EPAF - ELECTRONIC PERSONNEL ACTION FORM
IMPLEMENTATION

EFFECTIVE JULY 1, 2007




Table Of Contents

Subject Page Number

1. Introduction to EPAF

2. Explanation of Approval Categories 4
3. Creating an EPAF
A. Labor Distribution/Redistribution 6
B. Reappointment of Faculty 16
C. Stipend Pay 25
D. Terminating an Employee 38
E. New Hire/Re-Hire 46
F. Summer Research Faculty 60
G. Faculty Overloads 71
H. Position Transfer 77
I. Position Title Change 93
J.  Hours Change 100
K. Employee Leave 111
L. Employee Return from Leave 118
M. Salary Change 126
4. Submitting an EPAF 132
5. Taking an Action on a EPAF 134
6. Editing an EPAF 140
7. Taking an action as a PROXY 142
8. EPAF Status 150
9. Adding Comments to an EPAF 154
A. Appendices

Appendix A: Frequently Asked Questions




1. Introduction to EPAF

What is EPAF?

EPAF is designed to promote a more efficient process for handling personnel
actions for Xavier University. EPAF will replace the paper Personnel Action
form. EPAFs are both created and Approved in Banner.

The main difference with EPAF is that it is obviously paperless. Another
difference is that the paper form requested the same information with no regard
for the personnel action, but with EPAF only the information that is required to
complete the Personnel action will be requested from the end-user.

EPAF is major change at Xavier, similar to the way that online Requisitions
was a change when it was implemented. If you were at the University during
that transition then you can probably remember that creating an online
Requisition seemed quite difficult and not very efficient initially, but now that
you are familiar with the process you see the great improvement. That is
probably what your experience will be like with EPAF.

Effective July 1, 2008 paper personnel actions will not be accepted for any
Faculty/Staff Personnel Actions. All Faculty/Staff Personnel actions should be
submitted using EPAF.

If you have any questions/suggestions regarding EPAF please contact the Human
Resources at extension 5282 or email dholmes@xula.edu.



2. Explanation of Approval Categories

EPAFs are “driven” by Approval Categories. Consider an Approval Category
as a type of Personnel Action. Each employee’s position (which relates to a
specific employee) has an Approval Category. Approval Category names are a
combination of an employee’s position number and the personnel action.

For example, Jane Dough is an employee and has been assigned position
number SP6319. The Approval Categories for Jane Doe’s position would be:

6319LD — Labor Distribution
6319RE — Faculty Reappointment
6319TM- Terminate Employee
6319ST - Stipend Pay

Each individual within your organization has an active Position Number that
has been assigned by Human Resources. Each position has all appropriate
Approval Categories created and ready for use in EPAF.



3. Creating an EPAF

Before you can create an EPAF for any Personnel Action, you should have the
following data available:

A. Employee’s XULA ID
B. Employee’s Position Number

***This information can be obtained from the EPAF Report that is available from
BRIO. Detailed instructions on accessing the report can be found on the Human Resources

site from the XULA web page.

***Depending on the type of EPAF that you are creating, additional information
maybe required.



3. Creating an EPAF contd.

A. Labor Distribution/ Redistribution

A Labor Redistribution Personnel Action is required when there is a change in
funding for an employee’s position. Creating and submitting an EPAF to effect the
Personnel Action is only a piece of the process for Labor
Distribution/Redistribution, it is not the complete Labor Distribution process. For
additional information on the complete Labor Distribution process please see the
documentation posted on the HR homepage, which can be accessed from the
University website.

Before you begin please make sure you have the following data available for the
employee that you are creating the action:

A. Employee’s XULA ID
B. Employee Position Number

To create the Labor Distribution Action using EPAF:
Step 1: Access the form NOAEPAF

Step 2: Complete the Employee Detail Portion of the form

& oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Qptions Block Item Record Query Tools Help
& IE@@.I%%I--@[%IEI..“’-l 1 E @1 X
" Electronic Personnel Action NOAEPAF 7.3 A E MR e e e e e e i e i s e
~ [JPending Change Proxy For: | E| C
ID: |9EIDE|28581 EHBeyonce Knowles Generate ID: @
W Transaction: | E” Query Date: 03-0CT-2005 Last Paid Date:
/ Approval Category:  [6319L0 [ ¥|LABOR DIST FOR POSM SPE3190 Position: [speate [ ][software Systems Programmer
/proval Type: LABOR EICreate or change FOAPAL Suffix: ll_El
/Im pefaulE EaminEs B ) N = ] 8 i o ) o Routimg GEer Infamneten 2 EEmmnents
Required Fields Field Description

Enter XULA ID for the person you are creating the action.

(A)ID If you do not know the ID of the employee please reference the FAQ’s
“Searching for an employee’s XULAID number”.

(B)Transaction Blank. Banner will assign a transaction number after the transaction is
Saved).



(C)Query Date

(D)Approval
Category

(E) Approval
Type

(F)Position &
Suffix

A date used by the system to determine what data to query for the display
on the current values that appear on both the Transaction Tab & the Labor
Distribution Tab.

The query date entered will be used by the system to display the data from
the last change to the record prior to the date you entered.

Click the drop down box in the Approval Category field and Select the
appropriate Approval Category. Remember that the Approval Category
will consist of the last 4 digits of the employee’s Position number and the
abbreviation for the action.

It is very important that the correct Approval Category is selected because
that is what defines how the EPAF will be routed. If an incorrect Approval
Category is selected the EPAF will not be routed to the correct organization
for Approval.

Leave blank. Approval Type will populate when the Approval Category is
selected.

Enter the employee’s Position number and Suffix assigned by Human
Resources. The position number for an employee can be obtained from
EPAF Departmental BRIO Report. Make sure the Suffix is entered exactly
as it is reported to you.

Note: A suffix entered as ‘01’ is not the same is ‘1’.

If the report is unavailable or position number is not known:

e Click the down arrow to the left of the Position field.

e From the menu, select List of Employee’s Jobs (NBIJLST),

e Double-Click Position the position that corresponds to the position
you are trying to take an action on, and the position and suffix will
automatically populate in the field on NOAEPAF.

In instances where a user is creating an EPAF for an employee with
multiple positions, they must make sure that they are working with the
position that they want to effect a personnel change.

It is very important that the numeric portion of the employee’s position
number be an exact match to the numeric portion of the Approval Category.
The combination of the two fields (Approval Category and Position
Number) is what drives how the EPAF will be routed for Approval. If the
two fields are not an exact match the EPAF will not route properly.

Stop here to verify that the numeric portion of the Approval Category and
the numeric portion of the Position field are an exact match.



Continued on next page

HR_will inspect each EPAF submitted to insure that the two fields
match, if they should find that the two do not match they will return
your EPAF and you will have to create a new EPAF using the correct
Approval Category & Position number. If that should happen, please
see the section entitled “Editing an EPAF”.
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Step 3: Click “Next Block” - = Lo CTRL+Pgdn to move to the Transaction
Tab.

Step 4. Complete the fields under“New Value” on the Transaction Tab

Enter data in this column

Transackion Job Labor Distribution Routing Other Information and Comments for each corresponding
Applied row
Status Field Name Current Yalue New Value

: p— : m—

B

U] | |

] & | |

U 2 |

0y | |

U] | |

I | |

U] | |

U | | -
Approver Action: MNone " Queue Status:

1 : » ”
;Z:t:dmjsmn Query caured nln recnrdslnﬂhT retrigved | | <o | J
Required Field Field Description
(A)Jobs Effective Date the change should become effective. The Job
Date Effective Date should always be a date after the date listed

in the “’Last Paid Date” field (the last paid date field will populate
e automatically once the employee’s position is selected).

I In the example above, if the employee is to be paid from a
E— grant effective December 1, 2007 | would enter

Generate I0: L@ *12/01/2007” in the field.

o SO **Note: (1) The effective date for employees paid

monthly is usually the first date of the month that you
are trying to effect the change. For employees paid bi-
weekly the effective date is usually the first day of the



pay period that you are trying to effect the change.

(2) If you are trying to effect a Labor Distribution that
should have been effective for a past pay period, please
contact Human Resources for instructions on how to
handle the transaction.

(B)Personnel Date Date the change should become effective.
Note: This field cannot be a “future date”. It can be the

same as the effective date or a date that is prior to the
effective date.

(C)Job Status The status of the job once the change has been made. The
default is “A” — Active.
(D)Job Change Reason the funding has to change. The default is “00015”
Reason Redistribution of funds.
(E)Annual Salary Required only if the employee’s salary is changing
AND

the employee is a Salaried/Exempt Employee.

(F)Regular Rate Required only if the employee’s salary is changing
AND
the employee is an Hourly/Non-Exempt Employee.

Step 5: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar or by
pressing the ‘F10’ key (or clicking File, then Save.)

Step 6: Complete the Labor Distribution Tab

oy

|

To access the tab, click “Next Block™ on the tool bar OR

Click Ctrl+ Pgdn

Continued on next page



Job Labor Distribution Tab

Transaction Job Labor Distribution Routing COther Information and Comments

Current Job Labor Distribution

Effective Date:

Index Fund Organization Account Program Actvivity Location Project Cost Percent

[110000 2511 [ezoa 6o [ [ [ ] [100.00 =
| | (] [
| | | \ | |
| |

[ | Enter effective date from
[ [ transaction tab here.
A

New Job Labor Distribution

C D E Effective Date:
Bcaa Index Fund rganization, Account Prggram Actvivity Location Project Cost
N N N 157 P S AN I
[« [110008 2511 [ezoa 6o [ [ [ [ ] 4
L | | | \ | | | [
[ | | | \ I I I [

L] | | | \ [ -
Total Perce =
] »

Defaulting walues for Labor Distribution from NBAJOBS. | ]
Recard: 1/1 Il o I | <osc>

The Job Labor Distribution Information Form Appears

The Labor Distribution attached to the position number will appear: This form is
displayed in two parts the Current Job Labor Distribution and the New Job Labor
Distribution. In the New Job Labor Distribution area enter the following data.

(A) Effective Date The first date the action will be charged to the account.
This date should be the same as the “Jobs Effective
Date” listed on the Transaction Tab.

Please note: the effective date field must be a date that
Is equal to or greater than the current date. If you need
to make the funding information effective for a date in
the past please contact Human Resources for
instructions on handling that type of transaction.

(B)Fund The six (6) digit account number where the money is
to be charged.

(C)Organization  The four (4) digit department/organizational code to be
charged.

(D)Account The four (4) digit account code identifying the type of
compensation to be charged, i.e. faculty stipend-6402.
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(E)Program The two (2) digit code for the type of expense
categories to be charged such as 10 for teaching, and
20 for research.

(F)Percent The percentage of the salary that should be charged to
the fund code.

Please note, the total percentage must equal 100
percent.

Step 7: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar or by
pressing the ‘F10” key (or clicking File, then Save.)

Step 8: Click on the Routing tab

Transaction Job Labor Distribution Routing Other Information and Comments

Originator ID:

Level User / Required Queue

Code D MName Action Status Action Date
(-] (-]
[MLoLGHLT
[marcuETTE
[rsanDIFER
[pLasaT
[MakunDT

| | Approwval 'l

| | Approval Vl

| | Approval 'l

| | Approval 'l

| | Approval vl
[MakuMDI [ [approval |

|

|

|

|

|

[1090
[110000
[235878
[245683
[123s
[puDGET
[apPLY

[sBmMosES [approval ~|
[oHoLmES [apply -
| | |
| | |
|

T &

The Routing Tab Lists all of the individuals that are required to approve this
transaction. This tab is predefined based on the position funding and organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources at ext.5282 that can assist you
with getting the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is

“1245”. Then click in the User ID field (it is currently blank)
Continued on next page
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In the Level Code column click on the first Level Code.

Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FYI or Apply.

Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.

Click the save icon to save the changes that you have made to the
Routing Tab (or clicking File, then Save.)

Step 9: Terminate the funding.

Just as you must start the funding you must end it by setting the date the funding
should terminate. To set the date the funding must end:

A.
B.

C.

On the File Menu, click Options, then select “Next Action”.
Click the Transaction Tab.

Notice that the only field that changed was the Approval Type field.
It changed from Labor to TERMJB.

R

Click “Next Block” on the toolbar 22 or Ctrl+PgDn to access the
Transaction Tab.

Step 10: Complete the fields on the Transaction Tab.

Enter data in this column

for each corresponding
field.

Routing Other Information and Comments

7]
2
=3

rarnsacnor
Applied
atus Field Name Current Value New Value
A -
30-IUN-2008]

OO O COOEEE-

=
=]
=
=
=l
<
o
=
=
2
Il
=
Q

ueue Status:
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(2)File Menu

Required Field
(A)Job Effective
Date

(B)Personnel Date

(C)Job Status

(D) Job Change
Reason

Field Description
Date the funding should end. This date should be a date that is
later than the date that you wanted to start paying the employee
from the fund. For example, if you started paying the employee
from the fund on December 31, 2007, the effective date to end
the funding should be January 1, 2008 or later.
Date the funding should end. It should be the same as the
effective date or an earlier date. It cannot be a date that is later
than the effective date.
System Default is “T”

Reason the job record is being changed. System
default is “00017” Funding Terminated.

Step 11: Save the data on the Transaction Tab.
Data can be saved by clicking the diskette icon located on the tool bar or by
pressing the ‘F10’ key (or clicking File, then Save.)

Step 12: Submit the transaction.
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

& Oracle Developer Forms Runtime - Web: Open = NOAEPAR
Fle Edit Opfions Block Mem Becord Query Tools Help

(n [ﬂ@@mﬂﬁ@l@l%[%llﬁlc EIEIU! | )
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Transaction Default Earmings Joby Latior Distrbution Routing Other Information and Comments

|»

Applied
Status Field Name Current Yalue New[v_\falue
b
[ [pobs Effective Date [o1-now-z007 30-1UN-2003
[F] [Personnel Date [01-nov-2007 [07-Now-2007
[P fob status [ [t
[F] [rob change Reason o012 o017

T

Approver Action: v| Queue Status: In the Queus

Click the Transaction Tab
On the file menu, click Options.

o >

C Select Submit Transaction.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit gelallelgEl BElock Itemn Record Query Tools Help
ol 7 Jrapsacton FEIEYTFEIEEIEE
i@ E|E‘E‘t
apply Transachion
Cancel PAF
B pang Delete PAF F'
D eut action [Elhialey Gent
Transa Routing ¥ [Return/Correction Quel
Approyx Other Information and Comments POINTMENT FOR POSN FT4113 Posi
Approy Errors or Warnings Detail Form pointrment Suffi
Electronic Approval Surmmary Form J

Im Default Earmings Job Labor Distribution Routing

If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.
Select Submit Transaction.
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Message Area

Applied

Status Field Name

Current Value Newt Yalue

|P— |Jobs Effective Dats

[oraun-z007

01-MAR-2008]

|P— |Persnnne\ Date

[p4-30m-2007

[o1-mar-2008

|P— |Job Status

[w

|P— |an Change Reason |

|P— |£mnua\ Zalary

[e5000

|P— |Regu|ar Rate

[31.250601

1)

Approver Action: v| Queue Status: Fending

Transaction submitted.
Barard: 1R | | cnars

If you are taken to the screen below, please note the errors listed and then
check the Common Errors area of the FAQ’s to resolve them. If you
receive an error message that is not in the Common Errors section,
contact the EPAF Administrator in Human Resources with the error
message for further assistance.

@ oracle Developer Forms Runtime - Web: Open, > NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help

BOEBAEAEE 9D BER QIS EMBEI L IL2@1X

"mElectronic Approvals Error Message MOIEMSG 7

Proxy For: ‘ E|
Transaction Number: E 1D: |900015008 Mr. Kenneth Kirk
Originator: EEEE
Category: \ZSQULD |LABOR DIST FOR POSN FT2390 ¥ Errors [ Warnings
Approval Error
Type Type Errors and Warnings Information

| ¥
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Creating an EPAF contd.

C. Reappointment of Faculty

This process is only applicable if the faculty member was an active employee
the semester prior to the current semester. For example, the faculty member
taught classes in the Fall semester, and will be reappointed for the Spring
semester (of the same academic year). In the instance where the faculty
member was not an active employee in the immediate past semester, that
faculty member is considered a “Rehire” and you will need to adhere to a
different process. Please contact HR for assistance with re-hiring a faculty
member.

Before you begin please make sure you have the following data available for the
employee that you are creating the action:

A. Employee’s XULA ID
C. Employee Position Number

Step 1: Access the form NOAEPAF.

Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help

(@ (RAEE S% B@EE DD BE EE PO X
(A) proxy For: | =
\ 1D: [o00013933 [*][Beyonce knowles Generate ID: |9 “ )
(B\ > TA"G““U‘:"C"Z H l E[REAP[DEIO‘INTMENT FOR POSM FT1001 S“E:V D-ate: i:;z;:;zm%% I I:hﬂ peidos oo o

{D)/ Approval Type: ' WBREapmmntment (F} /Suﬁix: ' TE‘ ‘
T W
Required Fields Field Description

(A)ID Enter XULA ID for the person you are creating the action.

If you do not know the ID of the employee please reference the FAQ’s “Searching
for an employee’s XULAID number”.

(B): Transaction Blank. Banner will assign a transaction number after the transaction is Saved
for the first time.

16



(C)Query Date

(D)Approval
Category

(E) Approval
Type

(F)Position &
Suffix

A date used by the system to determine what data to query for
the display on the current values that appear on both the
Transaction Tab & the Labor Distribution Tab.

The query date entered will be used by the system to display the
data from the last change to the record prior to the date you
entered.

Click the drop down box in the Approval Category field and Select the
appropriate Approval Category. Remember that the Approval Category will
consist of the last 4 digits of the employee’s Position number and the abbreviation
for the action. In the screen shot above, the employees Position Number is FT
1001. As a result the Approval Category is 1001RE.

It is very important that the correct Approval Category is selected because that is
what defines how the EPAF will be routed. If an incorrect Approval Category is
selected the EPAF will not be routed to the correct organization for Approval.

Leave blank. Approval Type will populate when the Approval Category is
selected.

Enter the employee’s Position number and Suffix as assigned by Human
Resources. The position number for an employee can be obtained from
EPAF Departmental BRIO Report. Make sure the Suffix is entered exactly
how it is presented to you. A suffix entered as ‘01’ is not the same is ‘1.

If the report is unavailable or position number is not known:

e Click the down arrow to the left of the Position field.

e From the menu, select List of Employee’s Jobs (NBIJLST),

e Double-Click Position the position that corresponds to the position
you are trying to take an action on, and the position and suffix will
automatically populate in the field on NOAEPAF.

In instances where a user is creating an EPAF for an employee with
multiple positions, they must make sure that they are working with the
position that they want to effect a personnel change.

It is very important that the numeric portion of the employee’s position
number be an exact match to the numeric portion of the Approval Category.
The combination of the two fields (Approval Category and Position
Number) is what drives how the EPAF will be routed for Approval. If the
two fields are not an exact match the PAF will not route properly.

Stop here to verify that the numeric portion of the Approval Category and
the numeric portion of the Position field are an exact match.

17



HR_will inspect each EPAF submitted to insure that the two fields
match, if they should find that the two do not match they will return
your EPAF and you will have to create a new EPAF using the correct
Approval Category & Position number. If that should happen, please
see the section entitled “Editing an EPAF”.

Ry R [

Step 3: Click “Next Block” on the toolbar =2 or CTRL+Pgdn to get to the

Transaction Tab.

Step 4: Complete the field under “New Value” on the Transaction Tab.

Job Labor Distribution Routing COther Information and Comments Enter Changes for the

corresponding row in

Applied
Status

Field Name

Current Value

New Value each column
F

01-2an-2008

[01-38N-2008

(&

1z

|
|
|
|
[ [REAPP
|
|
|
|
|

Approver Action: Mone

~| Queue Status:

nter new value
ecord: 7/9 | |

Required Field

(A)Jobs Effective Date

| <05C=

Field Description
Date the change should become effective.
The Jobs Effective Date should be the first day of
the pay period that you would like to the change to
become effective.
In the example listed above, if the employee is to
be reappointed effective January 1, 2008,
*01/01/2008’ should be entered in the field.

Please Note: The Jobs Effective Date should
always be the first day of the pay period that you
want the change to become effective. For
employees paid monthly, this would be the first
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day of the month. For employee’s paid bi-weekly,
it would be the first day of the pay period. If
another date within the pay period needs to use
please contact the EPAF Administrator at ext.
5282 for further assistance.

(B)Personnel Date Date the change should become effective.

It should be the same as the effective date or an
earlier date. It cannot be a date that is later than the
effective date.

(C) Job Status The status of the job once the change has been
approved. The default is “A” — Active.

(D) Job Change Reason the job record is being changed. System

Reason default is “REAPP” Redistribution of funds.

(E) Factor The number of pay periods the employee should be
paid.

Depending on the type of employee, for Full-time
faculty the factor should be 10; for Part-time
faculty, the factor should be 4 or 5.

(F) Pays The total number of times the employee should be
paid.
Depending on the type of employee, for Full-time
faculty the pays should be 10; for Part-time
faculty, the pays should be 4 or 5.

(G) Annual Salary Required only if the employee’s salary is changing
AND
the employee is Salaried/Exempt Employee.
(H)Regular Rate Required only if the employee’s salary is changing
AND
the employee is an Hourly/Non-Exempt
Employee.

Step 5: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10” key (or clicking File, then Save.)
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Step 6: Complete the Labor Distribution Tab

R I R

To access the tab, click “Next Block” on the toolbar = =
OR
Click Ctrl+ Pgd

Job Labor Distribution Tab

Transaction Routing Other Infarmation and Comments
Current Fundlng
Current Job Labor Dispfibution
Effective Date:
COA Index Fund ganlzatlu Acc nt Program Actvivity Location Project Cost Percent
B 110000 2611 6203 &0 100.00 .
F I I | } I I I I P ) Enter new effective
C | | | | | | | [0 [] daeher
L] | | \ | | | | [
Enter new New Job Labor Distribution %
H 1 Effective Date:
fundlng |nf0 COA Index Fund Organization  Account Program Actvivity Location Project Cost Percent
here. M 7] 7] 7] 7] 4 [ [ O
%] [ [110000 [211 6203 60 [ [ \ [] 100,00 2]
— Il | | | | | | | I —
L] | | \ | | | \ [
L] | | \ | | | \ [ -
Total Percent: p—
4| »
Defaulting values for Labor Distribution from NBAJOBS. |
Record: 111 (. I | | <osc=

The Job Labor Distribution Information Form Appears

The Labor Distribution attached to the position number will appear: This form is
displayed in two parts the Current Job Labor Distribution and the New Job Labor
Distribution. In the New Job Labor Distribution area enter the following data.

Required Fields Field Description

Effective The first date the action will be charged to the account.

Date This date should match the effective date entered on the Transaction Tab.
Fund The six (6) digit account number where the money is to be charged.

Organization The four (4) digit department/organizational code to be charged.

Account The four (4) digit account code identifying the type of compensation to be
charged, i.e. faculty stipend-6402.

Program The two (2) digit code for the type of expense categories to be charged
such as 10 for teaching, and 20 for research.

20



Percent The percentage of the salary that should be charged to the fund code.

Please note, the total percentage must equal 100 percent.

Step 7: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10” key(or clicking File, then Save.)

Step 8: Complete the Routing Tab

£

[}

=

iC

=
—_

To access the tab, click “Next Block™ on the toolbar
OR
Click Ctrl+ Pgdn

Level Code
nnnnnnnnnn Routing Other Information and Comments
Column
Originator D: [ Click here to populate
\ Approvers name.
Level user / Queue
Code Level 1D p—— e Status Action Date
A [ I &
MLOUGHLL  |er. Monica Loughlin, B2 | Approval I~ (=
1090 20 | [meIGUETTE | [Dr. Marguerite 5. Giguette | | Approval I~
nnnnnn o [sanoirer approval -
ssssss ;o [oLeeat approval v
245663 20 [makunDI Bpproval ~|
235 [0 ] [makunor  [or murty A akundi | [approva I 7]
aaaaaa 205 [sBmosEs approval ~|
[0 [orowmes [y 7] |
[ \
[ \
[ [

The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and
organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting
the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is

“1245”. Then click in the User ID field (it is currently bank)

A. Inthe Level Code column click on the first Level Code.

B. Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

C. The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FYI or Apply.

D. Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.
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Step 9: Save the Routing.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Step 10: End the Appointment

Just as a Faculty member’s contract start date has been entered, the date the
contract/ Appointment ends must also be entered.

A. From the Routing Tab, On the File Menu, click Options, then select
“Next Action”.

U Y I ¥ R W)

Click “Next Block” from the toolbar ==L, or Ctrl+Page Dn to access
the Transaction Tab.

Notice that the only field that changed was the Approval Type field.

It changed from Labor to TERMJB.

Step 11: Complete the fields on the Transaction Tab.

Routing Other Information and Comments

DDDDDDDDDDD

() 2
=
5
0
Y
H
3
[=}
]
»
i
3
a
H
3
A2l F
n
P
3
3
]
=
o
0
o

Required Fields Field Description
(A)Jobs Effective Date the contract is set to end. This date should be a
Date date that is later than the date the contract started.

For example, if the contract started on January 1, 2008
the effective date to end the contract should be January
1 or later.

(B)Personnel Date Date the contract is set to end. It should be the same
as the effective date or an earlier date. It cannot be a
date that is later than the effective date.

Continued on Next Page
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(2)File Menu

(C)Job Status

(D)Job Change
Reason

For example, the contract is set to end May 31, 2009.
The Personnel date should be May 31, 2009

System Default is “T”

System Default is “ENDCO”. “ENDCO” is the code for “end
of contract”.

Step 12: Save the data on the Transaction Tab.
Data can be saved by clicking the diskette icon located on the tool bar or by
pressing the ‘F10” key (or clicking File, then Save.)

Step 13: Submit the transaction
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

& Oracle Developer Forms Runtime - Web: Opan * NOAEPAF

Fle Edit Opfions Block Mem Record Query Tools Help

(|ﬁm@«a@mﬁ{@l@l%{%llmc EXCI0IR: | )

Transaction Default Earmings Joby Latior Distrbution Routing Other Information and Comments

Applied
Status Field Name

Current Yalue Mewr Yalue
[7

|P— |J0bs Effective Date

[01-nou-2007

|P— |Personne| Cate

[01-nov-2007

|P— |J0b Status

|P— |J0b Change Reason

[

4

Approver Action:

v| Queue Status: In the Queue

A From the Routing Tab, on the file menu click Options

Continued on next page
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Select Submit Transaction.
If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.

If you are taken to the screen below, please note the errors listed and then check the

Common Errors area of the FAQ’s to resolve them. If you receive an error message
that is not in the Common Errors section, contact the EPAF Administrator in Human
Resources at ext. 5282 with the error message for further assistance.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help
Proxy For: ‘ E|
Transaction Number: E 1D: |900015008 Mr. Kenneth Kirk
Originator: [LsanDERS
Category: ‘ZSQDLD |LABOR DIST FOR POSN FT2330 ¥ Errors [ Warnings
Approval Error
Type Type Errors and Warnings Information
| | \ =
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \ H
| | \ Bl
a R e e e |
Transaction Nurber, press LIST far valid numbers. | J
Record: 1/1 | | - \ | =08¢=
E——— ]
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3. Creating an EPAF

C. Stipend Pay
Before you begin please make sure you have the following data available for the
employee that you are creating the action:

A. Employee’s XULA ID

B. Employee Position Number

& oracle Developer Forms Runtime - Web: Open = NOAEPAF g@]gl
File Edit Options Block Item Record Query Tools Help

BNECRAEE %9 BEK @IS EE G4 HIOX

~N [JPending Change Proxy For: || [T|
ID: |900025581 E|Beynnce Knowles Generate 1D: @
/”ansal:tiun: | E” Query Date: [EI Last Paid Date:

Approval Category:  [10035T [ ¥|STIPEND FOR POSM SP1003 Position: [spio03 [)[Researc h Associate

Approval Type: MEWIBE E‘Stipend,-"Supp existing job /Euffix: EE

Step 1: Access the form NOAEPAF
Step 2: Complete the Employee Detail portion of the form

Required Field Field Description
(A)ID Enter XULA ID for the person you are creating the action.

If you do not know the ID of the employee, click on the drop down box in
the ID field, from the Option List choose “List for Employee™. Type the
employee’s Last Name and/or First Name then click Execute Query. A
list of names will appear. Select correct employee name by double clicking

in the ID field. The name will then appear in the EPAF Form.

(B)Transaction Blank. Banner will assign a transaction number after the transaction is Saved.
(C) Query Date A date used by the system to determine what data to query for

the display on the current values that appear on both the
Transaction Tab & the Labor Distribution Tab.

The query date entered will be used by the system to display the
data from the last change to the record prior to the date you

entered.
(E) Approval Leave blank. Approval Type will populate when the Approval
Type Category is selected.
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(F) Position &
Suffix

Continued on the next page

Enter the employee’s Position number and Suffix assigned by Human
Resources. The position number for an employee can be obtained from
EPAF Departmental BRIO Report. Make sure the Suffix is entered exactly
as it is reported to you. A suffix entered as ‘01’ is not the same is “1’.

If the report is unavailable or position number is not known:

e Click the down arrow to the left of the Position field.

e From the menu, select List of Employee’s Jobs (NBIJLST),

e Double-Click Position the position that corresponds to the position
you are trying to take an action on, and the position and suffix will
automatically populate in the field on NOAEPAF.

In instances where a user is creating an EPAF for an employee with
multiple positions, they must make sure that they are working with the
position that they want to effect a personnel change.

It is very important that the numeric portion of the employee’s position
number be an exact match to the numeric portion of the Approval Category.
The combination of the two fields (Approval Category and Position
Number) is what drives how the EPAF will be routed for Approval. If the
two fields are not an exact match the EPAF will not route properly.

Stop here to verify that the numeric portion of the Approval Category and
the numeric portion of the Position field are an exact match.

HR will inspect each EPAF submitted to insure that the two fields

match, if they should find that the two do not match they will return

vour EPAF and you will have to create a new EPAF using the correct

Approval Category & Position number. If that should happen, please
see the section entitled “Editing an EPAF”.

Step 3: Complete the fields in the “New Value” on the Transaction Tab

A wy

-
Click “Next Block” from the toolbar m [ or CTRL+Pgdn to get to the

Transaction Tab.
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Continued on the next page Enter changes for the

corresponding field in each

Step 3 Cont’d row.
Default Earnings Joh Lahor Distribution Routing Other Information and Comments /
. ¥
Applied
Status Field Name Current Value New Value
[T
B | | e
B | |
L] | la
U] | |
L | |
U] | |
ny | |
U | |
] | |
U | | -

Approver Action: MNone v| Queue Status:

4| »
FRM-40350: Query caused no records to be retrieved. | ]
Recard: 107 | | | | | «nars

(A)Job Effective Date Date the change should become effective. The Jobs
Effective Date should always be a date after the
=date listed in the “ Last Paid Date” field (the last

e paid date field will populate automatically once
Query Date: 07-NOw-2007 |E Last Paid Date: y -, = -
o[ (2] the employee’s position is selected).

For example, with this Stipend, if | want the

employee to begin being paid for it effective July 1,

2007 | would enter 01-Jul-2007” in the field.
(B)Personnel Date  Date the change should become effective.

It should be the same as the effective date or an

earlier date. It cannot be a date that is later than the

effective date.

(C)Job Status The status of the job once the change has been
approved. The default is “A” — Active.

(D)Job Change Reason the job record is being changed. Enter
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Reason “00013”, which is the code for “Additional
Funding”.

(E) Factor
The number of pay periods the employee should be
paid.

If you are not sure what the factor should be,
please contact Human Resources for instructions
on how to handle the transaction.

(F) Pays The total number of times the employee should be
paid.

If you are not sure what the factor should be,
please contact Human Resources for instructions
on how to handle the transaction.

(G)Annual Salary  Total amount of the stipend. Example. 1000.00.

Step 4: Complete the Default Earnings Tab.

o

-
To access Default Earnings, click “Next Block™ on the tool barﬂ

OR
Click Ctrl+ Pgdn
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Transaction -@ﬂﬂm Job Labor Distribution Routing Other Information and Comments

Current Default Earnings
Effective Hours or Deemed Special Ended
Date Earnings Units Hours Rate Shift  as of Date
| | | \ ||: | e
| | | \ |
—_ | | | Enter the amount
Enter the New | | | b ived Y
Effective Date to be receive
ew Default Earnings
Effective Hours or Deemed Special Ended Enter the last date
Date Earnings Units Hours Rate Shift  as of Date .
that the stipend
\I; =] [*] = p

1.00

1000000000 ¢ [aoueeny & should be paid
ol
|

]

Effective date.
Record: 141

| =0sC=

Continued on next page

The Default Earnings Tab is split into two sections: Current Default Earnings and
New Default Earnings. If the Default Earnings data will remain the same, simply
copy the data in the Current Default Earnings Area to the New Default Earnings
Area and change the end date.

Required Field Description

Effective Date Date the Stipend Pay should begin. The date should be the same
date as the date entered on Transaction Tab.

Earnings Enter “STP”.

Hours or Units Enter “1”.

Deemed Hours The Deemed Hours field should be left blank.

Special Rate Enter the amount to be received per month.

For example if an employee should receive $3,000.00 in three (3)
installments enter $1,000.00 in the Special Rate column.

Shift System will Default a shift, depending on the position.
End Date The last day in the pay period to receive the entire assigned amount.
If the stipend will be received in intervals (for example, every other

month) the Effective Date should be the first date in the month
Note: amount will be received and the End As Of column should reflect
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the last date in the month the amount will be received. Example if
an employee is to receive $1,000.00 in July, September, and
November the dates would appear as follows: 070107 — 073107,
090107 - 093007, and 110107 — 113007 repeat the above steps.

Step 5: Save the data entered: Click the save icon L_:Q'(or clicking File, then

Save.)

Step 6:

Complete the Labor Distribution Tab.

The Labor Distribution attached to the position number will appear: This form is
displayed in two parts the Current Job Labor Distribution and the New Job Labor

Job Labor Distribution Tab
Transaction Job bution ) Routing COther Information and Comments
Current Job Labor Distribution
Effective Date:
COA Index Fund Organization Account Program Actvivity Location Project Cost Percent
[« [ [110000 2511 [ezoa 6o [ [ \ [ ] 100,00 =
L | | | \ | | \ [
L] | | | \ | | \ [
L] | | | \ | | \ [ -
New Job Labor Distribution
C E Effective Date:
B:OA Index Fund Organization )l:l:)cuunt Program Actvivity Location Project Cost
] [ ] -] C oA ] [ C] [ F
[« \{* [11000 2611 ) [ezoa 6o [ [ [ [ ] 1004 =
[ | | \ | | | [ &
[ | | | \ | | | [
O | | | | | | | T ]
Total Percent: =
] »
Defaulting walues for Labor Distribution from NBAJOBS. | ]
Record: 111 (. I | | =0sC>

The Job Labor Distribution Information Tab Appears

Distribution. In the New Job Labor Distribution area enter the following data.

Required Field

Field Description

A)Effective The first date the action will be charged to the account.
(A)
Date This date should match the effective date entered on the Transaction Tab.
(B)Fund The six (6) digit account number where the money is to be charged.

(C)Organization

The four (4) digit department/organizational code to be charged.

(D)Account The four (4) digit account code identifying the type of compensation to be
charged, i.e. faculty stipend-6402.

(E)Program The two (2) digit code for the type of expense categories to be charged
such as 10 for teaching, and 20 for research.

(F)Percent The percentage of the salary that should be charged to the fund code.

30
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Note: the total percentage must equal 100.

I ER;

Step 7: Save the data. To save, click the save icOn lessss, Or by press the ‘F10’
key.

Step 8: Complete the Routing Tab

aru

[

o

To access the tab, click “Next Block™ on the toolbar i

OR
Click Ctrl+ Pgdn

Approval
Level Code
Transa ction Job Labaor Distribution Other [nformation and Comments
Oriinator [0 " Click here to populate
X, / Approvers name.
evel User Queue
Code Level 1D Status Action Date
[~] [d]
li MLOUGHLI Approval v\ [=]
1090 [z0 ] MereueTTe approval =)
110000 [zo " psanotrer npproval ~|
235678 [0 [oLaeat Approval -
245663 [z0 " [makunor approval -| |
1235 [0 [marumor Appraval <)
BUDGET [zs5 " [semosEs npproval ~|
APFLY [z35 | [orotmes Apply  ~|
[ \
\ [ ] \ \ | [ \
\ [ 1] \ \ \

The Routing Tab lists all of the individuals that are required to approve this transaction. This tab
is predefined based on the positions funding and organization.

If you do not see all of the individuals that you know should approve this transaction, please
contact EPAF Administration of Human Resources and we can assist you with getting the
routing information updated.

To complete the “Routing Tab” in the example above, the first level code is “1245”. Then click
in the User ID field (it is currently bank)

A. Inthe Level Code column click on the first Level Code.

B. Tab to the blank field in the User ID Column. Click the User ID drop down. The
user id for the individual responsible for approving for that level code will appear
automatically.

C. The Required Action field is automatically populated with the action the Approver is
required to take: Approval, FY1 or Apply.

D. Complete each row in the Level Code column that is populated by moving the arrow
down to the next level code and repeating A and B.

Continued on next page
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Step 9: End the Funding for the Stipend

A. On the File Menu, click Options, select “Next Action”.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit [eleagey Elock Item Record Query Tools Help
7 Transaction DE ey &R

Submit Transackion
Lpply Transaction
Cancel PAF S —

W Penc 79 - F
obert . Blake, 11

i [alg}
Transassuting ¥ |[waiting
Approv Other Information and Comments [ND FOR POSN FAGOGS
Approx Errors or VWarnings Detail Form d/Supp existing job

Electronic Approval Summary Form

Im Default Earnings Job Labor Distribution

5 Electro

B.  Notice that the only field that changed was the Approval Type field.
It changed from Labor to NEWJBE.

Before selecting “Next
W Pending Change Proxy For: ACtlon Approval Type

ID: lannozazze [7]or Rubery.ﬂlake, IS NEWJIBE
Transaction: ‘536 F’Mautmg %
Approval Category; alals) TIFEND FOR POSN FAGODAGS P
Approval Type: end,fsupp existing job s
m Default Eammings Job Labar Distrbutban Routin

After Selecting “Next T ]

Action”, Approval Type EER [~ [cr. =obert o Blake, 1
is;: TERMJB n: [*][wsiting

sategory: _ |e065ST  [¥|STIPEND FOR POSN FAG065
| - ¥p Terminatmn of job

m Default Eamings Job Labor Distabution Rao

oy

|

Click “Next Block on the t00l bar ===, Or Control+Page Down to
access the Transaction Tab.

Step 10: Complete the fields on the Transaction Tab.

Continued on next page
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Default Earmings

Transaction

Job Labar Distrbutian

Routing Other Information and Comments

Applied

Status Field Name

Current Yalue

New Value

[P [pabs Effective Date [o1-n0v-2007

A

|P— |Personne| Date B

[01-now-z007

[P Ppeb status [

|P— |J0b Change Reason C

I I N

Approver Action: v|

Queue Status: In the Queue

|»

4

Default ) .
Earnings Tab Required Field

(A)Jobs Effective Date

\mm e Ossn

Feating Other Information ard Comments

(B)Personnel Date

(C)Job Status

(D)Job Change Reason

Field Description
Date the funding for the stipend must end. This date
should be a date that is later than the date the funding
for the Stipend started. It be the date that was entered
in the “Ended as of Date” field on the Default
Earnings Tab.

It should be the same as the effective date or an
earlier date. It cannot be a date that is later than the
effective date.

For example, the contract is set to end December 21,
2007. The Personnel date should be December 21,
2007 or a date earlier.

System Default is “T”

Reason the job record is being changed. Enter
“00017”, which is the code for “Terminate funding”.

Step 13: Save the data entered on the Transaction Tab: click the save icon

& ¢
E, or by press the ‘F10” key.

Step 14: Submit the transaction

Submitting an EPAF transaction for approval routing is the final step in creating a

transaction. Detailed below are the steps that are required to submit a transaction.
Continued on next page
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Options Field
& Oracle Developer Forms Runtime - Web: Open = NOAEPAR

Fle Edit Opfions Block fem Becord Query Tools Help

v (A9ERARA 37/ 60GIG 2 BRI G Z210IX

"mElectronic Personnel Adtion NOAEPA M)
Transaction Default Earrings Job Labior Distrbution Routing Cther Information and Comments
Applied
Status Field Name Current Yalue New Value
[*]
[P [pabs Effective Date [01-nou-2007
[P] [Personnel Date [01-now-z007
[P fob status [
|P— |J0b Change Reason |00012
[ |
L |
L |
[ |
il :
Approver Action: v| Queue Status: In the Queus

|»

A Click the Transaction Tab
B On the file menu, click Options.
C Select Submit Transaction.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF
File Edit [fs] & Block Item Record Query Tools Help

e )_Irapsacion EFEIRIEEEIEE:

(o Submit Transaction

apply Transachion
Cancel PAF
B pang Delete PAF F'
ID: eyt action [Eltisley; Gent
Transa Routing ¥ [Return/Correction Quel
Approyx Other Information and Comments POINTMENT FOR POSN FT4113 Posi
Approy Errors or Warnings Detail Form pointrment Suffi
Electronic Approval Surmmary Form J

Im Default Earmings Job Labor Distribution Routing

If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.
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Message Area

Select Submit Transaction.

Applied
Status Field Name Current Value

[ [pebs Effestive Date [oraun-z007

Newt Yalue

[P] [Personnel Dote [p4-30m-2007

[f] [reb status [w

|P— |an Change Reason |

|P— |£mnua\ Zalary |65000

[f] [Requiar Rate [31.250601

1)

Approver Action: v|

Transaction submitted.
Barard: 1R | | cnars

Queue Status: Fending

If you are taken to the screen below, please note the errors listed and then
check the Common Errors area of the FAQ’s to resolve them. If you
receive an error message that is not in the Common Errors section,
contact the EPAF Administrator in Human Resources with the error

message for further assistance.

Continued on next page
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& Oracle Developer Forms Runtime - Web: Open = NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help

ctron

Ela @1 1@ X

Proxy For:

|
—

Transaction Number:

|900015008 Mr, Kenneth Kirk

Originator: [LsanDERS
Category: (23900 [[LABOR DIST FoR POSN FT2390 ¥ Errors [ Warnings
Approval Error

Type Type Errors and Warnings Information

|»
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3. Creating an EPAF
D. Terminating an Employee
Terminating an employee from the University involves two steps:
1) Terminating the employee in his/her current position, and
2) Terminating (separating) the employee from the university as an employee.

Before you begin please make sure you have the following data available for the
employee that you are creating the action:

A. Employee’s XULA ID
B. Employee Position Number

A. Terminate the employee in his/her current position.
Step 1: Log into Banner and access the form NOAEPAF.

Step 2 Complete the mformatlon in the Employee Detail Portion of the form

\ Proxy For: | E|

ID: |900025581 E|Beyonce Knowles Generate ID: @ C
\ Transaction: | [3| Query Date: @ Last Paid Date:

\Apruval Category: [6319TM 7| TERMINATER P SPE31 Position: [spesia  [][software Systerns Programmer
approval Type: TERMIB ETMN:]D Suffix: [3

|

Required Field Field Description

(A)ID Enter XULA ID for the person you are creating the action.

If you do not know the ID of the employee please see the Frequently Asked
Question “How to search for an employee’s XULA ID?

Transaction Blank. Banner will assign a transaction number after the transaction is
Saved).
(C)Query Date A date used by the system to determine what data to query for

the display on the current values that appear on both the
Transaction Tab & the Labor Distribution Tab.

The query date entered will be used by the system to display the
data from the last change to the record prior to the date you

entered.
(D)Approval Click the drop down box in the Approval Category field and Select the
Category appropriate Approval Category. Remember that the Approval Category

will consist of the last 4 digits of the employee’s Position number and the
Abbreviation for the action.

Continued on next page.
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(E)Approval Type

(F)Position &
Suffix

Step 3: Complete

It is very important that the correct Approval Category is selected because
that is what defines how the EPAF will be routed. If an incorrect Approval
Category is selected the EPAF will not be routed to the correct organization
for Approval.

Leave blank. Approval Type will populate when the Approval Category is
selected.

Enter the employee’s Position number and Suffix assigned by Human
Resources. The position number for an employee can be obtained from
EPAF Departmental BRIO Report. Make sure the Suffix is entered exactly
how it is presented to you. A suffix entered as ‘01’ is not the same as “1’.

If the report is unavailable or position number is not known:

e Click the down arrow to the left of the Position field.

e From the menu, select List of Employee’s Jobs (NBIJLST),

e Double-Click Position the position that corresponds to the position
you are trying to take an action on, and the position and suffix will
automatically populate in the field on NOAEPAF.

In instances where a user is creating an EPAF for an employee with
multiple positions, they must make sure that they are working with the
position that they want to effect a personnel change.

It is very important that the numeric portion of the employee’s position
number be an exact match to the numeric portion of the Approval Category.
The combination of the two fields (Approval Category and Position
Number) is what drives how the EPAF will be routed for Approval. If the
two fields are not an exact match the EPAF will not route properly.

Stop here to verify that the numeric portion of the Approval Category and
the numeric portion of the Position field are an exact match.

HR will inspect each EPAF submitted to insure that the two fields
match, if they should find that the two do not match they will return
your EPAF and you will have to create a new EPAF using the correct
Approval Category & Position number. If that should happen, please
see the section entitled “Editing an EPAF”.

the fields in the “New Value” on the Transaction Tab

AR TRV

qﬂ
Click “Next Block” on the tool bar mes [or CTRL+Pgdn to get to the

Transaction Tab.

Step 3 Continued

Continued on next page
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Enter data here

Transaction Default Earmings Joh Labor Distrbutian Routing Other Information and Comments /
aApplied //
Status Field Name Current ¥alue Mew Value

[7

[P [obs Effective Date A [3t-tmar-2007 01-rr-2007

[f] [Personnel Date B [03-mav-zoos |04-mav-zoo7

[P fab status [T T

|F‘— |J0b Change Reason |DDDl? |RESIG

[ | |

L | |

L | |

[ | |

L | |

L] | |

Required Fields
(A)Jobs Effective Date

(B)Personnel Date

Job Status

(C)Job Change Reason

Other Information and Comments

New W‘/

F

(01-34N-2008

[01-18N-2008

&

Fields Description
Date the Termination becomes effective.

Date the Termination is effective.

It should be the same as the effective date or an earlier date. It
cannot be a date that is later than the effective date.

For example, the employee is scheduled to terminate
employment on April 1, 2007, then the personnel date should be
April 1, 2007, or a date earlier.

System Default is “T”

The reason the employee is separating from the University.

You must select from a list of pre-defined reasons. To select:
1)click in the “Job Change Reason” field (it is currently blank).
2) Click arrow under “New Value”.

3) You are taken to the Change Reason field form.

4) Double click on the reason code that identifies the reason that
the employee is separating from the

University.
5) Once you double click, the reason will populate in the Job
Change Reason field on NOAEPAF.

Continued on the next page
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Step 4: Save the data on the Transaction Tab: click the save icon E on the
toolbar, or press the ‘F10° key (or clicking File, then Save.)

Step 5: Complete the Routing Tab.

Transaction

Default Earnings

Job Labor Distribution

Originator ID:

Routing Other Information and Comments

DHOLMES

Mrs. Deanna kK. Holmes

Level
Code
[~]

User
1D

d

,//

Mame

Required
Action

Queue
Status

Action Date

[MLoUGHLL

|Sr. Maonica Loughlin, SBES

| Approval 'l

|In Queus

[1o50

[mG1GUETTE

|Dr‘ Marguerite . Giguette

| Approval Vl

|In Queus

[110000

o

[rsanDIFER

|Ms. Jovce M Sandifer

| Approval '|

|In Queues

[zas678

[pLapaT

|Dr‘ Deidre D. Labat

| Approval 'l

|In Queus

[za5663

[MakunDI

|Dr‘ Murty &, Akundi

| Approval Vl

|In Queus

[123s

[MakumDI

|Dr‘ Murty A, Akundi

| Approval 'l

|In Queue

[puDGET

[semosES

|Mrs. Shirley B. Moses

| Approval 'l

|In Queue

[apPLY

[oHoLMES

|Mrs. Deanna K. Holmes

|Apmv v|

|In Queus

JTTEFTITTM &

L -

1

The Routing tab lists all of the individuals that are required to approve this
This tab is predefined based on the positions funding and

transaction.
organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting the

routing information updated.

To complete the “Routing Tab” for the example above, the first level code is
“1245”. Then click in the User ID field (it is currently blank)
A. Inthe Level Code column click on the first Level Code.
B. Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

Continued on next page
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The Required Action field is
Approver is required to take:
Complete each row in the

automatically populated with the action the
Approval, FYI or Apply.
Level Code column that is populated by

moving the arrow down to the next level code and repeating A and B.

Step 6: Click the save icon [: (clicking File, then Save), to save the changes
that you have made to Transaction Tab.

B. Terminate (separate) the employee from the University.

Step 7: From the Option Menu, select “Next Action”. Notice the Approval Type

field changes after the selection.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit gl Block Item Record Query Tools Help

Bl

[@ 1  Transaction
ansaction

Transaction Defi

Approval Type
originator 1 [=°55 a1 hefore “Next
Action”

=%

HEEE PP BEXI& &

¥Pe nformation and Commen F|

1D: Electronic Approval Summary Form Jannath Kirk Generate ID: @

Transa&inn: |520 F|Wa\t|ng Query Date: m[_ Last Paid Date: m
Approval Category: 2390THM FTERMINATER POSH FT2390 Position: |SP2390 B|Sr Data Base Administrator

Approval Type: TErMIE [ Termination of job Suffix: EE

Other Information and Comments

Routing

s

EHE

= Electronic Personnel Action NOAEPAF 7.3 (XUTEMP) AppI’OV&| Type fIE|d
@ Pending Change Proxy For; | E i Pending Change Proxy For: after “NeXt ACtIOﬂ"
ID: E”Dn Robert C, Blake, 11 1D: 900014226 % jjur . rousre L. oiake, 1
Transaction: [sa7 [#][waiting Transaction: [sa7 [*][waiting
approval Category:—sTESTH ERMINATER POSN FA5065 Approval C ¥ | TERMINATER POSH FAGIES
Approval Type: natmn of job Approval Termmatlon of Employment

m Default Earmings Job Labor Distrbution

R

m Default Earmmgs Job Labor Bistrbution

RN

Step 8: Click Next Block imd

Transaction Tab.

, or CTRL + PAGE DOWN to access the

Continued on the next page
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/

(2)File Menu

Step 9: Complete the fields in “New Value” column.

Transaction Default Earmings

Joby Labar Distribution Routing

COther Infarmation and Comments /

Applied
Status Field Name

Current Yalue

/

’7 |Last work Date

3

’— |Emp\oyee Status

’— |Terrn Reason Code

’— |Terminatian Date

I ..

Approver Action:

Queue Status: In the Queue

i |

Required Fields
Last Work Date

Employee Status
Term Reason Code

Termination Date

Fields Description

Last day employee is scheduled to report to
work

System default is “T”

The system code that describes the reason for
the employee’s termination.

To view a list of valid termination reasons,
click the drop down box under the New Value
column. The Termination Reason Form will
appear. Double click the reason that is closest
to the reason that the employee is terminating.
If you require assistance with selecting a
reason, please contact Human Resources.

Last day employee actually worked

Step 10: Click the save icon, or F10 (click File, then Save), to save the data

entered on the transaction tab.

Step 11: Submit the transaction
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

& Oracle Developer Forms Runtime - Web: Open = NOAEPAR

Fle Edit Opfions Block Mem Becord Query Tools Help

%Elec:tn:wﬂil:: Personnel Acion NOAEPAF 7.3 (XUTEMR)

e

(ANEAGERR 49 0BBIQZIRAI¢CI4210X | )
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Default Earmings Joby Latior Distrbution Routing Other Information and Comments

COOOOOCOFEEF)

|»

Field Name Current Yalue New Yalue
[7
[ [pobs Effective Date [o1-now-z007 50
[Persannel Date [01-nov-2007 [07-Now-2007
[1ob status [ [t
10b Change Reason o012 o017
| |
| |
| |
| |
: :
Approver Action: v| Queue Status: In the Queus

w >

Click the Transaction Tab
On the file menu, click Options.

Select Submit Transaction.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit gelallelgEl BElock Itemn Record Query Tools Help
FEIETIEEIEIE
XUTEMP) (70
Cancel PAF
= c -
Peng Delete PAF [_|
ID: eyt action [Eltisley; Gent
Transa Routing ¥ [Return/Correction Quel
Approyx Other Information and Comments POINTMENT FOR POSN FT4113 Posi
Approy Errors or Warnings Detail Form pointrment Suffi
Electronic Approval Surmmary Form

Im Default Earmings Job Labor Distribution Routing

If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.

Continued on next page
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If you are taken to the screen below, please note the errors listed and then check the Common
Errors area of the FAQ’s to resolve them. If you receive an error message that is not in the
Common Errors section, contact the EPAF Administrator in Human Resources with the error
message for further assistance.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help

BOEEEAER 3% REE @I E BEIEISI£@X

"8 Electronic Approvals Error Message NOIEM -
Proxy For: ‘ E|
Transaction Number: 15| 1D:  [s00015008 [Mr. Kenneth Kirk
Originatar: [LsanDERS
Category: [z3500 |[LaBor DIST FOR FosK FTz3s0 v Errors [ Warnings
Approval Error
Type Type Errors and Warnings Information

|»
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3. Creating an EPAF
D. New Hire Staff/Faculty

New Hire- New Staff/Faculty member who has not been previously employed at
the University.

Re-Hire — A Staff/Faculty member rehired after a break in service.

This documentation will apply to: New Hire Exempt Employees (University
Funded Only), New Hire Exempt Employees (University/Grant Funded), New
Hire Non-Exempt Employees (University Funded Only), New Hire Non-
Exempt Employees (University/Grant Funded) and Re-Hires

Please Note: If the new employee is filling a new position that has never existed
with the University, an alternate process must be followed (Please contact Human
Resources for the process.).
s Non-Exempt/Hourly Employee (University Funding): Follow Steps 1 — 8
and Step 15.

s Exempt/Salaried Employee (University Funding): Follow Steps 1 — 11 and
Step 15.

s Non-Exempt/Hourly Employee (University/Grant Funding): Follow Steps 1
-9, and Steps 12 — 15.

s Exempt/Salaried Employee (University/Grant Funding): Follow Steps 1 —
9, Steps 10 — 11 and Steps 12 — 15.

Before you begin, please make sure that you have the following information
available:

This information will be provided to the Supervisor once the New Hire package
has been completed in the Human Resources Office

New Employee’s XULA ID
Employee Position Number and Suffix
Approval Category
Supervisor XULA ID

e Supervisor’s Position and Suffix
Continued on next page
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This information will be provided to the Supervisor once the “New Hire
Paperwork has been completed and returned to the Human Resources Office.

To create the New Hire Action using EPAF: (Log into Banner)
Step 1: Access the form NOAEPAF.

Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF
Eile Edit Options Block I[tem Record Query Tools Help

(AOECRAEES e BEE I &IEE <G &0 X
@ Electronic Personnel Action NOAEPAF 7.2.0. L I Selelelelelelelele ettt el e et L L e e L e e e e e e L L e L L e L e e e e e L L L L
Proxy For: ‘ [T‘ / (C\
\ID: =l Generate ID: &)
Transa ction: Fl Query Date: h Last Paid Date:
Approval Category: ¥ NEW HIRE EXEMPT SP2215 GRANT Position: ~ |SPzz15 b
(BY — = spezs (7]

Approval Type: [= Mew Hire )/Eufflx. 1 =]
(D) 4@ Job Labor Dlstrlbutlgn RoOuting Other Information and Comments
1

Required Fields Field Description
(A) ID Enter XULA ID for the person you are creating
the action.

(B) Transaction Blank. Banner will assign a transaction number
after the transaction is Saved for the first time.

(C) Query Date  Query Date for a New Hire is the effective date
of the hire.

Example: A New Hire start date is effective June
1, 2008 the Query Date should be 06/01/08.

(D) Approval  Enter the approval category provided by Human
Category Resources.

This information can be obtained from the EPAF
Report that is available from BRIO. Detailed
instructions on accessing the report can be found
on the Human Resources site from the XULA
web page.

(E) Approval  Blank. Approval Type will populate when the
Type Approval Category is selected.
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(F) Position &  Enter the employee’s Position number and Suffix
Suffix as assigned by Human Resources.

Make sure the Suffix is entered exactly how it is
presented to you. A suffix entered as ‘01’ is not
the same as ‘1.

It is very important that the numeric portion of
the employee’s position number be an exact
match to the numeric portion of the Approval
Category.

The combination of the two fields (Approval
Category and Position Number) is what drives
how the EPAF will be routed for Approval. If
the two fields are not an exact match the PAF
will not route properly.

Stop here to verify that the numeric portion of
the Approval Category and the numeric portion
of the Position field are an exact match.

HR will inspect each EPAF submitted to
insure that the two fields match, if they should
find that the two do not match they will
return your EPAF and you will have to create
a _new EPAF using the correct Approval
Category & Position number. If that should
happen, please see the section entitled
“Editing an EPAF”.

Ny

4

Step 3: Click “Next Block” on the toolbar &=
Transaction Tab.

=

or CTRL+Pgdn to get to the

Step 4: Complete the field under “New Value” on the Transaction Tab.

Continued on next page
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Enter data for the
corresponding row in

Job Labor Distribution Routing Gther Information and Comments . 14

crh raliimn
CaCl L CUTUTITIT

Applied
Stat

Field Name

Current Value New V:V
=

uuuuu

nnnnnnnnnnn

O
r
r
r
r
r
r
r
r
3

Required Field
(E) Job Begin Date

(F) Job Effective

Date

(G) Contract Type

(H) Annual Salary

(I) Regular Rate

(J) Step

(K) Personnel Date

Field Description
The Day the Job was created. If you do not
know the day the Job was created please
contact the Employment Specialist in Human
Resources.

Date the New Hire should become effective.
For example, with this New Hire, the action is
effective June 1, 2008 therefore | would enter
“06/01/08 in the field.

Skip Step the value default for this field is
“P” (Primary Position).

Required only if the employee is
Salaried/Exempt Employee.

Required only if the employee is an
Hourly/Non-Exempt Employee.

Skip Step the value default for this field is
“011

Date the New Hire should become effective.
It should be the same as the effective date or
the effective date of the action.

Continued on the next page
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(L) Factor

(M) Pays

(N) Job Title

(O) Appointment
Percent

The number of pay periods the employee
should be paid.

For employees paid MONTHLY the Factor
is usually 12.

For employees paid BI-WEEKLY the factor
is usually 26.

For Faculty members the factor is usually 10
or 12.

If you are not sure what the factor should
be, please contact Human Resources for
instructions on how to handle the
transaction.

The total number of times the employee
should be paid.

For employees paid MONTHLY the Factor
is usually 12.

For employees paid BI-WEEKLY the factor
is usually 26.

For Faculty members the pays is usually 10 or
12.

If you are not sure what the factor should
be, please contact Human Resources for
instructions on how to handle the
transaction.

Type the Job Title as it appears in the position
description on the top of the page (should you
have any questions regarding the job title
please contact the Employment Specialist in
Human Resources).

Enter the Appointment Percent — the
percentage of time an employee will work.
For example: An employee who is full-time
the appointment percent is 100 percent. For
an employee who is half time the percentage
would be 50 percent. Please do not use the
percentage sign when completing this field.

Continued on next page
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(P) Hours Per Pay

(Q) Hours Per Day

(R) Job Status

(S) Supervisor ID

(T) Supervisor
Position

(U) Supervisor
Suffix

(V) Workers Comp
Code

Enter the Hour per Pay — the total number of
hours worked per pay period.

Enter the Hour per Day — the total number of
hours worked per pay day.

Skip Step the value default for this field is
((A’!
(Active).

Enter the position’s Supervisor ID.

The Supervisor ID is required for all New
Hires.

If you do not have the Supervisor’s ID, please
click here for instruction on how to search for
Supervisor’s ID.

Enter the Supervisor’s Position Number.

If you do not have the Supervisor’s position
number, please click here for instructions on
how to search for Supervisor’s position
number.

Enter the Supervisor Suffix field from the
position search.

Enter the Workers Comp Code.

To select from a list, click on the New Value
drop down and select the appropriate Workers
comp

An explanation of the codes is as follows:

Activity Date
09-AUG-199

] dministrative AUG-1999
FA Faculty 09-AUG-1999
SD Student 09-AUG-1999
sT Staff 09-AUG-1993

Continued on next page

50



Enter new
funding info
here.

(W) Job Location Enter the appropriate Job Location. The Job
Location is for KRONOS purposes only.
To select from a list, click on the New Value
drop down and select the appropriate Workers
comp

E60 | Exempt 60 min break

N7-60 | Non-Exempt 7 hour 60 min break
N7-30 | Non-Exempt 7 hour 30 min break
N8-60 | Non-Exempt 8 hour 60 min break
N8-30 | Non-Exempt 8 hour 30 min break
CWI | Student CWI

CWS | Student CWS

Step 5: Save the data that you have entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10° key(or clicking File, then Save.)

Step 6: Complete the Labor Distribution Tab

R I R

=

To access the tab, click “Next Block™ on the toolbar
OR
Click Ctrl+ Pgd

Job Labor Distribution Tab

Transa ction

Current Job Labor Distribution

COA Index Fund Organization Account Program Actvivity

—
-
[ |

New Job Labor Distribution

date here

e

Index Fund Organization Account Program Actvivity

COA

T ——s [ [ (=) (-] 2
3

B

B

.

110000 6202 o0

The Job Labor Distribution Information Form Appears

Continued on next page
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The Labor Distribution attached to the position number will appear: This form is
displayed in two parts the Current Job Labor Distribution and the New Job Labor
Distribution. In the New Job Labor Distribution area enter the following data.

Required Fields Field Description
a. Effective Date  The first date the action will be charged to the account.
This date should match the effective date entered on the
Transaction Tab.

b. Fund The six (6) digit account number where the position’s
salary is to be charged.

c. Organization The four (4) digit department/organizational code to be
charged.

d. Account The four (4) digit account code identifying the type of
compensation to be charged, i.e. Admin Support— 6204.

e. Program The two (2) digit code for the type of expense categories
to be charged such as 10 for teaching, and 20 for research.

f. Percent The percentage of the salary that should be charged to the
fund code.
Please note, the total percentage must equal 100 percent.

Step 7: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by pressing the
‘F10’ key (or clicking File, then Save.)

Step 8: Complete the Routing Tab

Y R}

. (=
To access the tab, click “Next Block” on the toolbar
OR
i +
Level Code Click Ctrl+ Pgdn
Column Transa ction . M Other Information and Comments
T Click here to populate
Originator ID: Approvers name.
\ Level user Required Queue
A Code Level D MName Action Status Action Date
Kd] =
1000 [me1sUETT | appraval ~| | (=]
110000 hsaNDIFE Approval |
235675 GDAMOUR approval ~|
1za5 AEDWARDS approval |
BUDGET SBMOSES apply -]
|
|
[ J
— |
[ = -

Continued on next page
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The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and
organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting
the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is
“1090”. Then click in the User ID field (it is currently bank)

A. Inthe Level Code column click on the first Level Code.

B. Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

C. The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FY1 or Apply.

D. Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.

Step 9: Save the Routing.

Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Step 10: Complete the Default Earnings Tab

The Default Earnings Tab is applicable to Salaried (Exempt) employees only.

L) L I N

- |

To access the tab, click “Options Next Action” on the toolbar
OR
Click Ctrl+ Pgd
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Transas ction

Other Information and Comments

Current Default Earnings
Effective Hours ol Deemed Special Ended
Date Earnings Units Hours Rate Shift  as of Date
- ( ' ' C B
] Enter the Hours and 0
[ [ EntertheEarnCode  Units [
The Effective - REG C
Date will Default New Default Earnings
In Effective / Hours or / Deemed Special Ended
Date Earnings Units Hours Rate Shift  as of Date
\ 2 i
01-1Un-z003] REG | | 17333 | | B B
\ \ [ \ \ B
\ \ | \ \ !
\ \ | \ \ B

Column Name

Column Description

a. Effective  Skip Effective Date it will default in (the date should be
Date the same date as the date entered on the Transaction Tab).
b. Earnings  Enter “REG” — Regular Earnings.
c. Hoursor  Hours or Units — this field is applicable to Salaried Exempt
Units Employees only. Example: If the employee is full time the
Hours or Units should reflect 173.33. If the employee is
half time the Hours or Units should reflect 86.67.
d. Deemed The Deemed Hours field should be left blank.
Hours
e. Special The Special Rate field should be left blank.
Rate
f. Shift System will Default a shift, depending on the position.
g. End Date  The end date should be left blank.

Step 11: Save the data entered: Click the save icon L_:B'(or clicking File,
then Save.)

Step 12: Funding Ending for the New Hire (The Funding Ending is applicable
to Grant Funded positions only.

Just as the information to start paying the employee’s salary from a grant must be
entered, the information to end the grant funding for the employee’s salary must
also be entered.

Continued on next page
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E?*., Oracle Developer Forms Runtime - Web: Open > NOAAPSM - NOAEPAF

File Edit fefaldlgEl Block Item Record Query Tools Help
Transaction
Submit Transaction

FIEI2I@1X

on
ather Information and Camments
@ Peng _ ]
Electranic Approval Summary Form
D: T T Hurty A, Akundi Generate ID: | &)
Transaction: [71o [*[waiting Query Date:  [o7-Mar-zons [E Last Paid Date:  |30-noy- 2007
Approval Category:  [11550L  [7 OVERLOAD EXISTING POSM FT1153 Position: [Frisss |[7][Facuity, overload
approval Type: “DOFDE (7 Additanal Funding Existing Pos Suffix: : =
Transaction Default Earmings Job Labor Distribution Other Information and Comments
Originator ID: | DHOLMES Mrs. Deanna K. Holmes
Level User Required Queue
Code Level D Name Action Status Action Date
&
20 LSANDERS Mrs. Latoya Sanders approval | [in Quee =
[1090 20 WMGIGLETT Dr. Marguerite . Gigustts approval ~| [in Queve
[110000 20 SBRUNG Mr Shane Marcel Bruno approval | [in Queue
1235 20 MaKUNDT Dr. Murty A. Akundi approval ~| [In quewe
4PPLY 229 | |DHOLMES Mrs. Deanna K. Holmes Apply =] [in Queue

From the Routing Tab, On the File Menu, click Options, then select “Next
Action”.

R R}

LEE L or Ctrl+Page Dn to access the

Click “Next Block™ from the toolbar
Transaction Tab.

Notice that the only field that changed was the Approval Type field.
It changed from Default Earning to TERMJB.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit Options Block Item Record Query Tools Help

B REEE &F

il

ulg]

Proxy For: |
E|Dr‘ Murty &, akundi

W Pending Change
ID:

6
[er-manz000 |

Generate ID:

30-NOV-Z007

Last Paid Date:

Transaction: 704 [=][waiting Query Date:
Approval Category:  [11530L [ T]OVERLOAD EXISTING POSN FT1153 Position: [Friass  |[*][Facuity, Overload
Approval Type: TERMIB ETerminatiDn of joh Suffixz: 2 El

Default Earmings Job Labor Disthbution Rauting other Infamation and Camments

Step 13: Complete the fields on the Transaction Tab.

Continued on next page
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Default Earnings Job Labor Distribution Routing Other Infarmation and Comments

Enter changes for the
corresponding row in
eagh column

-

Applied
Status Field Name

b s
Current ¥alue New Value -
-

Dobs Effective Date

31-DEC-2007 31-DEC-2008]

Perzonnel | Date

==

21-0CT-2007 31-DEC-2008 A/

Job Status

u u

Job Change Reason

00017 00017

[ [

Required Fields
(A) Jobs Effective
Date

(B) Personnel Date

(C) Job Status

(D) Job Change
Reason

Field Description
Enter the date the funding for the position should end.
This date should be the last day in which funding is
available for the position.

Date the Grant Funding ends. It should be the same as
the effective date.

System Default is “T” Funding Terminated.

Continued on next page

Enter the appropriate Job Change Reason
Example: 00017 “Funding Terminated” is the code
for “end of contract”.

Step 14: Save the data on the Transaction Tab.
Data can be saved by clicking the diskette icon located on the tool bar or by
pressing the ‘F10° key (or clicking File, then Save.)

Step 15: Submit the transaction
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

& 0racle Developer Forms Runtime - Web: Open » NOAEPAF
Fle Edit Opfions Block Mem Record Query Tools Help

o (A0 RGRR 5y 868/8/2 BEIC 212101 X
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Transaction

Eefault Earmings Job Labor Distribution Routing Other Information and Comments

Originator ID:  |[DHOLMES Mrs. Deanns K. Holmes
Level User Required Queue
Level ID Name Action Status Action Date
B
20 LSANDERS Mrs. Latoys Sanders approval =] [l oucoe
[110000 z0 SBRUNG Mr Shane Marcel Bruno approval ~| [0 Quene
[4e10 z0 KSTCHARL Dr. Kenneth anthony 5t Charles approval =] [in cueue
APPLY EEE] DHOLMES Mrs. Deanna k. Holmes Apply v] [in queue

[ &

@ >

From the Routing Tab, on the file menu click Options
Select Submit Transaction.

If your submission was successful “Transaction Submitted” should

appear in the message bar at the bottom of the form.

Transaction Default Earmings Job Labor Distribution Routing Other Information and Comments
Applied
Status Field Name Current Value New Value

F

[P~ pobs Effactive Date

[F] [Fersonnel Date

’P— Job Status

[p] [pob change reason
Approver Action: I:I Queue Status:

Transaction submitted
Recad 104 | | so=c=

If you are taken to the screen below, please note the errors listed and
then check the Common Errors area of the FAQ’s to resolve them. If
you receive an error message that is not in the Common Errors section,

contact the EPAF Administrator in Human Resources at ext. 5282 with

the error message for further assistance.
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& Oracle Developer Forms Runtime - Weh: Open > NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help

Proxy For: | E‘
Transaction Number: E 1D: ‘900015008 Mr. Kenneth Kirk
Originator: [LsanpERs
Category: |239DLD |LABOR DIST FOR POSM FT2350 ¥ Errors
Approval Error
Type Type Errors and Warnings Information

AU R e P e e
Transaction Number; press LIST for valid numbers
Record: 11 | - | | <08Cs
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1. Creating an EPAF contd.

F. Summer/Research Salaries for Faculty

The period for Summer pay is considered the time period after the last week of
class until the date faculty is required to return for Faculty Institute, which is their
official date to return to work. During this period a faculty member can earn 1/9"
of their annual salary during the summer months (per month). The amount they are
eligible to earn is calculated as follows:

If an employee earns $53,500.00 a year he/she can earn up to 5,944.44 per month
during the summer. Since the month of May is never calculated as a full month the
number of days worked doing summer is divided by the number of days worked
during that month, which is then multiplied by the assigned amount they can earn.

For Example: If the month of May has 22 work days and an employee worked 15
of those days, the amount earned for the month would be 15/22 = 0.6818181 X
5,944.44 = $4,053.027, which would be the amount he/she can earn for the month
of May. The months of June and July would be paid at the assigned amount of
$5,944.44. The month of August would be calculated according to the number of
work days and the days worked during that month.

NOTE: Calculate the salary for the months of May, June through July and August.
Originate an EPAF effective May 1% — May 31% for May’s salary, June 1% through
July 31 for June and July’s salary, and August 1* through August 31* for August
salary.
Before you begin please make sure you have the following data available for
the employee that you are creating the action.

A. Employee’s XULA ID

C. Employee Position Number

Step 1: Access the form NOAEPAF.
Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit Options Block Item Record Query Tools Help

(BYE AEAER %9 2EE & & BB <3 L@ X

ID: 500013933 [ [Dr, Britney A, Spears Generate ID:  |&]

Transa ction: F| Query Date: 01-UN-2008 f_ Last Paid Date: 31-AUG-2007

Approval Category:  |[4045SE FFACULTY SUMMER EXISTING SP4045 Position:  |SP4045 F Physics, Summer

Approval Type: [+ additional Funding Existing Po Suffix: [+
m Job Labor D\stribut\UHAting Other Information and Comments

Continued on next page
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Required Fields
(A)ID

(B) Transaction

(C)Query Date

(D)Approval
Category

(E) Approval
Type

(F)Position &
Suffix

Field Description
Enter XULA ID for the person you are creating the
action.
If you do not know the ID of the employee please
reference the FAQ’s “Searching for an employee’s
XULAID number™.

Blank. Banner will assign a transaction number
after the transaction is Saved for the first time.

A date used by the system to determine what data to
query for the display on the current values that appear
on both the Transaction Tab & the Labor Distribution
Tab.

The query date entered will be used by the system to
display the data from the last change to the record
prior to the date you entered.

Click the drop down box in the Approval Category
field and Select the appropriate Approval Category.
Remember that the Approval Category will consist of
the last 4 digits of the employee’s Position number
and the abbreviation for the action. In the screen shot
above, the employees Position Number is SP4045.
As a result the Approval Category is 4045SE.

It is very important that the correct Approval
Category is selected because that is what defines how
the EPAF will be routed. If an incorrect Approval
Category is selected the EPAF will not be routed to
the correct organization for Approval.

Leave blank. Approval Type will populate when the
Approval Category is selected.

Enter the employee’s Position number and Suffix
assigned by Human Resources. The position number
for an employee can be obtained from EPAF
Departmental BRIO Report. Make sure the Suffix is
entered exactly how it is presented to you. A suffix
entered as ‘01’ is not the same as ‘1.
If the report is unavailable or position number is not
known:
e Click the down arrow to the left of the
Position field.
Continued on next page
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e From the menu, select List of Employee’s
Jobs (NBIJLST),

e Double-Click Position the position that
corresponds to the position you are trying to
take an action on, and the position and suffix
will automatically populate in the field on
NOAEPAF.

In instances where a user is creating an EPAF for an
employee with multiple positions, they must make
sure that they are working with the position that they
want to effect a personnel change.

It is very important that the numeric portion of the
employee’s position number be an exact match to the
numeric portion of the Approval Category.

The combination of the two fields (Approval
Category and Position Number) is what drives how
the EPAF will be routed for Approval. If the two
fields are not an exact match the PAF will not route

properly.

Stop here to verify that the numeric portion of the
Approval Category and the numeric portion of the
Position field are an exact match.

HR will inspect each EPAF submitted to insure
that the two fields match, if they should find that
the two do not match they will return your EPAF
and you will have to create a new EPAF using the
correct Approval Category & Position number. If
that should happen, please see the section entitled
“Editing an EPAF”.

Ny

4

Step 3: Click “Next Block” on the toolbar ==&
Transaction Tab.

_

or CTRL+Pgdn to get to the

Step 4: Complete the field under “New Value” on the Transaction Tab.

Continued on next page
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Enter changes for the
corresponding row in
each column

Job Labor Distribution Routing Other Information and Comments

g

01-MAT-2008 |

14-MAT-2008

a

00015
[t

L

Required Field
(A)Jobs Effective Date

(B)Personnel Date

(C) Job Status

(D) Job Change
Reason

(E) Factor

(F) Pays

(G) Annual Salary

Field Description
The first day of the payroll.
The Jobs Effective Date should be the first day of the pay
period that you would like the change to be processed.

For example, with this Faculty Summer Pay, if | want the
employee to be paid for the May 31, 2008 payroll I would
enter *“05/01/08” in the field.

Please Note: The Jobs Effective Date should always be the
first day of the pay period that you want the change to
become effective. For employees paid monthly, this would
be the first day of the month.

Date the change should become effective.

It should be the same as the effective date or the effective
date of the action.

For example, with this Faculty Summer Pay, the action is
effective May 14, 2008 therefore | would enter “05/14/08 in
the field.

The status of the job once the change has been approved.
The default is “A” — Active

Reason the job record is being changed. System default is
“00013” Additional Funding.

The number of pay periods the employee should be paid.
The total number of times the employee should be paid.
Total amount to be paid for each action.

Continued on next page
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Step 5: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10’ key (or clicking File, then Save.)

Step 6: Complete the Default Earnings Tab

U Y I B R )

To access the tab, click “Options Next Block” on the toolbar . il

Job Labor Distribution Routing

OR
Click Ctrl+ Pgd

Other Information and Comments

nil
Hours or Deemed Special Ended
ings Units Hours Rate Shift  as of Date
Date will uc-z007  [REG | | 17333 | [ [t =)
[ (]
Default In — Enter the Earn — Enter the Hours and B
" Code FSP Units O
-« Default Earni
\ Ef:elztieueau': amings / Hours or / Deemed Special Ended /
Date Earnings Unit: Ho Rat Shift  as of Date
? D &7
01-mav-2008) Fsp I | 100 | [ 1000000000 r ,M =
\ [ [ [ 0 [
\ | | | B
\ | | | (1
Required Fields Description

(a) effective
Date
(b) Earnings

(c) Hours or
Units

(d) Deemed
Hours

(e) Special
Rate

(f) Shift

(9) End Date

The first day of the payroll in which the
Summer Pay Should be effective

Enter “FSP” — Faculty Summer (Teaching) or
“FSR” — Faculty Summer (Non — Teaching).

Hours or Units — Type in the number 1.

The Deemed Hours field should be left
blank.

Enter the total dollar amount to be received
per month.

System will Default a shift, depending on the
position.

The End Date should reflect the last day of the
month in which the faculty member should
receive the summer pay.
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Enter new
funding info
here.

Step 7: Save thed
Save.)

Step 8: Complete

To access the tab, click “Next Block” on the toolbar =

aaaaaaaa

ata entered: Click the save icon L_:Q'(or clicking File, then

the Labor Distribution Tab

I N R

= [

OR
Click Ctrl+ Pgdn

Job Labor Distribution Tab

Current Funding

Other Informatio nd Comments

Current Job Labor Distribuidon
Effective Da
Actviwvity  Location Project
x_ s

.

Date:
Cost Percent
333333 1z : 100.00 = Enter new
—  — effective date here
= -
MNew Job Labor Distribution A/

N
o

o1-mar-z008 (B
cen

ogram Actvivity Location Project

T
]
3

4] ]

1235 6107 <40

100.00 (=1

E\a
0
T8 ¢

-
-3
)
-

The Job Labor Di

stribution Information Form Appears

The Labor Distribution attached to the position number will appear: This form is

displayed in two p

arts the Current Job Labor Distribution and the New Job Labor

Distribution. In the New Job Labor Distribution area enter the following data.

Required Fields Field Description
Effective  The first date the action will be charged to the
Date account.
This date should match the effective date entered on
the Transaction Tab.
Fund The six (6) digit account number where the money is

Organization

to be charged.

The four (4) digit department/organizational code to be
charged.

Continued on next page
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Account The four (4) digit account code identifying the type of
compensation to be charged, i.e. faculty — summer (teaching)
6105 or faculty — summer (non teaching) 6107.

Program The two (2) digit code for the type of expense categories to be
charged such as 10 for teaching, and 20 for research.

Percent The percentage of the salary that should be charged to the fund
code.

Please note, the total percentage must equal 100 percent.
Step 9: Save the data that has been entered.

Data can be saved by clicking the diskette icon located on the tool bar, or by pressing the
‘F10’ key (or clicking File, then Save.)

Step 10: Complete the Routing Tab

I N R

—

To access the tab, click “Next Block™ on the toolbar | &P
OR
Click Ctrl+ Pgdn

LeVel Code Transa ction Job Labor Distribution
Column

Originator ID:  [DHOLVE: CIICk here to populate

Level Approvers name. Required Queue
Code eve ion atus Action Date
(7] i g

ke \ o -

235678

,_
5| =
g 2
w
a2
a

MAKUNDT approval

1235

|
|
MAKUNDT approval ¥
|
|

1245 AEDWARDS Approval

BUDGET SEMOSES approval

APRLY

HRRREEREN |

\
\
|
\
\
DHOLMES apply -
\
\
|
|

The Routing Tab lists all of the individuals that are required to approve this

transaction.  This tab is predefined based on the positions funding and
organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting
the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is

“1025”. Then click in the User ID field (it is currently bank)
A. Inthe Level Code column click on the first Level Code.

Continued on next page
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B. Tab to the blank field in the User ID Column. Click the User ID drop down. The
user id for the individual responsible for approving for that level code will appear
automatically.

C. The Required Action field is automatically populated with the action the Approver is
required to take: Approval, FYI or Apply.

D. Complete each row in the Level Code column that is populated by moving the arrow
down to the next level code and repeating A and B.

Step 11 Save the Routing.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to
the Routing Tab.

Step 12: End the Appointment
Just as a Faculty member’s Summer Salary start date has been entered, the date the
Summer Salary ends must also be entered.

A From the Routing Tab, On the File Menu, click Options, then select “Next Action”.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit fefaalaytR Elock Itern Record Query Tools Help

& 1 Transaction IS IS EE ¢ &S @X

¥ Penc _ norma N Fl
Electronic Approval Summary Form
D: EAAES Tty A, Akundi Generate ID: | €]
Transaction: |713 FlWawtmg Query Date: IMF Last Paid Date: ,m
Approval Category:  [104556 [ 7 FACULTY SUMMER EXISTING SP404S Position: [spavas  [¥]hysics, summer
approval Type: 200FDE [ Additonal Funding Existing Pos Suffix: L =
Transaction Default Earnings Job Labor Distribution Routing Other Information and Comments
Originator ID:  |DHOLMES Mrs. Deanna K. Holmes
Level User Required Queue
Code Level 1D Name Action Status Action Date
] )
1025} 20 LSANDERS Mrs. Latoya Sanders Approval =] [in Queue [=]
[1090 z0 MGIGUETT Dr. Marguerite S. Giguetts Approval | [in queue
[110000 20 SBRUNG Mr Shane Marcel Bruno appraval ¥| [In Gueus
1245 20 AEDWARDS Dr. Andrea M, Edwards approval =] [in queue
211444 20 lekiem Or. Cheryl L, Stevens approval | [In queue
BUDGET 995 |LSANDERS Mrs. Latoya Sanders approval =] [in queue
APPLY 995 [DHOLMES trs. Deanna K. Holmes apply =] [in queue
[ \ ) {
[ |
[ \
L — o

Continued on next page
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Transaction Default Earnings Job Labor Distribution Routing Other Information and Comments

Applied
Status Field Name Current Yalue MNew value
-~
[ [robs Effective Date 31-AUG 2007 31-MAT-2008
[P] [Personnel Date 23-AUG-2007 31-MAT-2008
F | |pob status u T
P | [7ob change Reason 00017 00017
Approver Action: - Queue Status: In the Queues

T

B Click “Next Block” from the toolbar - ke L, or Ctrl+Page Dn to access the Transaction Tab.

C Notice that the only field that changed was the Approval Type field.
It changed from Labor to TERMJB.

% Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help

(@& w CEEEE e EEeE S I EE @ X

O Pending Change Proxy For: | E|
1D: : EEEE [~ |[or. rMurty & akundi Generate ID: 2]
Transaction: E”Waltlng Query Date: 01-JUN-2005 @I Last Paid Date: F1-AUG-2007
Approval Category: <4045 SE EIFACULTY SUMMER EXISTING SP4045 Position: SP4045 [E”F‘hysu:sJ Summer
Approval Type: TERMIB - rrnination of job Suffix: TE‘
m Default Earmings Job Labor Distributiomn Routing. other Infarmation and Comments
1

Step 13: Complete the fields on the Transaction Tab.

Required Fields Field Description
(A)Jobs Effective Date Date the Summer Salary is set to end. This date
should be the last day of the month that the Summer
Salary started.
For example, if the Summer Salary is effective for
the May 31, 2008 payroll, the effective date to end
the Summer Salary should be May 31, 2008.

(B)Personnel Date Date the Summer Salary should end. It should be the
same as the effective date.
For example, the Summer Salary is set to end May
31, 2008. The Personnel date should be May 31,
2008 or a date earlier.

(C)Job Status System Default is “T”

(D)Job Change Reason Enter “00017. “Funding Terminated” is the code
for “end of contract”.

Continued on next page
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(1)File Menu

Step 14: Save the data on the Transaction Tab.
Data can be saved by clicking the diskette icon located on the tool bar or by
pressing the ‘F10” key (or clicking File, then Save.)

Step 15: Submit the transaction
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

& Oracle Developer Forms Runtime - Web: Open » NOAEPAF
Flle Edit Opfions Block Mem Record Query Tools Help

(BNERERR 47 BBBIQZIRRI¢I21210X |
A

From the Routing Tab, on the file menu click Options
B Select Submit Transaction.

If your submission was successful “Transaction Submitted” should appear in the
message bar at the bottom of the form.

Default Earmings Job Labor Distibution Routing Other [nformation and Comments

Applied
Status Field Name Current ¥alue New Value
F

F Jobs Effective Date 31-AUG-2007 (21
F Personnel | Date 23-nUG-2007 31-MaT-2008
F Job Status u u
F 7ob Change Reason 0007 00017

wpprover action: [ 7] S

| <0sC=

Continued on next page
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If you are taken to the screen below, please note the errors listed and then check the

Common Errors area of the FAQ’s to resolve them. If you receive an error message
that is not in the Common Errors section, contact the EPAF Administrator in Human
Resources at ext. 5282 with the error message for further assistance.

& Oracle Developer Forms Runtime - Web: Open, > NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help
BNERCEEE % B0H &S EEI- #1@®1 X
\ tronic Approvals Error Message NOIEMSG 7.3 (XU e el NO -
Proxy For: ‘ E|
Transaction Number: E 1D: |900015008 Mr. Kenneth Kirk
Originator: [LsanDERS
Category: \2390LD |LABOR DIST FOR POSN FT2390 ¥ Errors [+ Warnings
Approval Error
Type Type Errors and Warnings Information
| | \ L
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \ d
| | \ Bl
A e e e T e A e e | »
Transaction Number; press LIST for valid numbers. | J
Recard: 11 (. o | | =08C=
p——— |
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3. Creating an EPAF contd.

G. Faculty Overloads — Payments for additional teaching services or, a
project outside of the contracted instructional duties.

Example: Teaching an additional class.

Note: Use the Faculty Member’s “P” — Primary Position when processing an
Overload EPAF.

Before you begin please make sure you have the following data available for
the employee that you are creating the action.

A. Employee’s XULA ID
e Employee Position Number

Step 1. Access the form NOAEPAF.

Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help

(BYE RAEAEE $% DEE A& BB G4 #1@ X

(A) T Electronic Personnel Action NOAEPAF 7.3.0.1 (XUTEMP) Iriliriris el it il f il e e e e e e e el
Proxy For: ‘ Fl /
\ ID: 900013933 F‘Dr" B[r_itrlxey A, Spears Generate ID: | @] =
» Transa ction: b uery Date: 01-JUN-Z008 Last Paid Date:
(B) Approval Category:  [10380L [~ OVERLOAD FOR FT1038 I?nsitivun: [Frioss [~ [Facuity, Education
Approval Type: DFAULT [+ Default Earnings Salaried Suffix: 1 [¥]
o =

Transa ction (F‘ Raodting Other [nformation and Comments ]
I !

Required Fields Field Description

(A) ID Enter XULA ID for the person you are creating the action.

If you do not know the ID of the employee please reference the
FAQ’s “Searching for an employee’s XULAID number”.

(B) Transaction Blank. Banner will assign a transaction number after the

transaction is Saved for the first time.

(C)Query Date A date used by the system to determine what data to query for

the display on the current values that appear on both the
Transaction Tab & the Labor Distribution Tab.

The query date entered will be used by the system to display the
data from the last change to the record prior to the date you
entered.

(D) Approval
Category

Click the drop down box in the Approval Category field and
Select the appropriate Approval Category. Remember that the
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(E) Approval
Type

(F)Position &
Suffix

Approval Category will consist of the last 4 digits of the
employee’s Position number and the abbreviation for the action.
In the screen shot above, the employees Position Number is
FT1038. As aresult the Approval Category is 10380L.

It is very important that the correct Approval Category is
selected because that is what defines how the EPAF will be
routed. If an incorrect Approval Category is selected the EPAF
will not be routed to the correct organization for Approval.

Leave blank. Approval Type will populate when the Approval
Category is selected.

Enter the employee’s Position number and Suffix assigned by
Human Resources. The position number for an employee can be
obtained from EPAF Departmental BRIO Report. Make sure the
Suffix is entered exactly how it is presented to you. A suffix
entered as ‘01’ is not the same as “1’.

If the report is unavailable or position number is not known:

e Click the down arrow to the left of the Position field.

e From the menu, select List of Employee’s Jobs
(NBIJLST),

e Double-Click Position the position that corresponds to the
position you are trying to take an action on, and the
position and suffix will automatically populate in the field
on NOAEPAF.

In instances where a user is creating an EPAF for an employee
with multiple positions, they must make sure that they are
working with the position that they want to effect a personnel
change.

It is very important that the numeric portion of the employee’s
position number be an exact match to the numeric portion of the
Approval Category.

Continued on next page

The combination of the two fields (Approval Category and
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Position Number) is what drives how the EPAF will be routed
for Approval. If the two fields are not an exact match the PAF
will not route properly.

Stop here to verify that the numeric portion of the Approval
Category and the numeric portion of the Position field are an
exact match.

HR will inspect each EPAF submitted to insure that the two
fields match, if they should find that the two do not match
they will return your EPAF and you will have to create a new
EPAF using the correct Approval Category & Position
number. If that should happen, please see the section entitled
“Editing an EPAF”.

EET T
[

Step 3: Click “Next Block” on the toolbar ==L or CTRL+Pgdn to get to the
Default Earnings Tab. The following screen appears click OK.

Applied
Status Field Name

Approver Action: Nane = Queue Status:

Step 4: Complete the Default Earnings Tab.

Continued on next page
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The Effective

Date will
Default

Transas ction

Job Lahor Distribution Routing Other Information and Comments

Current Default Earnings

Date Earnings

Hours or Deemed Special
Units Hours Rate

01-FEB-2007 REG |

—  REG

New Default Earni
Effective
Date E&Mhings

Enter the Earn Code ——

Enter the Hours and
Units

nnnnnnnnnnn

E‘
OESREE ou |
\ L1
[
L0

@

Required Field
a. Effective
Date
b. Earnings

c. Hours or
Units

d. Deemed
Hours

e. Special
Rate

f. Shift

g. End Date

Description
The first day of the payroll in which the Overload
Pay Should be effective.

Enter “OVL” — Faculty - Overload.

Hours or Units — Type in the number 1.

The Deemed Hours field should be left blank.

Enter the total dollar amount to be received per
month.

System will Default a shift, depending on the
position.

The End Date should reflect the last day of the
month in which the faculty member should receive
the Overload pay.

Step 5: Save the data that has been entered.

Data can be saved by clicking the diskette icon locate on the tool bar, or by

pressing the “F10” key (or clicking File, the Save).
Step 6: Complete the Routing Tab

To access the tab, click “Next Block™ on the toolbar

OR
Click Ctrl+ Pgd

Continued on next page
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M CI'Ck hel’e tO populate Other Information and Comments
et | e Approvers name.

Action Date

Dﬂ/
-
=5
5 2
z
7B
=
gm
g
LAl -
=z
El
k.l
=
=F
)
o
g

DHOLMES Mrs. Deanna K. Holmes Apply

o e (v (e

sla]=] == o

o <
H

L &

The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and
organization. If you do not see all of the individuals that you know should
approve this transaction, please contact Human Resources who can assist you
with getting the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is
“1025”. Then click in the User ID field (it is currently bank)

A. Inthe Level Code column click on the first Level Code.

B. Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

C. The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FY1 or Apply.

D. Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.

Step 7: Save the Routing.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Step 8: Submit the transaction
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

b 0race Developer Forms Runfire:- Web; Open > NOAEPAF
Fle Edt Ontions Eack e Record Query Taok Help

" .
- (1)File Menu HH@@{HN@l%(%l@lfﬂ-}{@l(@ﬂ )

o arsomr At NOAEBAE 73 (NUTEHP) e (x
b i " T Urricn Mo U L I L L R e R )
i e e e 5

Continued on next page
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& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit

Qptions

Block Item Record Query Tools Help
Transaction

ubrit Transaction i AT
Lpply Transaction
Cancel PAF
¥ Peng _ v
Delete PAF —m —
ID: ek Action eyl Asacans Generate ID: | #]
Transa poting " |Waiting Query Date: 01-un-2008 [ Last Paid Date:
Approy Other Information and Comments [LOAD FOR FT1038 Pusition: Fri036 [ *)[Facutty, Education
Approx Errors or Warnings Detail Form It Earnings Salaried Suffix: 1 [
Electronic Appraval Summary Form

Transaction -Eﬂﬂm Job Laber Distrbution Rauting Other Information and Comments

Current Default Earnings

Effective Hours or Deemed Special Ended
Date Earnings Units Hours Rate Shift  as of Date

O0Oa

\ \ \
\ L \
\ [ ] \
\ (10 \

New Default Earnings

Effective Hours or Deemed Special Ended
Date Earnings Units Hours Rate Shift  as of Date
=] =]
Faculty Overload 1.00 5,000,000000 !17 30-1UN-2008 =

From the Routing Tab, on the file menu click Options

Select Submit Transaction.

If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.
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3. Creating an EPAF

H. Position Transfer Part 1:

A Position Transfer EPAF must be submitted when an employee:
e |s promoted within the same department.
e Changes departments but remains in the same position.
e Is promoted to a position in another department.

For Example: Bobbie Brown works in Housing as a Hall Advisor. He is being
promoted to an Engineer Helper in the Central Plant Department. The employee’s
current position must end the last day in which he will work in Housing.

NOTE: If the employee is changing departments the department in which the
employee is departing must originate the EPAF to end the existing position. This
action must be completed prior Central Plant processing the EPAF to place him in
his new position.

Before you begin please make sure you have the following data available for
the employee that you are creating the action.

A. Employee’s XULA ID
B. Employee Position Number

Step 1: Access the form NOAEPAF.
Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit Options Block Item Record Query Tools Help

(@a ua«a@m%»%w @[@l%[@@
(A\ 78 Elactronic Personnel Action 7301 (XU e
proxy For: | M| (C‘ /
\ m:  [ooooi7eis [+ [ms. 3anet Jacl kson Generateto: [8]
(B) —> Transa ction: =] Query Date: [o1-Jun-zooe [F] Last Paid Date:  [z9-DEC-z007
approval Category:  |3000FE [~ END POSITION FOR S5C3000 Position:  [sC3000 [+ [mdrministrative Assistant
{D‘ /f;prnv I Typ [+ Terminati f job Suffi 7F

rmination of jol uffix: 1' -
w (B " p——
. - \]

Required Fields Field Description
(A)ID Enter XULA ID for the person you are creating the action.
If you do not know the ID of the employee please reference the
FAQ’s “Searching for an employee’s XULAID number”.

(B)Transaction  Blank. Banner will assign a transaction number after the
transaction is Saved for the first time.

Continued on next page
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(C)Query Date

(D)Approval
Category

(E) Approval
Type

(F)Position &
Suffix

A date used by the system to determine what data to query for
the display on the current values that appear on both the
Transaction Tab & the Labor Distribution Tab.

The query date entered will be used by the system to display the
data from the last change to the record prior to the date you
entered.

Click the drop down box in the Approval Category field and
Select the appropriate Approval Category. Remember that the
Approval Category will consist of the last 4 digits of the
employee’s Position number and the abbreviation for the action.
In the screen shot above, the employees Position Number is
SC3000. As aresult the Approval Category is 3000PE.

It is very important that the correct Approval Category is
selected because that is what defines how the EPAF will be
routed. If an incorrect Approval Category is selected the EPAF
will not be routed to the correct organization for Approval.

Leave blank. Approval Type will populate when the Approval
Category is selected.

Enter the employee’s Position number and Suffix assigned by
Human Resources. Make sure the Suffix is entered exactly how
it is presented to you. A suffix entered as ‘01’ is not the same as
‘1.

It is very important that the numeric portion of the employee’s
position number be an exact match to the numeric portion of the
Approval Category.

The combination of the two fields (Approval Category and
Position Number) is what drives how the EPAF will be routed
for Approval. If the two fields are not an exact match the PAF
will not route properly.

Stop here to verify that the numeric portion of the Approval
Category and the numeric portion of the Position field are an

exact match.
Continued on next page

HR will inspect each EPAF submitted to insure that the two

77



fields match, if they should find that the two do not match
they will return your EPAF and you will have to create a new
EPAF using the correct Approval Category & Position
number. If that should happen, please see the section entitled
“Editing an EPAF”.

Ny

4

Step 3: Click “Next Block” on the toolbar &=
Transaction Tab.

=

or CTRL+Pgdn to get to the

Step 4: Complete the field under “New Value” on the Transaction Tab.

Routing Other Information and Comments

’;‘i::tasd Field Name Current ¥Value New Value Enter Changes for the
m C corresponding row in
F each column
a
3
3
8
B
L] \ \
[ \ \
L] \ \
Approver Action:  [None J Queue Stat
Required Field Field Description
(A) Jobs Effective Date the change should become effective. The Jobs
Date Effective Date should always be a date after the

date listed in the ™ Last Paid Date” field (the last
paid date field will populate automatically once
the employee’s position is selected).

For example, with this Employee Position Change,
if the employee promotion is effective May 1, 2008
| would enter ‘04/30/2008’ in the field.

**Note: (1) The effective date for employees paid
monthly is usually the last date of the month. For
employees paid bi-weekly the effective date is
usually the last day of the pay period.

(2) If you are trying to effect a Employee Job
Change that should have been effective for a past
pay period, please contact Human Resources for
Instructions on how to handle the transaction.

(B) Personnel Date Date the change should become effective.

Continued on next page
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It should be the same as the effective date or the
effective date of the action.

For example, with this Employee Job Change, the
action is effective April 30, 2008 therefore | would
enter “04/30/08” in the field

(C)Job Status System Default is “T”
(D) Job Change Select the appropriate job change reason. Example:
Reason “00005” — Promotion

Step 5: Save the Data
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10° key (or clicking File, then Save).

Step 6: Complete the Routing Tab

R I R

To access the tab, click “Next Block” on the toolbar - Ll
Level Code ] OR
Column Click Ctrl+ Pgdn
Transa ction w Other Information and Comments

ortginator x [P Click here to populate
Approvers name.

ueue
Action Status Action Date

UUUUUU

DHOLMES Apply

T

\ \
\ \

The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and

organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting

the routing information updated.

Continued on next page
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To complete the “Routing Tab” in the example above, the first level code is
“1025”. Then click in the User ID field (it is currently bank)

A. Inthe Level Code column click on the first Level Code.

B. Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

C. The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FY1 or Apply.

D. Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.

Step 7: Save the Routing.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Step 8: Submit the transaction.
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.
Options Field
Ie Developer Forms Runtime - 'eb: Open > NOAEPAF

(1)File Menu
File Edit Ofions Block ftem Record Query Tools Help

(@ A (@4H@|{‘@Eﬁ{@[%l%llllc EXIUIN | )

A From the Routing Tab, on the file menu click Options

If you are taken to the screen below, please note the errors listed

C  and then check the Common Errors area of the FAQ’s to resolve
them. If you receive an error message that is not in the Common
Errors section, contact the EPAF Administrator in Human
Resources at ext. 5282 with the error message for further
assistance.
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& Oracle Developer Forms Runtime - Web: Open > NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help
BVE BCEEE ¢7 B8N Q S EEGI&£1O1X
’{.E Electronic Appr Error M g NOIEI 3 J )
Proxy For: ‘ E|
Transaction Number: E 1D: |900015008 Mr. Kenneth Kirk
Originator: [LsanDERS
Category: ‘ZSQULD |LABOR DIST FOR FOSN FT2390 ¥ Errors
Approval Error
Type Type Errors and Warnings Information
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
| | \
A R e e
Transaction Number; press LIST for valid numbers.
Recard: 11 (. o | | =08C=
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Position Transfer Part 2:

3. Creating an EPAF contd.

B. Employee Position Change

An employee job change is required when an employee is promoted within the
same department, a lateral department change, or the employee is having a
promotion with a department change.

For Example: Barbara Johnson is in the Business Department. She is
promoted from an Administrative assistant to a Business Analyst. An
Employee Job Change is required.

NOTE: If an employee is having a job change due to a department transfer
the receiving department must originate an EPAF to create the new position.

Before you begin please make sure you have the following data available for
the employee that you are creating the action.

A. Employee’s XULA ID

B. Employee Position Number

Step 1: Access the form NOAEPAF.
Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF
Eile Edit Options Block Item Record Query Tools Help

(BB REABE %% B I hi & BRI GIE @@ X
Brso : F l 0.1 (RUTEMPY §rirbeiieie Do bbb bbbl bbb Do b e el e D e b e e e B
roxy For: -
\ mm: |soo017e1s [=1[Ms. 3anet Jacl kson CEnary ta/@
Transa ction: asa [~ [waiting Query Date: 18-5EP-2008 [0 Last Paid Date: |
—> Approval Category: |2z151C [+ 10B CHANGE FOR POSN SP2215 Position:  [sP2z1s [*)|accaunts Paya ble Specia list
/ Approval Type:  |uEwioe [+ create a new job Suffix: TE‘
m Job Labor Distribution /(mgv Other Information and Comments
1
Required Fields Field Descr‘ﬁatlon
(A)ID Enter XULA ID for the person you are creating the action.

If you do not know the ID of the employee please reference the
FAQ’s “Searching for an employee’s XULAID number”,

(B)Transaction  Blank. Banner will assign a transaction number after the
transaction is Saved for the first time.

Continued on Next Page
(C)Query Date A date used by the system to determine what data to query for
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(D)Approval
Category

(E) Approval
Type

(F)Position &
Suffix

the display on the current values that appear on both the
Transaction Tab & the Labor

Distribution Tab. Please note: For this action the Query Date
must reflect the effective date of the action

The query date entered will be used by the system to display the
data from the last change to the record prior to the date you
entered.

Click the drop down box in the Approval Category field and
Select the appropriate Approval Category. Remember that the
Approval Category will consist of the last 4 digits of the
employee’s Position number and the abbreviation for the action.
In the screen shot above, the employees Position Number is
SP2215. As a result the Approval Category is 2215JC.

It is very important that the correct Approval Category is
selected because that is what defines how the EPAF will be
routed. If an incorrect Approval Category is selected the EPAF
will not be routed to the correct organization for Approval.

Leave blank. Approval Type will populate when the Approval
Category is selected.

Enter the employee’s Position number and Suffix assigned by
Human Resources. Make sure the Suffix is entered exactly how
it is presented to you. A suffix entered as ‘01’ is not the same as
‘1.

It is very important that the numeric portion of the employee’s
position number be an exact match to the numeric portion of the
Approval Category.

The combination of the two fields (Approval Category and
Position Number) is what drives how the EPAF will be routed
for Approval. If the two fields are not an exact match the PAF
will not route properly.

Stop here to verify that the numeric portion of the Approval
Category and the numeric portion of the Position field are an

exact match.
Continued on Next Page
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HR will inspect each EPAF submitted to insure that the two
fields match, if they should find that the two do not match
they will return your EPAF and you will have to create a new
EPAF using the correct Approval Category & Position
number. If that should happen, please see the section entitled
“Editing an EPAF”.

N

4

Step 3: Click “Next Block” on the toolbar ==&
Transaction Tab.

_

or CTRL+Pgdn to get to the

Step 4: Complete the field under “New Value” on the Transaction Tab.
—— il Il Feuiiing, e Enter changes for the

Applled /:orresponding row in
Status Field Name o e lue Newﬁvalue each Column
A [ B
r B DDDDD
c |
;7 | D —
P uuuuuuuuu
E
-
3l F |
Approver Action: a ]
Required Field Field Description

(A)Job Begin Date Date the change should become effective.

(B)Contract Type Indicates the type of job The default is “P” for
Primary position.

(C)Annual Salary Required only if the employee is
Salaried/Exempt Employee.

(D)Step Skip Step, the value default for this field is “0”.

(E)Regular Rate Required only if the employee is an Hourly/Non-
Exempt Employee.

(F)Jobs Effective Date the change should become effective. The Jobs

Date Effective Date should always be a date after the

date listed in the ™ Last Paid Date” field (the last
paid date field will populate automatically once
the employee’s position is selected).

For example, with this Employee Job Change, if |
want the employee change to be effective for the
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(G)Personnel Date

(H)Job Status

(1)Job Change
Reason
(J)Factor

(K)Pays

May 1, 2008 payroll I would enter *05/01/2008” in
the field.

**Note: (1) The effective date for employees
paid monthly is usually the first date of the
month that you are trying to effect the change.
For employees paid bi-weekly the effective date
is usually the first day of the pay period that you
are trying to effect the change.

(2) If you are trying to effect a Employee Job
Change that should have been effective for a
past pay period, please contact Human
Resources for instructions on how
to handle the transaction.

Date the change should become effective.

It should be the same as the effective date or the
effective date of the action.

For example, with this Employee Job Change, the
action is effective May 1, 2008 therefore | would
enter “05/01/08 in the field

The status of the job once the change has been
approved. The default is “A” — Active (add Default
field)

Reason Code for a Position Change.

The number of pay periods the employee should be
paid. For employees paid monthly the Factor is
usually 12. For employees paid bi-weekly the
factor is usually 26.1f you are not sure what the
factor should be, please contact Human
Resources for instructions on how to handle the
transaction.

The total number of times the employee should be
paid. For employees paid monthly the Factor is
usually 12. For employees paid bi-weekly the
factor is usually 26.1f you are not sure what the
factor should be, please contact Human
Resources for instructions on how to handle the
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transaction.

(L)Supervisor ID The Supervisor ID is required if the employees is
having a change in supervisor. Searching for a
Supervisor XULA 1D Number.

a. Click on the New Value drop down
next to Supervisor ID.

b. Type Last Name in the Last Name
Field.

c. Type the First Name in the First
Name Field.

d. From the Menu, Select Query
Execute

e. The Supervisor ID will appear.
Double Click the 900 or 9000
number.

f. The ID will populate in the field.

(M)Supervisor The Supervisor Position is required only if the
Position employee is having a change in supervisor.
Searching for Supervisor Position and Suffix.

1. Click on the New Value drop down
next to Supervisor ID.

2. Type in the Supervisor XULA ID.

3. From the Menu, Select Block, Next.

4. The Supervisor Position and Suffix
will appear on the form.

5. Double Click the Supervisor position
number (Please note the suffix so that
you can put it in the Supervisor suffix
field). The position number will
populate in the Supervisor field.

(N)Supervisor Suffix  The Supervisor Suffix is required only if the
employee is having a change in supervisor.

1. Type in the Supervisor Suffix field
from the position search.
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(O)Workers Comp.  Enter the appropriate Workers Comp Code.
Code
To select from a list, click on the New Value drop
down and select the appropriate Workers comp

An explanation of the codes is as follows:

Activity Date
09-AUG-1959

AD Administrative [9-&0UG-1999
FA Faculty 09-AUG-1999
sD Student 09-4UG-1999

Staff 09-4UG-1999

(P)Job Location Select the appropriate Job Location. The Job
Location is for KRONOS purposes only.

E60 | Exempt 60 min break

N7-60 | Non-Exempt 7 hour 60 min break
N7-30 | Non-Exempt 7 hour 30 min break
N8-60 | Non-Exempt 8 hour 60 min break
N8-30 | Non-Exempt 8 hour 30 min break
CWI | Student CWI

CWS | Student CWS

Step 5: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10’ key (or clicking File, then Save.)

Step 6: Complete the Labor Distribution Tab

R I R

- I

To access the tab, click “Next Block™ on the toolbar
OR
Click Ctrl+ Pgd

Continued on next page
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Transa ction

Job Labor Distribution

Joh Lahor Distribution Routing

date here

Organization  Accoun it Progral

=3
<
A ®
-

Total Percent:

Current Job Labor Distribution

Enter new con  ndex  Fund

- - r
funding info F
here. o |
\ New Job Labor Distributiol
[oe] } Index Fund
=] (-] &
[ [ [110000
o [
L |
O |
Tab

The Job Labor Distribution Information Form Appears

The Labor Distribution attached to the position number will appear: This form is
displayed in two parts the Current Job Labor Distribution and the New Job Labor
Distribution. In the New Job Labor Distribution area enter the following data.

Required Fields
Effective
Date

Fund

Organization

Account

Program

Percent

Field Description
The first date the action will be charged to the account.
This date should match the effective date entered on the
Transaction Tab.

The six (6) digit account number where the money is to
be charged.

The four (4) digit department/organizational code to be
charged.

The four (4) digit account code identifying the type of
compensation to be charged, i.e. faculty — overload 6103.

The two (2) digit code for the type of expense categories
to be charged such as 10 for teaching, and 20 for
research.

The percentage of the salary that should be charged to the
fund code.

Please note, the total percentage must equal 100 percent.
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Step 7: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10” key(or clicking File, then Save).

Step 8: Complete the Routing Tab

R I R

To access the tab, click “Next Block” on the toolbar = o

Level Code OR
Column Click Ctrl+ Pgdn

Transa ction Raouting

Other Information and Comments

Click here to populate
Approvers name.
Level uIs;r A/ Name Rgn'éfiinrﬁd gtt.l:t:: Action Date

Ad]

CTREGRE fApproval I~ B

000000

[ & -

The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and
organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting
the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is
“1025”. Then click in the User ID field (it is currently bank)

A. Inthe Level Code column click on the first Level Code.

B. Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FY1 or Apply.

Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.
Continued on Next Page

Step 9: Save the Routing.
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Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Step 10: Complete the Transaction Tab.

Step 11: From the Option Menu, select “Next Action”. Notice the Approval Type
field changes after the selection.

& oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit Options Block Item Record Q Tools Help

FEEIEE -1k

i Pending Change [ =]
1D: TERIEE |~ |[Ms. Janet Jackson Generate ID: | &)
Transa ction: [=][waiting Query Date: 15-5EP-z008 [ Last Paid Date:
Approval Category: [*]10B CHANGE FOR POSN SP2215 Position: [ [~ [accounts Payable Specialist
B=ég/change PEAEMPL record Suffix: =]
Default Earmings Job Labar Distrbution REukimg Gifer Infornation andl Eamments
Default Earmings Job Labor Distibution Routing Other [nformation and Comments
Applied
Status Field Name Current Value New Value
E
[ [Emploves Class code 0z = -
[F [Benefit category F1 F1
[e] [FreT status F F
[F] [Home crganization 610 2550 i
[ [pistribution orgn [+610 2550 Enter Changes for the
[P [pistribution con O >< .
0 corresponding row
Press LIST for valid codes.
approver action: [ =] Queue Status:  |In the Quoue

T ot

Step 12: Click Next Block ﬂ or CTRL + PAGE DOWN to access the

Transaction Tab.

Employee  Each employee at the university has been assigned an employee

Class Code class depending on the job type assigned such as 19 — Skilled 7
Hour, 03 — Clerical 8 Hour, and 02 - Professional etc.

Benefit Select the appropriate Benefits Category
Category F1- Full Time Employees
IN- Ineligible for Benefits
NT- Non-Taxable Employees
P1 - Part Time Employees.
The Benefit Category determines the types of benefits an
employee will be eligible to receive .

Continued on Next Page
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FT/PT Enter FT/PT Status — (P) represents part time and (F) represents
Status full time.
The FT/PT status will change if an employee is changing
status from full-time to part-time or part-time to full-time..

Home Org.  Enter the employee’s home organization code.

Distribution Enter the employee’s home organization code.
Org.

Home The default is “X
COAS

Step 13: Save the Transaction Tab.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
TRANSACTION Tab.

Step 14: Submit the transaction.
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

B e Deeloper Forms Runtme - Weu: Opena NOAEPAF

Fle Bt Outions Bock Trem Revond Query Tacks Help

Wﬂ@llwlwlwmm 181011 | |

/(

(2)File Menu

ueue
Level D Name Action Status Action Date

[zanoIFe [ms 3oyce m sandifer | [approva
KSTCHARL Dr. Kenneth Anthony St Charles approval ~| [in
DHOLMES Mrs. Deanna K. Holmes apply -] [in queue

A From the Routing Tab, on the file menu click Options

Continued on Next Page
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B Select Submit Transaction.
If your submission was successful “Transaction Submitted”
should appear in the message bar at the bottom of the form.

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu
)
P |Employes Class Cade 0z E =
P | |Bensfit Category F1 F1
P | |FT/PT Status F F
P | |Home Organization 610 2550
[ [pistribution oran 4610 2550
P | |Distribution COA B o
Press LIST for valid codes
Approver Action: : Queue Status: In the Queus

Transaction submitted.
ord: 1/6 | | | | =08C=

r".' start & EPAF 2007 & EPAF Break .. & EPAFBreak ... & EPAFBreak ... & EPAF Break ..
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3. Creating an EPAF contd.

I. Position Title Change

Used when an employee’s position title changes.
A. Employee’s XULA ID
B. Employee Position Number

Step 1: Access the form NOAEPAF.

Step 2: Complete the Employee Information portion of the form,

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit Options Block Item Record Query Tools Help

(ANE AEEE 5% @EE & A BE <
(A) Proxy For: ‘
\ D: B F‘Dr" E?nley A, Spears
(D\ (B) _> Approval Ca‘te::mry: 9048TC [EPOSITION TITLE CHANGE FTO048 Pusi-tin.m: r—‘r_@u[ﬁ F‘Facu\ mmmmmmmmm
Fm / Routing Other Information and Comments
. . : = |
Required Fields Field Description
(A)ID Enter XULA ID for the person you are creating the

(B): Transaction

(C)Query Date

(D)Approval
Category

action.

If you do not know the ID of the employee please
reference the FAQ’s “Searching for an employee’s
XULAID number”.

Blank. Banner will assign a transaction number
after the transaction is Saved for the first time.

Date used by the system to determine what data to
query for display on the current values that appear on
both the Transaction Tab & the Labor Distribution
Tab.

The query date entered will be used by the system to
display the data from the last change to the record
prior to the date you entered.

Click the drop down box in the Approval Category
field and Select the appropriate Approval Category.
Remember that the Approval Category will consist of
the last 4 digits of the employee’s Position number
and the abbreviation for the action. In the screen shot
Continued on Next Page
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(E) Approval
Type
(F)Position &
Suffix

Step 3: Click “Next Block” on the toolbar L ==

Transaction Tab.

Continued on Next Page

above, the employees Position Number is FT9048.
As a result the Approval Category is 9048TC.

It is very important that the correct Approval
Category is selected because that is what defines how
the EPAF will be routed. If an incorrect Approval
Category is selected the EPAF will not be routed to
the correct organization for Approval.

Leave blank. Approval Type will populate when the
Approval Category is selected.

Enter the employee’s Position number and Suffix
assigned by Human Resources. Make sure the Suffix
Is entered exactly how it is presented to you. A suffix
entered as ‘01’ is not the same as “1°.

It is very important that the numeric portion of the
employee’s position number be an exact match to the
numeric portion of the Approval Category.

The combination of the two fields (Approval Category
and Position Number) is what drives how the EPAF
will be routed for Approval. If the two fields are not
an exact match the PAF will not route properly.

Stop here to verify that the numeric portion of the
Approval Category and the numeric portion of the
Position field are an exact match.

HR will inspect each EPAF submitted to insure
that the two fields match, if they should find that
the two do not match they will return your EPAF
and you will have to create a new EPAF using the
correct Approval Category & Position number. If
that should happen, please see the section entitled
“Editing an EPAF”.

o

K

_

or CTRL+Pgdn to get to the
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Step 4: Complete the field under “New Value” on the Transaction Tab.

Enter changes for the
corresponding row in
each column

=
28
2| H
e o
z | B

OO0 OOEE=-

Required Field
(A)Jobs Effective
Date

(B)Personnel Date

(C)Title

(D)Job Change

Field Description
Date the change should become effective. The Jobs
Effective Date should always be a date after the
date listed in the ™ Last Paid Date” field (the last
paid date field will populate automatically once
the employee’s position is selected).

For example, with this Employee Title Change, if
the employee Title Change is effective April 1,
2008 I would enter “04/01/2008’ in the field.
**Note: (1) The effective date for employees paid
monthly is usually the first date of the month. For
employees paid bi-weekly the effective date is
usually the first day of the pay period.

Date the change should become effective.

It should be the same as the effective date or the
effective date of the action.

For example, with this Employee Title Change, the
action is effective April 1, 2008 therefore | would
enter “04/01/08 in the field

Type the new job title.

Continued on Next Page

Reason Code for a Title Change. The default is
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Reason “00008” Title Change.

Step 5: Save the Data.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10’ key (or clicking File, then Save.)

Step 6: Complete the Routing Tab

R I R

To access the tab, click “Next Block” on the toolbar L2
OR
Click Ctrl+ Pgdn

Level Code
Column pe—

on and Comments

Click here to populate
N Originator ID: = Approvers name.

Level User Required Queue
Code eve D Name Action Status Action Date
[ [

CTREGRE Approval
MGIGUETT Appraval |~

,_

nnnnnn

The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and
organization. If you do not see all of the individuals that you know should
approve this transaction, please contact Human Resources who can assist you
with getting the routing information updated.
To complete the “Routing Tab” in the example above, the first level code is
“1025”. Then click in the User ID field (it is currently bank)
A. Inthe Level Code column click on the first Level Code.
B. Tab to the blank field in the User ID Column. Click
the User ID drop down. The user id for the individual
responsible for approving for that level code will
appear automatically.
C. The Required Action field is automatically populated
with the action the Approver is required to take:
Approval, FYI or Apply.

Continued on Next Page

D. Complete each row in the Level Code column that is
populated by moving the arrow down to the next level
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code and repeating A and B.

Step 7: Save the Routing.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Step 8: Submit the transaction
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

(2)File Menu

e Developer Forrss Huntime - Web: Open > NOAEPAR
\Ette Edit Opfths Block ftem Record Query Tadls Help

(@0 tp@@@.tﬂ]t@l@l%t%tl@tnt—.-téal@)lX | )

e uid

’EElwtlnnll Personnel Action NOAERAF

A From the Routing Tab, on the file menu click Options

B Select Submit Transaction.
If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.

Level User Regquired Queue
Code Level 1D Name Action Status Action Date

[ [~
20 CTREGRE

1050 20 MGIGUETT

. Calvin § Treare Approval -
Marquerite S, Giguette Approval v‘

ending (=
ending

110000 20 JSANDIFE

o
B

. loyce M Sandifer approval_v| [rending
r. Murty A, Akundi approval | [pending
s. Deanna K. Holmes Apply | [in queue

79

1235 20 MAKUNDI

APPLY EEE] DHOLMES

|
\
}
L G

Transaction submitted.
o | | | =o5C-
—

C If you are taken to the screen below please note the errors listed and then
check the Common Errors area of the FAQ’s to resolve them. If you
receive an error message that is not in the Common Errors section,
contact the EPAF Administrator in Human Resources at ext. 5282 with
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the error message for further assistance.

& Oracle Developer Forms Runtime - Web: Open > MOAEPAF - NOIEMSG
Itemn Record Query Tools Help
I

UTEMF)

Eile Edit Options Block
Ll B B =) 5 | %

=

Proxy For:
Transaction Number:

Ovriginator: L=AMNDERS
EEELIN=] LABCR DIST FOR POSH FT2390 ¥ Errors

ID: 900015008 |[Mr. Kenneth Kirk

¥ warnings

Category:
Approval Error
Type Type Errors and Warnings Information

|
Transaction Number; press LIST for valid numbers
| |

Record: 171

| ~os0>-
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3. Creating an EPAF contd.

J. Hours Change
When an employees job percentage change to less than 100 percent their salary and
benefits are affected.

For Example: James Brown is a part-time bi-weekly employee in the Library
who works 32 hours per week. He request to his supervisor that his work
hours be reduced to 24 hours a week. The supervisor approves the action. The
originator for the Library must submit an Hours Change EPAF.

Before you begin please make sure you have the following data available for
the employee that you are creating the action.

A. Employee’s XULA ID
B. Employee Position Number

Step 1: Access the form NOAEPAF.

Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF
File Edit Options Block Item Record Query Tools Help

=)

a TEIEIEIEEIEOE IR

erson

ﬁ‘ k hey Generate ID: 4]
Transa ction: = Query Date:  |o1-mav-z008 [  LastpaidDate: [s1a0lz008
’ ruval Ta e.ur B :;T;:G E:OURS :HANGE FOR POSN 5P2104 :usitiun: fﬂlﬁi [ [Program Coort dinator
Job Labor DIS(tTIEL)t\UFI f Other Information and Comments
m 2 |
Required Fields Field Description
(A)ID Enter XULA ID for the person you are creating the action.

If you do not know the ID of the employee please reference the
FAQ’s “Searching for an employee’s XULAID number”.

(B) Transaction  Blank. Banner will assign a transaction number after the
transaction is Saved for the first time.

(C)Query Date A date used by the system to determine what data to query for
display on the current values that appear on both the Transaction
Tab & the Labor Distribution Tab.
The query date entered will be used by the system to display the
Continued on Next Page
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(D)Approval
Category

(E) Approval
Type

(F)Position &
Suffix

data from the last change to the record prior to the date you
entered.

Click the drop down box in the Approval Category field and
Select the appropriate Approval Category. Remember that the
Approval Category

will consist of the last 4 digits of the employee’s Position
number and the abbreviation for the action. In the screen shot
above, the employees Position Number is SP2104. As a result
the Approval Category is 2104HC.

It is very important that the correct Approval Category is
selected because that is what defines how the EPAF will be
routed. If an incorrect Approval Category is selected the EPAF
will not be routed to the correct organization for Approval.

Leave blank. Approval Type will populate when the Approval
Category is selected.

Enter the employee’s Position number and Suffix assigned by
Human Resources. Make sure the Suffix is entered exactly how
it is presented to you. A suffix entered as ‘01’ is not the same as
‘1.

It is very important that the numeric portion of the employee’s
position number be an exact match to the numeric portion of the
Approval Category.

The combination of the two fields (Approval Category and
Position Number) is what drives how the EPAF will be routed
for Approval. If the two fields are not an exact match the PAF
will not route properly.

Stop here to verify that the numeric portion of the Approval
Category and the numeric portion of the Position field are an
exact match.

Continued on Next Page
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HR will inspect each EPAF submitted to insure that the two

fields match, if they should find that the two do not match

they will return your EPAF and you will have to create a new

EPAF using the correct Approval Category & Position

number. If that should happen, please see the section entitled
“Editing an EPAF”.

Step 3: Click “Next Block” on the toolbar L ==

Transaction Tab.

o

K

_

or CTRL+Pgdn to get to the

Step 4: Complete the field under “New Value” on the Transaction Tab.

Job Labor Distribution Routing Other Information and Comments Enter Changes for the

/ corresponding row in
Current ¥alue New-VaIue each Column
03-Mav-2008)

Required Field
(A)Jobs Effective
Date

Field Description
Date the change should become effective. The Jobs
Effective Date should always be a date after the
date listed in the ™ Last Paid Date” field (the last
paid date field will populate automatically once
the employee’s position is selected).

For example, with this Employee Hours Change, if
| want the employee change to be effective for the
May 9, 2008 payroll I would enter *05/09/2008 in
the field.

**Note: (1) The effective date for employees
paid monthly is usually the first date of the
month that you are trying to effect the change.

Continued on Next Page
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(B)Personnel Date

(C)Appointment

Perc.

(D)Hours Per Pay

(E)Hours Per Day

(F)Annual Salary

(G)Job Change
Reason.

(H)Employee Class

(DFT/PT Status

For employees paid bi-weekly the effective date
is usually the first day of the pay period that you
are trying to effect the change.

(2) If you are trying to effect a Employee Job
Change that should have been effective for a
past pay period, please contact Human
Resources for instructions on how to handle the
transaction.

Date the change should become effective.

It should be the same as the effective date or the
effective date of the action.

For example, with this Employee’s Hours
Change, the action is effective May 9, 2008
therefore | would enter “05/09/08 in the field

The percentage of time an employee will work.
For example an employee going from half time
to full time the percentage would be 100 percent.
Please do not use the percentage sign when
completing this field.

The total number of hours worked per pay period
(Leave Blank).

The number of hours each day.

The Current Value amount represents the Current
Annual Salary LEAVE THIS FIELD BLANK.
Banner will compute the salary from the percentage
amount entered.

Reason the position is being changed. The default
Is “00019” Hours Change.

Each employee at the university has been assigned
an employee class depending on the job type
assigned such as Skilled, Clerical, and Professional
etc.

Continued on Next Page
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(F) represents full time.

Step 5: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10’ key (or clicking File, then Save).

Step 6: Complete the Labor Distribution Tab. To access the tab, click “Next
Block™

Tran

sssss

Job Labor Distribution Tab

Current Funding

Other Information and Comments

'\'tL't' Distribtic

Enter new

funding info

here.

\

Current Job Labor Distributi
Effective Date:
rog Actwivity Location Project Cost Percent Enter new effectlve
zzzzz 403 6202 73.00 =1
24D77D 1403 6202 27.00 date here
Effective Date: ng-mav-zo0s [
Account Program Actvivity Location Project Cost Percent
=] = - ] = [
6202 73.00 =
202 27.00
Total Percent:

The Job Labor Distribution Information Form Appears

The Labor Distribution attached to the position number will appear: This form is
displayed in two parts the Current Job Labor Distribution and the New Job Labor
Distribution. In the New Job Labor Distribution area enter the following data.

Required Fields

Effective
Date

Fund

Organization

Account

Field Description
The first date the action will be charged to the
account.
This date should match the effective date entered on
the Transaction Tab.

The six (6) digit account number where the money is
to be charged.

The four (4) digit department/organizational code to
be charged.

The four (4) digit account code identifying the type

of compensation to be charged, i.e. Admin Support
Continued on Next Page
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Staff - 6204.

Program The two (2) digit code for the type of expense
categories to be charged such as 10 for teaching, and
20 for research.

Percent The percentage of the salary that should be charged
to the fund code.

Please note, the total percentage must equal 100
percent.

Step 7: Save the data that has been entered.
Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10” key(or clicking File, then Save).

Step 8: Complete the Routing Tab

I N R

To access the tab, click “Next Block” on the toolbar = =
OR
Click Ctrl+ Pgdn

Level Code
Column Transa ction Other Information and Comments
originator ID: | [ Click here to populate
Approvers name.
\ Level User / pp Queue
Code Level I &  wume Awuue Status Action Date
A [ [
[0 [eraece \ e ) | \ -
[1403 [z0 " [spamour [ [approval -] | [
244827 [0 [areme Appraval ~|
aaaaaa [zs5 " [semosEs approval ~|
l_ DDDDDDD ply -
[ \
[ |
[ |
[ \
[ \
[ L

The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and
organization.

Continued on Next Page
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The Effective

Date will Default

.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting
the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is
“1025”. Then click in the User ID field (it is currently bank)

A. Inthe Level Code column click on the first Level Code.

B. Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

C. The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FYI or Apply.

D. Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.

Step 9: Save the Routing.

Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Step 10: Complete the Default Earnings Tab

U [y N

) ) ) = |
k
To access the tab, click “Options Next Action” on the toolbar e=
OR
Click Ctrl+ Pgd
Transa ction Routing Other Information and Comments
Current Default Earnings
Effective Hours or Deemed Special Ended
Date Earnings e e Rat Shift f Dati
Di-0CT-2002 IIE Enter Total Number of — IE =
I L - Hours Per Pay Period
— Enter the Earn Code — L
ol O :
>w Default Earnings /
Effective Hours or Deemed Special Ended
Date ings Units Hours Rate Shift as of Date
/ =
11-MAY-2008 REG B |[RegularPay | 173.33 |— =
L
[
| O S

Column Name  Column Description

Effective Date  Skip Effective Date it will default in (the date should be
the same date as the date entered on the Transaction Tab).

Earnings Enter “REG” — Regular Earnings.

Continued on Next Page

105



Hours or Units  Hours or Units — this field is applicable to Salaried
Exempt
Employees only. Example: If the employee is full time
the Hours or Units should reflect 173.33. If the
employee is half time the Hours or Units should reflect
86.67.

Deemed Hours The Deemed Hours field should be left blank.
Special Rate The Special Rate field should be left blank.
Shift System will Default a shift, depending on the position.

End Date The end date should be left blank.

Step 11: Save the data entered: Click the save icon E(or clicking File, then
Save.)

Step 12: From the Option Menu, select “Next Action”. Notice the Approval Type
field changes after the selection.

& Oracle Developer Forms Runtime - Web: Open > NDAEPAF

File Edit fefsafgEl Block Itern Record Query Tools Help
& «  Transaction
Submit Transaction

N k. Lachey, SR Generate 1D: &)
Transa pouting * |waiting Query Date: 01-MAY-2008 F Last Paid Date:  |31-AUG-2008
Approv Other Information and Comments |5 CHANGE FOR FOSN SP2104 Position: sp2104 [ [Program Coordinator
Approy Errors or Warnings Detail Form It Earnings Salaried Suffix: TF
Electronic Approval Summary Form

Transaction Job Laber Disthbution Routing Other Information and Comments
1

& Oracle Developer Forms Runtime - Web: Open > NDAEPAF

Edit Options Block Item Record Query Tools Help

Approval TypEfiE|d I NECRABEE 9% 28X & & BE [ @1 X
after “Next Action” ™5

onnel Action NOAEPAF 7

Zpending Change  Proxy For: | =]

ID: [s00013847 (¥ ][Dr. nick H. Lachey, SR — Generate ID: &1

Transaction: ‘1375 E”Wamng Query Date: 01-MAY-2008 @ Last Paid Date:
Approval Category [*]HOURS CHANGE FOR POSN 52104 Position: [+ [Program Coordinator
Approval Type:

EMPL [¥]create/change PEAEMPL racord Suffix: [+
m Default Earmings Job Laber Disthbution Routifg Otfer Infenmation e Comments
1

L) I )

Step 13: Click Next Block ﬂ or CTRL + PAGE DOWN to access the
Transaction Tab.

Continued on Next Page
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Step 14: Complete the Transaction Tab

Routing Other Information and Comments

Applied
atus Field Name Current Value Ne!

I}
o
1h

Value

=

|

HNEL:]
5
=

|

COOOOCEFEEEER

Employee  Each employee at the university has been assigned an

Class Code employee class depending on the job type assigned such as 19
— Skilled 7 Hour, 03 — Clerical 8 Hour, and 02 - Professional
etc. If you are not sure about the Employee Class Code please
contact Human Resources.

Benefits Select the appropriate Benefits Category F1 — Full Time

Category Employees, IN Ineligible for Benefits, NT Non-Taxable
Employees and P1 — Part Time Employees. The Benefits
Category determines how an employee accrue his/her

benefits.
FT/PT Enter FT/PT Status — (P) represents part time and (F)
Status represents full time. The FT/PT status will change if an

employee is changing status from full-time to part-time or
part-time to full-time.

Home Org. Enter the employee’s home organization code.

Distribution Enter the employee’s home organization code.
Org.

Home The default is “X” COAS

Step 15: Save the TRANSACTION Tab.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
TRANSACTION Tab.

Continued on Next Page
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Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.
Options Field

(L)File & Oracle Developer Forms Runtime - Web: Open » NOAEPA
Menu

~ file Edit Opfions Block [tem Record Query Tools Help

(BNERARE/$Y/QBBIQEIRRI¢£210/X |

REIECtTOniC Porsannel AL NOAERAF 7.3 (UTEMR) 10ttt it |

A From the Routing Tab, on the file menu click Options

B Select Submit Transaction.
If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.

Default Earmiings: Job Labor Distribution Routing Other Information and Comments
Applied
Status Field Name Current Value New Value
=)
[P [Emplayee Class Code oz E £
[P [Benefit Category [px [F1
[P] [FrveT status B F
|r-T Home Organization 1403 1403
[ [pistribution orgn 1403 1403
|P— Distribution COA % %
Press LIST for valid codes.
approver action: [ 7 e

Transaction submitted
RETOT—H46 I | |

————

C If you are taken t
check the Common Errors area of the FAQ’s to resolve them. If you
receive an error message that is not in the Common Errors section,
contact the EPAF Administrator in Human Resources at ext. 5282 with
the error message for further assistance.

Continued on Next Page
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& Oracle Developer Forms Runtime - Weh: Open > NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help

BoE EEEE 9% REE DS REE G2

NO MP)

@1 X

Proxy For:

|

\
Transaction Number: ; E 1D:

|900015008 Mr, Kenneth Kirk

Originator: EEEE
Category: \ZSQULD |LABOR DIST FOR POSN FT2390 ¥ Errors [ Warnings
Approval Error

Type Type Errors and Warnings Information
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3. Creating an EPAF

K. Employee Leave

It is the policy of Xavier University of Louisiana to grant Leave to eligible full and
part time employees for Sabbatical, Leave Of Absence, Military and Family
Medical Leave.

Before you begin please make sure you have the following data available for
the employee that you are creating the action.

A. Employee’s XULA ID
B. Employee Position Number

Step 1. Access the form NOAEPAF.

Step 2: Complete the Employee Information portion of the form,

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help
(Aaw @ Aa

lectronic Persannel Action MOA

(B) aaaaa ction: b MAY-2008
Approval Category:  [3520LE [ ¥ EMPLOYEE LEAVE POSM FT3520 Position: [Fraszo [~ [Faculty, Mathematics
Approval Type: EMPLOA FE!T\CHDVEE LOA ﬂ 1 F

(D) (F)
Required Fields Field Description
(A) ID Enter XULA ID for the person you are
creating the action.
If you do not know the ID of the employee
please reference the FAQ’s “Searching for an
employee’s XULAID number”.

(B)Transaction Blank. Banner will assign a transaction
number after the transaction is Saved for
the first time.

(C) Query A date used by the system to determine what
Date data to query for display on the current
values, which appear on both the Transaction
Tab & the Labor Distribution Tab.
The query date entered will be used by the

Continued on Next Page

110



(D)Approval
Category

(E)
Approval
Type
(F)Position &
Suffix

system to display the data from the last
change to the record prior to the date you
entered.

Click the drop down box in the Approval
Category field and Select the appropriate
Approval Category. Remember that the
Approval Category will consist of

Continued on Next Page

the last 4 digits of the employee’s Position
number and the abbreviation for the action.

In the screen shot above, the employees
Position Number is FT3520. As a result the
Approval Category is 3520LE.

It is very important that the correct Approval
Category is selected because that is what
defines how the EPAF will be routed. If an
incorrect Approval Category is selected the
EPAF will not be routed to the correct
organization for Approval.

Leave blank. Approval Type will populate
when the Approval Category is selected.

Enter the employee’s Position number and
Suffix assigned by Human Resources. Make
sure the Suffix is entered exactly how it is
presented to you. A suffix entered as ‘01’ is
not the same as “1’.

It is very important that the numeric portion
of the employee’s position number be an
exact match to the numeric portion of the
Approval Category.

The combination of the two fields (Approval
Category and Position Number) is what
drives how the EPAF will be routed for
Approval. If the two fields are not an exact
match the PAF will not route properly.
Continued on Next Page
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Stop here to verify that the numeric portion
of the Approval Category and the numeric
portion of the Position field are an exact
match.

HR will inspect each EPAF submitted to
insure that the two fields match, if they
should find that the two do not match they
will return your EPAF and you will have
to create a new EPAF using the correct
Approval Category & Position number. If
that should happen, please see the section
entitled “Editing an EPAF”.

Step 3: Click “Next Block™ on the toolbar - or CTRL+Pgdn to get to the

Transaction Tab.

Step 4: Complete the field under “New Value” on the Transaction Tab.

Enter changes for
the corresponding
row in each column

[E——

Routing Other Infarmation and Comments

Current Value New Value
F
01-MAY-2008)

nnnnn

Required Field
(A)Jobs Effective
Date

Field Description
Date the change should become effective. The Jobs
Effective Date should always be a date after the
date listed in the ™ Last Paid Date” field (the last
paid date field will populate automatically once
the employee’s position is selected).

For example, with this Employee Leave, if | want
the employee change to be effective for the May 1,
2008 payroll, 1 would enter *05/01/2008” in the
field.

Continued on Next Page
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If you are trying to affect a Leave that should
have been effective for a past pay period, please
contact Human Resources for instructions on
how to handle the transaction.

(B)Personnel Date Date the change should become effective.

It should be the same as the effective date or the
effective date of the action.

For example, with this Employee Job Change, the
action is effective May 1, 2008 therefore | would
enter “05/01/08 in the field

(C)Job Status Job Status — Enter the employee’s status
A — Active T-Terminated
L-on Leave without B-On leave without pay
pay and without and with Benefits
Benefits,
F — On leave with Full
Pay and Benefits

(D)Job Change The default is “00021” Job Change Reason.
Reason

Step 5: Save the data that has been entered.

Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10” key (or clicking File, then Save.)

Step 6: Complete the Routing Tab

I N R

To access the tab, click “Next Block™ on the toolbar . =2 | OR Click Ctrl+ Pgdn

Continued on Next Page
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Level Code

Column

N

The Routing Tab lists all of the individuals that are required to approve this

transaction.  This tab is predefined based on the positions funding and

_ wnzason o= Click here to populate Other Information and Comments
originetoro: [0~ AAPProvers name.

ueue
Name Action Status Action Date

,_
54

| ‘ ‘_1 | ‘ ‘ ‘ | | | H
<
b

] [3)

organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting

the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is

“1025”. Then click in the User ID field (it is currently bank)

A.
B.

In the Level Code column click on the first Level Code.

Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FY1 or Apply.

Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.

Step 7: Save the Routing.

Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Step 8: From the Option Menu, select “Next Action”.

Continued on Next Page
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Notice the Approval Type field changes after the selection.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit
a
(o

1

[SEelgFY Block Item Record Query Tools Help
@6 & BT EE Gk a@X

.1 TXUTEMP)
[

) O Tmments Fl
Electronic Approval Summary Form
: s ) [0 pomslele | T Generate 1D: &)
Transa ction: a4z [ [waiting Query Date:  [o1-mav-zoos [ Last Paid Date:  [31-1UL-2008
Approval Category:  [3520LE [ EMPLOYEE LEAVE POSN FT3520 Position: [Fraszo [#][Faculty, Mathematics
approval Type: EMPLOA [ Employes LO& Suffix: =
. P SR L S

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit Options Block Item Record Query Tools Help

(@vE RAABE %%

1 @K &S E

1@ 1 X

%8 Electronic Personnel Action NOAEPAF 7 L (RUTEMP) Cieierieieieriee)

[CPending Change Proxy For: | =]

ID: 900013643 (7 [Mr. Bobbi Brown Generate ID: 8]

Transaction: 948 FlWa\tmg Query Date: 01-MAY-2008 f_ Last Paid Date:
ApprowsT Category:  [3520LE MPLOYEE LEAVE POSN FT3520 Pasition: =l

Approwal Type: EMPLLY | SAEAEMPL LOA Suffix: [ 1=

m DefaulE Earmings Job Leber Disthbution Routing Other [nformation and Comments
1

EE TRV

i

Step 9: Click Next BIOCK wssssss, Or CTRL + PAGE DOWN to access the

Transaction Tab.

Step 10: Complete the TRANSACTION Tab

Employee
Status

Leave
Begin Date

Leave Cat.
Code

Leave End
Date

Leave
Reason
Code

Job Status — indicate the employee status
A — Active T-Terminated
L-on Leave without B-On leave without
pay and without pay and with Benefits
Benefits,
F — On leave with
Full Pay and Benefits
Leave Begin Date.

Leave this field blank.

Only use this field when the employee is
returning form leave.

Reason the employee is going or returning from
leave (see below).

Continued on Next Page

115



(2)File Menu

Tracked
Return on Associated
Reason COBRA  to bbatical Faculty C i Approval
Code Description Employee Status Eligible Work Leave Form  Fullfillment Catgnry Activity Date
-
Adrministrative Leave with Pay, with Benefit -] O L m m m 12-APR-1993 =
BL |Bersavemen t Leave with Pay, with Benefit v| O O [m] O [m] 27-1AN-1999
Ds Disciplinary Leave Leave without Pay, with Benefit v| | [ O [ O 27-JAN-1999
ED |Educational Leave Leave without Pay, with Benefit v| O "4 O O O 03-AUG-1995
EL |Educational Leave Leave with Partial Pay, with Benefit v| [ O O O O 27-14N-1999
FL [Farnily Medical Leave Act FMLA  |Leave with Pay, with Benefit - O W O O O 29-DEC-1999
FM |[Family Medical Leave Act FMLA  |Leave without Pay, with Benefit v| O O O O O 79-DEC-1999 |
U |Jury Duty Leave with Pay, with Benefit -] O O O O O o6-MaT-1393
LB |Leave Without Pay Leave without Pay, with Benefit  +| [ W O O O 22-DEC-1933
M1 |military Leave Leave without Pay, without Bensfit v| O I [m] O [m] 22-1AN-2003
oL [official Leave Leave without Pay, with Benefit = [ 7] 0O 7] 0O 10-DEC-1939
[z# [sabbatical Leave with Pay, with Benafit - O O I =] m [ eemarases
S8 |[Sabbatical Leave with Partial Pay, with Benefit | 7 W 7] O 06-MaY-1399
SC [Sabbatical Leave without Pay, without Benefit v| O O O O O 03-AUG-2000
SK Sick Leave with Pay, with Benefit v| O O O O O 27-JAN-1999
i |vacation Leave with Pay, with Benefit -] O O O O O 27-DAN-1999
W Workers Compensation Leave without Pay, with Benefit  +| [ O O O O 06-1UL-2001
WM Workers Compensation Leave without Pay, without Benefit v| | I O [ O 06-J1L-2001
| O O O O O
[l e 8 8 =8 =8 CJC8%

Step 11: Save the data entered on the Transaction Tab.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
TRANSACTION Tab.

Step 12: Submit the transaction
Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

& 0race Developer Fonms Runtirz- Web; Open 2 NOATPAF
Fle Edt Options Hock Jem Record Query Todls Help

B WH@M%V’@N@(%{%I“I 1S12191X |

’EE\MthI\ Persannel Action NOAEPAF 7.3 ( : ::{.

A From the Routing Tab, on the file menu click Options
B Select Submit Transaction.
If your submission was successful “Transaction
Submitted” should appear in the message bar at the
bottom of the form.

Continued on Next Page
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Default Earnings. Job Labor Distribution Routing Other Information and Comments

Applied
Status Field Name Current Yalue New Value
-

[P [Employee Status B H =
F Leave Beain Date 01-MAY-2008
F Leave Catsgory Code F1
’P— Leave End Date
[P] [ceave Reason Code 54
Select (4, B, L, F, P, T). See Dynamic Help for more info.

Approver Action: :I Queue Status: In the Queue

C

If you are taken to the screen below, please note the
errors listed and then check the Common Errors area of
the FAQ’s to resolve them. If you receive an error
message that is not in the Common Errors section,
contact the EPAF Administrator in Human Resources
at ext. 5282 with the error message for further
assistance.

5& Oracle Developer Forms Runtime - Web: Open > NOAEPAF - NOIEMSG

File Edit Options Block Iterm Record Query Tools Help

BE0E REAEE 9y REN @ SIEEI<¢ S a @ X

"5:5 Electronic Approvals Error Message N

Proxy For: | E|
515 E

1D: |QDDMSDDS Mr. Kenneth Kirk

Transaction Number:

Originator: [Lsanpers
Category: [z290l0 |[LaBoR DIST FoR PoSN FTZ390 ¥ Errors
Approval Error
Type Type Errors and Warnings Information
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(A)

3. Creating an EPAF

L. Returning an Employee from Leave

An employee who is on Leave must give his or her supervisor two weeks notice
prior to returning from Leave. If the employee is on FMLA leave because of his or
her own serious health condition, the employee must obtain a physician’s letter
authorizing the employee to return to work.

Before you begin please make sure you have the following data available for
the employee that you are creating the action.

A. Employee’s XULA ID
B. Employee Position Number

Step 1. Access the form NOAEPAF.

Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit Options Block Item Record Query Tools Help

(|

onnel Action NOAEPAF 7.3.0.1 (XU x
\ Proxy For: \ F|
ID: 900013643 (7 [Mr. Bobbi Brown Generate ID: &)
(B —> Transa ction: [7| Query Date:  [01-mav@®os [ Last Paid Date:

Approval Category:  |3520RT [~ RETURN FROM LE&VE POSM FT3520 Position: [ =1

/' approval Type: EMPLLY [ ¥ PEAEMPL LOA. /'Sufﬁx: =

{D‘ w : Ruutin-g : Other Infarmation and Comments S
Required Fields Field Description

(A)ID Enter XULA ID for the person you are creating
the action.
If you do not know the ID of the employee
please reference the FAQ’s “Searching for an
employee’s XULAID number”.

(B):Transaction  Blank. Banner will assign a transaction
number after the transaction is Saved for the
first time.

(C)Query Date A date used by the system to determine what
data to query for the display on the current
values that appear on both the Transaction Tab
& the Labor Distribution Tab.

The query date entered will be used by the
system to display the data from the last change
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(D)Approval
Category

(E) Approval
Type

(F)Position &
Suffix

to the record prior to the date you entered.

Click the drop down box in the Approval
Category field and Select the appropriate
Approval Category. Remember that the
Approval Category will consist of the last 4
digits of the employee’s Position number and
the abbreviation for the action. In the screen
shot above, the employees Position Number is
FT3520. As a result the Approval Category is
3520RT.

It is very important that the correct Approval
Category is selected because that is what
defines how the EPAF will be routed. If an
incorrect Approval Category is selected the
EPAF will not be routed to the correct
organization for Approval.

Leave blank. Approval Type will populate
when the Approval Category is selected.

Enter the employee’s Position number and
Suffix assigned by Human Resources. Make
sure the Suffix is entered exactly how it is
presented to you. A suffix entered as ‘01’ is
not the same as “1°.

It is very important that the numeric portion of
the employee’s position number be an exact
match to the numeric portion of the Approval
Category.

The combination of the two fields (Approval
Category and Position Number) is what drives
how the EPAF will be routed for Approval. If
the two fields are not an exact match the PAF
will not route properly.

Stop here to verify that the numeric portion of
the Approval Category and the numeric portion
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of the Position field are an exact match.

HR_ will inspect each EPAF submitted to
insure that the two fields match, if they
should find that the two do not match they
will return your EPAF and vou will have to
create _a new EPAF wusing the correct
Approval Category & Position number. If
that should happen, please see the section
entitled “Editing an EPAF”.

S =t

Step 3: Click “Next Block™ on the toolbar == or CTRL+Pgdn to get to the
Transaction Tab.

Step 4: Complete the field under “New Value” on the Transaction Tab.
Enter changes for the
corresponding row in
i e e 2 G each column

Current Yalue New Value

77777777777

1 [ 2 D

Step 5: Complete the TRANSACTION Tab
Employee Job Status — Enter “A”, which indicates “Active”.
Status

Leave Begin Leave this field blank.

Date

Leave Cat. Leave this field blank.

Code

Leave End The effective end date of the Leave.
Date

Continued on next page
Leave Reason Leave this field blank
Code
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Step 6: Save the data on the Transaction Tab.

Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
TRANSACTION Tab.

Step 7: Complete the Routing Tab

R I R

To access the tab, click “Next Block” on the toolbar = =

OR
Click Ctrl+ Pgdn

Other Information and Comments

Transa ction

Click here to populate
- Level Code | orgmatorm: e~ Approvers name.

Column
Level User Required Queue
Code Level D Name Action Status Action Date
] &
I |0 |CTREGRE spproval v
1090 spproval

nnnnnn

The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and
organization.

If you do not see all of the individuals that you know should approve this
transaction, please contact Human Resources who can assist you with getting
the routing information updated.

To complete the “Routing Tab” in the example above, the first level code is
“1025”. Then click in the User ID field (it is currently bank)

A In the Level Code column click on the first Level Code.

B Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that

Continued on Next Page

level code will appear automatically.
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The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FYI or Apply.

C

D Complete each row in the Level Code column that is populated by
moving the arrow down to the next level code and repeating A and B.

Step 8: Save the Routing.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.

Approval Type field  From the Option Menu, select “Next Action”.
after “Next Action”  The Approval Type field changes after the selection.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit fefaafelgly Block Item Record Query Tools Help

@ ¥ | Transaction IEE & & EE G4 @@ X

SUbmitiTGEnSSEticn: L e e e e it 3

Other Infarmation and Comments Fl
Electronic Appraval Summary Form —
= T Bobbi Brown Generate 1D:  [#]

= S Thrates ——TTRTTme=_ LastPaidDate: |
Approval Category:  |35Z0R RETURN FROM LEAVE POSN FT3520 Position: =1 Add Pos|t|0n Number

SAEAEMPL LOA Suffix: .
and Suffix

CPeng

Transaction:

Approval Type: EMPLLY

Transaction Default Earminas Tl LabEr DistrbutEinn Routing Other Information and Comments

Default Eanmings Job Laber Distrbution Routing Other Information and Comments
CoAt } J
avplied Enter Lrlﬂ‘nges for the
Status Field Name Current Value News Value - -
5 corresponding row in
F Jobs Effective Date 31-MAY-2008 31-MAY-200§ nar‘h COI mn
[F] [persanne | Date 31-mAv-2008 31-MAT-2008
[P pob status i A
’P— 9ok Change Reason 00017 RETUR
Approver acion: [ Queue Status:  [1n the Queue
L

Step 10: Click Next Block ﬂ or CTRL + PAGE DOWN to access the

Transaction Tab.

Continued on Next Page

Required Field Field Description
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(A)Jobs Effective
Date

(B)Personnel Date

C)Job Status

(D)Job Change
Reason

Date the change should become
effective. The Jobs Effective Date
should always be a date after the date
listed in the 'L ast Paid Date” field
(the last paid date field will populate
automatically once the employee’s
position is selected).

For example, with this Employee
Return from Leave, if | want the
employee change to be effective for the
April 30, 2008 payroll 1 would enter
‘04/30/2008’ in the field.

If you are trying to affect a Leave
that should have been effective for a
past pay period, please contact
Human Resources for instructions
on how to handle the transaction.
Date the change should become
effective.

It should be the same as the effective
date or the effective date of the action.

For example, with this Employee Job
Change, the action is effective April
30, 2008 therefore | would enter
“04/30/08 in the field

Job Status — Enter “A” which indicate
that the employee job status is
“Active”.

Job Change Reason default “RETUR”.

Continued on next page

Step 11: Save the data that has been entered.
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Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10’ key (or clicking File, then Save.)

Step 12: Submit the transaction

Submitting an EPAF transaction for approval routing is the final step in creating a

transaction. Detailed below are the steps that are required to submit a transaction.
Options Field

& 0racle Developer Forms Runtime - Web: Open » NOAEPAF

Flle Edit Opfions Block tem Record Query Tools Help

BNE/BERBR/$Y/BERIQIZIREI¢C 41210/X | )

/

(2)File Menu

A From the Routing Tab, on the file menu click Options

B Select Submit Transaction.
If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.

Default Earnings Job Labor Distribution Routing Other Information and Comments

Applied
Status Field Name Current Value New Value
F
IT Pobs Effective Date 31-MAY-2008 31| 2008 =
[ [Personnel | Date 31-MAY-2008 31-MAY-2008
P | [ob Status u 0
[P] [ob change Reason o017 RETUR
Approver Action: : Queue Status: In the Queus

Transaction submitted.
& d 14

e =TT
5 start fi 5 Windows Explorer ~ +

Continued on next page
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If you are taken to the screen below, please note the errors listed and
then check the Common Errors area of the FAQ’s to resolve them. If
you receive an error message that is not in the Common Errors section,
contact the EPAF Administrator in Human Resources at ext. 5282 with
the error message for further assistance.

& Oracle Developer Forms Runtime - Web: Open, > NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help
BOE I EBEEE 7 DEH @ SIME ¢ &2 H @ X
"w Electronic Appravals Error Message MOIEMSG 7.3 (b
Proxy For: | E‘
Transaction Number: E 1D: ‘900015008 Mr. Kenneth Kirk
Originator: [LsanpERs
Category: [z3son |[LaBor CIST FOR POSN FTZ350 ¥ Errors ¥ Warnings
Approval Error
Type Type Errors and Warnings Information
| | | L
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | |
| | | :
| | | el
AL A T B
Transaction Number; press LIST for valid numbers \ J
Record: 11 | - | | <08Cs
e
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3. Creating an EPAF contd.

A. Salary Change (University Funds Only)

Used when the employee stays in the same position and receives an increase or
decrease in salary outside of the Annual Employee Review period.

A. Employee’s XULA ID
C. Employee Position Number

Step 1: Access the form NOAEPAF.

Step 2: Complete the Employee Information portion of the form.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help

(EI *[E@@I[%%}l@-@lﬁhl%[@@l &1 @1 X
(A \ et = (C)
(B) 1D: |QUUUI‘3992 E‘ Generate ID: @ /
Transaction: | E‘ Query Date: IM@ Last Paid Date: ’7
(D) Approval Category: [123851 | ¥|SALARY INCREAS FOR POSN 5P1238 Position: [sprzas  [7]
Approval Type: WE]Sa\arv Increase /Suffix: ’TE]
(R

Required Fields Field Description

(A)ID Enter XULA ID for the person you are creating the action.

If you do not know the ID of the employee, please reference the
FAQ’s “Searching for an employee’s XULAID number”,

(B):Transaction  Blank. Banner will assign a transaction number after the
transaction is Saved for the first time.

(C)Query Date A date used by the system to determine what data to query for
the display on the current values that appear on both the
Transaction Tab & the Labor Distribution Tab.
The query date entered will be used by the system to display the
data from the last change to the record prior to the date you

entered.
(D)Approval Click the drop down box in the Approval Category field and
Category Select the appropriate Approval Category. Remember that the

Approval Category will consist of the last 4 digits of the
employee’s Position number and the abbreviation for the action.
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(E) Approval
Type

(F)Position &
Suffix

Step 3: Click “Next Block” on the toolbar ===

Transaction Tab.

In the screen shot above, the employees Position Number is
SP1238. As a result the Approval Category is 1238Sl.

It is very important that the correct Approval Category is
selected because that is what defines how the EPAF will be
routed. If an incorrect Approval Category is selected the EPAF
will not be routed to the correct organization for Approval.

Leave blank. Approval Type will populate when the Approval
Category is selected.

Enter the employee’s Position number and Suffix assigned by
Human Resources. Make sure the Suffix is entered exactly how
it is presented to you. A suffix entered as ‘01’ is not the same is
‘1.

It is very important that the numeric portion of the employee’s
position number be an exact match to the numeric portion of the
Approval Category.

The combination of the two fields (Approval Category and
Position Number) is what drives how the EPAF will be routed
for Approval. If the two fields are not an exact match the PAF
will not route properly.

Stop here to verify that the numeric portion of the Approval
Category and the numeric portion of the Position field are an
exact match.

HR will inspect each EPAF submitted to insure that the two
fields match, if they should find that the two do not match
they will return your EPAF and you will have to create a new
EPAF using the correct Approval Category & Position
number. If that should happen, please see the section entitled
“Editing an EPAF”.

N

4

_

or CTRL+Pgdn to get to the

Continued on next page
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— Enter changes for the
corresponding row in

Routing Other Information and Comments

each column

Applied
Status Field Name

Current Yalue New Value
[+
01-APR-Z00E]

=

OOOO=EEEEE

Step 4: Complete the field under “New Value” on the Transaction Tab.

Required Field

Field Description

(A)Jobs Effective Date Date the change should become effective. The Jobs

(C)Personnel Date

(D)Job Status

(E)Annual Salary

(F)Regular Rate

Effective Date should always be a date after the date listed

in the ™" Last Paid Date” field (the last paid date field will populate
automatically once the employee’s position is selected).

For example, with this Employee Salary Change, if the
employee Salary Change is effective May 1, 2008 | would
enter ‘05/01/2008’ in the field.

**Note: (1) The effective date for employees paid
monthly is usually the first date of the month. For
employees paid bi-weekly the effective date is usually the
first day of the pay period.

(2) If you are trying to effect a Employee Job Change
that should have been effective for a past pay period,
please contact Human Resources for instructions on how
to handle the transaction.

Date the change should become effective.

It should be the same as the effective date or the
effective date of the action.

For example, with this Employee Salary Change,
the action is effective May 1, 2008 therefore |
would enter “05/01/08 in the field

The status of the job once the change has been
made. The default is “A” - Active

Required only if the employee is a Salaried/Exempt
Employee.

Required only if the employee is an Hourly/Non-
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Exempt Employee.

Data can be saved by clicking the diskette icon located on the tool bar, or by
pressing the ‘F10” key(or clicking File, then Save.)

Step 5: Complete the Routing Tab

£

[}

s

iC

_—
—_

To access the tab, click “Next Block™ on the toolbar
OR
Click Ctrl+ Pgdn

Level Code
Transa ction Job Laber Distribution Other [nformation and Comments
Column
riginator D: [ Click here to populate
\ / Approvers name.
Level User Queue
Code Level n £ . - RO Status Action Date
[ o [
MLOUGHLI Approval - [~
1090 [0 [meicuETTE Approva I -
UUUUUU ;o [sanorrer approval v
ssssss [0 | approval <)
666666 20 [makunDI Approval - |
Lo [makuwor o sty A skond | Approval -]
BBBBBB [0 [semosEs approval v
255 [DHOLMES apply -
[ \
\
L] \

The Routing Tab lists all of the individuals that are required to approve this
transaction.  This tab is predefined based on the positions funding and
organization.

If you do not see all of the individuals that you know should approve this transaction,
please contact Human Resources who can assist you with getting the routing information
updated.

To complete the “Routing Tab” in the example above, the first level code is
“1025”. Then click in the User ID field (it is currently bank)

A. Inthe Level Code column click on the first Level Code.

B. Tab to the blank field in the User ID Column. Click the User ID drop
down. The user id for the individual responsible for approving for that
level code will appear automatically.

C. The Required Action field is automatically populated with the action the
Approver is required to take: Approval, FYI or Apply.

D. Complete each row in the Level Code column that is populated by
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moving the arrow down to the next level code and repeating A and B.
Step 6: Save the Routing.
Click the Save Icon, or F10 (clicking File, then Save) to save the changes to the
Routing Tab.
Step 7: Submit the transaction

Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.

Options Field

& 0racle Developer Forms Runtime - Web: Open » NOAEPAF
Fle Edit Opfions Block Mem Record Query Tools Help

/

(1)File Menu (ﬁ[9@4@@[%Vﬂ[@@[@[%[@@[H-}-[@[@[x )
ﬁ@ElE[:trmil:F'Er‘iurm&l.-"J‘.l::th:n'| T T
Transaction Default Earmings Joby Latior Distrbution Routing Other Information and Comments
Applied
Status Field Name Current Yalue New Yalue
[7
[ [pobs Effective Date [o1-now-z007 -
[F] [Personnel Date [01-nov-z007
[P fob status [
|P— |J0b Change Reason |00012
[ |
[ |
[ |
(] |
[ |
[]] | <
Approver Action: v| Queue Status: In the Queus
A From the Routing Tab, on the file menu click Options
B Select Submit Transaction.
If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.
C If you are taken to the screen below, please note the errors listed and then
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check the Common Errors area of the FAQ’s to resolve them. If you
receive an error message that is not in the Common Errors section,
contact the EPAF Administrator in Human Resources at ext. 5282 with
the error message for further assistance.

& Oracle Developer Forms Runtime - Web: Open, > NOAEPAF - NOIEMSG

File Edit Options Block Item Record Query Tools Help
BN ERACERE 9% BEX AISIEEIEI 1 £1@1X
’E_E Electronic &pprovals Error Message NOIEMSG 7.2

Proxy For: ‘ E|

Transaction Number: E 1D: |900015008 Mr. Kenneth Kirk

Originator: [LsanDERS

Category: (23900 [[LABOR DIST FoR POSN FT2390 ¥ Errors [ Warnings

Approval Error

Type Type Errors and Warnings Information

| | \ L

| | \

| | \

| | \

| | \

| | \

| | \

| | \

| | \

| | \

| | \

| | \

| | \

| | \

| | \

| | \ H

| | \ Bl
U] e e e R e e D
Transaction Number; press LIST for valid numbers. | J
Record: 11 | . | | =08C=
e ——————————————|
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(2)File Menu

4. Submitting an EPAF Transaction for approval.

Submitting an EPAF transaction for approval routing is the final step in creating a
transaction. Detailed below are the steps that are required to submit a transaction.
Options Field

& Oracle Developer Forms Runtime - Web: Opan * NOAEPA
Flle Edit Opfions Block Mem Record Query Tools Help

@0BIREEE $5/98 0 2BEI¢S2100X | )

Default Earmings Joby Latior Distrbution Routing Other Information and Comments
Applied
Status Field Name Current Yalue New Value
[*]
[ [pobs Effective Date [o1-now-z007 30-1UN-2003 -
[F] [Personnel Date [01-nov-2007 [07-Now-2007
[P fob status [ [t
[F] [rob change Reason o012 o017

T

4

Approver Action: v| Queue Status: In the Queus

Click the Transaction Tab
On the file menu, click Options.

@ >

C Select Submit Transaction.

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit gefalafalgt-l Block Itemn Record Query Tools Help
v Transaction i
%5 Electro Submit Transaction
Aaply Transact
Pent Cancel PAF
Delete PAF
D5 ext action Cliisley, Gent
Transa Routing ¥ |[Return/Caorrection Quel
Appros Other Information and Comments POINTMENT FOR POSN FT4113 Posi
Appros Errors or Warnings Detail Form ointrment Suffi
Electronic Approval Summary Form

Im Default Earmings Job Labor Distribution Routing

Continued on the next page
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Message Area

If your submission was successfu

| “Transaction Submitted” should

appear in the message bar at the bottom of the form.

Select Submit Transaction.

Transaction submitted
Farnrd 108

|

If yo

Applied
Status Field Name Current Value New: Yalue
[~
[ [robs Effective Date [p1-1un-2007 b1-maR-z008
[] [persennel Date [p4-3Un-2007 [01-mar-z008
[e] [ob status [ [
|P— |Job Change Reason | |00015
|P— |Annua\ Salary |ESDDD |
[ [Reqular rate [3.250801 [
[ | |
L] | |
[ | |
[] | |
Approver Action: - Queue Status:  |Pending

re taken to the screen below, please note the errors listed and then

check the Common Errors area of the FAQ’s to resolve them. If you
receive an error message that is not in the Common Errors section,
contact the EPAF Administrator i
message for further assistance.

n Human Resources with the error

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF - NOIEMSG
File Edit Options Block Item Record Query Tools Help

'EEIwh nic Approvals Error Message NO

& ﬁllﬂﬁ@l[%ﬁdﬂ@@l%lél@@lkl @1 @1 X

Proxy For: ‘ E|
Transaction Number: E 1D: |900015008 Mr. Kenneth Kirk
Originator: [LsanDERS
Category: ‘ZSQDLD |LABOR DIST FOR POSN FT2330 ¥ Errors [ Warnings
Approval Error
Type Type Errors and Warnings Information

|»
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5. Taking action on an EPAF

An EPAF Transaction can be “Approved” from either of two forms: NOAEPAF
and NOAAPSM. This section will discuss how to approve a transaction from both
forms. To Approve an EPAF you must have either the transaction number or
the name of the employee for whom the transaction was created.

Approving from NOAAPSM
NOAAPSM allows an Approver to quickly go in and Approve a transaction with
viewing the

Step 1: Access the form NOAAPSM

& Oracle Developer Forms Runtime - Web: Open > NOAAPSM El@lfgl

File Edit Options Block Item Record Query Tools Help
FE lI>E1<E1@II%L%N@-@I%I%IIIW-lf:‘:fléal@l X
"mElectronic Anproval Summary NOASAPSM 7.2 (UTEMP) (oo e e e e e e e T e e e b e e el
User ID: ’m Proxy For: | E|
Submitted From Date: ’7@ Transaction Status: |Pending v|
Submitted To Date: ,7@ Queue Status: |Pending v|
Transaction Information @ther Information and Camments
Required
Approval Action Approver
Category Description Queue Status Indicator Action Apply
| | | | | o @
| | | | | | O
| | | | | | O
| | | | | | O
| | | | | | O
| | | | | | O
| | | | | | O
| | | | | | O
| | | | | | O
| | | | | | O
| | | | | | O
| | | | | | O
| | | | L 8§
1 3 u
))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))) | v =
Transaction Status | J
Record: 111 o | | «0gC=
e Start Inbox - Microsef... | ) Updated EPAF_... | O Upd_EPAF_docu.. | 34 Documentl - Mic... 2 3 InternetBxpl.., - # E | S5 @82, (2 £ 3:55PM

Continued on next page
Step 2: Enter the fields to search for transactions in the top half of the form.
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. . v
User ID: search by a date Prozy For: | [:H
Submitted From Date: A@/ range Transaction Status: |F‘ending v|
Submitted To Date: @ Queue Status: |Pending vl

Set these fields to

“pending” to see only the
transactions that require

action from you.

Required Fields
User ID

Proxy For

Submitted From Date (Optional
Field)

Submitted To Date (Optional
Field)

Transaction Status

Queue Status

Continued on Next page

Description

Populated with the user id of the person that is

currently logged into Banner

If you are acting as a proxy Approver, enter the
username of the person that you are Approving
the action for.

Enter the first date of the period for which
submitted transactions are to be approved

Enter the last date of the period for which
submitted transactions are to be approved

Status of the transaction overall.
Status of the transaction in your queue.

***|f you would like to see only the transactions
that you can actually take action on (Approve),
using the drop down box next to queue change
status to “Pending”. Then using the drop down
next to the Transaction Status set the field to
“Pending”. In order to take action on a
transaction it must be pending in the queue and
the transaction status must be “pending”.
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Transaction Information

Other Information and Comments

|
Id hurber

Required
Approval Action Approver
MName Category Description Queue Status Indicator Action

[FMrs. cathy R Brimmer [6321TM [TERMINATER POSH P! [Pending |approval Mone h
[soma7e7as  [Gene © Haley [4113RE [REAPPOINTMENT FOR | [Pending [mpproval 1
[s00078745  |[Gene O Haley la113RE [REAPPOINTMENT FOR § [Pending [approval [ b
[so0078745  [Sene © Haley [4113RE [REAPPOINTMENT FoR § [Pending [approval [ k
[s00152585 |[Or. Betty Cecile Brookever [z1185T [sTIPEND FoR POSN SF [Pending [approval [ b
[pooo1zoz0  [Mrs. Cathy B Brimmer [saz1Tm [TERMINATER POSH SPi [Pending [approval [ k
[ennn79745 [[Gens O Haley [4113RE [rEAPPOINTMENT FOR ¢ [Pending [npproval 1
[pooo7e74s  [Gene O Haley [4113RE [REAPPOINTMENT FOR ¢ [Pending [approval k
[somo13920 M) [s3zLTm [TERMINATER POSH SPI [Pending [approval | 1
200079745 | Scroll here to [4113rE [REAPPOINTMENT FOR § [Pending [approval R
200079745 |G search bY 4113RE [rEAPFOINTMENT FOR ¢ [Pending [approval h
aoo110202 | Transaction =R [LaBoR DIST FOR PO [Pending [approval [ b
[soo1s0347 [ number [4454LD [Lapor DIsT FoR POSE [Pending [approval 1

Ty |

Step 3:

Step 4:
was created, select the em

ployee’s ID.

Control page+ Down, or next bloCK s t0 access the transaction tab.

If you know the name or XULA ID of the employee for whom the action

If the only the transaction number is known, in the center of the tab click the right

arrow which will allow you to scroll to the transaction number column

Comments \
\
\
Required \;

al Action Tragsaction Transa

‘¥ ue Status Indicator NUmber Create

B |approval 120 30-aUG- [
] [approval [21 [30-a0G- |
B [approval 122 30-aUG- I:
] [approval 123 [30-a06- [
B [approval [124 30-AUG- I:
] [approval 128 [s0-a0G- [
] [approval 126 30-aUG- [
B [approval [127 31-AUG- |:
B [approval 129 3t-aUG- I:
] [approval 120 [s1-a06 [
] [approval 173 [o3-ocT- [
B [approval 124 18-0CT- |:
] [approval [1e5 18-0CT- [

1l |

Click on the transaction number that you want to take Action on.

Continued on next page
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Step 5: Approve the transaction

Required
Action Approver
Queue Status Indicator Action )

|Pend\ng |Approval

|Pend\ng |Apprnva

|Pend\ng |Approva

|Pend\ng |npprova

|Pend\ng |Approva

|Pand\ng |Approva

|P5ru:|\r|g |Apprnva

|Pand\ng |Approva

|PEr|d\r|g |Appruva

|Pend\ng |Approva

|PEr|d\r|g |Appruva

|Pend\ng |Apprnva

|
|
|
|
|
|
|
|
|
|
|
|Pand\ng |Approva|

Based on the Required Action column, an Approver can select the action that
he/she would like to take in the Approver Action Column. To do so Click the drop
down and select the Action that you would like to take. Then click the “Save” icon
on the toolbar or press F10 or click File, then Save.

Explanation of Actions that can be taken:

Approve The approver has approved the action

Acknowledge Action may be taken by a person in the
approval queue with a Required Action
of “FYI”

Disapprove The approver has disapproved the action

More Info The approver would like more
information before taking a positive
action.

Return/Correction The approver would like to return the

EPAF to the originator of the
transaction.

Void Indicates the transaction has been
voided. This action can only be taken
by the originator or the Applier.

If you would like to see the details of the action and you are on the form
NOAAPSM, on the tool bar, click options, EPAF Detail Information. You will
then be taken to the NOAEPAF form where you will see all of the pertinent
information about the EPAF. Continued on the next page
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File Edit Block Item Record Cuery Tools Help

Transaction Information e}

@ e &G
pply Changes 5 (%

vetail Information

&1 @1 X

Queue or Routing Information
Other Information and Comments
Dae 4

User I Proxy For: 4|

Submit 5 Transaction Status:
Submitted To Date: [_ Queue Status:

fion Information Other Information and Comments

Required
Approval Action Approver
D Mame Category Description Queue Status Indicator Action I
[suo0139z0 [Mrs. Cathy B Brimmer l6320TM [rerminATER PoSH =Pl [Pending [approval [mone -
[sonozeras [cene O Haley 4113RE [REAPPOINTMENT FOR § [Pending [ppraval [ ~|
r r ;

To return to NOAAPSM click on the “exit’ button on the tool bar on NOAEPAF.

Click here to

File Edit QOptions Block Item Record Query Tools Help / NOAAPSM
AEBEES % BEN QI A RBBI G412 @1X

[T Pending Change Proxy For: | [T|

1D: |900028581 F|Bayonce Knowles Generate ID: @

Transaction: | [T‘ Query Date: m[‘_: Last Paid Date: ’7
Approval Category: 63L9TM FTERMINATER POSMN SPE31D Position: |SP6319 F‘Software Systermns Programmer

Approval Type: TERMIB FTerminatiDn of joh Suffiz: 01 F

Default Earmings It Labms DistrEuGmEn Routing Other Information and Comments
Applied
Status Field Name Current Yalue New Value
-
[ [10bs Effective Date [ [01-NOY-2008 &)
[ [Personnel Date [ [o1-nov-z008
[ [ob status [ T
|— ‘an Change Reason | ‘00015‘
U | \
U | \

Continued on Next Page

138



6. Editing an EPAF
An EPAF can be edited when the transaction status is “Return/Correction” or

“Waltlng” Any of the data fields can be edited on the EPAF.

|°U4UI§H_I|EE\HE§E§EI|E-D\H|H_II_H e

Proxy For: | ] Transaction Status
ID: 900025858 E”BEynm:e Knowles / ¢
Transaction: [2a78 [7]return/carrection Query Date:  [03-0cT-zoos [E  Last Paid Date:
Approval Category:  [6319LD [ ¥|L&BOR DIST FOR POSN SPE310 Paosition: [sPests [ ¥][software Systems Pragrammer
Approval Type: TERMIB [ |Termination of job Suffix: ’1_[3
PR |

In order to edit an EPAF you will need either the transaction number or the
name of the employee for whom the EPAF was created.

Step 1: Go to NOAEPAF.
Details of a transaction can only be changed on the form NOAEPAF.

Step 2: Verify the status of the transaction.
In order to edit an EPAF the Transaction Status must be in “Return for Correction
or “Waiting”

Step 3: Click the comments tab.

If the transaction Status is Return for Correction, an explanation of why the EPAF
was returned for correction will be noted in the comments area.

Step 4: Make the changes to the data fields as detailed in the comments area.

Step 5: After the changes have been made click the save icons (press F10 or click
File, then Save.

Step 6: Submit the transaction
A Click the Transaction Tab
B On the file menu, click Options.

Continued on next page
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& Oracle Developer Forms Runtime - Web: Open = NOAEPAE

File Edit fejaisfslgEl Elock Itern Record Query Tools Help

Transaction
Submit Transaction

Apply Transaction
Cancel PAF
MPent Delete PaF F'
D yext Action (EHREE Gent
Transa Routing ¥ |[Return/Caorrection Que|
Approsx Other Information and Comments POINTMENT FOR POSN FT4113 Posi
Appros Errors or Warnings Detail Form pointment Suffi
Electronic Approval Summary Farm

Im Default Earmings Job Labor Distribution Routing

Select Submit Transaction.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit gefaafalgtl Block Item Record Query Tools Help

BE & 8 BB <&

by
H
H

Cancel PAF
#Pen - S
1 pelete paF | (1
it Next Action © Haley Geni
Transa Routing ¥ ||Return/Caorrection Que|
Approsx Other Information and Comments POINTMENT FOR POSN FT4113 Posi
Approy Errors or Warnings Detail Farm ointment Suffi

Electronic Approval Summary Farm

Im Default Earnings loh Lahor Distribution Routing

If your submission was successful “Transaction Submitted” should
appear in the message bar at the bottom of the form.

Applied
Status Field Name Current Value Newt Yalue
-
[ [pebs Effestive Date [oraun-z007
[P] [Personnel Dote [p4-30m-2007
[f] [reb status [w
|P— |an Change Reason |
|P— |£mnua\ Zalary |65000
[f] [Requiar Rate [31.250601
[ |
[ |
L |
L] |
Approver Action: v| Queue Status: Fending

Transaction submitted.
rared: 1R | | | cnars

Once the transaction has been edited and resubmitted to the approval queue all
individuals defined in the approval queue will be required to take action on the

Continued on next page
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transaction again. When an EPAF’s transaction status is “Return/Correction” it is
as if the transaction was never submitted to the approval queue, which is why it
must be resubmitted.
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7. Taking an Action as a Proxy

A proxy can:
e take an action for an Approver on either NOAAPSM or NOAEPAF
e create an EPAF on behalf of an originator from either NOAEPAF.

In order to act as a Proxy, the individual must be designated as a Proxy by the
Approver for whom they are making the action. In order to receive the designation
the Approver must notify Human Resources with the name(s) of the individuals
that can act as a Proxy before the proxy can take an action on the Approver’s
behalf.

To take an action or create an EPAF as a Proxy from the form NOAEPAF:

[LsanpERs [=]

Proxy For:

ID: Generate 1D:

Transaction: e Query Date: = Last Paid Date:
| (=] =

Approval Category: EI Position: | F|
Approval Type: EI Suffix: I_F

Applied
Status Field Name Current Value New Value

A

Step 1: In the “Proxy For” field enter the Banner User Id of the individual for
whom you are designated as a Proxy. If you have been designated as a Proxy the
person’s name will appear automatically in the field to the right of the “Proxy For”
field.

Step 2: If you are creating or completing an EPAF as a Proxy, complete the
transaction as detailed in the documentation for the type of EPAF that you are
trying to complete (see table of contents for a link to each action).

Continued on next page
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To take action as a Proxy from NOAEPAF:

"7= Electronic Personnel Action NOAERAE 7.8 (UTEMPY foirieheiie e o e e e e e e e e bt

[JPending Change Proxy For: |LSANDERS E|Mrs. Latoya Sanders

ID: | =l Generate 10:  [&]

Transaction: | E” Query Date: [EI Last Paid Date:
Approval Category: E Paosition: | F|

Approval Type: EI Suffix: ,7[7

Default Earmings Ik Labar Distribution Routing other Infametion and Cemments

Applied
Status Field Name Current Value New Value

M|

Step 1: In the “Proxy For” field enter the Banner User Id of the individual for
whom you are designated as a Proxy. If you have been designated as a Proxy the
person’s name will appear automatically in the field to the right of the “Proxy For”
field.
Step 2: In the Transaction ID field, enter th_% ItLr‘aanaction number for the ID that

: < |
you are to Approve. Then click next bloCK e
Transaction Tab

, or Ctrl + Pgdn to access the

Step 3: Once on the Transaction Tab, click the drop down arrow next to the
Approver Action field. Select the Action that the Approver has instructed you to
take.

Step 4: On the Tool Bar click the Save Icon. (or click File, then Save.)

# Pending Change Proxy For:  [L5ANDERS [=mrs. Latoya sanders
ID: [poo079745 [F][cene o Haley Generate ID: | &)
Transaction: |195 [7|Pendmg Query Date: 18-0CT-2007 [_ Last Paid Date: S1-MAT-2007
approval Category: [1113RE  [¥ REAPPOINTMENT FOR POSN FT4113 Position: [Frazis [[~][Faculty, Business
Approval Type: RE&PPT [T Reappointment Suffix: il [T
Default Earmings Job Labor Distribution Routing Other Information and Comments
applied
Status Field Name Current Value MNew Value
[7
[P [pobs Effective Date [p1-sEP-2007 [01-nOV-2007 = |
[P [Persannel Date [01-sEP-2007 [18-0cT-2007 .
[p] [1ob status [r [a
] [rite [Facutty, Business [
[P] [rob change Reason [poo27 [rEAPP
[F] [Facter [ [s
] [ars - E
[P [Reqular rate None 7367
———— acknowledg
[F] [annual salary 1900
Approve
[ Disapprove =
More Informati
Return/Correcti
Woid
Approver Action: _ - Queue Status: Fending —]
(] I R BB BB PP PP PR R R R BB I
Enter new value |
Recard: 178 [ L | | =0gc=

Continued on the next page
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You have completed “Approving a Transaction as a Proxy via the form
NOAEPAF”.
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To take action as a Proxy from NOAAPSM:

Step 1. Go to the form NOAAPSM

Step 2: In the “Proxy For” field enter the Banner User Id of the individual for
whom you are designated as a Proxy. If you have been designated as a Proxy the
person’s name will appear automatically in the field to the right of the “Proxy For”
field.

User ID: CLEWIS Proxy For: LS AMNDER S| E|Mrs‘ Latoya Sanders
Submitted From Date: @ Transaction Status:
Submitted To Date: @ Queue Status:

Transaction Information Dther Information Snd Comments

Approval Application Applied to Originator Approver
1D MName Category Date Database By 1D Action Apply

[ [ |

I [ [ r r r [ 1 =

Step 3: To view only the transactions that the Approver can take action on in the
Transaction Status field, set to “pending” and also set the Queue Status to
“pending”.

R [ R N

Step 4: Control page+ Down, or next block "= lto access the Transaction Tab.

Step 5: If you know the name or XULA ID of the employee for whom the action
was created, select the employee’s ID.

If only the transaction number is known, in\the center of the tab click the right
arrow which will all you to scroll to the transaction number column

Transaction Inform rmation and Comments

Scroll here to

search by

Transaction \n’vﬂ- Required

number App Action Approver

Category Description Queue Status Indicator Action
] EEEl [Mrs. Cathy R Brimmer [saz1TM |TERMINATER POSHN SFI |Pending |Approval [Mane 1
[soo07o7as  [Gene o Haley [+113RE [REAPPOINTMENT FOR | [Pending [approval | 1
[s00079745  [Gene O Haley [4113RE [REAPPOINTMENT FOR § [Pending [approval [ 1
[s00079745  [Gene © Haley |4113RE [REAPPOINTMENT FoR § [Pending [approval [ 1
[so01sz585 |[Or. Betty Cecile Brookover [z1185T [TIPEND FoR POSH SF [Pending [approval [ h
[soo013920 [[Mrs. Cathy R Brimmer [321TM [TERmINATER POSN =P [Pending [approval [ 1
[s00075745  [Gene O Haley [4113rRE [REAPPOINTMENT FOR | [Pending [approval | 1
[s00079745 [[ene o Haley [4113RE [REAPPOINTMENT FoR § [Pending [approval [ 1
[smooizszo  [mrs. Cathy R Brimmer [szz1mm [rERmMIMATER POSN SP| [Pending [approval | 1
[s00079745  [Gens O Haley [4113rE [REAPPOINTMENT FOR § [Pending [approval [ 1
[s00079745 |[Gene o Haley [4113rE [REAPPOINTMENT FoR | [Pending [approval | h
[e00110202 |[Mr. Benventra M. wandera [z389L0 [LaBoR DIST FOR POSE [Pending [approval [ 1
[s00150347 [, shane Jones |4asap [LaBoRr DIST FOR POSH [Pending [approval 1
4| | »
N e LY
ld number.




Comments

Required

al Action Transaction Transa
‘¥ ue Status Indicator Number Create
B [approval [120 [30-auG- [
B [approval [121 30-AUG- |:
] |approval 122 [30-a06- [
] [approval 123 30-aUG- [
] [approval [124 [30-a0G- |
B [approval [1zs 30-aUG- |:
] |approval 126 [30-a06- [
B [approval [127 31-AUG- |:
] |#pproval 129 [31-a06- [
] [approval 120 31-aUG- [
] [approval 173 [o3-ocT [
B [approval 124 18-0CT- |:
B [4pproval 195 [16-ocT- [

‘l »

Click on the transaction number that you want to take Action on.

Step 6: In the Approver Action Column, select the action that you would like to

take.

Based on the Required Action column, an Approver can select the action that
he/she would like to take in the Approver Action Column. To do so Click the drop
down arrow and select the Action that you would like to take.

Required
Action Approver
Queue Status Indicator Action

Pending lapproval E
|Pend\ng |npprnval Acknowledge :

Approve H
|Pend\ng |Approval Biszppreve
|Pend\ng |npprova| More Info n
|Pend\ng |Approval Return/Correction H

Void
|Pand\ng |Approva| ~
|P5ru:|\r|g |npprnva|
|Pand\ng |Approva|
|PEr|d\r|g |nppruva|
|Pend\ng |Approval
|PEr|d\r|g |nppruva|
|Pend\ng |npprnval
|Pand\ng |Approva|

Continued on the next page
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Step 7: Click the save icon Eon the tool bar. Once you have saved the
Action, you will get the following message in bottom left of the screen:
“Transaction complete—records posted and committed”

Transaction Infarmation Other Information and Comments

Required
Approval Action App
Name Category Description Queue Status Indicator Ac
B [tr. Kenneth Kirk [z390LD [LaEoR DIST FOR POSH [approved |approval [approve
|Mrs. Shantelle Ashby |1180TM |TERMINATER FOSN SPI |Pending |Appr0va| |
[sno4n7z4z |[Mrs. Latoya Sanders [6319TmM [TErRMINATER POSN SPI [Pending |[approval |
[s00019531 |[Mr. Cliver Jerrard Nelson [z2417LD ||_n50R DIST FOR POSH |Pending |Approva| |
I I | I I I I
I I | I I I I
I I I I I I I
I I | I I I I
I I | I I I I
I I I I I I I
I I | I I I I
I I | I I I I
I I | I | | L
1] 3
_4DD: Transaction complete -1 records post@ ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
Recaord: 178 — — | =08C=

Explanation of Actions that can be taken:

Approve The approver has approved the action

Acknowledge Action may be taken by a person in the
approval queue with a Required Action
of “FYI”

Disapprove The approver has disapproved the action

More Info The approver would like more
information before taking a positive
action.

Return/Correction The approver would like to return the
EPAF to the originator of the
transaction.

Void Indicates the transaction has been

voided. This action can only be taken
by the originator or the Applier.

Continued on the next page
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If you would like to see the details of the action, and you are on the form
NOAAPSM on the tool bar, click options, EPAF Detail Information. You will then
be taken to the NOAEPAF form where you will see all of the pertinent information

about the EPAF.

You have completed “Taking an Action as a Proxy from the form NOAAPSM”.
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8. An EPAF’s Status

An EPAF is always associated with two types of status: Transaction Status and
Queue Status, throughout its life in the approval process. Theses statuses are very
important because the control whether action can be taken on the transaction by the
individuals in the Approval Routing queue.

Transaction Status
An EPAF Transaction Status refers to the status of the Electronic Personnel Action
itself. This status is displayed on the form NOAEPAF.

Proxy For: ‘ E|

In: 9u0026561 7] Beyonce Koowles

Transaction: |137E < E|Pending > 03-0CT-2008 Last Paid Date:
Approval Category:  |6315LD E 6319 Position: |SP6319 E‘So&ware Systems Programmer
Approval Type: LABOR ECreate or change FOAPAL Suffiz: ITE

e

Valid EPAF Statuses are:

Waiting The transaction is in the process of
being created and has not been
submitted to the Approval Queue. Only
the person that created the transaction
can view a transaction in this
status.

Pending The transaction requires action from the
individuals in the routing queue. Itis
available for Approval.

Return for Correction Allows HR to return the transaction to
the originator/creator for correction
when an error is detected before final
approval. The EPAF can be updated
and resubmitted to the Approval Queue.

Approved The transaction is approved for the
person when all individuals in the
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Complete

Disapproved

Void

Queue Status

Approval Queue have approved the
transaction.

Continued on the next page

The transaction has been approved and
Human Resources has applied the
changes.

The transaction has been disapproved by
a person in the routing queue. The
individuals defined in the approval
queue after the person that disapproved
the transaction no longer need to take
action on the item.

The originator has voided the
transaction. No action is required by
the individuals in the routing queue

Queue status refers to the status of the Electronic Personnel Action with regard to
the individual defined in the approval queue.

Continued on the next page
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Transaction pefaulE EaminEs Job Labor Distribution Routing Other Information and Comments
Originator ID: |LSANDERS Mrs, Latoya Sanders
Level User Required Queue
Code Level 1D Name Action Status Action Date
[] [*] ;
10z] 20 TEST [Miss =ally Sue Test lapprovdl —| [Pending \| -
‘2611 20 ‘TEST |Miss Sally Sue Test ‘Apnro\/a\ v| |Pending }\
110000 20 TEST [Miss Sally Sue Test lappraval ~| [Pending [
[apPLY 999 [TEST [Miss sally Sue Test lapply| 7| [in queue [
\ \ | \ | | |
\ \ | L\ ] /
\ \ | L\ /!
\ \ | \ \J | /|
\ \ | \ N |
\ \ | \ | | | -
\ \ | | | Gl
I G [
Lewel Code. Press LIST for All, CQH - Mandatary Lvls, Dup ltem - Personal Queuse |
Record: 174 | L | | =05C= J

4 start [B2Mcosoft 0. « | B3 2 Mirosofto.. ~ [ /= Oracle appicati... B oracle Develop,. | @ Yahoo! Messen...

Valid Queue Statuses are:

Pending The approver needs to take positive action
on the item.

Approved You, the approver, have approved the
transaction.

Disapproved You, the approver, disapproved the
transaction.

Void The originator has voided the transaction.

No action is required by the individuals
in the routing queue

Acknowledge Action may be taken by a person in the
approval queue with a Required Action of
(lFYIll

More Info You, the approver, would like more
information before taking a positive action.
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Return/Correction You, the approver, would like to return the
EPAF to the originator of the transaction.

Void Indicates the transaction has been voided.
This action can only be taken by the
originator or the Applier.

Job Labor Distribution Routing Other Information and Comments

Default Earnings

Zarnings
Hours or Deemed Special Ended
ngs Units Hours Rate Shift  as of Date

| | |
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9. Adding Comments to an EPAF

Comments can be added to an EPAF by selecting the Other Information and
Comments Tab. Comments entered are viewable by all the individuals
included in the Approval Routing.

Transaction Job Labor Distribution Routing Other Information and Comments
Created Date: |17-Ja4N-2003 Submitted Date: Application Date:
Originator 1D: Submitter ID: Applied to Database By:
Comment: = Date and Time: =
Made By:
Comment: 2 Date and Time:
Made By:
1 3
Comment made by the userID; insert a new record to add comments. |
Record: 171 | | | | <05C=

To add a comment to a transaction:
1) Select the Other Information and Comments Tab.
2) Enter comments into the Comments field.

: : =
3) Click the save icon L=, t0 Save the comments you have entered.
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A. APPENDIX

EPAF FREQUENTLY ASK QUESTIONS
1. What is the difference between when a transaction is “saved” and when
a transaction is “submitted” ?

2. How do | customize my view so that | only see EPAFs that | can take
action on?

3. Can | see all EPAFs that are open from my department?

4. How do | know with certainty that an EPAF has been submitted?

5. What is the difference between terminating the funding for an
employee’s position and terminating an employee’s position?

6. What are the Approvers responsibilities?

7. What are the originators responsibilities?

8. What are proxies?

9. Can an originator have proxies?

10. Can an approver have a proxy?

11. Can an approver also be an originator?

12. How will | know who has approved my EPAF?

13. | am ready to take a Personnel Action using EPAF, What do | have to
do?

14. How do | know the Approval Cateqgory for an Employee?

15. What are the Abbreviations for the Approval Cateqories in EPAF
Phase 1?

16. How do | know which position number to use for a Labor
Redistribution?
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17. Can a Faculty/Staff member have more than one Primary Position?

18. Can a Faculty/Staff member have more than one Secondary Position
number?

19. What is a Secondary Position?

20. Can | add and delete Approval Levels on the Routing tab?

21. How is a Retroactive Labor Distribution handled in EPAFE?

22. What do | do if | notice that there is an incorrect person listed in the
Approval Routing on the “Routing Tab"?
23. How can | search for a Supervisor’s ID and Position number?
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Q1. What is the difference between when a transaction is “saved” and when a
transaction is “submitted”?

A. Saving a Transaction

Saving a transaction allows you to only save the information entered on the
EPAF form. The first time a transaction is “Saved”, the system will
automatically assign a transaction number and change the Transaction Status to
“Waiting”. The transaction does not go into the Approval queue for Approvers
to view or take an action on the transaction. To save a transaction, click the
“Save” icon on the file menu.

B. Submitting a transaction

Submitting a transaction changes the status of the transaction from “waiting” to
pending and the transaction is placed in the routing queue of the individuals
defined on the routing tab of PAF.

Submit Option

& Oracle Developer ~orm9 DAEPAF

File Edit jefaldfalyt-8 Block Item Record Query Tools Help

Save Icon —>

Frafizaction
Submit Transaction

TEEIEYEIEEIEIEE

Delete PAF Fl
Ib: Mext Action -
Transa poyting v
Approy Other Information and Comments | DIST FOR POSN SP6319
Approx e or change FOAPAL
Electronic Approval Summary Form

m Job Lahor Distribution Ro

Q2. How do I customize my view so that | only see EPAFs that | can take action
on?

A. If you are designated as an Approver, you can go to the Approval Summary
form NOAAPSM. On that form set the Transaction Status to “Pending”
and the Queue Status to “Pending”. Setting both statuses to “Pending” will
return all of the transactions that you are required to take action on with a
Transaction status of “Pending” and a Queue status of “Pending”. For more
details on queue status and Transaction Status, see section 8 of the EPAF
Documentation Manual.

Continued on next page
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i Oracle Developer, Forms Runtime - Web: Open > NOAAPSM

File Edit ©ptions Block [tem Record Query Tools Help
BOEIRAER R @EV ™ B REIA L@
e e A =E e Y Status of the s L ~
Transaction
User ID: [semoers | \Prnxy For:
Submitted From Date: @ Transaction Status;,
Submitted To Date: ’7@ Queue Status:
Transackion Informatio Status Of the S/
transaction in your

queue

Q3. How do I see all EPAFs that are open from my department?

A. Unfortunately, no one person can see all of the EPAF’s for a specific
department from either the Approval Summary Form (NOAAPSM) or
Electronic Personnel Action Form(NOAEPAF). However an individual can
see all of the EPAF’s that he/she has been designated to take an action. If
you are designated as an Approver, you can go to the form Approval
Summary from NOAAPSM. On that form set the Transaction Status to
“All” and the Queue Status to “All”. Setting both statuses to “All”” will
return every EPAF that you have ever been designated to take action on,
regardless of the transaction or queue status.

Q4. How do I know with certainty that an EPAF has been submitted?

A. The message area will return the message Transaction Submitted, and the
transaction status changes from Waiting to Pending and the transaction can
be seen on the Approval Summary Form (NOAAPSM).

Continued on next page
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& oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit Options Block Item Record Query Tools Help

BOE AEAEE 3% Dok @8 BE &I HIH1d

Electronic Personnel Action MOAEPAF 7.3 (MUTEMPY [l el e e e e oo el el

Before
Transaction # Pending Change Proxy For: | F|
Submitted D: [200407242 |[7[mrs. Latoya jers o
Transaction: |52? b ‘Waiting Query Date:
/'npproval Category: ’WFLABO C] Position:

Approval Type: LABOR F Create or change FOAPAL Suffix:

Transaction Default Earmings Job Labor Distribution Routing ot

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF
File Edit Options Block [tem Record Query Tools Help

B EIBEAER ST EEE 2 Before

i Transaction
Submitted
W Pending Change Proxy For: (|
ID: [so0s072az [*][Mrs. Latoys Sanders
Transaction: [ze7 *[Pending
Approval Category: |5319L0 F LAR 319
Approval Type: LABOR [T Create or change FOAPAL

Im Default Earmings Joh Lahor Distribution

Q5. What is the difference between “Terminate the funding for a position”
and “Terminating an employee in an employee in a position”?

A. “Ending the funding for a position” allows you to terminate the funding
for a position but NOT terminate an employee from employment. For
example, when a Labor Distribution EPAF is submitted, it is required that
you specify when the funding that you are entering will end. By contrast,
Faculty/Staff are only terminated from employment when a Termination
EPAF is submitted by the Supervisor/Manager, or when a Faculty/Staff
member is terminated involuntary.

Q6. What are the originators responsibilities?
A. The “Originator” is responsible for accurately entering information on the
Electronic Personnel Action Form. The Originator should check the status of
their EPAFs transaction on a regular basis.

Q7. What are the Approvers responsibilities?
A. Check the Approval Summary from NOAAPSM for any transaction with a
status of pending. Approved or Disapproved an action timely.

Continued on next page
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Q8.

QOo.

Q10.

Q11.

Q12.

Q13.

Q14.

What are proxies?

. Individuals authorized to take approval action in the absence of the

approver.

Can an originator have proxies?

. Yes! The proxy of an originator can update or change data on an EPAF in

which he or she did not originate as long as the transaction’s status is
“Pending” or “Return for Correction”.

Can an approver have a proxy?

. Yes! For details on how to take an action as a Proxy for an Approver please

refer to section 7 entitled “Taking an Action as a Proxy” in the EPAF
Documentation Manual.

Can an approver also be an originator?

. Yes! An Approver can also be an originator as long as he or she request both

approver and originator access to the NOAEPAF forms.

How will | know who has approved my EPAF?

. Go to the form NOAEPAF, enter the transaction number and click the

routing tab. The “Queue Status” column next to each individuals name will
give the status of the transaction in their queue. The “Action Date” field will
also be populated with the date the individual made the action.

| am ready to take a Personnel Action using EPAF, what do | have to do?

. First you should check to insure that you have access to the required forms.

If you do not have access, please contact the EPAF Administrator at ext
5282. After you have accessed the form, get into to Brio on the web and run
the Department Position Report to gather the information required to
complete an EPAF.

How do | know the Approval Category for an Employee?

The Approval Category for any employee will always be the numeric
portion of the Faculty/Staff member’s position number and the suffix for the
action that you desire to take. Listed below is a list of the suffixes.

EX New Hire

EG New Hire Grant Funded

Continued on next page
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LD Labor Distribution

RE Reappointment
™ Termination

ST Stipend

HC Hours Change

JC Job Change

LE Employee Leave
RT Return from Leave
TC Title Change

For example, for position number AB1234, to do a Labor Redistribution for that
position the Approval Category would be *1234LD’.

Q15. What are the Abbreviations for the Approval Categories in EPAF Phase 1?
A. Labor Redistribution LD, L1
Reappointment RE, R1
Stipend Existing Position S1, ST
Terminations ™, T1
Q16. How do I know which position number to use for a Labor Redistribution?
A. You will always use the Faculty/Staff member Primary Position for A Labor
Redistribution.
Q17. Can a Faculty/Staff member have more than one Primary Position?
A. No a Faculty/Staff member can only have one active Primary Position
number.
Q18. Can a Faculty/Staff member have more than one Secondary Position
number?
A. A Faculty/Staff member can have more than one active Secondary Position
number.
Q19. What is a Secondary Position?
A. It is a position that a Faculty/Staff member has in addition to his/her Primary

Position.
Continued on next page
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Q20. Can | add and delete Level Codes on the Routing tab?
A. Level Codes cannot be deleted from the Routing Tab. If a code needs to be
deleted you must notify Human Resources via e-mail regarding the change
and Human Resources will update the routing.

Q21. How is a Retroactive Labor Distribution handled in EPAF?

A. A Retroactive Labor Distribution happens when you are to start paying an
employee from a fund and that employee should have been paid from that
fund in prior pay period. In this situation submit the EPAF with a Jobs
Effective Date this greater than the last Paid Date and make a note on the
“Other Information and Comments” tab detailing the date the employee
should have begun being paid from the fund.

B. For example: Professor Scott was awarded the XULA EXCEL grant in
March of this year. In the month of April, Jill is creating a Labor
Distribution EPAF for Professor Scott. Jill is going to pay Professor Scott
from the XULA EXCEL grant starting April 1 make a note in the comments
that Professor Scott should have also been paid from the grant in March.

If more information about how to handle a Retroactive Labor Distribution is
required please contact Human Resources @ ext. 5282.

Q22. What do | do if I notice that there is an incorrect person listed in the
Approval Routing on the “Routing Tab”?

If you observe that an incorrect person is listed on the “Routing Tab” for a
transaction you are involved in, either as an Originator or an Approver, contact
Human Resources immediately @ ext. 5282.

Q23. How can I search for a Supervisor’s ID and/or Position number?
To search for a Supervisor ID:

1. From the Banner form NOAEPAF on the Transaction tab, click in the
Supervisor 1D field.

Continued on next page
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£ oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit Options

Block Item Record Query Tools Help
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[ pending Change  Proxy For: | |
1D: 900407242 [ ¥ [Mrs. Latoya Sanders Generate ID: [
Transaction: F‘ Query Date: lo1-noy-2008 [ Last Paid Date: ,m
Approval Category:  [6319EX | © MEW HIRE FOR SP6319 Position: 5Pe313  [* [Software Systems Programmer
Approval Type: MRE [+ Mew Hire/Re-Hire Suffix: (5
Default Earmiings: Job Labor Distribution Routing Other Information and Comments
Applied
Status Field Name Current Value New Value
"l &
’7 Regular Rate 26,502914 o
[ [sten i
’— Personnel Date 01-1UL-2008
[ [Facter 12
[ [pavs 12
’7 Appointment Percent 100
’7 Hours per Pay 173.33
[ [Hours per Day i
’— Job Status A
[ [supervisar 1D |
Press LIST for valid codes.
Approver Action: Queue Status: l—

Enter new value
Record: 14118

| <08c=

2. Then click the arrow under “New Values”.

3. This button will take you to the Employee search form

Edit Options Block Item Record Query Tools Help

IEEEE!
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Last Name

First Name

Middle Name Change Indicator

[spears [Brittany

Enter the
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|

Enter a guery, press FBto
Reeard 111 |

Case Sensitive Query:

CNo O Yes

execute, Ctrl+0 to cancel.
Frtaron | |
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4. Enter the Supervisor’s First and last name in their respective fields.
5. Click “Execute Query” or “F8” to execute the query.

6. Once the ID field is populated with the Supervisor’s XULA ID, double click the
ID field and you will be taken back to the form NOAEPAF (and the XULA 1D will
be automatically populated in the Supervisor ID field).

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Options Block Item Record Query Tools Help
AETRCEE 9% REE QIS BEIEI&£@1X

& Oracle Developer Forms Runtime - Web: Open > NDAEPAF

File Edit Options Block Item Record Query Tools Help

BOE BRAER 47 DEE G & @B <2

O Pending Change Proxy For: | F|

1D: 500407242 [ 7 [Mrs, Lataya Sanders Generate ID: %]

Transaction: F‘ Query Date: 01-DEC-2008 [_ Last Paid Date:
Approval Category:  [6319EX [ MEW HIRE FOR 5PE319 Position: sPe319 (¥ [softwars Systsms Programmer
Approval Type: HIRE [ Mew Hire/Re-Hire Suffix: L=

Supervisor’s ID

Default Earmiings: Job Labor Distribution Routing Other Information and Comments -
will auto populate
Applied
Status Field Name Current Value New Value h
& ere.

[ Pars I \

[ [appaintment Percen t [ [ /

’7 Haurs per Pay -~

’7 Hours per Day

[ [ob status

M e

0O

M

[ o

’7 ‘Job Locat | ‘ ~

Press LIST for valid codes. :
Approver Action: Queue Status:

Enter new value,

To Search for
the Supervisor’s Position from NOAEPAF:

1. Click the down arrow click the arrow under “New Values”
2.You are then taken to the form NBIJLST. From this form enter the

Supervisor’s ID, then click the “Next Block™ icon or Ctrl+PageDown, to get the
next block of the form.
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Enter the
Supervisor’s
ID here

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF - NBLILST

File Edit Options Block Item Record Query Tools Help

BOE REEE BT
Job 1

nguiry NBIILST 7.0 (XUTEMP)

: (300339730 [ [ms. Brittany M, Spears Query Date:  [01-Nov-zoos [
Once the search is  .gm & T e “m A
[ g [ ] [ [
executed, the VAl B
Supervisor’s Posn — B -
will M n
be populated - -
[ [
O C —
Job Employee Pay Job Change
Effective Date  Status Description Class D COA  Organization Reason Employer
01-1UL-2008 [ Training Manager oz [ran Z 7oz 00012 o
[ ] [ [ ]
[ [ ] [ [ ]
[ [ [ I |
[ [ [ J C_J (|
[ [ ] O [
[ [ ) 0O L] [
[ [ (] O ]
(] (] (] L] ) &
Position Number, | 'J
Record: 111 | | | | =08C>

3. Select the Supervisor’s position, and then double click it to be returned to
NOAEPAF.

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF - NBLILST

File Edit Options Block Item Record Query Tools Help
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