EPAF QUiCk Guide: Approving EPAFs

1. Log into BengalWeb and click on Employees (left), then EPAFs.

2. Note actions awaiting your approval in the Personnel Action Notices box. Choose the

name you want to approve and click on the name. (Do NOT click on the link under Action.)

Carefully review the EPAF for accuracy. If you find errors, return the EPAF to the Originator
to make corrections. (This is required. Anyone can start an EPAF. Your careful review is
critical to prevent fraud and errors.) Please pay special attention to the dates and title, since

most errors occur here.

e Approve: Click the Approve button

¢ Disapprove or Return for Correction: First, click on Add Comment. Enter your
explanation for disapproving or returning, along with your name in the Comments
section that opens. When you are done entering comments, click on the Disapprove or

Return for Correction button.

Note: Comments are essential.

Enter any information that might
clarify or provide documentation
n the Comments section before
you submit your action.
Comments become a

permanent part of the legal
record.

Comments must relate to
business purposes of ISU.
Include your name, the date,
and your phone number, in
case someone else has further
guestions.

Keep all comments job related
and precise. Banner is a legal
record and can be used in
litigation.

4. Approve the EPAF, Disapprove the EPAF, or Return it for Correction.

« You are acting as an Approver,

Hame and ID:

Transaction: 62

Transaction Status: Pending

Approval Category: Student/Temporary Job Hourly Rate of Pay Changs, STPAY

Return for Commection More Info Add Commen

# - indicates a required field.

Student/ Temporary Job Hourly Rate Pay Change, S20752-00 STU Housing Mainlenancy

Enter Changes

Current Value

New Value

Jobs Effective Date:

06/23/2013

06/23/2013

Job Change Reason: &

TITLE

RATE

Regular Rate: *

9

9.25

Routing Queue
Approval Level

EPAF Dept Appro Authonty, 11
EPAF Department FY1 HR Action, 21

EPAF UBO HR Action, 31

EPAF Appro Autherity HR Action, 104
EPAF HR Data Apply, 111

Required Action Queue Statud

Approve
FYl
Approva
Approve
Apply

Job and Suffix: 520
Query Date:  Jun
Last Paid Date:

Approval Typas

Approved

Fyl

Approved
Pending

In the Queus

. You are done. The EPAF will now route to the next approver in the queue, shown at the

bottom of the screen.
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	Assign a Job/New Hire
	 The EFFECTIVE DATE should be the date the employee actually begins work.
	e. Regular Rate:
	Regular Rate: Skip this line (leave it blank).
	Assign Salary: Skip this line (leave it blank).
	Annual Salary: Enter the annual salary found on the GA/TA Comp Page.  System will automatically calculate & enter correct amounts for the previous two lines (Regular Rate & Assign Salary) into Banner.
	 The EFFECTIVE DATE must be the start of a future pay period to avoid errors
	 The EFFECTIVE DATE must be the start of a pay period to avoid errors.
	 The EFFECTIVE DATE should always be the start of a pay period to avoid errors.

	EPAF Quick Guide
	Terminating an
	 The EFFECTIVE DATE must be the end of a pay period after their last day to avoid errors.





