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OBP Approves NHF

Academic Area completes 

New Hire Form (NHF) 

HRIS enters NHF  into 

PeopleSoft 
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OBP Approves ECF and 

vanilla file.

Department Budget Area 

completes Employee 

Change Form (ECF) or 

incorporates vanilla 

transaction on to excel file

HRIS enters ECF  into 

PeopleSoft 

Vanilla transaction are 

simple increases in which no 

sabbatical or other job 

related change is ocurring.
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Dept Budget Mgr 

approves 

Employee Change Form

(ECF)

Academic Area 

completes Employee 

Change Form (ECF)

HRIS enters ECF 

into PeopleSoft 



[image: image4.emf]Office of Human Resources   -Leave of Absence  (Sabbatical, Research, Summer Leaves)
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Dept Budget Mgr 

approves 

Employee Change Form

(ECF)

Academic Area 

completes Employee 

Change Form (ECF)

HRIS enters NHF 

into PeopleSoft 

The academic area will 

include the end date on the 

employee change form 

which will trigger the return 

from leave to be entered by 

HRIS.

OBP approves ECF
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