
EPA Reactivate Add Pay C& G, EADPCR

ADD PAYS FOR SUMMER SALARY INSTRUCTIONS
AUGUST
Use this EPAF when the faculty member has had a previous EPAF using your pooled position number.
This EPAF takes the place of the Exception Pay Action Form, PAS-5.  It is used to pay temporary increases in responsibility and for extra work performed outside normal duties and hours.  Each Add Pay EPAF is for a specific period of time at a flat rate of pay.  Before completing this EPAF, please consult the http://provost.uncg.edu/documents/personnel/compensation_guidelines.pdf  

BEFORE BEGINNING YOUR EPAF:
Always check NBA JOBS on INB before beginning your EPAF to check the current employment status of the person.  Remember to use the Query date (On NBA JOBS) of 1/1/08.  Using this date will ensure that you will view all of the actions that have transpired since the beginning of Banner HR at UNCG.  This will help you determine if you should use the EPA Reactivate Add Pay C&G EPAF or the EPA Add Pay C&G EPAF.

Remember to tab throughout the EPAF instead of clicking on a field w/your mouse, unless you have an option to Select.  Do not go back to a previous page while you are in the middle of completing your EPAF.  This causes the EPAF to jam up and you will not be able to successfully submit your EPAF.
1.  Log on to UNCGenie.

2.  Click Enter Secure Area.
3.  Enter your ID and Pin #.
4.  Click Employee.

5.  Click Electronic Personnel Action Forms.

6.  Go to Create New EPAF

7.  Enter ID # and tab so the employee’s name will automatically populate the field.

8.  Enter Query Date – Query date is the first day of the first month that the employee will receive their first check.  Example - 08/01/XXXX
9.  Select Approval Category:  EPA Reactivate Add Pay C&G, EADPCR
10.  Select GO
11.  Click All Jobs

       Select the Add Pay you wish to reactivate

       Click Go
Grant funded Add Pay, the position number will be your department’s pooled position number (999XX) 

A Prefix on a pooled position number for faculty using grant funds will either be an E (Faculty 101030) or N (Non Faculty EPA 101010).

EXAMPLE:  E99930
12.  Jobs Effective Date:  This date will automatically populate with the same date as you have entered as the Query Date.  Example:  08/01/XXXX.
13.  Enter Personnel Date.  This is the first day the employee will be on the job.  Example:  08/01/XXXX.  This is the first day that the employee has worked on the Grant.
14.  Enter Annual Salary: See Summer Salary Calculation Sheet
15.  Enter Factor: 1 

16.  Enter Pays: 1 Same as Factor.  
17.  Contract Type:  This field will automatically populate with “Overload”
18.  Job Change Reason:  This field will automatically populate with “ADDB”, Add Py Assn Bgn.
19.  Accrue Leave:  This field will automatically populate with No
20.  Job Status:  This field will automatically populate with Active
Default Earnings Block:
21.  New Effective Date:  This should match your Query Date.  Example - 08/01/XXXX
22.  Earnings Code:  Choose 320 (Research Grant) from the drop down box.

23.  Hours or Unit Per Pay:  1
Labor Distribution Block:
24.  New Effective Date:  This should match your Query Date.  Example - 08/01/XXXX
25.  Make sure your index, fund, org, account, and program are correct.  Grant Funds can change from the last EPAF paid from the pooled position.  This is your opportunity to change the funding source.  Make sure the program code is correct or it will cause problems with the payroll system.
SAVE AT THIS POINT!
26.  Go back to the Labor Distribution Block and check the box where your account number should be filled.  If it has disappeared, re-enter it and save again.
Job Termination Block:
27.  Job Effective Date:  Example - 08/31/XXXX This is the last day of the last month the last installment will be received.
28.  Personnel Date:  Example - 08/14/XXXX.  This is the last day the employee actually works.  This date can change depending on the last day worked.
29.  Job Status:   This field will automatically populate with Terminated.

30.  Job Change Reason:  This field will automatically populate with ADDN.

Routing Queue:
31.  Select all of the Approval Levels required.

In the first Not Selected box go to the drop down menu and select 15-UNIT ADMINSTRATOR, then go to the magnifying glass and select Karen Patrick.  Select Approve in the Required Action drop down box.
32.  Comments:  According to the UNCG Policy on Compensation Beyond Contract for Faculty, you must include a justification for additional pay, a description of work involved, the relationship of this activity to the employee’s normal job responsibilities, time period during which additional duties are to be performed, and the basis for determining salary for the add pay EPAF.
33.  Save and Submit.
*The EPAF originator is responsible for tracking each EPAF until it has been “APPLIED”.  For this reason, it is recommended that you print your EPAFs.*
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