
EPA Temporary Labor Distribution Change C & G EPAF, EECXLT
EPAF INSTRUCTIONS

Course Buyouts

This EPAF is used when a faculty member has a research grant and the grant provides for salary to be used for course buyouts.  A course buyout will require a change in the funding source.  It is important to remember that because the Labor Distributions Change EPAF does not have an ending date, you will be required to do two EPAFs.  One EPAF is needed to change the funding source and one to return to full state funding!
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.  

If you are checking for the correct salary information, use the current date to ensure you have the most recent salary.

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.  Click New EPAF.
7.  Enter the ID #.  Tab over 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 funding changes will take place.  Example:  09/01/XXXX.
9.  Approval Category:  Click the drop-down arrow to access a listing of all available EPAF’s.

Select the EPA Temporary Labor Distribution Change C&G (EECXLT).  Click GO.
10.  You may select the “Primary” job.
11.  Click Go.
12.  Jobs Effective Date:  The first day of the first month the funding change will take place.  The date defaults to the Query Date entered earlier.  The Jobs Effective Date should = the Query Date.  Example:  09/01/XXXX.
13.  Personnel Date:  This date is usually the same as the date you want the funding change to take place.  Example: 09/XX/XXXX.
14.  Job Change Reason:  This field will default with “LABOR, Labor Change Forward”.  This does not need to be changed unless you are working on a funding change that should have happened in a previous month.  In that case you would need to change the Job Change Reason to LABO 1, LABO 2, or Labo 3.
Labor Distribution Block:
15.  New Effective Date:  This should match your Query Date.  Example:  09/01/XXXX.

16.  An Index and Fund number will automatically populate in the Labor Distribution Block.  Verify that this is correct.  Add your additional fund numbers and correct the percentages.  Make sure the program code is correct or it will cause problems with the payroll system.
**To verify your %, it is helpful to go to a PD7 and enter your dollar amounts for each fund using 1 month salary.
SAVE AT THIS POINT!
17.  Go back to the LABOR DISTRIBUTION BLOCK and check the box where your account number should be filled.  If it has disappeared, reenter it and save again.
Routing Queue:
18.  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.
19.  Comments should include:  the fund numbers, the amount of dollars for each fund and the time period you are changing the funding.  You should also include a comment that you will be submitting an EPAF to return to full state funding on XX/XX/XXXX.

20.  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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