
STAFF ACTIONS 

6.1 GENERAL WORKFLOW FOR SHR EMPLOYEE REQUEST (ER) ACTIONS 
 

 
 Supervisor→ Unit Head 
initiates action with SC  
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SC retains DCDs For employment actions other 
than hire/rehire, SC secures 
employee signatures on ER, 
DCD, and BELI form (if 
applicable). 

10

SC Mandatory Reviewer 
reviews PAN for: 
• Appropriate & correct data 
• Authorized action 
 
 9 

SHR-Emp* forwards to the SC as applicable: 
• DCD - Staff New Hire/Rehire or 
• DCD -  Other SHR Employment Actions** 
• Staff ER 
 
SHR-Emp forwards to Payroll 
• W-4 
• State Oath 
• Patent Agreement 
• I-9 
• BELI Form 
 
Note:  Employee forwards Surepay form to Payroll. 
 
*If intercampus action or non-resident alien, Payroll forwards 
DCDs to SC after entry 
 
 

SHR-Emp enters inf. in PPS for these actions: 
• hire 
• rehire 
• promotion 
• transfer via recruitment 
• demotion via recruitment 
• additional employment 
• limited to career via recruitment 
 

If intercampus transfer or non-resident alien, 
forwards all documents to Payroll for entry 

 
 

SHR-Emp conducts job 
offer after selection is 
made via an open 
recruitment process or for 
a non-recruitment 
 5

SC submits ER to SHR - 
Employment 
 

SC coordinates approval 
process per SHR 
Procedures Manual (i.e., 
procedure for action & 
delegations of authority) 
 3

SC completes ER Form 
 
Assists with job 
description, advertising, 
etc. 
 2

If new hire, rehire or 
intercampus transfer,  
SHR - Emp conducts 
sign-up 
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STAFF ACTIONS 

GENERAL WORKFLOW FOR SHR EMPLOYEE ACTION REQUEST (EAR) ACTIONS1 
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SC retains DCD 

SC advises employee of 
any changes to terms and 
conditions of employment 
reflected on the EAR.  If 
there is a change in 
benefits, has employee 
sign BELI form. 
 8

SC Mandatory Reviewer 
reviews PAN for: 
• Appropriate & correct data 
• Authorized action 
 
 10

SC Preparer enters 
information in PPS 
using the EAR for DCD 
 

Ensures SC Mandatory 
Reviewer has back-up 
materials to review PAN

SC assures any final 
approvals as a result of 
action (e.g., reclass) 
 
Forwards EAR to 
financial person as 
required by SC 

7

Compensation Analyst 
forwards copy of EAR to 
SC 

SHR Analyst forwards to 
Compensation Analyst to 
complete EAR as 
appropriate, do calcs, & 
update salary history 

5

SC consults as needed & 
submits EAR to SHR 
Analyst for review, 
analysis, recommendation, 
and /or decision 
 4

SC coordinates approval 
process per SHR 
Procedures Manual (i.e., 
procedure for action & 
delegations of authority) 

SC completes an EAR 
form 

Supervisor→Unit Head 
initiates action with SC 
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1 Reclassification, stipend and equity increase actions; and demotion and transfer actions without recruitment. 



STAFF ACTIONS 

GENERAL WORKFLOW "OTHER" SHR ACTIONS 
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SC forwards the BELI Form to 
Payroll if applicable 
 
SC forwards the UI Form to the 
Benefits Office if applicable 

SC Mandatory Reviewer reviews 
PAN for: 
• Appropriate & correct data 
• Authorized action 
 
 
 6

SC secures employee 
signature(s) as 
necessary and advises of 
any changes to terms 
and conditions of 
employment 4

SC Preparer enters 
information in PPS using 
appropriate DCD 
 
Ensures SC Mandatory 
Reviewer has back-up 
materials to review PAN 
 

5 

SC coordinates approval 
process per SHR 
Procedures Manual (i.e., 
procedure for action & 
delegations of authority) 
 

3

Depending on the action, the SC completes 
and/or utilizes one of the following: 
• Limited to Career DCD & BELI Form 
• Separation DCD* 
• Renewal of Appointment DCD** 
• Leave of Absence form or request letter 
• Layoff letter - reduction in time** 
• Letter of voluntary change in % time 

from employee** 
• BELI Form 
 
*Requires UI Form & Separation Packet 
 
**Requires BELI form if benefits are changing

Supervisor→ Unit Head 
initiates action with SC 
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