Instructions for Completing Relocation Personnels Using WebDFS

Revised 09/21/2012

. On the “Personnel Document Header” screen in WebDFS use the UGA ID for
the person receiving the funding. The short title “RELOC” and for the position
number and occurrence use “L A”. Example RELOCL A.

. On the Filled Position:

a. Fillin the Job Class code for the employee’s regular line item position. EX.
Job Class 99121 — Position Title - Associate Provost using the Short Title
“RELOC”

Fill in the Appointment Begin/End dates

Leave the Position Percent Time blank

Contract Code should be blank

e. Full Time Annual Salary should be blank

. On the Payroll Authorization page:

a. Key in an account and object code (51110)

b. Key in a From Date and To Date, and Rate

. Do NOT go to the Budget Amendment page — Funding for the “Relocation”
position will be taken from operating (71000). If the operating budget needs to
be increased a separate budget amendment document will need to be
processed.

. On the Reason Code page, use reason code Q with an explanation of
“Relocation”.

. After you have validated the document and marked it finished then it can be
submitted into Electronic Approval.
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