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County of San Bernardino

DEPARTMENT ID REQUEST


The Department ID Request is used to add a new department ID or make a change to a department ID within an organization/group in the EMACS system.

FORMS REQUIRED
MANDATORY FIELDS

Department ID Request (
Contact Name; Department; Telephone;


New or Amend box; Dept ID; Description; Short; Company

General Information

A new or amended department ID may be requested for reporting or funding purposes.

The authorized department representative will determine placement of the new or amended department ID on the Tree Manager located under People Tools within EMACS.

If the placement is not specified, each department will be treated as a new/separate branch.

Definitions

DEPT ID – 5-character numeric Batch ID identifying the actual location of the position

DESCRIPTION – Up to 30 alpha characters to identify the department

SHORT – Up to 10 alpha characters to identify the department

COMPANY – 3-character alpha/numeric identifier required for tax purposes

TLR – Check box if the requested department ID will use Time and Labor Reports (TLR)

Refer to department guidelines for individual procedures

PAYROLL SPECIALIST RESPONSIBILITIES

· Ensure most current form is submitted
· Audit for completeness

· Sign and date

· Retain copy for department file

· Forward original to EMACS-HR/Position Control 

· Verify that EMACS has been updated to reflect the requested action
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