FLORIDA INSTITUTE OFECHNOLOGY

ELECTRONIC PERSONNEL ACTION FOR
(EPAFS)

Adjunct Rehre Instructions

Human Resources
5/28/2008

Instructions to hire an employee as an adjunct faculty member. Note: The A&ahit form isto be usd to hire
employees whare alreadyh y Cf 2 NBaRnerSyst&ditkie®@as acurrent or pasistudent or employee.



Entering an EPAF

1. Log into PAWS; www.fit.edu/paws

2. Click on theEmployee Servicemb

Personal Information Student and Financial Ai ‘ Employee Services .

—_—
Search

Employee
3. Click orElectronic Personnel Action Forms

Personal Information Student and Financial Aid J300 R R

Search

Employee

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

Pay Information

4. Click orNew EPA

Personal Information Student and Financial Aid Emulovee Services

Search Go

Electronic Personnel Action Form

5. 9y 1 SNJ (1 KS Sxekdtx 2aumbes if théD defdand hit Tab. The name will automatically popalat

* - indicates a required field.

ID: ®o00330123 Barney O Fife

Query Date: mw/oo/vrry ¥ |05/18/2008

Approval Category: ¥ | not Selected he
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http://www.fit.edu/paws

If the 90Bxx-xxxx number is not known, select the employeepkyforming a search

a) Click on the magnifying glass icon.

Personal Information Student and Financial Aid J&E TR gt w1

Search RETURN -

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.

b) 9y GSNJ 4§KS aSINOK ONRGSNRALI fsawildcsdRif neefdd2 ¢ ® ¢ KS

Search Criteria
Employee: O
Last Name: Fife
First Name:

or

ID:
O—

SSN/SIN/TIN:

Records per Page: 25

¢) Qick onGoto perform the search.

d) Select thdD of the appropriate employee returned by the search.

Personal Information Student FFTINTELY Financial Aid

Search

Person Search Results

&R To choose a person, select a link under ID.

& ID A Last Name A First Name | Middle Name Birth Date Name Type

v v
e Fife Barney o Mov 11, 1855

1-10ft

The results will be returned to thidew EPAF Person Selectipage

Note: If the following message appears after the Person Search, the employee is new to Banner and to FloridaeTech.
the Adjunct Faculty New HireAD3NHform. See instructions for Adjunttew Hireand donot continue to step 6.

A There are no records available based on the criteria
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6. Enter the query date. The query date should be Sundayof the weekin which the employedegins work
7. SelectAdjunct Facultyrehire ADJIRH for the Approval Categoryrom the dropdown menu.

ID: ¥ 200330123 Barney O Fife 8 Q

Query Date: mw/oo/vyyy ¥ |05/18/2008
Approval Category: ¥ |V A e v

8. ClickGo

9. InthePostion field, enter a position numbefrom the master list of positions for your department. (Hit Tab on the
keyboard)

ID: Barney O Fife, 900330123
Query Date: May 18, 2008
Approval Category: Adjunct Faculty Rehire, ADJ-RH

New Job
Position: 004040 | |Adjunct Faculty Q
Suffix: ||

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

ID: Barney O Fife, 900330123
Query Date: May 18, 2008
Approval Category: Adjunct Faculty Rehire, ADJ-RH

New Job

Position: | Il
Suffix: | ] Search

b) 9y G4 SNJ &SI NOK ONRGSNRAI dziRosftdn Nurkberfielif rRedadA 3y I a
i.  Employee Class62, Adjunct Faculty
i. COA4A

ii. . dzZRISG hNEBFYATIGAZ2Y T t2aAdA2yQa 2NBFYAT L

Search Criteria
Position Number:

Employee Class: 22, Graduate Student Assistant A
62, Adjunct Facul ¥
COA: All

1, Flonda Institute of Technolog
Budget Organization: 13305, Dean College of Aero ~
13310, College of Aeronautics v

|

c) ClickGa
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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: Al '
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

10. Enter theSuffix (usually 00)

New Job

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

11. dick Creae.
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12. Enter the job information for the employee.

Distribution COA: (Not Overrideable) 1
Distribution Orgn: Q
Current Hire Date: mm/oo/yyyy

Employee Hire - Secondary Jobs Information

Item Current Value New Value
Job Begin Date: mm/po/vvvy

Jobs Effective Date: mm/oo/vyyy
Personnel Date: mm/oo/vyry

Contract Type:

Factor:

Pays:

FTE: (Not Overrideable) 0.013
Step: (Not Overrideable) 0
Hours per Day: (Not Overrideable) 1
Hours per Pay: (Not Overrideable) 1

Annual Salary:

Time Entry Method: (Not Overrideable) w
Time Entry Type: (Not Overrideable) E
Timesheet COA: (Not Overrideable) 1
Timesheet Orgn: Q

MNot selected v

If an employee is beingehired into a position with
the same position number that he/she had previousl

Job Begin Date: New Value = Current Val

If an employee that already exists in Banner is being
hired into a position for the first time, the Job Begin
5FGSQa Oauilideynfity. @lthis dase:

Job Begin Date: New Value = Sunday of t
week in which the employee starts work

v E u%o0}C [+ Z}u }

Enter Check Distribution Organizatiol
Enter the Sunday of the week in which the employee begins wol

Enter the Sunday of the week in which the employee begins work
Enter the date the employee actually starts work
Choose Contract Type (Primary or Secondary

Enter factors calculated using Factors spreadshg

Enter amount to be paid for appointment. Do not enter $ sig

vi E 8Z 3]Ju +Z 8 }EP ]Jv AZ] Z 8Z u%o0}C

Enter HomeOrganization

Enter Check Distribution Organizatiol

Enter the end date of theppointment
Enter the date that theemployee actually stops working
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