Rev: 9-02-08

EPAF Tutorial
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Student and Temphourly EPAF TUTORIAL

EPAF currentlyreplaces the following paper forms
e Student Referrglnon workstudy)
e Temp Hourly Appointment
e Payroll Funding Change

Introduction:

U Whatis EPAF?
o EPAF is an acronym fdElectronicPersonnelAction Form.
U How do | access EPAF?

o With the appropriate security setup, EPAF can be accessed by
clicking MYINFO from the MSU home web page at
http://www.montana&u/

U What can | do with EPAF?

o Currently EPAF can be used to appoint non wasitkdy
students, temymourly employees and change future labor
distributions. EPAF can be used to electronically route, approve
and track these forms from any PC with internet access.

U Why should | use EPAF
o Efficiency:
A time savings
A Less reliance on paper, so less filing and less
photocopying, less lost paper work

o Practical application of technology

A Users can access the web in order to enter and track
appointment data and approvals

o0 Accuracy

A Less error correction

A Less room for interpretation of forms, typos, handwriting.

A More control over the process

A Increased security

o Fun and Fast

A Learn something that will enhance workflow.

A Opportunity for growth or development of new
projects/cleaning up old projects (time s®a)

A Opportunity to interact with cavorkers in a new way.
(Trainers, Central office staff, HR

A Watch your work speed along the information highway
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DEFINITIONS

GID: General ID- Assigned by Banner to identify a unique person or emt#tiead of the
Social Security Number.

AY: Academic Year (AugustMay)
FY: Fiscal Yea July- June)

POSITION: Number assigned to a specific department and/ or job type used to allocate a

budget for jobsA position number consists of a prefix followed by 4 dig@iertain job types

have only one position number for eaAh positi
position number exists independently of the person holding that position.

POOLED POSITION: Position that can have more than one individual attéeiee same
number.

Each department has a uniqudidit number preceded by a prefixigedfor students,
graduate assistants, temp hourly employees and adjunct faculty)

POSITIONPREFIX Identifies the campus and type of positiohdigit identifies the
campus.

ASH### Bozeman Student position
ATH####- Bozeman Temyhourly position

JOB NUMBER: A position that has been assigned to an employee.

JOB SUFFIX: Further identifies the job. Mosinstudenjobs have a suffixfo00;

S1, -8l@néNorkstudy Students

00, -OVbréStudy Students

S1, -Bempghourly Students (less than 6 credits)

0 0, -®dgélar Temphourly employees
The suffix is also used to create a unique active job for a student whioavaywo payrates
within the same pooled position during the same pay period. Example 4S3685uld be
used for a rate of 8.00/hr and 4S6&35for8.50/hr.

LABOR DISTRIBUTION: Funding source for the salary on a job.
Consists of COA=1 (chart of accountgnd Indexand Accountodewhich defaults to
FOAPAL= fund, org, account, program, activity, location
Non workstudy studentsuse acct 61225
Temp hourly use 61224

EPAF RECIPE: Quick reference for each EPAF category with spatstructions on data to
be entered.
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DATES

QUERY DATE: Determines which records you will find when searching EPAF. You will
find all records with an effective date equal to or greater than the date enteredan

widen or narrow the redslof a search with this dat&Vith new EPAFS the query date will
alsodefault as the effective date on the job and labor distribution records.

EFFECTI VE DATE: This o6drivesd6é the job recorc
the job record isecognized by Banner and the additions or changes begin. For tax purposes
non workstudy students become active the first day of the pay period and terminate the last
day of the pay period.
Example: Student beginsl®-07. Effective date entered a&/01/2007 for active
record (beginning of monthly pay period) and 05/31/2007 for terminated record.

BEGIN DATE: For new hires and employees being assigned that job # for the first time, this
is the same as the effective date Once assignedtothatgnele t he begin date ¢
change.

Example: Student is assigned job number 4S6&35effective 08/01/2005 and

terminates 05/31/2006. The student is hired into the department AY2007. You would

use the same job number, but the begin date does notech@ihg effective date

changes to reflect the new record.

PERSONNEL DATE: This date is used as a memo date for audit purposes. Leave as 8/01 for
AY students and 06/01 for summer students.
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Electronic Personnel Actionofims are accessed through MYINFQwatw.montana.edand

selecting MYINFO orgo to https://atlas.montana.edu
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Welcome to the MSU-Bozeman campus

You will need to use at least Netscape 4.0.7 or Internet Explorer 5.x to browse this web.
Please do not use Internet Explorer ver. 7 with Banner until further notice.
You must have cookies enabled on your browser,

Enter Secure Area

Apply for Admission

General Financial Aid

Campus Directory

Class Schedule

CORE Classes

Spring 2007 Registration/Advising Information
Fall 2007 Registration/Advising Information
Registration Timetable

Course Catalog

Transfer Equivalencies

Frequently Asked Questions
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Select Enter Securrea andogin:
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