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Grad Summer Reappointment EPAF

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

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

o Summer grad jobs should only use the appropriate grad
summer pooled position. DO NOT USE THE FALL OR
SPRING SEMESTER POSITION NUMBER FOR THE
SUMMER PERIOD!

 |If you need to change the labor distribution on the summer
job, you will need to process a Labor Distribution Change
EPAF after the job has been applied to Banner.




Before Beginning to Process a Summer Grad

Reappointment EPAF, the information below should

be determined

UIN

Position and Suffix number — use the appropriate grad summer 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

Effective Date — the date the summer job is to begin

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

Salary to be received for the entire summer period

Enddate — the date the summer job will end
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Overall Steps for Grad Summer Reappointment EPAF

Data Entry

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 last year’s summer job period

Enter or select Position — be sure to use the appropriate summer pooled position (suffix should
default to SM)

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 summer reappointment
Enter Personnel Date = actual starting date of reappointment (should match job effective date)

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 = the salary for the full summer period (1, 2 or 3 x monthly amount)

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

Save



Overall Steps for Grad Summer Reappointment EPAF
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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 (1, 2, or 3)

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 summer job is to end

Enter Personnel Date = same date as effective date

Save



Overall Steps for Grad Summer Reappointment EPAF
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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 1D

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

Save

Click on the Transaction Tab

Go to Options, Select “Submit Transaction”



Grad Summer 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 Summer Reappointment EPAF
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1.  Enter UIN, or perform name search

2.  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 last year’s summer appt period

Enter Position number — enter or select the appropriate summer pooled position

5.  Suffix — should default with SM if you entered/selected appropriate summer pooled position
(do not use any suffix other than SM for summer reappointments)

6. Click “NEXT BLOCK” 9
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Complete Transaction Information

& Oracle Developer Forms Runtime - Weh: Open = NOAEPAF
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Complete New Value Field Information

NOTE: Current Values will default in and cannot be overridden

Routing Other Information and Comments

Applied
Status

Field Name Current Yalue MNew VYalue

[P [ob End Date [15-3UL-200S

|»

[P~ [obs Effective Date [18-mav-zoos

|P— |F' eeeeeee | Date |16—MF\Y—2DDS

|P— |Emp|0yee Class Code |GA

[P [ob status [a

o [rre E

|P— |P.nnua| Salary |3634

|P— |Sa|ar\,r Sroup |2DDS

|P— |Job Zhange Reason |JE‘-DD?
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Approver Action: |N0ne v| Queue Status:

Job Effective Date = starting date of summer reappointment

Personnel Date = actual starting date of reappointment (should match job effective date)
FTE = FTE assistant is providing service (please be sure to enter the field in decimals
(ex: 50% should be entered as .5)

Annual Salary = the salary for the full summer period (1, 2 or 3 X monthly amount)
Salary Group = 20XX (dependent on the enddate of the current fiscal year; ex: 2005-06
use 2006 for salary group, 2006-07, use 2007, etc.)

Save

Click Options, Select “Next Action”

NOTE: all other New Value fields will default and you cannot override the information
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Complete Remaining Reappointment
Transaction Information

£ Oracle Developer Forms Runtime - Web: Open > NOAEPAF
File Edit options Block Item Record Query Tools Help
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Approver Action: - Queue Status: ]

Click “NEXT BLOCK" to access the New Value Fields

12



Complete New Value Fields for remaining
Job Detail Information

Routing COther Information and Comments
Applied
Status Field Mame Current Value MNew Yalue
[P [abs Effective Date [16-mav-zo05 -
[P [Personne | Date [16-mav-z005
|P_ |Factor |2
P [pavs g
|P— |H0 rs p Day |4
|P— |H0urs P Pay |86 67
[P [eb change & [reo07
| |
[ |
[ | | :
Approver Action: "| Queue Status:
4] > i
FRM-40400: Transaction complete: ¥ recards applied and saved. | “|
1.  Job Effective Date = starting date of summer 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 (1, 2 or 3)
4.  Pays = same as factors (1, 2 or 3)
5. HoursperDay =FTE x 8
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 options Block Item Record Query Tools Help
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Applied
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Approver Action:

1|
Enter news value.
Record: 144 | | |

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

RoOUting other Information and Comments
Applied
Status Field Mame Current value Mews Yalue
-
[p" [pobs Effective Date [16-mav-zoos =]
[p [Persenne | Date [16-mav-zoos
[ [eb status [
[ [3ob change R [rp007
[ |
[ |
[ |
L] |
[ |
[ | -
Approver Action: - Queue Status:
4]
FRM-40400: Transaction complete: 4 records applied and saved. | ]
. Recard: 174 | | ] | | =0sC=

Job Effective Date = date summer job is to end

Personnel Date = same date as effective date

Save

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

oL

Note: All other fields will default and you cannot override the information
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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
| oy ] |9E| | | apply = |In Queue | =
| | | | | |
| | | | | | | |
| | | | | | | |
| | | | | |
| | | | | |
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Level Code. Press LIST for All, CGH - Mandatory Lvls, Dup ltem - Personal Queue

Fecord: 11
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e w7 [ Microsoft PowerPaink ... ™ Inbox - Microsaft Gut, 7} Oracle Application Se...
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Assign Central Applier

Transaction Routing Other Information and Comments

Originator ID: |CMENACHE Catherine L Menacher

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

(~] Ad

|CNTAPL a0 |HR2NOPEF\M |EPAF User ID ta apply EPAF records

|»

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

1. Click on drop down arrow below User ID to assign the Central Applier ID.
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.
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Enter Comments

Transa chon Routing

Created Date; |24-APR-2006 Submitted Date: Application Date:

Originator ID: |CMENACHE Submitter ID: | Applied to Database By: |

Commen t: 2] Date and Time: |24-.°.PR-2IZIDIS 05:25:44 PM 2
Made By: (CMENACHE

Commen t: = Date and Time: |
Made By: |

Click on Other Information and Comments Tab to add comments.

SAVE

Click on the Transaction Tab .



Submit Transaction

2 Oracle Developer Forms Runtime - Web: Open = NOAEPAF
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]

Submit Transaction

Chmittad Teancactioe

Cl 88 = 4|

b

d

Go to Options — Select “Submit Transaction”

NOTE: You must submit the EPAF to complete the process
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Submitted Transaction
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Transaction submitted.
Record: 141 | | | | =o5c=

a Oracle Applicati. .. & Oracle Develop. ..

The transaction is now ready to be applied in the nightly batch.

NOTE: the nightly batch only runs Monday through Friday, and does not
run on the Monday and Tuesday of a biweekly calc. 20




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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