FACULTY & EPA TEMP APPOINTMENT EPAF
EOXXTM

NON BENEFIT EARNING

Use this EPAF for appointing a part time faculty member who already has a UNCG ID# in Banner HR, but has not held this particular position before.  You will NOT need to do a separate EPAF to end this assignment.

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.

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.
Click New EPAF.
7.
Enter the ID#.  Tab over to next block and the person’s name will appear.
8.
Query Date: Defaults to the current date, but must be the first day of the first month the employee is to be paid.
For example:  Fall temporary faculty will receive their first check/installment at the end of September, so the Query Date should be 09/01/20XX.

Spring temporary faculty will receive their first check/installment at the end of January, so the Query Date should be 01/01/20XX.

9.
Approval Category: Click the drop-down arrow to access a listing of all available EPAFs.  Select the Faculty & EPA TEMP Appt.  EOXXTM  Click GO.
10.
You will see the New EPAF Job Selection Form.
11.
Enter the 6-digit position number (usually 490XXX for state funded temporary faculty) for the new job assignment. TAB to the Suffix #.  The suffix for the first assignment is 00.  Suffixes are incremented in connection with the job position number.  If the employee already has an existing job, the suffix will be the next highest number after those already shown on the existing jobs list.  It is important to remember to TAB after you enter the suffix.  The field will then populate for you.  SELECT GO.

12.
You will see the View of a Complete EPAF Screen.
EPA TEMP JOB Section of the EPAF
13.
Jobs Effective Date:  The first day of the first month the employee is to be paid.  The date defaults to 09/01/20XX for fall faculty and 01/01/20XX for spring faculty.  This date is the same as the Query Date entered earlier.
14.
Job Begin Date:  The date defaults to 09/01/20XX for fall faculty and 01/01/20XX for spring faculty.  The date should be the same date as the Jobs Effective Date and the Query Date.   Example - 09/01/20XX for fall or 01/01/20XX for spring.
15.
Personnel Date:  Enter the first day worked.  For fall temporary faculty, typically use the first day of classes.  Example – 08/25/20XX.   For spring temporary faculty, typically use the first day of classes.  Example – 01/10/20XX.  Note that this day is used to determine the date by which the I-9 and background checks must be completed.  TAB to the next field.
16.
Title:
Lecturer, Program Associate, Visiting Assistant/Associate/Professor. TAB to the next field.
17.
Annual Salary:  Use whole dollars. TAB to the next field.
18.
FTE: Enter the correct FTE.  Each course a faculty person teaches counts as .25 FTE.  TAB to the next field.
Examples

1 course for 1 semester = .25 FTE

2 courses for the academic year = .25 FTE

2 courses for 1 semester = .50 FTE

4 courses for the academic year = .50 FTE

3 courses for 1 semester = .75 FTE

6 courses for the academic year = .75 FTE

4 courses for 1 semester = 1.0 FTE

8 courses for the academic year = 1.0 FTE

19.
Factor:  Enter the number of months worked.  For fall temporary faculty, this will be 4.  For Spring, this will be 5.  TAB to the next field.
20.
Pays:
Enter the number of installments.  For fall temporary faculty, this will be 4 installments.  For the Spring, this will be 5 installments.  TAB to the next field.

21.
Timesheet Orgn.:  Enter the correct timesheet org. number.  TAB to the next field.
22.
Contract Type:  Please click the drop-down arrow and choose from the following:
· Primary – use if this job is the only or the primary or main job 
· Secondary – use if this employee already has another job on the system
· Overload – use for add-pays only
23.
Job Change Reason: This field defaults to “APTB” Appointment Begin.  TAB to the next field.
24.
Accrue Leave:  This field will default to “N” and cannot be overridden. TAB to the next field.
JOB TERMINATION Section of the EPAF
25.
Jobs Effective Date:
The last day of the last month this person will be paid.  For fall temporary faculty, this date will typically be 12/31/20XX.  For spring temporary faculty, this date will typically be 05/31/20XX.  TAB to the next field.
26.
Personnel Date:  The last day the employee works.  Example – 12/15/20XX. TAB to the next field.
27.
Job Status:  This field defaults to “T” and cannot be overridden.  TAB to the next field.
28.  
Job Change Reason:  This field defaults to “APTN” (Appointment Termination) and cannot be overridden.  TAB to the next field.
29.
Routing Queue: Set the path of approval for the Faculty & EPA TEMP Appointment.
· Using the Search icon located to the right of Department, highlight the Department Head’s name.  Click select. 
· Using the Search icon located to the right of EPA-HR, highlight the selection provided.  Click select.
· I-9 FYI – Highlight one of the selections provided.  Click select.

· Using the Search icon located to the EPAF APPLY – Highlight the selection provided.  Click select.


*At this point you will need to add Unit*
· Open the drop down box next to the NOT SELECTED box.  Select UNIT ADMINISTRATOR, then you will need to click the search icon and highlight Karen Patrick’s name.  Click select.

· On the right side of the screen, make sure you select approve in the Required Action box for Unit Administrator.

Comment:  Always enter comments in the comments section.  Keep in mind that any comment will help Payroll know what you are intending to do.  *REMEMBER* Once you have saved your EPAF, your comments will disappear and you will see a little yellow box attached to the side of the empty comments box.  If you click on the yellow box, your comments will be visible.
Example:  To appt. as Full-time Lecturer for the Fall 20XX semester.
30.
Click Save: You should get a message “Your Change Was Saved Successfully”.  If you get an error message, you will need to correct something on the EPAF before it can be successfully saved, submitted and routed.  
31.
Click Submit:  If you get the message “Your Change Was Saved Successfully” you can then click the Submit button. You should get a message “The Transaction Has Been Successfully Submitted”.  If you do not get this message and you get an error message, you will need to correct something on the EPAF before it can be successfully submitted.  *Important*  A very common error message you might receive is “Employee already has a primary job”.  If you have checked NBA Jobs and you know that there is a term date for that job, you may change the Job Change Reason from Primary to Secondary.  Please note in the comments section that you have attempted to submit with the Primary Job Change Reason and it would not allow it.  Warnings will not prohibit the EPAF from being submitted.  Only Errors will not allow you to submit the EPAF.
Note:
As you correct errors, please make sure you save again before clicking the submit button.
If you want to see your document, go to bottom of the page and click EPAF Originator Summary.  Click History and Click the person’s name to view your EPAF.  You will be able to preview all of your EPAFs and you can print a copy for your files. 
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