Instructions for Completing Wireless Communication Device Personnels Using
WebDFS

Created 09/21/2012

1. When you create the document use the short title “WCOMD” and for the position
number and occurrence use “L A”. Example WCOMDL A.
2. On the Filled Position:
a. Fillin the Job Class code for the employee’s regular line item position. EX.
Job Class 10235 — Position Title — IT Executive Director using the Short
Title “WCOMD”
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
3. 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
4. Do NOT go to the Budget Amendment page — budget amendment must be
submitted separately. Example below.
5. On the Reason Code page, use reason code Q with an explanation of “Wireless
Communication Device Payment”.
6. After you have validated the document and marked it finished then it can be
submitted into Electronic Approval.
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When budgeting funds for the wireless communication device payments. A separate budget

amendment document will need to be submitted using the short title “WCOMDL A” with object code

51110.




BUDGET AMENDMENT MUST BE SUBMITTED

Must be done on a separate Budget Amendment Only Document

DOCUMENT NO. PAGE DATE FY' DEPARTMENT/PROJECT
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