WELCOME

EPAF Rev1ew



OBJLECTIVES

» Introduce ePAFs i Self-Service 9
> Review the changes

» Answer any questions
» To get employees paid

correctly and 1n a timely manner



UNC
Faculty Adjuncts Unclassified <51%
Faculty Overloads Overload (Support
Unclassified Teaching Non-Teaching Staff)
ECLS 17 23 23
615200 - Overloads
615100 - Adjuncts
615150 - WSU Retirees
611108 - Unclassified Overload 611110
Account Number Teaching 611107 611150 - WSU Retirees

Position Number

A = Adjuncts (includes WSU Retirees
and Unclassified teaching)
V = Faculty Overloads

V = Unclassified
Overloads

B = Support Staff

Suffix

F1, etc

F1, etc

F1, etc

Deadline to HR:

September 9, 2019

Job Effective September 1, 2019
Job Personnel August 26, 2019
Job End Effective ] December 31, 2019
Job End Personnel_ December 7, 2019
Factor and Pay 4

\
EPAF

Matrix

Your semester
guideline for
preparing EPAFs.

——> | This is the first day of the month in which the employee should be paid. This is

This is the first day the employee is scheduled to work..

This is the last day of the month in which the contract ends.

This is the last day the employee actually performs the wor.




Summer 2016 EPAF Matrix

Faculty Adjuncts Unclassified UNC
Faculty Overloads Overload <51%
Unclassified Teaching Non-Teaching (Support Staff)
Pay ID SU SU SU
ECLS 17 23 23
Earn Code SUM SUM SUM
615300 - Faculty Summer
615302 - Overloads
615305 - Adjuncts
615350 - WSU Retirees 611111
Account Number| 611112 - Unclassified Overload Teaching 611106 611151 - WSU Retirees

A = Adjun

cts (includes WSU Retirees and
Unclassified teaching)

V = Unclassified

Position Number| V = Faculty Overloads Overloads B = Support Staff
Summer A Suffix Al, etc Al, etc Al, etc
Summer B Suffix| B1, etc B1, etc B1, etc
Summer C Suffix| C1, etc C1, etc C1, etc
Summer D Suffix| D1, etc D1, etc D1, etc
Summer E Suffix| El, etc El, etc El, etc
Summer H Suffix| H1, etc H1, etc H1, etc
Summer J Suffix| 11, etc 11, etc 11, etc

EPAF

Matrix

Your semester
guideline for
preparing EPAFs.

DEADLINE TO HR:

May 12, 2016

June 10, 2016

May 12, 2016

May 12, 2016

June 10, 2016

July 13, 2016

August 15, 2016

Dates to use: Summer A Summer B Summer C Summer D Summer E Summer H Summer)
Job Effective May 1, 2016 June 1, 2016 May 1, 2016 May 1, 2016 June 1, 2016 July 1,2016 August 1, 2016
Job Personnel May 9, 2016 June 20, 2016 May 9, 2016 May 9, 2016 June 1, 2016 July 1,2016 August 1, 2016
Job End Effective June 30, 2016 July 31,2016 July 31, 2016 May 31, 2016 June 30, 2016 July 31,2016 August 31, 2016
Job End Personnel” | June 16, 2016 July 28,2016 July 28, 2016 May 31, 2016 June 30, 2016 July 31,2016 August 31, 2016
Factor and Pay 2 2 3 1 1 1 1

|| May31,June30 | June30,luly29 | May 31, June 30, July 29 | May 31 | June 30 | July 29 | August 31

——> | This is the first day of the month in which the employee should be paid. This is also your que

This is the first day the employee is scheduled to work..

This is the last day of the month in which the contract ends.

This is the last day the employee actually performs the work.




Deadlines

The EPAF matrix indicates a “Deadline to HR”
The EPAF must be approved prior to the Deadline.

Payroll Deadline can be found on Payroll’s Website:

All required supporting documentation must be approved
and received in HR prior to the Deadline.

The Department is responsible for ensuring the EPAF is
approved and all the requirements are met prior to the
Deadline.

Failure to comply will result in a delay of pay!

( y A& 4
DUE DATES ARE CLOSER
THAN THEY APPEAR



https://www.wright.edu/human-resources/payroll-schedules

Welcome to the Wingslixpres
[Landing Page

Login to Wings Express
(Employee Self-Service)




T'o Create a Create a

Faculty Overload

VVRIGHT STATE UN]VERSITY Q ‘ Baker, Carmon R.

Home « Personnel Actions

Electronic Personnel Action Forms

EPAF Approver Summary EPAF Originator Summary
All EPAFs that you need to currently act upon are displayed Displays only those EPAF transactions that you have
in the Current tab. The queue status will be Pending, FYI, or originated.
More Information.
=
New EPAF Act as a Proxy
Allows you to create a new transaction. Available to all self-service EPAF users who have been

given proxy privilege.

EPAF Proxy Records

Allows you to specify and authorize one or more users to
approve EPAFs in your absence.



Searching for an Employee

WRIGHT STATE UNIVERSITY #% (g Baker Cam

ome « Pesomelfctons - Rewfrirresnse®New in Employee Self-Service 9: “Is an employee” checkbox! Please
New EPAF Person Selection note: A person maybe listed as employee, however their employment
might be terminated or student or graduate school employment

@ Check the box to limit fo search an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the SSN/SIN/TIN. Select Go. A percent sign may be used as a wildcard.

U
Is an employee or

@ * indicates a required field. Enter an ID, select the link to search for an ID, or generate an |D. Enter the Query Date afjelect the Approval Category. Select Go.

SSN/SIN/TIN

First Name Last Name

rowdy raider

Enter or Generate New ID

Enter Last Name and First Name, or UID (ID) or
SSN, check the “is an employee” box and click
search

Generate new ID

Query Date *

02/20/2024

Approval Category *



Searching for an Employ

WRIGHT STATE UNIVERSITY % (g Baker, Camon R

Home - Personnel Actions - New EPAF Person Selection

Person Search Result

D 2 Last Name < First Name 2 Middle Name Birth Date Name Type

00894120 Raider Rowdy 0101

Select employee from the list

Results found: 1




Query Date

WRIGHT STATE UNIVERSITY

Home Personnel Actions New EPAF Person Selection

@ Check the box to limit to search an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the SSN/SIN/TIN. Select Go. A percent sign may be used as a wildcard

First Name Last Name D SSN/SIN/TIN

rowdy raider Is an employee or or m

Enter or Generate New ID

@ *indicates a required field. Enter an ID, select the link to search for an ID, or generate an |D. Enter the Query Date and select the Approval Category. Select Go

U00994120 Query Date should always be the
} first day of the month that the

Employee should be paid or should have been paid.

Generate new ID

Query Date *

Approval Category *




Approval Categories

Hi For new to WSU Hires Only )
Ire a eAdjuncts
New «Support Staff
. *Previous Student or GA employment does not count as employment for the
AdJ unct purposes of “Hire an Adjunct”.
\\ )
Rehire or For established WSU Employees )
eReturning Adjuncts and Support Staff
Cree.lt.e an «Existing Unclassified Employees Teaching
Additional *Any previously hired employee, excluding Grad and Student Employment
; *Please note: Current hourly employees are ineligible to perform Adjunct,
L Ad]UI’]Ct Job Support Staff and/or Unclassified Overload Contracts. |
For established WSU Faculty )

Createa .1 pay Overload Teaching
«To pay for additional work performed (honorariums, summer research, etc
Faculty o p ‘ ’

Overload
L ,




Approval Categories

WRIGHT STATE UNIVERSITY # (g Baker,CamonR.

Home Personnel Actions New EPAF Person Selection

Enter or Generate New ID

@ " indicates a required field. Enter an ID, select the link to search for an D, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

D~

U00994120

Rowdy Raider

Generate new ID

Query Date *
0310172024 Using the descriptions provided, click the
Approval Catagory drop down and select the appropriate
N approval category
Q,
Rehire or Create Additienal Adjunct Job, AJ0002 -

Hire A New Adjunct, AJ0001

Create Faculty Overload Job, QJ0001




Approval Categories

Rowdy Raider 1s FT Faculty,

the Approval Category should be Create
a Faculty Overload

WRIGHT STATE UNIVERSITY o] & Baker, Carmon

Home Personnel Actions New EPAF Person Selection

@ Check the box to limit to search an Employee. Enter the Last Name and or First Name, or enter an 1D, or enter the SSN/SIN/TIN. Select Go. A percent sign may be used as a wildcard.

First Name Last Name ID SSN/SIN/TIN

rowdy raider Is an employee or ar m

Enter or Generate New ID

@ ™ indicates a required field. Enter an 1D, select the link to search for an 1D, or generate an |D. Enter the Query Date and select the Approval Category. Select Go.

D~

U00994120

Rowdy Raider

Generate new ID

Query Date *
03/01/2024

Approval Category *

Create Faculty Overload Job, 0J0001 v




\
Position and Suthix Selection

»  Axxxxx = Adjunct
» Any teaching resulting or contributing to a grade
» Unclassified Employee Teaching
» STEM School Substitutes

» Bxxxxx = Support Staff
» Non-teaching related activities, i.e. Research.

» Teaching/Academic related activities, i.e. Program
Director/Coordinator, HS/Pre-College/College Credit Plus
courses, Campus Rec.

» Vxxxxx = Faculty Overload

» FT Faculty: Courses over their normal teaching load, Summer
Research and Teaching (Academic Faculty only), Summer
Advising, Course Development, Commencement Performances,
etc.



Position and Suthx Selection

» The position number must correspond to the Budget Org
in the Labor Distribution, and vice versa.

» Feel free to give your HR Ops Analyst a call if you are
uncertain of the position humber you should be using.

Helpful Hint: if you must change the Organization Code
in the Labor Distribution, it’s probably

NOT the right position number.



Position and Suthx Selection

WRIGHT STATE UNIVERSITY

Home Personnel Actions New EPAF Person Selection

@ Check the box to limit to search an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the SSNISIN/TIN. Select Go. A percent sign may be used as a wildcard.

First Name Last Name ID SSN/SIN/TIN

rowdy raider Is an employee or or

Enter or Generate New ID

@ *indicates a required field. Enter an |D, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

ID*

u00994120

Rowdy Raider ]

Generate new ID

Query Date

03/01/2024 .
Click Go.

Approval Category *

Create Faculty Overload Job, 0]0001 W

To see a list of all jobs, past and present, select All Jobs

Employee Job Assignments

Type Position Suffix Title Time Sheet Organization Start Date End Date Last Paid Date Status
Secondary 934085 00 Adminisiraive Support Coordinator 218500, Department of Human Resources 01/05/2022 Acfive
Primary 999253 00 Athletics Marketing Prog Mgr IACSS5, Intercollegiate Athletics 02/01/2022 106312023 Acfive




Position and Suffix Selection

Home Personnel Actions New EPAF Person Selection New EPAF Job Selection

New EPAF Job Selection

@ Enter or search for a new position number and enter the suffix, or select the link next to Position

Details
D Query Date Approval Category
Rowdy Raider, U00994120 03/01/2024 Faculty Overload Job, GJ0001

Greste  Faculty Overioad Job, OVLOO1 To search for a position number not listed, click the magnifying glass

Select Type Position Suffix Title Time Sheet Organization Start Date End Date Last Paid Date Status
New Job Q /

Secondary 934065 o0 Administrative Support Coordinator 218500, Department of Human Resources 01/05/2022 Acfive

Primary 999253 o0 Athletics Marketing Prog Mgr IACSS5, Intercollegiate Athletics 02/01/2022 10/31/2023 Acive

Secondary 998782 o0 Clinical Assistant Professor 251400, Kinesiclogy & Health 07/01/2022 06/30/2023 Terminated
Secondary 999135 o0 Instructor 285000, Biomed & Human Factor Enginr 08/01/2022 0713172023 05/31/2023 Terminated
Secondary 999253 BN Bonus: Ticket Sales IACSS5, Intercollegiate Athletics 01/01/2023 01/31/2023 Terminated
Secondary CL9997 T1 WOOC - Custodial Service Worker Lead TCO73D, Physical Plant WOOC 03/01/2023 04/30/2023 Terminated
Secondary P8918T Interim Chair. Computer Science 282000, Computer Science 0115/2023 06/15/2023 Terminated
Secondary PE9EES (1] 250000, Dean's Office-Hith Educ & Hum Sves 0310172023 0430/2023 04/30/2023 Terminated

m Hext Approval Type “

A list of current and previous positions will be listed or insert a new posi
suffix in the New Job Position and Suffix Field. NOTE: Watch for the ap
ePAF Matrix will provide the suffix information!




\
Select a Positon Number and Suf

Searching for a Position Number

WRIGHT STATE UNIVERSITY #* Q) Ba

g i i e eClasses: 17 for Adjunct and Overload,
23 for Support Staff

COA Budget Organization

Al v Al v ﬂ

@ Enter search criteria and select Go. Then select the link under Position fo select it

Position Number Employee Class

& ~

WRIGHT STATE UNIVERSITY

00, Admin wiFaculty Rank Academic|

10, Agmin wiFsculty Rank Fisesl

Home + Personnel Actions « New EPAF Person Selection « New EPAF Job Selection

11, Faculty FT Academic

12, Faculty PT Academic 51-74%

@ Enter search criteria and select Go. Then select the link under Position fo select it.

Position Number Employee Class COA Budget Organization

Al

Al v

OA: Chart of Accounts,
s W, Wright State University

W, Wright State University A

| Q

Al

al

W, Wright State Uriversity

Home Personnel Actions New EPAF Person Selection New EPAF Job Selection

@ Enter search criteria and select Go. Then select the link under Position to select it.

Position Number Employee Class COA Budget Organization

All v W, Wright State University w All ~ ﬂ

Scroll and find the Budget Org in

210707, Strategic Inifiatives

the FOAP from the Labor Distribution |.-.ce -

210715, University Compiiance




\
Select a Positon Number and Suf

Searching for a Position Number

WRIGHT STATE UNIVERSITY # (g Baker CarmonH

Home « Personnel Actions « Mew EPAF Person Selection « New EPAF Job Selection

New Position Selection

@ Enter search criteria and select Go. Then select the link under Position fo select it

Position Number Employee Class COA Budget Organization

.
17, Faculty PT Adjunct v . Wright State University v 233203, R/E Fees Film Class Private Voice ~ E < l] C k go

WRIGHT STATE UNIVERSITY ¥ (L Baker CarmonR

Home » Personnel Actions + New EPAF Person Selection » New EPAF Job Selection

@ Enter search criteria and select Go. Then select the link under Position to select it.

Position Number Employee Class COA Budget Organization

17, Faculty FT Adjunct v W, Wright State University v 233203, RUE Fees Film Class Private Voice v m

Select a position

Position ~  Title % Employee Class % COA % Budget Organization s Start Date End Date
AgaT21 Adjunct 17, Faculty PT Adjunct W 233202, RIE Fees Film Class Private Vbice 01/01/2008
VBazs1 Faculty Overioad 17, Faculty PT Adjunct W 233202, RIE Fees Film Class Private Vbice 07012015

If an appropriate position number is not found when searching by the Bud
your assigned HR Associate and request a new position number. Pleas
type of position (adjunct, support staff, overload), FOAP and



Home Personnel Actions

New EPAF Job Selection

Select a Position

WRIGHT STATE UNIVERSITY

New EPAF Person Selection New EPAF Job Selection

Number and Sut

@ Enter or search for a new position number and enter the suffix, or select the link next to Position.

Details

ID

Rowdy Raider, UD0994120

Create a Faculty Overload Job, OVL001

Select Type

New Job

Secondary
Secondary
Secondary
Secondary

Secondary

Click the checkbox next to the position and suffix and click go

Position

V89251 Q
984065
999253
998782

999135

P29865

Next Approval Ty

Query Date
03/01/2024

Suffix

Title

Faculty Overioad

Administrative Support Coordinator

Athletics Marketing Prog Mgr

Clinical Assistant Professor

Instructor

Bonus: Ticket Sales

WOOC - Custodial Service Worker Lead

Interim Chair, Computer Science

Stipend: Interim Mascot

Approval Category

Faculty Overload Job, 0J0001

Time Sheet Organization
233203, R/E Fees Film Class Private Voice
218500, Department of Human Resources
IACS5, Intercollegiate Athletics
251400, Kinesiology & Health
285000, Biomed & Human Factor Enginr
IACS55, Intercollegiate Athletics
TCO73D, Physical Plant WOOC
282000, Computer Science

250000, Dean's Office-Hith Educ & Hum Sves

Start Date

01/05i2022

02/01/2022

07/01/2022

08/01/2022

01/01/2023

03/01/2023

011512023

03/01/2023

End Date

08/30/2023

0713172023

01/31/2023

04/30/2023

06152023

04/30/2023

Last Paid Date

1003112023

05/31/2023

04/30/2023

Status

Aclive

Aclive

Terminated

Terminated

Terminated

Terminated

Terminated

Terminated



Create a Faculty Overload

WRIGHT STATE UNIVERSITY

Home Personnel Actions New Personnel Action

tonie Parsonnel Acton Form The query date will populate the Job Effective
Date and the Personnel Date. Note: You may need
Details to change the dates!!

Mame and ID
Rowdy Raider, U00994120

Transaction Status Approval Category

Create Faculty Overload Job, OJ0001

The Correct Dates are extremely important!!

Query Date
03/01/2024

(@ Enter the information for the EPAF and either S Submi

Create a Faculty Overlo 251-S2 Faculty Overload

Helpful Hint: Use the ePAF Matrix!!
= 5] oove Job Effective and Personnel Dates
are provided for common ePAFs.

Job Begin Date *

03/01/2024
Jobs Effective Dat

03/01/2024

[E] D | o value:

Personnel Date *

03/01/2024 B D odvaue

the past, the old values information is blank.

Jobs Effective Date: This is the first day of the month in which the employee is to be
This date should ALWAYS be the same as your Query Date.

Personnel Date: This is the first day the employee is scheduled to worki



Create a Faculty Overload

Create a Faculty Overload Job, V89251-52 Faculty Overload

nnnnnnnnnnnnn

ovoot

nnnnnn

333333

(=]

=]

(=]

New In Employee Self-Service 9: Curre

Values are now Old Values.

Old Values will populate if the
employee has had the position & suffix
in the past

Fields with an asterisk are required.
Fields that are light gray will auto-fill
and cannot be changed.
Annual Salary is the contract salary for
this specific position. The Annual
Salary will split by the number of
factor/pays and paid monthly (see
next slide).

The timesheet org should be the same
as the org in the labor distribution.



Factor and Pays

Factor *

1 T | Old Value:

Pays *

» These numbers will alway
identical.

» They represent the numbe
months a
contract is worked.

* Generally, 1, 2, 3 or 4

* HINT: See EPAF matri




If incorrect Check Query Date

Verify Labor Distribution, V89251-S2 Faculty Overload

Current

Effective Date
03/01/2024

Encumbrance

COoA Index Fund Organization Account Program Activity Location Project Cost Percent Override End Date

No results found.

New

Effective Date MM/DD/YYYY

‘ 03/01/2024 ‘

Encumbrance

Override End Date Remove

o]

COA Index Fund ‘Organization Account Program Activity Location Project Cost Percent

‘w Qstzzns Qstuuuu Q“zaazns QHMSEOO Q||mm)5 QH QH H H Hmo H

@ Default from Index @ Add Row



If incorrect Contact Analyst

Current
Effective Date
03/01/2024
coA Index Fund Organization Account Program Activity Location Project Cost Percent Sﬂiﬁﬁlﬁ%am
No results found
New

Effective Date MM/DD/YYYY

‘ 03/01/2024 = ‘
COA Index Fund e} izatis A t Program Activity Location Project Cost Override End Date
| w Q ‘ | 233203 Q ‘ | 190000 Q | ‘ 233203 Q | ‘ 615200 Q | ‘ 10005 Q | ‘ Q ‘ [ ] [ ] [

@ Default from Index @ Add Row




Searching for the Labor
Distribution

- . . : Encumbrance
COA Index Fund Organization ~ Account Program Activity Location Project Cost Percent Override End Dte Remove

.

:w QHmm Q::wumm QHzaazna Q:‘:msz{m QHmnns QH Q[ H H

I

« Click the Magnified glass to search for the Index.




Searching for the Labor
Distribution

Index Codes (COA) and Descriptions

There are more values available than are currently displayed. Please provide
filter criteria to refine the values being displayed.

@ Enter filter criteria and press enter. The percent sign is the wildcard.

Filter results Q. ‘

233104, (W) - Summer/Ad] Fac & GA/GTA-Wm Studies N Effective Date MM/DD/YYYY
233200, (W) - Theatre Arts

233202, (W) - SumiAd] Fac & GA/GTA-Theatre Arts
233203, (W) - Lab Fees: Film Class &Private Voice ‘ 03/01/2024

233204, (W) - R/E Theatre Preparatory Grades 9-12
233205, (W) - R/E Theatre Productions

233211, (W) - Dept of Theatre Dance Audition
233216, (W) - R/E Dance Lab Fees

233217, (W) - R/E Motion Picture Course Fee
233218 W - RIF Actina Musical Theatre | ab Fees COA Index

CANCEL SELECT

‘w QHzazzna O_‘

« Search for the appropriate code and click select once found
« This will automatically populate in the Index Field.

27



\
Searching for the Labor

Distribution

COA Index Fund Organization Account Program Activity Location Project Cost Percent Override End Date Remove

‘w O\Hzazzoa Q‘

aj aj| af] af| | b

@ Default from Index @ Add Row

t * Click Default from Index

COA Index Fund Organization Account Program Activity Location Project Cost Percent

|w Q||233203 Q||199000 Q||233203 Q|| QHwoos QH QH H H ku H

@ Default from Index @ Add Row I

» The Fund, Organization and Program will automatically populate.
» You will need to populate the Account Code. (Follow the ePAF
Matrix)

CoA Index Fund Organization Account Program Activity Location Project Cost

| W Q, | ‘ 233203 Q | ‘ 190000 Q | ‘ 233203 Q, | ‘ 615200 Q | | 10005 Q, ‘ | Q, ‘ { ] [ } [

@ Default from Index @ Add Row



Terminate Employee Job

Terminate Employee Job, V89251-S2 Faculty Overload Dates autofill from your

Job Change Reason *

OV002, Overload - Terminate W
Jobs Effective Date *

03/31/2024
Personnel Date *

03/25/2024
Job Status *

T

Query Date

0 | Old Value: Not Selected
Effective date is last d

of the month pay is to
b0} :

o -: Personnel date is

0 | Old value:

29



Terminate Employee Job

Terminate Employee Job, V89251-S2 Faculty Overload

Job Change Reason ™

ovoo02, Overload - Terminate v 'f_T-) Old value: Not Selected

Jobs Effective Date *

03/31/2024 D | Old value:

FPersonnel Date *

03/25/2024 D | OId value:

Job Status *

T T | Old Value:




Routing Queue Basics

Routing Queue

Approval Level User Name Required Action Remove
35 - (BUSMING) Business Manager v WOO2ZTNW - Whack, Tony N. v Approve v
65 - (BUDPLN) Budget Planning v WO35NLM - Chmidling, Nichole L. v all v @
70-(PAYROL) Payroll Office v WODTKAC - Thomas, Kimberly A. v Pl v
95 - (HRAPLY) Human Resources Applier v W014BMW - Williams, Brenda M. v Apply v

@ Add Row

Minimum Routing
Queue

Helpful Hints: Some important additional approvers to remember...

» Grant Money (66, 67, 69#’s) must have RSP, Chris Spohn
» Foundation Money (55#) must have Sheri Coyle
« Typically, the Department Chair is also a required approve



Routing Queue

Approval Level

eeeeeeee

Routing Queue Basics

Helpful Hints

Approval Level - (Chair, Payroll Office, Business Manager. Etc)

User Name - The list of the appropriate approvers will populate in the
drop down. Go down the list and select the correct approver.

Required Action - Budget & Payroll are always FYl. However, eve
else should be Approve.

To add another person to the approval queue click “Add:Ro



Routing Queue Basics

Routing Queue

Approval Level User Name Required Action Remove
| 35 - (BUSMNG) Business Manager v ‘ | WI44MAL - Leonard, Marales A v | ‘ Apgrove

| 65 - (BUDPLN) Budget Planning v ‘ | WVWO35NLM - Chmidling, Nichole L v | ‘ FY1

| 70 - (PAYROL) Payroll Office v ‘ | VVWODTKAG - Thomas, Kimberly A v | ‘ o

| 95 - (HRAPLY) Human Resources Applier v ‘ | VWO47KLJ - Jackson, Karah L. v | ‘ Apply

@ Add Row

Your
Analyst

Apply

Approver FYI FYI




Comments

Made By Comment
Brenda M. Williams Private voice lessons, $100 per hour for 20 hours = $2,000
Date
03/17/2024 12:10 PM
Add Comment

Remaining Characters : 4000

Comments are Important! Please make sure to add them when making changes or just for more information.

Remaining Characters : 3898

““

Comments

Made By Comment

Karah Lillian Jackson Commenis are Important! Please make sure to add them when making changes or just for mare information.
Date

03/18/2024 02:39 PM

Made By Comment
Brenda M. Williams Private voice lessons, $100 per hour for 20 hours = $2,000
Date

03/17/2024 12210 PM

Add Comment

Remaining Characters : 4000




omments Section

Description
of Work

*Note: Comments MUST include credit
hours or number of hours worked
«If not included, we will need to call
you! ©
eTeaching (add course info)
eAccompaniment/Teaching Lessons
«Observing Students

Location
If Off Campus

«Miami University Middleton, 4200 North
University Blvd, Middletown, OH 45042

«Online course taught from home

*Note: Multiple work locations cannot be
submitted on the same EPAF

Course
Information

eSoc 4223, 4 cr hrs, Soc 4225, 4 cr hrs,
taught together

«Observing 5 students @ 5 hours each

«Voice lessons, 12 students x 1 hr x 12
weeks = total 144 hrs




SAVE VS SUBMIT

Comments

Made By Comment

Karah Lillian Jackson Comments are Important! Please make sure o add them when making changes or just for more information.
Date

03/18/2024 02:39 PM

IMade By Comment
Brenda M. Williams Private voice lessons, $100 per hour for 20 hours = $2,000
Date

03/17/2024 12210 PM

Add Comment

Remaining Characters : 4000

““

New EPAF - EPAF Originator Summary

First nit save

J0




SAVE VS SUBMIT

Comments

Made By Comment

Karah Lillian Jackson Comments are Important! Please make sure to add them when making changes or just for more information.
Date

03/18/2024 02:39 PM

Made By Comment
Brenda M. Williams Private voice lessons, $100 per hour for 20 hours = $2,000
Date

03/17/2024 12:10 PM

Add Comment

Remaining Characters . 4000

““

Then hit submit




SAVE VS SUBMIT

Home - Personnel Actions EPAF Origi Summary Update Personnel Action @ The transaction has been successfully submitted.

Routing Queue

Approval Level User Name Required Action

‘ 35 (BUSHING) Business Manager v ‘ | WIAMAL - Leonard, Marales A v ‘ ‘ Approve v ‘
‘ 65 - (BUDPLN) Budget Planning v ‘ | WO3SNLM - Chimiding, Nichole L. v ‘ ‘ A v ‘
‘ 70 (PAYROL) Payroll Office v ‘ | WODTKAG - Thomas, Kimbesty A v ‘ ‘ ad v ‘
‘ 95 - (HRAPLY) Human Resources Applier v ‘ | WO4TKLI - Jacksan, Karah L v ‘ ‘ Apply v ‘
Comments
Made By Comment
Karah Lillian Jackson Comments are important! Please make sure to add them when making changes or just for information
Date

07/12/2024 04:12 PM

Remove

dd Comment

Remaining Characters : 4000

New EPAF - EPAF Originator Summary.

Always check
to verify the ePAF is submitted!




Home + Personnel Actions « EPAF Originator Summary « EPAF Preview

Name and ID
Rowdy Raider, U00E4120

Job and Suffix
VB8251-52, Faculy Overlosd

Errors and Warning,

ype
Cruse s Pty Ovarons b
[ ——
e Pty Ovacond b

Temincs Erployee Jeb

Create a Faculty Overload Job, V89251-82, Faculty Overload

Job Begin Dais
a0

Jobs Efectve Date
0201202¢
Fersonnsl Daie
a0

Contract Tyge
Cuarioad

Job Change Reasan

Simp
]

Annual Satary
2000

001

Timeshest COA
w

Timeshest Orgn
223202

Terminate Employee Job, V8925182, Faculty Overload
Job Changs Resson
ovonz
Jobs Effectve Date
o202

Parsonnel Date
ousi202¢
Job Stas
Terminated

New
Efiective Date: 03/01/2024

Percent coA Index

100 w 233203

Routing Queue

ApprovallL eve
Business Mansger, 25
Bucget Planning, 85
Payrl Ofice, 70

Human Resources Appiier, 05

Comments

Date Made By
07122024 04:12 PN

Transaction History

Action
Created
Submited

Karah Lilian Jackson

. 4 0)0)

Transaction Transaction Status
Pending
Query Date
oub12024
Message Type Description
WG ARNING sutre -
waRNG WARNING Aol Sy s cuas e Tobie Grac range.
WARNNG. WARNING ot FTE fr i i s rvste har besigeied FTE.
WARNMG WARNING Tri butthe P ——
Fung Organization Account Program Actviy Location
190000 223203 615200 10005
Name Required Action
Marslse Anne Leonard, W144MAL Approve
Nichole Louiss Chmidling, W035HLM eyl
Kimberly Ann Thomss. WODIKAC FYi
Warah Lilian Jackson, WO47KL) Apply
Comments

Comments are impartant! Please make sure to add them when making ehanges or ust for information
more

Date User Name
072024 Karsh Lilian Jackson
oTz0z Karah Lilian Jackson

Ao Comment “

Approval Gategory
Creats Faculty Overicad Jcb, 0J0001

Warnings and Error Messages:

« Warning Messages are FYI.

* Error Messages require action
before the EPAF can be routed for

approval and applied.

Project Cost Encumbrance Overnde End Date

Status Dae
Fanding

Inthe Queve

Inthe Queve

In the Queue



Home « Personnel Actions « EPAF Originator Summary

Name and ID
Rowdy Raidr, UD0884120

Job and Sufix
VB0251-52, Faculty Overioss

Errors and Wamning Messages

Type
Croste  Facuby Overosd bab
Cresie » Fanuly Overoad Jab
Crusie  Faculy Dveroad b
Terminats Empoyes Job

Create a Faculty Overload Job, V89251-82, Faculty Overload

Job Begin Date
030172024
Iobs Effective Date
030172024

ersonnel Date
030172024

Coniract Type
Overload

Job Siatus
Aciive

0B Change Reason

Annual Sakry
2000

Fador

IPEDS Report Ind
N

e

001

Timesheet COA
w

Timeshezt Orgn
5202

Terminate Employee Job, V89251-82, Faculty Overload

Job Changs Reason
ovonz

Jobs Effectve Date
o231202¢
Personnel Date
ouz5202¢

Job St
Terminated

New

Efiective Date: 03/01/2024.
Percent con Index

100 w 23302

Routing Queue

EPAF Preview

Transactien

Query Date
030172024

.
Pending

caction Status

Approval Category
Creats Faculy Overiosd Job, 00001

Message Type
WARNNG
WARNNG
WARNNG
WARNNG

Approval Lev
Business Manager. 35
Sudget Flanning, 05
Payrol Offce. 70

Human Resources Applier, 05

Comments

Date Made By

0771212024 04:12 P Karah Lillan Jackson

Transaction History.

Acton Date
Created onzz0ze
Submited ourz024

Fund Organization

100000 232203

Name
Marsize Anne Leonard, W144MAL
Nighole Louise Chmidling. WO3SNLM
Kimberly Ann Thomas. WOOTKAC
Karah Lilian Jackson, WO4TKL)

m fesurn for €ameetien “

Description
“UARNINGSThis b Asigrenent 1 IPEDS Reportatie, bt e IPEDS Repert Indictor ket i Ho.
URRNINGS Aerasal Sy s owsice the TablGrose e

“UAARNINGS Tald FTE fr i posiion s rasr i bl FTE.

UARHING"TH

1he PEDS Raper sl s et o Mo,

o Aasigrenert i IPEDS Rsperatie,

Congratulations!!!
It’s a submitted ePAF!

Aecourt Progeam Location Projct Cot
815200 10008
Requirad Action Dae
Asprove Penting
i nthe Queue
B nthe Queue
Aoty nthe Qusue
Camments

Comments are impartant! 22d them when

st for informatio

User Name
Karah Lilian Jackson

Karah Lilian Jackson

Encumbrancs Overide

nd Date




Once Completed

VVR[GHT STATE UNIVERS]TY o3 &' Williams, Brenda M.

Home « Personnel Actions

Electronic Personnel Action Forms

EPAF Approver Summary EPAF Originator Summary

All EPAFs that you need to currently act upon are displayed in Displays only those EPAF transactions that you have originated.

the Current tab. The queue status will be Pending, FYI, or More

Information.

New EPAF Act as a Proxy

Allows you to create a new transaction. Available to all self-service EPAF users who have been given
proxy privilege.

All ePAFs are the RESPON
aopove EPAFs myomabsence of the Originator unt]'l the
been applied by your
the progress of yo

EPAF Originat



Waiting Status!!

o] & Williams, Brenda

WRIGHT STATE UNIVERSITY

Home Personnel Actions EPAF Originator Summary

EPAF Originator Summary

Current History

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

Transaction Status = Al

Transactions
Name ~ ID 2 Transaction L TypeofChange { SubmittedDate  EffectiveDate <  Status
Raider, Rowdy Create Faculty Overload
Faculty Qverload, 100994120 193905 03/01/2024 Waiting
V825152 Job

SUBMIT SUBMIT SUBMIT SUBMIT SUBMIT SU



WRIGHT STATE UNIVERSITY

Home Personnel Actions Approver Summary

Routing Queue

Track the EPAF

£ (& Wwilliams, Brenda M.

EPAF Preview @ You are acting as a Superuser.

Approval Level Name Required Action  Status Date

Business Manager, 35 Maralee Anne Leonard, W144MAL Approve Pending

Budget Planning, 65 Nichole Louise Chmidling, WO35NLM FYI In the Queue

Payroll Office, 70 Kimberly Ann Thomas, WOO1KAC FYI In the Queue

Human Resources Applier, 95 Karah Lillian Jackson, W047KLJ Apply In the Queue
Comments

Date Made By Comments

07/12/2024 04:12  Karah Lillian Jackson
PM

Transaction History

Action Date
Created 07/12/2024
Submitted 07/12/2024

Comments are important! Please make sure to add them when making changes o...
more

User Name
Karah Lillian Jackson

Karah Lillian Jackson




Watch the Process

\‘VRIGHT STATE UNIVERS]TY ﬁ & Williams, Brenda M.

Home Personnel Actions « Approver Summary

@ Filtering On

that this contract

& You are acting as a Superuser.

Approver Summary

Current In My Queue History

@ Select the link under Name to access details of the transaction

Transactions Queue Status Al v
. Type of Submitted Effective Required . .
Name D {  Transaction { o b I $  Action  Links
M M ¥  Change ¥ Date ¥ Date ¥ Action ¥
Raider, Rowdy
Faculty Overload,  U00994120 200610 grear;(e Fdac""';y 07/12/2024 03/01/2024 Approve 5 0
V8925152 verload Jol

‘Approve’indicate

has not yet been
applied.

WARNING
WARNING

This employee is
not going to be
paid until this

EPAF says....

COMPLE



Faculty Overload

Employee Dashboard

Employee Dashboard

Gillis, Linda M. Leave Balances as of 07/02/2024

My Profile Sick Leave in hours 298.64 Vacation Leave in hours 75.11 Winter Leave in hours @

Fall Leave in hours @ COVID-19 Leav in hours @

Full Leave Balance Information

A .
Benefits #° My Activities
Employee Summary A
Approve Time

Approve Leave Report

— Electronic Personnel Action Forms (EPAF)

Salary Planner
Effort Certification

Labor Redistribution



Faculty Overload

3 New EPAF Person Selection

File Edit View Favorites Tools Help

»

% & Qualtrics Survey Software *, Manage Eligibility - Mem... - v [ d= v Pagev Safetyv Toolsv @~

ir Self-Serv

Personal Information Alumni and Friends Student and Financial Aid Finance

Search |:] RETURN TO EMPLOYEE MENU SITEMAP HELP EXIT

New EPAF Person Selection

P 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.

ID: % [yo0s46452 | [Minnie Mouse & Q

Query Date: mm/DD/YYYY¥k |01/01/2016
Approval Category: % Create Faculty Overload Job, 010001 N

/i There are no active jobs based on the Query Date.

< >

#,105%




Faculty Overload

Home « Personnel Actions

Electronic Personnel Action Forms

. EPAF Approver Summary EPAF Originator Summary

Click on
All EPAFs that you need to currently act upon are displayed in Displays only those EPAF fransactions that you have originated.

N ew E PA F the Current tab. The queue status will be Pending, FYI, or More
Information.
New EPAF Act as a Proxy

— Allows you to create a new transaclion. Available to all self-service EPAF users who have been given
proxy privilege.

EPAF Proxy Records

Allows you to specify and authorize one or more users to
approve EPAFs in your absence.



Faculty Overload

Creating a Faculty Overload EPAF

Mome « Pareannel Actiang « Wew EPAF Parson Selaction

* Type First Name, _

Last Name or ID
) Checkhe init o sesarh &0 Emple. Ealer hame aned o Fiest Hame, f eries an 100 of emier the S3H I, Seiec o & percent aion may be el 334
(UID) or SS i f l l

Number in the IRy =]
fields to find the —
e m p | Oye e . @ "IN i T FRAD. EITIN AN I, s eC] T K0 SRECN RN 30 10, ©F gRaeraie ah . B 18 Qusly DHle 313 #eC] 19 Appiovl Calgory. Seiec G0

* Click Search.




Faculty Overload

Creating a Faculty Overload EPAF

« 1 41 1~  PersonSearch Result
* Click on the ID. X
% LastMame § FisstName § Middle Name  Birth Date Mame Type




Faculty Overload

Creating a Faculty Overload EPAF

WRIGHT STATE UNIVERSITY

Himg « Parsonnel Actiofns « M EPSF Parson Sekcian

* Approval Category:
Choose category

New EPAF Pereon Sekiclion

@ Chack o bowba link 1 seach an Empioyae: Enter e Las! Mame and or it Mas, erentaran 1D, erenied tha SSMERITIM Sehcl So & parca sgn may by wsed is awidaand

Faculty Overload.
* Query Date: Should

always be the first O e T ————
day of the month
that the Employee =

should be paid or o
should have been -
paid. .




Faculty Overload

Creating a Faculty Overload EPAF

* |fthe EPAFis to

run concurrently in e s

the same

semester, you ot

would need to use 2 e e OO

Suffix S2, 53, 54, o

etc. — - . :
* Check Box by the Sm o Tm o = .

job you want to

create if it is the

same position and ] p—

suffix, just a

different year.

* Click Go.




Faculty Overload

WRIGHT STATE UNIVERSITY

. Homa + Porsonnal Actions « New Parsonnal Action
Creating Faculty G ey rts o VG2 iy Ot
* Joh Begin Date: Always the first date they o o=
ever a|§ this job with this position # and . = &
suffix. “:m " ] auvie
* Joh Effective Date: First date of the month posin B
they will be paid. ‘ D cavim
. Personnel Date: Beginning of semester or 'ﬁmm 3] arene
the first day they will work. It can be the first .
day of the month if applicable. . 5] ceve
* Contract Type, Job Status, Job Change T _
Rei:ls::mI Step Factor in Pays, IPEDS, FTE will e Ll B
all autofill. e .
* Annual Salary: Type in annual salary. . B
* Timesheet Org: Type in applicable Org ! 3] e
number. e =
* NOTE: The Timesheet Org must be linked to e B
the V position number at the top of the 7| oevne

page. —

256000 Q| h| ooviee




Faculty Overload

Creating a Faculty Overload EPAF

Lahor Distribution
will autofill.

If you need to
make changes, you
can modify Index
or Fund, but the
Organization must
remain the same.

Verify Labor Digtribution, VE9609.52 Faculty Overlead

mmmmm

LRL 3l

i Fand Crpanizition Ascmnt Fragram Aty Laatan gt

.........

...........




Faculty Overload

Creating a Faculty Overload EPAF

* Job Change Reason

will autofill. ,
Terminate Employee Job, V89609-S2 Faculty Overload
* Jobs Effective Date:
Must be the last day o S
of the month they will MMM e
be pald' D4/30/2024 _ B D odvie
* Personnel Date: Can ———
be the |aSt day Of the D4/30/2024 — E | oevae
month they will be —
paid or the last day of : 9] oume
the semester.

* Job Status: Autofills.




Faculty Overload

Creating a Faculty Overload EPAF

Routing Queue
‘Usedopdown . R
menus to select o ] e M .
Business e e 7l
Managers, Chair, ‘:T; -
efc. Gt
* Click on Add Row
to add additional

approval levels,

* Click Save.




Faculty Overload

Creating a Faculty Overload EPAF

* Add Comment:
Course Name
and #, Credit
Hours, Total Pay

Commen s




Faculty Overload

Creating a Faculty Overload EPAF

* Click Submit. /

Bl -

* This completes the
process of
creating an EPAF
for a Faculty
Overload.




New Hire Basics

» New Adjuncts or returning Adjuncts who have not
worked in the past 12 months must:

» Meet with HR and complete new hire and I-9
documentation.

» Apply for the position

» Provide Original Transcripts to the Department.

=




Hire or Create Adjuncts or
Support Staff Jobs

* Open Banner 9
Wings Express

* Click on Employee

WRIGHT STATE UNIVERSITY

Personal Information Alumni and Friends Student and Financial Aid Emplo

Search| =]

Main Menu

Personal Information
Update addresses, contact information, change your PIN an¢ security question, opt-in text message.

Student and Financial Aid
Admigsion Application Summary, Registration, Grades, Billing, Financial Aid, Wright! Card and Meal Plan Services,

Employee _
Time sheets, time off, benefits, leave or job data, paystubs, W2 and T4 forms, W4 data, Wright1 Card and Meal Plan ¢

RELEASE: 8.11

© 2024 Ellucian Company L.P. and its affiliates.

59




Hire or Create Adjuncts or
Support Staff Jobs

¢ CHCk On Bannerg Sean:h’—|E
Employee Self Service Employee

T'Welcome to Employee Self Services. We currently offer On-Demand HR. Services such as Pay ar
Form processing is alse available.

Additional on-Demand HR. Services will follow in the future, Need more infarmation on Employe

Time Sheat

Leave Report

Request Time Off

Electrenic Personnel Action Forms

Pay Information
Direct deposic allacation. eamings and deductions histary. or pay stubs,

Tax Forms
W4 information

Leave Balances

*parking Services
Qroer your parking permit, pay citatens and update your vehice informaten.

Wrightl Card and Meal Plan Services

Purchiase Meal Plans, make Wiighti Card depesis, chgck ¢ard balnces and report card bost or Solen,
somensngoye e sevce QR

#**Click un the Bennerd Employee Self Service nk to acosss Efurt Cerlification end Lebor Redistribution™**
Classified Employee: HR. - Overtime Choice

Form to modify Classified Employee’s overtime choice,

Bannzrd General Self Service
RELEASE: 8.1

@ 2024 Ellucian Company L.P. and its affiliates.




Hire or Create Adjuncts or
Support Staff Jobs

* Click on Electronic = ewosbsss
Personnel Action Employee Dashboard

Forms (EPAF o Ea—
© o ©
Full L Balarce foemation

Benefis yAciias

Emglyee Summary
Apprme Time
Appevve Leave Rogort

I s

Silary Paniee
Effort Cenification




Hire or Create Adjuncts or
Support Staff Jobs

. Chck on Home + Personnel Actions
New EPAF Electronic Personnel Action Forms

EPAF Approver Summary EPAF Originator Summary

I ERAFs that you need to currently act upon are displayed in Displays only those EPAF fransactions that origi
the Current tab. The queue status will be Pending, FYI, or Mate
Infarmation.




Hire or Create Adjuncts or
Support Staff Jobs

* Type First Name, = ===
New EPAF Person Selection
Last Name or [D
(U ID) g SS i t lsm:l A percent sign mey be used a5 2 Wil t
Numberin the Mssumunm m
fieldstofindthe oo
e m p |0ye e ] @ * iadicatis 3 requined field. Entér an 10, select e fink b s for an (D, of genarsh an ID. Emer the Cuiery Date and skt 12 ADpAOvl Clegony, Select Go
* Click Search.



Hire or Create Adjuncts or
Support Staff Jobs

. Person Search Result
* Click on the ID.
L LestNeme O FistMame o Middle Neme B

RRRRRRRRRR




Hire or Create Adjuncts or
Support Staff Jobs

* ; {uerf% Date Home « Parsonnel Actions « Mew EPAF Person Selection
0 u a Ways be Mew EPAF Parson Salaction

the first day of the
month that the
Employee should e i ° s
be paid or should ] s :
have been paid. T

. AEErOUaI () Pl a eqi .t 31, soBe o ko eEh 1 1, o gt a1, St Ly D 600 skl e Appi Gy Seeci
Category: Usethe
dro éown Menu s
and choose Rehire =
or Create S

Addltlonal oT0 [
Adjunct Job. —— " =

R Hhe Dere 0 M 10 serch an Employse. Ener e Last Hame anc of First Name, or encer an (0 o ener 08 SSASINTIN. Selec G0 A percent sign may be Lsed 3 2 wiklcard




Hire or Create Adjuncts or
Support Staff Jobs

Home = Personnel Actions « New EPAF Person Selection

. Clle GO. New EPAF Person Slection

(i) Gheck the bo tolimitto search an Emplayes. Enicr fhe Last Hame: and or First Name, or enter 20 10, or enter the SENSINTIN. Sciect Go. Aperent sign may be used asa wikcan.

Firs: Name Last Name (] SENEINTIN

Banemplayee g LGG994120 o

Enter or Generate New ID

() *indkates a recuived flekd. Enti an 1D, select he ik o search for 010, or genrate an 1D. Enter he Qury Dt and select e Approval Caligory. Sekect Go

o*

La0wa420
Rowdy Raider
(Generats new 1D
Query Date *

010172024

[

Approval Caegory

Rabiew or Create Addtonal Adund Job, AJSE ¥

o




Hire or Create Adjuncts or
Support Staff Jobs

Home « Personnel Actions « New EPAF Person Selection « New EFAR Job Selection

* If you are creatinga e ersr s sescin
new adjunct
position, you will
need to click the
box by New Job and
add the position # S s l o

(D Enter or seanch for 8 new position number and enter the suffie, or setect e link nent fo Posiicn

Details

and suffix.

* If this job with this e — e —
position # and a
suffix was used g ™ e 9 e ao reron W o
previously
just click the box
with that position
number and suffix.

+ Click Go. ] I

Create A Job for An Adjunct, JBO0D1

]

you Ca n Sacmdany vigsm 1) Favuty Oweriond 220000, Pactatrcs harvcien magn WRUN




Hire or Create Adjuncts or
Support Staff Jobs

Create A Job for An Adjunct, A992818-51 Adjunct

Job Begin Date *

01AD 024

L]

*+ Job Begin Date: Always the
first date they ever did this job

Jekbs Effective Date

with this position # and suffix. ;Tm | e
* Job Effective Date: First date of o zmzs | (] Remors
the month they will be paid. Contract Type *
* Personnel Date: Beginning of mwmm .
semester or the first day t e&r N
will work. It can be the first day -
of the month if applicable. e
* Contract Type, Job Status, Job P
Chanﬁe Reasong SteF Factor in 001 D | o value Hro01
ays, : will all autorill, e
* Annual Salary: Type in annual ’
salary. —
+ Timesheet Org: Type in e

applicable Org number,
* NOTE: The Timesheet Org must pays

be Tinked to the position .
number at the top of the page. Timesheet COA

L

Timasheet Orgn

226120 o o O value: CRIHES



Hire or Create Adjuncts or
Support Staff Jobs

Labor Distribution
will autofill,

Verify Labar Distribution, AB3816-51 Adunct

nnnnnn

Ifyou need to make ==

changes,youcan . - - o .o o ¢ — i
modify Index or - /

Fund, but the -

Organizationmust = = = == = = oo o e

remain the same.




Hire or Create Adjuncts or
Support Staff Jobs

* Job Change Reason

will autofill, Terminate Employee Job, A9988-51 Adiunc
* Jobs Effective Date:  wcueroar B

Must be the |aS‘t day 30108, Sepreion-End ot v ‘;J‘ 014 Valug: NHOU1, New Fire

Of the month they Jobs Efietie Date* o

will be paid. o B e 9 ovte o
+ Personnel Date: Can ...~ - S

bethe last day ofthe .. -

month they will be T B

paid or the last day of -

the semester.

* Job Status: Autofills.




Hire or Create Adjuncts or
Support Staff Jobs

+ Usedropdown ™"
menus to select e - L llllll )
Business r—— -
Managers, Chair,

* Clickon Add Row
to add additional
approval levels.




Hire or Create Adjuncts or
Support Staff Jobs

* Add Comment:
Course Name ~ tome
and #, Credit = ¢uem
Hours, Total Pay

Remaining Characers 000

* Click Save.




Hire or Create Adjuncts or
Support Staff Jobs

+ Click Submit. IS -

New EPAF - EPAF Originator Summary

* This completes the
process of creating
an EPAF for
Adjuncts/Support
Staff,




Default Routing Queue Setup

WRIGHT STATE UNIVERSITY L (g Williams, Brenda M.

Home « Personnel Actions

Electronic Personnel Action Forms

EPAF Approver Summary EPAF Originator Summary

Displays only those EPAF transactions that you have originated. S ta rt H e re

the Current tab. The queue status will be Pending, FYI, or More

Information.

New EPAF Act as a Proxy

Allows you to create a new transaction. Available to all self-service EPAF users who have been given
proxy privilege.

EPAF Proxy Records

Allows you to specify and authorize one or more users to
approve EPAFs in your absence.



Default Routing Queue Setup

WRIGHT STATE UNIVERSITY 3§ Wiliams, Brenda M.

Home « Personnel Actions » EPAF Originator Summary

EPAF Qriginator Summary
Current History

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

Transactions Transaction Status Al v

New EPAF - Default Roufing Queue + Transaction Search + Superuser or Filter Transactions

Click Default Routing Queue




Default Routing Queues will save you time by auto filling the Approval
Categories and must be set up for both EPAF types:

Rehire or Create Additional Adjunct Job (should also be used for new
Adjuncts); Create Faculty Overload

WRIGHT STATE UNIVERSITY % ‘ Williams, Brenda M.

Home « Personnel Actions « Originator Summary « Default Routing Queue

EPAF Default Routing Queue

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

Approval Category

Approval Category A

Q

Rehire or Create Additional Adjunct Job, AJ0002

Create Faculty Overload Job, 0J0001

Select the desired option and click ‘Go’.




Minimum Routing
» Business Manager and Budget as
Approver
» Payroll as FYI
« Applier as Applier

‘WRIGHT STATE UNIVERSITY

Home - Personnel Actions « Originator Summary « Default Routing Queue ® Mandatory Levels defaulted from Electronic

Approval Category Form (NTRACAT).

-l',l- i Williams, Brenda M.

EPAF Default Routing Queue

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

v

Approval Category

proval Category Form (NTRACAT).

User Name Required Acti Rem:
-
~ -‘ Selected v v
v Sel v v
I of v ot Sele v v
v ot Sele v v

o
‘ (+) Add Row

Helpful Hint: Only your HR Associate should be listed as Applier!!

You may want
to add your
Director,
Dean, etc.,
according to
your College/
Department
requirements.

New lines may
be added as

you complete
EPAFs.



SAMPLLE

WRIGHT STATE UNIVERSITY 3 (& Williams, Brenda M.

Home « Personnel Actions « Originator Summary « Default Routing Queue ® Your change was saved successfully.

EPAF Default Routing Queue

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

Approval Category

‘RehireorCreateAdditiona\AdjundJob,AJﬂﬂﬂz V‘ ‘ Go ‘

Approval Queue

Approval Level User Name Required Action Remove
| 35- (BUSMNG) Business Manager v | ‘ Gillig, Linda M. (W111LMG) v ‘ ‘ Approve v | @
| 65- (BUDPLN) Budget Planning v | ‘ Chrmidling, Nichole L (WD35NLM) v ‘ ‘ FYl v | @
| 70- (PAYROL) Payroll Office v | ‘ Themas, Kimberly A (WODTKAC) v ‘ ‘ FYl v | @
| 95- (HRAPLY) Human Resources Applier v | Baker, Carmon R. (WOB3CRE) v ‘ ‘ Apply v | @

@ Add Row

Save Changes




Why are ePAFs returned
for correction??

Budget Org/Position Number are mismatched

Use of same position number and suffix
combination in the same term/year. This results in
the original job record being deleted/overwritten
and not being paid correctly.

Position Number/Approval Category are
mismatched.

Incorrect Query Dates (these affect the Labor
Distribution Effective Date)

Possible Duplicate
Effective Dates and Suffix are mismatched



Helpful Hints @Q

Use the Matrix! Use the Matrix! Use the Matrix!
Watch your query & effective dates

Using the correct query date will ensure your Job and
Labor Distribution Effective Dates are correct

Effective dates affect how the job is paid; if the effective
dates are incorrect the job will not pay the correct
amounts as scheduled.

Deadlines are crucial to ensure timely payment
If you have questions, errors or other issues.....

Call your Associate!!



