ICHIGAN STATE | College of Agriculture
UNIVERSTITY | andNatural Resources

Initiating HR Actions

Prepared by Renee Gagnier, Director
College of Agriculture and Natural
Resources

Human Resources



Initiating HR actions in the EBS
HR/Payroll system

» Most HR actions are initiated in SAP, the HR/Payroll system at MSU.

» The “unit administrator” security role for the employee type (FAS, SS,
TOC, etc) must be granted prior to being able to submit actions.

» Contact the security administrator in your MAU if you do not have the
unit administrator role and think you should.

» Most HR actions are initiated through the HR/Payroll Forms & Cost
Distributions tile in the Actions section of the EBS portal. Choose the
action from the drop-down menu.

Actions

HR/Payroll Forms &
Cost Redistributions

Change a Student Assignment to Temporary or On-Call
Display/Change an Employee's Cost Distribution
Display/Change an Employee’s Pay Rate or Salary
Process a Leave of Absence or Leave Return
&q Terminate Employment

Process an AY Summer Appt for Faculty or Acad. Staff
Reclassify a Support Staff Employee

Additional Payment Form
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