FLORIDA INSTITUTE OHECHNOLOGY

ELECTRONIC PERSONNEL ACTION FOR
(EPAF)

Adjunct New Hire

Human Resources
5/28/2008

Instructions to hire an employee as an adjunct faculty member. Note: The Adjunct New Hire form is to be used
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Entering an EPAF

1. Loginto PAWS; www.fit.edu/paws

2. Click on theeEmployee Servicemab

Personal Information Student and Financial Ai ‘ Employee Services .

——s
Search

Employee

3. Click orElectronic Personnel Action Forms

Personal Information Student and Financial Aid g3 TR e

Search

Employee

Electronic Personnel Action Form
BeRent
Retirement, hezlth, flexible spending, miscellanecus, beneficiary, Benefit Statement.

Pay Information

4. Click orNew EPAF

Personal Information Student and Financial Aid Emulovee Services

Search

Electronic Personnel Action Form

5. Check to make sure that the new hire does not already have anBBniner

- Click on the magnifying glass icon

Personal Information Student and Financial Aid

Search

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 selec

# - indicates a required field

ID: % & Q
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Person Search

&R Step 1: Do NOT check the box next to Employee.
Stap 2: Enter the amployee Last Name and click GO (a percent sign may be used as a wildcard).
Step 3: If Step 2 does NOT find the employee, enter the employee SSN and click GO.
Step 4: If the employee is NOT found using Step 2 or Step 3, click on the NEW EPAF link at the bottom of this page and choose a new hire
EPAF.

Search Criteria
Employee: (1]
Last Name: watermelon|
First Name:
or

1D:
or

SSN/SIN/TIN:

Records per Page: 2z «

- Click onGoto perform the search.
- Option 1:

- If the following message appears after the Person Search, the employee is Banrier and to
Florida Tech Continue to step 6.

& There are no records available based on the criteria.

- Option 2:
- If the Persa Search returns the employee that yate hiring, then use the Adjunct Faculty
Rehire, ADRHEPAF form. See instructions for Adjunct Rehire ambticontinue to step 6.
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ID: ® |GENERATED

Query Date: mw/oo/vyyy#* |05/18/2008
Approval Category: ¥ | Not Selected v

7. Enter the query date. The query date should be the fBahdayof the weekin which the employedegins work

8. Select AdjuncFaculty New HireADJNHfor the Approval Categoryrom the dropdown menu.
* - indicates a required field.

ID: * [GENERATED & Q

Query Date: mm/oo/vvry® |05/18/2008

Approval Category: ¥ |EN I A e e

9. ClickGo

10. In the Positionfield, enter a position numbefrom the master list of positions for your department. (Hit Tab on the
keyboard)

1D: GENERATED
Query Date: May 18, 2008
Approval Category: Adjunct Faculty New Hire, ADJ-NH

New Job
Position: | Q
Suffix:

If the Positionnumber is not known, select the position pgrforming a search
a) Click on the magnifying glass icon.

ID: GENERATED
Query Date: May 18, 2008
Approval Category: Adjunct Faculty New Hire, ADI-NH

New Job
Position: | @
Suffix:
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i. Employee Class62, Adjunct Faculty
i COA A
i .dzZRISG hNBFYATFGAZ2Y T t2aA0A2y Q4 2NHF YA

Search Criteria
Position Number:

Employee Class: 22, Graduate Student Assistant 4
62, Adjunct Facul v
COA: All

1, Florida Institute of Technolog
Budget Organization: 13305, Dean College of Aero A
13310, College of Aeronautics v

c) ClickGo

d) Clickthe Positionnumber from the list returned by the search. The results will be returned to the
New EPAF Job Selectipage.

Search Criteria
Position Number:

Employee Class: ‘Au -
01, Executive hd
COA: all 1
1, Florida Institute of Technolog |
Budget Organization: |a) ]|
‘10100, Office of the President v
Search Results
% Position e Title % Employee Class % COA % Budget Organization Begin Date End Date
MaTaly Adjunct Faculty 62, Adjunct Faculty |1 13310, College of Aeronautics Jan 11, 1999
0040402 |Adjunct Faculty |62, Adjunct Faculty 1 13310, College of Aeronautics May 01, 2005

11. Enter theSuffix (usually 0.

New Job

Position: (004040 | [adjunct Faculty Q
Suffix: [od| |

12. dick Creaet.
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13. Enter the job information for the employee.

v E u%o0}C 0
v E u%o0}C [ (
Middle Name: Enter u%o0}C [+ u]
Name Prefix: U% 0}C
Name Suffix: § U% 0} C
Birth Date: mm/oo/vvyy U%o0}C
Citizenship: Mot Selected v U% 0} C
Ethnicity: Mot Selected v U% 0} C
Gender: Mot Available v U% 0} C
SSN/SIN/TIN: U%0}C
Address Line 1: i*S o]lv }(
Address Line 2: fv o]Jv }( u%o}C [-
Address Line 3: TE o]v }( u%o}C [
city: 15C }( u%o0}C
State: Mot Selected v S8 }( u%o}C
ZIP or Postal Code: Q 1% }E % }+8 o } diessu
Nation: 000, UNITED STATES OF AMERICA v v §]}v }( Uu%o0}C
Address From Date: mm/op/vvvy E & (E}u Az] z 52 E -+ Aloo

Address Type: (Not Overrideable) HR
Address Sequence No.: (Not Overrideable)

Employee Hire - Employee Information

Item New Value

Employee Class Code: (Not Overrideable) 62

Home COAS: (Mot Overrideable) 1

Home Organization: Q
Distribution COA: (Not Overrideable) 1

Distribution Orgn: Q Enter Check Distribution Organizatiol

Current Hire Date: mm/op/vvvry

Enter the Sunday of the week in which the employee begins wo
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