DART — Principal Administrative Position Exemption (PAPE)

To complete and submit a PAPE form
online, click the Principal
Administrative Position Exemption
(PAPE) link on the Admin
Transactions tab.

A PAPE form is required when
requesting a new Academic
Professional position or when refilling
an existing Academic Professional
position that has significant revisions
to the title, duties, qualifications, or
organizational relationship.

For information on the statutes for
positions and titles that require a
PAPE form, click either of the
following links:

e State Universities Civil Service
System Statue

e University of lllinois Statutes

To determine if the salary for the
position meets the FLSA exemption
requirements, click the
Academic/Staff Weekly Salary
Calculator link.

To continue completing the online
PAPE, click the Continue button.
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Motification of Appointrnent (MOA) - allows you to view an NMOA, User rmust have Banner submitter level
access or above for the employee'’s home department and employee group

Bay Calculator - this is an online calculator to determine the maonthly salary for an employee on & nine-
month appointment being paid over a 12-month period
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Brincipal Administrative Position Exemption (PAPE] - this form is required when requesting a new
Academnic Professional position or when refilling an exifting one that has significant revisions to title,

Reclassification - this form is used to request that the classification of a position be changed if the job
duties have changed. Only the department of the incurnbent employee of the position can make this
request

Betrieve Civil Service resume - allows you to view and print Civil Senice resumes once candidates have
been referred to your department.

Search Applicant Database - allows you to search the database for potential Academic Professional
candidates

Search Mew Hire Status - allows you to track the progress of new hire information. User must have
Banner submitter or approver level access

Separation - this form is completed by departments when an employee is separating.

Training Course Postings - allows you to post training opportunities offered by your college or
department.
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Principal Administrative Position Exemption (PAPE)

The following pages will assist you in cormpleting the PAPE form and submitting it online. A PAPE form
is required when reguesting a new Academic Professional position ar when refilling an existing
Acadermic Professional position that has significant revisions to the title, duties, qualifications, or
organizational relationship

+ Academic Professionals are members of the academic staff whose positions meet specialized
adrministrative, professional, or technical needs

By State law, Acaderic Professional positions must be individually exernpted from Civil Service
status by the State Universities Civil Service System (SUCSS). Types of positions exempted
frarn the Civil Serice Systems are described in Section 36e of the State Universities Civil Service
Systemn Statute (Acrobat format).

Academic Professionals are not faculty positions and have titles different from those faculty titles
recognized in the University of llinois Statutes.

Exermnption from the State Universities Civil Systern does not automatically exernpt the employee
from the Fair Labor Standards Act. To ensure the employee meets the minimurm salary
requirernent for FLSA exernption, use the Acadernic/Staff Weekly Salary Calculatar.

Next Steps

This online application is designed to lead you through submitting a PAPE form electronically. The next
page will describe procedures for establishing a new or revised Acaderic Professional position. Press
the "Continue” button below to proceed to the next page.
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For information on the categories of

st @
Academic Professional position @ : i
exemptions, click the category links:

Admin Transactions | Announcements |, Banner Resources i PoliciesiLabor 4 Separation | Training
e Standard Title Position DART T

e Primarily Teaching, Research, or

wewrormation  Establishing a New or Revised Position

Extension Position Emplovment
i . Center Departments complete a Principal Administrative Position Exemption (PAPE) form when:
e Other Academic Professional Labor
- o + Requesting a new Academic Professional position.
Posmons Policles o Refilling an existing Academic Professional position that has significant revisions to the title,
APPLICATIONS duties, gualifications, or arganizational relationship
AVSL
Create NH/ There are three different categories of Academic Professional exemptions. All require a PAPE farm to

Change Empl be completed

Group Logon

1. Standard Title Position

Dept Profil " - . .
SELELARE 2. Primarily Teaching, Research, or Extension Position

ER Card 3. Other Academic Professional Positions
. . . . Job )
For |nf0rmat|0n on the Crlterla the The infogg de on the PAPE form should describe the position and convey how it meets

pOSition must meet for eXemption, - one of { wernption. The position may be appraved for exemption under one of the three

catego e
H H H H Caleulat

click the four criteria link. ——
PAPE The Human Resources office will review the PAPE to determine if the position meets the exemption
Reclass requirements. In some cases, the Human Resources office will approve the exemption reguest; in others

) the request must be forwarded o the Associate Vice President for &dministration and Human
Betrieve CS Resources and the Vice President for Business and Finance, and then to State Universities Civil Serice
H H : Resume System.

To continue completing the online Somrch

PAPE, click the Continue button. Avplicant
Database
Search HH
Status

Training

Enter the Campus and

o
Organization Code of the employee @ “‘J .
for whom you are requesting the

. Admin Tr. i Banner Resources | Policies/Labor |/ Separation |/ Training
position. DART
Home >

Select the HR Campus location
where the position is located.

©

ndex

wrmrormaTion  Principal Administration Position Exemption (PAPE) Login

Emplovment Pa ge
Center

CIICk the Contl nue button. Labor Flease enter the campus and organization codes of the employes for which you are reguesting the
Policies position. You will also need to select the HR campus for the position

NOTE: Click the APPLICATIONS
. . Mext, click on the Continue button found at the bottorn of the page. You may exit out of the Principal
Creating/Updating AvsL

Administration Position Exernption application at any time by clicking on the Exit button.
Academic Professional emetw Notes Uni —
iy . . Lhanae Empl te: t tt 1 t t it
Position Checklist link for Group Logon S Pl Eea e e P o o
information on COmpleting Dept Profile an Academic Professional position

the necessary Banner forms ER Card

to establish the AP position. T T PAPE Login

Campus - Organization Code:

) Select the HR campus: Select One v
Retrieve CS

Search

Applicant 7 — 1l F e
Database Continue

Search NH
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Complete the required fields, marked
with a red asterisk (*), to create the
PAPE. For tips on completing the
form, click the Instructions link.

e PAPE Number — enter if you are
changing an approved PAPE.
Otherwise, leave blank.

e Position Class Code — Banner
P-class code for this position.

e Title of Position — name of the
position.

e Primary Function of Position —

description of the main function
of the position.
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Principal Administrative Position Exemption - Initiator's
Screen

This farm is used to request to establish an Academic Professional position. At the end of this farm you
will have the option of forwarding the request to someone else for review or directly to Hurnan
Resources

What You Need To Know

Enter inforrmation into the form by clicking in the box and typing data or by selecting the appropriate
button or box. All questions denoted with a * must be completed before your form can be processed

After clicking the "Submit” button to complete the processing of your form, you must wait for a
confirmation screen to appear. (This may take 10-20 seconds.) Closing your web browser or clicking on
the "Exit" button before the confirmation screen appears will cancel the processing of your form.

Please cons
questions re S process, please contact your Human Resources office. You ray exit out
of the Principal Administrative Position Exemption application at any time by clicking on the exit button.

oy
=5 @
Home Index

Admin Transactions |/ Banner Resources JENEEEIELLIE  Separation |/ Training

assistance in completing the form. For additional assistance or

College/Department Information
Code: Name:
9 - 904000 Assoc VP Human Resources

PAPE Number:

‘Position Class Code:

RQLHF

‘Title of Position;

Position Title

* Primary Function of Position:

Duties for this position include:

1) Test 1
2) Test 2
3 Test 3
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Chain of Command - list of the
organizational relationships to
this position, beginning with the
highest level.

Request for Exemption under
Criterion — exemption criterion
for this position. For an
explanation of the criterion, click
the Criterion link.

Description of Responsibilities
— description of the job duties for
this position that illustrate and
support the Exemption Criterion
selected above.

Proposed Salary or Salary
Range — salary or salary range
you expect to pay for this
position.

Minimum Education and Work
Experience — minimum
education, experience, skills,
knowledge, certifications, and/or
licenses required for the position

*Using the boxes below, illustrate the chain of command from vice -presidential or vice-
chancellor level down to all those reporting directly to the position in question. {You must
enter at least one level.)

ice-President

Dean

Departrnent Head

‘Request for Exemption un(l

Oa OB ®@c OD

‘In the space helow, provide a description of the position which fully illustrates and
describes how the duties and responsibilities assigned meet the exemption checked
above.

List the responsibilities of the position to
support the exemption selected shove.

*Proposed salary or salary range for position:

§ |30000-40000

‘Minimum education and work experience(including years) te qualify for position (include
information relative to required specialized intellectual study if required):

Bachelor Degree
Fiwve wears experience
Experience with datshases
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e PAPE Destination — indicate
where you want to forward the
PAPE. You can forward it to
someone for review or send it
directly to the HR office.

Click the Submit button.

A dialog box appears to confirm your
submission.

Click the OK button to continue.

Click the Cancel button to return to
the PAPE form.

e e e e e e A A A S o e = o o Aot

Initiator's Instructions

You mmay send this Principal Administrative Position Exernption form to someone else for review or
you may forward it directly to the Human Resources office.

Forward to Reviewern:

A reviewer can view and edit the form. A reviewer can also forward the PAPE to another person or to
Hurnan Resources.

1. Select the radio button Forward for Review.

2. Type inthe box beside the button the cormplete email address of the person to whom you are
sending the PAPE.

3. Press the Submit button to send.

4. Wait for the confirmation screen to appear. YWhen the screen appears, an email message will
be sent to the reviewer you have designated and also to you. The message will contain the
URL or web address the reviewer needs to use to refrieve the PAPE.

Forward to Human Rescurces:
1. Select the radio button Send to HR.
2. Press the Submit button to send.

3. Wait for the confirmation screen to appear. When the screen appears, an email message
containing the PAPE information will be sent to the appropriate HR office

‘PAPE Destination

& Forward for Review |jsmith1@uillingis.edu

O Sendto HR

Microsoft Internet Explorer.

<2 Make sure you waik for the confirmation screen ko appear, This may take 10 - 20 seconds, Press the OK button to
‘-‘\/ continue, The Cancel button will stop the submission process,

Ok ] [ Cancel
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A confirmation page, similar to the
one on the right, appears after you @ Home
submit the PAPE.

Admin Tr: i Banner Resources ; PoliciesLabor ; Training
If you indicated that you wanted to DART Home >

@

forward this PAPE for review, an I o cioal Administrative Position E i Confirmati
a0 rmncipa ministrative Fosition Exemptuon - Confirmation
email is sent to the person Emplovment Screeﬂ P
designated as the reviewer. HR Forms
Labor The following infarmation has been sent to jsmith1@uillinois. edu for review.
If you In,dlcatEd that you WantEd to Aﬁno"s Once initiated, this PAPE will be available for only 10 days.Press the Exit button to return to the
send this PAPE directly to HR, an e main DART page.
-y os B i= rofile
email is sent to the appropriate HR R Card
Ofﬁce for processing_ Job Postings Department Name: Assoc WP Human Resources
T Department Code: 904000

Click the Exit button to exit the Access
application. tioa

PAPE

PAPE Number:

Reclass

Position Class Code:
Retrieve CS

Resume RALHF

Search ., "
Applicant Title of Position:

Database Position Title
Training

DART Trainin Primary Function of Position:

Duties for this position include: 1) Test 12) Test 2 3) Test 3

Contacts
HRForns Chain of command from vice-presidential or vice-chancellor level down to all those reporting
Human directly to the position in question.
Resources . )
1. Wice-President
Chicagoe 2 Dean
Springfield 3. Department Head
Urbana 4
— 4.
HESSIE B
EEQ
Leave DART
Request for Exemption under Criterion:
Criteria - C
Description of the position which fully illustrates and describes how the duties and
responsibilities assigned meet the exemption checked above,
List the responsibilities of the position to support the exemption
selected above.
Proposed salary or salary range for position:
$30000-40000
Minimum education and work experience(including years) to qualify for pesition {include
infermation relative to required specialized intellectual study if required):
Bachelor Degree Five years experience Experience with databases
Date: Wed Moy 16 15:54:24 2005
ﬁ
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Reviewing a PAPE

If you indicated that you wanted to
forward this PAPE for review, an
email is sent to the person
designated as the reviewer.

The reviewer receives an email

‘PAPE Destination

l@ Forward for Review |jsmith1@uillinois. edu l
) Send to HR

B DART: PAPE Review - Message (HTML)

Sim”ar tO the one on the I’Ight i Fle Edit Wew Insert Format  Tools  Actions  Help
{ ZiaReply | (S8 Reply to All | (53 Forward | (S = [ <A | ¥ [ [0 X | & -+ - A | @ !
The reviewer has 10 days to click the |: A JAlB LU IE=E=
web link provided in the email and From: e, s Sent: Mon 11]21/2005 4:01 FM
review the PAPE. After reviewing the L —
PAPE, the reviewer can select to Subject;  DART: PAPE Reviem
1 -

Send the PAPE tO HR for proceSSIng' A PAPE has been submitted to you for your review.

Once initisted, this PAPE will be svailsble for anly 10 days,

Use the following web sddress to retrieve the PAPE for review, Some email programs will allaw you to click on the address

and sutornatically retrieve the PAPE, If your email program does not have thiz feature then you will need to manually type

the web address into vour web browser to access the PAPE, Please note that the PAPE web address does not contain spaces,

https://hrnetptest uihr.uillinois. edu/dart-off admin/ER Cardy erview. ofm?

CARD=ercard. 3904000, uivctkerber. 1130342007 formURL=04% 2026 %202005% 204 :53PM

HAHRE AR RE BB AR AR

#

# PAPE initiated by:

#

# Anthony S

#

# Office Of Human Reso

# 616 E Green S5t

# UIUC Carpus Mail IL, M/C 268

#

#(217) 2656368

#

# Emnail - rber@uiuc adu

# w
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