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GO TO THE LOG IN SITE

From FSU home page select. 
http://www.uncfsu.edu/



LOG IN



LOG IN



LOG IN CREDENTIALS



EMPLOYEE TAB SELECTION

Click here

or here



SELECT ePAF



DEFAULT ROUTING QUEUE

Select EPAF Originator 
Summary

Before creating the ePAF, set 

up a default routing queue.  

If you do not set up a default 

routing queue you will need 

to add approvers to the 

routing queue each time an 

ePAF is created. 



DEFAULT ROUTING QUEUE



DEFAULT ROUTING QUEUE



DEFAULT ROUTING QUEUE



DEFAULT ROUTING QUEUE

For each 

Approval Level 

(10, 20, 25, 30, 

35, 40, 45, 50, 55, 

92) click on the 

search symbol 

to select User 

Name from the 

table or 

enter User Name 

in User Name 

cell



DEFAULT ROUTING QUEUE

Once all User 

Names are 

entered, 

select the 

Save and 

Add New 

Rows button



DEFAULT ROUTING QUEUE

Once the default routing queue is created 

and saved, you will not need to repeat these 

actions again unless there is a change in the 

Approval Level or Approval Category.



CREATING A NEW ePAF

Select New ePAF



ADDITIONAL ASSISTANCE

Select here for additional 
help.



NEW ePAF PERSON SELECTION 

• Query Date = First day of pay period month 
 Fall 2017

 16 weeks – 09/01/2017

 Term I – 09/01/2017

 Term II – 11/01/2017

 Spring 2018

 16 weeks – 02/01/2018

 Term III - 02/01/2018

 Term IV - 04/01/2018



NEW ePAF PERSON SELECTION

Select CTJBTM as the approval category.  

Query Date defaults to current date, therefore you will need to 
change the date to the JOBS EFFECTIVE DATE / BEGIN DATE 
(first date of first pay period month)

If Banner ID is not known, select search icon to search by name.

Click Go to crate and start the ePAF process.  This also advances to the next page once completed.  

09/01/2017



PERSON SEARCH



PERSON SEARCH RESULTS

Select Banner ID number



NEW ePAF JOB SELECTION

See FSU ePAF Support App 
to determine Position 
number and next Suffix.

All jobs will show all previous 
positions.

Here you will see the employee’s 

name, ID, current date, and the type 

of job/approval category.

Feb 1, 2017

Contract Job and Termination, CTJBTM



ePAF SUPPORT APP

https://fsuwebapps2.uncfsu.edu:8443/MobileAPPS/suffix.jsp

Enter Banner ID 

Select button or enter XC5026 for Permanent FSU 

employee  

Enter credit hours 



ePAF SUPPORT APP

Insert new Suffix in Labor Distribution 
Update, LABOR section on the New ePAF 
Job Selection page

Insert FTE in NBAJOBS 

section within the 
ePAF



NEW ePAF JOB SELECTION

Enter new position and 
suffix

Feb 1, 2017

Contract Job and Termination, CTJBTM



LABOR DISTRIBUTION UPDATE

No entry is needed in the Labor Distribution 
Update section. This information is automatically 
generated. 

Percent should always be 
100%

02/01/2017

02/01/2017



CONTRACT EMPLOYEE STATUS
PEAEMPL INFORMATION

• Current Hire Date & First Work Date
 Current Hire Date = First Work Date = First physical day of work = Contract start date

FALL 2017

 16 weeks – 08/08/2017

 8 weeks; Term I – 08/08/2017

 8 weeks; Term II – 10/10/2017

SPRING 2018

 16 weeks – 01/02/2018

 8 weeks; Term III - 01/02/2018

 8 weeks; Term IV – 03/17/2018

IF PERMANENT FSU EMPLOYEE, NO ENTRIES ARE NEEDED IN THIS SECTION



CONTRACT EMPLOYEE STATUS
PEAEMPL INFORMATION

If Home 

Organization Current 

Value  does not 

reflect your 

department please 

contact HR to 

update.

08/08/2017 Contract Start Date

Contract Start Date08/08/2017

IF PERMANENT FSU EMPLOYEE, NO ENTRIES ARE NEEDED IN THIS SECTION



DETERMINE CONTRACT TYPE

Use Overload job when a new job begins before the Primary ends

Use Primary job for the first job and the new job after an Overload 
job ends

Contract Job and Termination, CTJBTM

Feb 1, 2017



CONTRACT EMPLOYEE NBAJOBS
SET UP INFORMATION

• Begin Date = Job Effective Date (first day of pay period month) 

(defaults from query date)

 FALL 2017

 16 weeks – 09/01/2017

 8 weeks; Term I - 09/01/2017

 8 weeks; Term II - 11/01/2017

 Spring 2018

 16 weeks – 02/01/2018

 8 weeks; Term III – 02/01/2018

 8 weeks; Term IV – 04/01/2018



CONTRACT EMPLOYEE NBAJOBS
SET UP INFORMATION

• Personnel Date = Current Hire Date = First Work Date = Contract Start Date
(first physical day of work)

FALL 2017

16 weeks – 08/08/2017

8 weeks; Term I – 08/08/2017

8 weeks; Term II – 10/10/2017

SPRING 2018

16 weeks – 01/03/2018

8 weeks; Term III - 01/03/2018

8 weeks; Term IV – 03/15/2018



CONTRACT EMPLOYEE NBAJOBS
FACTOR / PAYS

• Query date September 1, 2017….payable in 4 equal installments = 4 Factor / Pays

• Query date October 1, 2017….payable in 3 equal installments = 3 Factor / Pays

• Query date November 1, 2017….payable in 2 equal installments = 2 Factor / Pays

• Query date December 1, 2017….payable in 1 equal installment = 1 Factor / Pay



CONTRACT EMPLOYEE NBAJOBS
SET UP INFORMATION

Assistant Professor

51502

4

.225

830XXXXXX

08/08/2017

3000.00

4

Number of Payments/Installments

Number of Payments/Installments

Contract Start Date

09/01/2017

09/01/2017

These dates 

default from 

Query Date.

Number of 

Factor and 

Pays must 

be the 

same.



CONTRACT EMPLOYEE JOB 
TERMINATION

• Jobs Effective Date (last day of pay period month)
 FALL 2017

16 weeks - 12/31/2017

8 weeks; Term I – 10/31/2017

8 weeks; Term II – 12/31/2017

• Enter Personnel Date (last physical day of work = contract end date)

 FALL 2017

16 weeks - 12/11/2017

8 weeks; Term I – 10/11/2017

8 weeks; Term II – 12/11/2017



CONTRACT EMPLOYEE JOB 
TERMINATION

• Jobs Effective Date (last day of pay period month)
 SPRING 2018

16 weeks - 05/31/2018

8 weeks; Term III – 03/31/2018

8 weeks; Term IV – 05/31/2018

• Enter Personnel Date (last physical day of work = contract end date)
 SPRING 2018

16 weeks - 05/14/2018

8 weeks; Term III – 03/13/2018

8 weeks; Term IV – 05/14/2018



CONTRACT EMPLOYEE 
JOB TERMINATION

Last day of pay period month

Last physical day of work = 

contract end date

12/31/2017

12/11/2017



ROUTING QUEUE

clightner

pjackson

tdwilliams

swilli43

jyoung

lbernard

ssoles

tdwilliams

tdwilliams

ssoles



COMMENTS SECTION 

In the comment box, please note 

what class(es) are being taught for 

the semester or term 

Course #, Section #, credit hour 

and Semester or Term to be taught

Click Save

Once you click on save, your 

comments will not show in this box.  

To view the comments, click on the 

yellow paper icon.  The comments 

will then be viewable on the page 

towards the bottom of the ePAF in 

the Comments section.

Fall 2017-16 wks

PSYC 233-D46; 4 cr hrs; >10 students 

PSYC 352-D44; 4 cr hrs; >10 students

REMINDER:
Anything typed in the 
comment field will be 
imported into Banner



ePAF PREVIEW



ePAF PREVIEW

Note:

The system does not users of these transactions.



ePAF APPROVER SUMMARY



ERRORS AND WARNINGS

You will not be able to proceed with an ERROR message

You may ignore all WARNING messages



TIME OUT!



CREATING AN ePAF
SUMMARY OF STEPS

1. Select New EPAF

2. Enter the Banner ID

3. Enter Query Date – First Day of Pay Period (also – Effective Date)

4. Select the Approval Category Dropdown = “Contract Job and Termination - CTJBTM”

5. Enter the Position and Suffix Number (Retrieve from ePAF Support App)

6. PEAEMPL Section (Complete for Adjunct Faculty ONLY)
 Enter Current Hire Date (First physical day of work – Contract start date)

 Enter First Work Date (First physical day of work – Contract start date)

7. NBAJOBS Section
 Enter Title

 Enter Timesheet Orgn

 Select Contract Type (from dropdown)

 Enter Personnel Date (First physical day of work – Contract start date)

 Enter Annual Salary

 Enter Factor (number of payments/installments)

 Enter Pays (number of payments/installments)

 Enter FTE (Retrieve FTE from ePAF Support App)

 Enter Supervisor Banner ID number

8. Contract Employee Job Termination Section
 Enter Jobs Effective Date (Last Day of Pay Period)

 Enter Personnel Date (Last physical day of work – Contract end date)

9. Ensure Routing Queue is correct

10. COMMENTS Section
 Enter Course Number/Section

 Enter Term/Semester

 Enter Credit Hours (Individual hours & total hours)

11. Save



ePAF APPROVER RESPONSIBILITY



QUESTIONS

Tonya D. Williams

tdwilliams@uncfsu.edu

(910) 672-1835

Sharon Soles

ssoles@uncfsu.edu

(910) 672-2246

mailto:tdwilliams@uncfsu.edu
mailto:ssoles@uncfsu.edu

