close Elaine's case below to indicate whether or not you intend 1o continue Elaine’s

Figure 31: SSA/DHS Final Nonconfirmation means the employment eligibility cannot be verified. You may terminate the employee at this point.
Ensure you close the E-Verify® case.

"E-Verify®." USCIS. Web. Oct 2023
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DHS No Show
A DHS No Show means that the employee did not contact DHS within the 8 Federal Government working
days and, therefore, E-Verify® cannot verify the employee’s employment eligibility.

You may terminate employment based on a case result of SSA or DHS Final Nonconfirmation with no civil
or criminal liability. The next step is to close the case in E-Verify®. After you close the case, you have
completed the verification process.

Error: Close Case and Resubmit
A case result of Error: Close Case and Resubmit means that the expiration date entered for the

employee’s U.S. Passport, Passport Card, or driver’s license is incorrect. See Figure 32.

A new case must be created for the employee. To do this, close the case and create a new case for this
employee using the correct document expiration date.

This does not mean that the employee is not authorized to work. E-Verify® will verify the employment
eligibility of the employee once you create a new case and enter the correct document expiration date.

* Resubmit this Case

Something is incorrect in the data submitted, E-Verify needs vou to close this case and re-enter John Doe's information in a new case

Close and Create New Case

Figure 32: Error: Resubmit this Case means there was incorrect information submitted. Close the case, create a new case for the employee, and
use the correct expiration dates.

"E-Verify®." USCIS. Web. Oct 2023
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Case Alerts

The home screen of E-Verify® has multiple case alerts. See Figure 33. These alerts are for all the cases for
Texas Tech University. When waiting for a case update, you can check these alerts to see if any of these
cases are yours.

E‘Verify Home Coses v Reports Resources W e Gina Meurer W

Welcome back, Gina!

Here is what is happening in Texas Tech University’s account today

® (& = =

~

o (1] 9] 263 |
Cases to be Closed Cases with Updates Cases with Expiring Recently Auto-
Authorization Docs Closed Cases

View Cases to be Closed View Updated Cases View Expiring Doc Cases View Auto-Closed Cases

& Create New Case Q, Search Cases “@: View Resources & Contact Us

Figure 33: The E-Verify® homepage has multiple case alerts.

o Cases to be Closed: this will show cases that need to be closed.

o Cases with Updates: this shows any cases with updates such as TNCs, DHS Verification in Process,
Needs More Time, etc.

o Cases with Expiring Authorization Docs: these are cases with documents expiring. We do not
process reverifications on E-Verify®. Do not use this function. Texas Tech University will contact
the department about expiring work authorization, and any new documentation will be processed
as a reverification in Supplement B of the Form I-9.

o Recently Auto - Closed Cases: this shows all the most recently closed cases for the university.

"E-Verify®." USCIS. Web. Oct 2023
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How to Find a Case

Click on the magnifying glass icon and Search Cases on the home page. See Figure 34.

® gAY 2 &

=

o] 1] a [ 264 ]
Cases to be Closed Cases with Updates Cases with Expiring Recently Auto-
Authorization Docs Closed Cases

View Cases to be Closed View Updated Cases View Expiring Doc Cases View Auto-Closed Cases

& Create New Case Q, Search Cases @ View Resources & ContactUs

Figure 34: To find a case, select Search Cases.

There are search choices of employee last name, first name, case number, etc. Type in your choice and
then choose your option from the list that appears. See Figure 35.

Search (Employee Name, Case Number, Alien, Social Security, Driver's License, 1-94, or Passport Number) @

I Q | | Show Filters

(1) Type in last name
(2) Choose "Last Name" when options appear

Figure 35: Enter the employee's information of your choosing to locate the case.

This will show cases based on your search criteria. Click on View Case to view and print the case. See Figure
36.

Search (Employee Name, Case Number, Alien, Social Security, Driver's License, I-94, or Passport Number) @

I Q_ | LAST NAME: CAGLAR x| | I Show Filters

2 Cases Found

Sort by: ‘ Case Number ot ‘ 1+~ Create New Case

Caglar, Leyna m CLOSED ViewCase .,
Case Number Date of Case Creation First Day of Employment

2021250140852MM Sep 07,2021, 5:08am Sep 06, 2021

Caglar, Holly @ CLOSED View Case -
Case Number Date of Case Creation First Day of Employment

2021291133155HC 0Oct 18,2021, 4:31am Oct 17,2021

Figure 36: Once searched, cases related to your criteria will populate. Select View Case to review.

"E-Verify®." USCIS. Web. Oct 2023
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Other Information

Penalties
Employers who violate the law may be subject to:

O O O O O

Civil fines

Criminal penalties (when there is a pattern or practice of violations)

Debarment from government contracts

A court order requiring the payment of back pay to the individual discriminated against.
A court order requiring the employer to hire the individual discriminated against.

Civil Violations:

Knowingly hired, or to have knowingly recruited or referred for a fee, an unauthorized noncitizen
for employment in the United States or to have knowingly continued to employ an unauthorized
noncitizen in the United States.

Failing to comply with Form I-9 employment verification requirements.

Committing or participating in document fraud for satisfying a requirement or benefit of the
employment verification process or the INA.

Committing document abuse.

Unlawful discrimination against an employment-authorized individual in hiring, firing or
recruitment or referral for a fee.

Failing to notify DHS of a Final Nonconfirmation (FNC) of an employer’s employment eligibility.
Requiring an individual to post a bond or security or to pay an amount or otherwise to provide
financial guarantee or indemnity against any potential liability arising under the employment
verification requirements.

Criminal Violations:

o Engaging in a pattern or practice of hiring, recruiting or referring for a fee unauthorized

noncitizens.

“I-9-central.”" USCIS. Web. Oct 2023
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Helpful Websites/Links

Form I-9 Information
https://www.uscis.gov/i-9

E-Verify® Information
http://www.dhs.gov/E-Verify

Print I-94 for employees
http://www.cbp.gov/i94

Human Resources Comp & Ops
(806)742-3851
hr.comp.ops@ttu.edu

I-9 Central Handbook
https://www.uscis.gov/i-9-central/form-i-9-resources/handbook-for-employers-m-274

E-Verify Manual
https://www.e-verify.gov/e-verify-user-manual

Office of International Affairs
(806)742-3667
https://www.depts.ttu.edu/international/
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Process for Temporary Social Security #s
o Student employees must be in the country for 10 days before they can apply for SSN.
o Department will need to provide an offer of employment letter for the student employee to give to
the Social Security Office, this letter needs to include:
1. Name of student employee
Description of employment
Employment start date
Number of hours expected to work
Supervisor contact information
Signature with title and date
TTU’s EIN#75-6002622

No vk wnN

o A general template can be found and user using the link below:
http://www.depts.ttu.edu/international/attachments/isss/sslettertemplate.docx

o Once the student employee has applied for a SSN, they will be given a receipt. Please attach a copy
of this receipt to an email sent to hr.comp.ops@ttu.edu.

o Comp and Ops will work with Payroll to get a temporary SSN assigned so that you can process an
ePAF for your employee. The Form I-9 should be processed as usual. The Form 1-9, supporting
documents, and a copy of the Social Security Administration receipt must be attached to the ePAF
to be approved. Keep a copy of Section 1 of the Form I-9 to update with social when it arrives,

o Do not use the temporary SSN for the E-Verify® case, you will have to wait until your employee’s
number is received from SSA and then process the case.

o Once the employee receives the social security number from the Social Security Administration:

1. Have the employee bring it to your office so you can process their E-Verify® case. At that
time ask the employee to update Section 1 of the I-9 as shown below.
2. Write in the SSA Social Security Number.

Initial and date the update.

4. You will then copy the social security card and process the E-Verify® case. Since you will be
processing this case after the 3 days from the date of hire, the E-Verify® website will prompt
you for a reason. Please choose Awaiting Social Security Number and this will not count
again us maintain compliance

5. Print the authorized case and handwrite Awaiting Social on the case print out.

6. Email the legible photo copy to Comp and Ops of the case, the E-Verify® case result, and the
updated Section of the Form I-9 in the same email. Comp and Ops will then update the
employee’s record.

w
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New Hire I-9 Examples

New Hire: U.S. Citizen - Employment Eligibility Verification USC1159
" F -
Fasdport Dcp.a.rtmen‘t of Homci‘and Security OMB;I;T;]SVOOW
U.S. Citizenship and Immigration Services Expiras 07/31/2026

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for
failing to comply with the requirements for completing this form. See below and the Instructions.

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form 1-8. Employers cannot ask
employees for documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal.

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form I-9 no later than the first
day of employment, but not before accepting a job offer.

Last Name (Family Name) First Name {Given Name) Middle Initial (if any)| Other Last Names Used (if any)

Champion Fearless M

Address (Street Number and Name)
653 Main Street

Apt. Number (if any) | City or Town State ZIP Code

No PO Boxes Lubbock X 79409

Date of Birth (mm/dd/yyyy)
04/19/2005

U.S. Social Security Number Employee's Email Address Employee's Telephone Number

[1223 4567 8 ¢ fearless.champion@tiu.edu (806) 123 - 4567 | Optional

| am aware that federal law

Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.):
provides for imprisonment and/or

fines for false statements, or the | LX| 1= Aditizen of the United States

use of false documents, in | | 2. Anoncitizen national of the United States (See Instructions.)

connection with the completion of [ [™] 3. A lawful permanent resident (Enter USCIS or A-Number.) J

this form. | attest, under penalty = r h : :

of perjury, that this information, L | 4. A noncitizen (other than Item Numbers 2, and 3, above) authorized to work unti (exp. date, if any)

including my selection of the box

attesting to my citizenship or If you check Item Number 4., enter one of these:

immigration status, is true and USCIS A-Number . Form 1-94 Admission Numher Foreign Passport Number and Country of Issuance

correct.

Signature of Employee Today's Date (mm/dd/yyyy)

If a preparer and/or translator assisted you in completing Sectibn 1, that person MUST complete the Preparer and/or Translator Certification on Page 3.

S
Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three
business days after the emplofygﬁgfirsl day of employment, and must physically examine, or examine consistent with an alternative procedure

authorized by the Secretary o , documentation from List A OR a combination of documentation from List B and List C. Enter any additional
documentation in the Additional Information box; see Instructions.

List A OR List B AND ListC

Document Title 1 U.S. Passport

Issuing Authority U.S. Department of State

Document Number (if any) | 12345678

Expiration Date (if any) 05/15/2029

Document Title 2 (if any) Additional Information

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Document Title 3 (if any)

Issuing Authority

Document Number (if any)

Expiration Date (if any) [] Check here if you used an alternative pracedure autharized by DHS to examine documents,

Certification: | attest, under penalty of perjury, that (1) | have examined the d tation p by the abo d F"Stfdf’g}’ DAEITHCyment
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the (mm/ddiyyyy):
best of my knowledge, the employee is authorized to work in the United States. (TR { ,)r_)\ " 1072 5

Today's Date (mm/dd/yyyy)
ot Dusrradarie 12/ol {1023
Employer's Businé‘s’s or Organizahmﬁddress, City or Town, State, ZIP Code

Last Name, First Name and Title of Employer or Authorized Representative Signature of Employer or Authorized Representative

Last Name, First Name, Your Title

Employer's Business or Organization Name

2500 Broadway, Lubbock, TX 79409 No PO Boxes or Mail Stops

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4.
Form I-9 Edition 08/01/23

Texas Tech University

Page 1 of 4
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New Hire: U.S. Passport

U.S. Passport:

Sex Lave [ S

M ; —s,
Adbormy ! Rotr B8 [ A

o 1T WS S~ Avtaoores
SEE PAGE 27

=

Reminders: No PO boxes can be used for the employee’s/ employer’s address.
Employee’s email and telephone number are optional. Employee and Employer must sign
the document using a longhand signature.
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New Hire: U.S. Citizen - Employment Eligibility Verification USCIS

Driver's License and 3 Form I-9
Soclal Security Card Department of Homeland Security T

U.S. Citizenship and Immigration Services Expires 07/31/2026

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for
failing to comply with the requirements for completing this form. See below and the Instructions.

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form 1-9. Employers cannot ask

employees for documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal.

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 1-9 no later than the first
day of employment, but not before accepting a job offer.

Last Name (Family Name) First Name (Given Name) Middle Initial (if any) | Other Last Names Used (if any)
Rider Masked F
Address (Street Number and Name) Apt. Number (if any) | City or Town State ZIP Code
987 Main Street Lubbock TX 79409
Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's Email Address Employee's Telephone Number
07/05/1983 [123 45 67 8 9] Masked.rider@tiu.edu nal (806) 123 - 4567
| am aware that federal law Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.):

provides for imprisonment and/or

fines for false statements, or the - AazenaihetntadiStales

use of false documents, in . A noncitizen national of the United States (See Instructions.)

connection with the completion of

this form. | attest, under penalty
of perjury, that this information,
including my selection of the box
attesting to my citizenship or

LI

1
2
3. Alawful permanent resident (Enter USCIS or A-Number.) |
4

- Anoncitizen (other than Item Numbers 2. and 3. ahove) authorized to work until (exp. date, if any)

If you check Iltem Number 4., enter one of these:

immigration status, is true and USCIS A-Number ok Form 1-94 Admission Number . Foreign Passport Number and Country of Issuance
correct.

Signature of Employee Today's Date (mm/dd/yyyy)

Moo d. Rideo w1013

If a preparer and/or translator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3.

Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three
business days after the employee's first day of employment, and must physically examine, or examine consistent with an alternative procedure
authorized by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional
documentation in the Additional Information box; see Instructions.

List A OR List B AND List C

Document Title 1 Driver's License issued by state/territory| Social Security Card (Unrestricted)
Issuing Authority Texas Social Security Administration
Document Number (if any) 87654321 123456789

Expiration Date (if any) 09/15/2030

Document Title 2 (if any) Additional Information

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Decument Title 3 (if any)

Issuing Autherity

Document Number (if any)

Expiration Date (if any) ] Check here if you used an altemnative procedure authorized by DHS to examine documents.
Certification: | attest, under penalty of perjury, that (1) | have examined the documentation presented by the above-named EIAET Ernploymant
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the (mmfdd/yyyy):

best of my knowledge, the employee is authorized to work in the United States. \ ’ \LJ] 20 2.-.73

Last Name, First Name and Title of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy)
Last Name, First Name, Your Title YWOoUL M“ e \z /\._\ | 1022
Employer's Business or Organization Name Employer's Business or Organ‘\zatioﬁJAddress, City or Town, State, ZIP Code

Texas Tech University 2500 Broadway, Lubbock, TX 79409 No PO Boxes or Mail Stops

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4.

Form I-9 Edition 08/01/23 Page 1 of 4
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New Hire: U.S. Citizen — Driver License and Social Security
Card

Driver License:

Social Security Card:

N

123 - 45-6789

’ & >

THIS HUMIER mlh’sgu}nw[ Fon
MASKED RIDER
Nk -

SIQNAT URE

Reminders: No PO boxes can be used for the employee’s/ employer’s address.
Employee’s email and telephone number are optional. Employee and Employer must sign
the document using a longhand signature.
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New Hire: U.S. Citizen - Employment Eligibility Verification USCIS

School ID and Birth < Form I-9
Certificate Department of Homeland Security OMB No. 1615-0047

U.S. CiliZCl’lShip and Immigraﬁnn Services Expires 07/31/2026

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for
failing to comply with the requirements for completing this form. See below and the Instructions.

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form I-9. Employers cannot ask
employees for documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal.

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 1-9 no later than the first
day of employment, but not before accepting a job offer.

Last Name (Family Name) First Name (Given Name) Middle Initial (if any) | Other Last Names Used (if any)

Red Raider

Address (Street Number and Name) Apt. Number (if any) | City or Town State ZIP Code

456 Main Street Lubbock X 79409

Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's Email Address Employee's Telephone Number
11/18/1967 [t23 4567 8 9] raiderred@ttu.edu (806) 123 - 4567

I am aware that federal law Check one of the following boxes to attest your citizenship or immigration status (See page 2 and 3 of the instructions.):

provides for imprisonment and/or : T

fines for false statements, or the

use of false documents, in . A noncitizen national of the United States (See Instructions.)

connection with the completion of . Alawful permanent resident (Enter USCIS or A-Number.) J

AN =

this form. | attest, under penalty
of perjury, that this information,
including my selection of the box
attesting to my citizenship or

. Anoncitizen (other than Item Numbers 2. and 3. above) authorized to work until (exp. date, if any)

If you check Item Number 4., enter one of these:

immigration status, is true and USCIS A-Number 6 Form 1-94 Admission Number il Foreign Passport Number and Country of Issuance
correct.

Signature of Employee Today's Date (mm/dd/yyyy)

Ewlﬂ/‘b W-{-o(, 5 11 1021

If a preparer and/or translator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3.

Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three
business days after the employee's first day of employment, and must physically examine, or examine consistent with an alternative procedure
authorized by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional
documentation in the Additional Information box; see Instructions.

List A OR ListB AND ListC

Document Title 1 School ID U.S. Birth Certificate

Issuing Authority Texas Tech University Texas

Document Number (if any) R87654315 File # 146-87-047818

Expiration Date (if any)

Document Title 2 (if any) Additional Information

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Document Title 3 (if any)

Issuing Authority

Document Number (if any)

Expiration Date (if any) [] check here if you used an alternative pracedure authorized by DHS to examine dacuments.
Certification: | attest, under penalty of perjury, that (1) | have examined the documentation presented by the above-named FUStDY oRE mployment
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the (mmiddiyyyy):

best of my knowledge, the employee is authorized to work in the United States. 0 S .{ z_%f 204

Last Name, First Name and Title of Employer or Authorized Representative Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy)
Last Name, First Name, Your Title “out })-L}f(vﬂim 05121/ 102y

Employer's Business or Organization Name Employer's Busine\s)s or OrganizalioVAddress, Gity or Town, State, ZIP Code

Texas Tech University 2500 Broadway, Lubbock, TX 79409 No PO Boxes or Mail Stops
For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4.

FormI-9 Edition 08/01/23 Page 1 of 4
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New Hire: U.S. Citizen School ID and Birth Certificate
School ID:

TEXAS TECH

From here, it’s possible.

Student

Raider Red

STATE OF TE S

City of Austin Registration District
FILE MO. 1

uwane; RAIDER RED
DATE OF DIRTH: 11-15-1567 nnh n

PLACE OF BIRTH: BELL COUNTY, TEXAS

|ty o s e s it n-...wuannmnvvrmku?m o S ey
Servicns Vit Sasonac (s S dhoarmmet o 885naty T B Cuineds, | s enlitzrons e, 413 473 a2

by s g ’En?uk’fn‘: MEY

Reminders: No PO boxes can be used for the employee’s/ employer’s address.
Employee’s email and telephone number are optional. Employee and Employer must sign
the document using a longhand signature.
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New Hire: F-1 - Employment Eligibility Verification rUSCI]SQ
Foreign Passport, i rorm I-
Form |-94, Form |-20 Department of Homeland Security OMB No.1615-0047

. g 1.5, C-Iltizﬂﬂﬁhi]ll and Immigratiﬂn Services E.Hﬁilcs a7 12006
START HERE: Employers must ensure the form instructions are avallable to employees when completing this form. Employers are liable for
falling to comply with the reguirements for completing this form. See below and the Instrustions.

ANTI-DISCRIMIMNATION NOTIGE: All employess can choose which acceptable documeniation fo present for Form |-8. Employers cannat ask

employees for documentation to verify information In Section 1, or specify which accepiable decumentation employess must present for Section 2 or
Supplement B, Revesificalion and Rehire. Trealing employees differently based an their cilizenship, immigration status, or national origin meay be ilegal.

Section 1. Employee Information and Attestation: Employess must complete and sign Section 1 of Form 1-9 no later than the first
day of employment, but not before accepting a job offer.

Last Hame (Family Hame) First Mame {Given Mame) Middla Indial {f any) | Oiher Lasi Mames Used {if any)
Paltter Harry 1
Addrass (Streat Numbar and Mame) ] Apt. Mumber (If amy) | Gy or Tawn Slate ZIP Coda
123 Main Street [Mo PO Boxes | Lubbock ™ 78408
Date of Birth (mmdddiyyyy) U.5. Sockl Security Numbear Employas's Emall Addrass - paspit Emplaoyes’s Teleahane Numbar
07/31/1895 (23 45 67 8 9] hamypotter@tivedu [ optional (80B) 123- 4587 | Oplional |
| am awara that fedaral law Check one of the folowing boxes to attest b your clizenshlp or Immigration status (Ses page 2 and 3 of the insbructions )
pravides for Imprisenment andlor
fines for false statements, or the _D 1 SR N Khe L) Edstan
use of falze documents, in 2. A noneilizen nationsl of the United Stales (Ses Inalniefions.) |F'rngmrn end date Tmm_l-_?[_
connaction with the complation of 3. Alawtul permanent resident (Enter USCIS or A-Nurmber.) |
this form. | attest, under penalty '—E -
of pnr]ur_gr. that this |ﬂfﬂl‘l’l13't|ﬂl'l, d. A noncilizen (other than Iterm Mumbers 2, and 3. above)authofzed to work until (axp. dats, ¥ any| 030
Including my selection of the box )
attasting to my citizenship or IF'you chack liwen Murmber 4., enles ane of thae. [One of these 3 chalces. |
immigration status, is trua and USCIS A-Nurniber - Farm |-94 Admission Number | | Farelgn Passport Number and Country of lssuance
GESREL | 533321320 United Kingdom

“Today's Date (mmiddiyryy)
%W ?ﬁtﬁtxm Wii2023

It & praparer andror translator assis{dd you n completing Section 1, that parsan MUST complate the Propares andior Translator Certification on Page 3.
Section 2. Em@aﬁer Review and Verification: Employers or their authorized representative must complete and sign Sectlon 2 within ihres
rl

Signature of Emplayes

business days a ] ern[!oree'a first day of employment, and must physically examine, or examine conslsient with an allemalive procedure
authorized by the Secrefary of DHS, documentalion from List & OR a combination of documentation from List B and List C. Enter any addilional
daecumentation in the Additional Information box; see Instructions. —

List A ar ListB AND List G
Documant Title 1 Foreign Passport, work-
Issuing Authority Unnited Kingdam

Documant Mumbar (if any) Baaazi3dg
Expiratian Date (If any) 1213172030

Dagument Title 2 {(If any] | Form |04/ -84 Additlonal Infarmation

Issuing Autharity .5, Custorms and Border Prolection | 9

Document Mumber (f any} | G0000BB0G2

Expirafian Dabe (if any) ois

Docwment Tithe 3 (iF any) | Farm 1-20

lesaiing Auithorty U.5, Immigration and

Customs Enforcemenl |
Bocument Number (F am) | yonny 234587
Expiralion Date (if ary) 1243152028 [[] Check bare if you used sn allemative procedure suthorized by DHS to sxamine dosimants.
Certification; | attest, under penally of perjury, that (1) | have examined the docurmentation presented by the above-named First Da:,ru*Errwlanrﬂ
employer, (2) the above-listed documentation appears to be genuine and to relate ta the employee named, and [3) to the {mmiddderyyr
best of my knowladge, the amalayes is authorized to work in the United States. ] El | 1_jf o1
Last Mama, First Name and Tille af Employer or Autharized Reprasentalive Signature ol Emplayer of Authorized Represantative Teday's Date (mmiddiyyyy)
Last Mame, First Mame, Your Tille ":'\U"-—"L" &&mﬁr Y Ly I wfzetrd
Emplayer's Businass ar Crganlzation Mame Employer's Businass or Onganilzalion Kddress, Cily ar Town, Stals, ZIF Code
Texas Tech Unlversity 2500 Broadway, Lubbock, TX 78408 [Mo PO Boxes o Mall Stops |
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New Hire: F-1 - Documents Needed: Unexpired Foreign
Passport, 1-94, |1-20

Passport: I-94:

8 LS. Customs and Border Prutecti-:!rl

i seurry Aneea w

i
ol | 84 Wearmhe [ warg ]
Admigsksn [1-84) Humbsr Retrieval

Adminsion (1-84) B 1 GAMIERRDG2

Admit Uslil Date (MDD YY) | DFS

Dertanibs prosided an ddmiusboaflil) leam

Pl o fedanon |6 Varvary wame POEDRT
JU! f‘:!ul 95 .).-“'-';' Vst (v iy e mrr\r
i = ] By B (1 DRV O T 030 1005

3
B = CRQLEEBT P Passior Mimben 533321120

. Aur A T
- Passgen Cownary o ssussce: Lnited Kingdom
IE 5 E SEP_ T 15 .HHF _.',.1.'_..-- —— Dt of Eriry (D0 1100072023
31 pec f Dec 30 ~ e pp—

|-20:

Department of Homeland Security 1-20, Certificate of Eligibility for Nonimmigrant Student Status
U.S. Immigration and Customs Enforcement OMB NO. 1653-0038
SEVISID: | NO0OO01234567
SURNAME PRIMARY NAME GIVEN NAME Class of Admnission
POTIER HRRRY
PREFEREED NAME PASSPORT NAME
Student Sample, II
COUNTRY OF BIRTH [INTR o]
UNITED KINGDOM g f
DATE OF BIRTH
AL DS E ACADEMIC AND
FORM ISSUE REASON LANGUAGE
CONTINDED ATTENDANCE
SCHOOL INFORMATION
SCHOOL NAME SCHOOL ADDRESS
Texas Tech University 2500 Broadway, Lubbock, TX 79408
SCHOOL OFFICIAL TO CONTACT
Helzne Rebertson 4 SCHOOL CODE AND AFFROVAL DATE
FD3C BALZ14F44444000
05 APRIL 2013

PROGRAM OF STUDY
EDUCATION LEVEL MAJOR 1 MAJOR 2
BRCHELCR'S History and Philocsophy of Science Wone 0d.0000

and Technology 54.0L104
FROGRAM ENGLISH PROFICIENCY ENGLISH FROFICIENCY NOTES EARLIEST ADMISSION DATE
Required S5tudent is proficient 04 RPRIL 2023
START OF CLASSES PROGERAM START/END DATE
0l Hov 2023 01 WOV 2023 = 31 Dec 2028

Reminders: Mo PO boxes can be used for the employee’s/ employer’s address. Employee’s email
and telephone number are optional. Program end date should be the date provided on the 1-20
document. Employee and Employer must sign the document using a longhand signature.
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Mew Hire: J-1 -

Foreign Passport,  Employment Eligibility Verification Rt
Form 1-84, Form Department of Homeland Security OME Mo, 1615-0047
DS-2018 U8, Citizenship and Immigration Services Expiires 07731020126

START HERE: Employers must ensure the form instructions are avallable to amplayess when eompleting this form. Employers are llable for
tailing to comply with the reguirements for completing this form. See below and the Instructlons.

ANTI-DISCRIMINATION NOTICE: All employess can chocse which acceptable dosumentation te présent for Form -8, Employers cannol ask
emplayess for documentation e vadly information in Section 1, or specify which acceptable documentalion employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on helr cilizenship, immigration status, or national origin may be ilegal.

Sectlon 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Farm 1-8 na later than the first
day of employment, but not bafore accapting a job offer,

Last Mame (Family Mame) First Mame: (Given Mame) Middle Initial {if any) | Other Last Names Lsad {if any)

Ly Tim ]

Address [Street Number and Name) Apd. Mumber (¥ ary) | City or Town Staim IIF Code

345 Main Streat Labback ™ T8409

Data of Bith [mmd iy} L5, Bacial Security Number Employae's Emal Address Employee's Talephone Number
08/19/1979 [T2 3 4 68 678 8| timlse@tuad (806) 123 - 4867
I am aware that federal law Check eni of the follawing boxes: o atiest b your citizenship or immigration slatus (See page 2 and 3 of he instruclions.):

A citizen of the Unied Staies
fines for false statements, or the I
use of falze documants, in A mancilizen nafianal of the Unitad States {See instructcns.) |05-2018 end date ]

connection with the completion of E 3. A lawld peemanent resident (Enter USCLS or A-Number,) |

this form. | attest, under penalty P
of parjury, that this Information, 4, A nancitizen (athar than Mem Numbers 2. and 3. abows) avthorized o work undi (exp, date, if any) 08/]12/2024

provides lempmmnlanwnrﬂ .
[ | 2

including my selection of the box : One of th ions

attesting to my citizenship or Iyt ik o ommbnr ., amiur comm o i

immigration status, is true and USCIS A-Mumber o Form |-84 Admission Number e Foraign Passpert Number and Gountry of lssuance
correct. 11234567830

Signature of Employes -~ £ Taday's Date {mmyddlyyyy)

If a praparar andlor franslator asaisted yod in completing Section 1, that persan MUST complsts the Praparer andior Translator Gertification on Page 3.

Section 2. Emoﬁr Review and Verification: Employvers or thelr auihortzed representative must complate and Section 2 within thrae
Business days after the employea's first day of employment, and must physically examing, or examing consistent with an alternative procedure
autharized by the Secrefary of DHS, documentation from List A OR a combination of documentatien from List B and List C. Enter any additional
documentation in the Addifional Infermation box; see Instructions.

List A oR ListB AND st G
Docament Title 1 Forelgn F_'naapul:t. work-authorized
nern-immigrant
|esuing Audhorily TUnited Kingdom
Document Humber (f any) | 123456788
Eupiration Date {f any) 08s18/2087
Dacurment Title 2 (ifany) | Form -84/ 164 Additional Information
T T U.S. Customs and Border -4
Proteciion
Documsent Mumber (it any) | 1123488TAO0 Sponsor Letter Texas
Tech Universi Add spansar lefter
Explratian Qase (if ary) /B Dlaeumant # ﬁ:m i|'_|f-\'._:::rmE|l:i|:|r|!I ifraquir:rd. If the
121203034 wigltor exchange category
Dacumant Title 3 (May) | Form DE-2016 - has the word Student
tha — & expiration date on the sponsor {exchuding Student Intsrn) on
o i s lattar will override this data, if the DS-2019, & sponsor letter
Document Number ( any) | NODOO147766 applicabie. Is required,
Exphaion Data (fany) | 12/122024 , re if you used an altemative proceduns authonzed by DHS to examing dosumants,
Gertification: | atiest, undsr penally of pesjury, that (1) | have examined the docamantation prasented by the above-named H";EW of Empleymant
emplayee, |2] the above-listed documantation appears to be genuine and to relate to the employes named, and (3) to the (mmiddéyrry);
bast of my knowledge, the employes I8 authorized to work in the United States. IR ik
Last Mame, First Hvt"nl and Thie of Employer or Aulharized Rapredsniativa Sigralure af Emplower o Authorized Represantalive Taday's Date (mmdddiyyyy)
Last Mame, First Hame, Tour tile m Mkm 1\ ‘J I f’ab'lq
Emglayar's Business or Organization Name Employar's Busitieds ar Grganization Address, City ar Tawn, Siate, ZIP Code
Texas Tech Unbrersity 2500 Broadway, Lubbaeal:, T 70408 Mo PO Boxes ar Mall Stops |
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New Hire: J-1 - Documents Needed: Unexpired Foreign
Passport, Form 1-94, Form DS-2019, Sponsor Letter (for
students only except Student Interns)

Passport: 1-94:

Gt 10k e | L FAD

Admission {1.94) Humber Retriewval

Adrmiiaian |H8d) Recesd Number )

Admi Unod Date |I.IM-I:|D"'F'I"\'\'

Detaily pravided an Sdmivsics G4 o

aru tﬁ?"mzm .

ias vl

19 SF.pt;" SEpl: 79

Firnd Haven| Kgrmed THTY

o SRETE Rrth DybeE DO 007101979

f‘-'l ERIEI' Fasapat e | 3 34567 6Y

B Fassp Counary of lssusroe: Linlbed Kingdom

28 SE SEPT 15 H"P&h\qn‘_,_ — Bate of Estry (I DOYYYE | 1,/00/2023
19 Sept / Sept 27 I e— |

DS-2019:

ORI AP0 AL N0 e e

U.S. Departiment of State I EXFRES 97503014
e g CERTIFICATE OF ELIGIBILITY FOR EXCHANGE VISITOR STATUS (-NONIMMIGRANT) e L
&y e Page !
B armamme Frimarn o Lo om S A i by
Tim MALE | woooo147766 |
Mhans ol Birnlh. = =L # A iiw el Bk L R 1 bvmmkip U ssmry sl Uidrank § maslis
09-19-1979 Croydon United Kingdom
0 agal Permmaseni Hrsslvsas | sssirs | ol 1 ogsl Prrmasoss Kokl [ seainy Wit | anlls Fostees
218 UNIVERSITY UNDERGRADUATE STUDENTS

Frimady i of AoHLRE N
an M MR Texas Tech University

2500 Broadway, Lubbock, TX
79409

L Frogram speavsr: Rcma Toalnee Frogram Sambor: P=§=168511
Parisspaiing Frogrom { Hixisl lngmplisa:

Fuiuns ool ihin haiss

3. Foam Cwvirs Pkl T adhangr Viskes € sirgary
Frem immbdionit (J8-12-2023 Student

St v i Bl 1 s b ik @ oaly Homarka:
T 0a-12-2024 040902 Hane

Reminders: No PO boxes can be used for the employee’s/ employer’s address.
Employee's email and telephone number are optional. Section 1's end date should be
the date provided on the DS-2019 document. Sections 2's DS-2019 expiration date can
be overridden with sponsor letter (if applicable). Add sponsor letter information in
Additional Information box. Employee and Employer must sign the document using a
longhand signature.
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New Hire: H-18 - Employment Eligibility Verification USCIS

Faraign Passport, o Form I-9
Form |-94 with Department of Homeland Security CIMB Mo, 161 5-0047

. d exﬁirmion date 118, Citizenship and Immigration Services Eﬂim 07012006

START HERE: Emplayers must ensure the form instructions are avallable to employees when completing this farm. Employers are llable for
falling to comply with the requiremeants for completing this form. See below and the Instructions.

ANTI-DISCRIMINATION NOTICE: AN employees can choose which acceplable documentation 1o present for Form |8, Employers cannol ask

employess for documantafion fo verify informafion in Section 1, or apecify which acceplable documentation employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, iImmigration status, or national orlgin may be illegal.

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 1-8 no later than the first
day of employmant, but not before accepting a [ob affar.

Last Mame (Family Nama) Firsl Mame (Given Mame) Middla Inifial (¥ arry) | Other Lask Names Used (¥ ary)
Waasley Barble
Addrass {Sirest Numbaer and Neme) Apt. Mumber (if any) | Gty or Town Slate ZIF Code
788 University No PO Boxes | Lubback ™ 7o
Diale af Birth {[memfddiyyyy) L5, Sexisl Sacurity Namber Employae's Emall Addrass B Emplayee's Telephone Mumbar
08M 11881 [23 46 67 8 9| pamiawaasiey@tiu.at [ optionai | (806) 123 - 4567  [Optional |
| am aware that federal law Check ane af the follraing baxes b atiest fo your diizenship ar immigration stabus (Ses page 2 and 3 of $he instructions,);

fines for false statements, or the 1. Acilizen of tha Unkted Siates

provides for imprisanment andior %

use of false documents, in

2. Anaoncilizen national of fie United Skates (Sea Inslruclions.) [1-84 expiration date |

connection with the complation of 3. Alewhd parmanant rasident (Enler USCIS ar A-Number,
this form. | attest, under penalty E-‘ = — - ] N

of parjury, that this information,

. A nonciizen (other than [tem Numbars 2. and 3, abowa) authorized to wark until (exp. date, I any) 12;13;2625

Ineluding my selection of the box Oine of thess 3 choloes
attesting to my citizenship or i you check [kam Humbar 4., smisr one of iess: | h
immigration status, is true and UECIS A-Mumbar i Form 94 Admission Number - Fareign Passport Mumber and Country of lsguance
EOATOCL. 12345678911
Sigrature of Employes ) _ Today's Date (mmiddbpryy)
:i)(uti*—y!_.{_,- w{hﬂl_u;\,f 05 oy | 2013
If a preparer andior translator assisted you In complefing S-utlnn‘iin person MUST complete the Preparar andios Translator Cartification on Page 2.
= == = . —— - E— _ SBETER L

Section 2. Em ﬂjéro;:r Review and Verification: Ernrlwers or hair auLn-n-erd reprasentative must complete and sign Section 2 within throe
business days 's first day of emplayment, and st physically ssamine, of examing consistent with an allamative procedure
authorzed by the E-emela of OHS, documentation fram List A OR a combination of documentation from List B and List C. Enter any additional
documentation In the Addifonal infarmation b, S8 INSInUCtions.

List & OR List B AND List
Document Title 4 Faoreign Passpart, work- ;
Issuing Autharity United Kingdom
Discumenl Mumbes (if any) | 123456788
Expiration Data {If any) 111120032
Document Tithe 2 (if any) Form [-94) 154 Additional Information
lasuing Autharty L5, Customs and Border Protection
Dacurnent Mumber (if any) | 12345878811
Expiraticn Date (if any) 12162028
Docwment Titha 3 (i any)
lasuing Authorily
Dacument Humbesr (if any)
Expiration Date (I any) D Chac hene if you wsed an allemative procedure authorized by OHS 1o examine documents,
GCertification: | attest, under penalty of padury, that (1) | have axamined the dacumentation presentad by the above-namsad First Day of Emaloyment
employes, {2) the abave-listed documentation appears ta be genuine and to relate to the employes named, and {2} to the (mmiddiyyyyk
kst of my knowledge, the amplayes ks autharized ta work In tha United Statas, 0 l"l|ll f [] 'Lf 'LD?.E‘!
Last Hame, First Mame and Tille of Employper ar Authorized Representative Signature of Emplayer or Autharized Representative Today's Dale (mmiddiyyyy)
Last Mame, First Mame, Your Title VEM ‘b‘ "ﬁ‘f‘m Y J' ol .I'I?_ﬁ 72
Employer's Business ar Organizalion Mama Employars Business ar Organizatian Kﬂdl‘ln. Cily ar T: Stale, ZIP Coda
Texes Tach Universlty 2500 Broadway, Lubbock, T¥ 79400
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New Hire: H-1B - Documents: Unexpired Foreign
Passport, 1-94 with a specific expiration date

Passport: 1-94.

ﬂ"F-l.'-:-

‘5 U S. Cu¢l3m5 and Border Protection|

et |54 Duimibese ':

_LM4TAD |

Admission (I-34) Number Retrieval

Adrission (1-54) Recor number-[L2 345678911
Adesit Unt Date (aranor vy [[Z/16/2078)

Dstaiks provided am Admissionfisd) lafm

WEHEl'E‘r
Barbie
. Famity Haine Ba bl

First |Gavien | Ml 'l'_l'E-ﬂSlE"\"

Farg Py cLBLDRRY (6E/11,/1981
Fassor Misber 1 234 56 789

Passpon Oy of Issuswsic | nited Klngdnm
| 28 SEﬁ"'%EPT 15 HMPO, TR R A
|11 MNow l|ll Mow 32 I B Class of Aamussion H- 1B

Reminders: No PO boxes can be used for the employee’s/ employer’s address.
Employee’s email and telephone number are optional. Section 2's 1-94/ I-94A Document
Expiration Date is provided on the 1-94 document (Ex. Dec. 16, 2028). Employee and
Employer must sign the document using a longhand signature.
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New Hire: Employment Employment Eligibility Verification

R Department of Homeland Security

U.S. Citizenship and Immigration Services

USCIS
Form I-9
OMB No.1615-0047
Expires 07/31/2026

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for
failing to comply with the requirements for completing this form. See below and the Instructions.

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form I-9. Employers cannot ask

employees for documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal.

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 1-9 no later than the first
day of employment, but not before accepting a job offer.

Last Name (Family Name)

First Name (Given Name)

Middle Initial (if any)

Other Last Names Used (if any)

Hernandez Rick B
Address (Street Number and Name) Apt. Number (if any) | City or Town State ZIP Code
789 Main Street No PO Boxes Lubbock TX 79409

03/01/2000

Date of Birth (mm/dd/yyyy)

U.S. Sacial Security Number

Employee's Email Address

ILZ3456789|

rick.hernandez@ttu.edu

Employee's Telephone Number

(806) 123 - 4567

correct.

| am aware that federal law
provides for imprisonment and/or
fines for false statements, or the
use of false documents, in
connection with the completion of
this form. | attest, under penalty
of perjury, that this information,
including my selection of the box
attesting to my citizenship or
immigration status, is true and

Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions ):

. Acitizen of the United States

Expiration Date

. A noncitizen national of the United States (See Instructions.)

from
the EAD card

Blw|p] =~

(3| I

If you check Item Number 4., enter one of these:

. Alawful permanent resident (Enter USCIS or A-Number.) | J
. A noncitizen (other than Item Numbers 2. and 3. above) authorized to work until (exp. date, if any)m/;sfzoggé-’

One of the 3 choices

USCIS A-Number

Form 1-94 Admission Number -

Foreign Passport Number and Country of Issuance

000 000 701

Signature of Empl
o Z\u Lo N fltmnuub

Today's Date (mm/dd/yyyy)

oA N\ {1013

If a preparer and/or translator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3.
AT

Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three
business days after the employee's first day of employment, and must physically examine, or examine consistent with an altemative procedure
authorized by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional
documentation in the Additional Information box; see Instructions.

OR List B

AND ListC

List A
g Employment Auth. Document
D
ocument Title 1 (Form |-766)
Issuing Authority U.S. Citizenship and Immigration
Services
Document Number (if any) SRC1234567890%
Expiration Date (if any) 10/25/2028

Document Title 2 (if any)

The document # is 3 letters
and 10 digits (sometimes

located on the back of the
card)

Additional Information

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Document Title 3 (if any)

Issuing Authority

Document Number (if any)

Expiration Date (if any)

|:| Check here if you used an altemative procedure authorized by DHS to examine documents.

Certification: |attest, under penalty of perjury, that (1) | have examined the documentation presented by the above-named
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the
best of my knowledge, the employee is authorized to work in the United States.

First Day of Employment
(mm/ddlyyyy):

04 /1g({2013

Last Name, First Name and Title of Employer or Authorized Representative

Last Name, First Name, Your Title

Signature of Emplayer or Autharized Representative

Today's Date (mm/dd/yyyy)

oy jotd

Texas Tech University

Employer's Business or Organization Name

Employer's Bus]ne& or Qrganization Aédress. City or Town, State, ZIP Code
2500 Broadway, Lubbock, TX 79409

[No PO Boxes or Mail Stops |

For reverification or rehire, complete Su,

lement B, Reverification and Rehire on Page 4.

Form [-9 Edition

08/01/23

Page 1 of 4
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New Hire: EAD - Documents Needed: Employment
Authorization Card (Front & Back)

Employment Authorization Card (Front):

mwuo STATES OF MI.ICA

~ Teato of B
01 MAR 2000

¥ : B 05/15/2023 oo
Y s & 10/25/ 2028.' :
TR TR R WTIR OR REENTRY TO'

Employment Authorization Card (Back):

e WHES RN
e W Mw e

1AUS cﬁ: 07010 ISRI:1234567890|<<
2001 T105108BRA<<<<<<<L<LLS
HERNANDEZ << RICK <yoIp<<<<<<<<<<<

Reminders: No PO boxes can be used for the employee’s/ employer’s address.
Employee’s email and telephone number are optional. Section 1’s expiration date is the
expiration date from the EAD card. The EAD’s document number will be 3 letters and 10
digits (sometimes on the back on the card). Employee and Employer must sign the
document using a longhand signature.
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Resident Card

New Hire: Permanent

Employment Eligibility Verification

Department of Homeland Security
U.S. Citizenship and Immigration Services

USCIS
Form I-9
OMB No.1615-0047
Expires 07/31/2026

START HERE: Employers must ensure the form instructions are available to employees when completing this form. Employers are liable for
failing to comply with the requirements for completing this form. See below and the Instructions.

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form 1-9. Employers cannot ask
employees for documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal.

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 1-9 no later than the first
day of employment, but not before accepting a job offer.

Last Name (Family Name)

Schrute

First Name (Given Name)

Dwight

Middle Initial (if any)

Other Last Names Used (if any)

Address (Street Number and Name)
123 19th Street

No PO Boxes

Apt. Number (if any)

City or Town
Lubbock

State ZIP Code
TX 79409

Date of Birth (mm/dd/yyyy)

U.S. Social Security Number

02/13/1981 [12

3455739J

Employee's Email Address

dwightrules@ttu.edu O

nal

Employee's Telephone Number

(806) 123 - 4567

| am aware that federal law

fines for false statements, or the
use of false documents, in

this form. | attest, under penaity
of perjury, that this information,
including my selection of the box
attesting to my citizenship or
immigration status, is true and
correct,

provides for imprisonment and/or

. Acitizen of the United States

Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.):

. A noncitizen national of the United States (See Instructions.)

connection with the completion of

. Alawful permanent resident (Enter USCIS or A-Number.) | 123456789 < USCIS # from the

e
slofn| =~

. Anoncitizen (other than Item Numbers 2. and 3. above) authorized to work until{exp. date, if any

If you check Item Number 4., enter one of these:

card

USCIS A-Number Form
OR!

1-94 Admission Number

Foreign Passport Number and Country of Issuance

Signature of Employee B\)\V %\\J— )

Today's Date (mm/dd/yyyy)

\W/20/1023

If a preparer and/or translator dssisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3.

e T T R T Y A T e WP N v e T ey o ol Ty e Y N T T
Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three
business days after the employee's first day of employment, and must physically examine, or examine consistent with an alternative procedure

authorized by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional
documentation in the Additional Information box; see Instructions.

List A OR

ListB AND

ListC

Document Title 1

Perm, Resident Card Form (I-551)

Issuing Autharity

U.S. Citizenship and Immigration

Services
Document Number (if any) | SRC1234561890
Expiration Date (if any) 10/03/2028

Document Title 2 (if any)

Additional Information

Issuing Authority

Document Number (if any)

Expiration Date (if any)

Document Title 3 (if any)

Issuing Authority

Document Number (if any)

Expiration Date (if any)

D Check here if you used an alternative procedure authorized by DHS to examine documents.

Certification: | attest, under penalty of perjury, that (1) | have d the dc ion presented by the above-named ':r:'::IdD:ly of Emp\oyment
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the ( yyyy):
best of my knowledge, the employee is authorized to work in the United States. ]‘,'_j' o\ { 20 ra 3

Last Name, First Name, Your Title

Last Name, First Name and Title of Employer or Authorized Representative

Yot

Signature of Emplayer or Authorized Representative

N e

Today's Date (mm/dd/yyyy)

W (202023

Employer's Business or Organization Name

Texas Tech University

2500 Broadway, Lubbock, TX 79409

Employer's Busir’téss or OrganizatiuﬁJAddress‘ City or Town, State, ZIP Code

[No PO Boxes or Mail Stops |

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4.

Form I-9 Edition 08/01/23

Page 1 of 4
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New Hire: Permanent Resident Card - Documents:
Permanent Resident Card (Form I-551)

Permanent Resident Card (Front):

UNITED STATES OF MA

EE ll!mtrl’.",‘.\n-RE

\. Ll

o Schrute

13 Feb 1981

Cara Eaplres M“"«

TOISETCIET

Permanent Resident Card (Back):

o LR R ER AR R RAR LR B R R

: > oY :;.?\.
E ®» ©
\'d
RS
W B

26 VIRt My Loes o W badnd

C1US£%B?S7897 [SRC1234561890 <<
2

0210 3210260MEX<<<<L<L<<L<L<L4
SHRUTE << DWIGHT <V << <<<<<L<L<LL<KLL

Reminders: No PO boxes can be used for the employee’s/ employer’s address.
Employee’s email and telephone number are optional. Section 1’s lawful permanent
resident number should be the USCIS #. Employee and Employer must sign the document
using a longhand signature.
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New Hire: Receipts Employment Eligibility Verification

Department of Homeland Security
U.S. Citizenship and Immigration Services

USCIS
Form I-9
OMB No.1615-0047
Expires 07/31/2026

START HERE: Employers must ensure the form instructions are available to employees when completing this
failing to comply with the requirements for completing this form. See below and the Instructions.

form. Employers are liable for

ANTI-DISCRIMINATION NOTICE: All employees can choose which acceptable documentation to present for Form |-9. Employers cannot ask
employees for documentation to verify information in Section 1, or specify which acceptable documentation employees must present for Section 2 or
Supplement B, Reverification and Rehire. Treating employees differently based on their citizenship, immigration status, or national origin may be illegal.

day of employment, but not before accepting a job offer.

Section 1. Employee Information and Attestation: Employees must complete and sign Section 1 of Form 1-9 no later than the first

Last Name (Family Name) First Name (Given Name) Middle Initial (if any) | Other Last Names Used (if any)
Green Rachel
Address (Street Number and Name) Apt. Number (if any) | City or Town State ZIP Code
468 Main Street No PO Boxes Lubbock X 79409
Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's Email Address Employee's Telephone Number
01/17/1999 u 23 456738 9] rachel.green@ttu.edu Optional (808) 123 - 456 Optional
| am aware that federal law Check one of the following boxes to attest to your citizenship or immigration status (See page 2 and 3 of the instructions.):
provides for imprisonment and/or | — o .
fines for false statements, or the | LX| 1= Acitizen of the United States
use of false documents, in | | 2. A noncitizen national of the United States (See Instructions.)
connection with the completion of| 7] 3. A jawfu permanent resident (Enter USCIS or A-Number.) I
this form. | attest, under penalty — = N 5 >
of perjury, that this information, L | 4. Anoncitizen (other than ltem Numbers 2. and 3. above) authorized to work until (exp. date, if any)
including my selection of the hox
attesting to my citizenship or If you check Item Number 4., enter one of these:
immigration status, is true and USCIS A-Number or Form 1-94 Admission Number - Foreign Passport Number and Country of Issuance
correct.

Signature of Employee

’2‘9 Today's Date (mm/dd/yyyy)
M Qm 09 /2o 2024

If a preparer and/or translator assisted you in completing Section 1, that person MUST complete the Preparer and/or Translator Certification on Page 3.

documentation in the Addifional Information box; see Instructions.

S
Section 2. Employer Review and Verification: Employers or their authorized representative must complete and sign Section 2 within three
business days after the employee’s first day of employment, and must physically examine, or examine consistent with an alternative procedure
authorized by the Secretary of DHS, documentation from List A OR a combination of documentation from List B and List C. Enter any additional

List A OR List B AND ListC
Document Title 1 1. Choose Receipt - Receipt Replacement Receipt Replacement Unrestricted Social
Replacement DL or write in Driver's License Security Card 2
Issuing Authority the word Receipt after the Texas Social Security Administration
doc #. Type in all other
Document Number (if any) information including receipt 123456789 123456789 |1. Choose Receipt Replace
expiration. ] Unrestricted SSC or write in
Expiration Date (if any) 10/14/2024 the word Receipt after the doc
2. When the replacement = = #. Fill in all other info shown.
Document Title 2 (if any) arrives, cross out the word Additonaliiriormatiol

Receipt with a single line, m
initial, and date. Change any
other info such as expiration
date andfor document #.

Issuing Authority

Document Number (if any)

R =Dy 3. Emall updated page and

Document Title 3 (if any) copy of document to the
general HR Comp and Ops | |
Issuing Authority email: hr.comp.ops@ttu.edu

Document Number (if any)

Expiration Date (if any)

|:| Check here if you used an altemative procedure authorized by DHS to examine documents.

2. When the replacement
arrives, cross out the word
Receipt with a single line,
initial, and date.

3. Email updated page and
copy of document to the
general HR Comp and Ops
email: hr.comp.ops@ttu.edu

Certification: | attest, under penalty of perjury, that (1) | have examined the documentation presented by the above-named
employee, (2) the above-listed documentation appears to be genuine and to relate to the employee named, and (3) to the
best of my knowledge, the employee is authorized to work in the United States.

First Day of Employment
(mm/dd/yyyy):

09 (232024

Last Name, First Name and Title of Employer or Authorized Representative Signature of Employer or Authorized Representative

Last Name, First Name, Your Title R CAY Mm

Today's Date (mm/dd/yyyy)

00 /201

R Sy A" =
Employer's Business or Organization Name Employer's Business or Organization Address, City or Town, State, ZIP Code

Texas Tech University 2500 Broadway, Lubbock, TX 79409 [No PO Boxes or Mail Stops |

For reverification or rehire, complete Supplement B, Reverification and Rehire on Page 4.

Form I-9 Edition 08/01/23

Page 1 of 4
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New Hire: Receipts

Reminders: No PO boxes can be used for the employee’s/ employer’s address.
Employee’s email and telephone number are optional. Employee and Employer must sign
the document using a longhand signature.

To Document the Driver License Receipt:

1. Choose Receipt Replacement DL or write in the word Receipt after the document
number. Type in all other info including receipt expiration.

2. When the replacement arrives, cross out the word Receipt with a single line, initial,
and date. Change any other information such as expiration date and/ or document
number.

3. Email updated page and copy of document to the general HR Comp and Ops email:
hr.comp.ops@ttu.edu

To Document the Social Security Card Receipt

1. Choose the Receipt Replace Unrestricted Social Security Card or write in the word
Receipt after the document number. Fill in all other information shown.

2. When the replacement arrives, cross out the word Receipt with a single line, initial,
and date.

3. Email updated page and copy of document to the general HR Comp and Ops email:
hr.comp.ops@ttu.edu
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Reverification Examples

Reverl;i-:nlien: Supplement B, USCIS
tacrue Reverification and Rehire (formerly Section 3) ‘-]ug:;lrnmmt?: "
P Department of Homeland Security OMB No. 1615-0047

L8, Citizenship and Immigration Services Expires 07/31/2026

Lasl Mame {Family Mame) from Section 4. First Mame: (Ghan Mama) from Seation 4, Middie initial (¥ ary) from Section 1.

Paller Harry J

Instructions: This supplement replaces Saction 3 on the previous verslon of Form 1-9. Only use this page if your employee requires
reverification, is rehired within three years of the date the orlginal Form -9 was completed, or provides proof of a legal name change. Enter
the employee's name in the fields above. Use a new section for each reverification or rehire. Review the Form -8 instructions before
completing this page. Keap this page as part of the employee's Form -8 record. Additional guidance can ba found in tha

Handbook for Employers: Guidance for Completing Form -8 (M-274)

Duale of Fehire (if aplicable) | Mew Mame (I appdcahin)
Date {mmidddy Lot Mama (Family Mame) First Name {Given Mams) Middle Initial

Revarification: If the employes requires reverificafion, your employee can choose to presant any acceplable List A or List C documentation Lo show
continued amployment authorization. Enber the document information in the spaces balow.

Dacument Tile Passport United Kingdom Dacumaent Mumber {f any) Expiratian Date (if any) (mméddfyyyy)
#533321329 Exp. 1213172030 1-20 #MO00123456 Exp. 12731/2029 |-04 #RO000AB0ED OVE

| attest, under penalty of perjury, that to the best of my knowledge, this employes is authorized to wark in the United States, and if the
employes presented documentation, the documentation 1 examined appears to be genuine and to relate to the individual who presented it

Mama af Emplayer or Authorized Represeniative Signature af Emglayer ar Authorized Represantalh Today's Date fmmdoliyyy

Last Name, First Name Wov  Disoroht w/in Tk
W b

Additional Information (Initial and date esch notation.)

Chadk hera il you usad an
altermative procedure aultharized
by DHS to examirg docurnenls,

Date of Rehire (i sppieatde) | Mew Mama (i applcate)
Date fmmdodsyy) Las| Mame (Family Mamae) First Name (Given Mame) Ifiddle Initial

Reverification; If the employes requires reverificetion, your employee can choose to present any acceptaide List A or List C documentation to show
ontinued amployment aulhorization. Enler the document information in the spacas balow.

Decumant Tite Digcirment Mumbsar (T any) Expiration Date (I any) (meniddiyyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employes is authorized to work in the United States, and if the
employee presented documentation, the documentation | examined appears to be genulne and to relate to the Individual who presented it.

Hama of Employer or Authorized Rapresantaiie Signature of Employer or Autharized Represeniabve Today's Dabe fmmeidddygpy)

Additional Information {Initial and date each notation.) Chele hare I you sed an

I:l alemative procedure authorized
by OHS o examine docismenls,

Date of Rehine (if agpicabls)  [Mew Mame (i apoiicable)
Drate fmmiddyyd Laat Mami {Famiy Mama) First Mamsa (Glven Nama) Widdle Initial

Faverification: If the employee requires reverification, your employee can choose to present any acceplable List A or List C documentation to show
eontinued employment aulharization, Enler the documenl infarmation in ihe spaces below,

Dacument Titlle: Documrsant Mumber (F ary) Expiration Dale [l any) (mendddbyyyyh

| attest, under penalty of perury, that to the best of my knowledge, this employes is authorized to work in the United States, and if the
employee presented documentation, the documentation | examined appears to be genuine and to relate to the individual who presented it.

Marma of Emgloyer ar Aulharized Represantalive Signature af Empleyer or Authanzed Representatve Today's Dale fmmaodiyy]

Additional Information (Initial and dale each notation.)

Check here if you used an

[[] atematve pracedurs autharized
by DS o examing dacurments,
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Reverification: F-1 - Documents Needed: Unexpired
Foreign Passport, |1-94, 1-20

Note: On December 31, 2028, the I-20 will expire,so a
reverification is needed.

Passport:

31pec / Dec 20

Admission () Husber Retrieval

Aaminaien |1-34] Record iambel. GOI0GAA06.2

Admit Unnl Dete (MAOOY Y Y| DFS

Dt pioslded an Alulh—iu'-’!‘-l“lll-

Hariy Mare POTLBD

st gy e 18Ty

mrinflnie e PO 07/31/1995

Passfit M- 513021 320
Passpl Coustry of swmce: Lindted Kingdom
Db ol vy gUEDDRYYY 1 100/ 2023
Clasys of Aoderwassrar F-1

[-20:

Department of Homeland Security

1-20, Certficate of Elimbility for Nommmigrant Stdent Stans

1 .S, lmm.iEmu'.un and Customs Enforcement |

OMB NO. 1653-0038

SEVISID: |[NO0012345867

SURNAME PRIMARY NAME
POTIER

PREFERRED NAME
Scudsnt Semple, II
COUNTRY OF BIRTH
UHITED HINGDOM

DATE OF BIRTH

31 Jnly 1935

FOBM ISSUE REASON
CONTINDEDR ATTENDANCE

GIVEN NAME
HARRY

PASSPORT NAME

Class of Admission

F-1

ACADEMIC AND
LANGUAGE

SCHOOL INFORMATION
SCHOOL MALE

Texas Tech Universicy
SCHOOL OFFICIAL TO CONTACT

Helene Hobercacsn
P0S0

SCHOOL ADDRESS
2500 Broacway, Lubbock, TN 78408

SCHOOL CODE AND APPROVAL DATE

BALZ14F44444000
03 APRIL 2013

PROGRAM OF STUDY

EDUCATION LEVEL
BACHELOR'S

FROGEAM ENGLISH FROFICIENCY
Required

START OF CLASSES
01 Hov 2023

MAJTOR 1 MAJOR X
History and Philosophy of Science Home 00.0000
and Techmology 54.0104

ENGLISH PROFICTENCY NOTES
Student is proficienmt

EARLIEST ADMISSION DATE
04 RPRIL 2023

PROGRAM START/END DATE
01l MOW 2023 - 31 Dec 2026
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Rewerification:

Supplement B,

L5, Citizenship and Tmmigration Services

USCIS
41
ﬁ 4 }T Tior's Reverification and Rehire (formerly Section 3) Suz::;“mi:’m
!\ _" = A TTTTTAY Department of Homeland Security OMB No, 1615-0047

Expires 073172026

e e e T e e T S e e T R T T S T TR e, A TR

Lasl Name (Family Nama) from Section 1.

Lea

First Mame {(Givan Mame) from Section 1.
Tim

Middia initial (¥ ary) from Section 1.
J

Instructions: This supplement replaces Section 3 on the previous version of Form -9. Only use this page if your employea reqguires
ravarification, is rehired within three years of the date the eriginal Form -9 was completed, of provides proof of a legal name change. Enter
the employea's name in the fields abowe. Use a new section for each reverlfication or rehire. Review the Form -8 Instructions before
complating this page. Keep this page as part of the employee’s Form -9 record, Additional guidance can be found in the,

Handbook for Employers: Guidance for Completing Form 1-9 (M-274)

Dages of Rehire (i applicable) | New Mame (% appicadie)

Diabe mmedaypeyy) Last Marme [Famity Mame}

Firsl Mam {3#en MNama)

Midcha |ritial

Ravarification: If iha employee requiras reverification, your employea can chooze to pragent any acceptabbe List A or Ligl C documentation to show
conlinued ermployment authorization. Enter the document infirmation in the spacas halow.

Dacurnert Title Passpor United Kingdom

#1 21456780 Exp, 091952027

Diacument Musmbsar {IT 8y}
DS 2019 #N0000147 786 Exp. 0BM 272025

| Expiralion Date {if any) (mmiddieryy)

employes presented documentation, the documaenta

I attest, under penalty of perury, that to the best of my knowledge, this emplayes is autharized to work in the United States, and if the
tion | examined appears to be genuine and to relate to the Individual who presented it.

| 184 811234567890 DIS

Mame af Employer ar Autharized Representative
Last Mama, First MName

Signalura aof Employer or Authorized Reprasantalive

"'@FM &J@M

Addifional Information {Intlial and dale each notation.)

|

Today's Date fmmfddigwy)
WILLY 2026 |

Ch:u:'lc h-urﬂ i you used an
-ﬁ".ll'nlﬂ-l.l'l‘.‘ procadura aulharized
I:r.l S fo exmmine dacuments,

Ciata of Rahire [ appleabds)  |Mew Mame [ apphicedls)

Dake (mmddadyyy) Last Mame {Familly Mama)

Firsl Mama {Siven MNama)

Middie Inital

continued amploymean] autharization. Enter tha du-:tlnant

Reverification: If ihe employes requires reverification, your employee can choose lo presend any acceplable List A or List © docurmentation b shw.r

Information in the spaces helow.

Dacument Tile

Documant Numbar (if any)

Ewpiratian Darle {if any) (mmtd dbeyey)

I attest, under penalty of perury, that to the best of my knowledae, this employes is authorized to work in the United States, and if the
employes presented documentation, the documentation | examined appears to be genuine and to relate to the individual who presented it.

Mame of Emplayer ar Autharized Representalie

Signature of Employer or Aulhorized Representative

Today's Dake fmmidiyyyl

Additional Information (Inilial and date each notation.)

Check here if you used an

alernative procedure sutharizsd
by OHS to examing dacuments,
B of Rahire Flew Mame (i apalcahis) =
Diabe {mmidobyyy) Last Nama (Family Nama) Firat Mame [Givean Manmsa) Iliddle Iritial

nlined employment autharization. Enler the documant

Reverification: If the employes requires reverification, your

Infenmetion In the spaces below,

employes can chaose 1o present any acoeplable List A or List C docurmnentation to shaw

Digsameant Tille

Document Musnbsar (if any)

Expiratian [ate (i ary) {mmiddiryyy)

| attest, under penalty of perury, that to the best of iy knowledge, this employes is autherized to work In the United States, and If the
employee presenied documentation, the documentation | examined appears to be genuine and to relate to the Individual who presented It

Mame of Employer or Authorized Representalive Slgnabara of Employer or Autharized Represantaliva Today's Date (mmtcdyyy)
Additional Infarmation (Inilial and date each notation.) Cliack hars I you umed mn
D altamative procedure authorized
by DHS 1o sxaming documents.
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Reverification: J-1 - Documents Needed: Unexpired
Foreign Passport, Form 1-94, Form DS-2019

Note: On August 12, 2024, the DS-2019 will expire, so a
reverification is needed.

Passport:

DS-2019:

Admisalon |1584) Humber Rariawal

namiswion (54) Racara number] 11234567690
imit Until Cate (MRIDOEYY Y

Detaits provided an Admisiond 'I*Tnl'- "

Tamdy Bame &8

tirat i) Mgt TIT)

B gt R EOAR: 05,19/1979
PasSpothomle. 1 2 1456 TES

Panap) Eousiry of hauarcs: Uinibed Kingdom
e ol Padry (ADIOYYYYE 11,/09,/2023

sy of Rdmesnion ]=1

LS. Department of State i

Ol ARPROY AL Sk |k w149

FXMIEl S #7000 0004
=" CERTIFICATE OF ELIGIBILITY FOR EXCHANGE VISITOR STATUS (J-NONIMMIGRANT) B A
B J;L.‘." ior Page 1
KR — e ey | wooooia77es |
it ol Rarilhommodd. v o i wf Mirdh: i wumiry of Hiril: Uil | wmniry 1 i § it | mesivs
09-19-1979 Croydon United Kingdom

i e Frrmanred Mrusiesss | sssirs [ ode: Logs! Penmasssi Basblyvess | ssairs:

Primary S #l M8% Texas Tech University

2500 Broadway, Lubbock, TX
79409

Pt 1 sl
215

L Pregram Spessar: home Traines
Partsciputing Frogram § Hlaisl Do phisa

Pt

IHIVERSITY UNDERSRADUATE STUCENTE

Frogram Sumbee- P-d-156511

Farpew of ikn lerm:

3 Werm @ snars Pevisd;

bomm i1 08-12-2023 Student
eyt Fiekd € by
to imedbind :08-12-2024 04.0902

achamgr Vindles { strgees

nbvjrrt bkl 4 sl Hamarks:
L]
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Rewerification;
H-1B

& .fT? }.ﬂ-
&

U T

Supplement B,

B orblek Reverification and Rehire (formerly Section 3)

Department of Homeland Security
1.5, Citizenship and Immigration Services

USCIS
Form I-9

Supplement B
OMEB No. 1615-0047
Expires 0773172026

Last Mame (Famiy Mame) fram Section 1.

Vieashay

Barble

First Mame [Given Namae) fram Sactlon 1.

Ietidkdle inidal (if any) fram Section 1,
]

Instructions: This supplament replaces Saction 3 on the previous verslon of Form -8, Only use this page If your employee reguires
revarification, Is rehired within three years of the date the original Form 1-8 was completed, or provides proof of a legal name change. Enter
tha amployes™s nama in the fields above. Use a naw section for each reverification or rehire. Review the Form [-8 Instructions before
completing this page. Keep this page as part of the employes's Form -8 record. Additlonal guldance can be found in the

Handbook for Employers: Guidance for Completing Form 1-9 (M-274)

Date of Rehire (f applicable) | Mew Mame (¥ apolicahls)

Date (rvmvidoyyyy] Last Mame (Family Mame)

First Wame (Giwen Mame)

Middia |nitial

Fovearification: If tha employee requires reverification, your employee can choose to pre_aer;T .a-r.ry' ﬁm:eﬁtable List A or List C documentation to shnw- .
continued employment authorization. Enter the decument information in the spaces below.

DocumentTille  pagsport United Kingdom

#123456789 Exp. 11112032

Document Mumber (if any)
-84 #12345678911

Expiration Dale (il any) [mméddiyy)
E‘IJ.‘I. 12M BI2028

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the
employes presented documentation, the documentation | examined appears to be genuing and ta relate to the individual who presented it

Name of Employer ar Authorized Representative Signature of Employar or Authorized Represenative Today's Date (mtdivyy)
Last Mame, First Mama L.m WW(-” HLI & Iwﬂ
HAdddilional Information {Inilial and dale each notation.) W (4]

Check hare if you used an
[] atwmatvae procadure auharized
by OHE 1o examine documents,

Dwie of Rehire (¥ appdcahla] | Mew Name (IF apalicabia)

Date frmidddnag) Last Name {Family Mama)

First Mama (Giwan Hamea)

Middly Inifiad

Feverification: If the employes raquires reverification, your employee can choose o present any acceplable List A or List C documentation to show
confinued employment authorization. Entar the documant information in the spaces below.

Document Tile

Oocumant Mumber (i sny)

Expiralion Date F any) [mmdddiyyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized te work in the United States, and if the
employes presented documentation, the documentation | examined appears to be genuine and to relate to the individual who presaented it,

Hame of Employer or Autharized Representative

Signature of Emplayer or Authorized Represenaie

Taday's Date (mrtdiyiy

Additional Informalion {Initial and date each notation.)

Chack hars if you used an
[ stiernative procadure sulharizsd
by DHE {0 examine documents,

Dale af Rebire (Ff appdicabia) | Mew Name fif apalicabis)

Date frmidddayd Last Name (Family Hama)

Firal Name [Siven Marme)

Midde |nital

Raveriication: If tha employee requires revarification, your employes can choose to present any acceplable List A or List C docurmentation 1o show
continued employment authonization. Enter the document Information In the spacas balow,

Dacumant Tile

Decument Nurmber (if any)

Expiration Date: {if any) (mmédddéy)

| attest, under penalty of perury, that to the best of my knowledge, this employes is authorized to work in the United States, and If the
employee presented documentation, the decumentation | examined appears to be genuine and to relate to the individual who presanted it.

Mame of Employer or Authorized Representative

Signature of Employer or Aulhaized Reprasemaliva

Today's Dale fmmddddnsy)

Addiflional Information {Initial and date each notafion.)

Check hare If you used an
D altarmalive procedura authorized
by DHS bo examine doguments,
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Reverification: H-1B - Documents Needed: Unexpired
Foreign Passport, 1-94 with a specific expiration date

Note: On December 16, 2028, the 1-94
reverification is needed.

Passport: |-94:
s

= Weasle
. Barbie | .

AsErillplh 2and

@
28 SEF/SEPT. 15%.,-.,
| 11 Nov / Nov 32

o U.S. Customs and Border Protection

GeltMtumber | LMTAG |
Admission [1-84) Number Retrieval
Admission {1-84) Record Humber:{L 2 34567601 1|

Admit Lntil Date mumr'r'r'r'r]
Dhstaili pravided o Aiiieslongla4) larm

will expire, so a

§arnity Rarna H:‘I.@ﬁ. ;

rami ﬁ*‘?‘l“ﬁ‘“" Weas|ey
nmibng (el B 08/ 1171981
Pasapget e 123456 769
Panapt Country of inswance: Lnited I{Ingdnm
Daste of Eniry MINDOYYYYE 08/ 31/2023
Clans of Admisson: H-1B
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Reveriflcation:

Employment
Authorization

Card (EAD)

Rici's Bl i

Supplement B,

Reverification and Rehire (formerly Section 3)

Department of Homeland Security
LS. Citizenship and Immigration Services

USCIS
Form I-9
Supplement B

JIMB Mo, 16135-0047
Expires 07/31/2026

Hernandez

Laat Mame (Family Aarme) from Soction 1,

Rick

Fired Mame (Givan Nama) fram Section 4,

licdla indal {if any) Trom Sectien 1.

Instructions: This supplement replaces Section 3 on the previous version of Form -9, Only use thiz page il your ermplayes requires
reverification; s rehired within three years of the date the original Form -8 was completad, or provides proof of a legal name change. Emnter
the employese's name in the fields above, Use a new section for each revarification or rehire. Review the Form -9 instructions befores
completing this page. Keep this page as part of the employee’s Form 149 record, Additional guidance can be found in the_

Handbook for Employers: Guidance for Completing Form 1-9 {M-274)

Date af Rehire ¥ appicatie)

Hew Namea (i appicatie)

Data (i

Last Mame (Family Mamas)

First Mame (Ghen Name)

Middle Inial

Reverification: |f the employaa requires reverificalion, your emplyyes can choose 1o prasent any acceplable List A or List © documentation to show
comtinued employmend authorization. Enter the document infarmation in the spaces below.

Document Title

Employment Auth,
Document (Form |-766)

Document Mumber (if any)
EACTZ34567880

Expiralion DCate (f any) (meniddiyyyy)
10172028

employee presented documentation, the documenta

Lasi Mame, First Mames

Hame of Employer or Authonzed Represantatve

1 attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and If the
tien | examined appears to be genuine and to relate to the individual who prasented it.

Signature of Emgplayer or Autharized Ragprasanialive

Today's Date fmemdypyy)

o | 22 [ 207%

Additional Information (Initial and dale each miation.)

[] atemative prozcedurs autharized

Chech here if you used an

by DHS o mmmine doouments,

Date of Rehire (if apphcabie)

Mew Hame (i appilicabde)

Dabe (mmdiddianas

Lasl Mama (Famity Name)

First Mame (Given Mama)

Tliddle Inilial

[Reverification: If the employee requires reverification, your employes can choose to presant any accepiable List A or List G documentation Lo show
konlinued employment suthorizalion. Enter ihe document information in the spaces below.

Document Tilke

Dacumant Numbar (it ary)

Expiration Date {if any) (mmdddfeyyy)

| attest, wnder penalty of perjury, that to the best of my knowledge, this emplayes 1s authorized to work in the United States, and if the
employes presented documentation, the documentation | examined appears to be genuine and to relate to the individual who presented It

Hame of Employar of Aulldized Repraserialive

Signature of Employer or Authorized Representalive

Today's Dake fmmiadddqy)

Additional Informetion (Inflial end date each notation,)

D altemaltive procedure authoized

Chedk here if you used an

by DHS b estamine documeris.

Date of Rehire (i appicabls)

Haw Name (if applicabla)

Dasw fmmsriyyy)

Last Mame {Family Mamea)

Firal Mama (Givan Mama)

iidcle Iritial

Reverification: If the smployes requires revarification, your employee can choose to present any acosplable List A or List C documentation to show
conbinuad employment authorization. Enlar the documant information in the spaces below.

Dosumeant Title

Dacurnenl Nurriser (If any)

Explaiion Dabe (T ary} (meiddiyyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employes is authorized to work In the United States, and If the
efmployes presented documentation, the documentation ! examined appears to be genuine and to relate to the individual who presented IL

Mama af Emplayer or Autherized Represantatve

Signature of Employer or Authorized Represantativa

Today's Dabe (mouikdiag

Additional infarmation {Initial and date each notalion.)

[] shemative procedurs authortzed

Chack hane ¥ yeu used an

by DHS fo axamine documarnis.
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Reverification EAD — Documents Needed: Employment
Authorization Card (Front & Back)

Note: On October 25, 2028, the EAD will expire, so a reverification
is needed.

Employment Authorization Card (Front):

UNITED STATES OF MQIICA

Employment Authorization Card (Back):

- W M L
%

Edalade
2 *n“mnhllﬁhq\ -
" h—inr-’-‘ *“m 7 Pedar ey |aet Sl W0 G40

“”sﬁ%. ﬁ*ormo SRC1234567890]<<
2001 T105108BRA<<<<<<CL<LLS
HERNANDEZ << RICK <yoIp<<<<<<<<<<<
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