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1. Log in to PAWS ς www.fit.edu/paws 
 

2. Click on the Employee Services Tab 
 

 
 

3.  Click on Electronic Personnel Action Forms 
 

 
 
4. Click on New EPAF 

 

 
 

 
5. Enter the ŜƳǇƭƻȅŜŜΩǎ флл-xx-xxxx number in the ID field and hit Tab.  The name will automatically populate 

 

 
 
 
 
 
 
 
 
 
 

http://www.fit.edu/paws
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If the 900-xx-xxxx number is not known, select the employee by performing a search 
 

a) Click on the magnifying glass icon. 
 

 
 

b) 9ƴǘŜǊ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ǳǎƛƴƎ ǘƘŜ Ψ҈Ω ǎƛƎƴ ŀǎ ŀ ǿƛƭŘŎŀǊŘ ƛŦ ƴŜŜŘŜŘΦ 
 

 
 

c) Click on Go to perform the search 
 

d) Select the ID of the appropriate employee returned by the search 
 

 
 
e) The results will be returned to the New EPAF Person Selection page 
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6. Enter the query date.  The query date should be the Sunday of the week in which the employee will begin to be paid 
for the supplement.  The query date should be a Sunday in the current pay period or any future Sunday. 

 
7. Choose Supplemental Pay - Non-Academic, SUPNA for the Approval Category 

 

 
 

8. Click Go 

 

9. In the Position field, enter a position number from the master list of positions for your department.  (Hit Tab on the 
keyboard.)   

 

 
 

If the Position number is not known, select the position by performing a search 
 

a) Click on the magnifying glass icon 
 

 
 

b) 9ƴǘŜǊ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ǳǎƛƴƎ ǘƘŜ Ψ҈Ω ǎƛƎƴ ŀǎ ŀ ǿƛƭŘŎŀǊŘ ƛƴ ǘƘŜ Position Number if needed 
 

The query date should be the Sunday of the week in which 
the employee will begin to be paid for the supplement 
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c) Click Go 

 

 
 

d) Click the Position number from the list returned by the search.  The results will be returned to the 
New EPAF Job Selection page 

 

 
 

10. Enter the Suffix 

 

 
 

11. Click Create 
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12. Enter the job information for the employee 
 

 
 

1.  Effective Date Enter the Sunday of the week in which the employee begins work 

2.  Earnings SUP  (No exceptions and must be entered) 

3.  Hours or Units Per Pay 1       (No exceptions and must be entered) 

4.  Special Rate Annual Salary divided by Factors.  Format is 9999 

 

Enter the end date of the appointment. 

Enter the date the employee actually starts work 
 

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

 

Enter factors. (Can be calculated using the factors spreadsheet on HR website) 

 Same as factors 

Enter amount to be paid. Do not enter $ sign. 

 9ƴǘŜǊ ǘƘŜ ǘƛƳŜǎƘŜŜǘ ƻǊƎ ƛƴ ǿƘƛŎƘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǘƛƳŜǎƘŜŜǘ ǿƛƭƭ ōŜ ǎƘƻǿƴ 

1 2 3 4 

If an employee is being rehired into a position with 
the same position number that he/she had previously: 
 

- Job Begin Date: New Value = Current Value 
 
If an employee that already exists in Banner is being 
hired into a position for the first time, the Job Begin 
5ŀǘŜΩǎ ŎǳǊǊŜƴǘ ǾŀƭǳŜ ǿƛƭƭ ōŜ ŜƳǇǘȅΦ  Lƴ ǘƘƛǎ ŎŀǎŜΥ 
 

- Job Begin Date: New Value = Sunday of the 

week in which the employee starts work  

 

Enter 03 for Professional/12 month faculty full time OR 08 for 9 month faculty - Part Time 
 


