
INITIATING AN EPAFINITIATING AN EPAF



Access Banner

Using Banner 8 or 9

For Banner 8, you will need

your U-Number and Pin

Number.

For Banner 9, you will need

your SUS username and

password.



Main Menu

From the Main Menu,

select Employee.



Employee page

From the Employee Page,

select Electronic Personnel

Action Forms.



EPAF page

From the Electronic

Personnel Action Form

page, select New

EPAF.



Person selection

On this screen you will enter

the employee’s information

by entering the employee’s

U-Number. Click “Enter” and

the employee’s name will

generate next to their U-

Number.



Person Selection:
Query date

The Query Date means

“Effective Date”. If your

new hire effective date is

10/01/2024, then your query

date should be the same

date.



Person Selection:
Approval category

There are several different

“Approval Categories” to

use. The next slide lists the

most common. 



Most Common:
Approval category

HIRE10

HIRE13

HIRE20

HIRE50

HIRE60

AJOB50

AJOB60

RACT60

RACT65

Please consult with Human Resources if you need assistance in identifying the

approval category to be used.



Job Selection

Once the “Approval

Category” has been

determined, please

select “Go.” You will land

on the “Job Selection”

page and a Position

Number is required. 



Job Selection:
Position Number

The position number

relates to the position

that the employee is

being hired and it is

attached to a budget

(FOAP). 



Job Selection: 
Suffix

The suffix denotes if

the position is a primary

position or secondary/

overload position. All

primary positions should

have the suffix 00.



Generate EPAF

Once all of the necessary

information has been

entered, click “enter” An

Electronic Personnel Action

Form (EPAF) will be

generate for you to

complete. You will see this

information at the top of

the page.



Create New
Employee Record

The Initiator will input

the hiring information.

The Initiator only needs

to complete the

sections with the red

asterisk (*).



Job Labor Distribution

The Initiator needs to

ensure that the position is

charged to the correct

budget (FOAP).  If it is not,

then the FOAP needs to

corrected. The percent that

the employee will work from

this FOAP must also be

listed.



End Job Assignment

If position is grant-

funded or secondary /

overload, you will be

required to enter an end

date under “End Job

Assignment.” Most

primary positions will not

have an end date.



Routing Queue

The “Routing Queue” must

be completed for the EPAF

to circulate. In this section,

you will add the “User Name”

because the “Approval Level

is already listed.



Routing Queue: 
Add Approval Level

If you need to add an

approver to the “Approval

Level,” make sure to update

the “Required Action”

section.



Comments

Your next step is to add

Comments. In this

section, input information

about the position, i.e.,

the supervisor, purpose

of overload/secondary

position, effective dates,

etc. Click “Save.”



Submit

Your EPAF is now completed.

Click “Submit”. This is where

we pray that everything

goes through without an

error. If there is an error

and you cannot fix it, then

contact Human Resources

for assistance.


