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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.

Bl R

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

Jiew Favorites Tools Help

DELTA STATE + QUICKLINKS [l Library 1] Directory (£ A-Z Index Contact Us
UNIVERSITY Search DSU ‘ n
ABOUT ACADEMICS ADMISSIONS STUDENT LIFE ATHLETICS ALUMNI & FRIENDS ( myDSU )
¥ I o R
' H ot ol ~AaNVvAac
23UOnline % canva

a 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
claSe=w=sive®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

DSI{sonlir;e senvices
L~

( ale 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.

6.

7.

8.

Enter your 900# and password.

HELP EXIT

* Please enter your User Identification Number (ID) and your Passwerd. When finished, select Login
To protect your privacy, please Exit and close your browser when you are finished

Note: If you have forgolten your password, enter your User ID{UIDY), then click “Forgol Password 7

Lol
L

Login Forgat PIN?

RELEASE: 8.6.1

Click on Employee Services.

DSLU Onlinesorvcos:
»:

Personal Information Alumni and Friends Student and Financial Ald Employes Senvices

Search Go .
:I SITE MAP | HELP | EXIT

Welcome, Lisa W. Giger, to the WWW Information System! Last web access on Ocl 14, 2014 al 10 35 am

es & Financial Aid

gour academic records and Financial Aid, Pay on Account, Apply for Graduabion

Information, Job Summary, and Payroll Information

ation

E View or update mnterests and actwbes; Find a clazsmate; Bacome a volunteer, Update your personal information; Review your pledge hestory or make a pledge; Customize your directory profile

RBetum to Homepage

Click on Electronic Personnel Action Forms

& Employee Services

ime Sheet
Electronic Personnel Action Forms
Benefits and Deductions

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

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

Click on New EPAF
DSU,Quligg services)

Search Go |
RETURN T EMPLOYEE MENU SITE MAP HELP EXIT

Electronic Personnel Action Form

EPAF over Summea
FPAF Criginator Summary
New EPAF
LPAF Proxy Records
Acl 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.

T IR AT T STET T T )

Search M

RETURN TO EMPLOYEE MENU  SITE MAP HELF EXIT

New EPAF Person Selection

¥ Enter an ID, 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 fiekd

Click on the magnifying glass to
[ | | #4—————> | search employee by name

Go
EPAF Onginator Summary
Return to EPAF Menu
RELEASE: 8.9

Person Search

# Check the box to limit the search to an Employee, Enter the Last Name and or First Name, or enter an 1D, or enter the SSN/SIN/TIN, Select Go. A percent sign may be used as a
wildcard

Search Criteria

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

¥ Check the box o limit the search to an Employee. Enter the Last Name and or First Name, or enter an 10, or enfer the SSNISINITIN. Select Go. A percent sign may be used as a
wikicard

Search Criterla
Employee: |
. -
Firsthame: |

Or
[

or

T
% [7]

Person Search Results

P To choose a person, select a link under ID.

FAF arch

Biturn to EPAF Menu

[ a000ostad
900113195 | Pagan Defick Sean

200080870 |\ Pagan Joseph
900453259 | Raganeli Bronda

00441794 P%@m John ]

1-6of6

rn fip T

DSU Online e ce:
——Eersoratinformatonr

Search Go
RETURN TO EMPLOYEE MENU SITE MAP HELP EXIT

New EPAF Person Selegtion

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.

Il s000s4576 | [Muriel D Pagan §Q

|Not Selected -]
<D

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.

DSU,O""’"QSENICE_S] Not Selected
L

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 |\Mume| 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,Onlingssmca_s,
L o
2 .
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

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

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

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

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

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

D00009

Termination from DSU (Academic Affairs)

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

Human Resources

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) L%rcnf;)aénrge the title andor salary of a staff Human Resources

19 D00013 Hourly Title and/or Rate Adjustment (Academic Affairs) To change the fitle 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 Ichange the fundy, org, and/or account to Human Resources
which an employee’s salary is charged

22 D00016 Job Labor Distribution Change (Non Academic Affairs) To lchange the fund‘, org, and/ or account o Human Resources
which an employee’s salary is charged

23 D00022 Campus Address Change (Academic Affairs) Z%;IT) ?/2%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 |LGIGER Lisa Weaks Giger Approve v
99 - (SUPER) Superuser | & [cLiTon [Charlotte M Lition Apply v
Not Selected oA [ Not Selected v
Not Selected v Q]

Mot 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,Onh'ne_samca__s,
F ~ F - .
Search

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

Electronic Personnel Action Form

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

DSUFOnIine,samcasJ -
>, 2 E _—

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

L

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

i
A

Return to EPAF Menu

Search | ] t_,ol

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

EPAF Default Routing Queue

? Select an Approval Category and Go. Once the page refreshes, select the Approval Level, User 1D and achon

I o s CHCY

Approval Queue
Not Selected =& [ Mot Selected |~
Not Selected - Q] [ Not Selected |+
Not Selecled =] [ Not Selected v
Not Selected [=] [ Not Selected [+

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 Routing Queue

¥ Select an Approval Category and Go. Once the page refreshes, select the Approval Level, User 1D and action

L

Owverload Spring - Current Faculty/Stall, CVERSP
Approval Queue Crverload - Continuing Education Non Credit, CONTOL

R - . A T R

Adjunct Rehire Non Credit Continuing Education, AJRECE '7
LRes e Adjunct New Hire, AJNEWH Mol Selected |~ |
Mot Selected Adunct New Hire Conbinuing Education, AJNEWC | Not Selected =
s alac Update Labor Distrbubion - Academic Aflairs, LABOR Salec
Nol Selecled * Mot Sedected =
o SECiEC Update Labor Distribution - Non Academic Affars, LABOR | S f—
Not Selected Employee Termination from DSU (StaffHourly), EMTERM [ Not Selected  |=

Faculty Termmnahon from DSU, FATERM

Save and Add New R Salary and I!lle Change - Stall {Current E'cseulmfa:, BALCHS
Salary and Titk: Change - Hourly (Current Posstion), SALCHH
New Employee Biographical and Permanent Address, AEMBIO
One Time Pay (Cverload Faculty/Staff), 1PAYOL
Campus Address Add/\Change - Facully, CAADCH
Campus Address Add/Change - Stall, CAADST

Ongnater Summary

rusturn in EPAF Many

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
User Name for each approval level identified and the Required Action for each User Name.

to select the corresponding

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

EPAF DEFAULT ROUTING QUEUE

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

Approval Category: [le=iRERE - PRI v _Go |

Approval Queue

approva Lovl Required Acton

[10- (CHAIR) Chair “] Q| Approve
[15 - (DEAN) Dean MY | Approve v
|40 - (ACDAFF) Academic Affairs ~| 9 [cBALLARD | Cheryl M Ballard Approve v

‘ 45 - (PROVOS) Provost of Academic Affairs

~|Q [cmcADAMS

|Charles Alan MoAdams

Approve ~

[50- (HRFYI) HR FYI |\ [sMPHILLIPS [samantha Myers Phillips FYl -
‘ 65 - (BUDGET) Budget Office ~ ‘ Q |DPRIGE |Gryslal 8 Price Approve ~
[70- (PAYROL) Payroll FYI (Monthly) | [cuiTTon [Charlofte M Litton FYI -
‘75 - (HRDIR) Human Resource Director - ‘ Q |LGIGER |u;a Weeks Giger Approve ~
|99 - (SUPER) Superuser ~] Q |cLrTon] | Gharlotte M Litton Apply -
[Not Selected MRy | NotSelected  ~
[Not Selecled ey | NotSelected  +
[Not Selecled Ry | NotSelected  +
[Not Selecled V] | NotSelected  ~
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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 B

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.

- o |
Waiting =

Naw EPAF | Dafauli Reuling Queus | Search | Suparuser or Fillar Transactions

Redurn fo EPAF Menu

1-Z2af2

Jump o Botiom

EPAF Transactions

Donguan, Rylee C G00114407 Update Labor Distribution - Academic Affairs Ocf 01,2014 [Waiting Comments|
Assistant Professor of Ar, 00000300 19

Yarbrowgh, Terass B One Time Pay (Overload FacullySist) Ocl 01,2014 [Wasbng Commients
Miscellaneous Position, 004031.00

1]

1-20f2
Relam o Togp
"Comments Exisl

New EPAF | Defauli Rouling Queus | Search | Superuser or Filler Transactions

Beturn 1o EFAF Meny

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 \ISEEREIEHHRE 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 e e 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:  09/01/2020 or 09/01/20
0 Spring Semester: 02/01/2021 or 02/01/20__
3. Select Overload Pay or Overload Pay (Continuing Education) from the drop down approval category box.

[T IMPORTANT I

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.

PUontne-.

MMMM

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

L
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
Pnmary|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

DSU Onlineservicos.
Search G
eare ﬂ RETURN TO EMPLOYEE MENL! SITE MAP HELP EXIT
New EPAF Job Selection

? Enter or search for a new position nurnber and enler the suffix, or select the link under Tille

_ Rylee Cassandra Donovan, 500114402

(Query Date: Feb 01, 2015

[Approval Category: LU EL RSN

Overload/Add Job, OVERSP

New fobloooass  [oo T Instructor / Gen Acad Instr{3001, General Instruction
9
Z
Prmary 00 00 |Assistant Professor of Al 507, Teacher Education [Aug 15, 2013 Active
All Jobs
Next Approval T'Epﬂ Go

6. View Employee Class:
O This section allows the originator to view the current employee’s employment information.

0 Employment Status must equal (A) — Active.
o If employment status is listed something else other than Active, do not use this EPAF.
0 Listed below are the definitions of the Employee Class Code
0 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 oo 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: | If statement below says “Last Paid Date:"....then Leave field blank
Overload Spring 2015 - Current FT Faculty/Staff, 000458-00 Overload ENG 1ay 31,2014
fem Cureent Vaivel |
Job Begin Date: MM/DD/YYYY
If statement below says “PT Instructor/Gen Acad Instr”, ....then Enter:
(enter corresponding
Overload Spring 2015 - Current FT Faculty/Staff, 000458-00RT Instructor / Gen Acad Inst year)
ourentvael ] 09/01/20_ for Fall
Job Begin Date: MMIDDYYYY Semester
02/01/20__ for Spring
Semester
Job Personnel Field cannot be changed. Information is defaulted.
Date:

Annual Salary: Total amount to be paid for course overloads 3000.00

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

Payroll ID Payroll ID will default to M1. Field can be change. If the employee class under the “View Employee Payroll ID M1 should

Employment Class”is F1, F4, or S1....then remain defaulted.

If the employee class under the “View Employee Employment Class” is F2....then ———————= | Use the drop down box
to change to M2.

View Employee Employment Class

Current Value
Employee Class Code: (Mot Enteralle
Employee Status: &(Not Enterable)

[

Job Change
Reason

Job Status Field cannot be changed. Information is defaulted.

Field cannot be changed. Information is defaulted.
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Overload Spring 2015 - Current FT Faculty/Staff, 000458-00 PT Instructor / Gen Acad Instr

em ______________ [CumenlVabe| |

Job Begin Date: MM/DD/YYYY [

Jobs Effective Date: MM/DDIYYYY (Mot Enterable) |02-‘D1-'2015

Personnel Date: MM/DD/YYYY (Mot Enterable) W

Title: 4 [overload

Annual Salary: 4 [

FIE: « |—

Contract Type: (Not Enterable) lo_

Employee Class Code: (Not Enterable) [F3

Payroll Id: 4 M1, Monthly -

Leave Rept Pay ID. M1, Monthly > View Employee Employment Class

Job Change Reason: (Not Enterable) ’W

Step: (Mot Enterable) o : current Value

Job Status: (Not Enterable) IA_ Employee Class Code: (Mot Enterabl W
Employee Status: 4(Not Enterable) At "‘\_

8. Update Factor, Pays, and Hours

Field Statement/Action Action/Example
Job Begin Date: Field cannot be changed. Information is defaulted. None
Factor: Field cannot be changed. Information is defaulted. None
Pays: Field cannot be changed. Information is defaulted. None
Hours per Pay: Field cannot be changed. Information is defaulted. None

Update Factors, Pays, and Hours, 000458-00 Overload ENG 101, Last Paid Date: May 31, 2014

em _________ [CoentValel |

Jobs Effective Date: MMDDIYYYY(Not Enterable) 020172015

Factor: (Not Enterable) [+ No Action Needed

Pays: (Mot Enterable) ’4—

Hours per Pay: (Not Enterable) [

9. Terminate Employee Job

Field Statement/Action Action/Example
Job Begin Date: Field cannot be changed. Information is defaulted. None
Factor: Field cannot be changed. Information is defaulted. None
Pays: Field cannot be changed. Information is defaulted. None
Hours per Pay: Field cannot be changed. Information is defaulted. None
Terminate Employee Job, 000458-00 Overload ENG 101, Last Paid Date: May 31, 2014

em  [CumentValuel |

Jobs Effective Date: MM/IDD/YYYY 4(Not Enterable) [os312016 .

Job Status: (Not Enterable) i No Action Needed

Job Change Reason: (Mot Enterable) [JBEND
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10. Labor Distribution — Update if Needed

0 Inthe "CURRENT" section — the current labor codes and the effective date of the last change will default into the form.

0 Inthe "NEW" section — add new rows or make changes to the existing rows.

0 Changes to the accounting information will be LIMITED. The correct accounting information should default in the field
according to the position number being used.

0 The fund, organization, account, and program codes will NOT need to be change unless payment is being charged by grant or
other funds.

0 EFFECTIVE DATE: The effective date should equal either; 09/01/20 _ (Fall) or 02/01/20__ (Spring) depending on the
semester.

0 Apply the appropriate changes to the field if necessary.

eps to change Labor Distributions

1. Change the percentage in the “New” Section to 0.00 and click on “Save and Add New Rows”. See sample below.

Labor Distribution - Update if Needed, 000458-00 Overload ENG 101, Last Paid Date: May 31, 2014

The effective date will default to the query date or today’s
Cthuolly e Mate 10 (R0 date. This needs to be change to the following:
-MMMM g g
10 3001 61200 0101
10000 Fall Semester: 09/01/20
Spring Semester: 02/01/20__
New ]

Q[ /[ Q[ Q[ Q]
o s I
Q[ [ Q[ Q[ Q]
Q| Qf Qf Q] |

Change this percentage to 0.00 and click
on Save and Add New Rows.

COA|index Fund |Organization| Account |Program |Activity |
Qi Q[0 Q. [3001 Q20 ot Q

Q

Qaf

Q|

QJ

Location |Projest | Cost | Percent| Encumbrance Override End Daté
|

|

|

|

|
Total

v Defaulting valye#€for Labor Distribution froMNpe Job records
Delauﬂfromlnw

E

fiective Date: 02/01/2015

(COAlindex!F undlOrganizationlAccountlProgram{ActivitylLocation Project{CostfPercentlEncumbrance Override End Date}

=
=

i

lo2i0172015

: Q, [3001 Az X foros
Q| Q| Qf Qf Qf Qf I | [ |
QU Qf af af af Qf ‘ | | | |
Q| Qf af Qf Qf Qf | | | |
ar Q] Q Q Q] Q] i | |
|

Deefault from Index Save and Add New Rows
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2. Enter the new accounting information. The following must be entered for each line.

COA =enter 1.

Fund No.

Organization No.

Account No. = 61200

Percentage = totals must equal 100%. See sample below

T 20 T o

Click to “Save and Add New Rows”

fective Date: 0R/01/2015

pew |

Qf Qi Q, o Qo Qo Q [ oo

af Qfe QUmer Dpme Qpwr Q[ T [T=wl

ar—r QpEm AF  QFE A Al = e ~— [
a——a—a - o
ar Q—aj -ar -ar ar -

Q q o qQ Q q | |

ar ar a -ar -ar -ar r |

¥
£
i
£
2‘_
i

Enter COA, Fund #, Org#, and
Account# and percentage.
Be sure percentages = 100%.

3. Click on the box under the “Remove” Column to remove the old accounting information. The percentage should be set 0.00%.

4. Click on Save and Add New Rows. The old accounting information should be removed.

[=]
13
=
=
2

m

fiective Date: 02/01/2015

(COAlindex{Fund|Organization|AccountlProgramlActivity|Location[Project{GostlPercent{Encumbrance Override End Datel

S S P P 5P P 5
T : | JE— -

0101 [
Ah | Qo Q [ao1 Qo Lo Q [ [ [ a000]
Q| Qlaozsr X faont Qo Ko Q [ [ [ 00|
ar—| a aJ Q| a a | | | |
arf Qf af af a a [ [ [ [
ar—| Q| Q| Q| Q| % | | | |
QT Qf Qf Q Qf a | | | |

“ 100 00

Detault from Index. | Save and Add New Rows |

Click the remove button on
the line that has 0.00%
entered. Then click on “Save
and Add New Rows.
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Update Labor Distributions, 000458-00 PT Instructor / Gen Acad Instr

Effective Date: 02/01/2015

(COAlindex{FundlOrganization{AccountlProgram{ActivitylLocation{ProjectiCostlPercentlEncumbrance Override End Date

QL | Qo Q [am QAo Kforor Q] [ [ | [ a000
Q[ Aoz Xfaom Ao KXo Q] I [ I [ 7000
ar | Q a QJ Q| Q | | | |
Q| af Qf Q| Q Qf [ I | |
Q| Q Q| a Ql Q | . | |
Q| af Qf Q Qf Q [ i | |

Default from Index | - Save and Add New Rows !

11. Routing Queue
o Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
0 For Overloads, all EPAFs must have a Chair and Dean level approval.

0 For Grants, all EPAFS must have a Chair, Dean, Grants, and Grants Budget Office. Other approval levels will default.
o0  For Continuing Education courses, add Dean, Graduate and Continuing Education and Continuing Education (Marilyn
Read).

Routing Queue

10 - (GHAIR) Chair Qf [ [mpprove

[15- DEAN) Dean Qf | [Approve

39 - (ACAFF1) Academic Affairs (Hayley) v|Q IHMURRELL IHaery Henderson Pinion Approve « O

[40 - (ACDAFF) Academic Affairs ~| 2 [cBALLARD |Cheryl M Ballard Approve ~| O

| 45 - (PROVOS) Provost of Academic Affairs ~ | Q |CMCADAMS |Charles Alan McAdams Approve ~| O

[50- (HRFYI) HR FYI «| 2 [sMPHILLIPS |samantha Myers Phillips FYI ~ O

| 65 - (BUDGET) Budget Office w~ | Q |CPRICE |Crysta| S Price Approve ~| O

[70- (PAYROL) Payroll FY1 (Monthly) ~| < [eLimTon |Charlotte M Litton FYI ~| O

|75 - (HRDIR) Human Resource Director ~ | Q |LGIGER IIJsa Weeks Giger Approve ~| O

[99 - (SUPER) Superuser ~| A [eLiTTon |Charlotte M Litton Apply ~| O

[ Not Selected ~ & [ Not Selected ~

[Not Selected A [ Not Selected ~

[ Not Selected ~ & [ Not Selected ~

[Not Selected A [ Not Selected ~

Save and Add New Rows |

12. Click on the “Save and Add New Rows”.
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13. Comments
o
o]

= CRN#

Credit Hour:

Course Number:

Course Title:

Section:

Enroliment:

Reason for Overload:

Comment

CRN #: 32330 | Credit Hour: 3 |
Course #: DMI 100 | Course Title:
Intro to Multimedia | Section: 21 |
Enrollment: 5 | Reason for Pay:
Insufficient faculty

14. Save EPAF

Return to the top of the form.
The message should display — “Your
Check your date entry

O o0 oo

Electronic Personnel Action Form

( ' Your change was saved successfully.
e tremalomnationsdamine=ERAT and either Save or Submit

SRR - << Cassandra Donovan, 900114402
Transaction:

SRS - o

BTSSR O <r\c2d Spring 2015 - Current Faculty/Staff, OVERSP

. Savel Submit | Delete

15. Submit EPAF
o]
0 The EPAF automatically routes to the

In the “Comments” section, enter comments for the approvers with an explanation for the action.
In the “Comment” section, also enter the following for overload information:

Enter additional information here.

Enter: CRN #: | Credit Hour: |
Course #: | Course Title | Section: |
Enrollment: | Reason for Pay:
include whether the course is
offered through Continuing
Education.

Hit the “Save” Button at the bottom of the form.

change was saved successfully.

B O 02, 2014

Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.

approvers in the order of their approval levels.
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Electronic Personnel Action Form

( ' The fransaction has been successfully submitted. )
¢ ave or Submit

IR ;<< Cassandra Donovan, 900114402

Tansaction:
e

0 [ERERE

BRI . <r\ood Spring 2015 - Current Faculty/Stalf, OVERSP

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Errors and Warm'ni Messaies

Add Employee Job WARNING  ["WARNING" This employee is terminated on the Employee Form.

Add Employee Job WARNING  ["WARNING" The Employee's Term Date and Reason should be removed from PEAEMPL.
Add Employee Job WARNING  ["WARNING" Annual Salary is outside the Table/Grade range

Update Factors, Pays and Hours| WARNING ~ |["WARNING™ Annual Salary is outside the Table/Grade range

% - Indicates a required field.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and allow you to start over.
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How to Process an Adjunct Rehire and Adjunct Rehire (Continuing Education)

Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should be used to rehire an adjunct. 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;  09/01/2020 or 09/01/20__
0 Spring Semester: 02/01/2021 or 02/01/20__
3. Select Adjunct Rehire or Adjunct Rehire (Continuing Education) from the drop down approval category box.

[ 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.

New EPAF Person Selection

7 Enteran 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.

[ c00t14404 | [Oliva Caden Sitver # Q
After identifying an employee, click the
. Approval Category drop down menu to select
_ Adjunt Faculty Re-Appantment, DO0003 E < the EPAF for Adjunct Rehire and/or Adjunct
Go Rehire (Continuing Education — Non Credit).

Employee Job Assignments
Secondary|000478 |00 |Adjunct Instr Teach Ed|0387, Social Science  |Feb 01, 2015|May 31, 20156 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 Adjunct Rehire and/or Adjunct Rehire (Continuing Education — Non Credit) EPAF.

5. Click on the button “All Jobs”.

6. Select the position in which to reactivate by clicking on the radial dial at the end of the row. The position to reactivate will usually be
position 000458 for credit courses and 000478 for Continuing Education — Non Credit courses. The position to be reactivated will usually
be the primary type.

7. If the employee does not have a job with the correct position number, then enter the position number in the format indicated below 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 #: 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. This is the only job that would use the Continuing Education option.

001339 00 Dual Credit Instructors. The section numbers start with D. Example DO1. Use Adjunct Rehire.
These are paid out of Fund 10 Org 4079
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To Add a New Position — Screen Shot

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

CEE w2 Caden Silver, 900114404

Query Date: Feb 01,2015
LN TER TR Adjunct Faculty Re-Appointment, D00003

Add Employee Job, ADDJOB

Q New Jolf (000458 00 Y |PT Instructor / Gen Acad Instr|3001, General Instruction

N —

Secondary|000478 00  |Adjunct Instr Teach Ed 0387, Social Science Feb 01, 2015|May 31, 2015 Active

All Jobs
Next Approval T @

To Re-activate a Position — Screen Shot

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

CE Oiiva Caden Silver, 000114404
Query Date: Qct 09, 2014
LY ICYEINee ELTTH Adjunct Rehire™”, AJREHI

Add Empioyee Job, ADDJOB
Q. [New Job
-

Primary (000458 00  |Adjunct Instr Social Scie|0387, Social Science Sep 01, 2014|Dec 31, 2014 IActive

71\

Next Approval Type | Go

To Activate a Grant Position — Screen Shot

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

[CEE ©'iv- Caden Silver, 900114404

Query Date: Qct 09, 2014

GV e e G TR Adjunct Rehire™”, AJREHI

Add Employee Job, ADDJOB

Q, New Job (004030 00  |Adjunct Instructors 41211, Other General Institutional L

.

Primary 000458 00 |Adjunct Instr Social Scie|0387, Social Science Sep 01, 2014|Dec 31, 2014 Active

Secondary|000478 00 |Adjunct Instr Teach Ed (0387, Social Science Feb 01, 2015|May 31, 2015 Active

Next Approval Type | Go
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Enter Adjunct Employment Record — See table below for instructions.

Field

Statement/Action

| Action/Example

Home Organization

Change if needed. A change is usually not needed

0387

Distribution Org

Change if needed. If Home organization is changed, then distribution
org must match home org.

Current Hire Date

Field cannot be changed. Information is defaulted.

No action needed

Employee Status

Field cannot be changed. Information is defaulted.

No action needed

Employee Class Code

Enter the following if needed: (Usually a change is not needed)
F3=adjunct employee
RT=reemployment of PERS retiree

F3

Home COAS

Field cannot be changed. Information is defaulted.

No action needed

Term Reason Code:

Field cannot be changed. Information is defaulted.

No action needed

Terminate Date:

Field cannot be changed. Information is defaulted.

No action needed

Last Work Date:

Field cannot be changed. Information is defaulted.

No action needed

An * is a required field.

Adjunct Employment Record

tem _____________________[Current Value NewValue

Home Organization:

Distribution Orgn:

Current Hire Date: MM/DD/YYYY(Not Enterable)

Employee Status: 4(Not Enterable)
Employee Class Code:
Home COAS: 4(Not Enterable)

Term Reason Code: 4(Not Enterable)

Termination Date: MM/DD/YYYY 4 (Not Enterable) 12/31/2014
Last Work Date: MM/DD/YYYY (Not Enterable)

0387, Social Science

0387, Social Science Q |
09/01/2014 I

Terminated ’A_

F3, Faculty P/T< 9 Months Q[

1 i

JE, Job ends =
05331/2015
—

ar
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8. Add Employee Job - See table below for instructions

Field Statement/Action Action/Example
Job Begin Date: In the Current Value Column, if the current information is population, then ————————f Leave field blank

Add Employee Job, 000458-00 Adjunct Instr Social Scie

Job Begin Date: MMTDYYYY(Not Enterablg 0012014
Jobs Effective Date: MMDDAYYY(Not Entegable) 09/01/2014 020172015
Personnel Date: MM/DD/YYYY(Not Enterabl) 0800172014 0H0172015
Conlract Type. Primary Primary v
Title: 4 Adjunct Instr Social Scie :
Annual Salary. 4 3000
FTE: « 125
Employee Class Code: (Mot Enlerable) F3, Facully PIT < @ Menths §|F3
Payroll Id: (Mot Enterable) Mz Mz
Leave Rept Pay ID. y(Not Enterable) Mz M2
Job Change Reason: (Mot Enterable) ADJUN [ADJUN
Step: (Not Enterable) 0
Job Status: (Nol Enterable) Active A

To Add Position Number: Enter:

(enter corresponding

If Adjunct has not been employed in a position (the Current Value Column will be )
year

blank), then enter the following in the Job Begin Date Field:

09/01/20__ for Fall

Fall Semester: 09/01/20__ Semester

Spring Semester: 02/01/20__
02/01/20__ for Spring

Add Employee Job, 004030-00 Adjunct Instructors Semester
em ___________| NewValve
Job Begin Date. MM/DD/YYYY [o2012015

Jobs Effective Date: MWDD/YYYY(Not Enlerable) ’W

Personnel Date: MMWDDYYYY(Not Enterable) [pzotiz0ts

Contract Type Secondary |*

Title: 4 |Ad.unct Instr Teach Ed

Annual Salary. 4 ’W

FTE: % ’25—

Employee Class Code. g(Not Enterable) '?

Payroll Id g(Not Enterable) |I',|2

Leave Rept Pay ID: 4(Not Enterable) ||',|2

Job Change Reason: (Not Enterable) |r’\UJUN

Step: (Not Enterable) o

Job Status: (Not Enterable) IA_

Job Effective Date: | Field cannot be changed. Information is defaulted.

Job Personnel Field cannot be changed. Information is defaulted.

Date:
Contract Type: Field is defaulted to primary, If error occurs then change contract type to Secondary.
Title: Enter title as: Adjunct Instructor in . Title may have to be abbreviated - Adj Instr Social Sci

Dual Credit instructors title: Dual Enrollment Instructor - Dual Enrollment Inst
Annual Salary: Total amount to be paid for course overloads 3000.00
FTE: FTE for overload & adjunct teaching is calculated as follows: Enter the number

FTE for the number

.25 =1 course overload .75 =3 course overload
of course overloads:

.50 =2 course overload 1.00 = 4 course overload
To figure FTE divide the amount to be paid by 12,000 Example: $3000/$12,000 =.25 | Example: .25

Contract Type Field cannot be changed. Information is defaulted.
Employee Class Code Field cannot be changed. Information is defaulted.
Payroll ID Field cannot be changed. Information is defaulted.

Leave Rept Pay ID

Field cannot be changed.

Information is defaulted.

Match Leave Rept
Pay ID to Payroll ID

Job Change Reason

Field cannot be changed.

Information is defaulted.

Step

Field cannot be changed.

Information is defaulted.

Job Status

Field cannot be changed.

Information is defaulted.
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Add E

mployee Job, 000458-00 Adjunct Instr Social Scie

em ______________________[Curent Value NewValue

Job Begin Date: MM/DD/YYYY(Not Enterable) ~ 09/01/2014 li
Jobs Effective Date: MM/DD/YYYY (Not Enterable) 09/01/2014 2012018
Personnel Date: MM/DD/YYYY(Not Enterable) ~ 09/01/2014 [201:2015
Contract Type Primary Primary  [~]
Title: 4 Adjunct Instr Social Scie  [Adjunct Instr Social Sci
Annual Salary: 4 3000 W
FTE: % 125 [125
Employee Class Code: 4(Not Enterable) F3, Faculty P/T < 9 Months ’?

Payroll Id: 4(Not Enterable) M2 IW

Leave Rept Pay ID: g(Not Enterable) M2 ’W

Job Change Reason: (Not Enterable) ADJUN W

Step: (Not Enterable) 0 (I

Job Status: (Not Enterable) Active IA_

9. Update Factors, Pays, and Hours — see table below for instructions

Field Statement/Action Action/Example
Job Begin Date: Field cannot be changed. Information is defaulted. None
Factor: Field cannot be changed. Information is defaulted. None
Pays: Field cannot be changed. Information is defaulted. None
Hours per Pay: Field cannot be changed. Information is defaulted. None

Update Factors, Pays, and Hours,

om_________________ [CurentVauel ]

Jobs Effective Date: MM/DD/YYYY (Not Enterable) 02/01/2015

Factor: (Not Enterable) 4 i
_ No Action Needed
Pays: (Not Enterable) 4
Hours per Pay: (Not Enterable) 84
10. Terminate Employee Job
Field Statement/Action Action/Example
Job Begin Date: Field cannot be changed. Information is defaulted. None
Factor: Field cannot be changed. Information is defaulted. None
Pays: Field cannot be changed. Information is defaulted. None
Hours per Pay: Field cannot be changed. Information is defaulted. None

Terminate Employee Job, 004030-00 Adjunct Instructors

em _________________ [ourentVael |

Jobs Effective Date: MM/DD/YYYY 4(Not Enterable) 05/31/2015 No Action Needed
Job Status: 4(Not Enterable) T
Job Change Reason: g(Not Enterable) JBEND

Delta State University | Electronic Personnel Action Forms




11. Labor Distribution — Update if Needed
a. The current position’s labor distribution information is displayed. The “Labor Distribution in effect as of entered effective date”

is the most current effective date for this position number.
In the “NEW” section — add new rows or make changes to the existing rows. If no changes are needed, then take no action.
EFFECTIVE DATE: The effective date in most cases is either 09/01/20 _ or 02/01/20
Apply the appropriate changes to the field if necessary.
Changes to the accounting information will be LIMITED. The correct accounting information should default in the field
according to the position number being used.
e. The fund, organization, account, and program codes will NOT need to be change unless payment is being charged by grant or

other funds.

o0 o

Steps to change Labor Distributions

1. Change the percentage in the “New” Section to 0.00 and click on “Save and Add New Rows”. See sample below.

In most cases the effective date will either be 09/01/20
- ation|Account|Program{ActivitylLocation|Project|Cost|Percent|Encumbrance Override End Date| —

-m ;u] = §1200 0101 — R ——— or 02/01/20__The effective date can also be the day after

100.00 the last paid date. The date cannot be after an employee’s

last paid.

| e

--_————-_--_

Qfs Qo Qlaoor Xz Xforor A [ | | euql S

ar |' Q| Qf Q] Q Q] | | [ Change this percentage to 0.00 and click

ALl g I . N | Q] | | ) | on Save and Add New Rows.

Q| Q Q| Q Q Q [ [ | | [

A QJ Qaf Q Q Q | [ [ |

Tolal
100.00

Effective Date: 09/01/2014

e e e e e T e T Screen shot new screen and saving and
10 3001 61200 0101 adding new rows.
100.00

COA Index  Fund  Organization Account  Program  Activity  Location Project  Cost Percent Encumbrance Override End Date

Qi Qo Qlaoor QAstzo0 Xoir A | \ | ood|

Q| Q Q Q a N | \ \ |

ar | Qf af Q Q Q | \ \ |

ar | Q Q af af af | \ \ |

ar Qf af Q Q Q | \ \ |

+ Defaulting values for Labor Distribution from the Job records

Default from Index | Save and Add New Rows |

2. Enter the new accounting information. The following must be entered for each line.
COA =enter 1.

Fund No. =

Organization No. =

Account No. = 61200

Percentage = totals must equal 100%. See sample below
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Click to “Save and Add New Rows”

Current

Effective Date: 08/01/2014

[COAlindex|Fund|OrganizationlAccount ProgramlActivitylLocationlProject|CostlPercentlEncumbrance Override End Dats

1 10 3001 61200 01

10000

2012015

T Qe Qfer  Afme  Qper QA RN | | | - A =
A [ Qe QP Qo APt Q] [ [ I -
Q| Qe QU QA Do QJ [ [ [ [Tsw[ -
N ) N | N S AN AN S
QA a9 [ [ [
ar| af Q| a q Q [ [ ]
| af Q| a af a [ -

Diful froe Index | Sawve and Add New Fiows |

3. Click on the box under the “Remove” Column to remove the old accounting information. The percentage should be set 0.00%.
4. Click on Save and Add New Rows. The old accounting information should be removed.

Current

Effective Date: 00/01/2014

ndex|Fund|Organization| Account[ProgramlActivity|Location|Project|CostlPercent|Encumbrance Override End Dats}

1 10 3001 61200 0101

100,00
N
B
COA_index  |Fund | Organization|Accouni | Program | Aetivity | Location | Project | [ast | Parcant | Encumbrance Ovarrida End Datd
Q| Qo QMoo Qs Ao A [ [ | °
Q| N QR Qfme  XUwpn A [ [ 2000 -
A Aozt Afeer Qe Xfomr [ [ [eono | _
1

QT Q| q af Q| q [ [ |
QA e A —ar——a — I v— —
ar Q] a Q| Q] Q [ [
ar a q Q] Q af [ [ [

i
Dofault from Il | Save and Add Mow Rows
Current

Eﬂel:.tl\ @ Date: 09/01/2014

mmm Percent{Encumbrance Override End Date

10 3001 51200 0101
100,00

[ ——
-————————--_-
QAF Qw AR Qe QA Qf [ [ [Taw[ &
Q| QAzn QA Af0e Qo QJ [ [ [ [ = -
QT af af af Q af [ | l_
A bl a q Q a | | l_
Q| Qf af Qf q af [ | [
ar | Q] Q| a a Q| [ | | | —

Dot from Indes | Sve and Add New Rows |
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12. Routing Queue

(o]

o

Routing Queue

In the “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.

For Adjunct Rehires, all EPAFs must have a Chair and Dean level approval. Other approval levels will default.

For Grants, all EPAFS must have a Chair, Dean, Grants, and Grants Budget Office. Other approval levels will default.

For Continuing Education courses, add Dean, Graduate and Continuing Education and Continuing Education (Marilyn

Read).

[10 - (CHAIR) Chair Q| | [Approve
[15- (0EAN) Dean Q] | [Approve
39 - (ACAFF1) Academic Affairs (Hayley) v/ Q IHMURRELL IHa;u'Ie;uI Henderson Pinion Approve v O
| 40 - (ACDAFF) Academic Affairs ~ | Q |CBALLARD |Chery| M Ballard Approve ~| O
| 45 - (PROVOS) Provost of Academic Affairs ~ | Q |CMCADAMS |Char|es Alan McAdams Approve «| O
[50 - (HRFYN) HR FYI ~ | [sMPHILLIPS [samantha Myers Phillips FYl -0
|65 - (BUDGET) Budgst Office ~| < [cPRICE |Crystal § Price Approve ~ O
|70 - (PAYROL) Payroll FY1 (Monthly) ~ | [eLmTon [Charlotte M Litton FYI O
[75 - (HRDIR) Human Resource Director ~| < [LeicER |Lisa Weeks Giger Approve ~| O
| 99 - (SUPER) Superuser ~ | [eLmTon |Charlotte M Litton Apply ~| O
[Not Selected <] [ Not Selecled ~
[ Not Selected ~]& [ Not Selected v
[Not Selected <] [ Not Selecled ~
[ Not Selected ~]& [ Not Selected v
Save and Add Mew Rows I

13. Click on the “Save and Add New Rows”.

14. Comments

(0]
(0]

Comment

In the “Comments” section, enter comments for the approvers with an explanation for the action.
In the “Comment” section, also enter the following for overload information:

= CRN#

= Credit Hour:

= Course Number:

= Course Title:

= Section:

= Enrollment:

= Reason for Overload:

CRN #: 32330 | Credit Hour: 3 |
Course #: DMI 100 | Course Title:
Intro to Multimedia | Section: 21 |
Enrollment: 5 | Reason for Pay:
Insufficient faculty

Enter additional information here.

Enter: CRN #: | Credit Hour: |
Course #: | Course Title | Section: |
Enrollment: | Reason for Pay:
include whether the course is
offered through Continuing
Education.
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15. Save EPAF

Hit the “Save” Button at the bottom of the form.

Return to the top of the form.

The message should display — “Your change was saved successfully.”
Check your date entry

O O o0 O

Electronic Personnel Action Form

( ' Your change was saved successfully. )
R . and either Save or Submit

SRS O'iv= Caden Silver, 900114404

[ M [ b 01, 2015
EEESEEBRSR -c

_ Adjunct Faculty Re-Appointment, D00003

Save | Submit | Delete ‘

16. Submit EPAF
0 Hitthe “Submit” button. If errors occur, fix the errors, Save and Re-Submit.
0 The EPAF automatically routes to the approvers in the order of their approval levels.

Electronic Personnel Action Form

+ The transaction has been successfully submitted

CEM : ubmit
EEEEREE O/ Caden Silver, 900114404
IS 15 SO < 01, 2015
SRS -

_ Adjunct Faculty Re-Appointment, D00003

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Errors and Warm'ni Messaies

Add Employee Job WARNING  |"WARNING™ This employee is terminated on the Employee Form.

Add Employee Job WARNING  ["WARNING" The Employee's Term Date and Reason should be removed from PEAEMPL.
Add Employee Job WARNING  ["WARNING™ Annual Salary is outside the Table/Grade range.

Update Factors, Pays and Hours| WARNING  |"WARNING™ Annual Salary is outside the Table/Grade range.

+% - Indicates a required field.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and allow you to start over.
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How to Process:

Summer School Overload Pay

Summer School Overload Pay (Continuing Education)
Summer School Overload Pay — Course Taught Over Both Sessions
Summer School Overload Pay (Continuing Education) — Course Taught Over Both Sessions

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 adjuncts, which already have an active job for the
semester. The steps below should be followed:

o  Enter the employee’s 900# or click on the Q magnifying glass to search for an employee’s 900#.
e The query date will default to today's date. Change the query date to:
a. Summer School Session I: ~ 06/01/2021 or 06/01/20__
b.  Summer School Session II: ~ 07/01/2021 or 07/01/20__
e  Select from the drop down approval category box
e  Summer School Overload Pay
e  Summer School Overload Pay (Continuing Education)
e  Summer School Overload Pay — Course Offered Over Both Sessions
e  Summer School Overload Pay — Continuing Education — Course Offered Over Both Sessions

T 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, IT WILL CAUSE AN ERROR AND YOU WILL HAVE TO RESTART THE EPAF.

New EPAF Person Selection

P 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.

3l 500127333 |Irylee cassandra Donovan Fa After identifying an employee, click the

. Approval Category drop down menu
s il Query Date: MM/DD/YY Y [RTRVEEG to select the EPAF for Summer

A I Cat: 5 <
el Wt ny ummer School Overload, DO0040 v School Overload Pay and/or Summer

o

School Overload Pay (Continuing
Education — Non Credit).

Employee Job Assignments

Primary|000201|00  |Dir Field Experiences & Profes|0507, Teacher Education [Sep 01, 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.

e  Click on “Go” to begin the Summer School Overload Pay and/or Summer School Overload Pay (Continuing Education — Non Credit)
EPAF.
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e  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

000468 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

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

Rylee Cassandra Donovan, 900127333
Query Date: Jun 01, 2016

LY BTN Ll H Summer School Overload, DD0040

Overload/Add Job, CO0006

Q N b I S School 1701, S School
ew QoD||000468 Q0 ummer >Choo: , summer 5chool ®
.
Primary (000201 00 Dir Field Experiences & Profes|0507, Teacher Education [Sep 01, 2013 Active
All Jobs

Next Approval Type Go

e View Employee Class:
a. This section allows the originator to view the current employee’s employment information.
b. Employment Status must equal (A) — Active.
c. If employment status is listed something else other than Active, do not use this EPAF.
d. These fields are not able to be changed.

% - indicates a required field.

View Employee Employment Class

fom——— urentvaue |

Employee Class Code: (Not Enterable) F1, Faculty 9/12 |
Employee Status: #(Not Enterable)  Active |A
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e Enter Overload Pay Information

Field Statement/Action Action/Example
Job Begin Date: | If the “Current Value” column is populated, then Leave “Job Begin Date”
field blank

Overload/Add Job, 000468-00 SSII HIS 104, Last Paid Date: Jul 30, 2018

Current Value

Job Begin Date: MM/DD/YYYY 06/01/2015 ﬁ

Jobs Effective Date: MM/DD/YYYY(Not Entergple) 07/30/2018 [oso120

Personnel Date: MM/DD/YYYY(Not Enterable)]  07/30/2018 [ejor200

Contract Type: Overload Overload

Title: # SSII HIS 104 |

Annual Salary: * 1500 |

FTE: % .25 —

Employee Class Code: #(Not Enterable) F3, Faculty P/T < 9 Monfhs [F3

Payroll Id: *(Not Enterable) su (T

Time Entry Type: (Not Enterable) Payroll Time Entry lp_

Time Entry Type: (Not Enterable) None [N_

Leave Rept Pay ID: #(Not Enterable) su T

Job Change Reason: (Not Enterable) JBEND W

Step: (Not Enterable) 0 b

Job Status: (Not Enterable) \_ Terminated J

If the “Current Value” field is not populated, then, Enter:

(enter corresponding
dates)

Overload/Add Job, 000468-00 Summer School

06/01/20_— Summer

Job Begin Date: MM/DD/YYYY — School |

Jobs Effective Date: MM/DD/YYYY(Not Enterable |06,f01,f2016

Personnel Date: MM/DD/YYYY(Not Enterable) [o5/31/2016 07/01/20__ - for
Contract Type: Summer School Il
Title: % [

Annual Salary: * I—

FTE: % l—

Employee Class Code: %(Not Enterable) |F3—

Payroll Id: #(Not Enterable) l?

Time Entry Type: |Not Selected "‘

Time Entry Type: |Not Selected V|

Leave Rept Pay 1D: #(Not Enterable) IF

Job Change Reason: (Not Enterable) W

Step: (Not Enterable) lu—

Job Status: (Not Enterable) \ / IA—

Job Personnel Field cannot be changed. Information is defaulted.
Date:

Annual Salary: Total amount to be paid for course overloads 3000.00

Contract Type Field cannot be changed. Information is defaulted.
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Employee Class | Field cannot be changed. Information is defaulted.

Code

Payroll ID Payroll ID will default to SU. Field can be change. Payroll ID SU should
remain defaulted.

Leave Rept Pay | The Leave Report Pay ID should match the Payroll ID above. Match Leave Rept Pay

ID ID to Payroll ID SU

Job Change Field cannot be changed. Information is defaulted.

Reason

Step Field cannot be changed. Information is defaulted.

Job Status Field cannot be changed. Information is defaulted.

Overload/Add Job, 000468-00 Summer School

ttem _____________ [CurentValelNewValue
Job Begin Date: MM/DD/YYYY r

Jobs Effective Date: MM/DD/YYYY(Not Enterable) |06/01/2016

Personnel Date: MM/DD/YYYY(Not Enterable) |05/31/2016

Contract Type: Overload v

Title: = ISummer School ART 101

Annual Salary: #

FTE: = 5

Employee Class Code: *(Not Enterable)
Payroll Id: *(Not Enterable)

Leave Rept Pay ID: #(Not Enterable)
Job Change Reason: (Not Enterable) OVER
Step: (Not Enterable)

Job Status: (Not Enterable)

ﬂj}ﬂﬂ??%

e Update Factor, Pays, and Hours

Field Statement/Action Action/Example
Job Begin Date: Field cannot be changed. Information is defaulted. None
Factor: Field cannot be changed. Information is defaulted. None
Pays: Field cannot be changed. Information is defaulted. None
Hours per Pay: Field cannot be changed. Information is defaulted. None

Update Factors, Pays and Hours, 000468-00 Summer School

ften . [CurentValueNew Value |
Factor: =(Not Enterable) l—

Pays: #(Not Enterable) lli

Hours per Pay: %(Not Enterable) ls4—

Jobs Effective Date: MM/DD/YYYY#(Not Enterable) |06/01/2016

No Action Needed

e Terminate Employee Job

Field Statement/Action Action/Example
Job Begin Date: Field cannot be changed. Information is defaulted. None
Factor: Field cannot be changed. Information is defaulted. None
Pays: Field cannot be changed. Information is defaulted. None
Hours per Pay: Field cannot be changed. Information is defaulted. None
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Terminate Job Only, 000468-00 Summer School
ftem  [CurentValuelNew Value |

Jobs Effective Date: MM/DD/YYYY#(Not Enterable) |06/29/2016 .
No Action Needed
Job Status: *(Not Enterable) IT

Job Change Reason: #(Not Enterable) I]BEND

e Update Default Earnings

a. Inthe “CURRENT" section - If there is not a date entered under the effective date, then a new effective date will need to be
entered under the “NEW VALUE” section.

If a current date is not listed Update Default Earnings, 000468-00 S School
under the “CURRENT” effective
date, then enter 06/01/20__ for

Summer School | or 07/01/20__

Hours or Units Per Pay[Deemed Hours[Special RateShiftEnd Date]

[Eamings —————THours or Units Per Pay[Deemed Hours[Spedial Rate —[ShiftlEnd Date MM/DD/¥YYY[Remove]

Not Selected v

for Summer School Il in the I l—:-
“NEW VALUE EFFECTIVE — | Hokt Selected ’ | =
DATE?” field. — Not Selected | —

. Mot Selected | —

b. Enter 06/01/20__ for Summer School | or 07/01/20__ for Summer School Il in the “NEW VALUE EFFECTIVE DATE" field.
c.  Select SUM, Summer Pay as the Earnings Code using the drop down box.
d. Enter 84.00 as the Hours or Units Per Pay.

Update Default Earnings, 000468-00 Summer School

Current

Effective DatelEarnings|Hours or Units Per PaylDeemed HourslSpecial Ratelshift/End Date]

New Value

Effective Date MM/DD/YYYY[Farnings ____ [Hours or Units Per Pay|Deemed Hours|Special Rate End Date MM/DD/YYYY|Remove]
06/01/2016 SUM, Summer Pay v
| 84.00 | | 1
Not Selected v | | | l_
1
Not Selected v | | | l_
1
Not Selected v | | | l_
1
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If the fields are populated under the “CURRENT EFFECTIVE DATE” as shown below, then under the “NEW VALUE EFFECTIVE
DATE”, enter 06/01/20__ or 07/01/20__ depending on the summer session.

Update Default Earnings, 000468-00 Summer School Il Instructor, Last Paid Date: Jul 30, 2013

Effective DatelEamings __JHours or Unis Per PaylDecmed HoursJSpesial Rate]s

0BM/213  SUM, Summer Pay 1
84.00

[ 060172013 SUM, Summer Pay

i s
ot Selected - [
| | [ Enter 06/01/20__or 07/01/20__as
|7 Not Selected - L ——— the new effective date.
| | f
Mot Selected -
| | [
Mot Selected -
| | [
& Defaulling values for Default Eamings from the Job records
Save and Add New Rows |

e Labor Distribution — Update if Needed

a. Inthe “CURRENT" section — the current labor codes and the effective date of the last change will default into the form.

b. Inthe "NEW" section — add new rows or make changes to the existing rows.

c.  Changes to the accounting information will be LIMITED. The correct accounting information should default in the field
according to the position number being used.

d. The fund, organization, account, and program codes will NOT need to be change unless payment is being charged by grant or
other funds.

e. EFFECTIVE DATE: The effective date should equal either: 06/01/20__ or 07/01/20__ depending on the summer school
session and the appropriate year.

f. Apply the appropriate changes to the field if necessary.

MAKE SURE THE DATE IN THE “EFFECTIVE DATE” FIELD IS 06/01/20__ OR 07/01/20__ DEPENDING ON THE SUMMER SCHOOL
SESSION AND THE YEAR. IF NOT, THE EPAF WILL CONTAIN AN ERROR.

Update Labor Distributions, 000468-00 Summer School Make sure the date listed in the

‘EFFECTIVE DATE” field is:
conlindexlFundlorganizationlAccountProgramiAciivitL ocationlProjecCoslPercentlEncumbrance Override End Datd Summer School 1 06/01/20

_ Summer School Il: 07/01/20__
mam—m

Q[ Q 10 Q1701 Q [61200 Qo103 100.00
N N Q*’I | | | | |
N D*'I O*‘I Q| N A | | | | |
N Qf N N N A | | | | |
A 2 A & & A | | | | |

Total:

100.00
v

Default from Index Save and Add New Rows
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Steps to change Labor Distributions

1. Change the percentage in the “New” Section to 0.00 and click on “Save and Add New Rows”. See sample below.

The effective date will default to the query
Update Labor Distributions, 000468-00 Summer School date or today’s date. This needs to be
changed to the following:

Effective Date: 06/01/2016

Effectve Date 067012006
ConlindexlrundlorganizationlAccountProgramlActvinyLocationlProjeciCostPercentEncumbrance Override End Datcl G111 (S dcle 1ol NG 1 0
e Summer School II: 07/01/20__

COA_lindex___JFund_____[Organization Jaccount __[Program ___|Activity __JLocation _[Project ___[Cost__[Percent_|Encumbrance Override End Date
Q Q 10 q 1701 Q 61200 Q 0103 Q 100.00

Q| Q| af aJ | [ I I \;S
ZFI zl zl il ZI 2' | | | | — Change this percentage
| | [ [ | | | | | | t0 0.00 and click on Save
a a, aQ a a a i :
M | I I ! ! ! ! I and Add New Rows.
100.00

\/ |

Default from Index | Save and Add New Rows

Update Labor Distributions, 000468-00 Summer School

Effective Date: 06/01/2016

coalindexlFundlorganizationlAccountlProgramlActivitylLocationlProject|CostlPercent/Encumbrance Override End Datel

Effective Date: MM/DD/YYYY |\F0IVEIS
um-m—wm Encumbrance Override End Date]
A Q1o Q1701 QA [61200 Qs 0103 0.00

| ay Q| ay af | | [
| ay Q| ay al a| | | I
| ay Q| ay Q| a| | | [
| a Q| a Q| a| | | I —

100.00
4

Default from Index | Save and Add New Rows |

5. Enter the new accounting information. The following must be entered for each line.
COA =enter 1.

Fund No.

Organization No.

Account No. = 61200

Percentage = totals must equal 100%. See sample below

® o0 o

Click to “Save and Add New Rows”

Update Labor Distributions, 000468-00 Summer School

Effective Date: 06/01 /2016

Effective Date: 06/01/2006 00|
coalindexlFundlorganization]AccountlProgramfactivitylL ocationlProjeccostlercentlEncumbrance Override End Datel

[Mew

e
|06/01/2016

m_m—mmm Encumbrance Override End Date

AL QUi iz Qferzoo Qo103 [ T | eoo

AL Qo Q-_]?m A fe1200 Q| QL| [ [ [ [ 2500 Enter COA, Fund #,

Q| Q [340231 Qfass Q. [61200 Qf af [ I | [ 7doo

N a a Q| af a : | : i Org#, and Account#

] af a Qf Q af [ [ [ | and percentage.
100.00

o

Default from Inds Save and Add New Rows
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6. Click on the box under the “Remove” Column to remove the old accounting information. The percentage should be set 0.00%.
7. Click on Save and Add New Rows. The old accounting information should be removed.

Update Labor Distributions, 000468-00 Summer School

Date: 06/01/2016

|||11~¢Z!lqdni1.ﬂiunI"roqr-:iruIr.ir..-nlir_m Project [ut. umbrance Override End Datel

ew |
Effective Date: MM/ DD/ YYYY|EGIEGT

index ___[Fund _____ [Organization [Account __[Program ___JActivity __[location _[Project __[Cost_[Percent _[Encumbrance Override End Date
QN U Qizon QUls1zo0 ooz a o0

Ql

A A Afrer A iz A af T T T
QR A 340231 Qaiss A ferz00 A, [oson af | [ [ 7500]
a0 qQ Q] N Q] Q I [ [ [
QT a af a af q [ [ [ [
QT a af a af q [ [ [ [
I Q Q] Q Q a I [ [ [

Save and Add New Rows

8. Routing Queue
a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
b.  For Overloads, all EPAFs must have a Chair and Dean level approval.
For Grants, all EPAFS must have a Chair, Dean, Grants, and Grants Budget Office. Other approval levels will default.
d.  For Continuing Education courses, add Dean, Graduate and Continuing Education and Continuing Education (Marilyn

Read).

Routing Queue
|10 (CHAIR) Chair IAppro\re
[15- (DEAN) Dean Ck | | [Approve

39 - (ACAFF1) Academic Affairs (Hayley) v| S [HMURRELL |Hayley Hendersan Pinion Approve v O
| 40 - (ACDAFF) Academic Affairs ~| < [cBaLLarD [Cheryi M Ballard Approve -0
| 45 - (PROVOS) Provost of Academic Affairs ~ | Q ICMCADAMS ICharIes Alan McAdams Approve ~| O
|50 - (HRFYN) HR FYI ~| % [sMPHILLIPS |samantha Myers Philips FYl ~ O
|65 - (BUDGET) Budgst Office ~| 2 [cPRICE |Crystal § Price Approve O
|70 - (PAYROL) Payroll FYI (Monthly) ~| < [cLmTon [Charotte M Lition FYI ~| O
[75 - (HRDIR) Human Resource Director ~| 2 [Leicer |Lisa Weeks Giger Approve ~| O
| 99 - (SUPER) Superuser ~| < [cLmTon |Charlatte M Litton Apply ~| O
[Not Selected ~| A [ Not Selected ~
[Not Selected ~| [ Not Selected ~
[Not Selected ~| A [ Not Selected ~
[Not Selected ~| [ Not Selected ~

Save and Add New Rows I

9. Click on the “Save and Add New Rows”.
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10. Comments

a. Inthe “Comments” section, enter comments for the approvers with an explanation for the action.
b. Inthe “Comment” section, also enter the following for overload information separated as shown below:

i. CRN#
ii. Credit Hour:
iii. Course Number:
iv. Course Title:
v. Section:
vi. Enrollment;
vii. Reason for Overload: Summer Pay for Full Time Faculty

Comment

Enter additional information here.

Enter: CRN #: | Credit Hour: |
Course #: | Course Title | Section: |
Enrollment: | Reason for Pay:
Summer Pay for Full time faculty/
and whether the course is offered
through Continuing Education.

11. Save EPAF

Hit the “Save” Button at the bottom of the form.

Return to the top of the form.

The message should display — “Your change was saved successfully.”
Check your date entry

o e o

Electronic Personnel Action Form

v Your change was saved successfully.

information for t and either Save or Submit

_Rylee Cassandra Donovan, 900127333
IS - 1o
_Summer School Overload, D0O0040

Save | Submit | Delete |

12. Submit EPAF
a. Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.
b. The EPAF automatically routes to the approvers in the order of their approval levels.
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Electronic Personnel Action Form

¥ The transaction has been successfully submitted

7 Enter the information Tor the EPAF and either Save or Submit
_ Rylee Cassandra Donovan, 900127333
[ BE IR o 01, 2016

iFansaction Statuss - - -

Summer School Overload, DO0040

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Errors and Warm'ni Messaies
Add Employee Job WARNING  |"WARNING" This employee is terminated on the Employee Form.

Add Employee Job WARNING  |"WARNING"™ The Employee's Term Date and Reason should be removed from PEAEMPL.
Add Employee Job WARNING  |"WARNING"™ Annual Salary is outside the Table/Grade range
Update Factors, Pays and Hours| WARNING ~ ["WARNING™ Annual Salary is outside the Table/Grade range

% - Indicates a required field.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and allow you to start over.

Delta State University | Electronic Personnel Action Forms




How to Process:
Summer School Adjunct Re-Appointment
Summer School Adjunct Re-Appointment (Continuing Education)

Summer School Adjunct Re-Appointment — Course Taught Over Both Sessions
Summer School Adjunct Re-Appointment — (Continuing Education) - Course Taught Over
Both Sessions

Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should be used to rehire an adjunct. 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 the dates below with the appropriate year.
a.  Summer School I: 06/01/20

b.  Summer School IIl: 07/01/20__
3. Select from the drop down approval category box:
e  Summer School Adjunct Re-Appointment
e  Summer School Adjunct Re-Appointment (Continuing Education)
e  Summer School Adjunct Re-Appointment (Course Taught Over Both Sessions)
e  Summer School Adjunct Re-Appointment — Continuing Education (Course Taught Over Both Sessions

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.

a After identifying an employee,
m|900127334 ||Olwia Caden Silver # click the Approval Category

e — drop down menu to select
Query Date: MM/DD/YYYY |

the Summer School EPAF for
Approval Category: Summer School Adjunct Rehire, D00042 v Adjunct Rehire and/or
Go |

Adjunct Rehire (Continuing
Education — Non Credit).

Emi.'oiee Job Assiinments

Primary  |000377 {00 [Human Resources Assistant|4113, Human Resource [Jan 01, 2014 IActive

Secondary|000458 [00  |Square dance instructor 0387, Social Science  |Sep 01, 2014|May 31, 2015 Terminated

Secondary|000478 (00  [Adjunct Instr Teach Ed 0387, Social Science  |Feb 01, 2015May 31, 2015 Terminated

Active Jobs
The Employee Job Assignments show all
EPAF Approver Summary | EPAF Originator Summary active positions. By clicking the All Jobs

button, it will display all current and previous
jobs.

4. Click on “Go” to begin the Summer School EPAFs for Adjunct Rehire and/or Adjunct Rehire (Continuing Education — Non Credit).
5. Click on the button “All Jobs™.

Select the position in which to reactivate by clicking on the radial dial at the end of the row. The position to reactivate will usually be
position 000468 for credit courses and 000478 for Continuing Education — Non Credit courses.

If the employee does not have a job with the correct position number, then enter the position number in the format indicated below

and click on “GQ". 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.
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Field

Position #:  Suffix #: = Description

000468 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

QOverload/Add Job, C00006

Summer School 1701, Summer School

Primary (000003 00 |Assistant Professor of Art|0507, Teacher Education

Aug 16, 2013

IActive

All Jobs

Next Approval Type ‘ Go |

Enter Adjunct Employment Record — See table below for instructions.

Statement/Action

| Action/Example

Home Organization

Change if needed. A change is usually not needed 0387

Distribution Org

Change if needed. If Home organization is change, then distribution
org must match home org.

Current Hire Date

Field cannot be changed. Information is defaulted.

No action needed

Employee Status

Field cannot be changed. Information is defaulted.

No action needed

Employee Class Code

Enter the following if needed: (Usually a change is not needed)
F3=adjunct employee
RT=reemployment of PERS retiree

F3 or RT

Home COAS

Field cannot be changed. Information is defaulted.

No action needed

Term Reason Code:

Field cannot be changed. Information is defaulted.

No action needed

Terminate Date:

Field cannot be changed. Information is defaulted.

No action needed

Last Work Date:

Field cannot be changed. Information is defaulted.

No action needed

An * is a required field.

tem ___________________________[CurrentValue______[NewValue |
Home Organization: 0377, Music ini
Distribution Orgn: 0377, Music QT

Current Hire Date: MM/DD/YYYY(Not Enterable) 01/01/2016 ||

Employee Status: *(Not Enterable) Active IA—

Employee Class Code: F3, Faculty P/T < 9 Monthsckli

Home COAS: *(Not Enterable) 1 |1—

Term Reason Code: (Not Enterable) l_‘lE—

Termination Date: MM/DD/YYYY(Not Enterable) |06,’29;‘2016

Last Work Date: MM/DD/YYYY(Not Enterable) |06,’29;‘2016
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e Enter Overload Pay Information

Field Statement/Action Action/Example
Job Begin Date: | If the “Current Value” column is populated, then Leave “Job Begin
Date” field blank

Overload/Add Job, 000468-00 SSII HIS 104, Last Paid Date: Jul 30, 2018

Job Begin Date: MM/DD/YYYY 06/01/2015
Jobs Effective Date: MM/DD/YYYY(Not Enterdble) 07/30/2018 [osjorj2000
Personnel Date: MM/DD/YYYY(Not Enterable)} ~ 07/30/2018 [osjorj200
Contract Type: Overload Overload ¥
Title: # SSII HIS 104 \
Annual Salary: * 1500 r
FTE: % 25
Employee Class Code: #(Not Enterable) F3, Faculty P/T < 9 Month [F3~
Payroll Id: #(Not Enterable) sU T
Time Entry Type: (Not Enterable) Payroll Time Entry [P—
Time Entry Type: (Not Enterable) None ]N_
Leave Rept Pay ID: *(Not Enterable) su M1
Job Change Reason: (Not Enterable) JBEND W
Step: (Not Enterable) 0 b
Job Status: (Not Enterable) kTerrninated ) [
If the “Current Value” field is not populated, then, Enter:
(enter corresponding
Add Employee Job, 000468-00 Summer School dates)

06/01/20__ - Summer
School |

Job Begin Date: MM/DD/YYYY \
Jobs Effective Date: MM/DD/YYYY(Not Enteralfle) IDG/DI/ZUIG

i 07/01/20__ - for
Personnel Date: MM/DD/YYYY(Not Enterable) IDS/SI/ZUIG -

Summer School Il
Contract Type: —

Title: %

Secondary v

Annual Salary: #

FTE: %

Employee Class Code: %(Not Enterable)
Payroll Td: #(Not Enterable)

Leave Rept Pay ID: %(Not Enterable)
Job Change Reason: (Not Enterable)
Step: (Not Enterable)

Job Status: (Not Enterable)

Job Personnel Field cannot be changed. Information is defaulted.
Date:

Annual Salary: Total amount to be paid for course overloads 3000.00

Contract Type Field cannot be changed. Information is defaulted. _
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Payroll ID Payroll ID will default to SU. Field can be change. Payroll ID SU should
remain defaulted.

Leave Rept Pay | The Leave Report Pay ID should match the Payroll ID above. Match Leave Rept Pay

ID ID to Payroll ID SU

Job Change Field cannot be changed. Information is defaulted.

Reason

Step Field cannot be changed. Information is defaulted.

Job Status Field cannot be changed. Information is defaulted.

e Update Factor, Pays, and Hours

Field Statement/Action Action/Example
Job Begin Date: Field cannot be changed. Information is defaulted. None
Factor: Field cannot be changed. Information is defaulted. None
Pays: Field cannot be changed. Information is defaulted. None
Hours per Pay: Field cannot be changed. Information is defaulted. None

Update Factors, Pays and Hours, 000468-00 Summer School
ttem _____________________________[CurrentValuelNew Value |

Factor: %(Not Enterable) Il
Pays: %(Not Enterable) |l No Action Needed
|84

Hours per Pay: *(Not Enterable)

Jobs Effective Date: MM/DD/YYYY#%(Not Enterable) IOG{O]_,QO]_G

e Terminate Employee Job

Field Statement/Action Action/Example
Job Begin Date: Field cannot be changed. Information is defaulted. None
Factor: Field cannot be changed. Information is defaulted. None
Pays: Field cannot be changed. Information is defaulted. None
Hours per Pay: Field cannot be changed. Information is defaulted. None

Terminate Job Only, 000468-00 Summer School
ttem __ [CumentValueNew Value

Jobs Effective Date: MM/DD/YYYY#(Not Enterable) |06/29f2016
Job Status: %(Not Enterable) IT

Job Change Reason: #(Not Enterable) IJBEND

No Action Needed
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Update Default Earnings
a. Inthe “CURRENT” section — If there is not a date entered under the effective date, then a new effective date will need to be
entered under the “NEW VALUE” section.

If a current date is not
listed under the
“CURRENT” effective date,
then enter 06/01/20__ for

Summer School | or Effective Date MM/i D/YYWVEarmings ______[Hours or Units Per Paylbeemed Hours[special Rate ___[ShifEnd Date MM/DD/YVY[Remove]
07/01/20__for Summer ot selectes ’ | | | T
School Il in the “NEW = Mot Selected - | | | —
\{ALUE EFFECTIVE DATE” — ——— ; —
field. ' l l E
— Not Selected v | | | — |

b. Enter 06/01/20__ for Summer School | or 07/01/20__ for Summer School Il in the “NEW VALUE EFFECTIVE DATE" field.
c.  Select SUM, Summer Pay as the Earnings Code using the drop down box.
d. Enter 84.00 as the Hours or Units Per Pay.

Update Default Earnings, 000468-00 Summer School

Effective l'ldl(: Hours or Units Per Pay|Deemed Hours{Special Rate)

New Value

Effective Date MM/DD/YYYY[Farnings _________[Hours or Unils Per PaylDeemed HourslSpecial Rate _[ShiftlEnd Date MM/DD/¥¥YV[Remove
06/01/2016 SUM, Summer Pay v —
[ 84.00 | | 1
Mot Selected v —
[ I I 1
Not Selected d r—
[ [ I 1
Mot Selected v —

If the fields are populated under the “CURRENT EFFECTIVE DATE” as shown below, then under the “NEW VALUE EFFECTIVE
DATE”, enter 06/01/20__ or 07/01/20__ depending on the summer session.

Update Default Earnings, 000468-00 Summer School Il Instructor, Last Paid Date: Jul 30, 2013

m Hours or Units Per Pay Special Rate|Shifi End Date|

060172013 SUM, Summer Pay 1
84.00

New Value

Effective Date MM/DD/YYYY

Hours or Units Per Pa Special Rate End Date MM/DD/YYYY|Remove]

’W SUM, Summer Pay ! P ! !_‘
ot s ) | | =k Enter 06/01/20__ or 07/01/20__ as
|7 Not Selected - L — the new effective date.
| | f
ot Selec - —
Mot Selected | | ’_1
Not Selected - ,7
| | [r

& Defaulling values for Default Eamings from the Job records
Save and Add New Rows |
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e Labor Distribution — Update if Needed

a. Inthe “CURRENT" section — the current labor codes and the effective date of the last change will default into the form.

b. Inthe “NEW" section — add new rows or make changes to the existing rows.

c.  Changes to the accounting information will be LIMITED. The correct accounting information should default in the field
according to the position number being used.

d. The fund, organization, account, and program codes will NOT need to be change unless payment is being charged by grant or
other funds.

e. EFFECTIVE DATE: The effective date should equal either; 06/01/20__ or 07/01/20__ depending on the summer school
session.

f. Apply the appropriate changes to the field if necessary.

MAKE SURE THE DATE IN THE “EFFECTIVE DATE” FIELD IS 06/01/2018 OR 07/01/2018 DEPENDING ON THE SUMMER SCHOOL
SESSION. IF NOT, THE EPAF WILL CONTAIN AN ERROR.

Update Labor Distributions, 000468-00 Summer School

Effective Date: 06/01/2016

Urnl anization mm ncumbrance Override End Date
Q' l Q 10 Q 1701 G‘ 61200 Q' 0103 O‘I I 100.00
N 2 ] A |

[ [ [ [ I
A A q c"I A q I [ I [ [
U A q N A q [ [ [ [ [
QT af q a af q] | | | [ I
| -

s

Default from Index | Save and Add New Rows

Steps to change Labor Distributions

2. Change the percentage in the “New” Section to 0.00 and click on “Save and Add New Rows”. See sample below.

Update Labor Distributions, 000468-00 Summer School

Effective Date: 06/01/2016

ar [ 2 I [
Al N q~I N A & I [
N A a A A A I [
& 4 Q] Q] 4 & I [
'

Default from Index | Save and Add New Rows

13. Enter the new accounting information. The following must be entered for each line.
COA =enter 1.

Fund No.

Organization No.

Account No. = 61200

Percentage = totals must equal 100%. See sample below
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Click to “Save and Add New Rows”

Update Labor Distributions, 000468-00 Summer School

Effective Date: 06/01 /2016

coajindexFundlorganizationlAccountProgramlactivitylLocation[ProjectlCostPercentlEncumbrance Override End Date

E ate: MM /DD /YYYY | TE L]
[COR Jindex  Jrund____|Organization [Account __|Program ___|Activity __|Location _|Project___|Cost_|Percent _|[Encumbrance Override End Date
A QUi Q1701 S [61200 A foroz a [ [ 0.00 [

A | Qo Q[i7m A fe1200 Q[ Qf [ [ [ [ 25.00

A | Q320231 Q. [a1ss A [e1200 Q af I I I [ 7500]

ar—] Q] & A Q] Q] | [ | |

A q a] q bl q [ [ [ [ [
To

100.00

4
Default from Inde: Save and Add New Rows |

14. Click on the box under the “Remove” Column to remove the old accounting information. The percentage should be set 0.00%.
15. Click on Save and Add New Rows. The old accounting information should be removed.

Update Labor Distributions, 000468-00 Summer School

Effective Date: 06/01/2016

F llnd{!nl-luimliuuI"r'.bqr-:iml"rr.iit'.i.l m noumbrance Override End Datel

Effective Date: MM/ DD/ YYYY |G
[COn Jindex  Jrund  [Organization [Account [Program _[Activity [location  [Project __[Cost_[Percent._[Encumbrance Override End Date

afn Ao Afizor Afe1z00 A fozez Q 0
QR QAo Q1701 Qfs1z00 QA [osoz af | [ [ zs00]
QR A 340231 Qaiss QA ferz00 A [osos af | [ [ 7500
Q [ i a a q a [ [ [ [
A A A a & af [ [ [ [
A A A af A af [ [ [ [
a [ aj a a a af [ [ [ [

Default from Inde; Save and Add New Rows

16. Routing Queue
a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
b.  For Overloads, all EPAFs must have a Chair and Dean level approval.
For Grants, all EPAFS must have a Chair, Dean, Grants, and Grants Budget Office. Other approval levels will default.
d.  For Continuing Education courses, add Dean, Graduate and Continuing Education and Continuing Education (Marilyn

Read).
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Routing Queue

[10 - (CHAIR) Chair IAppro\re

[15 - (DEAN) Dean Q@ | | [Approve

39 - (ACAFF1) Academic Affairs (Hayley) v| G [HMURRELL |Hayley Henderson Pirion Approve v O
| 40 - (ACDAFF) Academic Affairs ~ | Q |CBALLARD |Chery| M Ballard Approve ~| O
[45 - (PROVOS) Provost of Academic Affairs  ~| < [cMGADAMS |Charles Alan MoAdams Approve ~ O
[50 - (HRFY)) HRFYI ~| O [SMPHILLIPS [Samantha Myers Phillips FYI ~| O
|65 - (BUDGET) Budget Office ~| Q |cPrIGE |Grystal S Price Approve ~ O
[70 - (PAYROL) Payrall FYI (Monthly) ~] Q. [eumTon [Charlotis M Litton FYI -0
|75 - (HRDIR) Human Resource Director ~| Q, |LeiGER |Lisa Weeks Giger Approve ~ O
[99 - (SUPER) Superuser ~| & [clirTon [Charlotie M Litton Apply - O
[Not Selected MY [ Not Selected ~
[Not Selected Ny [ Not Selected ~
[Not Selected ~| [ Not Selected ~
[Not Selected Ny [ Not Selected ~

Save and Add New Rows |
17. Click on the “Save and Add New Rows”.

18. Comments

a. Inthe “Comments” section, enter comments for the approvers with an explanation for the action.

b. Inthe “Comment” section, also enter the following for overload information separated as shown below:

i. CRN#:
ii. Credit Hour;
iii. Course Number:
iv. Course Title:
v. Section:
vi. Enrollment;
vii. Reason for Adjunct:

Comment

19. Save EPAF

Return to the top of the form.

oo op

Check your date entry

Enter additional information here.

Enter: CRN #: | Credit Hour: |
Course #: | Course Title | Section: |
Enrollment: | Reason for Adjunct:

| and whether the course is offered
through Continuing Education.

Hit the “Save” Button at the bottom of the form.

The message should display — “Your change was saved successfully.”
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Electronic nel Action Form

v Your change was saved successfully.

r the information for the E d either Save or Submit

Olivia Caden Silver, 900127334

IS -/ DSOS ).~ 01, 2016
SRS, - o
_Summer School Adjunct Rehire, D0O0042

Save | Submit | Delete |

20. Submit EPAF
a. Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.
b. The EPAF automatically routes to the approvers in the order of their approval levels.

Electronic Personnel Action Form

¥ The transaction has been successfully submitted.

7 Enter either Save or Submit

Olivia Caden Silver, 900127334

1637 SR o 01, 2016

Pending
summer School Adjunct Rehire, DO0042
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How to Process:

One Time Payment - Extra Services (Non Academic Affairs)
One Time Payment — Extra Services (Academic Affairs)

Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should be used to process payment for additional duties/services performed. The steps below should be followed:

Enter the employee’s 900# or click on the Q magnifying glass to search for an employee’s 900#.
The query date will default to today’s date. Change the query date to the first day of the month in which the pay is to be issued.
MM/01/20__
EXAMPLE: 01/01/2021 OR 02/01/2021 OR 10/01/2020
3. Select One Time Payment — Extra Services (Non Academic Affairs) or One Time Payment — Extra Services (Academic Affairs)
from the drop down approval category box.

Non Academic Affairs = any departments that do not report to the Provost, but report to other Vice Presidents/Directors. This EPAF is
used for payments by departments that do not report to the Provost.

Academic Affairs = departments that report to the Provost. This EPAF is used for payments made by departments/divisions that report
directly to the provost.

T IMPORTANT !

MAKE SURE THE QUERY DATE IS SET TO THE FRIST DAY OF THE MONTH YOU WANT THE TRANSACTION TO TAKE
PLACE. IFIT IS NOT SET TO THE CORRECT DATE, IT WILL CAUSE AN ERROR AND YOU WILL HAVE TO RESTART THE
EPAF.

 Enter an ID, 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 After identifying an employee, click the
Approval Category drop down menu to select
[ o00124058 | [Rytee Olia Donovan & Q the EPAF for One Time Payment - Extra

Services (Non Academic Affairs) or One Time
B 2 Query Date: MM/DD/YYY ( w Payment - Extra Services (Academic Affairs).
Approval Category: One Time Payment - Extra Services (Non Academic Affairs), DO0007 E__

oo

The Employee Job Assignments show

Employee Job Assignments all active positions. By clicking the All
- - = Jobs button, it will display all current
Primary|000921|00  |Assistant Director{4113, Human Resource |Oct 01, 2015 Acti

and previous jobs.
All Jobs 2
_—

EPAF Approver Summary | EPAF Originator Summary

4. Click on “Go” to begin the One Time Payment — Extra Services (Non Academic Affairs) or One Time Payment — Extra Services
(Academic Affairs) 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 One-Time Payments — Extra Services paid by Org. 3001.

004010 00 One Time Payments — Extra Services paid to FACULTY by fund 10 monies. The fund #s start with
10.

004011 00 One Time Payments — Extra Services paid to STAFF by fund 10 monies. The fund #s start with
10.

004025 00 One Time Payments — Extra Services paid to FACULTY by other funds (not grants). The fund #s
usually start with 108. (Example: 108221)

004026 00 One Time Payments — Extra Services paid to STAFF by other funds (not grants). The fund #s
usually start with 108. (Example: 108221)

004030 00 One Time Payments — Extra Services paid to FACULTY by grant funding. The fund #s usually
start with “3" (Example: 340231)

004031 00 One Time Payments — Extra Services paid to STAFF by grant funding. The fund #s usually start
with “3" (Example: 340231)

000478 00 One Time Payments — Extra Services paid by Continuing Education — Org. 3005

000997 00 One Time Payments — Extra Services paid by Continuing Education - Org. 3017; generally used
only by Continuing Education.

001202 00 First Year Seminar

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

CHEEE -/ << Olivia Donovan, 900124058

Query Date: Nov 01, 2016
LY (I EN T3 One time Payment (Extra Serv), D00007

Overload/Add Joh, C00006

Q New {ob|| 004026 00| iscellaneous Position Fund 2541211, Other General Institutional
\—

\

Primary [000921 00 |Assistant Director 4113, Human Resource QOct 01, 2015 Active

Next Approval pe| Go

6. View Employee Class:
O This section allows the originator to view the current employee’s employment information.

0 Employment Status must equal (A) — Active.

o If employment status is listed something else other than Active, do not use this EPAF.

0 Listed below are the definitions of the Employee Class Code

0 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
F3, Faculty PT <9 months Adjunct faculty M2 payroll
S1, Full Time Staff Staff employee employed for 12 months and paid over 12 months M1 payroll
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S2, Part-Time Staff <9 Months Staff employee employed for less than 9 months and payment may vary M2 payroll

S3, Part-Time 9-10 Month Staff Staff employee appointment over 9-10 months M1 or M2 payroll

S4, Part-Time 11-12 Month Staff Staff employee paid over 12 months M1 payroll

RT, PERS Reemployment of Retiree | Employee retired from the Public Employees’ Retirement System M1 or M2 payroll

ST, Student (WSR, RSE) Student employee receiving extra compensation for extra duties performed | M2 payroll

GA, Graduate Assistant Graduate Assistant receiving extra compensation for extra duties M2 payroll
performed

TE, Temporary Employee Temporary Employee receiving extra compensation for extra duties BW, M1 or M2
performed payroll

View Employee Employment Class

Employee Class Code: (Not Enterable) S1, Full Time Staff < e tme o Wiich payiol Do

Employee Status: (Not Enterable)  Active A processing an EPAF.

7. Enter Overload Pay Information

Field Statement/Action Action/Example
Job Begin Date: | If statement below says “Last Paid Date:"....then Leave field blank

Overload Spring 2015 - Current FT Faculty/Staff, 000458-00 Overload ENG 10{_Last Paid Date: May 31, 2014
lom ________________ [CurentVael |
o

Job Begin Date: MM/DD/YYYY

If there is no current values in the “Current Value” fields,......then Enter:
(enter corresponding year)

Overload/Add Job, 004026-00 Miscellaneous Position Fund 25

Current Value

MM/01/20__

Job Begin Date- MM/DDIRYYY Ex. 02/01/2020

Job Effective Enter the first day of the month for which the one-time payment — extra services are to be paid MM/01/20__

Date: Ex. 02/01/2020

Job Personnel Enter the first day of the month for which the one-time payment - extra services are to be paid. This MM/01/20__

Date: date should match the “Job Effective Date” Ex. 02/01/2020

Contract Type: This field defaults to “Overload”. Field may be changed to either Primary or Secondary.

Title: Enter the description of the one time payment — extra services performed Example:
Overload/Add Job, 004026-00 Miscellaneous Position Fund 25
o e Basketball Ticket Worker
o eanate MM"UU"TYW ’W First Year Seminar Instructor
Jobs Effective Date. MMIDDYYYY [t012015
Personnel Date: MMDDYYYY ’W (Used pOS 001202 OO)
Contract Type: Overload | 7|
Tille: [Baskelball Ticket Worker

Annual Salary: Total amount to be paid for one time payments — extra services 100.00

FTE: FTE for one time payments — extra services are generally 0.00 0.00

Employee Class | Field is defaulted to S3
Code

Payroll ID Payroll ID will default to M2. Field can be change. If the employee class under the “View Employee Use the drop down box to
Employment Class” is S1, S4, F1, or F4, or ....then change to M1.

Payroll ID should ramain
If the employee class under the “View Employee Employment Class” is S2, F2, F3, ST, GA....then defaulted to M2.
%
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If the employee class under the “View Employee Employment Class” is RT, TE, S3...then the payroll | Payroll ID will either be M1 or

ID will be determined based on previous job assignments. M2 based on previous job
assignments.

View Employee Employment Class

New Value

Current Value

ACTY

Employee Class Code: (Not Enterabl

I

Employee Status: 4(Not Enterable)

Job Change Field cannot be changed. Information is defaulted.
Reason

Job Status Field cannot be changed. Information is defaulted.

Overload/Add Job, 004026-00 Miscellaneous Position Fund 25

Item Current Value|New Value

Job Begin Date: MM/DD/YYYY [os/01/2016
Jobs Effective Date: MM/DD/YYYY [os/o1/2016
Personnel Date: MM/DD/YYYY IW
Contract Type:
Title: # |Basketbal| Ticket Worker

Annual Salary: *

FTE: %

Employee Class Code: % Q

Payroll Id: = \Ml, Monthly V|

Time Entry Type: (Not Enterable) IP—

Time Entry Type: (Not Enterable) IN—

Leave Rept Pay ID: # M1, Monthly ‘| View Employee Employment Class
Job Change Reason: (Not Enterable) ONE

Step: (Not Enterable) lo— Eplnyee Class Code: (Not Enteratfl
Job Status: (Not Enterable) IA— Emplayee Status: 4(Not Enterable)

8. Update Factor, Pays, and Hours

Field Statement/Action Action/Example
Factor: The field will default to one. If the payment is to be paid over multiple months, then If the payment will be
change the field to represent the number of months to be paid paid over 2 months,
then enter 2 in the
“Factor” field.

Hours per Pay: Field cannot be changed. Information is defaulted. _
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Update Factors, Pays and Hours, 004026-00 Miscellaneous Position Fund 25

tem ________________[Current Value|New Value

Factor: &

Pays: 4

Hours per Pay 4(Not Enterable)
Jobs Effective Date: MM/DD/YYYY 4

o
—

9. Update Default Earnings
a. Inthe “CURRENT” section — If there is not a date entered under the effective date, then a new effective date will need to be
entered under the “NEW VALUE” section.

If a current date is not listed

under the “CURRENT” effective
date, then enter the first day of

the month in which the one -

time payment will be issued in

the “NEW VALUE EFFECTIVE__—
DATE” field. MM/01/20__,

EX. 06/01/2020

Save and Add New Rows

84.00
110172015

Enter the same number in the factor and pays field
in which the one time payment is to be paid. Enter
the first day of the month in the Jobs Effective Date.

New Value
Elf& tive Date M MDDIYYYY[Eamings ~ [Hours or Units Per Pay Special Rate End Dats MMDDIYYYY[R

Mot Selected J T [ | 1
Mot Selected = | I I [
Nod Selected Tl I [ | 1
Not Selected Tl

b.  Enter the first day of the month in which the one-time payment will be issued in the “NEW VALUE EFFECTIVE DATE" field.
MM/01/20__ EXAMPLE: 02/01/2020
c. Select REG, Regular as the Earnings Code using the drop down box.

d. Enter 84.00 as the Hours or Units Per Pay.

Update Default Earnings, 004026-00 Miscellaneous Position Fund 25

Current

Effective Date M Hours or Units Per Pay Special Rate m End Date]

New Value

Effective Date MM/DD/YYYY]| m ours or Units Per Pay Special Rate m nd Date MM/DD/YYYY]

11/01/2015

Save and Add New Rows

—
—
—
S and Add Now Rows |

REG, Regular Pay

Not Selected

Not Selected

Not Selected

[ w00 | | ]_1

——

5 E = =
-

-
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If the fields are populated under the “CURRENT EFFECTIVE DATE” as shown below, then under the “NEW VALUE EFFECTIVE
DATE”, enter the 15t day of the month in which the payment is to be paid. MM/01/20__ EXAMPLE: 02/01/2020

Update Default Earnings, 004030-00 HRSA Nursing, Last Paid Date: Jun 30, 2015

Effective Date M Hours or Units Per Pay

07/01/2014  REG, Regular Pay

Speci: | Rate[Shift|End Date]
1

84.00

H YYYY[Remove|
REG, Regular Pay E|
ot Selected b \ \ i Enter the 15t day of the month in
which the payment is to be paid:
Nl Sleced =] | — EXAMPLE: 02/01/2020
Not Selected 7] \
\ \ \ [1
Not Selected ]
\ \ \ [
+ Defaulting values for Default Earnings from the Job records
Save and Add New Rows
EXAMPLE OF THE DEFAULT EARNINGS SCREEN WITH THE UPDATED DATE
Update Default Earnings, 004030-00 HRSA Nursing, Last Paid Date: Jun 30, 2015
m_m
07/01/2014  REG, Regular Pay
84.00
mm
11/01/2015 REG, Regular Pay 7]
[ s | | |_1
Not Selested 7]
\ \ | [ 1
Not Selected ]
\ \ | [1
Not Selected [+
\ \ | [ 1
Not Selected ]
\ \ | [
+/ Defaulting values for Default Eamings from the Job records.
Save and Add New Rows
9. Terminate Employee Job
Field \ Statement/Action Action/Example
Job Effective Date: Enter the last day of the month in which the payment is to be paid Ex. 11/30/2020
Job Status: Field cannot be changed. Information is defaulted. None
Job Change Reason: Field cannot be changed. Information is defaulted. None
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Enter the last day of the month in which
payment is to be paid. MM/31/20__ or
MM/30/20__

Terminate Job Only, 004026-00 Miscellaneous Position Fund 25

Jobs Effective Date: MM/DD/YYYY 4 11/30/2015 EXAMPLE: 02/29/2020
Job Status: 4(Not Enterable) T
Job Change Reason: 4(Not Enterable) JBEND

10. Labor Distribution — Update if Needed
a. Inthe “CURRENT" section — the current labor codes and the effective date of the last change will default into the form.
b. Inthe "NEW" section — add new rows or make changes to the existing rows.
c. EFFECTIVE DATE: The effective date is the first day of the month in which the payment will be made: MM/01/20__
EXAMPLE: 02/01/2021

d.  Apply the appropriate changes to the field if necessary.

Steps to change Labor Distributions

1. To remove the default payment information, change the percentage in the “New” Section to 0.00 and click on “Save and Add New
Rows”. See sample below.

Update Labor Distributions, 004026-00 Miscellanecus Position Fund 25

The effective date will default to the query date or today’s
date. This needs to be change to the following the first day
of the month in which the payment is to be paid.
MM/01/20__

EXAMPLE: 02/01/2021

Encumbrance Override End Dz

Effective Date: MM/L D/YYYY]|

Program__[Activity _[Location [Project _[Cost _[Percent [Encumbrance Override End Datel

ar| N N | 2:}5”00 210505 2:} } } } 10000 : — 1 Change this percentage to 0.00 and click
on Save and Add New Rows.
ar| Qf af Qf af Qf \ \ \ |
ar| Qf af Qf Qf Qf \ \ \ |
ar Q| QJ Q| Q Q| \ \ \ |
100.00
v

Default from Index Save and Add New Rows

Update Labor Distributions, 004026-00 Miscellaneous Position Fund 25

Effective Data: 11/01/2015

COAfIndex[FundOrganization[AccountlProgramlActivity|Location Project|Cost[PercentlEncumbrance Override End Date

New
e bt WDV YV [
COA Jimdes JFond __|Organizston [Account__[Program _[Actvty __[Location [Project _[Cost

Qi Qlwossor  Afaarr Afsa0 Afoss QX [ 000 . :
I8 S JE Il
g | N |, VO, S8 'L__I | - —
Q| Q Qf Qf Qf Q | [ I
arr = Q] Qaf Qaf ar | |l [
100.00
v

Default from Index | Save and Add New Rows

e  Enter the new accounting information. The following must be entered for each line.
a. COA-=enterl.
b.  Fund No.
c.  Organization No.
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d. Account No. =
i. 61100 = Administrative
ii. 61200 = Faculty
jii. 61300 = Paraprofessional
iv. 61400 = Secretarial/Clerical
v. 61500 = Technical
vi. 61600 = Skilled Craft
vii. 61700 = Service Maintenance
e. Percentage = totals must equal 100%. See sample below

Click to “Save and Add New Rows”

Update Labor Distributions, 004026-00 Miscellaneous Position Fund 25

Effective Date: 11/01/2015

CoAlindexlFundlOrganization]AccountlProgramJctivitylLocationlProject]CostlPercentlEncumbrance Override End Datel

Effective Date: MWDDMNYYYY |SREGE-RET

i

R e e e
QL Qfwer Qo Qow Qo I R R Enter COA, Fund #, Org#, and
af & @ A — A a——a — S E— Account# and percentage.
| Q Q Q Q Q | | rr Be sure percentages = 100%.
ar— a a af a a | | I_

ar- Q] Q] af Qa Qa | | I_

Tolal
00

Dedault from Ir\ds‘ Save and Add New Rows >

e  Click on the box under the “Remove” Column to remove the old accounting information. The percentage should be set 0.00%.
e Click on Save and Add New Rows. The old accounting information should be removed.

Update Labor Distributions, 00402600 Miscellaneous Position Fund 7 Click the remove button on
Current the line that has 0.00%
Effective Date: 11/01/2015 : “
conlndeFundOrgmiatioAccom(ProgmfaciviyfLocsionprec{Cos[pween[Ercumbrarcs OveriisEvd e entered. Then click on “Save
and Add New Rows.
_
GOR s Trand—_ [Organization Jccount [Program Aty [Location [Pojct [Cost[Prcet [Encumbrance Overide End Date~~vs
Q| Q [108801 CL |41211 Q. [61300 Q [0505 Q| | | o0 |
Q| Q[osszz A faom Qe QK QJ [ [ oo
Q[ | Q] Q] Q] Qf Q | ] |
ar | Q] Q] Q] af Q | | |
ar—| af Qaf af af a | | |
Total
H -
Default from |ndex m

Delta State University | Electronic Personnel Action Forms




Update Labor Distributions, 004026-00 Miscellaneous Position Fund 25

Current
Effective Date: 11/01/2015

COAlIndex[FundlOrganization| Account|ProgramlActivity|Location|Project|CostlPercent/Encumbrance Override End Datel

ew

GO Jndex JFand __[Organization |Account _[Program _|Activity _|Looation |Project _|Cost _|Percent [Encumbranos Override End Dale{Remov

]

QL Qlosszz A faozt Qlpaoo A fosor Q] \ \ \ [ 10000 | -
ar Q Ql Q Ql Q \ \ [ \
ar | Q| Qaf Q| Qaf Q| \ \ \ | \
ar Qaf Qf Qaf Qf Qaf \ \ \ | \
ar| Ql Ql Ql Ql Ql \ \ \ | \
Total- 10000

Default from Index ‘ Save and Add New Rows ‘

e Routing Queue

Non Academic Affairs:

a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
All EPAFs must have a Director and Vice President level approval.
Grants One-Time Payment — Extra Services, all EPAFS must have a Director, Vice President, Grants, and Grants Budget
Office. This can be added to bottom of the queue. Other approval levels will default.
d. EXAMPLE ROUTING QUEUE:
i. Dept (Director/Supervisor)
ii. Vice President
iii. HRFYI-Human Resources FYI = Samantha Phillips (SMPHILLIPS)
iv. Budget = Crystal Price (CPRICE)
v. Payroll = Charlotte Litton (CLITTON)
vi. HR Director = Lisa Giger (LGIGER)
vii.  Super = Charlotte Litton (CLITTON)

Academic Affairs

a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
For Academic One-Time Payment — Extra Services, all EPAFs must have a Chair and Dean level approval.
For Academic Grants One-Time Payment — Extra Services, all EPAFS must have a Chair, Dean, Grants, and Grants
Budget Office. Other approval levels will default.
d. For Academic One-Time Payment — Extra Services Continuing Education, add Dean, Graduate and Continuing Education
and Continuing Education (Marilyn Read). This can be added to the bottom of the queue.
e. EXAMPLE ROUTING QUEUE:
i. Chair
ii. Dean
iii. ~Academic Affairs = Cheryl Ballard (CBALLARD)
iv. Provost = Dr. Charles McAdams (CMCADAMS)
V. HRFYI-Human Resources FYI = Samantha Phillips (SMPHILLIPS)
vi. Budget = Crystal Price (CPRICE)
vii.  Payroll = Charlotte Litton (CLITTON)
viii. HR Director = Lisa Giger (LGIGER)
ix. Super = Charlotte Litton (CLITTON)
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6. Click on the “Save and Add New Rows”.
7.  Comments
e Inthe “Comments” section, enter comments for the approvers with an explanation for the action. Be sure to include the dates
when the extra duties occurred.

Comment

Enter additional
information here.

Comment
Basketball Ticket Worker: Worked on 10-23-2015, 10-25-2015 e EXAMPLE of what a
comment might
contain.
8. Save EPAF

e Hitthe “Save” Button at the bottom of the form.

Return to the top of the form.

The message should display — “Your change was saved successfully.”
Check your date entry

Electronic Personnel Action Form

<\/ Your change was saved successfully >
7 Enter . and either Save or Submit

RS R < Oivia Donovan, 900124058
ISR 75 IS o 01, 2015
ESERSEHGRSHR -

_ One Time Payment - Extra Services (Non Academic Affairs), DO0007

Save | Submit ‘ Delete |

9. Submit EPAF
e Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.
e The EPAF automatically routes to the approvers in the order of their approval levels.
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Electronic Personnel Action Form

<'~/ The transaction has been successfully submitted >
FEnE ¥ : f ave or Submit

IEEEERE R, << Oiivia Donovan, 900124058

I -
SSRGS '

[ v 01, 2015

_ One Time Payment - Extra Services (Non Academic Affairs), DO0007

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Errors and Warm'ni Messaies

Add Employee Job WARNING  |"WARNING" This employee is terminated on the Employee Form.

Add Employee Job WARNING  |"WARNING"™ The Employee's Term Date and Reason should be removed from PEAEMPL.
Add Employee Job WARNING  |"WARNING"™ Annual Salary is outside the Table/Grade range

Update Factors, Pays and Hours| WARNING ~ ["WARNING™ Annual Salary is outside the Table/Grade range

% - Indicates a required field.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and all you to start over.
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TERMINATION/RESIGNATION OF EMPLOYEE
Accessing the EPAF Menu & Approver Summary
Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should only be used to terminate an employee’s job when they are leaving the University. It cannot be used if the employee has any
other position at the University that will remain active. The steps below should be followed:

Enter the employee’s 900# or click on the Q magnifying glass to search for an employee’s 900#.
The query date will default to today’s date. Change the query date to the effective date of the termination/resignation. For example:

o Ifan employee’s last physical day at work is January 31, 2020, and personal leave time and/or comp are not being used, then
January 31, 2020 will be used as the last day of employment and termination/resignation.

o Ifan employee’s last physical day at work is January 26, 2020, but plan on using personal leave time and/or comp time until
January 31, 2020, then January 31, 2020 will be used as the last day of employment and termination/resignation.

3. Select Termination from DSU (Non Academic Affairs) or Termination from DSU (Academic Affairs) from the drop down approval
category box.

Non Academic Affairs = any departments that do not report to the Provost, but report to other Vice Presidents/Directors. This EPAF is
used for changes to positions in departments that do not report to the Provost.

Academic Affairs = departments that report to the Provost. This EPAF is used for changes to faculty/staff positions in
departments/divisions that report directly to the provost.

A LETTER OF RESIGNATION MUST BE SUBMITTED FOR ALL EMPLOYEES VOLUNTARILY RESIGNING.
e ACADEMIC AFFAIRS EMPLOYEE RESIGNATION LETTERS MUST BE SENT TO THE PROVOST’S OFFICE.
e NON ACADEMIC AFFAIRS EMPLOYEE RESIGNATION LETTERS MUST BE SENT TO HUMAN RESOURCES.

TERMINATION/RESIGNATION PROCESS FOR INDIVIDUALS WHO ARE CLASSIFIED AS 12 MONTH EMPLOYEES.
Use for both Monthly & Bi-Weekly employees

I IMPORTANT !l

MAKE SURE THE QUERY DATE IS SET TO THE DAY YOU WANT THE END THE PAY FOR THE EMPLOYEE WHO IS
LEAVING AND NOT THE LAST DAY THE EMPLOYEE IS IN THE OFFICE. IFIT IS NOT SET TO THE CORRECT DATE, THE
EMPLOYEE WILL EITHER BE PAID TOO OR MUCH OR NOT ENOUGH.

New EPAF Person Selection
After identifying an employee,

@ Enter an ID, select the link to search for an D, or generate an ID. Enter the Query Date and select the Approval Category. Select Go. click the Approval Category
drop down menu to select the

EPAF for Termination from DSU
Bl fpoors772 [Rylie Ann Glark & Q (Non Academic Affairs) or
Termination from DSU
I ™Y Date: MWD/ (Academic Affairs).

The Employee Job
Assignments show all active

Employee Job Assignments e L.
positions. By clicking the All
Primary{000376 [00  |Grants Coordinator|4113, Human Resource |Jan 01, 2017 Active Jobs button, it will display all

AllJobs | €— current and previous jobs.
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4. Click on GO to begin processing the EPAF.

5.  Click the radial button at the end of the row for the PRIMARY JOB and click GO.

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

CHE R lic Ann Clark, 900137172
Query Date: Jan 31, 2018
LY e E e L LT Termination from DSU NAA, DO0D10

Terminate Job Only, C00003 - i i i
50 DS OAE SPSORESUSa | " prnery b an cick

O, [New Job) ] the radial button at the end of
o the job to select the job and
Primary |000376 |00 |Grants Coordinator|4113, Human Resource [Jan 01, 2017 Active click “GO”.
®

i

In the Jobs Effective Date field, enter the date the employee is to receive pay through.

In the Last Work Date field, enter the last day the employee was physically at work

In the Term Reason Code field, select the reason for termination/resignation by using the drop down box.
In the Termination Date field, enter the last day the employee is to receive pay through.

© © N o

Terminate Job Only, 000376-00 Grants Coordinator -
In the Jobs Effective Date

fem _______[CurentValue Fleld, enter the date the

Jobs Effective Date: MMIODIYYYY,. 010012017 [013172018 < employee is to receive pay

through

Job Status: 4(Not Enterable) Active T

Job Change Reason: 4(Not Enterable) TERM In the Last Work Date Field,
enter the last date the

Terminate Employee from DSU employee was physically at
work.

tem ___________[Current Value

Last Work Date: MMIDDIYYYY 012612018 In the Term Reason Code,

TermR Code: select the reason from the drop

erm Reason Code: 5 |V, Voluntary Y11 down box for
Termination Date: MM/DDMYYYY & 01/3142018 Termination/Resianation

In the Termination Date field,
enter the last day the employee
is to be paid for.
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10. In the Jobs Effective Date field, enter the date the employee is to receive pay through.
11. Leave the New Value blank for Regular Rate and Annual Salary

e ot Vauaew Vabve | e Jobs EfeciveDate

Jobs Effective Date: MMWDDIYYYY 00001/2017 < Rield, entering date the
Regular Rate: (Not Enterable) [ NGB | through

Annual Salary: (Not Enterable) [

employee is to receive pay

12. In the Effective Date in the New section, enter the date the employee is to receive pay through.

View Labor Distribution

urrent

Last Paid Date: Jun 30, 2018

“

Effective Date: 09/01/2013

COAlindex|FundlOrganization|Account|Program{Activty Location|Project|CostlPercent|Encumbrance Override End Date

1 10 0387 61200 0101
100.00 ” ”
In the Effective Date Field,
enter the date the employee is
_ P to receive pay through
Effective Date: MWDD/YYYY |[JZYPIRE )

COA_[index _[Fund____|Organization [Account_[Program__[Activity __[Location [Project_[Cost _[Percent [Encumbrance Override End Date

Qf Q1o QUlozer Rfstzoe Rforr QA | | | [ 10000 |
Q| Q a Q Q Q | | [ |
Q| Q a Q Q Q | | [ |
Q| Q a Q Q Q | | [ |
A Q a Q Q Q | | [ |

v Defaulting values for Labor Distribution from the Job records.

Default from Index | Save and Add New Rows

13. Routing Queue

Non Academic Affairs:

a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
b. All EPAFs must have a Director and Vice President level approval.

¢. Grants Termination from DSU, all EPAFS must have a Director, Vice President, Grants, and Grants Budget Office, This
can be added to bottom of the queue. Other approval levels will default.
d. EXAMPLE ROUTING QUEUE:

Vi,
Viil.

Dept (Director/Supervisor)

Vice President

HRFYI - Human Resources FYI = Samantha Phillips (SMPHILLIPS)

Budget = Crystal Price (CPRICE)

Payroll FYI = Charlotte Litton (CLITTON)

HR2 = Rachel Becker (RBECKER for employees paid monthly) or Rebecca Bouse (RBOUSE for employees paid bi-
weekly)

HR Director = Lisa Giger (LGIGER)

Super = Charlotte Litton (CLITTON)
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Academic Affairs

a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
For Academic Termination from DSU, all EPAFs must have a Chair and Dean level approval.
For Academic (Grants) Termination from DSU, all EPAFS must have a Chair, Dean, Grants, and Grants Budget Office,
Other approval levels will default.
d. EXAMPLE ROUTING QUEUE:
i. Chair
ii. Dean
iii. ~ Academic Affairs = Cheryl Ballard (CBALLARD)
iv. Provost = Dr. Charles McAdams (CMCADAMS)
v. HRFYI-Human Resources FYI = Samantha Phillips (SMPHILLIPS)
vi. Budget = Crystal Price (CPRICE)
vii.  Payroll FYI = Charlotte Litton (CLITTON)
viii. HR2 = Rachel Becker (RBECKER for employees paid monthly) or Rebecca Bouse (RBOUSE for employees paid bi-
weekly)
ix. HR Director = Lisa Giger (LGIGER)
X. Super = Charlotte Litton (CLITTON)

11. Click on the “Save and Add New Rows”.
12. Comments

o Inthe “Comments” section, enter comments for the approvers with an explanation for the action.

Comment

Enter additional
information here.

Comment
Employee's last day is January 26, 2018; however, will be using personal leave EXAMPLE of.what a
time for January 28-31, 2018. comment might
contain.

13. Save EPAF
e Hitthe “Save” Button at the bottom of the form.
Return to the top of the form.
The message should display — “Your change was saved successfully.”
Check your date entry
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Electronic Personnel Action Form

+ Your change was saved successfully.

ar.the information for the ERAE=aTd either Save or Submit

SR - (= £nn Clark, 900137172 [ISEEREEHR 000376-00, Grants Coordinator
TSNS <02 IS = 51, 2016
. - Last Pid Date:

EEEREEEEEER 7rnination from DSU (Non Academic Affairs), DO0010
Save | Submit | Delete |

14. Submit EPAF
e Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.
e The EPAF automatically routes to the approvers in the order of their approval levels.

Search

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

Electronic Personnel Action Form

' The transaction has been successfully submitted.

he information for the EPAF and ei or Submit
SR - /= ~nn Clark, 900137172 ISR 000376-00, Grants Coordinator
S <10 SR - 31, 2018
[ e Last Paid Date:

BRI rmination from DSU (Non Academic Affairs), DOD010

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and allow you to start over.
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TERMINATION/RESIGNATION PROCEDURE FOR INDIVIDUALS WHO ARE 9 MONTH EMPLOYEES

FACULTY EMPLOYEES

1. Afaculty member who terminates/resigns at the end of the academic session, then the following dates must be used.

F1 Employee Class: The job effective date will be ended on August 31, 2021; however, the last work date will be May 7, 2021 or the
last day of the academic session.

F2 Employee Class: The job effective date will be ended on May 31, 2021; however, the last work date will be May 7, 2021 or the last
day of the academic session.

A LETTER OF RESIGNATION MUST BE SENT TO THE PROVOST’S OFFICE FOR ALL EMPLOYEES VOLUNTARILY
RESIGNING.

EXAMPLE OF A TERMINATION/RESIGNATION OF AN F1 EMPLOYEE TERMINATION

View Employee Employment Class

lem —— — Tourent Vae

Employee Class Code: (Not Enterable) F1, Faculty 9/12
Employee Status: (Mot Enterable)  Active [a

Terminate Job Only,— Last Paid Date: Jan 31, 2017

tem _ _ __________[CurrentValue|New Value ]

Jobs Effective Date: MM/DDIYYYYy  09/01/2015 08/31/2018
Job Status: 4(Not Enterable) Active T
Job Change Reason: x(Not Enterable) PROMO TERM

Terminate Employee from DSU

Last Work Date: MM/DD/YYYY 080772018
Term Reason Code: 4 [V, Voluntary M
Termination Date: MM/DDIYYYY 4 [osi31/2018

EXAMPLE OF A TERMINATION/RESIGNATION OF AN F2 EMPLOYEE TERMINATION

View Employee Employment Class

em ________________[CumentValue

Employee Class Code: (Not Enterable) F2, Faculty 9/9
Employee Status: 4(Not Enterable)  Active 'A_

Terminate Job Only_ Last Paid Date: Jan 31, 2017

Jobs Effective Date: MM/DD/YYYY 4  08/01/2015 0513172018
Job Status: 4(Not Enterable) Active T
Job Change Reason: x(Not Enterable) RAISE TERM

Terminate Employee from DSU

tem [CurrentValueNewValue |
Last Work Date: MM/DDIYYYY [osio7i2018
Term Reason Code: 4 |V: Voluntary V|
Termination Date: MM/DD/YYYY 5 osiz1i2018
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TITLE AND/OR SALARY ADJUSTMENT FOR EMPLOYEE
Accessing the EPAF Menu & Approver Summary
Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should only be used to change the title and/or salary of a salaried employee’s PRIMARY job or additional job duties currently set-up in
Banner. |t cannot be used if the employee is transferring to another position on campus.
This should not be used to temporarily increase an employee’s salary. You should use One Time Payment — Extra Services (Non
Academic Affairs) — D00007 or One Time Payment — Extra Services (Academic Affairs) — D00008.

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 the effective date of the title and/or salary change. For example:

o Ifthe change is to take place on any day of the month, then use the date the change will take place. If the change is to take
place on the 1st day of the month, then use the first day of the month. See examples below.

New EPAF Person Selection

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

% - indicates a required field. i i i
This employee’s title and salary will

Gl fsoots7172 | Ryt Ann Glark ¥Q change on March 11, 2021. Enter
(Query Date: MMIDDIYYYY | CERZHEE < 03/11/2021 in the query date block.

Approval Category: | Title andfor Salary Adjustment (Academic Affairs), D00011 hd
Go

Employee Job Assignments

Primary|000376 |00  |HR Director[4113, Human Resource |Jan 01, 2017 Active

All Jobs

New EPAF Person Selection

7 Enter an ID, 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 fisld. ) ) i
This employee’s title and salary will
(Gl oota772 ™ [Ryie nn Glrk #Q change on April 1, 2021. Enter
Query Date: MWDDIYYYY |THPREREE 04/01/2021 in the query date block.
Ll it andor Salary Adjustment (Academic Affairs), DO0011 v
Go

Employee Job Assignments

Primary|000376 |00 |HR Director|4113, Human Resource |Jan 01, 2017 Active

All Jobs

3. Select Title and/or Salary Adjustment (Academic Affairs) {D00011} or Title and/or Salary Adjustment (Non Academic Affairs)
{D00012} from the drop down approval category box.

Academic Affairs = departments that report to the Provost. This EPAF is used for changes to faculty/staff positions in
departments/divisions that report directly to the provost.

Non Academic Affairs = any departments that do not report to the Provost, but report to other Vice Presidents/Directors. This EPAF is
used for changes to positions in departments that do not report to the Provost.
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CHANGES TO TITLE AND/OR SALARY MUST HAVE SUPPORTING DOCUMENTATION AND FORWARDED TO
OFFICE OF HUMAN RESOURCES.

HOURLY TITLE AND/OR RATE ADJUSTMENTS ARE COMPLETED ON EPAFs D00013 AND D00014.

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 fisid.

| Mot Selected
ﬂ 900137172 Rylie 4 Overload Pay, DO0001
Overload Pay - Continuing Education, D00002
joroas Ay - ponnang seusete Use EPAFs D00011 and D00012 to

Adjunct Faculty Re-Appointment, DO0003
Adjunct Faculty Re-Appaointment (Continuing Fducation), D00004 — Change a salaried emp]oyee’s title
Title and/or Salary Adjustment (Academic Affairs). D00011 Aall TV AD
Title and/or Salary Adjustment (Non Academic Affairs), D00012 and/or salary and click “GO”.
Hourly Title and/or Rate Adjustment (Academic Affairs), D00013
Hourly Title and/or Rate Adjustment (Non Academic Affairs), D00014
) One Time Payment - Extra Services (Non Academic Affairs), D000O7
Employee Job Assignments|one Time Payment - Extra Services (Academic Affairs), DO000S
Job Labor Distribution Change (Academic Affairs), D00015
Primary|000376 |00 |HR DirdJob Labor Distribution Change (Non Academic Affairs), D00016 e
All dobs Campus Address Change (Academic Affairs), D00022
Campus Address Change (Non Academic Affairs), D00023

Termination from DSU (Academic Affairs), D009 .
Termination from DSU (Non Academic Affairs), D00010 pprover Summary | EPAF Originator Summary

4.  Click the radial button at the end of the row for the PRIMARY JOB and click GO. A new job should not be entered using this EPAF.

5. Click on GO to begin processing the EPAF.

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

G R fic Ann Clark, 900137172

Query Date: Mar 11, 2019
LU E et CL T Title and/or Salary Change AA, D00011

Chanie Facu.‘ifS!aﬁ Emimﬁe's Current Title and/or Safai, C00022

. New Job) [ Select the employee’s primary job
by clicking on the radial button and
(Primary 0§0376 00 [HR Director|4113, Human Resource |Jan 01, 2017 Active| | C"Ck GO
R ® .

All Jobs

Next Approval Tybe
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6. Change the Employee Class Code only if an employee is changing to either part-time or full-time status. See codes below.

Employee Code | Description

F1 Faculty employed for 9 months but paid over 12

F2 Faculty employed for 9 months and paid over 9

F4 Faculty employed for 12 months and paid over 12

S1 Full-time Staff

S3 Part-time staff, no benefits

S4 Part-time staff less than 40 hours per week, with benefits

If an employee is changing to part-time or full-time status,
select the appropriate employee code from the table above.

tem [Current Value Enter employee code in the Employee Class Code block.
Employee Class Code: 81, Full Time Staff & +—
Employee Status: (Not Enterable) Active A For example:

View Employee Employment Class

o Full-time staff employee is changing from 40 hours per
week to 25 hours per week, then enter code S4.

o Part-time employee is changing from working 30 hours per
week to 40 hours per week, then enter code S1.

o Employment status is not changing = leave blank

7. Change faculty/staff employee’s current title and/or salary.
a. JOB BEGIN DATE: No entry — leave blank
b. JOB EFFECTIVE DATE: Enter the effective date of the salary and/or title change.
c. PERSONNEL DATE: Enter the effective date of the salary and/or title change.
d. JOB STATUS: No entry — leave blank
e. TITLE: Enter employee’s new title, if applicable. If title is not changing, leave blank.

f.  FTE: Enter “1”if the FTE is not changing and employee is working 40 hours per week. If employee is working less than 40
hours per week, enter the new FTE. To figure new FTE, divide hours work per week by 40.

For example: Employee will change from working 40 hours per week to working 25 hours per week. To figure new FTE,
divided 25 by 40 = .63 (25 / 40). Enter .63 in the FTE field.

g. JOB CHANGE REASON: Select the reason for change using the drop down menu. (i.e. Title change — TITLE, receiving a
promotion - PROMO, etc.)

h.  ANNUAL SALARY: Enter employee’s new annual salary, if applicable. If salary is not changing, leave blank.

i.  FACTOR: Most employees received their annual salary over 12 months. If the number of months are changing, then enter the
number the pay is to be divided by. This should match the number that will be listed in the PAYS field.

j. PAYS: Most employees received their annual salary over 12 months. If the number of months are changing, then enter the
number the pay is to be divided by. This should match the number listed in the FACTOR field.

If salary is to be paid over 12 months, then leave the FACTOR and PAYS fields blank.
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EMPLOYEE'S TITLE AND SALARY CHANGE

Change Faculty/Staff Employee's Current Title and/or Salary, 000376-00 HR Director

Job Begin Date: MMDD/YYYY(Not Enterable) 010172017 [~

Jobs Effective Date: MWDD/YYYY 5 omo12018 [

Personnel Date: MM/DDIYYYY osotz018 [

Job Status: (Not Enterable) Active IA_

Title: HR Director |

FTE: % 1 [

Job Change Reason: 4 PROMO [Not Selected v
Annual Salary: 54000 li

Factor: 12 |_

Pays: 12 l—

EXAMPLE 1: Title and Salary Change

Change Faculty/Staff Employee's Current Title and/or Salary, 000376-00 HR Director —

(Current Vialue
Job Begin Date: MM/DD/YYYY(Not Enterable) 010172017 [

Jobs Effective Date: MMIDD/YYYY 030172018 [zt

Personnel Date: MM/DD/YYYY 4 03/01/2018 02/11/2019

Job Status: (Not Enterable) Active IA_ —
Title: HR Director |VP for Human Resources

FTE: % 1 [l

Job Change Reason: 4 PROMO [PROMO, Promotion v|
Annual Salary: 54000 W

Factor 12 [

Pays 12 [

EXAMPLE 2: Title, Salary, and FTE Change

View Employee Employment Class
Employee Class Code: $1, Full Time Staff . [s2
Employee Status: (Not Enterable) Active [a

Change Faculty/Staff Employee's Current Title and/or Salary, 000376-00 HR Director

Job Begin Date: MM/DD/YYYY(Not Enterable) 01/01/2017 |

Jobs Effective Date: MM/DD/YYYYs* 030172018 [oa1i2019

Personnel Date: MM/DD/YYYY 030172018 [o4i0172018

Job Status: (Not Enterable) Active 2

Title: HR Director  [HR Supervisor

FTE: * 1 [pss

Job Change Reason: % PROMO |TITLE, Title Change M
Annual Salary: 54000 IZSOO—

Factor: 12 [z

Pays: 12 |12_
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EXAMPLE 3: Title and Salary Change, Time-Limited Basis

This will generally only be used for grant-funded positions in which the fund/org/acct change each grant year.

When entering a change that is time-limited, you will need to enter a permanent change (with Factor 12 and Pays 12) or a second time-limited
change that will take effect after the time-limited change ends or the job will end and the employee will not be paid.

View Employee Employment Class
EE——
tem _[CumentValue
Employee Class Code: 51, Full Time Staff Q [s1
Employee Status: (Not Enterable) Active [a

Change Faculty/Staff Employee's Current Title and/or Salary, 000376-00 HR Director

Item Current Value
Job Begin Date: MM/DDIYYYY(Not Enterable) 01/01/2017 [
Jobs Effective Date: MMWDD/YYYY: 03012018 [p4r01/2019
Personnel Date: MMDD/YYYYx 03/01/2018 0410172019
Jab Status: (Not Enterable) Active [~
Title: HR Director | MSSP Grant HR Director
FTE: % 1 [o—
Job Change Reason: # PROMO | PROMO, Promotion v
Annual Salary: 54000 25000
Factor: 12 [
Pays: 12 [ —
TITLE CHANGE ONLY: Complete the following fields:
e Job Effective Date Change Faculty/Staff Employee's Current Title and/or Salary, 000376-00 HR Director
e  Personnel Date
. tem __ [CumentValuelNewVale |
o Tile Job Begin Date: MM/DD/YYYY(Not Enterable) 01/01/2017 [
° FTE Jobs Effective Date: MM/DD/YYYY 4 03/01/2018 04/01/2019
e Job Change Reason (Title) Personnel Date: MM/DDIYYYY 0300112018 [oar01i2018
Job Status: (Not Enterable) Active IA_
Title: HR Director |interim VP HR
FTE: % 1 [foo
Job Change Reason: 4 PROMO [PROMO, Promation v
Annual Salary: 54000 [
Factor: 12 |—
Pays: 12 I_
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SALARY CHANGE ONLY: Complete the following fields

e Employee Class Code (if applicable) EXAMPLE 1: Salary Change Only
e Job Effective Date
e  Personnel Date Change Faculty/Staff Employee’s Current Title and/or Salary, 000376-00 HR Director
*  FTE (fapplicable)
e Job Change Reason (Promo or Raise) Job Begin Date: MMDD/YYYY(Not Enterable) 01/01/2017 [
e  Annual Salary Jobs Effective Date: MMDDIYYYY 4 030012018 [o40ir2019
° Factor (|f app|icab|e) Personnel Date: MM/DD/YYYY 4 03/01/2018 04/01/2019
. Pays (If applicable) Job Status: (Mot Enterable) Active IA_
Title: HR Director |
FTE: & 1 [too
Job Change Reason 4 PROMO |PROI‘\-‘IO‘ Promotion v
Annual Salary: 54000 [ooo000
Facor: 12 [
Pays 12 [

EXAMPLE 2: Change in Salary and Hours Worked

View Employee Employment Class

ltem Current \alue
Employee Class Code: 81, Full Time Staff Q [sa
Employee Status: (Not Enterable) Active A

Change Faculty/Staff Employee's Current Title and/or Salary, 000376-00 HR Director

ltem
Job Begin Date: MM/DD/YYYY(Not Enterable) 01/01/2017

Jobs Effective Date: MM/DD/YYYY 03/01/2018  |04/01/2019

Personnel Date: MM/DD/YYYY % 03/01/2018 04/01/2019

Job Status: (Not Enterable) Active A

Title: HR Director

FTE: % 1 0563

Job Change Reason: % PROMO PROMO, Promotion v
Annual Salary: 54000 25000

Factor: 12

Pays: 12
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8.  TERMINATE JOB ONLY

If the employee’s job factor and pays are 12, the salary is paid on a monthly basis, and the salary is not ending after a
period of time, then enter the same date as the effective date of action in the TERMINATE JOB ONLY: Jobs Effective

Date. See Example 1 below.

EXAMPLE 1: Permanent change in Title and/or Salary

View Employee Employment Class

Employee Class Code: $1, Full Time Staff Q |
Employee Status: (Not Enterable) Active [

Change Faculty/Staff Employee's Current Title and/or Salary, 000376-00 HR Director

Job Begin Date: MM/DD/YYYY (Not Enterable) 01/01/2017

Jobs Effective Date: MM/DDAYY'YY 4 03/01/2018  _Jo4r01/2019
Personngl Date: MM/DDMYYYY 4 03/01/2018 0470112019

Job Status: (Not Enterable) Active IA—

Title: HR Director IVP Human Resources
FTE: % 1 o

Job Change Reason: 4 PROMO |PROMO, Promotion
Annual Salary: 54000 W
Factor: 12 [

Pays: 12 l—

Terminate Job Only, 000376-00 HR Director

Jobs Effective Date: MM/IDD/YYYY 03/01/2018 <
Job Status: Active g v|
Job Change Reason: PROMO Not Selected v|
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If the salary will end after a certain period of time, process the EPAF according to the Example 2 below. A new EPAF will need to be
created to extend payment or to enter an additional payment past the factor and pays date. In Example 2 below, a termination date will
need to be enter to end the salary on August 31, 2019 since the payment and the factor was 5. The job began on April 1, 2019 and will
end on August 31, 2019.

This will mainly be used in cases of grants where the funding year will end on a certain date and the next grant year will have a
different Fund/Org/Acct number.

EXAMPLE 2:

View Employee Employment Class

o ____________[Curen Value

Employee Class Code: 81, Full Time Staff Q>.|
Employee Status: (Not Enterable) Active [+

Change Faculty/Staff Employee's Current Title and/or Salary, 000376-00 HR Director

Current Value
Job Begin Date: MM/DDIYYYY(Not Enterable) 01/01/2017

Jobs Effective Date: MMW/DD/YYYY % 03/01/2018

Personnel Date: MM/DD/YYY'Y % 03/01/2018  |04/0172019

Job Status: (Not Enterable) Active IA_

Title: HR Director | MSSP Grant HR Director

FTE: % 1 [lo

Job Change Reason: PROMO ‘ PROMO, Promotion v
Annual Salary: 54000

Factor: 12

Pays: 12

Terminate Job Only, 000376-00 HR Director

ltem Current Valug|New Value

Jobs Effsctive Date- MMDDNYYYY 03101/2018  ((os112013 )
Job Status: Active
Job Change Reason: PROMO |.JBEND, Job Ends

The title and salary changed on April 1, 2019 and will end on August 31, 2019. The salary
is paid over 5 installments.

IF AN EMPLOYEE IS LEAVING THE UNIVERSITY, USE THE FOLLOWING EPAFS:

o TERMINATION FROM DSU (ACADEMIC AFFAIRS) [D00009]

¢ TERMINATION FROM DSU (NON ACADEMIC AFFAIRS) [D00010].
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9. UPDATE LABOR DISTRIBUTION - If Needed

a. Inthe “CURRENT" section — the current labor codes and the effective date of the last change will default into the form.
b. Inthe "NEW" section — add new rows or make changes to the existing rows.

c. EFFECTIVE DATE: The effective date is the first day of the month in which the payment will be made: MM/01/20__
EXAMPLE: 04/01/2019

d. Apply the appropriate changes to the field if necessary.

Steps to change Labor Distributions

e To remove the default payment information, change the percentage in the “New" Section to 0.00 and click on “Save and Add
New Rows”. See sample below.

Update Labor Distributions, 000376-00 HR Director

The effective date will default to the query date or today’s

date. This needs to be change to the following the first day
m n nlzatlon per ram Location m Encumbrance Override End Date| Of the month i WhICh the payment . be pald_

100.00

EXAMPLE: 04/01/2019

el

=1 Q.|61300 Q, [o05 Q,\ I
| Q Q\ Q Q Q| \ | | | Change this percentage to 0.00 and click
Al QJ Q.| QJ QJ Q| \ | [ | on Save and Add New Rows.
A A A A A A \ | [ |
A Q| a a a a [ | |

+ Defaulting values for Labor Distribution from the Job records

Default from Index ‘ Save and Add New Rows ‘

Update Labor Distributions, 000376-00 HR Director

Effective Date: 03/01/2018

MMM-M@

10 4113 61300 0605

100.00

F
2

mmmm-@

A | Q[ Q 1113 Qls1a0 O [osos [ o000 |
ar| Q. Q| Q. Q. Qf’l \ \ | |
Al QJ QA QJ QJ A [ [ [ [
A Qf A Qf a A \ \ | |
arT| Q| a Q| Q| a \ \ |

+ Detaulting values for Labor Distribution from the Job records

Default from Index ‘ Save and Add New Rows |

e  Enter the new accounting information. The following must be entered for each line.

a. COA=enter 1.
b. Fund No.

c.  Organization No.
d. Account No. =

i. 61100 = Administrative

ii. 61200 = Faculty
jii. 61300 = Paraprofessional
iv. 61400 = Secretarial/Clerical
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v. 61500 = Technical
vi. 61600 = Skilled Craft
vii. 61700 = Service Maintenance
e. Percentage = totals must equal 100%. See sample below

Click to “Save and Add New Rows”

Update Labor Distributions, 000376-00 HR Director

Effective Date: 03/01/2018

condedFundlorganzstio]AccountProgramacivi]Locaion[Projec{ConiPersenfEncumbrance Overide End Dee]

1 10 4113 61300 0605
100.00

Enter COA, Fund #, Org#, and

Account# and percentage.

LET

[COA_lindex  |Fund _ [Organization JAccount _ |Program __[Activity __[Location |Project _|Cost |Percent [Encumbrance Override End Date|Remove]
Q| Q[0 Qfoa Qferae Xosos G [ [ [ o

Al | SN Q. [s071 Qfgrion & Q| [ [ [ o0

A a Q. Q QA QJ [ [ (.

A a aJ Q] Q| Q| | | (I

ar—| Qf Q] Qf Qf Qf | | [

Total:

Default from Index‘ Save and Add New Rows ‘ ’

[
\ Be sure percentages = 100%.
\

o  Click on the box under the “Remove” Column to remove the old accounting information. The percentage should be set 0.00%.
e Click on Save and Add New Rows. The old accounting information should be removed.

Update Labor Distributions, 000376-00 HR Director

Effective Date: 03/01/2018

[coAlindex]Fundlorganization]Account]Program{activitylLocationlProject|CostlPercentlEncumbrance Override End Date]

Click the remove button on

; Py popea the line that has 0.00%
10000 entered. Then click on “Save
e — eI NEDT T,
04112019
[coA index  JFund [Organization |Account _|Program__|Activity _|Location |Project _|Cost _[Percent [Encumbrance Override End Date|Re=:zv2|
Al | Q[0 Q. [s113 Qferaon 2 [os0s Q [ [ [ oo
Al Q[0 Qaort Qi & A [ [ [ 100 |
A QA | QA A Q [ [ [ [
Al QJ Qf QJ QA QJ [ [ [ [
Al Q Q| A A QA [ [ [ [

Total:
.00

Default from Inde

Save and Add New Rows
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Update Labor Distributions, 000376-00 HR Director

corent 00000000000
[coAlindex]FundlOrganization]Account]Program{activit|LocationlProject|CostlPercentlEncumbrance Override End Date]

1 10 4113

61300 0605

I
mmm-mmmm

Q| Qo Q 4071 Qlerioo O [osor [ [ 10000 | o
ar—| Qf Q] Qf Qf Qf | | (I [
Al Q Qf & Q Q [ [ [ [
Q| Qf Q| Qf Qf Qf | | [ [
arf Q| & Q| Q| Q] | | [ \

Default from Index | Save and Add New Rows ‘

10. Routing Queue

Academic Affairs

a.

In the “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a

‘Required

Action’ of ‘Approve’ or ‘FYI' only.

For Academic Termination from DSU, all EPAFs must have a Chair and Dean level approval.

For Academic (Grants) Termination from DSU, all EPAFS must have a Chair, Dean, Grants, and Grants Budget Office,
Other approval levels will default.

EXAMPLE ROUTING QUEUE:

Chair
Dean
Academic Affairs = Cheryl Ballard (CBALLARD)

Provost = Dr. Charles McAdams (CMCADAMS)
v. HRFYI-Human Resources FYI = Samantha Phillips (SMPHILLIPS)
vi. Budget = Crystal Price (CPRICE)
vii.  Payroll FYI = Charlotte Litton (CLITTON)
vii. HR2 = Rachel Becker (RBECKER)
ix. HR Director = Lisa Giger (LGIGER)
X. Super = Charlotte Litton (CLITTON)

Non Academic Affairs:

a.

In the “Ro
‘Required

uting Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
Action’ of ‘Approve’ or ‘FYI' only.

All EPAFs must have a Director and Vice President level approval.

Grants Termination from DSU, all EPAFS must have a Director, Vice President, Grants, and Grants Budget Office, This

can be ad

ded to bottom of the queue. Other approval levels will default.

EXAMPLE ROUTING QUEUE:

Dept (Director/Supervisor)
Vice President

HRFYI - Human Resources FYI = Samantha Phillips (SMPHILLIPS)

Budget = Crystal Price (CPRICE)
v. Payroll FYI = Charlotte Litton (CLITTON)
vi. HR2 =Rachel Becker (RBECKER)
vii. HR Director = Lisa Giger (LGIGER)
viii. -~ Super = Charlotte Litton (CLITTON)
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11. Click on the “Save and Add New Rows”.

12. Comments

e Inthe “Comments” section, enter comments for the approvers with an explanation for the action.

Comment

Enter additional
information here.

Comment

Employee is receiving a temporary promotion until a permanent replacement
can be hired

EXAMPLE of what a
comment might
contain.

13. Save EPAF
e Hitthe “Save” Button at the bottom of the form.
e Return to the top of the form.
e The message should display — “Your change was saved successfully.”
e  Check your date entry

Electronic Personnel Action Form

v Your change was saved successfully.
~LEnter the information for the EPAF 34

IR =i A Clark, 900137172
I ¢ o9 I - 01, 2019
S -
BB Titlc andior Salary Adjustment (Academic Affairs), D001 1
Save | Submit | Delete |

#either Save or Submit

14. Submit EPAF

e Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.

e The EPAF automatically routes to the approvers in the order of their approval levels.
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Search

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

Electronic Personnel Action Form

v The transaction has been successfully submitted.
the information for the EPAF and ei

SR = /= ~rn Clark, 900137172 ISR 000376-00, Grants Coordinator
I /10 IS - o1, 2015
S - Lot Pid Date:

BB 1 ination from DSU (Non Academic Affairs), D000

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and allow you to start over.

Delta State University | Electronic Personnel Action Forms




HOURLY TITLE AND/OR RATE ADJUSTMENT FOR EMPLOYEE
Accessing the EPAF Menu & Approver Summary
Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should only be used to change the title and/or salary of a salaried employee’s PRIMARY job or additional job duties currently set-up in
Banner. |t cannot be used if the employee is transferring to another position on campus.
This should not be used to temporarily increase an employee’s salary. You should use One Time Payment — Extra Services (Non
Academic Affairs) — D00007 or One Time Payment — Extra Services (Academic Affairs) — D0000S.

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 the effective date of the title and/or hourly rate change. For
example:

o Ifthe change is to take place on any day of the month, then use the date the change will take place. If the change is to take
place on the 1st day of the month, then use the first day of the month. See examples below.

New EPAF Person Selection

7 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 tequired field.

Rl fsoor57188 | [iKayia Peyion Gross ¥ Q This employee’s title and hourly rate

,m «— will Changed on M.arCh 11, 2019.
‘Hourly Title and/or Rate Adjustment (Non Academic Affairs), D00014 v Enter 03/11/2019 in the query date

G| block.

Employee Job Assignments

Primary|001525 |00  |Custodian 114163, Custodial Services |Oct 18, 2018 Active

All Jobs

New EPAF Person Selection

7 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 fisld

Clfsoor3718¢ ||MiKayia Peyion Cross ¥ Q This employee'’s title and hourly

rate will chan n April 1, 2019.
ueryDat: WwDOYVYY [T ot g et
TSl | Fouriy Tite andior Rate Adjustment (Non Academic Affairs), D00014 v nter 04/01/2019 in the query date

o | block.

Employee Job Assignments

Primary|001525 |00 [Custodian 1|4163, Custodial Services |Oct 18, 2018 Active

All Jobs

3. Select Hourly Title and/or Rate Adjustment (Academic Affairs) {D00013} or Hourly Title and/or Rate Adjustment (Non Academic
Affairs) {D00014} from the drop down approval category box.

Delta State University | Electronic Personnel Action Forms




Academic Affairs = departments that report to the Provost. This EPAF is used for changes to faculty/staff positions in
departments/divisions that report directly to the provost.

Non Academic Affairs = any departments that do not report to the Provost, but report to other Vice Presidents/Directors. This EPAF is
used for changes to positions in departments that do not report to the Provost.

CHANGES TO TITLE AND/OR HOURLY RATE MUST HAVE SUPPORTING DOCUMENTATION AND
FORWARDED TO OFFICE OF HUMAN RESOURCES.

SALARIED EMPLOYEES’ TITLE AND/OR RATE ADJUSTMENTS ARE COMPLETED ON EPAFs
D00011 AND D00012.

New EPAF Person Selection
7 Enter an ID, select the link |Not Selected e Approval Category. Select Go.
Overload Pay, DO0001
+ - indicates a required fisld Overload Pay - Continuing Education, D00002
Adjunct Facully Re-Appointment, D00003 Use EPAFs D00013 and D00014 to

E 000137184 | Mikay|Adjunct Faculty Re-Appointment (Continuing Education), D00004 /

Title and/or Salary Adjustment (Academic Affairs), DO0011 change an hourly’s employee rate

n Title andfor Salary Adjustment (Non Academic Affairs), D00012 q Al ”
Hourly Title and/or Rate Adjustment (Academic Affairs), D0O0013 4 and/or tltle' and Clle GO".
Hourly Title and/or Rate Adjustment (Non Academic Affairs), D00014
One Time Payment - Extra Services (Non Academic Affairs), D0O000T
One Time Payment - Extra Services (Academic Affairs), D00008
Job Labaor Distribution Change (Academic Affairs), D00015
i Job Labor Distribution Change (Non Academic Affairs), DO0016
mployee Job Assignments | .ampus Address Change (Academic Affairs), D00022

Campus Address Change (Non Academic Affairs), DO0023

Primary|001525 |00 |Custod| Termination from DSU {Academic Affairs), DO0009

All Jobs | Termination from DSU (Non Academic Affairs), D00010

4,  Click the radial button at the end of the row for the PRIMARY JOB and click GO. A new job should not be entered using this EPAF.

5. Click on GO to begin processing the EPAF.

New EPAF Job Selection

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

CEE (it<=y1a Peyton Cross, 900137184
Query Date: Apr 01, 2019
LVT G T, HrlyTitle and/or HrlyRaChg NAA, DO0014

Change Hourly Employee's Current Title and/or Salary, C00023

S WNewdob[ | . Select the employee’s primary job
] by clicking on the radial button and
® l«———| click GO.

Primary [001525 00  |Custodian Il

All Jobs

Mext Approval T @

4163, Custodial Services |Oct 18, 2018 Active

6. Change the Employee Class Code only if an employee is changing to either part-time or full-time status. See codes below.

Employee Code | Description
H1 Hourly part-time or full-time employees, with benefits
H2 Hourly part-time employees, no benefits
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Hourly Employee Class

Employee Class Code: H1, Hourly Eligible for Benefits Q IH |
Employee Status: {(Not Enterable) Active [
FT/PT Status: Full Time
Hourly Employee Class
Employee Class Code: H2, Hourly Ineligible for Benefits & |H1
Employee Status: (Not Enterable) Active |A_
FT/FT Status: Part Time Full Time v
Hourly Employee Class
flem " [CurontVale ———— [NewValue
Employee Class Code: H1, Hourly Eligible for Benefits Q, |
Employee Status: (Not Enterable) Active A
FT/PT Status: Full Time Not Selected v

7. Change hourly employee’s current title and/or salary.
a. JOB BEGIN DATE: No entry — leave blank
b. JOB EFFECTIVE DATE: Enter the effective date of the hourly rate and/or title change.
c. PERSONNEL DATE: Enter the effective date of the hourly rate and/or title change.
d. JOB STATUS: No entry — leave blank
e. TITLE: Enter employee’s new title, if applicable. If title is not changing, leave blank.

f.  FTE: Enter “1"if the FTE is not changing and employee is working 40 hours per week. If employee is working less than 40
hours per week, enter the new FTE. To figure new FTE, divide hours worked per week by 40.

For example: Employee will change from working 40 hours per week to working 25 hours per week. To figure new FTE,
divide 25 by 40 = .63 (25 / 40). Enter .63 in the FTE field.

g. JOB CHANGE REASON: Select the reason for change using the drop down menu. (i.e. Title change — TITLE, receiving a
promotion — PROMO, salary increase raise — RAISE, etc.)

h. REGULAR RATE: Enter employee’s new hourly rate, if applicable. If hourly rate is not changing, leave blank.
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EMPLOYEE’S TITLE AND HOURLY RATE CHANGE

Hourly Employee Class

Employee Class Code: H1, Hourly Eligible for Benefits Q, |
Employee Status: (Not Enterable) Active [~

FTIPT Status: Full Time
Change Hourly Employee's Current Title and/or Salary, 001525-00 Custodian Il

ltem Current Value|New Value

Job Begin Date: MM/DD/YYYY(Not Enterable) 10/18/2018

A
—

Jobs Effective Date: MM/DD/YYYY 10/18/2018

Personnel Date: MMW/DD/YYYY 4 01182018 [

Job Status: (Not Enterable) Active l,q_

Title: Custodian Il |

FTE: 1 o

Job Change Reason: |Not Selected b
Regular Rate: 10 |—

EXAMPLE 1: Title and Hourly Rate Change

Hourly Employee Class

Employee Class Code: H1, Hourly Eligible for Benefits Q, |

Employee Status: (Not Enterable) Active |A_

FT/PT Status: Full Time Not Selected v

Change Hourly Employee's Current Title and/or Salary, 001525-00 Custodian |l

on e Ve aie |

Job Begin Date: MM/DD/YYYY(Not Enterable) 10/18/2018 [
Jobs Effective Date: MM/DD/YYYY 1018/2018  [ozr1/2019
Personnel Date: MM/DD/YYY'Y 4 10/18/2018 031112019
Job Status: (Not Enterable) Active IA_
Title: Custodian lI |Lead Custodian
FTE: 1 [
Job Change Reason: |PROMO, Promotion v
Regular Rate: 10 |1500—
e
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EXAMPLE 2: Title, Hourly Rate, & Hours Worked Change

Hourly Employee Class

E——
Employee Class Code: H1, Hourly Eligible for Benefits & [H1
Employee Status: (Not Enterable) Active A
FT/PT Status: Full Time
Change Hourly Employee's Current Title and/or Salary, 001525-00 Lead Custodian
Job Begin Date: MM/DD/YYYY(Not Enterable) 10/18/2018 |
Jobs Effective Date: MM/DD/YYYY% 04/01/2019 04/01/2019
Personnel Date: MM/DD/YYYY % 04/01/2019 04/01/2019
Job Status: (Not Enterable) Active A
Title: Lead Custodian [custodian Supervisor
FTE: 1 0.63
Job Change Reason: PROMO |PROMO, Promotion v
Regular Rate: 15 [17.00
P
TITLE CHANGE ONLY: Complete the following fields:
e Job Effective Date Change Hourly Employee's Current Title and/or Salary, 001525-00 Custodian I

e  Personnel Date

. om e rer Voot Ve
e Title

Job Begin Date: MMW/DD/YYYY(Not Enterable) 10/18/2018 |

* FIE ) Jobs Effective Date: MM/DD/YYYY 4 10/18/2018 04/01/2019
*  Job Change Reason (Title, Promo) Personnel Date: MMWDD/YYYY 4 101812018 [0a0172016
Job Status: (Not Enterable) Active I,q—
Title: Custodian Il interim Lead Custodian
FTE: 1 [0
Job Change Reason: |PROMO, Promotion hd
Regular Rate: 10 l—

HOURLY RATE CHANGE ONLY: complete the following fields

e  Employee Class Code (if applicable)

e Job Effective Date

e  Personnel Date

e  FTE (if applicable)

e Job Change Reason (Promo, Raise, COLA)
e Regular Rate

Change Hourly Employee's Current Title and/or Salary, 001525-00 Custodian Il

em ________________[CumentValuelNewVale |

Job Begin Date: MM/DD/YYYY (Not Enterable) 10/18/2018 |

Jobs Effective Date: MM/DD/YYYY 4 101482018 [oan012019

Personnel Date: MM/DD/YYYY & 10/18/2018 04/01/2016

Job Status: (Mot Enterable) Active lp._

Title: Custodian Il |

FTE: 1 oo

Job Change Reason: |COLA, Cost of Living Adjustment V|

Regular Rate: 10 |10_5
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IF AN EMPLOYEE IS LEAVING THE UNIVERSITY, USE THE FOLLOWING EPAFS:

¢ TERMINATION FROM DSU (ACADEMIC AFFAIRS) [D00009]

e TERMINATION FROM DSU (NON ACADEMIC AFFAIRS) [D00010].

8. UPDATE LABOR DISTRIBUTION - If Needed
a. Inthe “CURRENT" section — the current labor codes and the effective date of the last change will default into the form.
b. Inthe “NEW" section — add new rows or make changes to the existing rows.
c. EFFECTIVE DATE: The effective date is the first day of the month in which the payment will be made: MM/01/20__
EXAMPLE: 04/01/2019
d.  Apply the appropriate changes to the field if necessary.

Steps to change Labor Distributions

To remove the default payment information, change the percentage in the “New” Section to 0.00 and click on “Save and Add New
Rows”". See sample below.

Update Labor Distributions, 001525-00 Custodian II

The effective date will default to the query date or today’s
date. This needs to be change to the following the first day

Effective Date: 10/18/2018

e T e e G e e e e S er e OF e monh i hich the payments 0 b e

10 4183 62700 0701

100.00

EXAMPLE: 04/01/2019

[Program__|Activity __[Location_[Project _Cost _[Percent [Encumbrance Override End Date|

Y - Qoo RXforer A [ [ [ [ 10000 |
o | Q] Q Q] Q] Q] | | il \N Change this percentage to 0.00 and click
A A Q A a a [ | [ [ on Save and Add New Rows.
Q| QJ QJ QA QA A [ [ (. [
A A Q] Q| Q| Q] | | [ [

Total:
100.00

v Defaulting values for Labor Distribution from the Job records.

Default from Index | Save and Add New Rows ‘

Update Labor Distributions, 001525-00 Custodian Il

Effective Date: 10/18/2018

e e e e e e e S o

10 4183 62700 0701
100.00

mmm-m-mmm

QL Q[ Qlass Qfezron A orot [ [ o0 |
Q] Q QA QA Q CL| [ \ [ [
arj Q| a a af Qf | \ \ |
Al Q Q| Q| Q. QA | [ [ |
Al Q| Q| Q| Q| Q| | \ \ |

v Defaulting values for Labor Distribution from the Job records

Defauli from Index | Save and Add New Rows
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9. Enter the new accounting information. The following must be entered for each line.
a. COA=enterl.
b.  Fund No.
c.  Organization No.
d. Account No. =
i. 62100 = Administrative
ii. 62300 = Paraprofessional
jii. 62400 = Secretarial/Clerical
iv. 62500 = Technical
v. 62600 = Skilled Craft
vi. 62700 = Service Maintenance
e. Percentage = totals must equal 100%. See sample below

Click to “Save and Add New Rows”

Update Labor Distributions, 001525-00 Custodian Il

Effective Date: 10/18/2018

[conlindex|FundlorganizationAccount|Programlactivity|Location|Froject CostlPercent|Encumbrance Override End Date

1 10 4183 62700 0701

100.00

New
mmmm-m
Q| Q[ Qaez Qzroo QUoror QA [ oo

Enter COA, Fund #, Org#, and
i; \ g:\w 22\4167 i\smﬂ 2\ g:\ ] [ [ o] Account# and percentage.
a— } q} o\} q} q} o\} } : — : } Be sure percentages = 100%.
arj Q] Q| Q] Q] Q| \ | \

Total
00
Default from Ind; Save and Add New Rows ‘

10. Click on the box under the “Remove” Column to remove the old accounting information. The percentage should be set 0.00%.
11. Click on Save and Add New Rows. The old accounting information should be removed.

Update Labor Distributions, 001525-00 Custodian II

Current Click the remove button on
Effective Date: 10/18/2018 the Ilne that haS 0 000/
MMMM-MMM U0
10 4183 62700 0701 10000 entered. Then click on “Save
and Add New Rows.

mmm-m-mmm Encumbrance Override End Datel

Q| Qo Q [4183 Qlezron A foron [ 000 |
Q| Q[w Qe Qe QA Q [ | [ 10000 |
A Q Q A Q Q | | | |
Al Q] Q] Q] Q] Q] | | | |
Q| QJ QA Qf QJ Q | | |

100.00

Default from Index Save and Add New Rows |
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Update Labor Distributions, 001525-00 Custodian Il

Effective Date: 10/18/2018

[COAIndex|Fund|Organization|Account|Program{Activity[Location Project|CostlPercent|Encumbrance Override End Date}

1 10 4183 62700 0701

100.00

Ne
Effective Date: MM/DD/YYYY | [ITEIZIRE]

COA_findex _[Fund ___Organization [Account _|Program__[Activity __Location_[Project _[Cost _[Percent |Encumbrance Override End Date|Remove]
| \

g

Qi (SN Qaer Qpwon Qforor & [ 10000 | -
A A A Q af A | \ | \
Al a a a a a | \ | \
ar| Qf Ql Qf af Qf | | | |
ar—| Qal Ql Q al Qal | \ \

Default from Index | Save and Add New Rows |

12. Routing Queue

Academic Affairs
a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
For Academic Termination from DSU, all EPAFs must have a Chair and Dean level approval.
For Academic (Grants) Termination from DSU, all EPAFS must have a Chair, Dean, Grants, and Grants Budget Office,
Other approval levels will default.
d. EXAMPLE ROUTING QUEUE:
i. Chair
ii. Dean
jii. ~ Academic Affairs = Cheryl Ballard (CBALLARD)
iv. Provost = Dr. Charles McAdams (CMCADAMS)
V. HRFYI-Human Resources FYI = Samantha Phillips (SMPHILLIPS)
vi. Budget = Crystal Price (CPRICE)
vii.  Payroll FYI = Charlotte Litton (CLITTON)
viii. HR2 = Rebecca Bouse (RBOUSE)
ix. HR Director = Lisa Giger (LGIGER)
X. Super = Charlotte Litton (CLITTON)

Non Academic Affairs:

a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.
All EPAFs must have a Director and Vice President level approval.
Grants Termination from DSU, all EPAFS must have a Director, Vice President, Grants, and Grants Budget Office, This
can be added to bottom of the queue. Other approval levels will default.
d. EXAMPLE ROUTING QUEUE:
i. Dept (Director/Supervisor)
ii. Vice President
iii. HRFYI-Human Resources FYI = Samantha Phillips (SMPHILLIPS)
iv. Budget = Crystal Price (CPRICE)
v. Payroll FYI = Charlotte Litton (CLITTON)
vi. HR2 =Rebecca Bouse (RBOUSE)
vii. HR Director = Lisa Giger (LGIGER)
viii. -~ Super = Charlotte Litton (CLITTON)
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13. Click on the “Save and Add New Rows”.

14. Comments

e Inthe “Comments” section, enter comments

Comment

Comment

for the approvers with an explanation for the action.

EXAMPLE of what a
comment might
contain.

EXAMPLE of what a
comment might

Employee is recsiving a promation due to excellent performance

contain.

15. Save EPAF
[ ]
e  Return to the top of the form.
[ ]

Check your date entry

Electronic Personnel Action Form

¥ “Your change was saved successfully.
< Enter the information for the EPAF and eifh

SRS 1i=y'= Peyton Gross, 900137184
[ B
S =<

BB 0.1y Title and/or Rate Adjustment (Non Academic Affairs), D00014

Save Submit | Delate |

€r Save or Submit

Hit the “Save” Button at the bottom of the form.

The message should display — “Your change was saved successfully.”

[ - 01, 2019

16. Submit EPAF
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e Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.
e  The EPAF automatically routes to the approvers in the order of their approval levels.

Electronic Personne

+ The transaction has been successfully submitted.
7 Enter the information for the EPAF and either Save or Submit

. Cp——e
iamsscion a1 -

[EEEESEEEEEER Hourly Title and/or Rate Adjustment (Non Academic Affairs), D00014

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and allow you to start over.
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UPDATE LABOR DISTRIBUTIONS
Accessing the EPAF Menu & Approver Summary
Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should be used to change the labor distributions for a position which is already entered in the system. This will mainly apply to
employees working on grants where the grant fund number changes annually, or for positions where the source of funding has changed. The
steps below should be followed:

10. Enter the employee’s 900# or click on the Q magnifying glass to search for an employee’s 900#.

11. The query date will default to today’s date. Change the query date to the effective date of the change. For faculty/staff paid monthly, this will
usually be the first day of the month in which the change takes effect; for hourly employees on bi-weekly payroll, this will usually be the first
day of the next bi-weekly pay period. For some grants, however, this will be another date.

EXAMPLE: 09/01/2017 (Monthly) OR 06/16/2017 (BW13) OR 09/29/2017 (Grant start date)

12. Select Job Labor Distribution Change (Non Academic Affairs) or Job Labor Distribution Change (Academic Affairs) from the drop

down approval category box.

Non Academic Affairs = any departments that do not report to the Provost, but report to other Vice Presidents/Directors. This EPAF is
used for changes to positions in departments that do not report to the Provost.

Academic Affairs = departments that report to the Provost. This EPAF is used for changes to faculty/staff positions in
departments/divisions that report directly to the provost.

[ IMPORTANT !!!

MAKE SURE THE QUERY DATE IS SET TO THE DAY YOU WANT THE CHANGE TO TAKE PLACE. IF IT IS NOT SET TO THE
CORRECT DATE, IT WILL CAUSE AN ERROR AND YOU WILL HAVE TO RESTART THE EPAF.

? 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. After identifying an employee, click

m|900137172 ||Ry|ie Ann Clark §FQ the Approval Category drop
down menu to select the EPAF
for Job Labor Distribution

Query Date: MM/DD/YYYY ([IGEVELIYS

Approval Category: Job Tabor Distribution Change (Academic Affairs), D00015 o <— A.caC!eml_c Affairs)
Go | or Job Labor Distribution
- Change (Academic Affairs).

Employee Job Assignments

The Employee Job Assignments

Primary|000376|00 Grants Coordinator|4113, Human Resource |Jan 01, 2017 Active

show all active positions. By
All Jobs L. A
clicking the All Jobs button, it
EPAF Approver Summary | EPAF Originator Summary will display all current and
previous jobs.
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¥ Enter or search for a new position number and enter the suffix, or select the link under Title.

I - i< Ann Clark, 900137172

Query Date: Jun 01, 2017

LT EIRE G T H Update Labor Dist NAA, D0O0016

Update L abor Distributions, C00010

Q New Job [
ew Jo ©
Primary (000376 00 Grants Coordinator|4113, Human Resource |Jan 01, 2017 \Active
All Jobs |

Click on “Go" to begin the Job Labor Distribution Change (Non Academic Affairs) or Job Labor Distribution Change (Academic Affairs)
In the “CURRENT” section — the current labor codes and the effective date of the last change will default into the form.

In the “NEW" section — add new rows or make changes to the existing rows.

EFFECTIVE DATE: The effective date is the first day of the month in which the payment will be made: MM/01/20__

EXAMPLE: 06/01/2017

No aks

Update Labor Distributions, 000376-00 Grants Coordinator

The effective date will default to the query date or
today’s date. This needs to be change to the following
the first day of the month in which the payment is to
be paid.

EXAMPLE: 02/01/2018

nmm

10 4113 61300 0605

Encumbrance Override Er

100.00

|Organization

[Account Program JActivity Location Project [Cost Percent |[Encumbrance
lOverride End Date

Y R R, B R O ! R 2]

& & | | | | |
N N Q| Q| Q*’I | | | | |
N N A A A | | | | |
A A & & QY | | | | |

¥ Defaulting values for Labor Distribution from the Job records.

Default from Index | Save and Add New Rows |

8. Under “New” make any necessary changes to the Fund, Organization, or Account

a.
b.

c.
d.

e.

COA =enter 1.
Fund No.
i. General university budget funds, Fund 10
ii. Other funds (not grants) — The fund numbers usually start with “108” (ex. 108221)
iii. ~ Grants — The fund numbers usually start with “3" (ex. 340231)
Organization No.
Account No. =
i. 61100 = Administrative
ii. 61200 = Faculty
jii. 61300 = Paraprofessional
iv. 61400 = Secretarial/Clerical
v. 61500 = Technical
vi. 61600 = Skilled Craft
vii. 61700 = Service Maintenance
Percentage = totals must equal 100%. See sample below
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Effective Date: MM/DD/VYW 06/01/2017

Enter COA, Fund #, Org#, and
Account# and percentage.
Be sure percentages = 100%.

Q4113 Q[s1300 Q [os0s ar—

Percent Encumbrance Remove|

O
A A fa113 Q [e1300 2 Joeos A | | -
e N N A N N | |
ar N N N A & | |
A N N N A A | |
ar Q] q Q Qf Qf | |

Default from Index | Save and Add New Rows

Effective Date: MM/DD/YYYY |3 VZIIN,

Remove

O

Default from Index | Save and Add New Rows |

9. Click “Save and Add New Rows”
13. Routing Queue

Non Academic Affairs:

a. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a

‘Required Action’ of ‘Approve’ or ‘FYI" only.
b. All EPAFs must have a Director and Vice President level approval.

Grants One-Time Payment — Extra Services, all EPAFS must have a Director, Vice President, Grants, and Grants Budget

Office. This can be added to bottom of the queue. Other approval levels will default.

d. EXAMPLE ROUTING QUEUE:
i. Dept (Director/Supervisor)
ii. Vice President
iii. HRFYI-Human Resources FYI = Samantha Phillips (SMPHILLIPS)
iv. Budget = Crystal Price (CPRICE)
v. Payroll = Charlotte Litton (CLITTON)
vi. HR Director = Lisa Giger (LGIGER)
vii.  Super = Charlotte Litton (CLITTON)

Delta State University | Electronic Personnel Action Forms “




Academic Affairs

e. Inthe “Routing Queue” section, enter a User Name for each level of approver. Additional approver levels may be added with a
‘Required Action’ of ‘Approve’ or ‘FYI" only.

f. For Academic One-Time Payment — Extra Services, all EPAFs must have a Chair and Dean level approval.

g. For Academic Grants One-Time Payment — Extra Services, all EPAFS must have a Chair, Dean, Grants, and Grants
Budget Office. Other approval levels will default.

h.  For Academic One-Time Payment — Extra Services Continuing Education, add Dean, Graduate and Continuing Education
and Continuing Education (Marilyn Read). This can be added to the bottom of the queue.

i. EXAMPLE ROUTING QUEUE:

i
i,
il
iv.
V.
Vi
vii.
viil.

Chair

Dean

Academic Affairs = Cheryl Ballard (CBALLARD)

Provost = Dr. Charles McAdams (CMCADAMS)

HRFYI - Human Resources FYI = Samantha Phillips (SMPHILLIPS)
Budget = Crystal Price (CPRICE)

Payroll = Charlotte Litton (CLITTON)

HR Director = Lisa Giger (LGIGER)

Super = Charlotte Litton (CLITTON)

15. Click on the “Save and Add New Rows”.

16. Comments

e Inthe “Comments” section, enter comments for the approvers with an explanation for the action.

Comment

EXAMPLE of what a
comment might
contain.

Comment
EXAMPLE of what a
Salary partially |paid by USDA grant effective June 1, 2017 comment might
contain.

16. Save EPAF

Hit the “Save” Button at the bottom of the form.

Return to the top of the form.

The message should display — “Your change was saved successfully.”
Check your date entry
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Electronic Personnel Action Form

¥ Your change was saved successfully,
: J EPAF and either Save or Submit

IEREEEE - ~nn Clark, 900137172 OB 00027600, Grants Coordinator
[ B [N . 0. 2017
_Job Labor Distribution Change (Mon Academic Affairs), DO0016

Save | Submit | Delete |

17. Submit EPAF
e Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.
o The EPAF automatically routes to the approvers in the order of their approval levels.

Electronic Personnel Action Form

¥ The transaction has been successfully submitted.
? Enter the mfo and either Save or Submit

SR - i ~nn Clark, 900137172 ISEIERESE 000375-00, Grants Coordinator
_Job Labor Distribution Change (Non Academic Affairs), DO0016

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and allow you to start over.
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CAMPUS ADDRESS CHANGES
Accessing the EPAF Menu & Approver Summary

Log into Employee Self Service and choose ELECTRONIC PERSONNEL ACTION FORMS and then NEW EPAF.

This EPAF should be used to change an employee’s campus address. The steps below should be followed:

Enter the employee’s 900# or click on the Q magnifying glass to search for an employee’s 900#.
The query date will default to today’s date. Change the query date to the effective date of the change.
EXAMPLE: 02/01/2018 OR 02/16/2018 OR 07/09/2018
3. Select Campus Address Change (Non Academic Affairs) or Campus Address Change (Academic Affairs) from the drop down
approval category box.

Non Academic Affairs = any departments that do not report to the Provost, but report to other Vice Presidents/Directors. This EPAF is
used for changes to positions in departments that do not report to the Provost. This EPAF is used for also for Academic Affairs staff

positions.

Academic Affairs = departments that report to the Provost. This EPAF is used for campus address changes to FACULTY positions
ONLY in departments/divisions that report directly to the provost.

[ IMPORTANT !!!

MAKE SURE THE QUERY DATE IS SET TO THE DAY YOU WANT TO END THE CURRENT CAMPUS ADDRESS.

For example, an employee is moving to another office location on January 19, 2018. The query date entered will be January
18, 2018, because the “old” campus address will end on January 18, 2018.

New EPAF Person Selection
7 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. After identifying an employee, click
Q the Approval Category drop

EIBUWW ||RY"e Ann Clark & down menu to select the EPAF
for Campus Address Change

Query Date: MM/DD/YYY ’f (Non Academic Affairs) or

Approval Category: Campus Address Change (Non Academic Affairs), D00023 v Campus Address Change
(Academic Affairs).

—

EPAF Approver Summary | EPAF Originator Summary

The query date entered is the
end date of the “old” campus

RELEASE: 8.9.0.3 address.

Return fo EPAF Menu

Click the “GO” link to access the
next screen.
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4. Below is the screen to terminate the current or “old” campus address. The query date entered on the previous screen is the date the

campus address will end.
5. Check the circle beside the current campus address and click NEXT APPROVAL TYPE.

Address Selection

7 To add a new record, choose New Record. Or, chooss the record to be updated under 3elect.

I i Ann Clark, 900137172

Query Date: Jan 18, 2018
LY CE TR L L T] Campus Address Change NAA, D00023

Terminate Current Campus Address

New Record
Click the circle beside the current
campus address and click NEXT
(Campus Address|Jan 01, 2015 to Current Date [DSU Box 3232 Broom 136 Active APPROVAL TYPE.

Campus
Cleveland, Mississippi 38732
United States of America

v Address Type defaulted from Electronic Approval Category Form (NTRACAT).

6. On the next screen, click on the circle to enter the new campus address.

PERMANENT ADDRESS CHANGES ARE NOT TO MADE THROUGH EPAFs. ONLY HUMAN RESOURCES IS AUTHORIZED

TO MAKE A PERMANENT ADDRESS CHANGE.

Address and Telephone Selection

7 To add a new record, choose New Record. Or, choose the record to be updated under Select.

I <o Ann Clark, 900137172

Query Date: Dec 18, 2017
LV e LL LT Campus Address Change NAA, D00023

Campus Address Add/Change ) . )
Click the circle beside NEW
New Record ( RECORD and then click GO.
(O}
N~
Campus Address |Jan 01, 2015 to Current Date |DSU Box 3232 Broom 136 |662-8434546 Active| -
(Campus o

(Cleveland, Mississippi 38732
United States of America
Permanent/ParentMay 16, 2017 to Current Date |123 Anywhere Street Active|
Anywhere, Mississippi 38732 Q
United States of America

oW sses
-
Go |
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7. Under the section heading, TERMINATE CURRENT CAMPUS ADDRESS, enter the date to end the current or

“old” campus address.

0 Under the section heading, CAMPUS ADDRESS ADD/CHANGE, enter the effective date of the new

campus address in the ADDRESS FROM DATE field.
O Address Type: CA will default and cannot be change

o

Address Sequence No.: Leave Blank

O Address Line 1: Enter the new campus address in this format. Do not abbreviate the campus

addresses.

= EXAMPLE: DSU Box 3234 Ewing 190

Or if no DSU Box
Kent Wyatt Hall 247

Address Line 2: CAMPUS will default, no entry needed
City: CLEVELAND will default, no entry needed
State: MS will default, no entry needed
Zip: 38733 will default, no entry needed
County: 006 will default, no entry needed
Nation: 157 will default, no entry needed
Telephone Type: CA will default, no entry needed
Area Code: 662 will default, no entry needed

O O 0O 0O OO0 OO0 O

needed
=  EXAMPLE: 8464500

PLEASE SEE EXAMPLE BELOW.

Terminate Current Campus Address

Telephone Number: Enter the telephone number beginning with the prefix 846. A hypen is not

New Valuz

IC-1."1BJ’2[J1B

CA, Campus Address |CA

ltem Current Value

Address To Date: MM/DD/YYYY %
Address Type: (Not Enterable)

Address Sequence No.: * 2

:

Enter the end date of the current campus address in
the format below

EXAMPLE: 01/18/2018

Campus Address Add/Change

ltem

Address From Date: MM/DD/YYYY %
Address Type: #(Not Enterable)

01/19/2018
CA

Address Sequence No.:

Address Line 1: %

DS Box 3234 Ewing 190

Address Line 2: % |CAMPUS

City: % [GLEVELAND

State: % (Not Enterable) W

ZIP or Postal Code: % Q [ze733

County: % 006, Bolivar v

Nation: (Not Enterable) [57
fea
T
pessso

Telephone Type: #(Not Enterable)
Area Code: #

Telephone Number:

Enter the effective date of the new campus address in
the format below

EXAMPLE: 01/19/2018
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8. Routing Queue

Non Academic Affairs:

In the “Routing Queue” section, Human Resources has been defaulted in for all staff campus address changes. No changes

are needed

Routing Queue

Approval Level Required Action

ISO - (HR) Human Resources Q ILGIGER IL\sa Weeks Giger IApprove

[99 - [SUPER) Superuser 2 [Leicer [Lisa Weeks Giger [Apply
Not Selected v/ | NotSelected v
Not Selected | Q | NotSelected
Not Selected | Q] | NotSelected v
Not Selected v| | NotSelected v
Save and Add New Rows |

Academic Affairs

j- Inthe “Routing Queue” section, Academic Affairs and Human Resources has been defaulted in for all faculty campus address
changes. No changes are needed.

Routing Queue

[40 - (ACDAFF) Academic Aftairs Q [cBALLARD [Cheryl M Ballard [Approve

IQO - (HR) Human Resources Q ILGIGER IL\sa Weeks Giger IAppmve

[s9 - (SUPER) Superuser Q [LGiGER [Lisa Weeks Giger [Apply

Not Selected v|Q | NotSelected v
Not Selected v|Q | NotSelected v
Not Selected v| A | Not Selected v
Not Selected v|Q | NotSelected v

Save and Add New Rows

9. Click on the “Save and Add New Rows”.
10. Comments

o Inthe “Comments” section, enter comments for the approvers with an explanation for the action.
o Inthe “Comments” section, enter comments for the approvers with an explanation for the action.

Comment

Enter additional
information here.
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11. Save EPAF
e Hitthe “Save” Button at the bottom of the form.
e  Return to the top of the form.
e The message should display — “Your change was saved successfully.”
e  Check your date entry

Electronic Personnel Action Form

v Your change was saved successfully.

and either Save or Submit

Rylie Ann Clark, 900137172

3969 I - ¢ 2017

Campus Address Change (Mon Academic Affairs), D00023
Save | Submit | Delete |

12. Submit EPAF
a.  Hit the “Submit” button. If errors occur, fix the errors, Save and Re-Submit.
b. The EPAF automatically routes to the approvers in the order of their approval levels.

Electronic Personnel Action Form

+/ The transaction has been successfully submitted.
* Enter the T nd either Save or Submit

Rylie Ann Clark, 800137172

3969 R o e 2017

Campus Address Change (Non Academic Affairs), D00023

Error and Warning Messages

If Errors occur, fix the errors, Save and Re-submit. Error messages will prevent the EPAF from being submitted.

Warnings are acceptable.

Delete

If an EPAF needs to be re-started, click on the “Delete” button. This will delete the transaction and allow you to start over.
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EPAF APPROVER

Accessing the EPAF Menu & Approver Summary

To approve an EPAF you first must log into Employee Self Services.
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.

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

Ll

Jiew Favorites Tools Help

DE LTA STATE + QUICKLINKS [l Library (2] Directory (11 A-Z Index Contact Us
UNIVERSITY Search DS B

ABOUT ACADEMICS ADMISSIONS STUDENT LIFE ATHLETICS ALUMNI & FRIENDS ( myDSU )

DSUONi o
bSUOnline R
) More Info B Login n More Info

DSU Online is a convghient way to take care of business online for Canvas is the University’s new learning management system (LMS). All

ar,ulty Staff, angg#ludents. Within DSU Online students can register for online courses and content will be delivered from Canvas beginning June
cla: ETK grades, view unofficial transcripts, pay for tuition, and 2013. For additional resources and assistance with Canvas please visit
more. Faculty members can advise students, post grades, view advisees more information

transcripts and more. Students can use these links to access the
Student Handbook and fo access all policies, including grievance
procedures, grading, and refund policies, in the University Policy
Manual.

File Edit View Favorites Tools Help

DSI{sonliqe sernvices
L 7

( 'ﬁul Iuare Admission

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

RELEASE: 8.6.1
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5. Enter your 900# and password.

HELP EXIT

*_, Please enter your User Identification Number (ID) and your Passwerd. When finished, select Login
To protect your privacy, please Exit and close your browser when you are finished

Note: If you have forgolten your password, enter your User ID{UIDY), then click “Forgol Password 7

Useriny
P
Logn Forgat PIN?

RELEASE: 8.6.1

6. Click on Employee Services.

Personal Information Alumni and Friends Student and Financial Aid Employee Services

Search | Go
[e] SITE MAP | HELP | EXIT

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

arvices & Financial Aid

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

B Apply for Admission, Register, UM

E Employee Services

View your Benefits and Deductions

fx Information, Job Summary, and Payroll Information

~Pe . sfmation
¥ viow 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

Returmn to Homepage

To approve an EPAF you first go and review the EPAF Approval Summary link. Once at the EPAF menu click on the EPAF Approver Summary
link.

Electronic Personnel Action Form

EPAF Approver Summary

LAl \;UH\CIIU\ SUTTdry
New EPAF
EPAF Proxy Records

Act as a Proxy
RELEASE: 8.9

The EPAF Approver Summary page has three sections: Current, In My Queue, and History Tabs. The “Current Tab” contains EPAFs that
either needs to be approved or acknowledged by the Approver. The “In My Queue” Tab contains EPAFs that will be routed to the Approver in the
future. The “History Tab” contains EPAFs that an Approver has previously processed.

EPAF Approver Summary

Current In My Queue History

" Select the link under Name to access details of the transaction.

Pending ~
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The Current Link:

Displays transactions that with the following statuses:

- Pending - Transaction is pending approval.

- FYI- Transaction is pending acknowledgement.

- More Information - Transaction is pending approval but an approver is requesting additional information before they
approve it.

To enter the EPAF for any transaction, click on the person’s name.

On the “Current Tab” of the EPAF Approver Summary, notice the action column. It has an enterable box that when you click on the box it makes
that record selected for approving. In order to approve the EPAF simply click on the save button. To select all of the transaction press the

select all button.

Current In My Queue History

¥ Select the link under Name to access delails of the transachion.

G - | co
Pending ~

| setectan | fReset || save

New EPAF | Update Proxies | Ssarch | Proxy or

or Filter T

Ratum to EPAF Manu

t @
Jump to Botiom
EPAF Transactions
Donewan, Ryles G 900114402 Campus Address Change (Academec Affairs) Qct 27, 2014 Oct 27, 2014 Approve C
144
Donovan, Rylee C 0011440 Job Labor Distribution Change (Academic Qcl 27, 2014 DecO1, 2014 | Approve (pmments
Assistant Professor of Ad, 000003-00 142 |Alfairs)
Donovan, Ryles C. 900114402 Salary and Tille Change - Staff (Current Position) | Oct 08, 2014 Sap 01,2014 | Approve ?mn‘l@ﬂ!!
Assistant Professor of Art, 000003-00 5 Jamngs
Donouan, Ryles G 900114402 Campus Address Add/Change - Faculty Qel 07, 2014 Ot 07, 2014 Approve C
48

The screenshot below illustrates having selected all of the transaction for approval.

| Select All | Resst Save

ST Nexi @
Jump to Botiom

EFAF Transactions

Donovan, Rylee € S0114402, Campus Address Change (Academic Affairs) Oct 27, 2014 Oct 27, 2014 Approve - mments
144
Donavan, Ryles C 00114402 Lob Labor Drstnbubion Change (Academic Oct 27, 2014 Dec01, 2014 Approve v mments
Aszistant Professor of Art, 000003-00 142 |Affairs)
Donovan, Rylee C 900114402 Salary and Titke Change - Staff (Current Position) | Oct 08, 2014 Sep 01, 2014 Approve = |§omments
Assistant Professor of A, 000003-00 123 ¢
Donovan, Ryles C 900114402 Campus Address Add/Change - Faculty Oct 07, 2014 Oct 07, 2014 Approve ~
48
Giger Lisa W 900325716 One Time Pay (Overload Faculty/Staff) Oct 20, 2014 Nov(1, 2014 | Approve ¥ |§omments
Miscellaneous Posibon-Fund 25, 004025 m iarning:s
00
Giger, Lisa WY S00325716) One Time Pay (Overoad Faculty/Staff) Oct 20, 2014 Oct 20, 2014 Approve: -
HR Workshop [ll, 004026-00 10
Gunn, Jesss C S00114407] Adjunct New Hire Oct 13, 2014 Oct 13, 2014 Approve ~ Commants
PT Instructor  Gen Acad Instr, 000458-00 81 amnings
Hope, Morgan F 900114408 Terminate Employe Job Only (Academic Oct 27. 2014 0ct27. 2014 | Aporove v mments

Once you save the EPAF you should receive a message indicating that the amount of transactions that were approved. Please make sure that it
states that they are processed successfully.
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EPAF Approver Summary

+/ 2 transaction(s) processed successfully.

< Select the link under Name to access details of the transaction.
Pending ~

Reviewing Your Work before Approving:

For the purpose of reviewing the detail associated with any of the EPAF, you may click on the name of the individual. The employee’s name is
underlined in black and indicates that it is a link into the detail information. Notice that is the same as the Comments. Please don’t forget to
review them especially if there are two asterisks before the word comment (**Comments).

Select All Reset ‘ Save |

1-250f31 Next @
Jump to Bottom

EPAF Transactions

Donovan, Rylee C. 900114402 Salary and Title Change - Staff (Current Position) | Oct 08, 2014 Sep 01, 2014 Approve [ |Comments
Assistant Professor gf Art, 000003-00 54 Warnings

Donovan, Rylee C. 900114402 Campus Address Add/Change - Faculty Oct 07, 2014 Oct 07,2014 | Approve [~ |Comments

48

Giger, Lisa W. One Time Pay (Overload Faculty/Staff) QOct 20, 2014 Nov 01, 2014 Approve [~ |Comments
Miscellaneous Position-Fund 25, 004025- M Warnings

00

Giger, Lisa W One Time Pay (Overload Faculty/Staff) Oct 20, 2014 Oct 20,2014 | Approve [~ |Comments
HR Workshop IIl, 004026-00 110

Gunn, Jesse C. 900114407, Adjunct New Hire Oct 13,2014 Oct 13,2014 Approve I~ | |“Comments|
PT Instructor / Gen Acad Instr, 000458-00 81 Warnings

Hope, Margan F 900114408 Terminate Employee Job Only (Academic Oct 27, 2014 Oct 27, 2014 Approve [~ |Comments
Financial Aid Counselor, 000452-00 143 |Affairs)

Hope, Morgan F 900114408 Employee Termination from DSU (StafffHourly) Oct 16, 2014 Oct 16,2014 | Approve [~ |Comments
Financial Aid Counselor, 000452-00 86

Once you click on the name link you will see the following:
The Approver has the capability of doing the following for EPAFs that are pending approval:

e Approve — To approve a transaction.
Disapprove - To disapprove a transaction.

e Return For Correction — To return a transaction to the Originator to make changes. Any transaction that has been returned
should have a comment that indicates why it was returned.

e More Info — To request additional information from the Originator without returning the transaction for correction. If an
approver requires more information about a transaction, they should enter a comment that indicates what additional
information is needed.

e Add Comment - To add a comment to the transaction.

Transactions with comments will display as **Comments in the Links section on the EPAF Approver Summary Page.
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EPAF Preview

+/ You are acting as an Approver.

R -y - Cossandra Donovan, 900114402 [EEEREERRR 000003-00, Assistant Professor of Art
Transaction: - I - 5,201
_ Salary and Title Change - Staff (Current Position), SALCHS

Next &

Approve | Disapprove | Return for Correction ‘ More Info | Add Comment

Here you can see the routing information used to route this EPAF and what action is still pending to be completed. You can see the comments
entered by the originator and who the originator is.

Routing Queue

Human Resources, 90 Lisa Weeks Giger, LGIGER. Approve Pending
Superuser, 99 Lisa Weeks Ciger, LGIGER Apply In the Queue

Transaction History

Created: Oct 08, 2014 Lisa Weeks Giger
Submitted: Oct 08, 2014 Lisa Weeks Giger

When you Return for Correction, the transaction is removed from your current queue but you can see it in your history tab.

Routing Queue
Human Resources, 90 Lisa Weeks Giger, LGIGER Approve Pending
Superuser, 99 Lisa Weeks Giger, LGIGER Apply In the Queue

Transaction History

Action  [oste —usorName |

Created:  Oct 08, 2014 Lisa Weeks Giger
Submitted: Oct 08, 2014 Lisa Weeks Giger

Approval Types | Account Distnbulion | Emors | Comments | Routing Queue | Transaction History

Approve | Dwapprove I Retum for Correction (I More Info I Add Comment
HNext &
Return fo Top

EPAF Approver Summary
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In My Queue Link

Displays transactions that with the following statuses:

¢ Inthe Queue - Transaction is in the queue of the approver but has not reached the approver’s approval level yet.

To enter the EPAF to review the information for any transaction, click on the person’'s name. The screen shot below shows the current value and
the new value. The new value column is the column that needs approving.

Salary and Title Change/Current Position - Staff, 000003-00 Assistant Professor of Art

Enter Changes — JCurentValve — [NewVabe |
[Jobs Effective Date: (081152013 08/01/2014

Personnel Date: 3 (08152013 0810172014

litle Assistant Protessor of ArtlAssociate Professor of Art
Annual Salary: 5000 BO000.00

FIE 1 1.00

Job Change Reason PROMO

Effective Date: 10/01/2014

[COAJIndex]Fund]Organization|Account[Program{Activity|Location[Project{CostlPercent[Encumbrance Override End Datel
1

10 3006 61200 011

100.00

New
Effective Date: 10/08/2014

[COAlIndex(Fund]Organization|Account{Program{Activity L ocation|Project|Cost{Percent/Encumbrance Override End Datel
1

10 3008 61200 0101

10000

The History Link
Here you can see all the transactions that were processed. The History Link displays transactions with the following statuses:

Approved - Transaction that has been an approved by the approver.

Acknowledged Overridden — Transaction that has been approved by a Super User.

Applied - Transaction that has been applied to Banner.

Disapproved — Transaction that has been disapproved by an approver in the approval queue.
Returned for Correction — Transaction that has been returned for the correction to the Originator.
Void - Transaction that has been voided.

Removed from Queue — Transaction that has been removed from the queue of the approver.

To enter the EPAF to review the information for any transaction, click on the person’s name.
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Common EPAF Errors

Below contains a list of common errors received when processing EPAFs. This list of errors is not all encompassing. So, if you should come
across an error not listed, please contact Human Resources to assist you with resolving the problem.

New EPAF Job Selection Page

+«+ Invalid Position Error

= Cause - Invalid position number entered.
= Solution — Enter a valid position number. If position number is unknown, perform a position search and select the
correct valid position number.

Electronic Personnel Action Form Page
¢+ Missing Required Field

= Cause - Did not enter a required field.
=  Solution - Enter the New Value in the field indicated in the error message.

Invalid Date Format

= Cause - Date is not in the correct MM/DD/YYYY format.
= Solution - Format the date in the MM/DD/YYYY format.

Invalid Value

= Cause - Non-numeric value entered into a numeric field.
= Solution — Enter a numeric value.

Primary Job

= Cause - Contract Type field is set to Primary and the employee already has a primary job.
= Solution — Change the Contract Type field to Secondary or Overload based on the instructions for the EPAF you
are processes.

Missing User ID in Routing Queue

= Cause - User ID has not been entered for each Approval Level in the Routing Queue.
= Solution — Enter the User ID for the Approval Level where the Approver is missing in the Routing Queue section.
Also, the Originator’'s Default Routing Queue needs to be updated.
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