Add Allowance to an Employee — ALLWNC EPAF
Example: Legal Fees

Description: Reimbursement of Legal Fees (Legal Allowance)

Per the Office of International Programs — The Hiring Department may elect to provide funds to assist a faculty member with |-

140 and/or 1-485 filing fees and attorney’s fees. Memo with supporting documentation must be sent to HR.
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Electronic 457(b) Percentage Calculator Search I:l 50

Calculate the percentage of salary an employee vants to contribute to their 457(b) plan

. 403(b) Percentage/Match Calculator . .
Personnel Action A P N O o et o combibute o their 403(5) Electronic Personnel Action Form
403(b) Percentage Calculator for Part-time Employee
Forms Calculate the percantage of salary 2 part-time employee wants to contribute to their 403(b) plan
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Administrative Security Request System
Request access to Banner Finance, HR, Payroll, or other Administrative electronic resources

AU eDocs
Approve AU eDocuments

Bank Account Update
Update Bank Account for Direct Deposit

Benefits and Deductions RELEASE: 8.12.1.5
Retirement, health, flexible spending, miscellaneous.
Course Toolkit © 2019 Ellucian Company L.P. and its affiliates.
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Employee Educatmn Benef\t/Dependent Education Benefit request form
Tuition Wavier Fo ovee Education Benefit (EEB) and Dependent Education Benefit (DEB)

Emflcatmn
E\ectron\c Personnel Action Forms

Enter the Banner
\New EPAF Person Selection

ID number
Query Date — Will Default 7 Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.
to Today’s Date * - indicates 2 required field.
**TIP Use the beginning Of 1D: *[902013629 | [Brittany Johnson Saliba |&Q
pay periOd** Query Date: MM/DD/YYYY#
Approval Category: *  [Add Allowance to an Employee, ALLWNC -
Approval Category — Add Go

Allowance to an Employee

Em o) eeJob Assignments
ALLWNC [Type frix|Title [Time Sheet Organization [Start Date_|End Date|Last Paid | |

‘anary|160511 ‘DD |Mgr, Employee Records&Sys Mgmt‘HR424, Human Resources ‘Feb 03, 2019| |]an 31, 2020 ‘Actwe ‘
All Jobs

Go

s s
Primary New EPAF Job Selection
Select the primary Job

7 Enter or search for a new position number and enter the suffix, or select the link under Title.

: Brittany Johnson Saliba, 902013629
Query Date: Feb 18, 2020
Approval Category: Add Allowance to an Employee, ALLWNC

Add to an ALLWNC
[Search[Type [Position  [suffix|Title [Time Sheet Organization [Start Date |End Date|Last Paid Date[Status[Select]
Y [New Job] | |
primary [160511 |00 |Mgr, Employee Recordsasys Mgmt]HR424, Human Resources |Feb 03, 2019 [pan 31,2020 Jactive | @ |
All Jobs

Go

Go
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1. New Values
a) IF Default Earnings are
Add Allowance to an Employee, 160511-00 Mgr, Employee Records&Sys Mgmt, Last Paid Date: Jan 31, 2020 f—— Dresent. use bgginnin_g Of the

current Pay Period to update the Job
Effective Date Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date .

02/03/2019  R12, Regular Monthly Pay-12 Month 173.33 Effective Date.

New Value

Effective Date MM/DD/YVYV Earnings Hours or Units Per Pay Deemed Hours Special Rate Shift End Date MM/DD/V'V Remave

02/01/2020 12, Regular Monthly Pay-12 Month | 173.33 b) Default Earnings

02/01/2020 LGL, Legal Fees for LPR Status - i s00][_1][03/01/2020
Hot Selecte 1
ot Selected - : Effective Date = Beginning of
[nat Selected o] 1

the Pay Period i.e.

+ Defaulting values for Default Earnings from the Job records.

Routing Queue Earnings = LGL, Legal Fees for
Approval Level User Name Regquired Action
a:nr (HRMON) HR-Assistant | & [mcrarac April L McFarlin Approve LPR status
35 - (HR) HR Apply/Supsruser |Q [xornsaa Brittany Johnsen Saliba Apply
Mot Selected ~] Mot Selected v . _
[hor eelmns 3 a Hours/Units = 1
[Fot seleces =1 a |
[Hot Selsctad <l Q | .
Special Rate = $$$ of legal fees
c reimbursed
omment

Mema sent to HR

End Date = the day AFTER the
last day of the pay period.

Default Earnings | Reuting Queus | Comments | Transaction History
Save

2. Routing Queue and
Comments
Ensure to enter the proper
Save routing specific to your
department.

Submit and please check for errors!

Electronic Personnel Action Form

+' The transaction has been successfully submitted.
I Enter the information for the EBAF and either Save or Submit

Name and ID: Brittany Johnson Salibz, 302013625 Job and Suffix: 160511-00, Mgr, Employee Records&Sys Mgmt
Transaction: 759911 Query Date:  Feb 18, 2020
Transaction Status: Pending Last Paid Date: Jan 31, 2020

Approval Category: Add Allowance to an Employee, ALLWNC

X  @ellucian  Employee Jobs NBAJOBS 9.3.10 (BANPPRD) ADD B RETREVE  J% AELATED ¥ TOOLS
ID: 902013629 Brittany Johnson Saliba  Pesition: 160511 Suffix: 00 Query Date: 02/18/2020 Last Paid Date: 01/31/2020 Start Over
BaseJob  JobDetail ool oo Deiered b i E ions/Benefits m Work Schedules  Job Labor Distribution

~ DEFAULT EARNINGS insert (@ Delete ¥ Copy | . Fite

Add New Effective Date

Query Date  0201/2020
Effective Date * Earnings Code * Earnings Code Description Hours or Units Deemed Special Rate Shift Ended as of Date

02/01/2020 Legal Fees for LPR Status 1.00 900.000000 1 03/01/2020

/01 =
02/01/2020 Regular Monthly Pay-12 M0n3.33 1
<

3
Record 1 of 2
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