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How to change an appointment whose EPAF has been completed  
 

NOTE: This procedure cannot be used to change an appointment’s begin and end dates. 
Contact HR to cancel an appointment whose dates need to be changed.   
 
A new EPAF has to be entered to make the changes. 

 

 Enter the Employee’s ID number. 

 Query Date = Same as the query date of the EPAF that is being changed (the original EPAF).  

 Choose the EPAF type 

- For Adjunct Faculty EPAFs, use the Adjunct Faculty Rehire EPAF to make changes. 

- For all other EPAFs, use the type of the original EPAF.   

For example, if you used a Supplemental Pay Academic EPAF for the original EPAF, 

also use the Supplemental Pay Academic EPAF to make changes. 

 On the New EPAF Job Selection page, click the All Jobs button to list all jobs for the 

employee.  Click on the Number and Title of the job for which you need to make the 

change. 

 

 

 

 Complete the EPAF making changes as necessary.   

NOTE: All dates and the Contract Type of the appointment should remain the 

same as the original EPAF. 

 Use the comments section to indicate the reason for changes to the original EPAF.   

The original EPAF Transaction number must be entered in the comments section. 
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Procedure to cancel an appointment initially created by an EPAF 
 

Send an email to dtudor@fit.edu and irizarry@fit.edu (for Adjunct EPAFs) with the following 

information: 

 The employee’s full name  

 The EPAF transaction number  

 Subject: “EPAF canceled – [Name of Employee]” 

Other pertinent information may be included in the email. 
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