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EPAF Reminders

Make sure you know if you are setting up an EPAF for a Perm Employee(with
benefits), Perm Faculty (with benefits) or Adjunct Faculty (no benefits). There are
separate EPAFs for each employee type.

Remember to click on All Jobs to see the employee’s history so you knowwhich
position suffix to use.

Double check to see if you’ve created an EPAF that has not been approved/completed
yet so you don’t accidentally reuse the same positionand suffix for the same
employee.

Double check the details on the EPAF such as effective date, number of pays and
term date. If the information does not seem logical, you may beusing the wrong
EPAF or we may need to create or give you access to another EPAF so the correct
payment details and information can be processed.

Create EPAFs before the effective date. There are less errors that pop up ifthe EPAF is
created before the effective date.

Review your Originator Summary to ensure that all EPAFs you submittedhave been
processed. Reach out to ARMO for any not completed.

Check your default routing queue each term. If you need to update them,reach out
to Melanie for assistance.

XCxxxx positions are for Perm Employees and Perm Faculty

FAxxxx (Spring and Fall) and SSxxxx (Summer) positions are for Adjunct Faculty.
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