
 

 

EPAF INSTRUCTIONS 

College Roll Hire – Non-Grant Funded 
 

 

 

Information required before starting an EPAF 
 

For a new employee to Florida Tech 

 I-9 

 W-4 

 

Data Integrity 
  

Data integrity is very important when entering information on the (EPAF).   

Please adhere to the following guidelines: 

 

 All required fields in the EPAF must be populated. 

 No symbols or punctuation may be used in the EPAF e.g. & , . + # @  

 All fields are case sensitive.  Do not use All Caps in any field.   

An exception example is “PO Box” for Post Office Box. 

 

An EPAF may be returned for correction if data integrity guidelines are not met. 

 
 

 

 

 
 
 
  
  



1 

 

 
 
  
 
 
 
 

SSN/SIN/TIN   
 
Populated Current Value 
 

If there is a SSN in the SSN Current Value field then the same SSN should be entered in the New Value 
field.   

 
Blank Current Value 
 

If the SSN Current Value field is blank but the employee has a SSN, enter the employee’s SSN in the New 
Value field.   

 
If the employee does not have a SSN at the time of entering the EPAF, enter the employee’s 900 number 
as the SSN.  Only enter the 900 number if the employee does not already have a SSN.  Note: If you have 
access to SPAIDEN or PPAIDEN in Banner, check to make sure that the employee does not already 
have a SSN.  You can also check a new employee’s I-9 for the SSN. 

 

Ethnicity 
 
Populated Current Value 
 

If there is an ethnicity listed in the Ethnicity Current Value field then select the identical ethnicity from 
the Ethnicity New Value column.  For example, if the Ethnicity New Value column has a value of 
American White, then select American White in the New Value column. 

 
Blank Current Value 
  

If the Ethnicity Current Value field does not have an ethnicity, ask the employee to volunteer his/her 
ethnicity.  If the employee does not volunteer his/her ethnicity and you do not know his/her ethnicity, 
select ‘American Unspecified’ for U.S. citizens and ‘International Unspecified’ for Non-US Citizens.   
 
Only enter ‘American Unspecified’ or ‘International Unspecified’ if the ethnicity in Banner is already one 
of these two options or there is no ethnicity listed for the employee in Banner.  Note: If you have access 
to SPAIDEN or PPAIDEN in Banner, please check for the employee’s ethnicity.  You can also check a 
new employee’s I-9 for citizenship. 
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Home Organization: Enter the employee’s home organization. 
 
Distribution Orgn: Enter the check distribution organization.  The distribution org is the organization 
number of the department where the employee can pick up his/her paycheck. 
 
Current Hire Date:  Enter the first Sunday of the pay period in which the employee begins working.   
Note: Although the Current Hire Date is a Sunday, College Roll students can be hired on any day of the 
week. 
 
 

 
 

 
Contract Type: Defaults to Primary.  Note: Only select Secondary if there is a Contract Type error when 
submitting the EPAF. 
 
Job Location: Defaults to Florida.  Note: Only select another state if the employee will be performing 
duties for this position in a state outside of Florida. 
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Workers Comp Code:  Select the Worker’s Comp Code that best describes the nature of the 
employee’s work for this position.  This field defaults to 8868, Professional-Clerical Staff because most 
College Roll positions will be of this nature.  Descriptions of available Worker’s Comp Codes are below. 

 

 

 
 
Job Begin Date: If the employee has never had this position number, the Job Begin Date is the first 
Sunday of the pay period in which the employee begins working.   
 

If the employee had this position number in the past, enter the Job Begin Date from the Current 
Value column.  You can also find the Job Begin Date by clicking on the All Jobs button on the 
‘New EPAF Job Selection’ page.  (See ‘EPAF General Originator Instructions’.)  

 
Jobs Effective Date:  Enter the Sunday of the week in which the employee begins work.   
 
Personnel Date:  Enter the day the employee actually starts work. 
 
Regular Rate: Enter the employee’s hourly rate of pay.  Do not enter $ before the amount. 
 
FTE (Full time equivalency): Defaults to 0.5.  FTE = Hours per Pay / 80.  Change only if the employee’s 
FTE for this position is different from 0.5.   
 
Hours per Day:  Defaults to 4.  Hours per Day = Hours per Pay divided by 10. 
 
Hours per Pay:  Defaults to 40.  Change only if the employee will be working less than 40 hours per 
pay for this position. 
 
Timesheet Orgn:  Enter the employee’s time sheet org.  Example:  Suzie Q is the approver for John D’s 
time.  Suzie Q approves time sheet org 10001A.   Therefore, John D’s time sheet org will be 10001A.  
College Roll students’ time does not default.  They must enter hours and have them approved to be 
paid.   
 
Time Entry Method:  Defaults to “Employee Time Entry via Web”.  Note: Only change to “Department 
Time Entry with Approvals” if the employee’s time is entered into Banner by the department.   
 
 
 

Code Description 

6836 Marina Operators 

7380 Drivers and Garage Employees 

8868 Professional-Clerical Staff – Any office-related work 

9101 Manual Labor – Facilities, Security Guards, Food Service Areas, Shipping Receiving, Coaches 

http://www.fit.edu/hr/documents/EPAF/EPAF%20General%20Originator%20Instructions.pdf
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Jobs Effective Date: Enter the last Saturday of the pay period in which the employee stops working. 
 
Personnel Date:  Enter the date on which the employee actually stops working.  If the exact date is not 
known at the time of submitting the EPAF, enter the last possible work day OR the last Saturday of the 
pay period in which the employee stops working. 
 
 

 

 
  

 
The Job Labor Distribution section can be used to verify the labor distribution of the position number 
that is being used to hire the employee.  Nothing can be entered or changed in this section. 
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Enter the Banner ID of an approver for each approval level or click on the magnifying glass to search for 
and select an approver’s Banner ID. 
 

 College Roll – Non-Grant Funded Approval Level Descriptions 
 

20 – Department Head 
60 – Office of Career Services (US Citizens) OR International Student Services (Non-US Citizens) 
90 – Human Resources 
 
 

 

Enter comments in the Comments Box if necessary.  Comments can be seen by approvers and HR. 
 
Click the Save button to save the EPAF.  NOTE:  An EPAF does not have to be submitted as soon as it is saved.  
You can exit the EPAF and return later to make changes or submit it. See EPAF Originator Summary section of the 
EPAF General Originator Instructions. 
 
 

 
 
Click the Submit button to submit the EPAF for approval. 

http://www.fit.edu/hr/documents/EPAF/EPAF%20General%20Originator%20Instructions.pdf
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