eAPF/Overtime Retro Form User Guide

*A Retro is revising the combo code and/or chartstring only. This is not a change to the total pay
amount.*
e Make a PDF copy of the eAPF (see note below to print eAPF) or a copy of the original OTform
that was submitted with the incorrect combo code and chartstring.
0 InPeopleSoft HCM navigate to UVM Business Manager tile>Additional Pay
Inquiry/Approve and search by name, employee ID or request ID for the appropriate

eAPF and press . Review to ensure you have located the correct eAPF and

press . A PDF will be displayed which can be printed.

e On the top of the form indicate, “Revision Only to Combo Code”

e Cross out the incorrect combo code and chartstring and below write in the correct code and
chartstring
Note: If you are also changing how the effort was distributed (ex. originally set up with two
combo codes and the pay is 50% each and you want to change it to 60% and 40%), you need to
calculate the amount associated with the percentage change. This would not be changing the
total pay amount.
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