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Grad Reappointment EPAF

The reappointment EPAF can only be used for graduate
assistants (any classification) who, at one time, held a pooled
assistantship job in the same classification they are being
appointed to for the current period.

If this is a new job, or a change in classification is being
made, units must forward a HR Transaction Checklist to
have the job added.

Grad jobs must use the appropriate grad pooled position. DO
NOT USE THE SUMMER POSITION NUMBER FOR
THE fall/spring semesters!

If you need to change the labor distribution on the job, you
will need to process a Labor Distribution Change EPAF after

the reappointment has been applied to Banner.
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Before Beginning to Process a Grad Reappointment
EPAF, the information below should be determined

UIN

Position and Suffix number — use the appropriate grad pooled position (be sure
that the grad held the position previously to which you are going to reappoint;
otherwise, you will receive an error message only after you complete the entire
process and submit the transaction. The error message received is: *ERROR*
The Begin Date and Step must be entered for a new job.) The error indicates
that the employee did not hold that position previously, and you need to go
back and select/enter the correct Position and suffix in order to submit the
transaction again. If they are being appointed to a new position, a HR
Transaction Checklist will need to be completed and forwarded to HR

Last Paid Date from the Job Detail Record being reappointed

Effective Date — the date the job is to begin (must be at least the day after the
Last Paid Date)

Personnel Date — will be the same as effective date for initial fall/spring job
FTE - FTE at which grad will be performing services

Salary rate for the appropriate service base and FTE

Enddate — the date the job will end

Will routing to an Approver be needed before the System applies the EPAF?
If so, what is the NETID of the Approver?
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Overall Steps for Grad Reappointment EPAF

Enter NOAEPAF in the GO TO field on the General Menu

Enter UIN, and then click on the Approval Category field (if you tab after entering the UIN,
you will be taken to the Position field and will then need to come back to the Approval
Category)

Approval Category = GRREAP (Approval Type will default with REAPPT when you select
GRREAP in the Approval Cat field)

Enter Query Date — use a date that falls within the job’s previous appointment period

Enter or select Position — be sure to use the appropriate pooled position (DO NOT use a
summer position for fall/spring reappointments)

Click “Next Block”

Current Values will default in (if no defaults are indicated in the Current Values, that means
there was no active job record at that time either because the wrong position number was used,
or the query date needs to be adjusted to reflect a period when the job was held)

Enter Job Effective Date = starting date of reappointment

Enter Personnel Date = actual starting date of reappointment (should match job effective date
unless the reappointment is retroactive)

Enter FTE = FTE assistant is providing service (please be sure to enter the field in decimals
(ex: 50% should be entered as .5)

Enter Annual Salary = be sure to annualize the salary even if you are only reappointing for one
semester (monthly salary x 9 or 12)

Enter Salary Group = 20XX (dependent on the enddate of the current fiscal year; ex: 2005-06
use 2006; 2006-07, use 2007, etc.)

Save
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Overall Steps for Grad Reappointment EPAF

Data Entry

Go to Options from tool bar and select “Next Action”

Click “Next Block” to move to New Value fields for the FACPAY section
Enter Job Effective date = must match effective date used on the first screen
Enter Personnel Date = must match the personnel date used on the first screen

Enter Factor = number of months of pay (default is 9, if reappointing a 12 month
grad, be sure to change factors to 12)

Enter Pays = same number entered in Factor field

Enter Hours per Day = FTE x 8

Enter Hours per Pay = 173.33 X FTE (ex: 173.33 x .5 =86.665 — enter 86.67)
Save

Go to Options, Select “Next Action” to move to enddate job field information
Click “Next Block” to get to New Value fields for the End Job section

Enter Job Effective Date = date job is to end

Enter Personnel Date = same date as effective date

Save
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Overall Steps for Grad Reappointment EPAF
Data Entry

Click on Routing Tab to set up Routing or go to Options, select “Routing”
Click on drop down arrow below User ID to assign the Central Applier ID

Save (Note: if additional routing is required, click on the level code field under the
CNTAPL, select the appropriate level code, user id, and required action)

Click on Other Information and Comments Tab to add comments
Add comments in the Comments text box

Save

Click on the Transaction Tab

Go to Options, Select “Submit Transaction” (if this step is not done, the EPAF will
remain in Waiting status, and cannot be approved or applied until the originator
Submits the transaction). If you are the Approver, the Transaction Status should
reflect “Approved.” If not the approver, the Transaction Status will be “Pending”
until the Approver has approved the transaction

Check for any Errors/Warnings by going to the Options, and selecting Errors or

Warnings Detail Form (errors will prevent the EPAF from moving to the Approver
or Applier. Warnings are ignored and will not delay the process. See slide 22-23 for
more information)



Grad Reappointment EPAF
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Check Banner Message

To access the Graduate Assistant Reappointment EPAF, type
NOAEPAF in the GO TO field




First NOAEPAF Screen
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Grad Reappointment EPAF
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Enter UIN, or perform name search

Approval Category = GRREAP (Approval Type will default with REAPPT when you select
GRREAP in the Approval Cat field)

Enter Query Date — use a date that falls within the job’s previous appointment period

Enter or select Position — be sure to use the appropriate pooled position (DO NOT use a
summer position for fall/spring reappointments)

Click “NEXT BLOCK”



Complete Transaction Information

2 Oracle Developer Forms Runtime - Web: Open = NOAEPAF
File Edit Qptions Block [tem RBecord Query Tools Help
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[0 Pending Change Proxwv Fnr: | F|
1D: 111111111 [7 Scarlet O’Hara Generate ID: @
Transaction: | [~ Query Date: 15-Mav-z006 [
GRREAP [TGraduate Reappointment Position: |U?34?D [7|GRF\D RES ASST

REAPPT  [* Reappointment Suffix: EF

Transaction Default EarminGs 0] =] o I e e ) o Routing Other Information and Cormments
Applied
Status Field Name Current Yalue New value

v

| |pob End Date |15-Mar-2008 [ -

| [obs Effective Date [15-mav-z00s |

[ [Persannel Date [15-mav-2008 |

r |Ern|:u|u:|yee Class Code |GA |G.¢\

[ [rob status [T [

[ [rre E |
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[ ] | | -
Approver Action: Mone v| Queue Status:

FRI-40350: Query caused no records to be retrieved.
Record: 1/8 | | o | | =05C=
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Complete New Value Field Information

NOTE: Current Values will default in and cannot be overridden

Routing COther Information and Commean t=

Applied
Status Field Name Current value MNewr Yalue
-

[10b End Date [15-mar-2006 [-
|[10bs Effective Date [15-rmav-zo0e [1e-AuG-zo0s
[Personne | Date [15-mar-zo08 [1e-auz-z00s

|Ernp|cn_,ree Zlass Code |GP\ |GP\
[10b =tatus T [a
[Fre [.5 ER

| nnnnn I salary | 11111 | 11111
|salary Group |zoo7 |zoo7

|J0h “hange Reasan | ZZZZZ | DDDDD

HENEEEERNE

Approver Action: - Queue Status:

Enter new value.
Record: 69 | =osC=

1.  Job Effective Date = starting date of reappointment

2.  Personnel Date = actual starting date of reappointment (should match job effective date
unless reappoint is retroactive)

3. FTE = FTE assistant is providing service (please be sure to enter the field in decimals
(ex: 50% should be entered as .5)

4.  Annual Salary = the 9 or 12 month annualized salary (monthly salary x 9 or 12)

5. Salary Group = 20X X (dependent on the enddate of the current fiscal year; ex: 2005-06
use 2006 for salary group, 2006-07, use 2007, etc.)

6. Save

7. Click Options, Select “Next Action” to move to the FACPAY section

NOTE: all other New Value fields will default and you cannot override the information 11



Complete Remaining Reappointment
Transaction Information

& Oracle Developer Forms Runtime - Web: Open = NOAEPAF
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Routing

Generate ID:
Query Date:

Position:
Suffix:

[&]
15-MaAY-z006 [0
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Other Information and Comments

Aapplied

Status Field Name

Current value

mewr Value
-

-

|J0hs Effective Date

[15-mar-zooe

[¥

|F'ersonne| Date

[15-Mmav-z006

[Factor [= B

|F'a5rs |9 |9 52
|H|:||_|rs per Dawy |4 | :E
|Hours per Pay |86.6? | E
[r0b change Reason [smozz [raoox
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Approver Action:

Queue Status:

Enter new value.

Record: 1J7 |

| | =0sC=

L

Click “NEXT BLOCK" to access the New Value Fields
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Complete New Value Fields for remaining
Job Detail Information

Routing COther Information and Comments

Applied
Status Field Name Current Yalue MNewe Yalue

[~
[ [3obs Effective Date [15-mav-zo06 [16-aUG-z008 (=]
[ |persenns | Date [15-mar-zooe [18-AUG-z00s
[ [raee E E
| pay & 2
[ |Hours per Day [a [z.6a
[ H per Pay |se.87 [57.20
[ [3ob change r EFES [rapo1
[ | |
[ | |
(] | | -

Approver Action: - Queue Status:

-

FRM-40102: Record must be entered ar deleted first |
Record: 845 | | ] | =oscs=

1. Job Effective Date = starting date of reappointment (must match effective date on first screen
2.  Personnel Date = actual starting date of reappointment (must match personnel date on first
screen)

3.  Factors = number of months of pay (default is 9, if reappointing a 12 month grad, be sure to
change factors to 12)

4.  Pays = same number entered in Factor field

5. HoursperDay =FTE X8

6. Hours per Pay =173.33 x FTE (ex: 173.33 x .5 =86.665 — enter 86.67)

7. Save 13

8.  Go to Options, Select “NEXT ACTION” to move to enddate job field information



End Job Section

& Oracle Developer Forms Runtime - Web: Open > NOAEPAF

File Edit Qptions Block Iterm Record Query Tools Help
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1

Click “NEXT BLOCK?” to get to End Job New Value fields
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End Job Section Fields

Befault EarminEs 0 i =} B = e Routing Other Information and Comments
Applied
Status Field Name Current Yalue New Value
-

[ [robs Effective Date [15-mar-zoos [z1-DEC-Z00E =l

[ | [personne | Date [15-mav-2008 [31-DEC-2006
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1

FRM-40102: Recaord must be entered or deleted first.
Record: 55 | | | | | <0sC=

1. Job Effective Date = date job is to end

2. Personnel Date = same date as effective date

3. Save

4. Click on Routing Tab or go to Options and select “Routing” to set up
the Routing Queue

Note: All other fields will default and you cannot override the information
15



Transaction

Routing Screen

Default EarminEs ' =i =] e ) o T = O Routing Other Information and Comments

Originator I1D: |CMENF\CHE Catherine L Menacher
Level uUser Required Queue
Code Level 1D Name Action Status Action Date
[~] A
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Level Code. Press LIST for All, CGH - Mandatory Lvls, Dup ltem - Personal Queue

Fecord: 11
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Assign Central Applier

Transaction Routing Other Information and Comments

Originator ID: |CMENACHE

Level User Required Queue
Code Level 1D Name Action Status Action Date

(~] Ad

|CI"-.ITP.F'L

|»

|HR2NOPEF\M |EPAF User ID ta apply EPAF records

|90
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |

4] 3
Required Action. | ]
_Recard: 111 | | oo | | <osC=

1. Click on drop down arrow below User ID to assign the Central Applier 1D
(NOTE: although the Central Applier must be assigned, there is no HR review of
the transaction prior to the application to Banner).

2. SAVE

NOTE: If additional routing is required, click on the level code field under the
CNTAPL select the appropriate level code, user id, and required action. The
routing queue must be assigned before the transaction can be submitted. 17



Enter Comments

Transaction Routing Other Information and Comments

Created Date: |30-JUN-2006 Submitted Date: Application Date:

Originator ID: |CMENACHE Submitter ID: | Applied to Database By: |
Enter free Comment: Reappainting Scarlet for the fall 06 semester at 33%)| Cathy Menacher 6/30/06 = Ddte and Time: |30-JUN-2DDE. 11:30:25 AM 2
mide By: CMENACHE
text
—>
comments
here
Comment: * Date and Time: |
Made By: |
Caomment made by the user ID; insert a new record to add comments. |
Record: 111 || | | | =08C=

Click on Other Information and Comments Tab to add comments.

SAVE

Click on the Transaction Tab .



Submit Transaction

£ Oracle Developer Forms Runtime - Web: Open > MOAEPAF

File Edit slaidl=slgt-8 Elock Item Record Query Tools Help

Transaction
Submit Transacktion
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Spply Transaction
Cancel PAF
p - -
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Errors or YWarnings Detail Form Suffix: ao -
Electronic Approval Sumrmary Form
Dates and Contract Pararmeters [NZaDTCP] Slamr EistrlEutEEn Routing COther Information and Camments
Applied
Status Field mName Current ¥alue MNews Value
-
[P [pabs Effective Date [15-mar-zoos =]
[P [Persannel Date [15-mav-zooe
[P [10b Status [T
|P— |J0b Zhange Reason |S.ﬂ\022
Approver Action: - Queue Status:

Enter new wvalue. |
Record: 154 | | | =0sC=

W q

Go to Options — Select “Submit Transaction”

NOTE: You must submit the EPAF to complete the process
and move the EPAF to the Approver or to be picked up in the
application batch 19



Submitted Transaction

£ Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit Options Block Item Record Query Tools Help
oD AEEE 5D SEE &SRB EE EIEIOX
Personnel i [ IEWY | -l M e =2
[ Pending Changs ' [T|
111111111 - Scarlet O’Hara —_——
1D: . F Generate ID: @
Transaction: 320078 F Approved I Query Date: 15-MAYT-2006 [_
GRREAF |[¥ Graduate Reappointment Position: [u7za70 [*|cRAD RES assST
ENDICBE [ ¥ End Job Suffix: oo [+
Default EarminEs Jeb Labor Bistrbuticn Routing Other Information and Comments
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Status Field Name Current ¥Yalue New Value
-
[P [obs Effective Date [15-Mmar-zo0e =]
[P [Personnel Date [15-Marr-zo08
[P [1ob status [r
|P— |Job Change Reasan |SAD22
[ | -
Approver Action: v| Queue Status:
Transaction submitted. |
Record: 1/4 | | | =08C=
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Submitted Transaction

£#2: Oracle Developer Forms Runtime - Web: Open = NOAEPAF

File Edit Cptions Block tem Record Query Tools Help
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Transaction submitted. | ]
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The transaction is now ready to be applied in the nightly batch (be sure to check for any
system errors by going back to the Transaction tab, Click on Options from the toolbar, click on
Errors or Warnings Detail Form. If there are errors, you will be taken to the error screen and
provided with data that needs to be corrected. You will need to contact HR to have the EPAF
returned for correction) Note: only errors will prevent the EPAF from being applied.
Warning messages are ignored and will not delay processing of the EPAF.

NOTE: the nightly batch only runs Monday through Friday, and does not run on the Monday
and Tuesday of a biweekly calc.



Errors/Warnings

£ Oracle Developer Forms Runtime - Web: Open > NOAEPAF

Block Item Record CQuery Tools Help
Transaction
Submit Tranmsaction
Spply Transacktion
Cancel PAF

2 P
M Delete PaF
ID: Mext Action pri Generate ID:
Transa pouting h Query Date: 01-JAaM-Z00& =
Dther Information and Comments Prointment Position: [uFzazo ~ ||sraD RES AssT

[t Suffix: oo [+

Electronic Approval Summary Form
Dates and Contract Parameaters [NZAaDTCR]

b or DistrEEiEn Routing other Information and Comments
Aapplied
Status Field FName Current value MNewvs Yalue
-~
P [1ob End Date [15-ma~v-zooe ] =
P [Jobs Effective Date [z1-DEC-Z00S [o1-1aM-zo0s
P |Personnel Date |z1-DEC-ZOODS lo1-3ar-zoos

If the Errors or Warnings Detail Form option is disabled, that indicates there are
no errors/warnings on that transaction

£ Oracle Developer Forms Runtime - Web: Open > NOAEPAF - NOIEMSG

File Edit COptions Block Item Record GQuery Tools Help

=~ [ =3 <= =) | “Ba &7 | EA ===

Proxy For: | F|
Transaction RNumber: | ZZ0095 F ID: 659402222 |Blvthe Gore Clark
Originator: |CMENACHE
Category: |GRRE.C\.P Sraduate Reappointrnent W Errors W wrarnings
Approwal Error
Type Twpe Errors and wWarnings Information
|ERROR |*ERROR* Eff Date rmust be greater than Last Paid Date of 15-Mavy-2006. [==]]
[FacPpay [ErROR [*ERROR™ Eff Date rmust be greater than Last Paid Date of 15-MAY-2006.,

Errors must be corrected before you can continue. 22



Errors/Warnings cont’d

« [|fan EPAF already exists for a reappointment and is in
Waiting status (has not been submitted/applied), you will
receive an error message stating “*WARNING* A
duplicate transaction, ######, for this person exists for this
approval category at Waiting status.” You will need to
delete the current EPAF you are working on (either don’t
save changes or go to Options and select Delete PAF), and
then search for the existing EPAF, complete it and submit,
or delete it and start a new one.

e You may also receive an error message if you enter an
Invalid value In a field that contains a list of values. If the
value you enter is not in the list, you will receive an Error

23



Tracking the Status of EPAFs

Units may track the status of an EPAF by following the steps below:

1.
2.
3.

Go to NOAEPAF
Enter the UIN of the employee

Click on the drop down arrow to the right of the Transaction
field. You will be provided with a list of all EPAFs processed
for the employee including the Transaction #, Category (type of
EPAF), and Status

Select the EPAF you wish to review by double clicking on the
EPAF # or clicking Ok

“Next Block” to see the data

If the transaction is in Approved status but has not yet been
applied in the nightly batch, check for Errors by going to
Options, and select Errors or Warnings Detail Form

24



Statuses of EPAF and What They Mean

Waiting = the transaction has not been submitted

Pending = the transaction was submitted to an
approver and Is awaiting their action

Approved = the transaction is waiting to be
applied

Completed = the transaction was applied, and the
job record has been updated (can see job
Information on the Job Detall screen In
NBAJOBS)
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