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Chair, Endowed, Administrative Stipends Perm Employees 

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

 

Select Employee Tab 

Choose Electronic Employment Action from menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Set Up Default Routing Queue, select Originator Summary 
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Select Default Routing Queue 

 
Choose Approval Category from drop down list and select Go. 

For each Approval Level, select the User Name. This is a sample list, the list you see may be different. 
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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 

 

 
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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Type in the Banner ID 

 

Hit tab or enter 
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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. 

 
 

This shows the employee’s active jobs today. 

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

 
 

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. 

 
 
 
 

 

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. 

 



  

EPAF PERM EMPLOYEE RECEIVING 
STIPEND WITH END DATE  

FORM  

 O f f i c e  o f  H u m a n  R e s o u r c e s  –  H R I S  D e p a r t m e n t  

 

North Carolina Central University | EPAF Perm Employee Receiving Stipend with End Date:  06292020     Page 7 of 9 

 

Middle section of the electronic action shows the position information. If position number is incorrect, 

click New EPAF to start over. 
 

 

  

 

 

 

  

 

 

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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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).  
 

 

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

 

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. 

 

The Comment field is required. 

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



  

EPAF PERM EMPLOYEE RECEIVING 
STIPEND WITH END DATE  

FORM  

 O f f i c e  o f  H u m a n  R e s o u r c e s  –  H R I S  D e p a r t m e n t  

 

North Carolina Central University | EPAF Perm Employee Receiving Stipend with End Date:  06292020     Page 9 of 9 

 

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. 

 


