From: Burch, Tina

To: Bayhylle, Cheryl; Burch, Sharon; Cantrell, Susan; Chapman, Marsha; Coldiron, Marty; Coldiron, Melissa;
Cronister, Mendi; DeRaps, Michele; Earls, Sandy; Estes, Robert; Field, James; Hergenreder, Rebecca; Holmquist,
Marilyn; Hoxsie, Angela; Hutchinson, Cindy; Jones, Kristy; Kaiser, Missy; Kindschi, Brenda; McFarlin, Angie;
Mulder, Gertie; Oliver, Susan; Radford, Lori; Robinson, Megan; Sarhan, Bonnie; Schlegel, Sarah; Stephenson,
Logan; Strah, Traci; Teel, Barbie; Testerman, Susie; Wright, Elaina; Yankunas, Ann

Subject: EPAF examples
Date: Tuesday, August 13, 2019 9:50:00 AM
Attachments: EPAF Example Guide.pdf

Sharing some EPAF examples with guidelines & notes about different types of EPAFs and how to
complete them. There isn’t an example of a workstudy EPAF; however most of the others are
shown.

It is my understanding that DASNR created the examples & received the “ok” from payroll to share
them.

Thought it might be helpful to use until the new EPAF format is put in place. | have not heard any
updates on when to expect the new EPAF format.

Have a nice day,

Tina Burch

A&S Training Coordinator
202B LSE

43701
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Hourly - Add Job Record

Name and ID: Job and Suffix:

Query Date:  Aug 12, 2018

Transaction:

Rra s et Br SEatus: Do R e Query Date should alwavs be first date of pay period in which emplovee's start date falls in.
Approval Category: Hourly - Add Job Record, ADDJEH This date should also match Job Begin Date and Jobs Effective Date
Next &

| Approve || Disapprove || Return for Enrre::tin:rn.”. Mare Info | Add Comment

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

Jump to Bottom
*HFIMPORTANT=**
% - indicates a required field. If there is a date listed in the "Current Value' of the Job Begin
Date, you should use the Reactivate Job Record EPAF instead.

Hourly - Add job Record, BV9615-004TMP SVC/MAINT

Enter Changes current Vafue|New Value Job Begin Date and Jobs Effective Date must match first date of pay
job Begin Date: % VR/12/2018 period in which the emplovee's start date falls in.
|Jobs Effective Date: % ' D8/12/2018

Personnel Date: # 08/14/2018

Contract Type: * Primary

Job Status: Active

Job Change Reason: # TREIN

Regular Rate: % 10.00

FTE: % 1.00

Hours per Day: * 8

Hours per Pay: % 80

Timesheet Orgn: 100160

Time Entry Method: Employee Time Entry via Web

Title: TEMPORARY SERVICE/MAINTENANCE

Step: 0

Current

Effective Date: 08/12/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New

Effective Date: 08/12/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 510170 100160 602415 3411 2 100.00

Routing details will vary based on Labor Distribution.

Please refer to instructions previously provided by DASNR HR regarding routing details in order to ensure accuracy on EPAFs.






Monthly no end date - Add Job Record

Mame and ID: Job and Suffix: 757422-00, Grad Teaching Ast
A i HuenFDate: B e 13 2018 Query Date should match emplovee's first date of work.
Transaction Status: Completed Last Paid Date: Aug 31, 2018

Approval Category: Monthly no end date - Add Job Record, ADIBS2

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

EPAF Approver SUmmary

FReturn to EPAF Menu

_IL-'mp to Bottom #=++IN[PORTANT?***

If there is a date listed in the "Current Value' of the Job Begin
Date, you should use the Reactivate Job Record EPAF instead.

* - indicates a required field.

Additional Salaried Job, 757422-00 Grgil Teaching Ast, Last Paid Date: Aug 31, 2018

Enter Changes New Value

Job Begin Date: % 08/13/2018 Job Begin Date, Jobs Effective Date and Personnel Date

Jobs Effective Date: * 08/13/2018 should all match emplovee's first date of employvment.

Personnel Date: #% 08/13/2018

Contract Type: % Primary Primary

Job Status: Active Active

Job Change Reason: *  [1REH TREH

Annsalry/ContractAmt: %[{1333.33 1333.33

ET— 1 1 Guidance for Factors and Pays can be found in the
document titled EPAF - Term Definitions and Tips on

Fays: & . ! the OSTU Pavroll website under the 'Pavroll Tools tah.

FTE: % 25 5

Hours per Day: 4 4

Hours per Pay: 86.67 86.67

Timesheet Orgn: 100211 100211

Title: Grad Teaching Ast|Grad Teaching Ast

Step: 0 0

Current

Effective Date: 08/13/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

X 560700 100211 602440 3411 2 50.00
X 519900 100211 602440 3420 2 50.00
New

Effective Date: 08/13/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 519900 100211 602440 3420 2 50.00

X 560700 100211 602440 3411 2 50.00





Hourly - Change Job Record

Mame and ID: Job and Suffix:

Transaction: Query Date: Aug 20, 2018

Transaction Status: Completed Last Paid Date: May 19, 2018 Query Date should be date the action is to take place.

Approval Category: Hourly - Change Job Record, CHGJBH
® previous MNext @

. Cancel Transaction |

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

EPAF Qriginator Summary

Return to EPAF Menu

Jump to Bottom

¥ - indicates a required field.

Change Existing Job Hourly, AT9947-00 Student Employment. Last Paid Date: May 19, 2018

Enter Changes Current Value New Value

jobs Effective Date: % |08/20/2018 08/20/2018 Jobs Effective Date and Persounnel Date
R . 08/20/2018 08/20/2018 should be date the action is to take place.
Contract Type: Primary Primary

job Status: Active Active

Job Change Reason: #%|CDPI CDPI

Regular Rate: 85 8.50

FTE: S D

Hours per Day: 4 4

Hours per Pay: 40 40

Timesheet Orgn: 100129 100129

Time Entry Method: |Employee Time Entry via Web

Title: Student Employment

Appointment Percent:|100

Time Entry Type: Pay Period Time Sheet

Current

Effective Date: 08/20/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
* 131005 100125 602460 3311 2370 1 100.00

New

Effective Date: 08/20/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
x 131005 100125 602460 3311 2370 1 100.00





Hourly - Change Job Record (Retroactive)

Mame and 1D: Job and Suffix:
Transaction: IQuery Date: Qct 05, 2018
Transaction Status: Pending Tt Pad Date: Query Date should be the date following the Last Paid Date I

Approval Category: Hourly - Change Job Record, CHGJBH

* - indicates a required field.

Change Existing Job Hourly. BT9864-00 Student worker for Kakani

Enter Changes Current Value New Value ’A Jobs Effective Date should be the date following the Last Paid Date and should match the Query Date I
Jobs Effective Date: % |09/29/2018 10/05/2018

Personnel Date: 09/29/2018 09/23/2018

Contract Type: Primary Primary N Personnel Date should eb the date the change should have taken place I
Job Status: Active Active

Job Change Reason: #|CTRAN CDATA

Regular Rate: 10 10

FTE: 5 5

Hours per Day: 4 4 This example is for a change in the employee's start date.

Hours per Pay: 20 20 If the employee had a change in pay rate that was not submitted in
Timesheet Orgn: 100159 100159 time, a Prior Period Adjustment form will need to be submitted for
Time Entry Method: |Employee Time Entry via Web|Employee Time Entry via Web any amount emplovee should have been paid but did not receive.
Title: Student worker for Kakani Student Worker Kakani

Appointment Percent:[100

Time Entry Type: Pay Period Time Sheet

Current

Effective Date: 09/29/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 543110 100159 602460 3411 2 100.00

New

Effective Date: 10/05/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 543110 100159 602460 341 2 100.00





Change EPAF for Monthly, Non-Exempt Employee

Name and ID: ob and Suffix:
Transaction:

Query Date should match the date the change is to take place.

Approval Category: Hourly - Change Job Record, CHGJEBH

Mext 2

Free rr——— I Void | Add Comment Approval Category must be "Hourly - Change Job Record

if change is for employee who is monthly, non-exempt.

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

EPAF Originator Summary

Return to EPAF Menu

Jump to Bottom

% - indicates a required field.

Change Existing Job Hourly, 632464-00 ADMIN SUPP SUPERVISOR, Last Paid Date: jul 31, 2018

Enter Changes Current Value New Value

Personnel Date: 07/01/2018 08/01/2018

Contract Type: Primary Primary

job Status: Active Active

job Change Reason: #|FYBUD CINC

Regular Rate: 15.855769 15.903543 Regular Rate for monthly, non-exempt emplovees should have 6 numbers following the decimal.
FTE: 1 1

Hours per Day: 8 8

Hours per Pay: 173.33 173.33 Hours per Pay should follow what would be entered for a monthly paid emplovee.
Timesheet Crgn: 100355 100355

Time Entry Method: |Payroll Time Entry

Title: ADMIN SUPP SUPERVISOR|Ext Admin Supp Spclt

Appointment Percent:|100

Time Entry Type: None

Current

Effective Date: 07/01/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
* 162355 100355 602402 3532 2610 3 100.00

New
Effective Date: 08/01/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
* 162355 100355 602402 3532 2610 3 100.00





Monthly - Change Job Record

Name and ID: Job and Suffix:
Transaction: Query Date: Aug 13, 2018
Transaction Status: Completed Last Paid Date: Aug 31, 2018 Query Date should be date the action is to take place.

Approval Category: Monthly - Change Job Record, CHJBES
© previous MNext @

| Cancel Transaction |

Approval Types | Account Distribution | Errors | Routing Queue | Comments | Transaction History

EPAF Crriginator Summary.

Return to EPAF Menu

Jump to Bottom

Change Existing Job Salaried, 430047-00 Ext Ed FC5/4H Yth Dev, Last Paid Date: Aug 31, 2018

Enter Changes Current Value New Value

Jobs Effective Date: % |08/13/2018 08/13/2018 Jobs Effective Date and Personnel Date

Personnel Date: %  |08/13/2018 08/13/2018 should be date the action is to take place.

Contract Type: % Primary Primary

|ob Change Reason: % |CTTLE CITLE

|ob Status: Active Active

Title: Ext Ed FC5/4H Yth Dev|Ext Ed FCS/4H Yth Dev

FTE: 1 1

Hours per Day: g g

Hours per Pay: 173.33 173.33

- 12 12 Guidance for Factors and Pays can be found in the

= = = ﬂncume?t titled :EPAF.— Term Definitions and Tips on
the OSTU Pavroll website under the 'Payroll Tools tah.

AnnSalry/ContractAmt:[45684 45684

Timesheet Orgn: 100316

Current

Effective Date: 08/13/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

X 162316 100316 602222 3532 2610 3 50.00
X 432316 100316 602222 3532 2610 3 50.00
New

Effective Date: 08/13/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
A 162316 100316 602222 3532 2610 3 50.00

A 432316 100316 602222 3532 2610 3 50.00





Monthly - Change Job Record (Retroactive Adjustment)

MName and ID: Job and Suffix:
Transaction: Query Date: Oct 01, 2018 : :

: ; Query Date should be the date following the Last Paid Date.
Transaction Status: Pending Last Paid Date: Sep 30, 2015

Approval Category: Monthly - Change Job Record, CHJBS
® previous MNext @

¥ - indicates a required field.

Change Existing Job Salaried, Last Paid Date: Sep 30, 2018

Enter Changes Current Value New Value Johs Effective Date be the date following the Last Paid Date and should match the Query Date.

Jobs Effective Date: % [07/01/2018  [10/01/2018

Personnel Date: % |07/01/2018  [09/01/201 8

Contract Type: Primary Primary

job Status: Active Active

job Change Reason: ® |FYBUD CADJ

AnnSsalry/ContractAmt:[132672 134676

Factor: 12 12

Pays: 12 12 An ENP EPAF will need to be submitted for any amount employee should have been
FTE: 1 1 paid but did not receive. In this example, an ENP EPAF would be submitted for the
Hours per Day: 8 8 difference in pay the employee should have received in September but did not.
Hours per Pay: 17333 173.33

Timesheet Orgn: 100418 100418

Title: PROFESSOR  |Professor

Current

Effective Date: 09/01/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

X 131550 100418 602002 331 2370 1 44.00
X 131200 100418 602002 331 2370 1 51.48
X 131203 100418 602002 3311 2370 1 4.52
New

Effective Date: 10/01/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
* 131200 100418 602002 3311 2370 1 51.48

x 131203 100418 602002 3311 2370 1 4.52

X 131550 100418 602002 3311 2370 1 44.00





Hourly - New Hire with End Date

Mame and ID: Job and Suffix:

Transaction: Query Date: Query Date should always be first date of pay period in which employee's start date falls in.
Transaction Status: Pending Last Paid Date: This date should also match Job Begin Date and Jobs Effective Date

Approval Category: hew Hour Job With End Date, NWHRE

Next @

|I Approve || Disapprove || Return for Correction ||.iu1n.:rre Info | Add Comment

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

EPAF Approver Surmmary

Feturn to EPAF Menu

Jump to Bottom

# - indicates a required field.

Create/Change PEAEMPL Record

Employvee Class Code should match Employvee Class listed on NBAPOSN.

Enter Changes Current Value New Value AR 3 - e ;
: Always review information on NB: N prior to choosing Emplovee Class Code.

Employee Status: % Active - . i » — cccdscaa
Employee Class Code: 25, O5U DASNR Bw Temp (1.50T)

; . Current Hire Date and Personnel Date should match emplovee's first date of
Current Hire Date: 08/13/2018
el —— emplovment and the dates listed on the I-9 & E-Verifyv forms.
Benefit Category: Leave these fields blanlk.
Leave Category Code: This will ensure they are coded correctly by OSU Benefits

Home COAS: X

Create New Hourly Job, BV9614-00 TMP SKILLED CRAFTS

Enter Changes Current Value|New Value Job Begin Date and Jobs Effective Date must match first date of pay

job Begin Date: % 08/12/2018 period in which the emplovee's start date falls in.

Jobs Effective Date: * 08/12/2018

Personnel Dale® 08/13/2018 Current Hire Date and Personnel Date should match employvee's first date of
emplovment and the dates listed on the I-9 & E-Verify forms.

Contract Type: % Primary

|ob Status: Active

|ob Change Reason: # 1NEW

Regular Rate: # 7.25

FTE: % 1

Hours per Day: * 8

Hours per Pay: % 80

Timesheet Orgn: * 100159

Time Entry Method: Employee Time Entry via Web

Title: Temp for Rocatelli

Step: 0

Current

Effective Date: 08/12/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New

Effective Date: 08/12/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 152195 100159 602410 3422 2 100.00

Terminate/End Pay Job Record Only. BV9614-00 TMP SKILLED CRAFTS

Jobs Effective Date should match last date of pay period

Enter Changes Current ValueNew Value
z in which employvee's last date of work falls in.

|obs Effective Date: # 12/01/2018

Personnel Date: * 12/01/2018
Personnel Date should match emplovee's actual last date of work.
|ob Change Reason: # 2END

Job Status: Terminated Job Change Reason should be 2END






Hourly - New Employee

Mame and ID: ob and Suffix:

Transaction: 150257 Query Date:  Jul 25, 2018
Transaction Status: Pending Last Paid Date:
Approval Category: Hourly - New Employee, NWHRH Query Date should always be first date of pay period in which employee's start date falls in.

This date should also match Job Begin Date and Jobs Effective Date

® previous MNext &

| Return for Correction .||."u"nid | Add Comment

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

EPAF Crigingtor Summary

Return to EPAF Menu

Jump to Bottom

# - indicates a required field.

Create/Change PEAEMPL Record

Emplovee Class Code should match Emplovee Class listed on NBAPOSN.
Always review information on NBAPOSN prior to choosing Emplovee Class Code.

Enter Changes Current Value|New Value

Employee Status: # Active

Employee Class Code: 2lJ, OSU DASNR Bw Stdnt (1.50T)

SR 08/03/2018 Current Hire Date and Personnel Date should match emplovee's first date of
: employvment and the dates listed on the I-9 & E-Verify forms.

Home Organization: 100129

Benefit Category: Leave these fields blank.

Leave Category Code: This will ensure they are coded correctly by OSTU Benefits

Home COAS: X

Create New Hourly Job, 703522-00 Stu Wkr

Enter Changes Current Value|New Value Job Begin Date and Jobs Effective Date must match first date of pay
job Begin Date: # 07/29/2018 period in which the emplovee's start date falls in.

|obs Effective Date: # 07/29/2018 . :
e oy ey e
Contract Type: * Primary

job Status: Active

job Change Reason: # TNEW

Regular Rate: # 9.00

FTE: % 0.25

Hours per Day: #% 2

Hours per Pay: % 20

Timesheet Orgn: % 100129

Time Entry Method: Employee Time Entry via Web

Title:

Step: 0

Current

Effective Date: 07/29/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New

Effective Date: 07/29/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 150108 100129 602460 3420 2 33.00

X 160101 100129 602460 3530 2610 3 33.00

X 171021 100129 602460 3600 2790 1 34.00





Monthly no end date - New Employee

Mame and ID:
Transaction: 145805

Transaction Status: Pending

Approval Category: Monthly no end date - New Employee, NWHRS2
® previous MNext @

| Return for Correction (| Void | Add Comment

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

EPAF Originator summary

Return to EPAF Menu

Jump to Bottom

# - indicates a required field.

Create/Change PEAEMPL Record

Emplovee Class Code should match Emplovee Class listed on NBAPOSN.
Always review information on NBAPOSN prior to choosing Emplovee Class Code.

Enter Changes Current Value|New Value
Employee Status: % Active
Employee Class Code: 10, 05U Gen Univ Grad Stdnt|

: Current Hire Date should match emplovee's first date of work
Current Hire Date: 08/08/2018 ; S

and the dates listed on the I-9 & E-Verify forms.

Home Organization: 100129
Benefit Categcr}': Leave theze fields blank
Leave Categt}r}f Code: Thiz will ensure they are coded correctly by OSTU Benefitg

Home COAS; X

Create New Salaried Job, AG9839-00 Graduate Research Assistant

Enter Changes Current ValueNew Value
job Begin Date: # 08/08/2018 : :
_ Job Begin Date, Jobs Effective Date and Personnel Date should all match

Jobs Effective Date: # 08/08/2018 emplovee's first date of work and the dates listed on the I-9 & E-Verify Forms.
Personnel Date: % 08/08/2018
Contract Type: * Primary
Job Status: Active
job Change Reason: # TNEW
AnnSalry/ContractAmt: # 1200
Factor: @ 1 Guidance for Factors and Payvs can be found in the

, document titled EPAF - Term Definitions and Tips on
Pays: # 1 the OSU Pavroll website under the "Pavroll Tools tab.
FTE: % 50
Hours per Day: 4
Hours per Pay: 86.67
Timesheet Orgn: 100129
Title: Graduate Teaching Assistant
Step: 0
Current

Effective Date: 08/08/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New

Effective Date: 08/08/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 131355 100125 602440 3311 2370 1 100.00





Hourly - Reactivate Job with End Date

MName and ID:

Transaction: Query Date

Jul 15, 2018

Query Date should be first date of pay period in which employvee's

Transaction Status: Completed
P start date falls m. This date shoudl also match Jobs Effective Date.

Approval Category: Hourly - Reactivate Job Record With End Date, REJBHZ2
& previous Mext @

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

Jump to Bottom

# - indicates a required field.

Reactivate Terminated Hourly Job, AV9987-00 Temp Admin Support, Last Paid Date: Jul 28, 2018

Enter Changes Current Value New Value Jobs Effective Date should match first date of pay period in which emplovee's start date falls in.
|obs Effective Date: % |07/15/2018 07/15/2018

IR o il U Perzonnel Date should match employee's first date of employment.
Contract Type: % Primary Primary

Job Status: * Active Active

Job Change Reason: #|1REH 1REH

Regular Rate: % 9 9.00

FTE: % 5 .50

Hours per Day: % L 4

Hours per Pay: % 40 40

Timesheet Orgn: % 100287 100287

Title: % Temp Admin Support/Temp Admin Support

Job End Date: 08/11/2018 -

Current

Effective Date: 07/23/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

X 328012 100287 602410 9982 2300 1 100.00

New
Effective Date: 07/23/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

X 328012 100287 602410 9982 2300 1 100.00

Terminate/End Pay Job Record Only, AV9987-00 Temp Admin Support, Last Paid Date: ful 28, 2018

Jobs Effective Date should match the last date of the
pay period in which emplovee's last date of work falls in.

Enter Changes Current Value|New Value
Jobs Effective Date: % |07/15/2018 08/11/2018
Personnel Date: * 0/7/23/2018 07/28/2018
Job Change Reason: %|1REH 2END

Job Status: Active Terminated






Hourly - Reactivate Job Record

Mame and ID: Job and Suffix:

Query Date: Aug 12, 2018

Last Paid Date: Dec 30, 2017 Query Date should always be first date of pay period in which emplovee's start date falls in.
Approval Category: Hourly - Reactivate Job Record, REJBH This date should also match Jobs Effective Date

Transaction:

Transaction Status: Pending

® previous MNext @

i Approve |i Disapprove || Return for Correction i| More Info | Add Comment

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

EPAF Approver summary

Return to EPAF Menu

Jump to Bottom

# - indicates a required field.

Reactivate Terminated Hourly Job. AT9861-00 Student Employment - Ferrell. Last Paid Date: Dec 30, 2017

Enter Changes Current Value New Value Jobs Effective Date should match first date of pay period in which emplovee's start date falls in.
|obs Effective Date: % |02/10/2018 08/12/2018

Personnel Date: 12/07/2017 08/20/2018 Personnel Date should match employee's first date of employment.
Contract Type: Primary Primary

|ob Status: Terminated Active

|ob Change Reason: % |2END 1REH

Regular Rate: 7.25 7.25

FTE: 25 25

Hours per Day: 2 2

Hours per Pay: 20 20

Timesheet Orgn: 100418 100418

Title: Student Employment - Ferrell|Student Employment - Ferrell

|ob End Date: 02/10/2018

AnnSalry/ContractAmt:(3770

Current

Effective Date: 08/21/2017

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 131551 100418 602460 3311 2370 1 100.00

New

Effective Date: 08/12/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 131559 100418 602460 3311 2370 1 100.00





Monthly - Reactivate Job Record

Mame and ID: Job and suffix:

Transaction: Query Date: Sep 01, 2018

Transaction Status: Completed Last Paid Date: Aug 31, 2018 Query Date should be date job should be reactivated.
Approval Category: Monthly with end date - Reactivate Job Record, REJES

& previous Next @

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

EPAF Approver.summary

Feturn to EPAF Menu

Jump to Bottom

# - indicates a required field.

Reactivate Salaried job with End Date, BG9924-00 Grad Rsrch Ast, Last Paid Date: Aug 31, 2018

Enter Changes Current Value|New Value

Jobs Effective Date: % 09/01/2018 Jobs Effective Date and Personnel Date

Personnel Date: 09/01/2018 should be date job should be reactivated.

Contract Type: Primary

Job Status: Active

job Change Reason: # 1REH

AnnsSalry/ContractAmt: 1667.00

E— ] Guidance for Factors and Pays can be found in the
document titled EPAF - Term Definitions and Tips on

Ry . the OSTU Pavroll website under the '"Pavroll Tools tah.

FTE: .50

Hours per Day: 4

Hours per Pay: 86.67

Timesheet Orgn: 100418

Title:

Current

Effective Date: 09/01/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 453496 100418 602440 3420 2 100.00

New
Effective Date; 09/01/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 453496 100418 602440 3420 2 100.00

Terminate/End Pay Job Record Only, BG9924-00 Grad Rsrch Ast, Last Paid Date: Aug 31, 2018

Enter Changes Current Value|New Value

lobs Effective Date: % (09/01/2018 12/31/2018f Jobs Effective Date and Personnel
Personnel Date: % 09/01/2018 12/31/2018 Date should be date job will end.
job Change Reason: #%|1REH 2END

job Status: Active Terminated






Terminate Job Record Only - Hourly

Mame and ID: Jackalyn Ann Elliott, A11734081 Job and Suffix: AT9843-00, Student Employment - Schatzer
Transaction: 153566 Query Date: Aug 25, 2018
Transaction Status: Pending Last Paid Date: Apr 21, 2018 Query Date must match last day of pay period

in which emplovee's last date of work falls in.

Approval Category: Terminate - Job Record Only. TERMJE
® previous MNext @

| Approve || Disapprove ||.Return for Correction || More Info | Add Comment

Approval Types | Routing Queue | Comments | Transaction History

EPAF Approver summany

Return to EPAF Menu

Jump to Bottom

# - indicates a required field.

Terminate/End Pay job Record Only. AT9843-00 Student Employment - Schatzer, Last Paid Date: Apr 21, 2018

Jobs Effective Date must match last day of pay

Enter Changes Current Value|New Value
period in which emplovee's last date of work falls in.

|obs Effective Date: % (06/02/2018 08/25/2018
Personnel Date: % 06/02/2018 08/13/2018
Job Change Reason: #|CTRAN 2END

Job Status: Terminated |

If Jobs Effective Date and Termination Date are the last date of a pay

period in the future, Emplovee Status must be changed to "Active’.





Mame and ID:

Terminate - Job Record Only (Monthly Employee)

Transaction: 1457594
Transaction Status: Approved
Approval Category: Terminate - Job Record Only, TERM]B

© previous Next @

| Return for Correction (| Void |

Jump to Bottom

* - indicates a required field.

Add Comment

ol lale [T
Query Date should match emplovee's last date of work

Last Paid Date: Jul 31, 2018

Approval Types | Routing Queue | Comments | Transaction History

EPAF Originator Summary

Feturn to EPAF Menu

Terminate/End Fay fob Record Only, AG9955-00 Graduate Teaching Assistant, Last Paid Date: Jul 31, 2018

Enter Changes Current ValueNew Value
Jobs Effective Date: % |07/01/2018 08/12/2018
Personnel Date: % 07/01/2018 08/12/2018
Job Change Reason: ®|FYBUD 2END

Job Status: Active Terminated

Jobs Effective Date and Personnel Date should match Query Date and

emplovee's last date of work unless EPAF is being submitted retroactively.






Terminate Job Record and Employee (Hourly - Not Future Dated)

Name and ID: Job and Suffix:

Transaction: Query Date: Apr 21, 20138 .
Transaction Status: Pending Last Paid Date: Apr 21, 2018 Query Date should match last date of pay period

in which emplovee's last date of work falls in.
Approval Category: Terminate - Job Record and Employes, TERME

Next &
Add Comment

Approval Types | Routing Queue | Comments | Transaction History
EPAF Approver summany
Return to EPAF Menu

Jump to Bottom

# - indicates a required field.

Terminate/End Pay Job Record Only, Last Paid Date: Apr 21, 2018

Jobs Effective Date should match last date of pav period

Enter Changes Current Value New Value in which employvee's last date of work falls in.
Jobs Effective Date: % |09/19/2017 04721/2018
Personnel Date: # 09/19/2017 04/21/2018
|ob Change Reason: |1 MNEW 25EPV

job Status: Active Terminated Job Change Reason should match reason for emplovee's
termination. There are currently 3 options to choose from.

Current 'Job Change Reason’' choices
25EPD, Employee Death

25EPI, Employ. Involuntary Separation
25EPY, Employee Voluntary Separation

Terminate Employee

Enter Changes Current Value|New Value Term Code should describe reason for separation as accruately as possible.
Term Reason Code: #% V5, Personal Reasons

Termination Date: * 04/21/2018 Termination Date should match last date of pay

Last Work Date: # 04/21/2018 period in which employee's last date of work falls in.

Employee Status: Active Terminated

Last Work Date should match emplovee's actual last date of work.






Terminate Job Record and Employee (Hourly - Future Dated)

Mame and ID: Job and Suffix:

Transaction: Query Date: Aug 25, 2018
Transaction Status: Completed Last Paid Date: 2ug 11, 2018

Query Date should match last date of pay period
Approval Category: Terminate - Job Record and Employes, TERME

in which emplovee's last date of work falls in.

Approval Types | Routing Queue | Comments | Transaction History

EPAF Approver surmmary

Return to EPAF Menu

Jump to Bottom

# - indicates a required field.
Terminate/End Pay Job Record Only,

Jobs Effective Date should match last date of pay period

Enter Changes Current ValuelNew Value in which emplovee's last date of work falls in.

|obs Effective Date: #% (08/25/2018 08/25/2018

Personnel Date: % 08/19/2018  |08/19/2018 Personnel Date should match emplovee's actual last date of work.
Job Change Reason: #|25EP 25EPV

Joh Status: Terminated  |[Terminated Job Change Reason should match reason for emplovee's
termination. There are currently 3 options to choose from.

Current 'Job Change Reason' choices
2SEPD, Employee Death

2SEPI, Employ. Involuntary Separation
Z5EPV, Employes Voluntary Separation

Terminate Employee

Enter Changes Current Value|New Value Term Code should describe reason for separation as accruately as possible.
Term Reason Code: # V8, Mutually Satisfactory Release

Termination Date: * 08/25/2018 Termination Date should match last date of pay

Last Work Date: # 08/19/2018 period in which emplovee's last date of work falls in.

Employee Status: Active

Last Work Date should match emplovee's actual last date of work.

Because Jobs Effective Date and Termination Date are a last date of a

pay period in the future, Employee Status must be changed to "Active’.





Terminate Job Record and Employee - Monthly

Name and ID: Job and Suffix:

Transaction: Query Date: Aug 31, 2018

Transaction Status: Pending Last Paid Date: jul 31, 20138 Query Date should be employee's last day of work.

Approval Category: Terminate - Job Record and Employes, TERME
® previous MNext @

Add Comment

Approval Types | Routing Queue | Comments | Transaction History

EPAF Approver summary

Return to EPAF Menu

Jump to Bottom

¥ - indicates a required field.

Terminate/End Pay Job Record Only.

Enter Changes Current Value|New Value

|obs Effective Date: # (07/01/2018 08/31/2018 Jobs Effective Date and Personnel Date

Personnel Date: %  |07/01/2018  |08/31/2018 should match employee's last day of work.

Job Change Reason: ®|FYBUD 25EPV

job Status: Active Terminated Job Change Reason should match reason for emplovee's

termination. There are currently 3 options to choose from.

Current "Job Change Reason' choices

25EPD, Employee Death
25EPI, Employ. Involuntary Separation
25EPV, Employes Voluntary Separation

Terminate Employee

Enter Changes Current Value|New Value

Term Reason Code: # E1. End of Assignment

Termination Date: % 08/31/2018

Last Work Date: % 08/31/2018 Termination Date and Last Work Date
Employee Status: Active Terminated should match emplovee's last day of work.






Exception to Normal Pay Create New Job

Name and ID: Job and suffix:

Jul 01, 2018

Transaction Status: Completed Last Paid Date: Jul 31, 2018

Transaction: Query Date:
Query Date must be first day of the month that ENP should be paid.

; *If the ENP will be paid on "July's" regular or supplemental payroll, you must enter 07/01/2018.
Approval Category: Exception to Mormal Pay Create hew Job, EMPMNEW

® pPrevious Next @

Approval Types | Default Earnings | Account Distribution | Errors | Routing Queue | Comments | Transaction History

EPAF Approver Surmimary

Feturn to EPAF Menu

Jump to Bottom

Exception to Normal Pay Add New Job, BG9911-Z0 Exception to Normal Pay, Last Paid Date: Jul 31, 2018

Enter Changes Current Value New Value o Job Begin Date and Jobs Effective Date must be the first day of the month

Job Begin Date: 07/01/2018 that ENP should be paid. (Refer to example shown under Query Date)

|obs Effective Date: 07/01/2018

Contract Type: Overload adjusted to match the date the action should have taken place.

job Status: Active

J;;E-;;alr;g:iREamn' RP Pa}'l:ull ID should be adjusted according Eu when ENP should be paid.
JM is for regular monthly payroll and JX is for supplemental payroll.

AnnSalry/ContractAmt: 0

Factor: 1

Pays: 1

Time Entry Method: Payroll Time Entry

Time Entry Type: None

Leave Report Method: Payroll

Title: Exception to Normal Pay

Step: 0

Exception to Normal Pay Payment Information, BG9911-Z0 Exception to Normal Pay, Last Paid Date: Jul 31, 2018

Current

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

Hours or Units per Pay should always be 1. Special Rate is the amount the employee should be paid. If the
amount is a retroactive pavment use the following calculation.
Total number of days worked in month/Total number of working days in month * monthly rate employee is paid.

End Date should be first day of month
Hours or Units Per Pay Deemed Hours Special Ratefshift End Date following when the ENP should be paid.

Update Labor Distribution Information, BG9911-Z0 Exception to Normal Pay, Last Paid Date: Jul 31, 2018

Jul 01, 2018

A10, Regular Monthly Adj

Current
Effective Date: 07/01/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

X 580470 100160 602440 351 3 33.33
X 569848 100159 602440 331 1 S35
K 525990 100159 602440 3511 3 33.34
New

Effective Date: 07/01/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

X 525990 100159 602440 351 3 33.34
X 569848 100159 602440 3311 1 3333
X 580470 100160 602440 3511 3 3333

Terminate/End Pay Job Record Only, BG9911-Z0 Exception to Normal Pay. Last Paid Date: jul 31, 2018

Enter Changes Current Value|New Value
|obs Effective Date: % 07/31/2018 Jobs Effective Date and Personnel Date should
Personnel Date: % 07/31/2018 be last day of month that ENP should be paid.

Job Change Reason: # 2END
Job Status: Terminated






Transfer to Hourly Job with No End Date

MName and ID:

Query Date: Aug 20, 2018

Last Paid Date: May 19, 2018

Transaction:

Transaction Status: Pending

Approval Category: Transfer to Hourly Job with Mo End Date, TRMNJHN Query Date should always be the date the employee will
& Previous MNext @ begin working in position they will be transferring to.

] Return for Correction || Void | Add Comment

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History

Jump to Bottom

¥ - indicates a required field.

Terminate/End Pay Job Record Only, AT9947-00 Student Employment, Last Paid Date: May 19, 2018

Enter Changes Current Value|New Value Jobs Effective Date and Personnel Date should match emplovee's
Jobs Effective Date: % [08/21/2017 08/19/2018 last date of work in position that emplovee is transferring from.
Personnel Date: % 08/21/2017 08/19/2018

Job Change Reason: %|1MNEW CTRAN

job Status: Active Terminated Job Change Reason should be CTRAN - Lateral Transfer and should

match Job Change Reason under the Transfer section of EPAF.

Transfer Employment Data
Employee Class Code should match Employee Class for

position employee is transferring to.

Enter Changes Current Value New Value Always review information on NBAPOSN prior to choosing
Employee Status: Active Active Employee Class Code.

Employee Class Code:|2), OSU DASNR Bw Stdnt (1.50T) 1U, O5U Gen Univ Bw Stdnt (1.50T)

Home Organization: (100129, Div of Agricultural 5ci & Nat Rsrcs Organization infomation should match information for

Distribution Orgn:  [100129, Div of Agricultural Sci & Nat Rsrcs department that employee will be transferring to.
Benefit Category: S, OSU Students JE, All Deds/Bens - Used for trans

Transfer to Hourly fob, 704481-00 Stu Wkr
Job Begin Date should be date following the dates listed under

Enter Changes current Value|New Value Termination section of EPAF unless there is a date listed in the
lob Begin Date: % 05/20/2018 "Current Value'. If there is a date listed, vyou must match that date.
|Jobs Effective Date: #% 08/20/2018 .
: Jobs Effective Date and Personnel Date should match date employee

Personnel Date: 08/20/2018 will be transferring to new job. These dates should also be the date
Contract Type: % Primary following the dates listed under the Termination section of EPAF.
Job Status: Active

ob Change Reason: * CTRAN

L 5 : Job Change Reason should be CTRAN - Lateral Transfer and should
Regular Rate: # 8.50 match Job Change Reason under the Termination section of EPAF.
FIE. o

Hours per Day: 4

Hours per Pay: A0

Timesheet Orgn: 100129

Time Entry Method: Employee Time Entry via Web

Title:

Step: 0

Update Labor Distribution Information, 704481-00 5tu Wkr

Current
Effective Date: 08/20/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New
Effective Date: 08/20/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

X 123160 100129 602460 3700 2970 1 100.00





Transfer to Salaried Job with No End Date

Name and ID:

Transaction:

Query Date:  Aug 20, 2018

Transaction Status: Fending Last Paid Date: Aug 11, 2018

Approval Category: Transfer to a Salaried Job with Mo End Date, TRNJSM Query Date should always be the date the emplovee will

© previous MNext @ begin working in position they will be transferring to.

| Approve || Disapprove H'Return for Correction || More Info | Add Comment

Approval Types | Account Distribution | Errors | Routing Queue | Comments | Transaction History

Jump to Bottom

Errors and Warning Messages

Type Message Type|Description

Transfer to Salaried Job| WARNING *WARNING™* Annual Salary is outside the Table/Grade range.
# - indicates a required field.

Terminate/End Pay Job Record Only, BT9881-00 Student Worker, Last Paid Date: Aug 11, 2018

Enter Changes Current Value(New Value Jobs Effective Date and Personnel Date should match emplovee's
Jobs Effective Date: % |01/14/2018 08/19/2018 last date of work in position that employvee is transferring from.
Personnel Date: % 01/18/2018 08/19/2018

Job Change Reason: #|1REIN CTRAN

Job Change Reason should be CTRAN - Lateral Transfer and should

Job Status: Active Terminated
match Job Change Reason under the Transfer section of EPAF.

Transfer Employment Data Employvee Class Code should match Employvee Class for

position employee is transferring to.

Enter Changes Current Value New Value Always review information on NBAPOSN prior to choosing
Employee Status: Active Active Employee Class Code.

Employee Class Code:|2U, OSU DASNR Bw Stdnt (1.50T) 20, OSU DASNR Grad Stdnt

Home Organization: |100174, Biochemistry & Molecular Biology|100174, Biochemistry & Molecular Biology Organization infomation should match information for
Distribution Orgn:  [100174, Biochemistry & Molecular Biology|100174, Biochemistry & Molecular Biology department that employee will be transferring to.
Benefit Category: S, OSU Students JE, All Deds/Bens - Used for trans

Transfer to Salaried job, BG9799-00 GRAD RSRCH AST
Job Begin Date should be date following the dates listed under

Enter Changes Current Value|New Value Igrmiuﬂti?u section of EP‘—‘!.F uule?s there is a date listed in the
: "Current Value'. If there is a date listed, you must maich that date.

|Job Begin Date: * 08/20/2018

obs Effective Date: % 08/20/2018

J . Jobs Effective Date and Personnel Date should match date employee
Persannel Date: 08/20/2018 will be transferring to new job. These dates should also be the date
Contract Type: * Primary following the dates listed under the Termination section of EPAF.
Job Status: * Active
A HANIE S B AN Chthb Job Change Reason should be CTEAN - Lateral Transfer and should
AnnSalry/ContractAmt: 1850 match Job Change Reason under the Termination section of EPAF.
Factor: 1

Pays: 1

FTE! 0.5 w |l Guidance for Factors and Pavs can be found in the

Hours per Day: 4 document titled EPAF - Term Definitions and Tips on
Hours per Pay: 86.67 the OSU Payroll website under the "Payroll Tools tab.
Timesheet Orgn: 100174

Title: Grad Teaching Ast

Step: 0

Update Labor Distribution Information, BG9799-00 GRAD RSRCH AST

Current
Effective Date: 08/01/2018
COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date

New

Effective Date: 08/20/2018

COA Index Fund Organization Account Program Activity Location Project Cost Percent Encumbrance Override End Date
X 541370 100174 602440 3411 2 100.00
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