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Instructions toenter an EPAF for Supplemental Pay



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

2. Click on theemployee Services Tab

Personal Information Student and Financial Ai ‘ Employee Services .

——s
Search

Employee

3. Click orElectronic Personnel Action Forms

Personal Information Student and Financial Aid J& o a ] =

Search

Employee

Electronic Personnel Action Formg
Benert

Retirement, hezalth, flexible spending, miscellanecus, beneficiary, Benefit Statement.
Pay Information

4. Click onrNew EPAF

Personal Information Student and Financial Aid Emulovee Services

Search Go

Electronic Personnel Action Form

5. EntertheS Y LI 2 & Sx&£x& nupnben in théD fieldand hit Tab. Theame will automatically populate

* . indicates a required field.

ID Barney Fife % Q

Query Date: mw/oo/yyvy® | 10/01/2008
Approval Category: ¥ | Not Selected
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http://www.fit.edu/paws

If the 900xx-xxxx number is not known, select the employeepbyforming asearch

a) Click on the magnifying glass icon.

Personal Information Student and Financial Aid J3 07 0T TG0

Search RETURN -

New EPAF Person Selection

Q 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: *

b) 9y i SNJ 248 NOK ONARGSNRAF dz@Ay3d GKS w:Q aidy

Person Search

&R Step 1: Do Not Check the box next to Employee
Step 2: Search by Last Name only. A percent sign may be used as a wildcar
Step 3: If Step 2 does NOT find the person, search by SSN/SIN/TIN number

Search Criteria

Employee: O

Last Name: fife

First Name: Barn%
or

ID:
or

SSN/SIN/TIN:

Records per Page: |25 «

c) Click onGoto perform the search

d) Select thdD of the appropriate erployee returned by the search

Person Search Results

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

41D & Last Name |A First Name Middle Name | Birth Date Name Type

Y v v
Fife SBarney Apr 20, 1962

=1of1

e) The results will be returned to thdew EPAF Person Selectipage
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6. Enter thequery date. The query date should be tfgundayof the weekin which the employesvill begin to be paid
for the supplement The query date should be a Sundayhe current pay period or any futurSunday.

7. ChooseSupplementalPay- Non-Academi¢c SUPNAor the Approval Category

# . indicates a required field.

ID: * 200341351 Barney Fife #Q

The query date should be the Sunday of the week in whid
Query Date: mm/oo/vvyy the employee will begin to be paid for the supplement

Approval Category: * | Supplemental Pay - Non-Academic, SUPNA v]

8. ClickGo

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

New EPAF Job Selection

&R Step 1: Enter the position number,
If unknown, search by clicking on the magnifying glass.
If the position number does not exist, follow the appropriate procedures to request a new position number.
Step 2: Enter the suffix, usually 00.
Step 3: Click CREATE.

ID: Barney Fife, 900341351
Query Date: Oct 12, 2008
Approval Category: Supp Pay Non-Academic, SUPNA

New Job
Position: 009573 Supplemental Overload Q
Suffix:

If the Positionnumber is not known, select thgositionby performing a search

a) Clck on the magnifying glass icon

New EPAF Job Selection

&R Step 1: Enter the position number.
If unknown, search by clicking on the magnifying glass.
If the position number does not exist, follow the appropriate procedures to request a new position number,
Step 2: Enter the suffix, usually 00.
Step 3: Click CREATE.

1D: Barney Fife, 900341351
Query Date: Oct 12, 2008
Approval Category: Supp Pay Non-Academic, SUPNA

New Job

Position: || @

Suffix:

b) 9y GSNJ aSI NOK ONXGSNARF  dziFosftian Nurkdenif iéedel a A 3y |

Last Updated: /1.0/2008 Financial Affairs Paged of 10



c) ClickGo

Search Criteria
Position Number: ‘ |

Employee Class: 02, Salaried Full-Time Al
03, Professional/12mth Fac - PT |

COA: [an '\
|1, Florida Institute of Technology |
Budget Organization: [12450, Institutional Research and Assessmt A
12501, Human Resources ||

(Gol]

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:

[02, Salaried Full-Time ~
| 03, Professional/12mth Fac - PT g

COA: [an |
1, Florida Institute of Technolog

Budget Organization: (12450, Institutional Research and Assessmt ~
12501, Human Resources v

Search Results
A Position %Title % Employee Class % COA% Budget Organization |Begin Date End Date
009573 ) Supplemental 03, Professional/12mth Fac |1 12501, Human Oct 01, 2007
Overload - PT Resources
10. Enter theSuffix
New Job
Position: 009573 | [Supplemental Overload Q
Suffix: oo

11. dick Create
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12. Enter the pb information for the employee

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

Job Begin DateNew Value = Current Valug

If an employee that already exists in Banner is being
hired into a position for the first time, the Job Begin
5 5Qa OdzNNBy il @I fdzS gA

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

Enter the Sunday of the week in which the employee begins wo
Enter the date the employee actually starts work
Enter 03 for Professional/12 month faculty full time OR 08 for 9 month faculBart Time

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

Same as factord

Enter amount tobe paid. Do not enter $ sig

9YGSNI GKS GAYSaKSSi 2NH Ay 6KAO

: : Enter the er\H date of theppointment

1. | Effective Date Enter the Sunday of the week in which the employee begins work
2. | Eamning SUP(No exceptions and must be entered)

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

4. | Special Rate Annual Salandivided byFactors Format is 9999
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