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Beginning the Process

Step 1. Verify Employee Status by logging in to BANNER and reviewing the
BANNER form SZASTEM.

The Student Information block on the left will verify a variety of information:

e Student type, whether or not they are an active student

e The last term enrolled

e Whether or not they are a graduate student or will be a graduate
student next term.

The Employee Information area on the left indicates whether or not
employee is a student and also if the student has an active job

The EPAF Information tells you what kind of Epaf you have to originate
(Approval Category)

The I-9 Information verifies whether or not an employment packet is
required. If there is a checkmark in the box “Rehire/Reverification Required
of 1-9”, Please Email M Number, employee name and hire/rehire date to 1-9-
info@mtu.edu for rehire/reverification requests.

| 2| PROD Banner8: Open > SZASTEM [Q] = | B S

Eile Edit Oplions Block ltem Record Query Tools Help

BB BAEE % BEHE S &I

(S [ @2 @0

MTU Form
D I
Student Information EPAF Information
_ Create Employee EPAF [ _
Student Type CH
|Continuing Undergrad Activate Employee EPAF [
Active Student [Y
Last Term Enrolled 201408

Grad Student [
Grad Next Term |

Employee Information 9 Information

Faculty [ Active Job v _ Rehire/Reverification Required of 10 [ _
Staff Full Time Ind [ Email M-Number, employee name and hire/rehire date to
ROTC [ Part Time Ind [ I-9-info@mitu.edu for rehire/reverification requests. -
Student v Other Ind v New -9 Required ||
No Action v
Work Authorization Expiration

Record: 111 | 1 | =0sC= J



mailto:I-9-info@mtu.edu
mailto:I-9-info@mtu.edu

Step 2.  Run report from within BANNER form GZAORPT to verify current job
information.
System = H
Reporting Group = All Departments
Report = HYOPAYGOOZ2E

Step 3.  Sign on to Banweb/Employee Self Service (ESS): www.banweb.mtu.edu

- Sign In

Horme

Michigan Tech Login

Welcome to Michigan Tech's Login Page

This system is not available frarm 2 a.m. until 2:30 a.m. EST
daily, far system backup processing.

Please enter your campus username and IS0 passward
(This is the same username and password you use for
HuskyMail, Husky Hub, and Blackhoard) and click login. [fyou
have forgotten your password, or have other questions
regarding this login page, please visit

hittpfhanenar [agin.mtu edu

Username | | I

Password | I

Step 4. Click the “Employee Services” tab.
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http://www.banweb.mtu.edu/

Browse
-

Welcome

Personal Infarmation

Employee Sermvices

Address information,
Safety First Alert,
ermergency contacts,
marital status, and survey

Step 5.

- Home = Employee Information

Employee Infarmation

, to BANWEB!

Cut | @ Help

L Find a page...

Other Payments

Student Insurance,

Enrollment Deposit,

Parking Tickets,

Broomhall Fee, Grad
School Binding Fees,

Direct Deposit
Infarmation.

Personal Infarmation

Employee Services ‘

Time Sheet
YWeh Time Entry

Pay Information

Direct deposit allocation,
earnings and deductions history,
and pay stubs

Campus Directory
Ernployee Directory

Step 6.
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Compensation Statement
Comprehensive Overview of

Salary and Benefit Costs to the

employee and Michigan Tech

Tax Forms
Federal W4 and W2
infarmation

Mon-Payroll Direct Deposits
History

Wi

ivmmt Dlammnit; feme

Click “New EPAF”.

, to BANWEB!

Click “Electronic Personnel Action Forms”.

L Find a page...

Other Payments

Benefits and Deductions hd

Electronic Personnel Action
Forms
EPAFs

Retirerment, health, flexible
spending, miscellaneous
deductions, and compensation
statement

Leave Balances
“acation, Sick, Personal, and
Annual Leave

Most Recent Paystub
Your most recent Michigan
Tech paystub

Non-Payroll Direct Deposit Wellness Incentive

Destination
M ndfhd AR Divead Diaeamid



MichiganiTech)

~Cre Future

Browse

Personal Infarmation Ernployee Serices Other Payrments

Electronic Personnel Action Form

- Home = Employee Information = Electronic Personnel Action Forms

L Find a page,

EPAF Approver Surmimary
EPAF Originator Summary
(iewErar)

EPAF Proxy Records
Actas a Prowy
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Option A: New Student Job, Active Employee - Hourly, NSHRLY

Step 1.

Step 2.

Step 3.

Step 4.

Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions).

Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Click “Go”.

New EPAF Person Selection

- Home = New EPAF Person Selection

@ Instructions:

Enter the employee M number.

Enter the Query Date (the date that the employee action starts).
Select the type of EPAF (Approval Category) you wish to process.
Select Go.

% - indicates a required field.
ID: * [Mg82234239 John F Smith | &

Query Date: MM/DD/YYYY 3 04/01{2012

Approval Category: * [ No(SeIected u
Not Selected &

—————————————————— STUDENT HOURLY EPAFS --------------------, HRLY
Create New Student Employee - Hourly, CNHRLY

‘ EPAF Originator Summary

Activate Student Employee with New Job - Hourly, ANHRLY —
et Ch - $- Em 1 uu;u doaac 1ok Loy AR’_’RLY

Rehire Student to Previous Job, Active Employee - Hourly, RSHRLY

! i QL S R o Change Student Job Rate - Hourly, CHRLY

Step 5.

Step 6.

Step 7.
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Extend Student Job End Date (Query Date = Old End Date), EXHRLY

m

------------------ STUDENT STIPEND EPAFS -------------------, STIP
Create New Student Employee - Stipend, CNSTIP

Activate Student Employee with New Job - Stipend, ANSTIP

Activate Student Employee with Previous Job - Stipend, ARSTIP

New Student Job, Active Employee - Stipend, NSTIP

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP

—————————————————— AL STUDENT EPAFS —-—--=———-c--=c-—===—=— - GTDNT

Change Student Job Index, SINDEX
End Student Job Early, STERM
Change Student Time Entry Information, CSTIM >

Click “All Jobs” to verify that the employee has never been employed in this
departmental position. If the employee has previously held this position, you
will need to start over and create an EPAF with the approval category
Rehire Student into Previous Job, Active Employee - Hourly, RSHRLY.

Enter the Departmental Position Number next to the New Job field.

Enter in the appropriate Suffix:

00 is the suffix if it is the first time the employee is being assigned the
position number.



Step 8.

Step 9.

Browse

Persanal Infarmatian Employee Services Other Payments

If the student has multiple jobs in your department, increase the suffix by
one for each additional job. The new suffix needs to be different than any
existing suffix on the current position.

Unique Identifier = M Number + Departmental Position Number + Suffix

Make sure the position is selected on the right edge of the New Job Details
area.

Click “Go”.

L Find a page...

New EPAF Job Selection

- Haorme = Hew EPAF Job Selection

T Enter or search for a new position number and enter the sUffl, or select the link under Title.

1D:

Query Date:

John F Smith, ME2234239
Apr 15, 2012

Approval Category: MNew position, MHRLY

Hew Job Details - Hourly, HRLYN

Search

Type

Position Suffix [ Title | Time Sheet Organization | Start Date | End Date | Last Paid Date | Status | Select

Mew Job ®

/% There are no active jobs based on the Query Date.

All Jobs

Hext Approval Type B

| e mRar

Step 10. Fill in the New Job Details section.
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NOTE: Any field with a * next to it is required. However, the Job Begin Date
and the Job Effective Date fields are not enterable and both default from the
Query Date.

Title: The Title field is only used when a student needs a non-default title to
help differentiate timesheets in Web Time Entry. Leave this field blank
(see Student Job Title Rules).




Select

% - indicates a required field.

HRLYNT - New Job Details - Hourly, Z41001-00 STUDENT ASST HUMAN RESOURCES

Item Current Value MNew Value

Job Begin Date: MM/DD/YYYY(Not Enterable) 04/01/2012

Contract Type: % Secondary |Z|

Jobs Effective Date: MMW/DD/AYYY(Not Enterable) 04/01/2012

Hourly Rate: % [ ]

Title:

Timesheet Orgn: % D

Time Entry Method: % [ Not Selected E[ ]
Time In/CQut Ind: No |Z|

Approver M#

Approver Position:

Approver Suffix:
the Time Entry Method from one of the following options:

Option 1. Payroll Time Entry (Default) — Use this option if you submit
time via a paper timesheet.

Option 2. Employee Time Entry via Web — Use this option if the
employee submits time through Banweb/ESS.

Option 3. Department Time Entry with Approvals — Use this option if
your department submits time through Banner for this
employee.

Note: The options Remove and Third Party with Approvals are not valid
options with our current configuration. Do not use these options.

**The below steps are for WEB TIME ENTRY only.**

8|Page

(Web Time Entry Only) Change the Time In/Out Ind to “Yes” if the
employee will need to put in their start and end times onto their Web Time
Entry timesheet instead of reporting hours worked in a day.

Note: This field defaults to “No” which will require the employee to only
report the hours worked in a day. This field only applies to Web Time Entry.

(Web Time Entry Only) Type the M# of the employee who will be
approving the Web Time Entry timesheet of the employee into the Approver
ID field.

(Web Time Entry Only) Type the Position Number of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Position field.

(Web Time Entry Only) Type the Position Suffix of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Suffix field.



Note: You must specify the M#, Position Number and Suffix of the
employee who will be approving the Web Time Entry timesheet of the
employee. This information is on the payroll roster.

Step 11. Fill out the Job End Date Section.

HRLYT - Job End Date, 74100100 STUDENT ASST HUMAN RESOURCES

Item Current Value Hew Value
Jub End Date; MM/DDA :
Joh Status: #(Mot Enterable) T

Step 12. Verify the Index & Labor Distribution for the job. The index and labor
distribution will default from the position budget.

LABOR - Index & Labor Distribution, Z41001-00 STUDENT ASST HUMAN RESOURCES

Current

Effective Date: 04/01/2012
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MM/DD/YYYY 04/01/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
12N TREISWRTTTS G00000 6501 Q peay 250 100,00 )
arQ Q
ara Q
arQ Q
arQ Q
Total: 100.00
v

Default from Index Save
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If no change is needed, click “Save” and continue to the Routing Queue.

If you need to change the Index, you have two options:

Option A.

Option B.

Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.

Enter the appropriate Account Code and click “Save”.

On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field and the correct percentage in the Percent field.

Click “Save”.
Scroll back down to the Index & Labor Distribution area. On

the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.

Note: Unless you save the

checkbox will not appear.

Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100,00

100.00 O]

Step 13. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

If the position is funded by a research account you will need to add the
appropriate approver in the Sponsored Programs office (Graduate or
Undergraduate).

Step 14. Click “Save”.
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Routing Queue

Approval Level User Name Required Action
300 - (PAYROL) Payroll Staff Q Apply

Not Selected ﬂ Q Not Selected E
Not Selected ) m
150 - (GRADSC) Graduate School i

160 - (SPACTG) Spon Prog Acct Grad Student Q Not Selected E|

| 160 - (SPACUG) Spon Prog Acct UnderGrad
200 - (HRREV) HR Review
203 - (BREV) Benefits Review

(210 - (LEVEL1) Level 1 - To be defined

| 210 - (ALL9S) Mangers and Senior Admins
220 - (ALL10) Sr Admin (Deans/Chairs/Dir)
230 - (AAO) Affirmative Action
240 - (SPONS) Sponsored Programs ?
250 - (DIRECT) ES or HR Director

| 260 - (EXECT) Executive Team

| 270 - (PRES) President

299 - (FM) Financial Manager

300 - (PAYROL) Payroll Staff

| 305 - (HRAPPL) HR Apply

500 - (HRIS) HRIS

Step 15. You may insert comments into the Comment Box, but be aware that all
individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.

Step 16. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 17. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.
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Transaction History

Action  Date User Name
Created: Feh 14, 2012 Lester.John Brent

#pproval Types M Account Distibution W Routing Queue W Transaction Histery

Return to Top

Step 18. Verify at the top of the EPAF to see whether it has been submitted
successfully.

© The transaction has been successfully submitted.

¥ Enter the information for the EPAF and either Save or Submit

Name and ID: John F Smith, M82234239

Transaction: 11569 Query Date: Apr15, 2012
Transaction Status: Pending

Approval Category:  New Student Job, Active Employee - Hourly, NSHRLY
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Option B: Rehire Student to Previous Job, Active Employee - Hourly, RSHRLY

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Step 2. Enter the employee’s Query Date which is the effective date. The Query

Date must be greater than the last paid date. (See Approval Category
Definitions)

Step 3.  Select the correct Approval Category from the drop down menu.
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step 4. Click “Go”.

New EPAF Person Selection

- Home = New EPAF Person Selection

@ Instructions:

Enter the employee M number.

Enter the Query Date (the date that the employee action starts)
Select the type of EPAF (Approval Category) you wish to process.
Select Go.

L

* - indicates a required field.
ID: * [Mg2234239 John F Smith & Q

Query Date: MM/IDDIYYYY¥ (0401 /2012

Approval Category: * [ No;SeIected '

= Not Selected -
l J ------------------ STUDENT HOURLY EPAFS -------------------- » HRLY [
Create New Student Employee - Hourly, CNHRLY

Activate Student Employee with New Job - Hourly, ANHRLY —
‘ EPAF Criginator Summary Actlvate Student Employee W|th Previous Job - Hourly ARHRLY
L D B

‘ Return to EPAF Menu
E

Change Student Job Rate = Hourly CHRLY
B e e STUDENT STIPEND EPAFS -----------=--—--—- , STIP

Create New Student Employee - Stipend, CNSTIP

Activate Student Employee with New Job - Stipend, ANSTIP

Activate Student Employee with Previous Job - Stipend, ARSTIP

New Student Job, Active Employee - Stipend, NSTIP

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP

—————————————————— ALL STUDENT EPAFS -----------------------, STDNT
Change Student Job Index, SINDEX

End Student Job Early, STERM

Change Student Time Entry Information, CSTIM -

Step 5. Click on the “All Jobs” button to locate the job you are rehiring the employee
into. Make sure the job is selected on the right side of the screen and click
“GO”_
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¥ Instructions:

1D:

o New Job: Type the position number and suffix into the fields below. The employee should have never had this position and suffix before
o Allother EPAFs: Select the position and suffix from the list. You will need to click "All Jobs™ if you need to select a previous job.

¢ Click "Go"

Notes: Do not click "Next Approval Type”

John F Smith, M82234239

Query Date: Apr 01, 2012
Approval Category: Rehire Student Prior Job -Hrly, RSHRLY

Rehire Job Details - Hourly, HRLYRT

Search | Type Position Suffix | Title Time Sheet Organization Start Date |End Date | Last Paid Status Select
Date
Q New Job
Primary  |241001 05 STUDENT ASST HUMAN 26500, Human Resources Apr 01, 2012|Apr 01, Terminated @ _
RESOURCES 2012

Active Jobs
Next Approval Type n

Step 6. Complete the Rehire Job Details section.

NOTE: The Jobs Effective Date (defaults from the query date) and the Job
Status cannot be changed. The Jobs Effective Date must be greater than
the last paid date. All other fields may remain blank and will default from the
current value column.

Personnel Date: If the rehire date is before the last paid date, i.e.
retroactive change; you must enter that date in the Personnel Date field.

Title: The Title field is only used when a student needs a non-default title to
help differentiate timesheets in Web Time Entry. Leave this field blank
(see Student Job Title Rules).

HRLYRT - Rehire Job Details - Hourly, Z41001-05 STUDENT ASST HUMAN RESOURCES

Item Current Value New Value

Jobs Effective Date: MM/DD/YYYY(Not Enterable) 04/01/2012 04/01/2012

Personnel Date: MWDD/YYYY 04/01/2012

Job Status: (Not Enterable) Terminated A

Hourly Rate: 22

Title: STUDENT ASST HUMAN RESOURCES

Timesheet Orgn: 26500 Q

Time Entry Method: % Department Time Entry with Approvals Not Selected E]
Time In/Out Ind: No No E]

Approver ID:

Approver Posn:

Approver Suffix:

Select the Time Entry Method from one of the following options if it needs to be
changed:
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Option 1. Payroll Time Entry (Default) — Use this option if you submit
time via a paper timesheet.

Option 2. Employee Time Entry via Web — Use this option if the
employee submits time through Banweb/ESS.

Option 3. Department Time Entry with Approvals — Use this option if
your department submits time through Banner for this
employee.

Note: The options Remove and Third Party with Approvals are not valid
options with our current configuration. Do not use these options.

**The below steps are for WEB TIME ENTRY only**

Step 7.

Step 8.
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(Web Time Entry Only) Change the Time In/Out Ind to “Yes” if the
employee will need to put in their start and end times onto their Web Time
Entry timesheet instead of reporting hours worked in a day.

Note: This field defaults to “No” which will require the employee to only
report the hours worked in a day. This field only applies to Web Time Entry.

(Web Time Entry Only) Type the M# of the employee who will be
approving the Web Time Entry timesheet of the employee into the Approver
ID field.

(Web Time Entry Only) Type the Position Number of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Position field.

(Web Time Entry Only) Type the Position Suffix of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Suffix field.

Note: You must specify the M#, Position Number and Suffix of the
employee who will be approving the Web Time Entry timesheet of the
employee. This information is on the payroll roster.

Fill out the Job End Date Section.

HRLYT - Job End Date, Z41001-05 STUDENT ASST HUMAN RESOURCES

Item Current Value MNew Value
Job End Date: MM/DD/YYYY%  04/01/2012 :]
Job Status: %(Not Enterable) Terminated T

Verify the Index & Labor Distribution for the job. The Index and Labor
Distribution will default from the previous job information.



LABOR - Index & Labor Distribution, Z41001-05 STUDENT ASST HUMAN RESOURCES

Current
Effective Date: 04/01/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

U  A11805 G00000 26501 P641 280 100.00

New

Effective Date: MM/IDDYYYY (5401 /2017

COA Index Fund Organization Account Program  Activity Location Project Cost Percent Encumbrance Override End Date
(R Y ai1s0s G00000 26501 Q [psa1 280 100.00 ||

Q. Q Q

QarQ Q

arQ Q

QrQ Q

Total: 100.00

v Defaulting values for Labor Distribution from the Job records.

Default from Index m

If no change is needed, click “Save” and continue to the Routing Queue.

If you need to change the Index, you have two options:

Option A.

Option B.

Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.

Enter the appropriate Account Code and click “Save”.
On the next distribution line, enter a U in the COA field, the

new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.
Scroll back down to the Index & Labor Distribution area. On

the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.

Note: Unless you save the

checkbox will not appear.

Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100.00

100.00 O

Step 9. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action.

If the position is funded by a research account you will need to add the
appropriate approver in the Sponsored Programs office (Graduate or
Undergraduate).
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Step 10. Click “Save”.

Routing Queue

Approval Level User Name Required Action

300 - (PATROL) Payroll Staff Qe TMVATER Tarnmis M Yater Apply

Mot Selected [v Q Mot Selected v

Mot Selected
ot Selecte Mot Se\ected[v]

Mot Selected lv]

= Lol yLGratlate School
160 - (SPACTG) Spon Prog Acct Grad Student
160 - (SPACUG) Spon Prog acct UnderGrad
300 - (PAYROL) Payroll Staff
500 - (HRIS) HRIS

Q,
20 - (DCOODRD) Dépt EPAF aApprover l Q,
Q

Mot Selected Iv]

Step 11. You may insert comments into the Comment Box, but be aware that all
individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student rehire as a comment.

Step 12. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feh 14,2012 LesterJohn Brent

Approval Types W Account Distribution M Routing Queue B Transastion Histary

Delete

Dlediivn 40 Town

Step 13. After verifying that all the information you have entered is correct, Click
“Submit”.

Transaction History

Action  Date User Hame
Created: Feb 14, 2012 Lester John Brent

Approval Types W Account Distribution @ Rouoting Queue W Tranzaction Histony

S

Return to Top

Step 14. You may now verify at the top of the EPAF to see whether it was submitted
successfully.
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© The transaction has been successfully submitted.

¥ Enter the information for the EPAF and either Save or Submit
Name and 1D: John F Smith, M82234239
Transaction: 11567
Transaction Status: Pending

QueryDate: Apr15,2012

Approval Category:  Rehire Student to Previous Job, Active Employee - Hourly, RSHRLY
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Option C: Extend Student Job End Date - Hourly, EXHRLY

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Step 2.  Enter the employee’s Query Date which is the current Job End Date (see
Approval Category Definitions)

Step 3. Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step4.  Click “Go”.

s
-

Personal Information Employee Serices Cther Payments Mew WebTailor Administration

New EPAF FPerson Selection

- Home > New EPAF Person Selection

P Enter an 10, selectthe link to search for an ID, or generate an |D. Enter the Query Date and select the Approval Category. Select Go.
% - indicates a required field.
ID: * (14535234230 John F Smith FQ

Query Date: MMDD/YYYY % 04/01/2012

Approval Category: * Mot Selected [vl
ﬂ MNot Selected
—————————————————— STUDEMT HOURLY ERAFS -—-------===—-——=-==, HRLY
Mew Student Job, Active Employee - Hourly, NHELY
| | | P = FaTH T TY 2 == =] .
EPAF fpprover Summary W EfExtend Student Job End Date (Query Date = Old End Date), EXHRLY l
Change SLUOENT Jon Rate - Hoay, CHRCT
—————————————————— STUDENT STIPEND EPAFS -------------------, 5TIP

Mew Student Job, Active Employes - Stipend, NSTIP

Rehire Student to Prewvious Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP

——————————————————————— STUDENT EFAFS ---------——-—-—-—————-, STDONT
Change Student Job Index, SINDEX

Terminate Student Job Early, STERM

Feturn to EPAF Menu

Step 5.  Click “All Jobs”. You will see the position that is due to end. Select the
position and click “Go”.

ID: John F Smith, M82234239
Query Date: May 13, 2011( Note: The Query Date
Approval Category: Extend end date, EXHRLY and the End Da.te are
Extend Current Joh Details, HRLYEX ‘
Search | Type Position Suffix | Title Time Sheet Organization | Start Date "Hil Date Last Paid Date | Status Select
Q, Mewr 10h w (o)
Primary |Z41001 [u ] STUDEMT ASST HUMAN RESOURCES|26500, Human Resources |Jan 10, 2011{May 13, 2011 Terminated| @& _

[oecapprova oo | co ]
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Step 6. Complete the Extend Current Job Details and Job End Date. You do not
need to enter the Hourly Rate unless you wish to change it.

Note: The Jobs Effective Date will default from the query date and is not
enterable. The Jobs Effective Date “Current Value” should equal the “New
Value’. If the dates are not the same, you must start the EPAF over to
correct the Query Date.

HRLYEX - Extend Current Jobh Details, 74100100 STUDENT ASST HUMAN RESOURCES

ltem Current Value Hew Value
Jobs Effective Date: MM/DDNYY&({Mot Enterable) 051 252011 05/13/2011
Joh Status: (Mot Enterahle) Terminated &

Hourly Rate: 74

HBLYT - Job End Date, 74100100 STUDENT ASST HUMAN RESOURCES

Item Current Yalue Hew Value
Joh End Date: MDD 0571372011 :
Joh Status: *({Mot Enterable) Terminated T

Step 7.  Verify the Index & Labor Distribution for the job. The Index and Labor
Distribution will default from the position budget.

LABOR. - Index & Labor Distribution, 74100100 STUDENT ASST HUMAN RESOURCES

Current

Effective Date: 017102011

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
] A11805 GOOOOO 26501 Pa41 280 100.00

New
Effective Date: MMDD/YYYY 05/13/2011

cCOA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Over
B u Q% 411505 GO0000 26501 CJ% PE41 280 100.00 ]
Total: 100.00

v Defaulting values for Labar Distribution from the Job recaords.
ot ominder 1 “Swe
If no change is needed, click “Save” and continue to the Routing Queue.

If you need to change the Index, you have two options:

Option A. Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.
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Enter the appropriate Account Code and click “Save”.

Option B. On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.
Scroll back down to the Index & Labor Distribution area. On

the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.

Note: Unless you save the Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100.00
checkbox will not appear. 100.00 n

Step 8. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

If the position is funded by a research account you will need to add the
appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).

Step 9. Click “Save”.

Routing Queue

Approval Level User Name Required Action

300 - (PATROL) Payroll Staff Qe TMYATER Tamrmie M Vater Apply
Mot Selected Mot Selected v
Mot Selected
BEE e — Q, Mot Selected |v)
IE‘D - (DCOORD) Dept EPAF Approver ] Q, Mot Selected |+
Lo0 = hRaAlol Farfdutdte STl :
160 - (SPACTG) Spon Prog Acct Grad Student Q Mot Selected |+

160 - (SPACUG) Spon Prog acct UnderGrad
| 300 - (ravrOL) Payroll Staff
500 - (HRIS) HRIS

o

Step 10. You may insert comments into the Comment Box, but be aware that all
individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student job extension as a comment.

Step 11. Click “Save”.
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Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony
S ] oo

Oetien 40 Tem

Step 12. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History

Action  Date User Name
Created: Feh 14, 2012 Lester John Brent

Approval Types W Account Distribution @ Routing Queus W Tranzaction Histon

Return to Top

Step 13. Verify at the top of the EPAF to see whether it was submitted successfully.

© The transaction has been successfully submitted.

"9 Enter the information for the EPAF and either Save or Submit

Mame and ID: John F Smith, M82234238
Transaction: 11588 Query Date: May 13, 2011
Transaction Status: FPending

Approval Categony:  Extend Student Job End Date (Query Diate = Old End Date), EXHRLY
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Option D:

Change Student Job Rate - Hourly, CHRLY

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M

Number.

Step 2. Enter the employee’s Query Date which is the effective date and must be

greater than the last paid date. (see Approval Category Definitions)

Step 3. Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step4. Click “Go”.

s
-

Personal Information Employee Serices Cther Payments Mew WebTailor Administration

New EPAF FPerson Selection

- Home > New EPAF Person Selection

P Enter an 10, selectthe link to search for an ID, or generate an |D. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.
ID: % (72234239 John F Smith & Q

Query Date: MMDD/YYYY %

Approval Category: *

D4/01/2012

Mot Selected

EFAF Approver Summary B E

Mot Selected

—————————————————— STUDEMT HOURLY EPAFS ----------------——--, HELY
Mew Student Job, Active Employee - Hourly, NHELY

Rehire Student to Prewious Job, Active Employee - Hourly, RHRLY

Extend Student Job End Date (Query Date = Old End Date), EXHRLY

Change Student Job Rate - Hourly, CHRLY

Feturn to EPAF Menu

—————————————————— STUDENT STIFEND EFAFS --———------=—--——-—-, STIF
Mew Student Job, Active Employes - Stipend, NSTIP

Rehire Student to Prewvious Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP

——————————————————————— STUDENT EFAFS ---------——-—-—-—————-, STDONT
Change Student Job Index, SINDEX

Terminate Student Job Early, STERM

Step 5. Click “All Jobs”. In the right edge of the Change Job Details section, select
the job for the rate change and click “Go”.
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¥ Enter or search for a new position number and enter the suffix, or select the link under Title

1D:

Query Date:

John F Smith, M82234239

apr 03, 2011

Approval Category: Change to hrly rate or index, CHRLY

Change Joh Details - Hourly, HRLYUP

Search | Type Position Suffix | Title Time Sheet Oroganization | Start Date |End Date Last Paid Date | Status | Select
Q, MNew Job O
Primary |£41001 og STUDENT AS5T HUMAN RESOURCES|26500, Human Resources Jan 10, 2011{May 13, 2011 Active @_
i ooroea e[ o
Step 6. Enter the new pay rate in the Hourly Rate field.
Step 7. If the pay rate is retroactive (less than last paid date), then you must enter

the date for the pay rate change in the Personnel Date.

HRLYUP - Change Joh Details - Hourly, 74100100 STUDENT ASST HUMAN RESOURCES

ltem

Fersonnel Date: MWD DAY

Job Status: (Mot Enterablea)

Hourly Rate:

Timesheet Oron:

Joh End Date: MMIDDAYYY (Mot Enterable)

Step 8.

Current Value Hew Value
Johs Effective Date: MMWDDMYYY (Mot Enterable) 0511352011

0aM 352011
Terminated
7.4

26500

05M 352011

Q

04,/01/2012

&

|

Change the Index & Labor Distribution - If you need to change the Index,
you have two options:

Option 1.

Option 2.
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Overwrite the Index in the Index field and click “Default from

Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.

Enter the appropriate Account Code and click “Save”.

On the next distribution line, enter a U in the COA field, the

new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.

Scroll back down to the Index & Labor Distribution area. On
the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.



Note: Unless you save the Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100.00
checkbox will not appear. 100.00 o

Step 9. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

If the position is funded by a research account you will need to add the

appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).

Step 10. Click “Save”.

Routing Queue

Approval Level User Name Required Action

300 - (PAYROL) Payroll Staff Q TMYATER Tammie M Vater Apply

Mot Selected Mot Selected v

Mot Selected

2 - (PROXY) Praony Level Q Mot Selected |¥
/20 - {DCOORD) Dept EPAF Approver | | Q, MOt Selected |v

TSI =TLHADSL ) aradtate school

160 - (SPACTG) Spon Prog Acct Grad Student Q Mot Selected |v

160 - (SPACUG) Spon Prog Acct UnderGrad

300 - (PAYROL) Payroll Staff
500 - (HRIS) HRIS

Step 11. Give a detailed explanation of why these changes are being made in the

Comment Box. If a change is being made to a sponsored account, list the
dollar amounts that are changing.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.

Step 12. Click “Save”.
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Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 13. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History

Action Date User Name
Created: Fek 14, 2012 LesterJohn Brent

| Approval Typas W Account Distibution ® Routing Qusus W Transaction Histany

Delete

Return to Top

Step 14. Verify at the top of the EPAF to see whether it was submitted successfully.

Mewy EPAF | EPAF Qriginator Summary

& The fransaction has been successiully submitted.

TP Enter the infarmation for the EPAF and either Save or Submit
Name and ID: John F Srmith, M82234239

Transaction: 12267 Query Date: Apr01, 2012
Transaction Status: Approved
Approval Categony:  Change Student Joh Rate - Hourly, CTHRLY
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Option E: New Student Job - Stipend, NSTIP

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M

Number.

Step 2. Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions)

Step 3.  Select the correct Approval Category from the drop down menu:

(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step4. Click “Go”.

s
-

Personal Information Employee Serices Cther Payments Mew WebTailor Administration

New EPAF FPerson Selection

- Home > New EPAF Person Selection

7 Enter an 10, selectthe link to search for an ID, or generate an |D. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.
ID: % (72234239 John F Smith & Q

Query Date: MMDD/YYYY %

Approval Category: *

EFAF Approver Summary B E

Feturn to EPAF Menu

D4/01/2012

Mot Selected

Mot Selected

—————————————————— STUDEMT HOURLY EPAFS ----------------——--, HELY
Mew Student Job, Active Employee - Hourly, NHELY

Rehire Student to Prewious Job, Active Employee - Hourly, RHRLY

Extend Student Job End Date {Query Date = Qld End Date), ExHRLY
Change Student Job Rate - Hourly, CHRLY

—————————————————— STUDENT STIPEMND FRAFS ——————————————————— STIP
Rehire Student to Prewvious Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP

——————————————————————— STUDENT EFAFS ---------——-—-—-—————-, STDONT
Change Student Job Index, SINDEX

Terminate Student Job Early, STERM

Step 5. Click “All Jobs” to verify that the employee has never been employed in this
departmental position. If the employee has previously held this position, you
will need to start over and create an EPAF with the approval category
Rehire Student into Previous Job, Active Employee - Stipend

Step 6. Enter the Departmental Position Number next to the New Job field.

Step 7. Enter in the appropriate Suffix:

00 is the suffix if it is the first time the employee has been hired into your

department.

27|Page



If the student has multiple positions in your department, increase the suffix
by one. The suffix needs to be different than the existing suffix on the
current position.

Unique ldentifier = M# + Departmental Position Number + Suffix

Step 8. Make sure the new position is selected on the right edge of the New Job
Detalls area.

Step 9. Click “Go”.

7 Enter or search for a new position number and enterthe suffix, or selectthe link under Title.

1D: John F Smith, M82234239
Query Date: Jan 08, 2012
Approval Category: Mew Position, NSTIP

New Joh Details - Stipend, STIPN

Search [Type Position Suffizl| Title | Time Sheet Organization | Start Date | End Date | Last Paid Date | Status | Select
Q, ew Job ®

. There are no active jobs based on the Query Date.

Ciosomonape | co ]
Step 10. Complete the New Job Details and Job End Date sections.

NOTE: Any field with a * next to it is required. However, the Job Begin
Date and the Job Effective Date fields are not enterable and both default
from the Query Date.

The Contract Type will default to Secondary, only change this if the student
has never had a position with the University or you receive an error on the
EPAF requiring you to change this to Primary.

The Annual Salary is the Stipend Amount.

***Factors and Pays are always equal for Stipends.***

To calculate out the number of Pays, take the number of weeks of the
length of the job and divide by 2.

Fractions of a Week/Pay: Each work day (M, T, W, Th, F) is equal to 0.2 weeks.
For example, if a job ends on a Wednesday, multiply 3 (M, T, W) by 0.2 to get a
total of 0.6 weeks. Add this to the total number of full weeks and then divide by 2
for the number of pays.

The Hours per Pay are based on the stipend; 40.00 for full stipend; 30.00
for % stipend, 20.00 for %2 stipend, and 10.00 for % stipend.
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STIPN - New Job Details - Stipend, 52500100 GADE/GADI GRAD SCHOOL

ltem Current Yalue Hew Value

Job Begin Date: MM/D DM (Mot Enterable) 01/08/2012
Contract Type: % Secondary
Jobs Effective Date: MMIDDrYY (Mot Enterable) 01/08/2012
Salany: &

Factor %

Pays: &

Hours per Pay: &

00

Timesheet Qrgn: &

HRLYT - Job End Date, S2500100 GADE/GADI GRAD SCHOOL

Item Current Yalue Hew Value
Job End Date: MWD % :]
Joh Status: &(MNot Enterable) T

Step 11. Complete the Default Earnings Code & Hours section.
A. Use the Query Date as the Effective Date.

B. Select 001, Regular Rate for the Earnings Code.

C. Fill in the number of Hours per Pay. This will be the same number as

the Hours Pay in the New Job Details section.

D. Click “Save”.

EARNGS - Default Earnings Code & Hours, 52500100 GADE/GADI GRAD SCHOOL

Current

Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date

New Yalue
Effective Date MMDD/YYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate
— Not Selected ] —
l 0ol Regular Rate ||

002, Special Rate Assignment

003, Special Rate Assignment

004, Special Rate Assignment

005, Bonus Pay
200, Owvertime

ONC MNaraacad ramnlar Ao

shift End Date MMDDYY

1

1

1

1

Step 12. Verify the Index & Labor Distribution for the job. The Index and Labor

Distribution will default from the position budget.
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LABOR - Index & Labor Distribution, $25001-00 GADE/GADI GRAD SCHOOL

Current
Effective Date: 01/08/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MMDD/YYYY 01/08/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Oy

[Q 8] Cla ALllo23 GOoooo 28035

Cla P541M 332 100,00 ]

« pPLPP
L PLPP

Default from Index m

Joly eIy

Total: 100.00

If no change is needed, click “Save” and continue to the Routing Queue.

If you need to change the Index, you have two options:

Option A.

Option B.

Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.

Enter the appropriate Account Code and click “Save”.

On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.

Scroll back down to the Index & Labor Distribution area. On
the right hand side there is a check box next to each
distribution line. Select the Index you want to delete and click
“‘Save”.

Note: Unless you save the

checkbox will not appear.

Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100.00

100.00 ]

Step 13. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

NOTE: All Stipends must be routed to the Graduate School for approval.

If the position is funded by a research account you will need to add the
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appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).

Step 14. Click “Save”.

Routing Queue

Approval Level User Name Required Action

300 - (PATROL) Payroll Staff Qe TMYATER Tamrmie M Vater Apply

Not Selosted {9

Mot E'i_ilectedn . . Q, Mot Selected V:
IE‘D - (DCOORD) Dept EPAF Approver I Q, Mot Selected |+

Lo0 = hRaAlol Farfdutdte STl

160 - (SPACTG) Spon Prog Acct Grad Student Q
160 - (SPACUG) Spon Prog acct UnderGrad
| 300 - (ravrOL) Payroll Staff

500 - (HRIS) HRIS

Mot Selected |v

Step 15. You may insert comments into the Comment Box, but be aware that all
individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.

Step 16. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 17. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Step 18. Verify at the top of the EPAF to see whether it was submitted successfully.
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© The transaction has been successfully submitted.

= Enter the information for the EPAF and either Save or Submit

Mame and ID: Jahn F Smith, 822342349

Transaction: 11607 Query Date: Jan 08, 2012
Transaction Status: Fending

Approval Categony:  Mew Student Job, Active Employee - Stipend, NSTIP

Step 19. To view the EPAF you just submitted, click “EPAF Originator Summary”,

and click on the “History” tab. For definitions of each status see EPAF
Statuses.

Transaction History

Action Date User Hame
Created: Feh 13, 2012 LesterJohn Brent
Submitted: Feb 14, 2012 Lester John Brent

Approval Types B Account Distribution @ Routing Quewe W Transaction Histony

Return to Top

Hew EFAF B EFAF Originater Summary ||

Return to EFAF Menu

EPAF Originator Summary

« Home > EPAF Originator Summary

Cu”ent D

P selectthe link under Name to access details of the transaction, or select the link under Transaction to update the transaction.

Transaction Status: P El
Approved m

New EPAF m Default Routing Queue W Search B Superuser or Filter Transactions
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Option F: Rehire Student to Previous Job - Stipend, RSTIP

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered in the correct
ID.

Step 2. Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions).

Step 3.  Select the correct Approval Category from the drop down menu.
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step4.  Click “Go”.

[LIRELT R
-

Personal Information Employee Services Other Payments Mewe WebTailor Administration

New EFPAF Person Selection

- Home = New EPAF Person Selection

D Enteran 1D, selectthe link to search for an 1D, or generate an |D. Enter the Query Date and select the Approval Categary. Select Ga.
% - indicates a required field.
ID: ¥ [yao234239 Johin F Smith 7 Q

Query Date: MMDDYYYY & 04/01/2017

Approval Category: % Mot Selected [v]

Mot Selected
—————————————————— STUDENT HOURLY ERAFS ------------—----——-, HRLY

New Student Job, Active Employee - Hourly, NHELY
Rehire Student to Previous Job, Active Employee - Hourly, RHRLY —
EFAF Approver Summary m ERf Extend Student Job End Date {Query Date = Old End Date), EXHRELY
Change Student Job Rate - Hourly, CHRLY —
------------------ STUDENT STIPEND EPAFS -------------=----- 5TIP
| Mew Student Jah,_#ctive Employee - Stinend, NSTIP

Behire Student to Prewious Job, Active Employee - Stinend, RSTIP )
Change Student Job Rate - Stipend, CSTIP

——————————————————————— STUDENT ERAFS -------------—-===-==-, STDNT
Change Student Job Index, SINDEX
Terminate Student Job Early, STERM

Return to EPAF Menu

Step 5. Click on the “All Jobs” button to locate the position you are rehiring the
employee into. Make sure the job is selected on the right side of the screen
and click “Go”.
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? Enter ar search for a new position number and enter the suffix, or selectthe link under Title.

1D:

Query Date:

John F Smith, M832234239
May 13, 2011

Approval Category: Rehire into previous position, RSTIP

Rehire Job Details - Stipend, STIPR

Search [ Type Position Suffix | Title Time Sheet Organization | Start Date |End Date Last Paid Date | Status Select
Q, Mew Job o)
Primary (241001 oo STUDENT ASST HUMAN RESOURCES|26500, Human Resources [Jan 10, 2011[May 13, 2011 [Terminated] G m—

Hext Approval Type m

Step 6.
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Complete the Rehire Job Details and Job End Date sections.

NOTE: Any field with a * next to it is required. For all other fields, if no
change is required from the previous time this employee had this position,
you do not need to fill in the New Value.

The Personnel Date is only used if this Rehire should have occurred before
the “Last Paid Date”. This might happen if an employee’s job ended at the
beginning of the pay period and you were rehiring the employee later in that
pay period. If that occurs, the employee needs to be hired retroactively
(earlier then the last paid date) during that payroll period.

The Annual Salary is the Stipend Amount.

The Factor and Pays are always equal. The Factor and Pays are equal to
the amount of pay periods between the Query Date (or Personnel Date if
retroactive) and the Job End Date.

To figure out the number of Pays, take the number of weeks of the length of
the job and divide by 2.

Fractions of a Week/Pay: Each work day (M, T, W, Th, F) is equal to 0.2
weeks. For example, if a job ends on a Wednesday, multiply 3 (M, T, W) by
0.2 to get a total of 0.6 weeks. Add this to the total number of full weeks
and then divide by 2 for the number of pays.

The Hours per Pay are based on the stipend; 40.00 for full stipend; 30.00
for % stipend, 20.00 for % stipend, and 10.00 for ¥4 stipend.



STIPR. - Rehire Job Details - Stipend, 74100100 STUDENT ASST HUMAN RESOURCES

ltem Current Yalue Hew Value

Contract Type: Prirnary Secondary |+
Jobs Effective Date: MMDDAYYY(NoE Enterable) 051372011 05/13/2011
Personnel Date: MMDDMA 0513201

Joh Status: (Not Enterable) Terminated 4

Salany: TEYE

Factor: 26

Pays: 26

Hiours per Pay: 40

Timesheet Orgn: 26400 Q,

HRLYT - Job End Date, 74100100 STUDENT ASST HUMAN RESOURCES

Item Current Yalue Hew Value
Job End Date: MMIDDIYws  05M 32011 :
Job Status: #(Not Enterable) Terminated T

Step 7. Update the Default Earnings Code & Hours section.

A. Use the Query Date as the Effective Date. You will have to over
write the “New Value” Effective Date.

B. If you changed the Hours per Pay in the Job Details area, you must
update the Hours per Pay field.

C. Click “Save”.

EARNGS - Default Earnings Code & Hours, 74100100 STUDENT ASST HUMAN RESOURCES

Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date
05/13/2011 001, Regular Rate 40.00 1
New Value
Effective Date MMDDYYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MMDD/YYYY Re
001, Regular Rate bl 1
Mot Selected ¥ 1
Mot Selected ¥ 1
Mot Selected bl 1
Mot Selected ~ 1

v Defaulting values for Default Earnings from the Joh records.

Step 8.  Verify the Index & Labor Distribution for the job. The Index and Labor
distribution will default from the previous job information.
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LABOR - Index & Labor Distribution, $25001-00 GADE/GADI GRAD SCHOOL

Current
Effective Date: 01/08/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MMDD/YYYY 01/08/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Oy

[Cla u Cla ALllo23 GOoooo 28035

Q P541M 332 100,00 ]

« pPLPP
L PLPP

Default from Index m

Joly eIy

Total: 100.00

If no change is needed, click “Save” and continue to the Routing Queue.

If you need to change the Index, you have two options:

Option A.

Option B.

Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.

Enter the appropriate Account Code and click “Save”.

On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.

Scroll back down to the Index & Labor Distribution area. On
the right hand side there is a check box next to each
distribution line. Select the Index you want to delete and click
“‘Save”.

Note: Unless you save the

checkbox will not appear.

Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100,00

100.00 ]

Step 9. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

NOTE: All Stipends must be routed to the Graduate School for approval.

If the position is funded by a research account you will need to add the
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appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).

Step 10. Click “Save”.

Routing Queue

Approval Level User Name Required Action
300 - (PATROL) Payroll Staff Ck TMYATER Tarnrnie M Vater

Apply
Mot Selected _ Mot Selected |+
Mot Selected 1
- (PROX Progy | el Q Mot Selected |v
I2D S DCOORD) Dent ERAF Approver J Q,

150 - (GRADSC) Graduate School )
160 - (SPACTG) Spon Prog Acct Grad Student Q Mot Selected |v
160 - (SPACUG) Spon Prog Acct UnderGrad )
| 300 - (PavROL) Payroll StafF

500 - (HRIS} HRIS

Mot Selected v:

Step 11. You may insert comments into the Comment Box, but be aware that all

individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student rehire as a comment.

Step 12. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Drtuen ta Trn

Step 13. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Step 14. Verify at the top of the EPAF to see whether it was submitted successfully.
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© The transaction has been successfully submitted.

9 Enter the infarmation for the EPAF and either Save or Sufrmit

Hame and ID: John F Smith, M82234239

Transaction: 11627 Query Date: May 13, 2011
Transaction Status: Approved

Approval Category:  Rehire Student to Previous Job, Active Employee - Stipend, RSTIP

Step 15. To view the EPAF you just submitted, click “EPAF Originator Summary”,
and click on the “History” tab. For definitions of each status see EPAF
Statuses.

Transaction History

Action Date User Hame
Created: Feh 13, 2012 Lester.John Brent
Submitted: Feb 14, 2012 Lester John Brent

‘ Approval Types B Account Distribution W Routing Queue B Transaction Histony

Return to Top

New EFAF ®m EFAF QOriginator Summane

Return to EPAF Menu

EPAF Originator Summary

« Home > EPAF Originator Summary

Cu”ent D

P selectthe link under Name to access details of the transaction, or select the link under Transaction to update the transaction.

Transaction Status:| ] Go
Approv:

New EPAF m Default Routing Queue W Search B Superuser or Filter Transactions

38| Page



Option G: Change Student Job Rate - Stipend, CSTIP

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name

will automatically appear in the next field if you have entered in the correct
ID.

Step 2.  Enter the employee’s Query Date which is the effective date and must be
greater than the last paid date. (see Approval Category Definitions)

Step 3.  Select the correct Approval Category from the drop down menu.

(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step4.  Click “Go”.

i urras
-

Perzonal Information Employee Serices COther Payments Mew WebTailor Administration

New EPAF Person Selection

- Home = Mew EPAF Person Selection

0 Enter an |0, selectthe link to search for an ID, or generate an 1D, Enter the Giuery Date and select the Approval Category. Select Go.
% - indicates a required field.

ID: * [az234239 Iohn F Smith & Q
Query Date: MMDDYYYY & 0470172012

Approval Category: % Mot Selected [v]
Mot Selected

—————————————————— STUDEMT HOURLY EFAFS ---------------—----, HELY
HWew Student Job, sctive Employee - Hourly, MHRLY

Rehire Student to Previous Job, Active Employee - Hourly, RHRLY —
EFAF Approver Summary @ EF Extend Student Job End Date {Query Date = Old End Date), EXHRLY
Change Student Job Rate - Hourly, CHRLY —
—————————————————— STUDEMNT STIPEMD EPAFS -~—----------——---—-, 5TIF
Mew Student Job, Active Employes - Stipend, NSTIP —
Pehire Student to Previous Job, Active Emploves - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP —
----------------------- STUDENT ERAFS --=---—-—-—————————- S TDNT
Change Student Job Index, SIMDEX

Terminate Student Job Early, STERM

Go

Return to EFAF Menu

Step 5.  Click “All Jobs”. Select the position on the right and click “Go”.

3 Enter or search for a new position number and enter the suffix, ar selectthe link under Title.
1D: John F Smith, M82234239

Query Date: Apr0l, 2012

Approval Category: Change to Stipend Position, CSTIP

Change Job Details - Stipend, STIPC

Search | Type Position Suffix | Title Time Sheet Organization | Start Date |End Date Last Paid Date | Status | Select

Q, Mew Job o)
Primary |S25001 ao GADE/GADI GRAD SCHOOL|{26500, Human Resources [lan 08, 2012|May 12, 2012 Active @_

All Jobs
Hext Approval Type B
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Step 6.

Step 7.

Step 8.

Step 9.

If the pay rate change is retroactive (less than last paid date), you must
enter the date for the pay rate change in the Personnel Date.

Enter in the new stipend in the Salary field.

NOTE: This is the new total amount to be paid starting the Query Date or
Personnel Date, which ever date is earlier, through the Job End Date.

Enter the Factor and Pays.
NOTE: The Factor and Pays are always equal. The Factor and Pays are
equal to the amount of pay periods between the Query Date (or Personnel

Date if retroactive) and the Job End Date.

Change the number of Hours per Pay if needed.

STIPC - Change Job Details - Stipend, 52500100 GADE/GADI GRAD SCHOOL

ltem

Johs Effective Date: MMDDMNYYY (Mot Enterable) 010852012
Fersannel Date: MM/DDMN ™Y

Job Status:

Salany:

Factor: (Mot Enterable)

Pays: (Mot

Hours per Pay:

Timesheeat

Joh End Date: MDD (Mot Enterable)

Step 10.

Step 11.
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Current Value Hew Value

04/01/2012
01marzoz2

Active Mot Selected

I

9500
9

Enterable) q
40
Qrgn: 26500

0aM 22012

Update the Earnings Code & Hours Effective Date to match the Query
Date.

If you changed the number of Hours per Pay, you will need to update the
Hours per Pay in this section as well.



EARNGS - Default Earnings Code & Hours, 52500100 GADE/GADI GRAD SCHOOL

Current

Effective Date Earnings

01/os/2012 001, Regular Rate

New Value

Effective Date MMDD/YYYY Earnings

01/08/2012

Hours or Units Per Pay Deemed Hours Special Rate Shift End Date

40.00 1
Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MM/DD?
001, Regular Rate v 40.00 1

Mot Selected
Mot Selected
Mot Selected

Mot Selected

v Defaulting values for Default Earnings from the Job records.

Step 12.

If you need to change the Index, you have two options:

Option A.

Option B.

Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.

Enter the appropriate Account Code and click “Save”.

On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.
Scroll back down to the Index & Labor Distribution area. On

the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.

Note: Unless you save the
EPAF at least once, the remove 100,00
checkbox will not appear. 100.00 ]

Percent Encumbrance Override End Date Remove

Step 15. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

Step 16. Click “Save”.
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If the position is funded by a research account you will need to add the
appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).



Routing Queue

Approval Level User Name Required Action

300 - (PATROL) Payroll Staff Q TMWATER Tarnrie M Yater Apply

Mot Selected [ Q, Mot Selected |+

ND_t Selected Mot Selected [v]

Q,
20 - (DCOORD) Dept EPAF Approver Q, Mot Salected [v]
TE0 = LGRADSC, Graduate sonool
160 - (SPACTE) Spon Prog Acct Grad Student | G Mot Selected [v]
160 - (SPACUG) Spon Prog Acct UnderGrad
300 - (PAYROL) Payroll Staff

500 - (HRIS) HRIS

Step 17. Please give a detailed explanation of why a change is being made in the
Comment Box. If a change is being made to a sponsored account, list the
dollar amounts that will be changing.

Step 18. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 19. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History

Action  Date User Name
Created: Feh 14, 2012 Lester.John Brent

#pproval Types M Account Distibution W Routing Queue W Transaction Histery

Return to Top

Step 20. Verify at the top of the EPAF to see whether it was submitted successfully.
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© The transaction has been successfully submitted.

P Enter the information for the EPAF and either Save or Subimit

Name and ID: John F Srnith, MB822342349

Transaction: 11647 Query Date: Apr01, 2012
Transaction Status: Approved

Approval Categony: Change Student Index, Rate ar Terminate Job Early - Stipend, CSTIP

Step 21. To view the EPAF you just submitted, click “EPAF Originator Summary”,

and click on the “History” tab. For definitions of each status see EPAF
Statuses.

Transaction History

Action Date User Hame
Created: Feh 13, 2012 LesterJohn Brent
Submitted: Feb 14, 2012 Lester John Brent

Approval Types B Account Distribution @ Routing Quewe W Transaction Histony

Return to Top

Hew EFAF [ EFAF Originator Summany

Return to EFAF Menu

EPAF Originator Summary

*« Home > EPAF Originator Summary

Current l |

P Selectthe link under Name to access details of the transaction, or select the link under Transaction to update the transaction.

Transaction Status: F- EI
Approved ¥, m

New EPAF m Default Routing Queue B Search B Superuser or Filter Transactions
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Option H: Change Student Index, SINDEX

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered in the correct
ID.

Step 2. Enter the employee’s Query Date which is the effective date and must be
greater than the last paid date. (see Approval Category Definitions)

Step 3.  Select the correct Approval Category from the drop down menu.
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step4.  Click “Go”.

FPersonal Information Employes Serices Other Payments Mewe WebTailor Administration

New EPAF Person Selection

- Home > New EPAF Person Selection

7 Enteran D, selectthe link to search for an 1D, or generate an 1D, Enter the Query Date and select the Approval Categary. Select Go.
#* - indicates a required field.
ID: % (g2z3q239 John F Smith & Q

Query Date: MM/DDYYYY ¥ 04/01/2012

Approval Category: #* Mat Selected [v]

E Mot Selected
—————————————————— STUDENT HOURLY EPAFS ----------—-----———=, HRLY

Mew Student Job, Active Employes - Hourly, NHRLY
Rehire Student to Previous Job, Active Employee - Hourly, RHRLY —
EPAF Approver Summary m EF Extend Student Job End Date {Query Date = Old End Date), EXHRLY
Change Student Job Rate - Hourly, CHRLY —
—————————————————— STUDENT STIPEND EP&FS -------------—-—---, 5TIF
Mew Student Job, Active Employee - Stipend, NSTIP —
Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP —
——————————————————————— STUDEMT ERPAFS -----------———-—-—-——— STDOMT

E )
Terminate Student Job Early, STERM

Return to EFAF Menu

Step 5. Click “All Jobs”. Select the job on the right and click “Go”.
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7 Enter or search for a new position number and enter the suffix, or select the link under Title.

1D:

Query Date:

John F Smith, M82234239
Apr 01, 2012

Approval Category: Change to Stipend Position, CSTIP

Change Joh Details - Stipend, STIPC
Search | Type Position Suffix | Title Time Sheet Organization | Start Date |End Date Last Paid Date | Status | Select
Q, Mew Job o)
Primary |S25001 ao GADE/GADI GRAD SCHOOL|{26500, Human Resources [lan 08, 2012|May 12, 2012 Active @_
st ooromt oo | o |
Step 6. You have two options to change the Index and Labor Distribution:

Option A. Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.

Enter the appropriate Account Code and click “Save”.

Option B. On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.
Click “Save”.
Scroll back down to the Index & Labor Distribution area. On

the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.

Percent Encumbrance Override End Date Remove

Note: Unless you save the
EPAF at least once, the remove 100,00
checkbox will not appear. 100.00 ]

Step 7.

Step 8.

Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

If the position is funded by a research account you will need to add the
appropriate approval level in the Sponsored Programs office (Graduate or
Undergraduate).

Click “Save”.
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Routing Queue

Approval Level User Name Required Action

300 - (PATROL) Payroll Staff Ck TMYATER Tammis M VYater Apply

Mot Selected _ Mot Selected |+

Mot Selected 1
- (PROXY) Progy | avel Q Mot Selected |

20 - (DCOORD) Dept EPAF Approver JQ Mot Selected [v)

150 - (GRADSC) Graduate School -

160 - (SPACTG) Spon Prog Acct Grad Student Q
160 - (SPACUG) Spon Prog Acct UnderGrad
| 300 - (PavROL) Payroll StafF

500 - (HRIS) HRIS

Mot Selected V:

Step 9. Please give a detailed explanation of why a change is being made in the
Comment Box. If a change is being made to a sponsored account, list the
dollar amounts that will be changing as well as the end date for this change.

If the index will change again before the end date of the job, process a
second EPAF with that change. Include Sponsored Programs as an FYI if
moving from a sponsored account to a non-sponsored account.

Michigan Tech Best Practice: Copy and paste the email request for the
index change as a comment.

Step 10. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History
Action  Date User Name

Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 11. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History
Action  Date User Name

Created: Feh 14, 2012 LesterJohn Brent

Approval Types W Account Distribution @ Routing Queus W Tranzaction Histon

Return to Top
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Step 12. Verify at the top of the EPAF to see whether it was submitted successfully.

Mew EPAF | EPAF Originatar Summary

+" The transaction has been successfully submitted.

T Enter the information for the EPAF and either Save or Submit

Name and ID: John F Smith, M322342349 Joh and Suffix:  S25001-00, GADEIGAD| GRAD SCHOOL
Transaction: 12268 Query Date: Apr 01, 2012
Transaction Status: Approved Last Paid Date:

Approval Category:  Change Student Job Indesx, SINDEX

Step 13. To view the EPAF you just submitted, click “EPAF Originator Summary”,
and click on the “History” tab. For definitions of each status see EPAF
Statuses.

Transaction History

Action Date User Hame
Created: Feh 13,2012 Lester John Brent
Submitted: Feh 14,2012 Lester John Brent

Approval Types W Account Distribution @ Routing Queue W Tranzaction Histony

Return to Top

Mew EFAF { EFAF Qriginator Summany ]

Retum to EFAF Menu

EPAF Originator Summary

* Home > EPAF Originator Summary

Currern D

P Selectthe link under Name to access details of the transaction, or select the link under Transaction to update the transaction.

Transaction Status: F_ El
Approved ¥, m
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Option I: Ending a Student Job Early, STERM

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M

Number.

Step 2. Enter the employee’s Query Date which is the effective date and must be
greater than the last paid date. (see Approval Category Definitions)

Step 3. Select the correct Approval Category from the drop down menu:

(Not sure which Approval Category to use? See \Which Approval Category Should

be Used? Or Approval Category Definitions)

Step4.  Click “Go”.

s
-

Personal Information Employee Serices Cther Payments Mew WebTailor Administration

New EPAF FPerson Selection

- Home > New EPAF Person Selection

P Enter an 10, selectthe link to search for an ID, or generate an |D. Enter the Query Date and select the Approval Category. Select Go.

% - indicates a required field.
ID: % (72234239 John F Smith & Q

Query Date: MMDD/YYYY %

Approval Category: *

=

D4/01/2012

Mot Selected

Mot Selected
—————————————————— STUDEMT HOURLY ERAFS -—-------===—-——=-==, HRLY
Mew Student Job, Active Employee - Hourly, NHELY

EFAF Approver Summary B E

Rehire Student to Prewious Job, Active Employee - Hourly, RHRLY
Extend Student Job End Date {Query Date = Qld End Date), ExHRLY

Change Student Job Rate - Hourly, CHRLY
—————————————————— STUDENT STIPEND EPAFS -------------------, 5TIP

Feturn to EPAF Menu

Mew Student Job, Active Employes - Stipend, NSTIP
Rehire Student to Prewvious Job, Active Employee - Stipend, RSTIP

Step 5. Click “All Jobs”. In the right edge of the Change Job Details section, select

Change Student Job Rate - Stipend, CSTIP
——————————————————————— STUDENT ER4FS —-----==-=--———=—————= STDMT
Change Student Job Index, SINOE

\Terminate Student Job Early, STERM

the job to end early and click “Go”.
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P Enter or search for a new position number and enter the suffix, or select the link under Title

1D:

Query Date:

lohn F Smith, M32234239
apr 03, 2011

Approval Category: Change to hrly rate or index, CHRLY

Change Joh Details - Hourly, HRLYUP

Search | Type Position Suffix | Title Time Sheet Oroganization | Start Date |End Date Last Paid Date | Status | Select
Q, MNew Job O
Primary |£41001 og STUDENT AS5T HUMAN RESOURCES|26500, Human Resources Jan 10, 2011{May 13, 2011 Active @_

Hext Approval Type Go

Step 6.

If the termination is retroactive (less than last paid date), then you must
enter the date for the early termination in the Personnel Date.

STERM - Terminate Job Details, 32500100 GADE/GADI GRAD SCHOOL

Item

Fersonnel Date: MWD DAY

Job Status: (Mot Enterable)

Step 7.

Current Value Hew Value
Jobs Effective Date: MMIDDNYY Y% (Mot Enterable) 01/08/2012

015a8r20m

Artive

2

04,/01/2012

Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

If the position is funded by a research account you will need to add the
appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).

For HR Employment Review please select either

ROZANICH- for all faculty terminations

CAHORSCH- for represented and non-faculty temporary employees

TACOLEMA- for regular, benefit eligible employees (excluding faculty and
represented employees)
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Approval Trpas @ R

s W Tranmaction History {2 Valid Vaues - Windows Internet Explorer =@ 8
Jumg to Bottom W https:/ o b

ot mtwedpls/owa/bupkepal F DispValidValuestfieldcedenm=1 @

# - indicates a required field.

STERM - Terminate Job Details, WU0013.00 Business Operations Valid Values

Item Current Valug New Val

Jobs Effectie Date: MWDDAYYYY#{Not Enterable) w13 Searchi

Personnel Date: MWDONYYY User Names,

Job Status: #(Not Enterable) T Al s, CIERSD

) Burns, Cathering A. (CAHORSCH)

Routing Quaus Coleman-Kaisar, Theresa A. (TACOLEMA)

P T e Oeanich, Renee K. (ROZANICH) Required Action
20 - (DCOOAD) Degt Student EPAF Approver a 3 Apprave

300 - (PAYROL) Payroll Staff Q [ Agply

200 - (HRREV) HR Employment Review - Q Not Selected ~
Not Selected -Q Not Selectad -
Mot Selected -Q Not Selected ~
Not Selected - Q Mot Selected =
[
Comment [ Select]

|
Esit Window

Step 8. Click “Save”.

Routing Queue

Approval Level User Name

300 - (PAYROL) Payroll Staff Q THMVATER

Required Action

Tamrmie M Vater Apply

Mot Selected [ Q Mot Selected v:
Not Selected

Mot Selected M

Q,
20 - (DCDORD) Dept EPAF Approver Q,
Q

Mot Selected M
T~ (GRADSC) Graddate school
160 - (SPACTG) Spon Prog Acct Grad Student
160 - (SPACUG) Spon Prog acct UnderGrad
300 - (PAYROL) Payroll Staff
500 - (HRIS) HRIS

Mot Selected M

Step 9. Please give a detailed explanation of why the student is being terminated
early.

Michigan Tech Best Practice: Copy and paste the email request for ending
the student job early as a comment.

Step 10. Click “Save”.
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Comment

All comments are stored
and can be read by anyone
who accesses the EPAF or
Employee File.

Transaction History

Action Date User Name

Created: Feb 14,2012 LesterJohn Brent

Approval Types W Account Distibution W Routing Queus M Transaction History

En e

Db e Trm

Step 11. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History

Action  Date User Name
Created: Feh 14, 2012 Lester John Brent

Approval Types W Account Distribution @ Routing Queus W Tranzaction Histon

Return to Top

Step 12. Verify at the top of the EPAF to see whether it was submitted successfully.

ey EPAF | EPAF Originator Summary

&' The transaction has been successfully submitted.

T Enter the information for the EPAF and either Save or Submit

Mame and ID: John F Smith, M32234234 Job and SuffiZ:  525001-00, GADE/GADI GRAD SCHOOL
Transaction: 12269 Query Date: Apr01, 2012
Transaction Status: Approved Last Paid Date:

Approval Category:  Terminate Student Jaob Early, STERM

Step 13. To view the EPAF you just submitted, click “EPAF Originator Summary”,
and click on the “History” tab. For definitions of each status see EPAF
Statuses.
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Transaction History

Action Date User Name
Created: Feb 13, 2012 LesterJohn Brent
Submitted: Feb 14,2012 LesterJohn Brent

Approwal Types B Account Distribution @ FRouting Queue B Transaction Histony

Return to Top

Hew EFAF m) EPAF Originator Summany

Return to EPAF bdenu

EPAF Originator Summary

4- Home > EPAF Originator Summary

Current

@ selectthe link under Name to access details of the transaction, or select the link under Transaction to update the transaction.

Transaction Status: F- E] Go
Approved ¥, -
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Option J: Change Student Time Entry Information, CSTIME

This option is used for updating time entry information for a current student employee.
You must only use time entry methods currently available to your department. For
more information on moving to Department Time Entry or Web Time Entry, please
contact Payroll Services.

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered in the correct
ID.

Step 2. Enter the employee’s Query Date which is the effective date and must be
greater than the last paid date. (see Approval Category Definitions)

Step 3.  Select the correct Approval Category from the drop down menu.
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step4.  Click “Go”.

New EPAF Person Selection

- Home > New EPAF Person Selection

P Instructions:

s Enter the employee M number.

+ Enter the Query Date (the date that the employee action starts).

+ Select the type of EPAF (Approval Category) you wish to process.
+ Select Go.

# - indicates a required field.
ID: ¥ (152234239 John F Smith & Q

Query Date: MM/DDYYYYH 04/01/2012

Approval Category: % Mot Selected IZ|
Not Selected -
ﬂ ------------------ STUDENT HOURLY EPAFS -------------------- , HRLY [

Create New Student Employee - Hourly, CNHRLY
Activate Student Employee with New Job - Hourly, ANHRLY

EFAF Approver Summary ® EFf Activate Student Employee with Previous Job - Hourly, ARHRLY
New Student Job, Active Employee - Hourly, NHRLY

Rehire Student to Previous Job, Active Employee - Hourly, RHRLY

Extend Student Job End Date (Query Date = Old End Date), EXHRLY
Return to EPAF Menu Change Student Job Rate - Hourly, CHRLY

m

------------------ STUDENT STIPEND EPAFS ------------------- STIP
Create New Student Employee - Stipend, CNSTIP

Activate Student Employee with Mew Job - Stipend, ANSTIP

Activate Student Employee with Previous Job - Stipend, ARSTIP

Mew Student Job, Active Employee - Stipend, NSTIP

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP

------------------ ALL STUDEMNT EPAFS -----------------------, STDNT
Change Student Job Index, SINDEX

Erd Ctudant 1ok Eorhy CTERK

Change Student Time Entry Information, CSTIM I -

Step 5. Select the active job on the right and click “Go”.
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New EPAF

Job Selection

- Home = New EPAF Job Selection

¢ Instructions:

+ New Job: Type the position number and suffix into the fields below. The employee should have never had this position and suffix before.

+ Alloth
* Click

Notes: Do not

1D:
Query Date:

er EPAFs: Select the posttion and suffix from the list. You wil need to click "All Jobs” if you need to select a previous job.

Go™

click "Next Approval Type”™.
John F Smith, M82234239
Aug 01, 2012

Approval Category: Change Student Time Entry Info, CSTIM

Time Entry Information, TIME

Search | Type Position Suffix | Title Time Sheet Organization | Start Date |End Date Last Paid Date | Status | Select
Q, New Job @
Secondary|Z41001 00 STUDENT ASST HUMAN RESOURCES|26500, Human Resources [Jan 10, 2011)Jan 13, 2013 Active _
Step 6. Change the Timesheet Orgn field if necessary.

Step 7.

Note: The Timesheet Orgn is a six digit number that may or may not be the
same as your Home Org number. The Timsheet Orgn number filters and
routes timesheets to the proper areas within the University.

Select the Time Entry Method if it is changing to another type from one of
the following options:

Option A. Payroll Time Entry — Use this option if you submit time via a
paper timesheet.

Option B. Employee Time Entry via Web — Use this option if the
employee submits time through Banweb/ESS.

Option C. Department Time Entry with Approvals — Use this option if
your department submits time through Banner for this employee.

Note: The options Remove and Third Party with Approvals are not valid
options with our current configuration. Do not use these options.

**The below steps are for WEB TIME ENTRY ONLY***
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(Web Time Entry Only) Change the Time In/Out Ind to “Yes” if the
employee will need to put in their start and end times onto their Web Time
Entry timesheet instead of reporting hours worked in a day.

Note: This field defaults to “No” which will require the employee to report the
hours worked in a day. This field only applies to Web Time Entry.




(Web Time Entry Only) Type the M# of the employee who will be
approving the Web Time Entry timesheet of the employee into the Approver
ID field.

(Web Time Entry Only) Type the Position Number of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Position field.

(Web Time Entry Only) Type the Position Suffix of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Suffix field.

Note: You must specify the M#, Position Number and Suffix of the
employee who will be approving the Web Time Entry timesheet of the
employee. This information is on the payroll roster.

TIME - Time Entry Information, Z41001-00 STUDENT ASST HUMAN RESOURCES

Item Current Value Hew Value

Jobs Effective Date: MM/DDNYYYY (Mot Enterable) 04/01/2012

Timesheet Orgn: Q,

Time Entry Method: Not Selected E

Time In/Out Ind: Mo El
Approver ID:
Approver Posn:

Approver Suffic

Step 8. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

Step 9. Click “Save”.

Routing Queue

Approval Level User Name Required Action

300 - (PATROL) Payroll Staff Qe TMYATER Tamrmie M Vater Apply
Mot Selected @ Mot Selected v
Mot Selected

D_ sty a Mot Selected |v|
20 - (DCOORD) Dept EPAF Anprover Cl‘b Mot Selected |+
150 - (GRADSC) Graduate School .
160 - (SPACTG) Spon Prog Acct Grad Student Q Mot Selected |+

160 - (SPACUG) Spon Prog acct UnderGrad
| 300 - (ravrOL) Payroll Staff
500 - (HRIS) HRIS

Step 10. Please give a detailed explanation of why a change is being made in the
Comment Box.

Step 11. Click “Save”.
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Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony
[swe oo oo ]

Oetien 40 Tem

Step 12. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History

Action  Date User Name
Created: Feh 14, 2012 Lester John Brent

Approval Types W Account Distribution M Routing Qusue W Transaction Histery

Return to Top

Step 13. Verify at the top of the EPAF to see whether it was submitted successfully.

Mewy EPAF | EPAF Originatar Summary

& The transaction has been successiully submitted.

P Enter the information for the EPAF and either Save or Submit

Name and ID: John F Srnith, M22234239 Job and Suffix:  525001-00, GADEMGADI GRAD SCHOOL

Query Date: Apr 01, 2012
Last Paid Date:

Transaction: 12268
Transaction Status: Approved
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Option K: Create New Student Employee - Hourly, CNHRLY

This option is used when you need to hire a student that has never worked for the
University. This option will create their employment record and assign them an hourly
position. The student will need to complete all the new hire paperwork and the
paperwork received by Human Resources before they can begin work.

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Step 2. Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions).

Step 3.  Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step 4. Click “Go”.

7 Instructions:

o Enter the employee M number.

o Enter the Query Date (the date that the employee action starts).

o Select the type of EPAF (Approval Category) you wish to process.
e Select Go.

% - indicates a required field.
ID: * 155555555 Victor Victoria & Q

Query Date: MM/DD/YYYY* 9/10/2012

Approval Category: * 'Not'sebéted

Not Selected
E] ------------------ CUNEa1S Tn it a T WA =1 PP P R T e HRLY

Create New Student Employee - Hourly, CNHRLY

— {ACTVate Student Employee with New Job - Hourly, ANARLY

‘ EPAF Criginator Summary Activate Student Employee with Previous Job - Hourly, ARHRLY

- New Student Job, Active Employee - Hourly, NSHRLY

Rehire Student to Previous Job, Active Employee - Hourly, RSHRLY

o Extend Student Job End Date (Query Date = Old End Date), EXHRLY
Pt ERAR Men Change Student Job Rate - Hourly, CHRLY

e [ SRR SR STUDENT STIPEND EPAFS ---------=--=------ , STIP

Create New Student Employee - Stipend, CNSTIP

Activate Student Employee with New Job - Stipend, ANSTIP

Activate Student Employee with Previous Job - Stipend, ARSTIP

New Student Job, Active Employee - Stipend, NSTIP

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP

Change Student Job Rate - Stipend, CSTIP

------------------ ALL STUDENT EPAFS ----------------------- STDNT

) > [5]

Step 5. Click “All Jobs” to verify that the employee has never worked at the
University. If the employee has worked for Michigan Tech, you will need to
start over and create an EPAF with one of the Activate Student Employee
EPAFs.
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Step 6. Enter the Departmental Position Number next to the New Job field.

Step 7. Enter 00 as the Suffix.

Step 8. Click “Go”.

? Instructions:

o New Job: Type the position number and suffix into the fields below. The employee should have never had this position and suffix before.
o All other EPAFs: Select the position and suffix from the list. You will need to click "All Jobs” if you need to select a previous job
o Click"Go

Notes: Do not click "Next Approval Type"

ID: Victor Victoria, M55555555
Query Date: Sep 10, 2012
Approval Category: Create Student Employee - Hrly, CNHRLY

New Job Details - Hourly, HRLYNT

Search | Type |Position Suffix | Title Time Sheet Organization | Start Date | End Date | Last Paid Date | Status | Select
Q New JoHf'Z41001 00 STUDENT ASST HUMAN RESOURCES|26500, Human Resources )

L. There are no active jobs based on the Query Date.

All Jobs
Next Approval Type

Step 9. Verify the SSN number against the copy of the SSN card. If it is missing or
incorrect, enter the new value in the SSN/SIN/TIN field.

Step 10. Verify the Birth Date. If it is missing or incorrect, enter the new value in the
Birth Date field.

Step 11. Verify the employee’s sex. [f it is missing or incorrect, enter the new value
in the Sex field.

Step 12. Verify the employee’s citizenship status. If it is missing or incorrect, select
the appropriate value from the Citizenship field.

Step 13. Enter your department’s home organization number in the Home

Organization field. The Home Org number is the six digit number for your
entire area. This could be different than your timesheet org number.

58| Page



CHEMPL - Create Student Employee, Z41001-00 STUDENT ASST HUMAN RESOURCES

Item
SEMNISIMITIMG

Birth Date: MM/DDNYYY

Sex

Citizenship:

Employee Status: (Not Enterable)
Employee Class Code: (Not Enterable)
Home COAS #(Not Enterable)

Home Qrganization: #%

Current Value New Value

 EEREREREE ]

(17177993 |

INGtA\:aiIabIe Mot Selected _]

[ Mot Selected @
Fiy
sH
u

o I

Original Hire Date: MM/DDNYYY(Not Enterable) 09/10/2012

Current Hire Date: MMIDD/YYYY(Not Enterable) 09/10/2012

Step 14. Fill in the New Job Details section.

NOTE: Any field with a * next to it is required. However, the Job Begin Date
and the Job Effective Date fields are not enterable and both default from the

Query Date.

Title: The Title field is only used when a student needs a non-default title to
help differentiate timesheets in Web Time Entry. Leave this field blank
(see Student Job Title Rules).

HRLYNT - New Job Details - Hourly, Z41001-00 STUDENT ASST HUMAN RESOURCES

Item
Job Begin Date: MM/DD/YYYY(Not Enterable)

Contract Type: ®%(Not Enterable)

Jobs Effective Date: MM/DD/YYYY(Not Enterable)
Personnel Date: MM/DD/YYYY

Hourly Rate: %

Title:

Timesheet Orgn: *

Time Entry Method: %

Time In/Out Ind:

Approver ID:

Approver Posn:

Approver Suffix:

Current Value MNew Value

09/10/2012
p

09/10/2012

g | —
Not Selected E]

No [~]

Step 15. Select the Time Entry Method from one of the following options:

Option 1. Payroll Time Entry (Default) — Use this option if you submit
time via a paper timesheet.
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Option 2. Employee Time Entry via Web — Use this option if the
employee submits time through Banweb/ESS.

Option 3. Department Time Entry with Approvals — Use this option if
your department submits time through Banner for this
employee.

Note: The options Remove and Third Party with Approvals are not valid
options with our current configuration. Do not use these options.

**The below steps are for WEB TIME ENTRY only.**

Step 16.

Step 17.
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(Web Time Entry Only) Change the Time In/Out Ind to “Yes” if the
employee will need to put in their start and end times onto their Web Time
Entry timesheet instead of reporting hours worked in a day.

Note: This field defaults to “No” which will require the employee to only
report the hours worked in a day. This field only applies to Web Time Entry.

(Web Time Entry Only) Type the M# of the employee who will be
approving the Web Time Entry timesheet of the employee into the Approver
ID field.

(Web Time Entry Only) Type the Position Number of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Position field.

(Web Time Entry Only) Type the Position Suffix of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Suffix field.

Note: You must specify the M#, Position Number and Suffix of the
employee who will be approving the Web Time Entry timesheet of the
employee. This information is on the payroll roster.

Fill out the Job End Date Section.

HRLYT - Job End Date, 74100100 STUDENT ASST HUMAN RESOURCES

Item Current Value Hew Value
Job End Date: MMIDDI vk :
Joh Status: #(Mot Enterable) T

Verify the Index & Labor Distribution for the job. The index and labor
distribution will default from the position budget.



LABOR - Index & Labor Distribution, Z41001-00 STUDENT ASST HUMAN RESOURCES

Current
Effective Date: 09/10/2012
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MM/DDIYYYY 09/10/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
h* Sdram S
U Q A11805 00000 26501 Q PE41 280 100.00 I

Total: 100.00

X L LPPLA4
L L pd
P p o4

e — —
If no change is needed, click “Save” and continue to the Routing Queue.
If you need to change the Index, you have two options:
Option 1. Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.
Enter the appropriate Account Code and click “Save”.
Option 2. On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account

Field and the correct percentage in the Percent field.

Click “Save”.

Scroll back down to the Index & Labor Distribution area. On
the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.

Note: Unless you save the Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100.00
checkbox will not appear. 100.00 H

Step 18. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

If the position is funded by a research account you will need to add the
appropriate approver in the Sponsored Programs office (Graduate or
Undergraduate).

Step 19. Click “Save”.
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Routing Queue

Approval Level User Name Required Action

300 - (PATROL) Payroll Staff Q, [rrrvater ——
Mot Selected [V@

No_t Selactad Q, Mot Selected [v]
|2D - (DCOORD) Dept EPAF Approver Q Mot Selected [v]
150 - (GRADSC) Graduate Schoo

160 - {SPACTG) Spon Prog Acct Grad Student Q
160 - {SPACUG) Spon Prog Acct UnderGrad
300 - (PAYROL) Payroll Staff

500 - (HRIS) HRIS

Mot Selected IV]

Step 20. You may insert comments into the Comment Box, but be aware that all
individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.

Step 21. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 22. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History

Action  Date User Name
Created: Feh 14, 2012 LesterJohn Brent

Approval Types W Account Distribution @ Routing Queus W Tranzaction Histon

Return to Top

Step 23. Verify at the top of the EPAF to see whether it has been submitted
successfully.
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& The transaction has been successfully submitted.

Mew EPAF | EPAF Originator Summary

¥ Instructions:

+ Update or add information needed to process this EPAF.
« [If allinformation iz cerrect, click "Submit” te send the EPAF for approval.

For more information on how to process EPAFs, please use the Originator's Handbook.
Mote: Make sure you have saved the EPAF if you have made any changes before submitting it

Name and ID: Wictor Victoria, M55556565655

Transaction: 13166 Query Date: Sep 10, 2012
Transaction Status: Approved

Approval Category: Create Mew Student Employee - Hourly, CHNHRLY
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Option L: Activate Student Employee with New Job - Hourly, ANHRLY

This option is used when you need to hire a student that has not worked at the
University for over one year and will be working a new job in your department. This
student will need an I-9 review. Please contact Payroll to find out if additional action is
needed for this employee’s 1-9. This employee should fill out a new W-4, Ml W-4, and
Direct Deposit form or update that information through ESS (banweb.mtu.edu).

Step 1.

Step 2.

Step 3.

Step 4.

P Instructions:

Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions).

Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Click “Go”.

e Enter the employee M number.

o Enter the Query Date (the date that the employee action starts)

e Select the type of EPAF (Approval Category) you wish to process
.

Select Go

* - indicates a required field.

ID: * (55555555

Victor Victoria g Q

Query Date: MM/DD/YYYY* 9/10/2012

Approval Category: % ‘VNotVSeleL;ted
ot Salat b A e e P |

0 [5]

------------------ STUDENT HOURLY EPAFS --------------------, HRLY
Create New Student Employee - Hourly, CNHRLY

Activate Student Emeloyee with New Job - Hourly, ANHT{LY

| EPAF Criginator Summary Activate Student Employee with Previous Job - Hourly, ARHRLY

New Student Job, Active Employee - Hourly, NSHRLY

Return to EPAF Menu

Rehire Student to Previous Job, Active Employee - Hourly, RSHRLY
Extend Student Job End Date (Query Date = Old End Date), EXHRLY
Change Student Job Rate - Hourly, CHRLY

m

Step 5.

Step 6.
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------------------ STUDENT STIPEND EPAFS ------------------- STIP
Create New Student Employee - Stipend, CNSTIP

Activate Student Employee with New Job - Stipend, ANSTIP

Activate Student Employee with Previous Job - Stipend, ARSTIP

New Student Job, Active Employee - Stipend, NSTIP

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP 3l
------------------ ALL STUDENT EPAFS --------=--------------, STDNT |

Click “All Jobs” to verify that the employee has never been employed in this
departmental position. If the employee has previously held this position, you
will need to start over and create an EPAF with the approval category
Activate Student Employee with Previous Job - Hourly.

Enter the Departmental Position Number next to the New Job field.
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Step 7.  Enter in the appropriate Suffix:

00 is the suffix if it is the first time the employee has been hired into your
department.

Step 8. Make sure the position is selected on the right edge of the New Job Details
area.

Step 9. Click “Go”.

7 Instructions:
¢ New Job: Type the position number and suffix into the fields below. The employee should have never had this position and suffix before.
o Allother EPAFs: Select the position and suffix from the list. You will need to click "All Jobs" if you need to select a previous job
¢ Click "Go”

Notes: Do not click "Next Approval Type*

1D: Victor Victoria, M55555555

Query Date: Sep 10, 2012

Approval Category: New Student Job Non Act Hrly, ANHRLY

New Job Details - Hourly, HRLYNT

Search [ Type | Position Suffix | Title | Time Sheet Organization | Start Date | End Date | Last Paid Date | Status | Select
Q New Jo )

/. There are no active jobs based on the Query Date.

All Jobs
Next Approval Type

Step 10. Enter your department’s home organization number in the Home
Organization field. The Home Org number is the six digit number for your
entire area. This could be different than your timesheet org number.

HAEMPL - Activate Student Employee, Z41001-00 STUDENT ASST HUMAN RESOURCES

Item Current Value New Value
Employee Status: (Not Enterable) Terminated 2

Employee Class Code: (Mot Enterable) SH, Student Hourly SH

Home Organization: 26500, Human Resources Ck:
Current Hire Date: MM/DDMYYYY(Not Enterable) 04/01/2012 09/10/2012

Step 11. Fill in the New Job Details section.

NOTE: Any field with a * next to it is required. However, the Job Begin Date
and the Job Effective Date fields are not enterable and both default from the

Query Date.
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Title: The Title field is only used when a student needs a non-default title to
help differentiate timesheets in Web Time Entry. Leave this field blank
(see Student Job Title Rules).

HRLYNT - New Job Details - Hourly, Z41001-00 STUDENT ASST HUMAN RESOURCES

Item

Current Value New Value

Job Begin Date: MM/DD/YYYY(Not Enterable) 04/01/2012

Contract Type: *

Not selected E]

Jobs Effective Date: MW/DD/YYYY(Not Enterable) 04/01/2012

Personnel Date: MMW/DD/YYYY

Hourly Rate: %
Title:

Timesheet Orgn: % Q :

Time Entry Method: % Not Selected ~]

Time In/Qut Ind:
Approver ID:
Approver Posn:

Approver Suffix:

Step 12.

No E:I

Select the Time Entry Method from one of the following options:

Option 1. Payroll Time Entry (Default) — Use this option if you submit
time via a paper timesheet.

Option 2. Employee Time Entry via Web — Use this option if the
employee submits time through Banweb/ESS.

Option 3. Department Time Entry with Approvals — Use this option if
your department submits time through Banner for this
employee.

Note: The options Remove and Third Party with Approvals are not valid
options with our current configuration. Do not use these options.

**The below steps are for WEB TIME ENTRY only.**
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(Web Time Entry Only) Change the Time In/Out Ind to “Yes” if the
employee will need to put in their start and end times onto their Web Time
Entry timesheet instead of reporting hours worked in a day.

Note: This field defaults to “No” which will require the employee to only
report the hours worked in a day. This field only applies to Web Time Entry.



(Web Time Entry Only) Type the M# of the employee who will be
approving the Web Time Entry timesheet of the employee into the Approver
ID field.

(Web Time Entry Only) Type the Position Number of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Position field.

(Web Time Entry Only) Type the Position Suffix of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Suffix field.

Note: You must specify the M#, Position Number and Suffix of the
employee who will be approving the Web Time Entry timesheet of the
employee. This information is on the payroll roster.

Step 13. Fill out the Job End Date Section.

HRLYT - Job End Date, 74100100 STUDENT ASST HUMAN RESOURCES

ltem Current Value Hew Value
Job End Date: MMDD Y :
Joh Status: (Mot Enterable) T

Step 14. Verify the Index & Labor Distribution for the job. The index and labor
distribution will default from the position budget.

LABOR - Index & Labor Distribution, Z41001-00 STUDENT ASST HUMAN RESOURCES

Current
Effective Date: 09/10/2012
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MM/DDIYYYY 09/10/2012

coAa Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
IR S ans0s 00000 26501 <, [psa1 280 100.00 ]
Total: 100.00
v

Default from Index m

If no change is needed, click “Save” and continue to the Routing Queue.
If you need to change the Index, you have two options:
Option 1. Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.
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Enter the appropriate Account Code and click “Save”.

Option 2. On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field and the correct percentage in the Percent field.

Click “Save”.

Scroll back down to the Index & Labor Distribution area. On
the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.

Note: Unless you save the Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100.00

checkbox will not appear. 100.00 [

Step 15. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).
If the position is funded by a research account you will need to add the
appropriate approver in the Sponsored Programs office (Graduate or
Undergraduate).
Step 16. Click “Save”.
Routing Queue
Approval Level User Name Required Action
300 - (PATROL) Payroll Staff Ck TMYATER Tammis M VYater Apply
Mot Selected V
go—t ?ﬂag;t\?dpmx Level Q Mot Selected |
20 - (DCOORD) Dept EFAF Approver Q, Mot Selected |v
150 - (aRaDSC) Graduate School i
160 - (SPACTG) Spon Prog Acct Grad Student Q Mot Selected |v|

160 - (SPACUG) 5

pon Prog Acct UnderGrad

| 300 - (PavROL) Payroll StafF

500 - (HRIS) HRIS

Step 17.

Step 18.
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You may insert comments into the Comment Box, but be aware that all
individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.

Click “Save”.



Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 19. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History

Action  Date User Name
Created: Feh 14, 2012 Lester John Brent

Approval Types W Account Distribution @ Routing Queus W Tranzaction Histon

Return to Top

Step 20. Verify at the top of the EPAF to see whether it has been submitted
successfully.

»" The transaction has been successfully submitted.

Mew EPAF | EPAF Originator Summary

P Instructions:

+ Update or add infermaticn needed to process this EPAF.
+ [f allinformation is correct, click "Submit” to send the EPAF for approval.

For more information on how to process EPAFs, please use the Originator's Handbook.
Note: Make sure you have saved the EPAF if you have made any changes before submitting it

Name and ID: Victor Victoria, MB5555555
Transaction: 13171 Query Date: Sep 10, 2012
Transaction Status: Approved

Approval Category:  Activate Student Employee with Mew Job - Hourly, AMHRLY
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Option M: Activate Student Employee with Previous Job - Hourly, ARHRLY

This option is used when you need to hire a student that has not worked at the
University for over one year and will be working a new job in your department. This
student will need an I-9 review. Please contact Payroll to find out if additional action is
needed for this employee’s I1-9. This employee should fill out a new W-4, Ml W-4, and
Direct Deposit form or update that information through ESS (banweb.mtu.edu).

Step 1.

Step 2.

Step 3.

Step 4.

7 Instructions:

Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions).

Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Click “Go”.

o Enter the employee M number.

o Enter the Query Date (the date that the employee action starts).

e Select the type of EPAF (Approval Category) you wish to process.
.

Select Go.

* - indicates a required field.

ID: ¥ [yss555555

Victor Victoria #Q

Query Date: MM/DD/YYYY* 9/10/2012

Approval Category: % Not Selected

Not Selected
------------------ STUDENT HOURLY EPAFS -------------------= HRLY
Create New Student Employee - Hourly, CNHRLY

) > ]

‘ EPAF Originator Summary

Step 5.
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Return to EPAF Menu

Activate Student Employee with New Job - Hourly, ANHRLY

New Student Job, Active Employee - Hourly, NSHRLY

Rehire Student to Previous Job, Active Employee - Hourly, RSHRLY
Extend Student Job End Date (Query Date = Old End Date), EXHRLY
Change Student Job Rate - Hourly, CHRLY

------------------ STUDENT STIPEND EPAFS -------------------, STIP
Create New Student Employee - Stipend, CNSTIP

Activate Student Employee with New Job - Stipend, ANSTIP

Activate Student Employee with Previous Job - Stipend, ARSTIP

New Student Job, Active Employee - Stipend, NSTIP

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Change Student Job Rate - Stipend, CSTIP

------------------ ALL STUDENT EPAFS ----------------------- STDNT

m

Click on the “All Jobs” button to locate the job you are rehiring the employee
into. Make sure the job is selected on the right side of the screen. If the
position and suffix is not listed, you will need to Activate Student Employee
with New Job — Hourly, ARHRLY.
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Step 6. Click “Go”.

¢ Instructions:

e New Job: Type the position number and suffix into the fields below. The employee should have never had this position and suffix before.
o Allother EPAFs: Select the position and suffix from the list. You will need to click "All Jobs” if you need to select a previous job

o Click "Go

Notes: Do not click "Next Approval Type"

ID: Victor Victoria, M55555555

Query Date: Sep 10, 2012

Approval Category: Create Student Employee - Hrly, CNHRLY

New Job Details - Hourly, HRLYNT

OP

Search | Type |Position Suffix | Title Time Sheet Start End Last Paid Status Select
Organization Date Date Date
Q New
Job
Q, New Z41001 00 STUDENT ASST HUMAN 26500, Human Resources|Apr 01, Apr 30, Terminated
Job RESOURCES 2012 2012

Next Approval Type

Step 7.  Enter your department’s home organization number in the Home
Organization field. The Home Org number is the six digit number for your
entire area. This could be different than your timesheet org number.

HAEMPL - Activate Student Employee, Z41001-00 STUDENT ASST HUMAN RESOURCES

ltem

Employee Status: (Mot Enterable)

Employee Class Code: (Mot Enterable)

Home Organization:

Current Hire Date: MWDDNYYY(Not Enterable) 04/01/2012

Current Value Hew Value
Terminated 2
SH, Student Hourly SH

26500, Human Resources Ck,:

Step 8. Complete the Rehire Job Details section.

09/10/2012

NOTE: The Jobs Effective Date (defaults from the query date) and the Job
Status cannot be changed. The Jobs Effective Date must be greater than
the last paid date. All other fields may remain blank and will default from the

current value column.

Personnel Date: If the rehire date is before the last paid date, i.e.
retroactive change; you must enter that date in the Personnel Date field.

Title: The Title field is only used when a student needs a non-default title to
help differentiate timesheets in Web Time Entry. Leave this field blank (see
Student Job Title Rules).
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HRLYRT - Rehire Job Details - Hourly, Z41001-00 STUDENT ASST HUMAN RESOURCES

Item Current Value New Value

Jobs Effective Date: MWDD/YYY(Not Enterable) 04/30/2012 09/10/2012

Personnel Date: MM/DD/YYYY 04/30/2012

Job Status: (Not Enterable) Terminated A

Hourly Rate: 125 [ ]
Title: STUDENT ASST HUMAN RESOURCES

Timesheet Orgn: 26500 Q :]

Time Entry Method: %
Time In/Out Ind:
Approver ID:
Approver Posn:

Approver Suffix;

Step 9.

Department Time Entry with Approvals E}

No El

Select the Time Entry Method from one of the following options:

Option 1.

Option 2.

Option 3.

Payroll Time Entry (Default) — Use this option if you submit
time via a paper timesheet.

Employee Time Entry via Web — Use this option if the
employee submits time through Banweb/ESS.

Department Time Entry with Approvals — Use this option if
your department submits time through Banner for this
employee.

Note: The options Remove and Third Party with Approvals are not valid
options with our current configuration. Do not use these options.

**The below steps are for WEB TIME ENTRY only.**

72|Page

(Web Time Entry Only) Change the Time In/Out Ind to “Yes” if the
employee will need to put in their start and end times onto their Web Time
Entry timesheet instead of reporting hours worked in a day.

Note: This field defaults to “No” which will require the employee to only
report the hours worked in a day. This field only applies to Web Time Entry.

(Web Time Entry Only) Type the M# of the employee who will be
approving the Web Time Entry timesheet of the employee into the Approver

ID field.

(Web Time Entry Only) Type the Position Number of the employee who will
be approving the Web Time Entry timesheet of the employee into the



Approver Position field.

(Web Time Entry Only) Type the Position Suffix of the employee who will
be approving the Web Time Entry timesheet of the employee into the
Approver Suffix field.

Note: You must specify the M#, Position Number and Suffix of the
employee who will be approving the Web Time Entry timesheet of the
employee. This information is on the payroll roster.

Step 10. Fill out the Job End Date Section.

HRLYT - Job End Date, Z41001-00 STUDENT ASST HUMAN RESOURCES

Item Current Value Hew Value
Job End Date: MW/IDDYYYY%  04/30/2012 :]
Job Status: (Mot Enterable) Terminated T

Step 11. Verify the Index & Labor Distribution for the job. The index and labor
distribution will default from the position budget.

LABOR - Index & Labor Distribution, Z41001-00 STUDENT ASST HUMAN RESOURCES

Current

Effective Date: 04/01/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
u Al1805 GO0O0OOO 26501 P41 280 100.00

New
Effective Date: MM/IDIVYYYY 06/01/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override
Date

[Q u | [ar1s0s G00000 26501 Q [esar 280 100.00
Q| a
o Q
ar |a Q
o Q
Total: 100.00

[ Dctaut: rom index ] save |
If no change is needed, click “Save” and continue to the Routing Queue.
If you need to change the Index, you have two options:
Option 1. Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.
Enter the appropriate Account Code and click “Save”.
Option 2. On the next distribution line, enter a U in the COA field, the

new Index in the Index field, the Account Code in the Account
Field and the correct percentage in the Percent field.
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Click “Save”.

Scroll back down to the Index & Labor Distribution area. On
the right side, a check box next to each distribution line can be
seen. Select the Index you want to delete and click “Save”.

Note: Unless you save the Percent Encumbrance Override End Date Remove
EPAF at least once, the remove 100.00
checkbox will not appear.

100.00 ]

Step 12. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).
If the position is funded by a research account you will need to add the
appropriate approver in the Sponsored Programs office (Graduate or
Undergraduate).
Step 13. Click “Save”.
Routing Queue
Approval Level User Name Required Action
300 - (PATROL) Payroll Staff Ck TMYATER Tamrmie M Vater Apply
Mot Selected _V
;JD} Sljlli‘lgit\;gdl?mx Level Q° Mot Selected |
Q

Mot Selected |v
raduate Schoo

160 - (SPACTG) Spon Prog Acct Grad Student Q Mot Selected |+
160 - (SPACUG) Spon Prog Acct UnderGrad
| 300 - (ravrOLY Payroll Staff

500 - (HRIS) HRIS

Step 14.

Step 15.
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You may insert comments into the Comment Box, but be aware that all

individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.

Click “Save”.



Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 16. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Transaction History

Action  Date User Name
Created: Feh 14, 2012 Lester John Brent

Approval Types W Account Distribution @ Routing Queus W Tranzaction Histon

Return to Top

Step 17. Verify at the top of the EPAF to see whether it has been submitted
successfully.

&/ The transaction has been successfully submitted.

MNew EPAF | EPAF Originator Summary
[ Instructions:

« LUpdate or add information needed to process this EPAF.
« If all information is correct, click "Submit” to send the EPAF for approval.

For more information on how to process EPAFs, please use the Originator's Handbook.
Note: Mzake sure you have saved the EPAF if you have made any changes before submitting it

Hame and ID: Victor Victoria, M55555555
Transaction: 13188 Query Date: Jun 01, 2012
Transaction Status: Approved

Approval Category:  Activate Student Employee with Previous Job - Hourly, ARHRLY
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Option N: Create New Student Employee - Stipend, CNSTIP

This option is used when you need to hire a student that has never worked for the
University. This option will create their employment record and assign them a stipend
position. The student will need to complete all the new hire paperwork and the
paperwork received by Human Resources before they can begin work.

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Step 2. Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions)

Step 3.  Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step4. Click “Go”.

New EPAF Person Selection

* Home = New EPAF Person Selection

7 Instructions:

« Enter the employee M number.

= Enter the Query Date (the date that the employee action starts).

# Select the type of EPAF (Approval Category) you wish to process.
» Select Go.

# - indicates a required field.
ID: % [yssss5555 Victar Victoria & Q

Query Date: MM/DDIYYYY* 01/08/2012

Approval Category: % Mot Selected |Z|
Not Selected -
—————————————————— STUDENT HOURLY EPAFS ----------------—-—- HRLY | |

Create New Student Employee - Hourly, CNHRLY

Activate Student Employee with New Job - Hourly, ANHRLY
EFAF Approver Summary B Ef Activate Student Employee with Previous Job - Hourly, ARHRLY

Mew Student Job, Active Employee - Hourly, NHRLY
Rehire Student to Previous Job, Active Employee - Hourly, RHRLY

Extend Student Job End Date (Query Date = Old End Date), EXHRLY
Retum to EPAF Menu Change Student Job Rate - Hourly, CHRLY

m

SLCCLIT CTIoEnn EoaEe o ____
, STIP

Create New Student Employee - Stipend, CNSTIP

» ANSTIP
Activate Student Employee with Previous Job - Stipend, ARSTIP
Mew Student Job, Active Employee - Stipend, NSTIP

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Thanna Shodant 1nk Bata - CHirand CCTTD

Step 5. Click “All Jobs” to verify that the employee has never worked at the
University. If the employee has worked for Michigan Tech, you will need to
start over and create an EPAF with one of the Activate Student Employee
EPAFs.

Step 6. Enter the Departmental Position Number next to the New Job field.
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Step 7.

Step 8.

Enter 00 as the Suffix.

Click “Go”.

New EPAF Job Selection

+ Home = New EPAF Job Selection

¥ Instructions:

+ MNew Job: Type the posttion number and suffi< into the fields below. The employee should have never had this position and suffix before
» All other EPAFs: Select the position and suffi< from the list. “ou wil need to click "All Jobs” if you need to select a previous job.
+ Click "Go".

Notes: Do not click "Next Approval Type”.

ID:

Victor Victoria, M35555555

Query Date: Jan 08, 2012

Approval Category: Create Student Employee - Stpd, CNSTIP

New Job Details - Stipend, STIPN

Search

Type iti ix | Title | Time Sheet Organization | Start Date | End Date | Last Paid Date | Status | Select

oN

New laob) @

. There are no active jobs based on the Query Date.

All Jobs
Next Approval Type ﬂ

Step 9.

Step 10.

Step 11.

Step 12.

Step 13.
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Verify the SSN number against the copy of the SSN card. If it is missing or
incorrect, enter the new value in the SSN/SIN/TIN field.

Verify the Birth Date. If it is missing or incorrect, enter the new value in the
Birth Date field.

Verify the employee’s sex. If it is missing or incorrect, enter the new value
in the Sex field.

Verify the employee’s citizenship status. If it is missing or incorrect, select
the appropriate value from the Citizenship field.

Enter your department’s home organization number in the Home
Organization field. The Home Org number is the six digit number for your
entire area. This could be different than your timesheet org number.



CHEMPL - Create 5tudent Employee, 525001-00 GADE/GADI GRAD SCHOOL

Item Current Value New Value
SSMNISIMNTIN: I‘H‘I‘H‘I‘H‘I ]
Birth Date: MMIDDYYYY | 1111111993 |
Sex [ Male Not Selected [+
Citizenship: | v, Citizen Not Selected =
Employee Status: (Not Enterable) 2
Employee Class Code: (Mot Enterable) 55
Home COAS: %(Not Enterable) U
Home Organization: k:
Original Hire Date: MWDDMNYYY(Not Enterable) 01/08/2012
Current Hire Date: MM/DDMNYYYY(Not Enterable) 01/08/2012

Step 14. Complete the New Job Details and Job End Date sections.
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NOTE: Any field with a * next to it is required. However, the Job Begin
Date and the Job Effective Date fields are not enterable and both default
from the Query Date.

The Contract Type will default to Secondary, only change this if the student
has never had a position with the University or you receive an error on the
EPAF requiring you to change this to Primary.

The Annual Salary is the Stipend Amount.
***Factors and Pays are always equal for Stipends.***

To calculate out the number of Pays, take the number of weeks of the
length of the job and divide by 2.

Fractions of a Week/Pay: Each work day (M, T, W, Th, F) is equal to 0.2 weeks.
For example, if a job ends on a Wednesday, multiply 3 (M, T, W) by 0.2 to get a
total of 0.6 weeks. Add this to the total number of full weeks and then divide by 2
for the number of pays.

The Hours per Pay are based on the stipend; 40.00 for full stipend; 30.00
for % stipend, 20.00 for %2 stipend, and 10.00 for % stipend.



STIPN - New Job Details - Stipend, 52500100 GADE/GADI GRAD SCHOOL

Item Current Value Hew Value
Joh Begin Date: MWD DAY (Mot Enterable) 01/08/2012
Contract Type: % Secondary | ¥
Jobs Effective Date: MM/DDN Y% (Mot Enterable) 01/08/2012
Salany: & [ ]
Factor % D
Hours per Pay: * (:
Timesheet Orgn: & Ck:
HRLYT - Job End Date, 52500100 GADE/GADI GRAD SCHOOL
Item Current Value Hew Value
Jab End Date: MWD DAY :
Joh Status: &(MNot Enterable) T
Step 15. Complete the Default Earnings Code & Hours section.
A. Use the Query Date as the Effective Date.
B. Select 001, Regular Rate for the Earnings Code.
C. Fill in the number of Hours per Pay. This will be the same number as
the Hours Pay in the New Job Details section.
D. Click “Save”.
EARNGS - Default Earnings Code & Hours, $2500100 GADE/GADI GRAD SCHOOL
Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date
New Value
Effective Date MMDD/YYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MMDDYY
[DDl, Regular Rate ] 1
OO SPECTal reate Boslgrient 1
003, Special Rate Assignment
004, Special Rate Assignment 1
: 00s, B P
Save 200, ofrr:aL:tsim.jy

ONC MNaraacad ramnlar Ao

Step 16. Verify the Index & Labor Distribution for the job. The Index and Labor
Distribution will default from the position budget.
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LABOR - Index & Labor Distribution, $25001-00 GADE/GADI GRAD SCHOOL

Current
Effective Date: 01/08/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MMDD/YYYY 01/08/2012

Default from Index m

CRA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrante O
u Cla A11623 G00000 28035 Cla PS41M 33z 100.00
Q, =N =N
Total: 100.00
v

If no change is needed, click “Save” and continue to the Routing Queue.

If you need to change the Index, you have two options:

Option A.

Option B.

Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.

Enter the appropriate Account Code and click “Save”.

On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.

Scroll back down to the Index & Labor Distribution area. On
the right hand side there is a check box next to each
distribution line. Select the Index you want to delete and click
“‘Save”.

Note: Unless you save the

checkbox will not appear.

EPAF at least once, the remove 100.00

Percent Encumbrance Override End Date Remove

100.00 ]

Step 17. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

NOTE: All Stipends must be routed to the Graduate School for approval.
If the position is funded by a research account you will need to add the
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appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).

Step 18. Click “Save”.

Routing Queue

Approval Level User Name

Required Action

300 - (PATROL) Payroll Staff Qe TMYATER Tamrmie M Vater Apply

Mot Selected :v Mot Selected v
Mot Selected Q, 1
2 - (PROXYY Proxy Level Mot Selected v
[20 - (DCOORD) Dept EFAF Approver 1Q Mot Selected |+
150 - (HaAD5C) Graduate School -
160 - (SPACTG) Spon Prog Acct Grad Student Q

Mot Selected |+
160 - (SPACUG) Spon Prog acct UnderGrad
| 300 - (ravrOL) Payroll Staff
500 - (HRIS) HRIS

Step 19. You may insert comments into the Comment Box, but be aware that all

individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.

Step 20. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 21. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Step 22. Verify at the top of the EPAF to see whether it was submitted successfully.
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&/ The fransaction has been successfully submitted.

Mew EPAF | EPAF Originator Summary

P Instructions:

+ Update or add information needed to process this EPAF,
+ [f allinfermation iz correct, click "Submit” to send the EPAF for approval.

For more information on how to process EPAFs, please use the Originator's Handbook.
Note: Make sure you have saved the EPAF if you have made any changes before submitting it.

Hame and ID: Victor Victoria, M555585555

- R W

FEFETS P e e Pimdee Fiee AR ASAR

Step 23. To view the EPAF you just submitted, click “EPAF Originator Summary”,

and click on the “History” tab. For definitions of each status see EPAF
Statuses.

Transaction History

Action Date User Hame
Created: Feh 13, 2012 LesterJohn Brent
Submitted: Feb 14, 2012 Lester John Brent

Approval Types B Account Distribution @ Routing Quewe W Transaction Histony

Return to Top

Hew EFAF [ EFAF Originator Summan)

Return to EFAF Menu

EPAF Originator Summary

* Home > EPAF Originator Summary

Current

P selectthe link under Name to access details of the transaction, or select the link under Transaction to update the transaction.

Transaction Status: F_ El Go
Approved -

T

New EPAF m Default Routing Queue B Search B Superuser or Filter Transactions
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Option O: Activate Student Employee with New Job - Stipend, ANSTIP

This option is used when you need to hire a student that has not worked at the
University for over one year and will be working a new job in your department. This
student will need an I-9 review. Please contact Payroll to find out if additional action is
needed for this employee’s I1-9. This employee should fill out a new W-4, Ml W-4, and
Direct Deposit form or update that information through ESS (banweb.mtu.edu). .

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Step 2. Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions)

Step 3.  Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step 4. Click “Go”.

New EPAF Person Selection

- Home = New EPAF Person Selection

P Instructions:

Enter the employee M number.

Enter the Query Date (the date that the employee action startz).
Select the type of EPAF (Approval Category) you wish to process.
Select Go.

% - indicates a required field.
ID: ¥ (55555555 Victor Victoria & Q

Query Date: MM/DDIYYYYk 01/08/2012

Approval Category: #* Mot Selected |Z|
Mot Selected -
------------------ STUDENT HOURLY EPAFS -------------------- HRLY | |

Create New Student Employee - Hourly, CNHRLY

Activate Student Employee with New Job - Hourly, ANHRLY

EFAF Approver Summary B Ef Activate Student Employee with Previous Job - Hourly, ARHRLY
Mew Student Job, Active Employee - Hourly, NHRLY

Rehire Student to Previous Job, Active Employee - Hourly, RHRLY

Extend Student Job End Date (Query Date = Old End Date), EXHRLY
Retum to EPAF Menu Change Student Job Rate - Hourly, CHRLY £
—————————————————— STUDENT STIPEND EPAFS -------------------, STIP

m Bloy C‘h:rl ot EW Cﬁr\ od _~RICTID
Activate Student Employee with New Job - Stipend, ANSTIP

’

Mew Student Job, Active Employee - Stipend, NSTIP

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Thanna Shiidant 1nh Rata - Stinand CETTD

Step 5. Click “All Jobs” to verify that the employee has never been employed in this
departmental position. If the employee has previously held this position, you
will need to start over and create an EPAF with the approval category
Activate Student Employee with Previous Job — Stipend.

83|Page
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Step 6. Enter the Departmental Position Number next to the New Job field.

Step 7.  Enter in the appropriate Suffix:

00 is the suffix if it is the first time the employee has been hired into your
department.

If the student has multiple jobs in your department, increase the suffix by
one for each additional job. The new suffix needs to be different than any
existing suffix on the current position.

Unique Identifier = M Number + Departmental Position Number + Suffix
Step 8. Click “Go”.

New EPAF Job Selection

- Home = New EPAF Job Selection

¥ Instructions:

« MNew Job: Type the position number and suffix into the fields below. The employee should have never had this position and suffix before.
# All other EPAFz: Select the position and suffoc from the list. You wil need to click "All Jobe™ if you need to select a previous job.
+ Click "Go™.

MNotes: Do not click "Next Approval Type™.

1D: Victor Victoria, M55555555
Query Date: Sep 01, 2012
Approval Category: New Student Job MNon Act Stip, ANSTIP

New Job Details - Stipend, STIPN

Search | Type Position Suffix | Title | Time Sheet Organization | Start Date | End Date | Last Paid Date | Status | Select

Q, New Jol @

. There are no active jobs based on the Query Date.

—
All Jobs

Next Approval Type E

Step 9. Enter your department’s home organization number in the Home
Organization field. The Home Org number is the six digit number for your
entire area. This could be different than your timesheet org number.

HAEMPL - Activate Student Employee, 525001-00 GADE/GADI GRAD SCHOOL

Item Current Value New Value
Employee Status: (Mot Enterable) Terminated A

Employee Class Code: (Not Enterable) SH, Student Hourly 55

Home Crganization: 26500, Human Resources Ck E
Current Hire Date: MM/DDAYYY(Not Enterable) 04/01/2012 09/01/2012
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Step 10.

Complete the New Job Details and Job End Date sections.

NOTE: Any field with a * nextto it is required. However, the Job Begin
Date and the Job Effective Date fields are not enterable and both default
from the Query Date.

The Contract Type will default to Secondary, only change this if the student
has never had a position with the University or you receive an error on the
EPAF requiring you to change this to Primary.

The Annual Salary is the Stipend Amount.
***Factors and Pays are always equal for Stipends.***

To calculate out the number of Pays, take the number of weeks of the
length of the job and divide by 2.

Fractions of a Week/Pay: Each work day (M, T, W, Th, F) is equal to 0.2 weeks.
For example, if a job ends on a Wednesday, multiply 3 (M, T, W) by 0.2 to get a
total of 0.6 weeks. Add this to the total number of full weeks and then divide by 2
for the number of pays.

The Hours per Pay are based on the stipend; 40.00 for full stipend; 30.00
for % stipend, 20.00 for %2 stipend, and 10.00 for % stipend.

STIPN - New Job Details - Stipend, 525001-00 GADE/GADI GRAD SCHOOL

Item Current Value Hew Value

Job Begin Date: MM/DDMYYYY#®({MNot Enterable) 08/01/2012
Contract Type: % Primary |Z|
Jobs Effective Date: MM/IDD/YYYY#(Not Enterable) 09/01/2012

Salary: #
Factor: %

Pays: %

)

Timesheet Orgn: % Q,

|

]

]
Hours per Pay: % :

C——

HRLYT - Job End Date, 525001-00 GADE/GADI GRAD SCHOOL

Item

Current Value New Value

Job End Date: MM/DDYYYY & :]

Job Status: #(Not Enterable) T
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Step 11. Complete the Default Earnings Code & Hours section.
A. Use the Query Date as the Effective Date.
B. Select 001, Regular Rate for the Earnings Code.

C. Fill in the number of Hours per Pay. This will be the same number as
the Hours Pay in the New Job Details section.

D. Click “Save”.

EARNGS - Default Earnings Code & Hours, 52500100 GADE/GADI GRAD SCHOOL

Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date

New Yalue
Effective Date MMDD/YYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MMDDYY
Mt Cmlmt o
[ 001, Regular Rate ] 1
OO SPECIal reate B osgrient 1
003, Special Rate Assignment
004, Special Rate Assignment 1
g 005, Bonus Pay
Save 200, Overtime

ONC MNaraacad ramnlar Ao

Step 12. Verify the Index & Labor Distribution for the job. The Index and Labor
Distribution will default from the position budget.

LABOR - Index & Labor Distribution, $25001-00 GADE/GADI GRAD SCHOOL

Current
Effective Date: 01/08/2012
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: MMDD/YYYY 01/08/2012

CRA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrante O
u Cla A11623 G00000 28035 Cla PS41M 33z 100.00
Q, =N =N
Total: 100.00
v

[ oeoot romnaes [ swe ]
If no change is needed, click “Save” and continue to the Routing Queue.

If you need to change the Index, you have two options:

Option A. Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
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the correct Fund, Org and Program codes populate.
Enter the appropriate Account Code and click “Save”.

Option B. On the next distribution line, enter a U in the COA field, the
new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.

Scroll back down to the Index & Labor Distribution area. On
the right hand side there is a check box next to each
distribution line. Select the Index you want to delete and click

“Save”.
Note: Unless you save the Percent Encumbrance Override End Date Remove
EPAF at least once, the remove 100.00
checkbox will not appear. 100.00 ]

Step 13.

Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

NOTE: All Stipends must be routed to the Graduate School for approval.
If the position is funded by a research account you will need to add the

appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).

H 7] ”
Step 14. Click “Save”.
Routing Queue
Approval Level User Name Required Action
300 - (PATROL) Payroll Staff @ TMYATER Tamrmie M Vater Apply
Mot Selected Mot Selected v
Mot Selected
— [DDAYY Y Droe | ool a Not Selected |»
{(20 - (DCOORD) Dept EFAF approver Jla Mat Selected [+
150 - (GRADSC) Graduate School

160 - (SPACTG) Spon Prog Acct Grad Student Q

Mot Selected |v

160 - (SPACUG) Spon Prog acct UnderGrad
| 300 - (ravrOL) Payroll Staff

500 - (HRIS) HRIS

~

Step 15.
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You may insert comments into the Comment Box, but be aware that all
individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.



Step 16. Click “Save”.

Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name

Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Save J Submit

Oetien 40 Tem

Step 17. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Step 18. Verify at the top of the EPAF to see whether it was submitted successfully.

&/ The fransaction has been successfully submitted.

Mew EPAF | EPAF Originator Summary

P Instructions:

+ Update or add information needed to process this EPAF,
+ [f allinfermation iz correct, click "Submit” to send the EPAF for approval.

For more information on how to process EPAFs, please use the Originator's Handbook.
Note: Make sure you have saved the EPAF if you have made any changes before submitting it.

Hame and ID: Victor Victoria, M55555555

[
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Option P: Activate Student Employee with Previous Job - Stipend, ARSTIP

This option is used when you need to hire a student that has not worked at the
University for over one year and will be working a new job in your department. This
student will need an 1-9 review. Please contact Payroll to find out if additional action is
needed for this employee’s I1-9. This employee should fill out a new W-4, Ml W-4, and
Direct Deposit form or update that information through ESS (banweb.mtu.edu).

Step 1. Enter the employee’s M Number in the ID field and press “Tab”; their name
will automatically appear in the next field if you have entered the correct M
Number.

Step 2. Enter the employee’s Query Date which is the effective date (see Approval
Category Definitions)

Step 3.  Select the correct Approval Category from the drop down menu:
(Not sure which Approval Category to use? See \Which Approval Category Should
be Used? Or Approval Category Definitions)

Step 4. Click “Go”.

New EPAF Person Selection

- Home = New EPAF Person Selection

P Instructions:

Enter the employee M number.

Enter the Query Date (the date that the employee action startz).
Select the type of EPAF (Approval Category) you wish to process.
Select Go.

% - indicates a required field.
ID: ¥ (55555555 Victor Victoria & Q

Query Date: MM/DDIYYYYk 01/08/2012

Approval Category: #* Mot Selected |Z|
Mot Selected -
------------------ STUDENT HOURLY EPAFS -------------------- HRLY | |

Create New Student Employee - Hourly, CNHRLY

Activate Student Employee with New Job - Hourly, ANHRLY

EFAF Approver Summary B Ef Activate Student Employee with Previous Job - Hourly, ARHRLY
Mew Student Job, Active Employee - Hourly, NHRLY

Rehire Student to Previous Job, Active Employee - Hourly, RHRLY

Extend Student Job End Date (Query Date = Old End Date), EXHRLY

Retum to EPAF Menu Change Student Job Rate - Hourly, CHRLY £
—————————————————— STUDENT STIPEND EPAFS -------------------, STIP
Create New Student Employee - Stipend, CNSTIP
PUNES =S ey et Tl PO P-E =t

¥
Activate Student Employee with Previous Job - Stipend, ARSTIP l
Mew Student Job, Active Employee - oupend, NG 11P

Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
Thanna Shiidant 1nh Rata - Stinand CETTD

Step 5. Click on the “All Jobs” button to locate the position you are rehiring the
employee into. Make sure the job is selected on the right side of the screen.
If the position and suffix is not listed, you will need to Activate Student
Employee with New Job — Stipend, ANSTIP.
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Step 6. Click “Go”.

New EPAF Job Selection

- Home = New EPAF Job Selection

¥ Instructions:

# New Job: Type the position number and suffix into the fields below. The employee should have never had this position and suffix before
» All other EPAFz: Select the position and suffix from the list. You wil need to click "All Jobs” if you need to select a previous job.
* Click "Go

Notes: Do not click "Next Approval Type™.
ID: Victor Victoria, M55555555

Query Date: Sep 01, 2012
Approval Category: Rihire Student Job Non Act Sti, ARSTIP

Rehire Job Details - Stipend, STIPR

Search | Type Position Suffix | Title Time Sheet Organization | Start Date | End Date Last Paid Date | Status Select
a, Mew Job
Primary (525001 00 GADE/GADI GRAD SCHOOL|26500, Human Resources |Apr 01, 2012[Apr 30, 2012 Terminated| @ —

Next Approval Type ﬁ

Step 7. Enter your department’s home organization number in the Home
Organization field. The Home Org number is the six digit number for your
entire area. This could be different than your timesheet org number.

HAEMPL - Activate Student Employee, 525001-00 GADE/GADI GRAD SCHOOL

ltem Current Value New Value
Employee Status: (Mot Enterable) Terminated A

Employee Class Code: (Not Enterable) SH, Student Hourly 55

Home Organization: 26500, Human Resources O :
Current Hire Date: MW/DDNYYYY(Not Enterable) 04/01/2012 09/01/2012

Step 8. Complete the Rehire Job Details and Job End Date sections.

NOTE: Any field with a * nextto it is required. For all other fields, if no
change is required from the previous time this employee had this position,
you do not need to fill in the New Value.

The Personnel Date is only used if this Rehire should have occurred before
the “Last Paid Date”. This might happen if an employee’s job ended at the
beginning of the pay period and you were rehiring the employee later in that
pay period. If that occurs, the employee needs to be hired retroactively
(earlier then the last paid date) during that payroll period.

The Annual Salary is the Stipend Amount.
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The Factor and Pays are always equal. The Factor and Pays are equal to
the amount of pay periods between the Query Date (or Personnel Date if
retroactive) and the Job End Date.

To figure out the number of Pays, take the number of weeks of the length of
the job and divide by 2.

Fractions of a Week/Pay: Each work day (M, T, W, Th, F) is equal to 0.2
weeks. For example, if a job ends on a Wednesday, multiply 3 (M, T, W) by
0.2 to get a total of 0.6 weeks. Add this to the total number of full weeks
and then divide by 2 for the number of pays.

The Hours per Pay are based on the stipend; 40.00 for full stipend; 30.00
for % stipend, 20.00 for % stipend, and 10.00 for ¥4 stipend.

STIPR - Rehire Job Details - Stipend, 525001-00 GADE/GADI GRAD SCHOOL

Item Current Value New Value
Contract Type: Primary Primary E
Jobs Effective Date: MMIDDAYYYY({Not Enterable) 04/30/2012 05/01/2012
Personnel Date: MM/DDMYYY 04/3012012
Job Status: (Not Enterable) Terminated A
Salary: 10400 [ ]
Factor: 26 [:
Pays: 26 :
Hours per Pay: 40 :
Timesheet Orgn: 26500 D
HRLYT - Job End Date, $25001-00 GADE/GADI GRAD SCHOOL
Item Current Value MNew Value
Job End Date: MWDD/YYYY%  04/20/2012 :
Job Status: #({Not Enterable) Terminated T
Step 8. Complete the Default Earnings Code & Hours section.
A. Use the Query Date as the Effective Date. You will have to over
write the “New Value” Effective Date.
B. If you changed the Hours per Pay in the Job Details area, you must

update the Hours per Pay field.

C. Click “Save”.
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EARNGS - Default Earnings Code & Hours, 74100100 STUDENT ASST HUMAN RESOURCES

Current
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date
0S/13/2011 001, Regular Rate 40,00 1
New Value
Effective Date MMDDYYYY Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MMDD/YYYY Re
m 001, Regular Rate K 1
Mot Selected V 1
Mot Selected v 1
Mot Selected [v] 1
Mot Selected V 1

&/ Defaulting values for Default Earnings fram the Job records.

Step 9. Verify the Index & Labor Distribution for the job. The Index and Labor
Distribution will default from the position budget.

LABOR - Index & Labor Distribution, 525001-00 GADE/GADI GRAD SCHOOL

Current

Effective Date: 04/01/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
U A11623 G00000 28035 P541M 332 100.00

New
Effective Date: MM/IDDIYYYY 09/01/2012

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encgmbrance Override
Qv |Q [at1623 G00000 28035 Q [psatm 332 100.00
T Q o}
ar |a Q
ar Q Q
ar |a Q
Total: 100.00

& Defaulting values for Labor Distribution from the Job records.

Default from Index m

If no change is needed, click “Save” and continue to the Routing Queue.

If you need to change the Index, you have two options:
Option A. Overwrite the Index in the Index field and click “Default from
Index”. This will cause the Account code to disappear while
the correct Fund, Org and Program codes populate.
Enter the appropriate Account Code and click “Save”.
Option B. On the next distribution line, enter a U in the COA field, the

new Index in the Index field, the Account Code in the Account
Field, and the correct percentage in the Percent field.

Click “Save”.
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Scroll back down to the Index & Labor Distribution area. On
the right hand side there is a check box next to each
distribution line. Select the Index you want to delete and click
“Save”.

Note: Unless you save the Percent Encumbrance Override End Date Remove

EPAF at least once, the remove 100,00
checkbox will not appear. 100.00 n

Step 10. Complete the Routing Queue by choosing the Approval Level, inserting a
User Name, and selecting a Required Action (Approve or FYI).

NOTE: All Stipends must be routed to the Graduate School for approval.

If the position is funded by a research account you will need to add the
appropriate Approver in the Sponsored Programs office (Graduate or
Undergraduate).

Step 11. Click “Save”.

Routing Queue

Approval Level User Name Required Action

300 - (PATROL) Payroll Staff Q TMYATER Tarnmie M Vater Apply

Mot Selected @ Mot Selected v

Mot Selected

,jai DiEC - o \ | Q Mot Selected |v|
|20 - (bcooRD) Dept EPsF approver | o Mot Solected v

E L el e el

160 - (SPACTG) Spon Prog Acct Grad Student Q Mot Selected |+

160 - (SPACUG) Spon Prog Acct UnderGrad
| 300 - (ravrOLY Payroll Staff
500 - (HRIS) HRIS

Step 12. You may insert comments into the Comment Box, but be aware that all
individuals who can view the EPAF will be able to see the comments you
create.

Michigan Tech Best Practice: Copy and paste the email request for the
student hire as a comment.

Step 13. Click “Save”.
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Comment

All comments are stored and can
be read by anyone who accesses
the EPAF or Employee File.

Transaction History

Action  Date User Name
Created: Feb 14,2012 LesterJohn Brent

Approval Types B Account Distribution @ Routing Queue W Transaction Histony

Oetien 40 Tem

Step 14. Once you have double checked to make sure everything has been entered
correctly, click “Submit”.

Step 15. Verify at the top of the EPAF to see whether it was submitted successfully.

&/ The fransaction has been successfully submitted.

Mew EPAF | EPAF Originator Summary
P Instructions:

+ Update or add information needed to process this EPAF,
+ [f allinfermation iz correct, click "Submit” to send the EPAF for approval.

For more information on how to process EPAFs, please use the Originator's Handbook.
Note: Make sure you have saved the EPAF if you have made any changes before submitting it.

Hame and ID: Victor Victoria, M55555555

[ P e e Pimdiee Fime AR ARAR
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Uploading Supporting Documentation

In some instances, you will be required to upload supporting documentation for an
EPAF. For example, if an employee resigns from the University, you need to upload
the employee’s resignation letter for the “Ending an Employee Job” EPAF.

Step 1. Scan the supporting documents to a PDF format and store them temporarily
in an easy to find location.

Note: Make sure the scans aligned correctly and are legible.

Step 2.  From the EPAF Main Menu, click on “Uploading Supporting Documents”.

Electronic Personnel Action Form

- Home = Employees = Electronic Personnel Action Forms

\_j_, EPAF Handbooks:
Crigingtors' Handbook for Studerts
Approvers' & FYl's Handbook

EPAF Related Reports:
Employee List By Specified Time Sheet Org

EFAF Approver Summary
EFAF Originator Summary
IJeww EPAF

EFAF Proxy Records
Actas a Proxy

Upload EPAF Supporting Documents

Step 3.  Using the drop down box, select the EPAF for which you will be uploading
supporting documentation and click “Submit”.

Note: Only EPAFs that allow you to upload supporting documentation will
be listed. EPAFs will remain in this list, regardless if documentation has
been uploaded, until the EPAF has been completed and applied to Banner.

- Home = Employees = Electronic Personnel Action Forms = Upload EPAF Supporting Documents

Select the EPAF fram the list helow you need to upload further documentation for.

Pick an EPAF:[ Smith, John, G -- M11111111 -- 12826 -- End Employee Job - All 'v']
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Step 4.

Step 5.

Step 6.

Step 7.
9% |Page

Click the “Choose File” button next to the type of document you will be
uploading.

Note: You should only see options relevant to the type of EPAF you are
processing.

Home > Upload EPAF Documentation

Flease selectthe file(s) to upload.

John Smith (WM111111117 Employee

Termination Paperwark | chagse File ||Mo file chosen
SSutit

Navigate to the location of the PDF. Highlight the PDF and click “Open”.

Open
Look in | 25 Temp EP4F Upload v @%@
5 = ahn & Smith Resignation Letter pdF:
tp Recent
Documents
?_H
Deskiop
=
L
My Computer
o
My Network —
Places File name: d ( Open l
Files of type: Al Files [v] Caricel
[ Open as read-only

Click “Submit” once you have selected the file(s) to be uploaded.

Home = Upload EPAF Documentation

Fleaze selectthe file(s) to upload.

John smith (M11111111) Employee

Termination Paperwork [(choose File | John © Smith ...on Letter.pdf

D

Check to see if you received the completed message.



- Haome = Employees = Electronic Personnel Action Farms = Upload EPAF Supporting Documents

Selectthe EPAF from the list below yau need to upload further dacumentation for.

(Terminatiun document has been submitted o Imagei o ]

Fick an EPAF: | Smith, John, © -- M11111111 -- 12826 -- End Employee Job - Al ™

Step 8. Delete the temporary PDF file created for the upload.

Step 9.  You will receive an email detailing your current EPAF transactions and
status on the day following the EPAF submission. This email will also show
if a document has been uploaded for an EPAF. Check this email to see if
you are missing documentation that should have been uploaded.
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Setting a Default Routing Queue

To make things more efficient, Banner has included a way to build a Default Routing
Queue for each type of EPAF.

Step 1. From the Originator Summary Screen, click on “Default Routing Queue”.
E——

Personal Information Employee Serices DOther Payments

EFPAF Originator Summary

- Home = EPAF Originator Summary
Histary

P selectthe link under Mame to access details of the transaction, ar selectthe link under Transaction to update the transaction.

Transaction Status: m

Return for Correction
Waiting

MHew EPAF I[Default Routing Dueue} Search W Superuszer or Filter Transactions

1-10af10
EPAF Transactions

£ Name iy )] 2 Transaction | & Type of Change rag-l
N N N v v

Step 2. Select an Approval Category and click “Go”.
EPAF Default Routing Queue

- Homne = EPAF Default Routing Queue

D gelacian Approval Category and Go, Once the page refreshes, selectthe Approval Level, User IDand action,

Approval Category: (NDt Selactad
Mot Selected
Approval Quene | ----—------—---—- STUDENT HOURLY EPAFS --—---=-m--mm—mmm- HRLY

New Student Job, Active Employee - Hourly, NHRLY
Rehire Student to Previous Job, Active Employee - Hourly, RHRLY

Approval Level

Extend Student Iob End Date (Query Date = OI¢ End Date), ExHRLY Seauiredifction
Mot Selected Change Student Index, Rate, or Terminate Job Early - Hourly, CHRLY Mot Selected [v]
—————————————————— STUDENT STIREND EPAFS -------------------, STIR
Mot Selected || New Student Job, Active Employee - Stipend, NSTIP Not Selected v
Rehire Student to Previous Job, Active Employee - Stipend, RSTIP
hot Selected \Change Student Index, Rate or Terminate Job Early - Stipend, CSTIP J hot Selected M
Mot Selectad [~

Mot Selected [V]
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Step 3.

Complete the Routing Queue by choosing the Approval Level, inserting a

User Name, and selecting a Required Action (Approve or FYI).

NOTE: All Stipends must be routed to the Graduate School for approval.

9 Select an Approval Category and Go. Once the page refreshes, selectthe Approval Level, User D and action

Approval Category: | oy anoa stydent Index, Rate, or Terminate Job Early - Hourly, CHRLY [+]

Approval Queue

Approval Level User Name

Required Action

| 300 - (PAYROL) Payroll Staff [v] Q || | Tapply ~|
l Mot Selected nq || ! Mot Selected m
|NDt Selected M Q [ | | ‘Nut Selected M
|N0t Selected M Q&| | | | Mot Selected VI
|N0t Selected M Q&| | | | Mot Selected VI

&/ Mandatary Levels defaulted from Electronic Approval Category Farm (NTRACAT).

For List of Financial Managers, use Banner form FZIBDST (type in Index Number)

|_£»J PROD Banner8: Open > FZIBDST [Q]

File Edit Options Block Item Record Query Tools Help

BYD AEEER $9 PEH @ & AR DH ¢ b L0
"% Organization Budget Status Form FZIBDST 7.0 (PROD)

MTU Farm

Chart: =) Organization: 22201 [*] chemical Engineering
Fiscal Year: 14 (=] Fund: G00000 [ ~| General Fund

Indesx: A11010 [Zl Program: 202 El General Academic Instruction

Financial Manager:  Kawatra, Surendra k.

Status: [a~

Konth (opt):
[ Query Specific Account
¥ Include R A

Commit Type:  |Both -

Account Type Title Adjusted Budget YTD Activity

Commitments

Available Balance

L I

Met Total:

l
|
[
l
l
l

Record: 11 <0sC>

Step 4. Click “Save”.

Step 5.
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Sponsored Account Indexes that Need Approval

Listed below are the Indexes that Sponsored Programs needs to review/approve.
Please remember when you are processing an EPAF for an employee on one of these
Indexes, please add Sponsored Programs in the Routing Queue.

Indexes that start with (‘E4’,’E5’), (‘E34°,’E35’), between ‘E20°and ‘E28’, between
‘E292’ and E296°
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Student Position Numbers

First and Second Digit of Hourly Position Numbers 0033 Lifeguard, Parking, Ski Patrol
WU.... Workstudy Undergraduate (Hourly) Lifeguard
WG.... Workstudy Graduate (Hourly) Parking Enforcement
ZU.... Regular Hourly Undergraduate Ski Patrol
XG.... Regular Hourly Graduate 0035 Food Service
Last 4 digits of position number from job categories Bartender
Stipend positions see bottom right Dining Room/Cafeteria Assistant
0013 Business Operations Dishwasher
Accounting Assistant Food Preparation or Serving
Auditor Concessions or Catering Worker
Market Research Analyst 0037 Grounds, Custodial, Landscape
0015 Computers & Math Custodian
Research in Computer Science or Math Grounds Worker
Math/Computer Technicians & Research Assts Landscape Worker/Gardening
Computer Support 0039 Recreation, Guides, Costumes
Computer Programming Costume Design and Construction
Web Developer Lobby or Locker Room Attendant
Math/Computer Science Lab Assistants Recreation Attendants, Workers, Instructors
0017 Engineering Ticket Taker, Usher, Tour Guide
Research in Engineering
Engineering Technician & Research Assistants 0041 Sales, Cashier
Engineering Lab Assistants Cashier
0019 Sciences Counter and Rental Clerk
Research in the Sciences Retail Sales Worker
Technicians & Research Assistants in Sciences 0043 Office & Admin Support
Sciences Lab Assistants Data Entry
0021 Counselor/Mentor File, Mail, Stock Clerk
OTLs Receptionist
Commuter/Transfer Assistants Dispatcher
Student Outreach 0047 Trades & Painting
Summer Programs Counselors Trades Helper
0025 Education, Library, Museum Painting
Graders 0049 Install/Main/Repair, Machinist
Learning Center Coaches & Tutors Computer Repair
TAs Electronics Maintenance
Lab Instructors Installer
PE Course Instructors Machinist
Library Specific — shelving books, archives, etc. 0051 Print Shop, Bakery
Museum Specific — preparing displays, etc. Print Shop Worker
0027 Arts, Sports, Media Bakery Assistant
Audio Video Equipment Technician 0053 Transportation
Camera Operator — Television, Video Bus/Shuttle Driver
Editor Motor Vehicle Operator
Graphic Designer
Photographer Stipend Only Position Numbers
Film and Video Editor GTA/GTI All TG0025
Public Relations GRA/ Mathematical or Computer Science RG0015
Sports Worker including Officials GA Engineering RG0017
Writer Sciences RGO0019
0029 Athletic Trainer GADE doing mostly computer support SG0015
Athletic Trainers GADI doing mostly administrative support SG0043
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The following are definitions for each of the statuses of an EPAF, where they can be

EPAF Status Definitions

located, and what actions to take next.

EPAF Status

Definition and Action

Location

The EPAF has been approved

"History" tab of the

Approved by all in the routing queue and .
is ready to be applied. Originator Summary
Completed The EPAF has been applied to | "History" tab of the

the database.

Originator Summary

Disapproved

The EPAF has been
disapproved by someone in the
routing queue; review the
EPAF comments for
clarification; click on Update to
make corrections, then save
and resubmit.

"History" tab of the
Originator Summary

More Information

The EPAF has been reviewed
but the approver requires more
information.

"History" tab of the
Originator Summary

Pending

The EPAF has been submitted
and is awaiting approval by
someone in the routing queue.

"History" tab of the
Originator Summary

Return for Correction

The EPAF has been returned;
review the EPAF comments for
clarification; click on Update to
make corrections, then save
and resubmit.

"Current" tab of the
Originator Summary

The EPAF has been voided; it
CANNOT be updated; review

"History" tab of the

Voided the EPAF comments for Originator Summary
clarification.
. The EPAF has NOT been "Current" tab of the
Waiting

submitted.

Originator Summary
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Approval Category Definitions

The following are approval categories and their definitions along with which query date
should be used in accordance with each approval category.

Option Approval Definition Query Date Personnel
Category Date
New Student A new hourly job or . N/A
A Job, Active timesheet for a ;r:]e ;‘gs(tasay the
Employee - student in a ploy
worked
Hourly department.
The day the The day the
Rehire Student employee IS employee IS
) : . : rehired or the rehired
into Previous Rehiring a student into
. X Sunday before
B Job, Active an hourly job they
. the next EPAF
Employee - have previously held. deadline
Hourly . .
whichever is
later
The old job end | The old job
date or the end date
Extending the job end | Sunday before
C SEme 09 = date of an hourly the next EPAF
Date - Hourly i
student employee. deadline,
whichever is
later
The first day of | The first day
the new rate of the new
: change or the rate
D Change Student g?:g?'g%:gdeeﬁu”y Sunday before
Job Rate - Hourly the next EPAF
employee. deadline
whichever is
later
Create New A new hourly job or . N/A
Student timesheet for a Ul st eeny e
K ) employee
Employee - student in a
worked
Hourly department.
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A new hourly job or

Activate Student timesheet for a The first day the | N/A
Employee with ) employee
New Job -Hourly S{ETL ) & worked
' | department.
RENYEIE Student Rehiring a student into | The first day the N
Employee with :
: an hourly job they employee
Previous Job - h iouslv held Ked
Hourly ave previously held. | worke
NewPositon |10 PSRN amployee |
sEpEnl), NS department. worked
The day the The day the
employee is employee is
Rehire into Rehiring a student into TRiEE OF i el
: . : " Sunday before
Previous Position | a stipend position they the next EPAF
(Stipend), RSTIP | have previously held. cesiline
whichever is
later
The first day of | The first day
the new rate of the new
Change Student | Changing the stipend IS O e rate
: Sunday before
Job Rate - amount paid over a
: ) : the next EPAF
Stipend period of time. ;
deadline,
whichever is
later
Create New N/A
Student A new stipend position | The first day the
Employee for a student in a employee
(Stipend), department. worked
CNSTIP
Activate Student N/A
Employee with A new stipend position | The first day the
New Job for a student in a employee
(Stipend), department. worked
ANSTIP
RO STIEEDT: Rehiring a student into A
Employee with ng " The first day the
: an stipend position
Previous Job thev have previous! employee
(Stipend), heI?:il b y worked
ARSTIP i
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The Effective N/A
date of the
Change Student : Index change or
Index — All Changln_g e et the Sunday
H from which a student
Student is paid before the next
Employees paid. EPAF deadline
whichever is
later.
The day the The day the
employee was employee
End Student Job Ending a student iob terminated or was
Early — All 9 J the Sunday terminated
I before the current end
Student date before the next
Employees ' EPAF deadline,
whichever is
later
The day the N/A
Change Student | Changing the Time EREIEE Shnisillfe
: : occur or the
Time Entry Entry type, Time Entry
. : Sunday before
J Information — All | Approver, or Time
the next EPAF
Student Sheet Org of an :
Employees employee de?‘d““e’ .
' whichever is
later

HOURLY STUDENT EMPLOYEE ACTIONS

STIPEND STUDENT EMPLOYEE ACTIONS

ALL STUDENT EMPLOYEE ACTIONS
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Payroll Account Codes For Student Employees

The following are account codes for student employees used in the Index & Labor
Distribution section of an EPAF.

Graduate Students P541D Doctoral Students
P541H Graduate Students - Hourly
P541M Masters Student
P543D Doctoral Studer_lts -
Summer Teaching
P543H Graduate Studgnts Hourly —
Summer Teaching
P543M Masters Studen_ts -
Summer Teaching
Graduate Students —
P547 Federal Work Study
Undergraduate Students P641 Undergraduate Students
P643 Undergraduate _Students -
Summer Teaching
P647 Undergraduate Students —

Federal Work Study
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Links to Useful Information

Human Resources

Human Resources Website: www.mtu.edu/hr

Banweb / Employee Self Service

Banweb / Employee Self Service: www.banweb.mtu.edu

EPAF Test Server: www.banmirror.mtu.edu

Documentation & Training

EPAF Resources:
http://www.mtu.edu/hr/supervisors-admins/epaf-resources/

Payroll & HR Calendar:
http://www.mtu.edu/hr/supervisors-admins/payroll/calendars/

HR Training Calendar:
www.mtu.edu/calendar/month.php?cal=HR+Events+Calendar&getdate
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