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EPAF Perm Employees and Perm Faculty Teaching Overload 
 

 Perm employees and faculty receive benefit from the HR/Employee perspective. 

 

 Perm employees and faculty teaching during an academic term are doing so in addition to 

their regular position. 

 

 The XCxxxx position is assigned to teach during the academic term, do not use their 

regular positon. 

 

 Be sure to start your EPAFs before the month in which they are effective. You can 

experience unnecessary errors when EPAFs are created after the effective date. 
 

Use Overload Perm Faculty EPAF for Perm Faculty teaching an overload, paid one payment at end of 

term May or December. 
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Assume you are assigning position number XC1984 for Fall 2020. She has been assigned 

XC1984-04 in the past. You will want to set up XC1984-05 for Fall 2020. 
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Review to confirm correct EPAF used, correct employee and term 
 
 
 
 
 
 
 
 
 
 
 

Enter the amount to be paid in 1 payment in the Annual Salary field 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The New Effective Date defaults to whatever ‘today’ is. Update the Effective Date with the 

Begin Date listed above. 
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In this case, it will be 12/01/2020. 
 

 
 
 
 
 
 
 
 

Job Termination Information 
 

 
 
 
 
 
 
 
 
 

Review the approvers or enter approvers if you did not set up the default routing queue. 
 

 
 
 
 
 
 
 
 
 
 

Add Dist Ed if using Dist Ed funds. Be sure to select Approve and Save and Add New Rows 
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Enter Comments and Save 
 
 
 
 
 
 
 
 
 
 
 

 
Message indicates the EPAF saved successfully. Review EPAF before Submit 

 
 
 
 
 
 
 
 

 
 
Message indicates Transaction Successfully Submitted 
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Use Non Faculty Teaching EPAF for Perm Employee Non Faculty teaching an overload, paid 3 
payments monthly Spring term (March, April, May) or Fall term (October November, 
December) 

 

 
 

Assume you are assigning position number XC9833 for Fall 2020. He has been assigned XC9833-01 in the 
past. You will want to set up XC9833-02 for Fall 2020. 

 
 
 
 
 
 
 
 
 
 

Review to confirm correct EPAF used, correct employee and term 
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Enter the amount to be paid in 3 payments in the Annual Salary field 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Job Termination Information 
 
 
 
 
 
 
 

 
Review the approvers or enter approvers if you did not set up the default routing queue. 
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Add Dist Ed if using Dist Ed funds. Be sure to select Approve and Save and Add New Rows 
 

 
 
 
 
 
 
 

  

 
 
Enter Comments and Save 

 
 
 
 
 

 
 
 
 
 

 
Message indicates the EPAF saved successfully. Review EPAF before Submit 
  

 
 
 
 
 
 
 
 
 

             Message indicates Transaction Successfully Submitted 


