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INTRODUCTION

The Banner system is a web-based, administrative software application developed by Ellucian. This system provides Delta State University with
online administrative functionality. This feature enables authorized users to complete Personal actions via the web (Employee Self Service) for
authoring that action. The Human Resources system is a complete employee information and management system within the integrated Banner
product.

The Electronic Personnel Action Form (EPAF) function of Banner allows the University to process paperless personnel actions. EPAFs are
simple, concise, and allow many values or data elements to default into the document without manual data entry. The forms enable the University
to achieve our goal to process personnel actions rapidly, through an electronic approval process, providing an audit trail of all
approval/disapproval history.

This reference guide provides step-by-step instructions for using the EPAF functionality in Employee Services. It is required that departmental
users complete the EPAF training session with a level of competence in order to gain access to the EPAF functionality.

For questions about EPAF processing, please call x4035 for assistance.
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EPAF ORIGINATORS

The EPAF process begins with a change or update for an employee’s record and/or job. In order to update the system with the
new information, an EPAF must be initiated in Employee Self Service. This section provides the originator with information about
accessing EPAFs in Employee Self Service, tracking EPAFs, and deleting transactions that have been started but no longer need to
be processed.

Accessing EPAF menu in DSU Online Services

To access the EPAF menu, you must have authorization to initiate and/or approve in DSU Online Services. Once you have the
appropriate authorizations, you will need to log on to DSU Online Services.

Accessing Employee Self Service through DSU Online Services
Employee Self Service can be accessed through the DSU website:

Open your internet browser on your computer.
Click on myDSU.
Click on Login under DSU online services.

el N

Click on Login again to gain access to Employee Self Services.

Jiew Favorites Tools Help

DELTA STATE + QUICKLINKS ﬁ Library 2] Directory (22 A-Z Index Contact Us
UNIVERSITY a
ABOUT ACADEMICS ADMISSIONS STUDENT LIFE ATHLETICS ALUMNI & FRIENDS ( myDSU )
TALS .
' : skl ~C
DSUOnline %3 !
B Login More Info Login n More Info

DSU Online is a convghient way to take care of business online for
aculty, Staff, anggudents. Within DSU Online students can register for
claSeew==ire®x grades, view unofficial transcripts, pay for tuition, and
more. Faculty members can advise students, post grades, view advisees
transcripts and more. Students can use these links to access the
Student Handbook and to access all policies, including grievance
procedures, grading, and refund policies, in the University Policy
Manual.

File Edit View Favorites Tools Help

DS(U_iSOnligge services

( ate Admission

Apply for Undergraduate Admissions
General Financial Aid
Searchable Class Schedule
Complete Class Schedule
Course Catalog
Alumni and Friends

RELEASE: 86.1

Canvas is the University’s new learning management system (LMS). All
online courses and content will be delivered from Canvas beginning June
2013 For additional resources and assistance with Canvas please visit
more information.
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5. Enter your 900# and password.

DSU Onlinesorvices
HELP EXIT
* Please enter your User Identification Number (ID) and your Password. When finished, select Login

To protect your privacy, please Exit and close your browser when you are finished.

Note: If you have forgotten your password, enter your User ID(UID), then click "Forgot Password?"

[T
EEEN

Login |  Forgot PIN?

RELEASE: 8.6.1

6. Click on Employee Services.

Personal Information Alumni and Friends Student and Financial Aid Employee Services

Search Go
SITE MAP | HELP | EXIT

Welcome, Lisa W. Giger, to the WWW Information System! Last web access on Oct 14, 2014 at 10:37 am

ces & Financial Aid
Apply for Admission, Register, VI8
U Employee Services

View your Benefits and Deductions,
W

=T

iour academic records and Financial Aid, Pay on Account, Apply for Graduation

fix Information, Job Summary, and Payroll Information

ation

View or update your address(es), phone number(s), e-mail address(es), emergency contact information, & marital status: View name change & social security number change information; Change your PIN:
Customize your directory profile

Alumni Services
View or update interests and activities; Find a classmate; Become a volunteer; Update your personal information; Review your pledge history or make a pledge; Customize your directory profile

Return to Homepage

7. Click on Electronic Personnel Action Forms

& Employee Services

ime Sheet
Electronic Personnel Action Forms

Benefits and Deductions
ement, health, flexible

Pay Information
Direct deposit allocation, earnings and deductions history, or pay stubs.

Tax Forms
W4 information, W2 Form or T4 Form

Jobs Summary
Leave Balances
RELEASE: 8.10.1

#10. miscellaneous, beneficiary, open enrollment, Benefit Statement.

8. Click on New EPAF

DSB,Q""LEQSQTVICB§

Search
RETURN TO EMPLOYEE MENU SITE MAP HELP EXIT

Electronic Personnel Action Form

EPAF Approver Summary
EPAF Originator Summary
New EPAF
EPAF Proxy Records
Act as a Proxy
RELEASE: 8.9
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How to Search for a Person

Once you are logged into Employee Services and navigated to select the link to enter a new EPAF you will see the following web
page. In this section you will learn to search for the person you want to conduct a transaction on.

When you do not know the 900 number you can search for it by pressing the magnifying glass icon next to the ID field.

DSU on"l‘lﬂsorwcc_s,.
~=PETOATOTTNOM AOTTAT M PHETIS: STOGENT APy AT
Search Go

RETURN TO EMPLOYEE MENU SITE MAP HELP EXIT

New EPAF Person Selection

“ Enter an 1D, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

* - indicates a required fiesd

Click on the magnifying glass to
L I # “—————> | search employee by name

I - - -

Go
EPAF Onginator Summary
Return to EPAF Menu
RELEASE: 89

Person Search

¥ Check the box to limit the search to an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the SSN/SIN/TIN. Select Go. A percent sign may be used as a
wildcard.

Search Criteria

Employee: |

=il |

=
Or

e
or

ssuswTN:
S -

Once you have pressed the magnifying glass icon you will land at the above form. Notice that you can search in 3 different ways for
the employee’s record that you will want to perform changes to. You can search by “Name”, “900 number”, or “Social Security
Number”. After the search information has been entered, CLICK “Go”.
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To search by using the name you can enter it in the fields provided then press the ﬂ button. If you do not know the full name or
don’t know the proper spelling you can search by using a partial portion of their name. See the example below for how to enter a
search using the % wild card search symbol. Click on “Go”.

If the action is for an existing employee, click the “Employee” box to limit the search.

Person Search

7 Check the box to limit the search to an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the SSN/SIN/TIN. Select Go. A percent sign may be used as a
wildcard

Search Criteria

Employes: |
[ =R
EE=

Or

Person Search Results
P To choose a person, select a link under ID.
FAF arch

Biturn to EPAF Menu

Jumg to Batiany ~

0044575 .
[ a0008804 | Pagan Juan Domingo

90011319§ | Pagan Derick Sean

00080870 |\ Pagan Joseph
900453259 | Raganeli Brenda

500441794 | Paani John [}

Ds(g,qnl‘mgig@.e;s
—<Personatinformatior

Search Go
RETURN TO EMPLOYEE MENU SITE MAP HELP EXIT

New EPAF Person Selection

7 Enter an ID, select the link to sedrch for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.

(00044576 |[Muriel D Pagan ¥ Q
1 Not Selected E|

EPAF Originator Summary

Return to EPAF Menu
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Now that you have searched and found the person you are performing a transaction on, select the EPAF that represents the
personnel action you want to execute from the Approval Category drop down menu. Click on “Go”.

Note: If the employee cannot be found you will not be able to perform any transaction at this time.

DSUth’nQ services, Not Selected

Pl ddaeeen Overload Spring - Current Faculty/Staff, OVERSP
Overload - Continuing Education Non Credit, CONTOL

Search [Adjuncl Rehire, AJREHI

Adjunct Rehire Non Credit Continuing Education, AJRECE EEMENU SITEMAP HELP EXIT
Adjunct New Hire, AINEWH

¢ Adjunct New Hire Continuing Education, AINEWC
New EPAF Person § Update Labor Distribution - Academic Affairs, LABOR

After identifying an employee, click

Update Labor Distribution - Non Academic Affairs, LABOR1 the Approval Category drop down
7 Enter an ID, select the link Employee (St_afffl_-lourly) Termination from DSU, EMTERM ect the Appl menu to select the EPAF that

Faculty Term_mahon from DSU, FATERM . represents the desired personnel
+ - indicates a required field. Salary and Title Change - Staff (Current Position), SALCHS . ded

Salary and Title Change - Hourly (Current Position), SALCHH action needed.

-|900044575 NMumeI New Employee Biographical and Permanent Address, AEMBIO
One Time Pay (Qverload Faculty/Staff), 1PAYOL

Campus Address Add/Change - Faculty, CAADCH

Campus Address Add/Change - Staff, CAADST

Go

EPAF Approver Summary | EPAF Originator Summary

Return to EPAF Menu
Dsu,oll”-ﬂﬂssrwcs_s,
- - _dilf
m S
Search

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

New EPAF Person Selection

"2 Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go

% - indicates a required field.

(00044575 | [iuriel D. Pagan & Q

10/16/2014

One Time Pay (Overload Faculty/Staff), 1PAYOL E

Go

LII

/A There are no active jobs based on the Query Date.

All Jobs

EPAF Approver Summary | EPAF Originator Summary

Return to EPAF Menu
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Selecting the Applicable Approval Category

Once you have selected a valid employee you need to select the correct processing approval category to apply. Here is a definition

of all currently used EPAF at DSU.

#

CoDE

D00001

DSU EPAFS

EPAF APPROVAL CATEGORY

Overload Pay

DESCRIPTION
To pay a current DSU faculty/staff overload
for teaching assignment during the fall and
spring semesters — For Credit Courses only.

CONTACT

Human Resources

D00002

Overload Pay - Continuing Education

To pay a current DSU faculty/staff overload
for teaching assignment during the fall and
spring semesters — Courses taught through
Continuing Education.

Human Resources

D00003

Adjunct Faculty Re-Appointment

To rehire an adjunct who has taught at DSU
— For Credit Courses only.

Human Resources

D00004

Adjunct Faculty Re-Appointment — Continuing Education

To rehire an adjunct who has taught at DSU
— Courses taught through Continuing
Education.

Human Resources

D00040

Summer School Overload

To pay a current DSU faculty/staff overload
for teaching assignment during the Summer
School sessions — For Credit Courses only.

Human Resources

D00041

Summer School Overload — Continuing Education

To pay a current DSU faculty/staff overload
for teaching assignment during the summer
school sessions — Courses taught through
Continuing Education.

Human Resources

D00042

Summer School Adjunct Re-Appointment

To rehire an adjunct who has taught at DSU
— For Credit Courses for summer school
only.

Human Resources

D00043

Summer School Adjunct Re-Appointment — Continuing
Education

To rehire an adjunct who has taught at DSU
— Courses taught through Continuing
Education for summer school only.

Human Resources

D00044

Summer School Overload — Courses Taught During Over
Sessions

To pay a current DSU faculty/staff overload
for teaching assignment over BOTH summer
school sessions — For Credit Courses only.

Human Resources

10

D00045

Summer School Overload — Continuing Education — Courses
Over During Both Sessions

To pay a current DSU faculty/staff overload
for teaching assignment during the summer
school sessions — Courses taught through
Continuing Education over BOTH summer
school sessions.

Human Resources

1"

D00046

Summer School Adjunct Re-Appointment — Courses Taught
Over Both Sessions

To rehire an adjunct who has taught at DSU
— For Credit Courses over BOTH summer
school sessions.

Human Resources

12

D00047

Summer School Adjunct Re-Appointment — Continuing
Education — Courses Taught Over Both Sessions

To rehire an adjunct who has taught at DSU
— Courses taught through Continuing
Education over BOTH summer school
sessions.

Human Resources

13

D00007

One Time Payment — Extra Services (Non Academic Affairs)

To pay an employee additional pay for extra
services performed outside their normal job
duties.

Human Resources

14

D00008

One Time Payment - Extra Services (Academic Affairs)

To pay an employee additional pay for extra
services performed outside their normal job
duties.

Human Resources

15

D00009

Termination from DSU (Academic Affairs)

To end the employment of an employee who
has resigned or been terminated.

Human Resources

16

D00010

Termination from DSU (Non Academic Affairs)

To end the employment of an employee who
has resigned or been terminated.

Human Resources
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To change the title and/or salary of a staff

17 D00011 Title and/or Salary Adjustment (Academic Affairs) member Human Resources

18 D00012 Title and/or Salary Adjustment (Non Academic Affairs) ;c;r(;hbaer:ge the title and/or salary of a staff Human Resources

19 D00013 Hourly Title and/or Rate Adjustment (Academic Affairs) To change the title and/or hourly rate of pay Human Resources
of an hourly employee.

20 D00014 Hourly Title and/or Rate Adjustment (Non Academic Affairs) To change the title and/or hourly rate of pay Human Resources
of an hourly employee.

21 D00015 Job Labor Distribution Change (Academic Affairs) To'change the fundy, org, ancj/ or account to Human Resources
which an employee’s salary is charged

22 D00016 Job Labor Distribution Change (Non Academic Affairs) To _change the fundy, o, an@/or account to Human Resources
which an employee’s salary is charged

23 D00022 Campus Address Change (Academic Affairs) 1;;{; 32%8 the campus address of an Human Resources

24 D00023 Campus Address Change (Non Academic Affairs) To change the campus address of an Human Resources

employee.
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How to Enter Routing Queue Manually

In this section you tell the system who will approve and apply the EPAF. To select a person click on the magnifying glass icon and select the
appropriate approving manager for your department that is authoring this transaction. If they do not appear on this list, please contact your HR
office for inclusion.

Some routing queues are pre-established and cannot be changed.

Charlotte Litton in Payroll is the only applier.

Routing Queue

90 - (HR) Human Resources v/ Q :LGfGER Lisa Weeks Giger Approve v
99 - (SUPER) Superuser v| & [cuimTon Charlotte M Lition Apply v
Not Selected v/ Q] | Not Selected v
Not Selected | Not Selected v
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How to Create a Default Routing Queue

The next section is setting up a default routing queue for your EPAFs. In this section you define/tell the system which personnel will approve
and apply each EPAF in advance.

Once the EPAF is selected for a transaction, the routing queue will automatically populate with the pre define selections. To setup the default
routing queue, click on the EPAF Originator Summary from the main EPAF Menu. Once at the summary page click on the Default Routing
Queue blue link at the center of the screen above the EPAF transactions listing.

DSU‘_ko"’l'ﬂe_sBrwca_s_
—PEBM smrtenaTrerds Stedenteradfina=siabife s

Search

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

Electronic Personnel Action Form

EPAF Originator Summary
Ao FPAF
EPAF Proxy Records
Act as a Proxy
RELEASE: 8.9

DSUFOnlin_e,samcas,
- 2 E S

Search

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

EPAF Originator Summary

Current History

7 Select the link under Name to access details of the transaction, or select the link under Transaction to update the transaction

-

©AF | Default Routing Queud | Sghbrch | Superuser or Filter Transactions

i
A

Return to EPAF Menu

DSU Onlineserices.

“Personainformatior ardrends: Stadentemd-Srancai-Ar: EmmloresSenr

Search

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

EPAF Default Routing Queue

"7 Select an Approval Category and Go. Once the page refreshes, select the Approval Level, User ID and action
[EEEERERR ot sovecte Go

Approval Queue

Not Selected E Q ‘ ‘ Not Selected El

Not Selected E Q [ [ Not Selected E|

Not Selected BR [ NotSelected  [~]

Not Selected E Q ‘ ‘ Not Selected E|
Save and Add New Rows

Once at the Default Routing Queue screen, click the drop down menu and choose an EPAF to predefine the Approval Queue.
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EPAF Default

"9 Select an Approval

Approval Queue

Routing Queue

I Category and Go. Once the page refreshes, select the Approval Level, User ID and acfion.
Not Selected
Overload Spring - Current Faculty/Staff, OVERSP

Overload - Continuing Education Non Credit, GONTOL
Adjunct Rehire, AJREHI

Adjunct Rehire Non Credit Continuing Education, AJRECE

Not Selected Adjunct New Hire, AINEWH | Not Selected E
Not Selected Adjunct New Hire Continuing Education, AINEWC | Not Selected E
Update Labor Distribution - Academic Affairs, LABOR
Not Selected Update Labor Distribution - Non Academic Affairs, LABOR1 I Not Selected E
Not Selected Employee Termination from DSU (StaffHourly), EMTERM [ Not Selected  [~]
Faculty Termination from DSU, FATERM
Salary and Title Change - Staff (Current Position), SALCHS

Save and Add New R

Salary and Title Change - Hourly (Current Position), SALCHH
New Employee Biographical and Permanent Address, AEMBIO
One Time Pay (Overload Faculty/Staff), 1PAYOL

Campus Address Add/Change - Faculty, CAADCH

Campus Address Add/Change - Staff, CAADST

Originator Summary

Teturn to EPAF Menu

=)

In the Approval Level column, click the drop down menu to choose the level and category for each approval need to process the action
completely.

Once you have identified the level and category of the Approval Level needed, click the magnifying class Q to select the corresponding
User Name for each approval level identified and the Required Action for each User Name.

NOTE: The system may mandate certain default approvers and appliers for all transactions, such as Human Resource Approver, Human

Resource Applier and Budget Approver. Default Routing Queues can also be created

EPAF Default Routing Queue

7 Select an Approval Category and Go. Once the page refreshes, select the Approval Level, User ID and action.

[Approval Category | [oTe TRt v] &l

Approval Queue

(fo-@HARyChar & [ (Ao v (O
| 15 - (DEAN) Dean v | | Approve ~ |0
|39 - (ACAFF1) Academic Affairs (Hayley) v | Q4 [HMURRELL |Haylsy Hendsrson Pinion | Approve v|0O
| 40 - (ACDAFF) Academic Affairs « | [cBALLARD [Cheryi M Batard | Approve ~| 0
(45 (PROVOS) Provost of Academic Affairs v | % [ANOVOBILSKI [ndrem John Novobiski | Approve ~| O
|50 - (HRFYI) HR FY1 | [SMPHILLIPS |Samartha Myers Phiips |Fv1 ~|0
| 65 - (BUDGET) Budget Office « | [crrice [Crystal § Price | Approve ~| 0
|70 - (PAYROL) Payrall FYI (Monthly) | [camTon [Chariote W Liton [ ~| O
| 75 - (HRDIR) Human Resource Director | [ieiGer Lisa Weeks Giger | Approve ~|0
[99 - (SUPER) Superuser v |Q|DLI1TON [Chariote W Liton | Apply ~ |0
[Not Selected v [ [NotSelected v |
[Not Selected v [ [NotSelected v |
[Not Selected MRy [ [NotSelected v |
[Not Selected MRy [ [NotSelected v |

Default Routing Queues can also be created in Banner using NTRROUT, selecting the EPAF type and entering the queue:

«ELECTRONIC APPROVAL ROUTING RULES

Level Code Level
CHAIR
DEAN
ACAFF1
ACDAFF
PROVOS
HRFYI
BUDGET
PAYROL
HRDIR
SUPER

18
39
40
45
50
65
70
[4]

nsert @ Delete T Copy

User ID User ID Name Required Action *
10 l:E| Approval
Approval
HMURRELL Ms Hayley Henderson Murrell Approval
CBALLARD Mrs Cheryl M Ballard Approval
AMNOVOBILSKI  Dr Andrew John Movobilski Approval
SMPHILLIPS Ms Samantha Myers Phillips Fyl
KDDAVIS Mr Kelvin Derrell Davis Approval
CLITTON Mrs Charlotte M Litton FYI
LGIGER Mrs Lisa Weeks Giger Approval
CLITTON Mrs Charlotte M Litton Apply

99

Rec
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How to Review the History of Originators Transactions and Their Statuses

From the first web page you enter you will see the links to navigate. Click on the link labeled “EPAF Originator Summary” — see sample below.

New EPAF Person Selection

¥ Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go

% - indicates a required field.

[ 4] | #a

C [upee g

EPAF Approver Summgfy | EPAF Originator Summary

Return to EPAF Menu

You may look at your EPAF by transaction status by clicking on the Originator Summary link. From this point you can see their status. You can
look at any of the details for any given employee in the list.

-

New EPAF | Default Routing Queue | Search | Superuser or Filter Transactions

Retumn to EPAF Menu

1-20f2
Jump to Bottom

EPAF Transactions

A
v

Donovan, Rylee C. 900114402| Update Labor Distribution - Academic Affairs Oct 01,2014 |Waiting Comments|
Assistant Professor of Art, 000003-00

Yarbrough, Teresa B. One Time Pay (Overload Faculty/Staff) Oct 01,2014 |Waiting Gomments|
Miscellaneous Position, 004031-00 85

1-20f2

Return to Top.
“*Comments Exist

New EPAF | Default Routing Queue | Search | Superuser or Filter Transactions

Return to EPAF Menu

If you click on the person’s name you will see the details entered. Note that you can void or delete this transaction. Delete will remove the process
from the system and will not be processed. If you void it, the transaction detail is kept but will not be processed.

If you need to update this transaction you can do so by clicking the “Update” button. Once you update the transaction you must save and Submit
again to process your changes. NOTE: this can be done until the transaction is approved. After that, only the approver can return the EPAF to you
for correction and then you can update and resubmit.
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EPAF Preview

' You are acfing as an Originator

S < Cassandra Donovan, 900114402 \ISEEREISHHRE 000003-00, Assistant Professor of Art
I8 DR O 0, 2014

[ o Last Paid Date

_ Update Labor Distribution - Academic Affairs, LABOR

Next @

Vod | Update | Add Comment

Labor Distribution - Update if Needed, 000003-00 Assistant Professor of Art

Effective Date: 10/01/2014

T
e e e e e T e e e

10 3006 61200 0101
100.00

New
-mmmm

10 0306 61200 0101
.00
Routing Queue
Human Resources, 90 Lisa Weeks Giger, LGIGER Approve In the Queue
Superuser, 99 Lisa Weeks Giger, LGIGER Apply In the Queue

Transaction History

Action [Date ___User Name __|

Created- Oct 06, 2014 Lisa Weeks Giger
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How to Process an Overload Pay and
Overload Pay (Continuing Education)
Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should be used to process an overload for current faculty/staff employees and for adjuncts, which already have an active job for the
semester. The steps below should be followed:

1. Enter the employee’s 900# or click on the Q magnifying glass to search for an employee’s 900#.
2. The query date will default to today’s date. Change the query date to:
o Fall Semester: ~ 09/01/2023 or 09/01/20__
o Spring Semester: 02/01/2024 or 02/01/20__
3. Select Overload Pay or Overload Pay (Continuing Education) from the drop down approval category box.

II' IMPORTANT !!!

MAKE SURE THE QUERY DATE IS SET TO THE DATE YOU WANT THE TRANSACTION TO TAKE PLACE. IF IT IS NOT SET
TO THE CORRECT DATE (LISTED ABOVE), IT WILL CAUSE AN ERROR AND YOU WILL HAVE TO RESTART THE EPAF.

PUonine-.

B 51041 1101101004 1310001 9104111 4100 16010 G100 (11141614107 W00 QU010 ) (CIERSTE AT

Search ﬂl

RETURN TO EMPLOYEE MENU SITE MAP HELP EXIT

New EPAF Person Selection

7 Enter an 1D, select the link to search for an 1D, or generate an ID. Enter the Query Date and select the Approval Category. Select Go

% - indicates a required field

- |900114402 ||Ry|ee Cassandra Donovan & a

After identifying an employee, click the

—_—
Approval Category drop down menu to select
Overload Pay, D00001 <=1 the EPAF for Overload Pay and/or Overload
Go Pay (Continuing Education — Non Credit).

Employee Job Assignments
Prnmary|000003 |00  |Assistant Professor of Art|0507, Teacher Education |Aug 15, 2013 Active

All Jobs

The Employee Job Assignments show all
active positions. By clicking the All Jobs
button, it will display all current and previous
jobs.

4.  Click on “Go” to begin the Overload Pay and/or Overload Pay (Continuing Education — Non Credit) EPAF.
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5. Enter the correct position numbers in the format indicated below and click on “GO”. If a position number has already been assigned to
the employee, select the radial dial at the end of the line and click on “GO”. It is very IMPORTANT to use the correct position. If the
incorrect position number is used, the EPAF will be returned to you for correction.

Position #:  Suffix #: | Description
000458 00 Overloads paid for credit hour courses.
004025 00 Overloads paid by other funds (not grants). The fund #s usually start with 108.
004030 00 Overloads paid by grant funding. The fund #s usually start with 3.
000478 00 Overloads paid by Continuing Education. The section numbers will start with a “c”.
Example: Section c21
Search &I RETURN TO EMPLOYEE MENU SITE MAP HELP EXIT
New EPAF Job Selection
7 Enter or search for a new position number and enter the suffix, or select the link under Title
X Ry 'ce Cassandra Donovan, 900114402
Query Date: Feb 01, 2015
eI e a8 Overload Pay, D00001
Overload/Add Job, OVERSP
(% New b’W 00 T Instructor / Gen Acad Instr{3001, General Instruction -
S -
Primary [000U98™==100 |Assistant Professor of Art 0507, Teacher Education |Aug 15, 2013| Active
All Jobs
Next Approval Type i]
6. View Employee Class:
o This section allows the originator to view the current employee’s employment information.
o  Employment Status must equal (A) — Active.
o Ifemployment status is listed something else other than Active, do not use this EPAF.
o Listed below are the definitions of the Employee Class Code
o These fields are not able to be changed.
Employee Class Description \ Employee Class Definition Payroll ID
F1, Faculty 9/12 Faculty employee employed for 9 months and paid over 12 months M1 payroll
F2, Faculty 9/9 Faculty employee employed for 9 months and paid over 9 months M2 payroll
F4, Faculty 12/12 Faculty employee employed for 12 months and paid over 12 months M1 payroll
S1, Full Time Staff Staff employee employed for 12 months and paid over 12 months M1 payroll
F3, Faculty PT <9 months Adjunct faculty Do not used this EPAF

* - indicates a required field.

View Employee Employment Class

fom o Vake ||

Employee Class Code: (Not Enterable) F1, Faculty 9/12
Employee Status: #(Not Enterable)  Active IA_
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7. Enter Overload Pay Information

Field Statement/Action Action/Example

Job Begin Date:

Job Personnel
Date:

Annual Salary:

If statement below says “Last Paid Date:"....then

Overload Spring 2015 - Current FT Faculty/Staff, 000458-00 Overload ENG 10{_Last Paid Date; May 31, 2014
tem CurrentVaivel |

Job Begin Date: MM/DD/YYYY

Leave field blank

If statement below says “PT Instructor/Gen Acad Instr”, ....then

Overload Spring 2015 - Current FT Faculty/Staff, 000458-00RJ Instructor / Gen Acad In

Job Begin Date: MMDD/YYYY

Field cannot be changed. Information is defaulted.

Total amount to be paid for course overloads

Enter:
(enter corresponding
year)

09/01/20__ for Fall
Semester

02/01/20__ for Spring
Semester

3000.00

Contract Type Field cannot be changed. Information is defaulted. ]

Payroll ID

Job Change
Reason

Payroll ID will default to M1. Field can be change. If the employee class under the “View Employee
Employment Class” is F1, F4, or S1....then

If the employee class under the “View Employee Employment Class” is F2....then ————

View Employee Employment Class

Current Value

Employee Status: x(Not Enterable)

A

Field cannot be chang