E Add EPA Supplemental Earnings new version, AJ0035

New EPAF Person Selection

[image: image1.png]New EPAF Person Selection

&R Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go,

# - indicates a required field.

ID: #

Query Date: MM/DD/Yvvy ¥ |08/01/2008
Not Selected Click on drop-down
list and choose
EPAF

Approval Category: #

EPAF Approver Summary | EPAF Originator Summary
Return to EPAF Menu





· ID: Enter ECU ID and hit your TAB button or do a search (magnifying glass) and select a person.

· Query Date: this should be the Effective Date of your action which is generally the first day of the first available pay period in which this pay will begin. This date will drop into many date fields on your EPAF to simplify data entry and reduce errors so make sure you enter your Effective Date here.
· Approval Category: choose the appropriate EPAF from the dropdown list.

· Click the GO button.

New EPAF Job Selection

Tip - When adding a new job (EPAF category codes that begin with HN or AJ), first click on the ALL JOBS button to view previous job records that are no longer active. You must be certain that the position/suffix combination you enter has never been used before for this employee. Then you may enter the new position number and suffix. 
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· Position: The position number used for EPA Supplemental Earnings usually depends on the source of funding. Special position numbers (below) have been setup for certain situations but you must follow the requirements of the respective budget office:

· Special Funds – always use S06067

· Grants – always use S06069

· State Funds and MFPP –  you should be using a permanent position number except in rare cases where you are moving money into the S position to cover these earnings.

If you have any questions about the position number, please contact the appropriate budget office.
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· Suffix: If you used one of the S position numbers above, you may use a suffix of 00, 01, 02, etc. If you used a regular permanent position number, you should use a suffix that begins with an M. M1, M2, M3, etc. 

VERY IMPORTANT: After entering the suffix hit your TAB BUTTON to populate the position.

· Click the GO button.

EPAF Form
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· Job Begin Date:  The Query Date you entered will default in here and may be overridden. This is the effective date and should be the beginning of a pay period (the 1st or the 16th).

· Contract Type:  Defaults in as S for a secondary job.

· Jobs Effective Date:  The Query Date you entered will default in here and may be overridden. This is the effective date and should be the beginning of a pay period (the 1st or the 16th).

· Personnel Date: The Query Date you entered will default in here and may be overridden.  This should represent the first day Supplemental Earnings were to be paid, if for some reason that date is not the same as the Effective Date (e.g. the payment should have started on March 16 but EPAF could not be completed until the April 1 pay period).

· Employee Class Code:  This will default in as EU and may not be overridden. EU is a special employee class used with supplemental earnings.
· Timesheet Orgn: Enter the org code for the department where the work is done.
· Title: Enter the appropriate title for this job assignment. If you enter nothing, the position title will default – EPA Supplemental Earnings.

· Job Change Reason: 00320, EPA Supplemental Earnings will default in and may not be overridden.

· Annual Salary:  Enter the total amount of Supplemental Earnings to be paid. For example, if payment is $50,000 paid over 5 pay periods, enter 50000. If payment is one payment of $1000, enter 1000.  

· FTE: Defaults in as 0.0. This may be overridden for grants situations where FTE is tracked, as in summer support.

· Pays: Enter the number of payments. Banner will divide the amount entered in the Annual Salary field by the number entered in Pays to determine the per pay period amount to pay on each payroll. For example, if payment is $50,000 paid over 5 pay periods, and you entered 50000 in Annual Salary, enter 5 here. If payment is one payment of $1000 and you entered 1000 in Annual Salary, enter a 1 here. This will not actually control the number of payments, it is just used to calculate the amount of each payment.

· Factor: This must be the same as what you entered in Pays.

Labor Distribution

· Effective Date:  The Query Date you entered will default in here and must be the same as the Jobs Effective Date.

· Fund, Organization, Account, and Program:  The FOAPAL information will default in from the position. Since this is a generic pooled position, each element of the FOAP must be overridden with the actual valid source of funding for this supplemental payment.
· Project:  The Project Code should represent the FTE by FOAP for the employee job assignment. This defaults in from the position and should be overridden, as necessary, to reflect the employee’s FTE for each labor distribution. The total of the Project Codes entered should equal the FTE field entered on the Job Detail portion of the EPAF above.
· Percent:  The total percent of all labor distributions must equal 100%. If the job is split funded and you used a dollar amount to calculate the correct percent for each labor distribution or FOAPAL line, please indicate the dollar amounts used in your calculation in the Comments section at the bottom of this EPAF (below the routing section). This will enable all Approvers to see the dollar figure you used in your calculation.
Add Earnings Codes for Supplemental Earnings

This section is critical and the EPAF functionality will not enable us to default in the appropriate values so please follow these instructions carefully. 

[image: image5.png]Add Earn Code for Supplemental Earnings, S16065-00 EPA Supplemental Earnings

Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date

New Value
Earnings Hours or Units  Deemed Spedial Rate Shift End Date
r Pay Hours MM/DD/YYYY
226, E9A Sup-wiincont ot cutes ) :
e e
e e w— T
Lot Not Selected omtont i L
Not Selected 1
ot selected B :

Save and Add New Rows





· Effective Date: This date will not default from the Query Date but this must be the same date you entered for Job Begin Date and Jobs Effective Date (the date you should have used as your Query Date) 

· Earnings: You must select the appropriate earnings code from the dropdown list. Valid codes for Supplemental Earnings are:
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Note: Depending on the position number you use, the dropdown list will contain several earnings codes but only one of the 4 codes above is appropriate for this personnel action. If you are not sure what code to use, contact your Division rep for assistance.
NOTE: 228 may only be used for Summer Grant Support and should not be used at other times of the year unless you are paying out funds that were supposed to have been paid during the summer.
· Hours or Units Per Pay: This should always be 1.
· Special Rate: This is the amount PER PAY PERIOD. This is NOT the total amount to be paid. The Per Pay Period Amount entered here should equal the Annual Salary entered above Divided by the Pays entered above. Special Rate = Annual Salary/Pays.

· Shift:  Don’t touch this. Shift will default in as 1 and should remain that way.
End the Job
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· Jobs Effective Date:  Enter the last day they will receive supplemental pay. This is usually the last day of a pay period. 

· Personnel Date:  Enter the last day they will receive supplemental pay. This is usually the last day of a pay period. 

· Job Status:  Defaults in as T for Terminated and is not overrideable.

· Job Change Reason: Defaults in as 00321, End EPA Supplemental Earnings.

Routing Queue
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· Mandatory Approval Levels will default in. Add any additional levels required by your Division, if necessary. Be sure to add the appropriate budget office.
· Verify or enter the appropriate User Name for each Approval Level.

· If you added any additional levels, be sure to add a Required Action in the column on the far right.
· You are responsible for entering all necessary approval levels for this action.
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· Comment: Enter any information approvers may need regarding the reason for this action.
· Click the SAVE button at the bottom of the form.

· If no errors occur, hit the SUBMIT button.   

· If you receive an error, correct the error, SAVE the form and SUBMIT again.

Use the AJ0028 for EPA Teaching Overloads – Do not use this earnings code on this EPAF.
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