EPAF PERM EMPLOYEE RECEIVING
STIPEND WITH END DATE
FORM ©

Office of Human Resources — HRIS Department

Chair, Endowed, Administrative Stipends Perm Employees

Log into myEOL and select Banner SSB from myEOL Administrative and Academic Services menu

Administrative & Academic Services

Banner SSB
Banner ¢ BEDM E BlackBoard E Chrome River DegreeWorks Eagleapps

Select Employee Tab

Personal Information Employee

search| e
ACCESSIBILITY SITE MAP HELP EXIT

Main Menu

Personal Information

View and update addresses, contact information or marital status; review name or social security number change information; Change your PIN; Customize your directory profile.
I Employeq

.

timesheets, benefits and deductions, pay information, tax forms and direct deposit information.

Choose Electronic Employment Action from menu

Personal Information #a0Td AV

Search[  [[eo
RETURN TO MENU SITE MAP HELP EXIT

Employee Main Menu

Biweekly Timesheet
Students & SHRA temp hourly employees only

Leave Balances
Monthly Leave Reports

Benefits and Deductions
View your retirement plans, Health insurance information, Flex spending accounts, miscellaneous deductions.

Pay Information
Update or View your Direct Deposit breakdown & View your Pay Stubs.

Tax Forms
Change W-4 information; View your W-2 Form.

I Electronic Employment Actions I

Set Up Default Routing Queue, select Originator Summary

Personal Information JayT LT

Search | H Go |

RETURN TO EMPLOYEE MENU  SITE MAP  HELP EXIT

Electronic Personnel Action Form

New Epaf

I Qriginator Summary I
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EPAF PERM EMPLOYEE RECEIVING
STIPEND WITH END DATE
FORM ©

Office of Human Resources — HRIS Department

Select Default Routing Queue

EPAF Originator Summary

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

Transaction Status: |41

© No transactions found in your queue.

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

EPAF Default Routing Queue

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

Approval Category: [Not Selected V‘

Approval Queue

Approval Level User Name Required Action

‘Not Selected V‘Q| |
[Not Selected V\Q| |
[Not Selected Q| |
‘Not Selected V‘Q| |

Save and Add New Rows

Choose Approval Category from drop down list and select Go.

Personal Information JEOTNTT-)

Search

EPAF Default Routing Queue

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

Approval Category: | Endowed Stipend Paid Monthly, STP002 "‘

Approval Queue

Approval Level User Name Required Action

[ Mot selected v Q‘ |
[ Mot selected v Q‘ |
(Mot Selected v |
(Mot Selected v |

EPAF Default Routing Queue

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

Approval Category: [Endowed Stipend Paid Monthly, STP002 ~|[co]

Approval Queue

Approval Level User Name Required Action

[50 - (DEPT) Dept Budget v | [Approve ]
[75 - (FACACT) Faculty Action v |
[75 - (FACACT) Faculty Action v | [Approve ]
[80 - (BUDGRT) Budget & Grants v | [approve ]
[91 - (HUMRES) Human Resources V‘Q‘ l @

For each Approval Level, select the User Name. This is a sample list, the list you see may be different.
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@ Valid Values - Google Chrome o8 8 j =@l s

#& ssbprod-nccuuncecs.edu/pls/N PROD/bwpkepal.P_DispValidVa Q

eDefaultRouting# Qv o Ml » e :

Focus Hosting 3% MR Banner Access F. ™ ITS Forms and Doc. @ Support | Evisions @ PA Production [Jl] PowerSchool Com. » Other bookmarks

Valid Values
Search: Go

User Names,

50 - Dept Budget

|Beard, Audrey W. (AWBEARD)
|Brooks, Jocelyn W. (JSBROOKS)
e e e s AR AN AR
| Griffin, Melanie (MGRIFF27)

|Moultrie, William R. (WMOULTRI)

|Nelson, Anthony C. (ACNELSON)

Philpott, Anthony E. (APHILPOTT)

|Roughen, Patrick F. (PROUGHEN)

12l Level, User ID and action.
v /| Go
Select Required Action
Approve B
Exit Window
Approve 2
RELEASE: 8.12.1.5 Approve v
Approve v
©2018 Ellucian Company L.P. and s affliates.

- Apply v
Not Selected [0S Not Selected v
Not Selected v a Not Selected v
Not Selected v Q Not Selected v
Not Selected v Q Not Selected v

+ Mandatory Levels defaulted from Electronic Approval Category Form (NTRACAT).
Save and Add New Rows

EPAF Originator. Summary

Bl oo e ® S c(e]e R

Dept Budget — select the person in your area responsible for Budget approval
Faculty Action — select Lora Bynum

Faculty Action — select Malissa Evans Hall

Budget — select Melissa Hill

Human Resources — select Connie Boone

Click Save and Add New Rows

Routing Queue

Approval Level User Name Required Action
[50 - (DEPT) Dept Budget | [coominig | charmaine R. Dominique Approve
[75 - (FacACT) Faculty Action | [Levnum | Lora pettiford Bynum Approve
[75 - (FacACT) Faculty Action | [MEVANSHALL | Malissa Nicole Evans-Hall Approve

‘80 - (BUDGRT) Budget & Grants ‘Q‘MNH]LL ‘ Melissa N Hill Approve

Il

‘91 - (HUMRES) Human Resources ‘QJCBOONE ‘ Connie Boone Apply

Your Default Routing Queue is set up. When creating an EPAF, you typically will not need to change the
Routing Queue.

Select Return to EPAF Menu to get back to the beginning and Select New EPAF.
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Personal Information JSuTlivErd
Searchl | G
RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

Electronic Personnel Action Form

New Epaf
Qriginator Summary
Approver Summary
Update Proxies

Act as a Proxy

RELEASE: 8.8.2

© 2018 Ellucian Company L.P. and its affiliates.

Type in the Banner ID

New EPAF Person Selection

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

* - Indicates a required field.

I ID: *| i & Q
Query Date: MM/DD/YYYY* (1/29/2020
Approval Category: * Not Selected v

[Go]

Hit tab or enter

New EPAF Person Selection

"7 Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval

% - indicates a required field.

1D: *|32035340? | |Yo|anda M VanRiel |E=J Q
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EPAF PERM EMPLOYEE RECEIVING
STIPEND WITH END DATE
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Office of Human Resources — HRIS Department

Enter the Effective Date of the Stipend in the Query Date Field (such as 07/01/2020 Endowed Stipend).
Select the Approval Category from the drop down list.

Personal Information
Search | |

New EPAF Person Selection

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

% - Indicates a required field.

ID: * |320953407 | |Yo|anda M VanRiel |'ﬁ Q
Query Date: MM/DD/YYYY |g7/01/2020
Approval Category: ¥ | Endowed Stipend Paid Monthly, STP002 hd
| —
f=1a)

This shows the employee’s active jobs today.

ID: * 820853407 | [Yolanda M vanRiel |&Q

Query Date: MM/DD/YYYY*

Approval Category: * [ Endowed Stipend Paid Monthly, STP002 v
[ Go|

Employee Job Assignments
Type |Position|Suffix|Title Time Sheet Organization|Start Date |[End Date|Last Paid Date|Status
Primary|610631 |00 Professor|10714, Nursing Jul 22, 2019 May 31, 2020 |Active

All Jobs

Click All Jobs to display all jobs the employee has ever held.

* - indicates a required field.

ID: * 820853407 | [Yolanda M vanRiel |& Q

Query Date: MM/DD/YYYY3 \07/01/2020

Approval Category: * [ Endowed Stipend Paid Monthly, STP002 v

[o]

Employee Job Assignments
Type |Position|Suffix|Title Time Sheet Organization|Start Date |End Date|Last Paid Date Status|
Primary|610631 (00 Professor|10714, Nursing Jul 22, 2019 May 31, 2020 |Active I

Active Jobs

This is important to determine which position suffix to use if the employee has been assigned
the same position number previously. Perm employee receiving a stipend use XCxxxx position
numbers.
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Use suffix ‘00’ if the employee has never been assigned that position before. If the employee has been

assigned the position number before, the ‘suffix’ entered on the next screen will be the next number

sequence up from the prior position/suffix. Select Go to get to the next screen.

Type in the position number and suffix. Then select Go.

ID: Yolanda M VanRiel, 820853407
Query Date: Jul 01, 2020
Approval Category: Endowed Stipend, STP002

Jobs Update, JOBUPD

Search|Type |Position Suffiy Title Time Sheet 0rganization|5tart Date |End Date|Last Paid Date|Status Select
Q. New Job [ |
O]
Primary 610631 00 Professor|10714, Nursing Jul 22, 2019 May 31, 2020 |Active o

ID: Yolanda M VanRiel, 820853407
Query Date: Jul 01, 2020
Approval Category: Endowed Stipend, STP002

Search[Type [Position Suffix [Title Time Sheet Organization Start Date [End Date[Last Paid Date|Stat 1
Q New Job\xc4201 00 tra Comp - Admin|50722, Innovation Award - IDC 03| ®
e

23

m

Primary [610631 00 Professor 10714, Nursing Jul 22, 2019 May 31, 2020 |Active

| All Jobs [

[iext Approval Type | [Go

Top section of electronic action shows you the Employee Name, Banner ID and Term selected. If the
wrong employee or term was selected, click New EPAF to start over.

Electronic Personnel Action Form

P Enter the information for the EPAF and either Save or Submit.

| Name and ID: Yolanda M VanRiel, 820853407 l
+ t Québry Date: Jul 01, 2020

T & Siat

| Approval Category: Endowed Stipend Paid Monthly, STP0O2

Save

New EPAF | EPAF Originator Summary

Return to ERAE Menu

Approval Types | Routing Queue | Comments | Transaction Hist
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EPAF PERM EMPLOYEE RECEIVING
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Middle section of the electronic action shows the position information. If position number is incorrect,
click New EPAF to start over.

Jobs Update, XC4201-00 Extra Comp - Admin
Item Current Value New Value
Job Start/Stop Date: MM/DD/YYYY# In?;m;znzﬂ |
Begin Date: MM/DD/YYYYx l07/01/2020 | |
Personnel Date: MM/DD/YYYY % lg?;m;zclzﬁ |
Job Status: (Mot Enterable)
Employee Class Code: (Not Enterable)
Job Change Reason: (Not Enterable) W
Annual Salary: * | 12000 |
FTE: (Mot Enterable) |D |
Factor: # 11 |

| Pays: % 11 | |
Contract Type: (Not Enterable) E
Step: (Not Enterable) ‘:\

In the Begin Date field — enter the Effective Date of the stipend (in this case 07/01/2020)
In the Job Start/Stop Date field — enter the Effective Date of the stipend (in this case 07/01/2020)
In the Personnel Date field — enter the Effective Date of the stipend (in this case 07/01/2020)

In the Annual Salary field - enter the salary amount for the stipend

In the Factor and Pays fields — enter in the number of months to divide the stipend for the
employee —(in this case it’s 11 because the employee will be paid $12,000 over 11 months,
July to May, your stipend may be different)
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FORM ©

This section displays the termination information.
In the Job Start/Stop Date field — enter the date the stipend ends (05/31/2021 as an example).

Office of Human Resources — HRIS Department

EPAF PERM EMPLOYEE RECEIVING
STIPEND WITH END DATE

End Job Record, XC4201-00 Extra Comp - Admin

Item Current Value New Value

Job Start/Stop Date: MM/DD/YYYY % |05;’31j2021

Job Status: (Not Enterable)
Job Change Reason: (Not Enterable)

Routing Queue will default in once you set up Routing Queues.

Approval Level
50 -
75~
75\~
80 -
91 -

Routing Queue

User Name

(DEPT) Dept Budget Q |coomInIQ Charmaine R. Dominique
(FACACT) Faculty Action Q [LBYNUM Lora Pettiford Bynum
(FACACT) Faculty Action Q [MEVANSHALL Malissa Nicole Evans-Hall
(BUDGRT) Budget & Grants Q [MNHILL Melissa N Hill

(HUMRES) Human Resources Q, [cBOONE Connie Boone

Required Action
Approve

Approve

Approve

Approve

Apply

If any of these employees need to be replaced you can select another employee from the list. However, if

it’s a permanent approval change, it should be changed on your Default Routing Queue.

If using Distance Education funds, add Approval Level, select User Name and Required Action of Approve.
If any of these employees need to be replaced you can select another employee from the list. However, if

it’s a permanent approval change, it should be changed on your Default Routing Queue.

Routing Queue

Approval Level User Name Required Action
50 - (DEPT) Dept Budget Q CDOMINIQ Charmaine R. Dominique Approve
75 - (FACACT) Faculty Action Q LBYNUM Lora Pettiford Bynum Approve
75 - (FACACT) Faculty Action Q |MEVANSHALL Malissa Nicole Evans-Hall Approve
80 - (BUDGRT) Budget & Grants Q [MNHILL Melissa N Hill Approve
91 - (HUMRES) Human Resources Q [cBOONE Connie Boone Apply
| 70 - (DISTED) Distance Ed Funds Q [pscotTon Paulette S. Morrison-Danner Approve
The Comment field is required.
‘ Endowed stipend - ABC endowment July 2020 to May 2021
4

Click Save, Review any errors. Once confirmed, click Submit to move it to the next person/role in the queue.
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Other Notes:

If you start an EPAF but can’t complete it. You may save it and come back to it later in the Originator
Summary. It can be voided, deleted or click Update to continue working on it.
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