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Overview 
This document is to be used by the individual entering EPAFs in Self-Service. The document 
contains the following: 
 
Creating an EPAF for: 

o New Hire Salary and Hourly 
o Rehire Hire Salary and Hourly 
o Change in Job 
o Termination 
o Approval Process 
o EPAF Correction 

What you need to do first 
Before entering in EPAF you will require the following information: 

• Consult with Human Resources to provide the correct category and rate of pay for the 
individual 

• Position title 
• Position number (Consult EPAF Summary sheet) 
• Annual salary or hourly rate (Consult EPAF Summary sheet) 
• Start and end dates of contract 
• Banner ID of individual ** 
• Account code to be charged 
 
**NOTE: New hires may not have a Banner ID. Please contact HR and provide them with the 
employee’s full name, address, date of birth and SIN.  
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Entering EPAF  
Field/ Step Field Entry Page View 
Log in to 
MyCampus  

Enter Banner ID 
and MyCampus 
password 

 
Self 
Service 
Options 

Select Self 
Service Options 
icon  

 
Employee Select Employee  

 
Employee 
Main Menu 

Select OT 
Employee Self 
Service  

 

The password is defaulted to either your birthdate 
(mmddyy) or postal code (uppercase no spaces). 
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Field/ Step Field Entry Page View 
OT 
Employee 
Main Menu 

Select Electronic 
Personnel Action 
Form 

 

Once you have entered the Electronic Personnel Action Form you can access the following pages: 

 
Electronic 
Personnel 

Action Form 
 

EPAF Approver 
Summary 

 

− Shows the EPAs’ that are pending approval 

EPAF Originator 
Summary 

 
- If you have created an EPAF and you are the owner it will appear in the summary 

New EPAF 

 
- Create a new EPAF 
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EPAF Approval Summary Process 
Step Page View 

Click on EPAF Approver 
Summary 

 
Click on In My Queue tab 

 

 
Click on the name (hyperlink) 
of the person you want to 
approve a contract for.   
Verify the table provided is 
correct. 
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If all the information is correct, 
click Approve.  
You will receive the following 
message… 

 

Returning an EPAF for Correction 
Step Page View 

Click on the name of the 
person you want to 
approve a contract for 

 

Review the details of the 
contract. If something 
needs to be changed in 
the table; click on the 
Return for Correction 
button 
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Step Page View 
Click on Add Comment 
link and outline what 
changes need to be made 
to the EPAF 

 

Click on the Save button  

You will see the Routing 
Queue has been changed 
in the EPAF 

 
An email notification will go to the initiator so they can make the necessary updates 

The initiator will go into 
EPAF Originator Summary 
and see the EPAF 
returned for correction 

 

The initiator can click on 
the EPAF to make 
changes and then click the 
Update link to initiate the 
change then resubmit 

  
NOTE: Ensure job labour distribution effective date is the same as the query date. 

Once the Manager 
receives the corrected 
EPAF they are able to 
approve it by clicking on 
the Approve button 

 
A PDF letter is generated and sent to the initiator via email, as well as an email confirming the EPAF has been 

approved 
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NOTE: NEVER Cancel a contract. This option does not apply the cancel action. You must VOID a contract if no longer required.  

Adding a Comment to an EPAF 
When adding comments (optional) to an EPAF it is standard across all categories. It is used to give the EPAF user additional 
information about changes or updates that are required to the EPAF 
 

Step Field Entry Page View 
Click Add Comment   
Enter Additional details as needed 

to the EPAF user 

 

 

Click Save and then scroll to the 
top of the page 

Click Submit  
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Table A – Approval Type Categories 
The following are the definition of the approval categories: 

• New Hire - Never worked at the University 
• Rehire - Has worked at the University somewhere. May not have held this position 
• Change Job – Hours Change – Hours change only 
• Change Job – Job info change 
• Terminate Job - Early termination of contract 

Approval Category Code Description 
TANEMP Teaching Assistant - New Hire  

TACJOB 
Teaching Assistant - Change Job - Hours 
Change Only  

TANJOB 
Teaching Assistant - Change Job - All other 
changes  

TATERM Teaching Assistant - Terminate Job 
TAXEMP Teaching Assistant  - Rehire 
RANEMP Research Assistant - New Hire 

RACJOB 

Research Assistant - Change Job - Hours 
change only  

RANJOB 
Research Assistant - Change Job - All other 
changes  

RATERM Research Assistant - Terminate Job 
RAXEMP Research Assistant - Rehire 
SSNEMP Sessional Lecturer - New Hire 
SSCJOB Sessional Lecturer - Change Job 
SSTERM Sessional Lecturer - Terminate Job 
SSXEMP Sessional Lecturer - Rehire 
Note: AT positions have been changed to NU. (S) – Salary and (H) - Hourly 
ATNEMP NU L9 & Below (S) - New Hire 
ATNEEH NU L9 & Below (H) - New Hire 
ATCJOB 

NU L9 & Below (S) - Change Job 
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Approval Category Code Description 
ATCJBH NU L9 & Below (H) - Change Job 
ATTERM NU L9 & Below - Terminate Job 
ATXEMP NU L9 & Below (S) - Rehire 
ATXEEH NU L9 & Below (H) - Rehire 
PMNEMP NU L10 & Above (S) - New Hire 
PMNEEH NU L10 & Above (H) - New Hire 
PMCJOB NU L10 & Above (S)- Change Job 
PMCJBH NU L10 & Above (H)- Change Job 
PMTERM NU L10 & Above -Terminate Job 
PMXEMP NU L10 & Above (S)- Rehire 
PMXEEH NU L10 & Above (H)- Rehire 
** The below  O9 and O8 codes have the same process as the NU positions 
above 
O9CJBH 9H L9 & Below (H)- Change Job 
O9CJOB 9A L9 & Below (S)- Change Job 
O9NEEH 9H L9 & Below (H)- New Hire 
O9NEMP 9A L9 & Below (S)- New Hire 
O9TERM OP L9 & Below- Terminate Job 
O9XEEH 9H L9 & Below (H)- Rehire 
O9XEMP 9A L9 & Below (S)- Rehire 
O8CJOB O8 L10 & Above (S)- Change Job 
O8CJBH 8H L10 & Above (H)- Change Job 
O8NEEH 8H L10 & Above (H)- New Hire 
O8NEMP 8A L10 & Above (S)- New Hire 
O8TERM O8 L10 & Above -Terminate Job 
O8XEEH 8H L10 & Above (H)- Rehire 
8AXEMP 8A L10 & Above (S)- Rehire 
  
PDNEMP Post-Doctoral Fellow - New Hire 
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Approval Category Code Description 
PDCJOB Post-Doctoral Fellow - Change Job 
PDTERM Post-Doctoral Fellow - Terminate Job 
PDXEMP Post-Doctoral Fellow - Rehire 
RSNEMP Research Associates - New Hire Salary 
RSNEEH Research Associates - New Hire Hourly 
RSCJOB Research Associates - Change Job Salary 
RSCJBH Research Associates  - Change Job Hourly 
RSTERM Research Associates  - Terminate Job 
RSXEMP Research Associates  - Rehire Salary 
RSXEEH Research Associates  -Rehire Hourly 
AQNEMP Additional Qualifications - New Hire 
AQCJOB Additional Qualifications - Change Job 
AQTERM Additional Qualifications - Terminate Job 
AQXEMP Additional Qualifications - Rehire 
AANEMP Academic Associate - New Hire 
AACJOB Academic Associate - Change Job 
AATERM Academic Associate - Terminate Job 
AAXEMP Academic Associate - Rehire 
CHNEW Coach New Hire 
CHXEMP Coach Rehire 
CUNEW Casual – New Hire 
CUCHG Casual – Change Job 
CUTERM Casual – Terminate Job 
CUREH Casual - Rehire 
** The below codes have the same process as the Casual positions above 
INNEW Invigilator – New Hire 
INCHG Invigilator – Change Job 
INTERM Invigilator – Terminate Job 
INREH Invigilator - Rehire 
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Teaching Assistant - New Hire – (TA – New Hire, TANEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying glass 

icon to search by name 

 

Query Date Enter contract start date. Usually the 
start date of the semester 

Approval 
Category 

Select TA – New Hire, TANEMP 

Click Go 

Click  All Jobs. NOTE:This is a double check to 
confirm the person has not held any 
other position at the university  

Position Enter position number as indicated by 
EPAF Summary sheet 

 

Suffix Enter ‘00’ as the suffix number  

Select Automatically selected 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 
 

Sex Copy Current Value or select from 
dropdown 
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SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date  
Citizenship Select from dropdown. Always use 0, for 

Canadian citizen 
Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel 
Date 

Leave as default 
 

Job Begin 
Date 

Leave as default 

Total 
Contract 
Hours 

Enter total hours of the contract 

Hours per 
Pay (2 wks) 

Leave as default 

Hourly Rate Enter based on TA/RA rates based on CA 
Contract 
Type 

Select Primary 

Employee 
Status 

Leave as default 

 

Employee 
Class Code 

Leave as default 

District Code Not enterable 
Home COAS Not enterable 
Home Org. Enter or click on magnifying glass icon and 

select the correct home organization code 
for faculty/dept. 

Factor Not enterable 
Pays Not enterable 
Course 
Number 

Enter four digit code followed by a 
capitalized “U” or “G”(e.g. 1010U) 

Subject Code Enter the four capital letter code (e.g. 
BUSI) 
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Field/ Step Field Entry Page View 
Effective Date Leave as default (same as Query 

Date) 

 

COA Leave as default 
Fund Defaults from position and faculty/dept 
Organization Update with the correct organization. If 

you are not sure please contact 
Financesystems@uoit.ca 

Account Defaults from position and faculty/dept 
Program Remove Program code and leave 

blank 
NOTE: Will populate when you click 
Save 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 
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Field/ Step Field Entry Page View 
Job Change Reason Leave as default  

 
  

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter the contract end date 

of the semester, contract end 
dates for Academic Year  

Personnel Date Enter as the contract end 
date of the semester per 
Academic Year 

 

Teaching Assistant - Hours Change – (TA – Hours Change, TACJOB)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying glass 

icon to search by name 

 

Query Date Enter effective date to reflect when the 
hours of the contract changed 

Approval 
Category 

Select TA – Hours Change, TACJOB 

Click Go 

Position Leave as default 

Suffix Leave as default  

Select Position which requires an hours change 
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Click Go 

 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Select hours change reason 111 from 
dropdown 

 

Pay Effective 
Date 

Leave as default 

Personnel Date Leave as default 

Total Contract 
Hours 

Enter the revised total hours. For 
example, if the original hour were 150 
and you need to add 14 more hours to 
the contract, enter 164 hrs. 
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Hours per Pay 
(2 wks) 

Leave as default (automatically 
calculates) 

Hourly Rate Enter based on TA/RA rates for year 
Contract Type Select Secondary 

 

Step Leave as default 
Job Status Leave as default 
Home COAS Leave as default  
Home 
Organization 

Enter or click on magnifying glass icon 
and select the correct home 
organization code for faculty/dept. 

Factor Not enterable 
Pays Not enterable 
Course Number Enter four digit code followed by a 

capitalized “U” (e.g. 1010U) 
Subject Code Enter the four capital letter code (e.g. 

BUSI) 
 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as Query Date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing mass 
uploads, leave the Program code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
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Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Effective Date Enter as Query Date 

 

Earnings Leave as default 
Hours or Units 
Per Pay 

Leave as default 

Deemed Hours 
column 

Leave as default 

Special Rate 
column 

Leave as default 

Shift column Leave as default 
End Date column Leave as default 
Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective 
Date 

Enter the contract end date, end of 
semester date for the Academic Year  

Personnel Date Enter the contract end date, end of 
semester date for the Academic Year 
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Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

The BPO’s name should appear 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Dept. Approver – EPAF creator 

Required Action Leave as default 
Approval Level – 
Third Row 

HRCATALOGUOIT  

Required Action Leave as default 
Save and Add 
New Rows 

Do not select 

 

Teaching Assistant - Job Info Change (TA – Job Info Change, TANJOB)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or select magnifying glass 

icon to search by name 

 

Query Date Enter effective date to reflect when the 
hours of the contract changed 

Approval 
Category 

Select TA – Job Info Change, TANJOB 

Click Go 

Position Leave as default 

Suffix Leave as default  

Select Select position which requires an info 
change 
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Click Go 

 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Select hours change reason - 137 from 
dropdown 

 

Pay Effective 
Date 

Leave as default 

Personnel 
Date 

Leave as default 

Total 
Contract 
Hours 

Enter the same amount from the Current 
Value column 

Hours per 
Pay (2 wks) 

Leave as default (automatically calculates) 

Hourly Rate Enter based on TA/RA rates for year 
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Contract 
Type 

Select Secondary 

 

Step Not Enterable 
Job Status Leave as default 
Home COAS Leave as default  
Home 
Organization 

Enter or click on magnifying glass icon 
and select the correct home organization 
code for faculty/dept. 

Factor Not enterable 
Pays Not enterable 
Course 
Number 

Enter four digit code followed by a 
capitalized “U” (e.g. 1010U) 

Subject Code Enter the four capital letter code (e.g. 
BUSI) as needed 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the 
Program code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
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Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Effective Date Enter as query date 

 

Earnings Leave as default 
Hours or Units Per 
Pay 

Leave as default 

Deemed Hours  Leave as default 
Special Rate Leave as default 
Shift Leave as default 
End Date Leave as default 
Save and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as job end date of semester 

as per Contract End Dates for 
Academic Year  

Personnel Date Enter as contract end date of 
semester as per Contract End 
Dates for Academic Year  
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Field/ Step Field Entry Page View 
Approval Level – Top Row The correct BPO should 

appear   

 

Required Action Leave as default 
Approval Level – Second 
Row 

Dept. Admin Approver 

Required Action Leave as default 
Approval Level – Third 
Row 

HRCATALOGUOIT 

Required Action  Leave as default 
Save and Add New Rows Do not select 

 

Teaching Assistant - Terminate Job (TA – Terminate Job, TATERM)  

Field/Step Field Entry Page View 
ID Enter Banner ID or use magnifying 

glass icon to search by name 

 

Query Date Enter effective date of the change 
in  

Approval Category Select TA – Terminate Job, 
TATERM 

Click Go 

Position Leave as default 

 

Suffix Leave as default 

Select The position to be terminated 

Click Go 
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Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Job End Date Enter data from Current Value 
Pay Effective Date Enter as Job End Date from 

Current Value 
Annual Salary Entering data from Current Value 
Job Change 
Reason 

Indicate the change reason by 
selecting the appropriate dropdown 
option 

Pay Effective Date Enter as query date 
Personnel Date Enter as query date 
Job Status Not enterable 
Annual Salary Entering data from current value 

field 
 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

The correct BPO should appear 

 

Required Action Leave as default 
Approval Level – 
Second Row 

HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

Teaching Assistant - Rehire (TA – Rehire, TAXEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use magnifying 

glass icon to search by name 
Query Date Enter contract start date. This is always 

the begin date of the Semester 
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Approval 
Category 

Select TA – Rehire, TAXEMP 

 

Click Go 

Position Enter position number as indicated by 
EPAF Summary sheet 

 

Suffix Enter the suffix number. 
Note: Click all jobs to ensure you are 
using the correct suffix number. 
Duplicate suffixes causes failed 
contract completion 

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel Date Leave as default 
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Job Begin Date Leave as default 

 

Total Contract 
Hours 

Enter total hours 

Hours per Pay 
(2 wks) 

Leave as default (automatically 
calculates) 

Hourly Rate Enter based on TA/RA rates for year 
Contract Type Select Secondary 

 

Employee 
Status 

Leave as default 

Employee 
Class Code 

Leave as default 

Home COAS Not enterable 
Home Org. Make sure this is the correct faculty 
Factor Not enterable 
Pays Not enterable 
Course Number Enter four digit code followed by a 

capitalized “U” (e.g. 1010U) 
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Subject Code Enter the four capital letter code (e.g. 
BUSI) 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and faculty 
Account Defaults to type of position and faculty 
Program Defaults to type of position and faculty. 

NOTE: When doing mass uploads, 
leave the Program code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date of 

semester as per Contract End 
Dates for academic year  
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Personnel Date Enter as contract end date of 
semester as per Contract End 
Dates for academic year  

 

Field/ Step Field Entry Page View 
Approval Level – Top Row Your BPO should appear. 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Department Admin 
Approvers 

Required Action Leave as default 
Approval Level – Third 
Row 

HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New Rows Do not select 

 

Research Assistant - New Hire (RA – New Hire, RANEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or select the 

magnifying glass icon to search by 
name 

  

Query Date Enter contract start date  
Approval Category Select RA – New Hire, RANEMP 
Click Go 

Position Enter position number as indicated 
by EPAF Summary sheet 

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 
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Click Go 

  
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 

 

Sex Select from dropdown 
SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date   
Citizenship Select from dropdown. If Canadian citizen 

select ‘0’. 
Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel Date Leave as default 
Job Begin Date Leave as default 

Total Contract 
Hours 

Enter the total contract hours 

Hours per Pay 
(2 wks) 

Leave as default 

Hourly Rate Enter based on TA/RA rates for year 



 
 

34 
March 12, 2021 EPAF Self-Service User Guide 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and faculty 
Account Defaults to type of position and faculty 
Program Defaults to type of position and faculty. 

NOTE: When doing mass uploads, leave 
the Program code blank    

Activity  Leave as default unless BPO recommends 
otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
 
 
 

Contract Type Select Primary 

 

Employee 
Status 

Leave as default 

Employee 
Class Code 

Leave as default 

District Code Not enterable 
Home COAS Not enterable 
Factor Not enterable 
Pays Not enterable 
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Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective 
Date 

Enter contract end date  

Personnel Date Enter contract end date 
 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Your faculty BPO will populate 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Department Admin Approver 

Required Action Leave as default 
Approval Level – 
Third Row 

HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

Research Assistant - Hours Change (RA – Hours Change, RACJOB)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 

Query Date Enter effective date to reflect when 
the hours of the contract changed 

Approval Category Select RA – Hours Change, 
RACEMP 
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Click Go 

 

Position Leave as default 

  

Suffix Leave as default  
Select Select position which requires an 

hours change 
Click Go 

 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Select hours change reason 111 
from dropdown 

 

Pay Effective Date Leave as default 
Personnel Date Leave as default 

Total Contract 
Hours 

Enter the revised total hours. For 
example, if the original hour were 
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150 and you need to add 14 more 
hours to the contract, enter 164 
hrs. 

Hours per Pay (2 
wks) 

Leave as default (automatically 
calculates) 

Hourly Rate Enter based on TA/RA rates for 
year 

Contract Type Select Secondary 

 

Job Status Leave as default 
Home COAS Leave as default  
Home 
Organization 

Enter or click on magnifying glass 
icon and select the correct home 
organization code for faculty/dept. 

Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query 
date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty 
Account Defaults to type of position and 

faculty 
Program Defaults to type of position and 

faculty. NOTE: When doing mass 
uploads, leave the Program code 
blank     

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
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Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Effective Date Enter as query date 

 

Earnings Leave as default 
Hours or Units 
Per Pay 

Leave as default 

Deemed Hours  Leave as default 
Special Rate Leave as default 
Shift Leave as default 
End Date Leave as default 
Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as job end date of semester 

as per Contract End Dates for 
academic year 

Personnel Date Enter as contract end date of 
semester as per contract end 
dates for academic year 
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Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

The faculty BPO should appear 

 

Required Action Leave as default 
Approval Level – 
Second Row 

The Department Admin Approver 

Required Action Leave as default 
Approval Level – 
Third Row 

HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

Research Assistant – Change Job (RA – Job Info Change, RANJOB)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying 

glass icon to search by name 

 

Query Date Enter effective date of the change as 
the query date 

Approval 
Category 

Select RA – Job Info Change, RANJOB 

Click Go 

Position Leave as default 

 

Suffix Leave as default 
Select The appropriate position to change 

Click Go 
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Field/ Step Field Entry Page View 
Job Change 
Reason 

Select change reason from the 
dropdown 

 

Pay Effective 
Date 

Enter data from Current Value column 

Personnel Date Enter data from Current Value column 
Total Contract 
Hrs. 

Enter data from Current Value column  

Hours per Pay 
(2 wks.) 

Leave as default 

Hourly Rate Enter as per TA/RA rates for given 
semester and year 

Contract Type Enter data from current value column 
Job Status Leave as default 
Home COAS Not enterable 
Home Org This should be the home org. for the 

position 
Step: Not enterable 
Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (Query Date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and faculty 
Account Defaults to type of position and faculty 
Program Defaults to type of position and faculty. 

NOTE: When doing mass uploads, 
leave the Program code blank     

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
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Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Effective Date Enter query date 

 

Earnings Leave as default 
Hours or Units 
Per Pay 

Leave as default 

Deemed Hours Leave as default 
Special Rate  Leave as default 
Shift Leave as default 
End Date Leave as default 
Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default unless EPAF change 
requires otherwise 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective 
Date 

Enter as contract job end date from 
current value column 

Personnel Date Enter as contract end date of semester 
as per Contract End Dates for 
academic year 
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Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

The faculty BPO will populate 

 

Required Action Leave as default 
Approval Level – Second 
Row 

The Department Admin 
Approver 

Required Action Leave as default 
Approval Level – Third 
Row 

HRCATALOGUOIT  

Required Action Leave as default 
Save and Add New Rows Do not select 

Research Assistant - Terminate Job (RA – Terminate Job, RATERM)  

Field/Step Field Entry Page View 
ID Enter Banner ID or the 

magnifying glass icon to search 
by name 

  

Query Date Enter the new end date of the 
change 

Approval Category Select RA – Terminate Job, 
RATERM 

Click Go 
Position Leave as default 

   

Suffix Leave as default 

Select Select the appropriate position 
to be terminated 

Click Go 
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Field/ Step Field Entry Page View 
Job Change Reason Leave as default 

 

Job End Date Enter data from current value 
column 

Pay Effective Date Enter the Job End Date from the 
current value column 

Annual Salary Leave as default 
Job Change Reason Indicate the change reason by 

selecting the appropriate 
dropdown 

Pay Effective Date Enter as query date 
Personnel Date Enter as query date 
Job Status Not enterable 
Annual Salary Leave as default 
   

 

Research Assistant - Rehire - (RA – Rehire, RAXEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or the 

magnifying glass icon to search 
by name 

 

Query Date Enter contract start date  
Approval Category Select RA – Rehire, RAXEMP 
Click Go 

Position Enter position number as 
indicated by EPAF Summary 
sheet 

Suffix Enter the next suffix number for 
this employee. Duplicate suffix’s 
will cause errors in the system.   
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Select Leave as default 

 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 

Total Contract Hrs Enter total hours as indicated on 
hiring Page View 

Hourly Rate Enter based on TA/RA rates for 
year 

Hours per Pay (2 wks) Leave as default (automatically 
calculates) 

Contract Type Select Secondary 
 Employee Status Leave as default 

Employee Class Code Enter as 5U 
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District Code Not enterable 
Home COAS Not enterable 
Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (query date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty 
Account Defaults to type of position and 

faculty 
Program Defaults to type of position and 

faculty. NOTE: When doing mass 
uploads, leave the Program code 
blank    

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

Default from Index and 
Save and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default  
 
  

Job Status Not enterable 
Job End Date Not enterable 
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Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date   

 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

The BPO for the faculty 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Department Admin Approver  

Required Action Leave as default 

Approval Level – Third 
Row 

(HR-APP) HR Apply 
(HRCATALOGUOIT) 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

Sessional Lecturer - New Hire (SS – New Hire, SSNEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or the 

magnifying glass icon to 
search by name 

 

Query Date Enter contract start date. This 
is always the begin date of 
the Semester. 

Approval Category Select SS – New Hire, 
SSNEMP 
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Click Go 
Position Enter position number as 

indicated by EPAF Summary 
sheet 

 

Suffix Enter ‘00’ as the suffix 
number  

Select Leave as default 

Click Go 

   
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Sex Select from dropdown 
SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date   
Citizenship Select from dropdown 
Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Title Sessional Lecturer or 

Sessional Lecturer – Co-
teach 

Annual Salary Collective Agreement, Note: 
if Co-teaching, pro-rate 
based on % of section (ex. .5 
section = 50% salary) 

Contract Type Select Primary 
Number of Sections Enter as indicated i.e. 1 or 

0.5, 0.33 for Co-teaching 
Employee Status Leave as default 
Employee Class Code Leave as default 
District Code Not enterable 
Home COAS Not enterable 
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Home Organization Enter or click on magnifying 
glass icon and select the 
correct home organization 
code for faculty/dept. 

Factor Not enterable 
Pays Not enterable 
Course Number Enter four digit code followed 

by a capitalized “U” (e.g. 
1010U) 

Subject Code Enter the four capital letter 
code (e.g. BUSI) 

   
Field/ Step Field Entry Page View 

Effective Date Leave as default (Query 
Date) 

 

COA Leave as default 
Fund Defaults to type of position 

and faculty 
Organization Defaults to type of position 

and faculty 
Account Defaults to type of position 

and faculty 
Program Defaults to type of position 

and faculty. NOTE: When 
doing mass uploads, leave 
the Program code blank     

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 
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Default from Index and 
Save and Add New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default  
 
 
 
 
  

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date of 

semester as per Contract 
End Dates for academic year  

Personnel Date Enter as contract end date of 
semester as per Contract 
End Dates for academic year  

   
Field/ Step Field Entry Page View 

Approval Level – Top 
Row 

Faculty BPO  

 

Required Action  Leave as default 
Approval Level – Second 
Row 

Faculty Department Admin 
Approver 

Required Action Leave as default 
Approval Level – Third 
Row 

(HR-APP) HR Apply 

Required Action Leave as default 
Save and Add New Rows Do not select 
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Sessional Lecturer – Job Info Change (SS – Job Info Change, SSCJOB)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying 

glass icon to search by name 

 

Query Date Enter effective date of the change 
Approval Category Select SS – Job Info Change, 

SSCJOB 
Click Go 

Position Leave as default 

 

Suffix Leave as default 

Select Select the appropriate position to 
change 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Select the change reason from 
the dropdown 

 

Pay Effective Date Enter data from current value 
column 

Personnel Date Enter data from current value 
column 

Annual Salary Enter as indicated Collective 
Agreement as per EPAF 
change 

Contract Type Select Secondary 
Number of 
Sections 

Enter if needed as per EPAF 
change 

Factor Not enterable 
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Pays Not enterable 
Course Number Enter (if needed) the four digit 

code followed by a capitalized 
“U” (e.g. 1010U) as per EPAF 
change 

Subject Code Enter the four capital letter 
code (E.g. BUSI) 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (Query Date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and faculty 
Account Defaults to type of position and faculty 
Program Defaults to type of position and faculty. 

NOTE: When doing mass uploads, 
leave the Program code blank     

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default unless 
EPAF change requires 
otherwise 
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Job Status Not enterable 

 

Job End Date Not enterable 
Pay Effective Date Enter as contract job end date  

from current value column 
Personnel Date Enter as contract end date of 

semester as per contract end 
date for the academic year  

 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Faculty BPO 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Department Admin Approver 

Required Action Leave as default 

Approval Level – Third 
Row 

(HR-APP) HR Apply 

Required Action Leave as default 
Save and Add New Rows Do not select 

Sessional Lecturer - Terminate Job (SS – Terminate Job, SSTERM)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying 

glass icon to search by name 

 

Query Date Enter effective date of the change 
in 

Approval Category Select SS – Terminate Job, 
SSTERM 

Click Go 
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Position Leave as default 

 

Suffix Leave as default 

Select Select the appropriate position to 
be terminated 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job End Date Enter data from current value 
column 

Pay Effective Date Enter as Job End Date for 
current value column 

Annual Salary Leave as default 
Job Change Reason Indicate the change reason 
Pay Effective Date Enter as query date 
Personnel Date Enter as query date 
Job Status Not enterable 
Annual Salary Leave as default 

 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the correct faculty 
BPO from the dropdown  

Required Action  Leave as default 
Approval Level – 
Second Row 

Select HRCATALOGUOIT 
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Required Action Leave as default 

 

Save and Add New 
Rows 

Do not select 

 

Sessional Lecturer - Rehire (SS – Rehire, SSXEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying 

glass icon to search by name 

 

Query Date Enter contract start date. This is 
always the Begin Date of the semester 

Approval 
Category 

Select SS – Rehire, SSXEMP 

Click Go 
Position Enter position number as indicated by 

EPAF Summary sheet 

 

Suffix Enter the next suffix number for this 
position   

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 
 

Current Hire Date Leave as default 
Pay Effective 
Date 

Leave as default 

Personnel Date Leave as default 
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Job Begin Date Leave as default 
Title Sessional Lecturer or Sessional 

Lecturer – Co-teach 
Annual Salary Collective Agreement, Note: if Co-

teaching, pro-rate based on % of 
section (ex. .5 section = 50% salary) 

Contract Type Select Secondary 
Number of 
Sections 

Enter as indicated i.e. 1 or 0.5, 0.33 
for Co-teaching 

Employee Status Leave as default 
Employee Class 
Code 

Leave as default 

District Code Not enterable 
Home COAS Not enterable 
Factor Not enterable 
Pays Not enterable 
Course Number Enter four digit code followed by a 

capitalized “U” (e.g. 1010U) 
Subject Code Enter the four capital letter code (E.g. 

BUSI) 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (query date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty 
Account Defaults to type of position and 

faculty 
Program Defaults to type of position and 

faculty. NOTE: When doing mass 
uploads, leave the Program code 
blank     
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Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date of 

semester as per Contract End 
Dates for academic year  

Personnel Date Enter as contract end date of 
semester as per Contract End 
Dates for academic year  

 
 
 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

The faculty BPO 

 

Required Action Leave as default 
Approval Level – Second 
Row 

The Department Admin 
Approvers 

Required Action Leave as default 
Approval Level – Third 
Row 

(HR-APP) HR Apply 

Required Action Leave as default 
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Save and Add New Rows Do not select 
 
NU L9 & Below (S) - New Hire, ATNEMP and 9A L9 & Below (S) - New Hire, 09NEMP 

  Field Entry Page View 
ID Enter Banner ID or the 

magnifying glass icon to search 
by name 

  

Query Date Enter contract start date  
Approval Category Select Nonunion, ATNEMP or 

Union, 09NEMP 
Click Go 
Position Please contact HR for position 

number. 

  

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 

All Jobs and Next  Do not select 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
Full Employee Title Enter the full employee title of 

the new hire 
Sex Select from dropdown 
SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date   
Citizenship Select from dropdown 
Supervisor ID Enter the Banner ID of the 

supervisor the employee will 
directly report to 
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Title (30 Char) Short version of the employee 
title 

 

Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Annual Salary Enter annual salary 
Pay Type Leave as default 
Contract Type Select Primary 
Employee Status Leave as default 
Employee Class Code Leave as default 
District Code Not enterable 
Home COAS Not enterable 
Home Organization Enter or click on magnifying 

glass icon and select the correct 
home organization code for 
faculty/dept. 

Factor Not enterable 
Pays Not enterable 
Step Leave as default 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (Query Date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When 
doing mass uploads, leave the 
Program code blank 
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Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

Default from Index and 
Save and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor from 
the dropdown 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon 
and select the correct HR 
Dept/Faculty BPO from the 
dropdown 

Required Action Leave as default 

Approval Level – Third 
Row 

Click on magnifying glass icon 
and select the correct HR 
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Department Approver from the 
dropdown 

Required Action Leave as default 
Approval Level – 
Fourth Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

NU L9 & Below (H) - New Hire, ATNEEH and 9H L9 & Below (H) - New Hire 09NEEH 

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying glass 

icon to search by name 

  

Query Date Enter contract start date  
Approval 
Category 

Select Nonunion, ATNEEH or Union 
09NEEH 

Click Go 

Position Please contact HR for position number. 

  

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

Full Employee 
Title 

Enter the full employee title of the new 
hire 

Sex Select from dropdown 
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SSN/SIN/TIN Enter SIN 

 

Birth Date Enter Birth Date  
Citizenship Select from dropdown 
Supervisor ID Enter the Banner ID of the supervisor 

the employee will directly report to 
Title (30 
characters) 

Short version of the Employee Title 

Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel 
Date 

Leave as default 

Job Begin 
Date 

Leave as default 

Pay Type Not enterable 
Hourly Rate Enter hourly rate in accordance with 

compensation structure 
Hours per Pay 
(2 wks) 

Enter hours in accordance with 
compensation structure 

Contract Type Select Primary 
Timesheet 
Orgn 

Click on the magnifying glass icon and 
select the correct timesheet code for 
your faculty/dept. IF you are not sure of 
the Org. please email 
Financesystems@uoit.ca 

Employee 
Status 

Not enterable 

Employee 
Class Code 

Not enterable 

District Code Not enterable 
Home COAS Not enterable 
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Field/ Step Field Entry Page View 
Effective Date Leave as default (query date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing mass 
uploads, leave the Program code blank  

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective 
Date 

Enter as contract end date  

Personnel Date Enter as contract end date 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass 
icon and select the HR 
Advisor from the dropdown 

Required Action  Leave as default 
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Approval Level – Second 
Row 

Click on magnifying glass 
icon and select the HR 
Dept/Faculty BPO from the 
dropdown 

 

Required Action  Leave as default 

Approval Level – Third 
Row 

Click on magnifying glass 
icon and select the HR 
Department Approver from 
the dropdown 

Required Action  Leave as default 

Approval Level – Fourth 
Row 

Click on magnifying glass 
icon and select 
HRCATALOGUOIT 

Required Action  Leave as default 

Save and Add New Rows Do not select 

NU L9 & Below (S) - Change Job, ATCJOB and 9A L9 & Below (S) - Change Job, O9CJOB 

Field/ Step Field Entry Page View 
ID Enter Banner ID or the 

magnifying glass icon to 
search by name 

 

Query Date Enter effective date  Page 
View at to reflect when the 
salary of the contract changed 

Approval Category Select Nonunion, ATCJOB or 
Union position, 09CJOB 

Click Go 
Position Leave as default 
Suffix Leave as default  
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Select  Select the position which 
requires an salary change 

 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Select salary change reason 
XX from dropdown  

 

Pay Effective Date Leave as default 
Personnel Date Leave as default 
Annual Salary Enter revised amount 
Pay Type Leave as default  
Supervisor ID Supervisor’s Banner ID 
Title (30 Characters) Short version of the Employee 

Title 
 

Hourly Rate Leave as default 
Job Status Leave as default 
Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (query date) 
COA Leave as default 
Fund Defaults to type of position 

and faculty 
Organization Defaults to type of position 

and faculty/dept 
Account Defaults to type of position 

and faculty/dept 
Program Defaults to type of position 

and faculty/dept. NOTE: 
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When doing mass uploads, 
leave the Program code blank  

 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as job end date from 

current value column 
Personnel Date Enter as job end date from 

current value column 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor from the 
dropdown 

 

Required Action  Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO from 
the dropdown 

Required Action  Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the HR Department Approver 
from the dropdown 

Required Action  Leave as default 
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Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action Leave as default 
 

NU L9 & Below (H) - Change Job, ATCJBH and 9H L9 & Below (H) - Change Job, O9CJBH 

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying 

glass icon to search by name 

  

Query Date Enter contract start date  
Approval Category Select either Non Union ATCJBH or 

Union position O9CJBH 
Click Go 

Position Leave as default 

  

Suffix Leave as default  

Select Select the correct position to be 
changed 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Select appropriate change 
reason 

Full Employee 
Title 

Enter the full employee title of 
the new hire 

Pay Effective Date Leave as default 
Personnel Date Leave as default 
Pay Type Not enterable 
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Hourly Rate Enter the hourly rate from the 
Current Value column  

 

Hours per Pay (2 
wks) 

Enter the changed hour 
amount 

Supervisor ID Enter the Banner ID of the 
supervisor 

Title (30 
characters) 

Short version of the Employee 
Title 

Timesheet Orgn Click on the magnifying glass 
icon and select the code for 
your faculty/dept. IF not sure of 
the Org. please email 
financesystems@uoit.ca 

Job Status Leave as default 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (query date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When 
doing mass uploads, leave the 
program code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
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Encumbrance 
Override End Date 

Leave as default 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor from the 
dropdown  

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO from 
the dropdown  

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the correct HR Department 
Approver from the dropdown  

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT  

Required Action  Leave as default 
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 NU L9 & Below - Terminate Job, ATTERM and OP L9 & Below - Terminate Job O9TERM 

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying 

glass icon to search by name 

  

Query Date Enter the new end date of the change  
Approval 
Category 

Select Non Union, ATTERM or 
O9TERM 

Click Go 

Position Leave as default  

 

Suffix Leave as default 

Select Select the appropriate position to be 
terminated 

Click Go 

 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 

 

Job End Date Not Enterable 
Pay Effective 
Date 

Enter as Job End Date from current 
value column 

Annual Salary Leave as default 
  
Job Change 
Reason 

Leave as default 

Pay Effective 
Date 

Enter as query date 
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Personnel Date Enter as query date 
Job Status Not enterable 
Annual Salary Enter the value from the current 

value column 
   

 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor from the 
dropdown 

 

Required Action  Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select Departmental BPO from the 
dropdown  

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action  Leave as default 

Save and Add 
New Rows 

Do not select 

 

NU L9 & Below (S) - Rehire, ATXEMP and 9A L9 & Below (S) - Rehire O9XEMP 

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying 

glass icon to search by name 

  

Query Date Enter contract start date  
Approval Category Select Nonunion, ATXEMP or 

Union, O9XEMP 
Click Go 

Position Enter position number as indicated 
by EPAF Summary sheet 
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Suffix Enter the next suffix number if it 
has the same position number. If 
the position number is different, 
the suffix can be ‘00’ again 

  

Select Leave as default 

Click Go 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default 

 

Full Employee Title Enter the full rehire’s employee 
title  

Supervisor ID Enter the Banner ID of the 
supervisor the employee will 
directly report to 

Title (30 Characters) Enter the rehire’s employee title 
Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Annual Salary Enter annual salary as indicated 

by HR Partner and Hiring 
supervisor 

Pay Type Leave as default 
Contract Type Leave as default 
Employee Status Leave as default 
Employee Class 
Code 

Leave as default 

Step Not enterable 
District Code Not enterable 
Home COAS Not enterable 
Home Organization Enter your home organization or 

select the magnifying glass to find 
your organization code 

Factor Not enterable 
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Pays Not enterable 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (query date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank  

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default   
Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 
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Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the correct HR Advisor from 
the dropdown 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the correct Dept/Faculty 
BPO from the dropdown 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the correct HR Department 
Approver from the dropdown 

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

NU Level 9 and below Rehire Hourly, ATXEEH and OPSEU Level 9 and below Rehire Hourly, 
O9XEEH 

Field/ Step Field Entry Page View 
ID Enter Banner ID or the magnifying glass 

icon to search by name 

  

Query Date Enter contract start date  
Approval 
Category 

Select Non Union (ATXEEH) or Union 
(O9XEEH) 

Click Go 
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Position Please contact HR for a new position 
number if a new position is being create. Or 
use current position number.  

 

 

Suffix Enter ‘01’ as the suffix number OR the next 
suffix in the sequence for this position 

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Full Employee 
Title 

Enter the full employee title of the new 
hire 

Supervisor ID Enter the Banner ID of the supervisor 
the employee will directly report to 

Title (30 
characters) 

Enter the full employee title of the new 
hire 

Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel Date Leave as default 
Job Begin Date Leave as default 
Pay Type Not enterable 
Hourly Rate Enter hourly rate in accordance with 

compensation structure and collective 
agreements concerning position  

Hours per Pay (2 
wks) 

Enter hours in accordance with 
compensation structure and collective 
agreements concerning position 

Contract Type Leave as default 
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Timesheet Orgn Click on the magnifying glass icon 
and select the code for your 
faculty/dept. IF you are not sure of the 
Org. please email 
Financesystems@uoit.ca 

Employee Status Not enterable 
Employee Class 
Code 

Not enterable 

Home COAS Not enterable 
Home 
Organization 

Enter or click on magnifying glass 
icon and select the correct home 
organization code for faculty/dept. 

Step Not enterable 
 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
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Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 

 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass and 
select the HR Advisor 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Click on magnifying glass and 
select the  Dept/Faculty BPO 

Required Action Leave as default 
Approval Level Click on magnifying glass  

and select the HR 
Department Approver 

Required Action Leave as default 

Approval Level Click on magnifying glass  
and select the 
HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New Rows Do not select 
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NU L10 & Above (S) - New Hire, PMNEMP and 8A L10 & Above (S) - New Hire, O8NEMP 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass to search by name 

  

Query Date Enter contract start date  
Approval 
Category 

Select Nonunion, PMNEMP and Union 
08NEMP 

Click Go 

Position Please contact HR for position number. 

  

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 

Click Go 
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Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 
 

Full Employee 
Title 

Enter the full employee title of the new 
hire 

Sex Copy Current Value or select from 
dropdown 

SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date    
Citizenship Select from dropdown 
Supervisor ID Enter the Banner ID of the supervisor 

the employee will directly report to 
Title (30 
characters) 

Enter the full employee title of the new 
hire 

Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel 
Date 

Leave as default 

Job Begin 
Date 

Leave as default 

Annual Salary Enter annual salary as indicated by HR 
Partner and Hiring supervisor 

Pay Type Leave as default 
Contract Type Select Primary 
Employee 
Status 

Leave as default 

Employee 
Class Code 

Leave as default 

District Code Not enterable 
Home COAS Not enterable 
Factor Not enterable 
Pays Not enterable 
Step Leave as default 
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Field/ Step Field Entry Page View 
Effective Date Leave as default (same as Query 

Date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing mass 
uploads, leave the Program code blank    

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
 Field/ Step Field Entry Page View 
Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 
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Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass and 
select the HR Advisor 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Click on magnifying glass and 
select the Dept/Faculty BPO 

Required Action Leave as default 
Approval Level – Third 
Row 

Click on magnifying glass and 
select the HR Department 
Approver 

Required Action Leave as default 

Approval Level – Fourth 
Row 

Click on magnifying glass and 
select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New Rows Do not select 

NU L10 & Above (H) - New Hire, PMNEEH and 8H L10 & Above (H) - New Hire, O8NEEH 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to 
search by name 

  

Query Date Enter contract start date  
Approval Category Select Nonunion, PMNEEH or 

Union O8NEEH 
Click Go 

Position Please contact HR for position 
number. 

Suffix Enter ‘00’ as the suffix number  
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Select Leave as default  

 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Full Employee Title Enter the full employee title of 
the new hire 

Sex Copy current value or select 
from dropdown 

SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date  
Citizenship Select from dropdown 
Supervisor ID Enter the Banner ID of the 

supervisor the employee will 
directly report to 

Title (30 characters) Enter the full employee title of 
the new hire 

Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Pay Type Leave as default 
Hourly Rate Enter hourly rate in accordance 

with compensation structure 
and collective agreements 
concerning position  
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Hours per Pay (2 wks) Enter hours in accordance with 
compensation structure and 
collective agreements 
concerning position 

Contract Type Select Primary 
Timesheet Orgn Click on the magnifying glass 

icon and select the code for 
your faculty/dept. IF you are 
not sure of the Org. please 
email Financesystems@uoit.ca 

Employee Status Not enterable 
Employee Class Code Not enterable 
District Code Not enterable 
Home COAS Not enterable 
Home Organization Enter or click on magnifying 

glass icon and select the 
correct home organization 
code for faculty/dept. 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as 
Query Date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When 
doing mass uploads, leave the 
Program code blank    

Activity  Leave as default unless BPO 
recommends otherwise 
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Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

Default from Index and 
Save and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 

Job Status Leave as default 

 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor  

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon 
and select the Dept/Faculty 
BPO  

Required Action Leave as default 
Approval Level – Third 
Row 

Click on magnifying glass icon 
and select the HR Department 
Approver 

Required Action Leave as default 
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Approval Level – Fourth 
Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

NU L10 & Above (S) - Change Job PMCJOB and O8 L10 & Above (S) - Change Job O8CJOB 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 

 

Query Date Enter effective date  to reflect when 
the salary of the contract changed 

Approval 
Category 

Select Non Union, PMCJOB or Union, 
O8CJOB 

Click Go 
Position Leave as default 

 

Suffix Leave as default  

Select Select position which requires an info 
change 

Click Go 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Select correct change reason from 
dropdown 

Pay Effective 
Date 

Leave as default 
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Personnel Date Leave as default 

 

Annual Salary Enter revised amount 
Pay Type Leave as default  
Supervisor ID Supervisor’s Banner ID 
Title (30 
Characters) 

Enter Title from current value column 

 Hourly Rate Leave as default 
Job Status Leave as default 
Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query 
date) 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
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Program Defaults to type of position and 
faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank   

 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective 
Date 

Enter as job end date from current 
value column 

Personnel Date Enter as job end date from current 
value column 

 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass 
icon and select the HR 
Advisor  
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Required Action Leave as default 

 

Approval Level – Second 
Row 

Click on magnifying glass 
icon and select the 
Dept/Faculty BPO 

Required Action Leave as default 

Approval Level – Third 
Row 

Click on magnifying glass 
icon and select the HR 
Department Approver 

Required Action Leave as default 

Approval Level – Fourth 
Row 

Click on magnifying glass 
icon and select 
HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New Rows Do not select 

NU L10 & Above (H) - Change Job, PMCJBH and 8H L10 & Above (H) - Change Job O8CJBH 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 

  

Query Date Enter contract start date  
Approval 
Category 

Select Nonunion PMCJBH or Union 
08CJBH 

Click Go 

Position Leave as default 

Suffix Leave as default  
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Select Select the correct position to be 
changed 

  

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Select as appropriate to 
circumstances of change 

 

Full Employee 
Title 

Enter the full employee title of the 
new hire 

Pay Effective 
Date 

Leave as default 

Personnel Date Leave as default 
Pay Type Not enterable 
Hourly Rate Enter hourly rate in accordance 

with compensation structure and 
collective agreements concerning 
position  

Hours per Pay 
(2 wks) 

Enter hours in accordance with 
compensation structure and 
collective agreements concerning 
position 

Supervisor ID Enter the Banner ID of the 
supervisor the employee will 
directly report to 

Title (30 
characters) 

Enter the full employee title of the 
new hire 

Timesheet Orgn Click on the magnifying glass 
icon and select the code for your 
faculty/dept. IF you are not sure 



 
 

89 
March 12, 2021 EPAF Self-Service User Guide 

of the Org. please email 
Financesystems@uoit.ca 

Job Status Leave as default 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank    

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
Job Status Not enterable 
Job End Date Not enterable 
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Pay Effective Date Enter as contract end date  

 

Personnel Date Enter as contract end date 

 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glassicon 
and select the Dept/Faculty BPO  

Required Action Leave as default 

Approval Level – Third 
Row 

Click on magnifying glass icon 
and select the HR Department 
Approver 

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

NU L10 & Above -Terminate Job, PMTERM and O8 L10 & Above -Terminate Job O8TERM 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 
Query Date Enter the new end date of the change 
Approval 
Category 

Select Nonunion, PMTERM or Union 
08TERM 
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Click Go  

 
Position Leave as default  

 

Suffix Leave as default 

Select Select the appropriate position to be 
terminated 

Click Go 

 
 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default 
Job End Date Enter date from current value 

column 
Pay Effective Date Enter as Job End Date for 

current value column 
Annual Salary Leave as default 
Job Change Reason Indicate the change reason by 

selecting the appropriate 
option 
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Pay Effective Date Enter as query date 

 

Personnel Date Enter as query date 
Job Status Not enterable 
Annual Salary Leave as default 

 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon 
and select Departmental BPO  

Required Action Leave as default 

Approval Level – Third 
Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Leave as default 

Save and Add New 
Rows 

Do not select 
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NU L10 & Above (S) - Rehire, PMXEMP and 8A L10 & Above (S) - Rehire 8AXEMP 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search 
by name 

 

 

Query Date Enter contract start date  
Approval Category Select Nonunion, PMXEMP or 

Union 8AXEMP 
Click Go 

Position Enter position number as 
indicated by EPAF Summary 
sheet 

 

 

Suffix Enter ‘01’ as the suffix number if 
it has the same position number. 
If  however the position number 
is different, the suffix can be ‘00’ 
again 

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
Full Employee Title Enter the full rehire’s 

employee title  
Supervisor ID Enter the Banner ID of the 

supervisor the employee will 
directly report to 
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Title (30 Characters) Enter the full rehire’s 
employee title 

 

Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Annual Salary Enter annual salary as 

indicated by HR Partner and 
Hiring supervisor 

Pay Type Leave as default 
Contract Type Leave as default 
Employee Status Leave as default 
Employee Class Code Leave as default 
Step Not enterable 
Home COAS Not enterable 
Home organization Enter or click on magnifying 

glass icon and select the 
correct home organization 
code for faculty/dept. 

Factor Not enterable 
Pays Not enterable 

 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as Query 

Date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
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mass uploads, leave the Program 
code blank    

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 

 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

Required Action Leave as default 
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Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the HR Department 
Approver  

 

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

NU L10 & Above (S) - Rehire, PMXEEH and 8H L10 & Above (H) - Rehire O8XEEH 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 

 

 

Query Date Enter contract start date  
Approval Category Select – Nonunion, PMXEEH or 

Union 08XEEH 
Click  Go 

Position Enter position number as indicated 
by EPAF Summary sheet 

Suffix Enter ‘01’ as the suffix number  

Select Leave as default 



 
 

97 
March 12, 2021 EPAF Self-Service User Guide 

Click Go  

 
 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 

 

Full Employee 
Title 

Enter the full employee title of the 
new hire 

Supervisor ID Enter the Banner ID of the supervisor 
the employee will directly report to 

Title (30 
characters) 

Enter the full employee title of the 
new hire 

Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel Date Leave as default 
Job Begin Date Leave as default 
Pay Type Not enterable 
Hourly Rate Enter hourly rate in accordance with 

compensation structure and collective 
agreements concerning position  

Hours per Pay (2 
wks) 

Enter hours in accordance with 
compensation structure and collective 
agreements concerning position 
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Contract Type Leave as default 
Timesheet Orgn Click on the magnifying glass icon 

and select the code for your 
faculty/dept. IF you are not sure of 
the Org. please email 
Financesystems@uoit.ca 

Employee Status Not enterable 
Employee Class 
Code 

Not enterable 

Home COAS Not enterable 
Home 
Organization 

Leave as default 

Step Not enterable 
 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank    

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
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Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 

Job Status Not enterable 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor 

 

Required Action  Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the HR Department 
Approver 

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select the HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 
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Post-Doctoral - New Hire, PDNEMP  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 

  

Query Date Enter contract start date  
Approval 
Category 

Select PD – New Hire, PDNEMP 

Click Go 

Position Enter position number as indicated by 
EPAF Summary sheet 

  

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 

All Jobs 
and Next 
Approval 
Type 

Do not select 

Click Go 

 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 

Sex Copy Current Value or select from 
dropdown 

SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date  
Citizenship Select from dropdown 
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Supervisor ID Enter the Banner ID of the supervisor the 
employee will directly report to 

 

Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel 
Date 

Leave as default 

Job Begin 
Date 

Leave as default 

Annual 
Salary 

Enter annual salary as indicated by HR 
Partner and Hiring supervisor and CBA 

Contract 
Type 

Select Primary 

Employee 
Status 

Leave as default 

Employee 
Class Code 

Leave as default 

District Code Not enterable 
Home COAS Not enterable 
Home Org Not enterable 
Step Not enterable 
Factor Leave as default 
Pays Not enterable 

 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as 

query date) 
COA Leave as default 
Fund Defaults to type of position 

and faculty 
Organization Defaults to type of position 

and faculty/dept 
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Account Defaults to type of position 
and faculty/dept 

 

Program Defaults to type of position 
and faculty/dept. NOTE: 
When doing mass uploads, 
leave the Program code blank   

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

Default from Index and 
Save and Add New 
Rows 

Do not select 

 
 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass 
icon and select the HR 
Advisor from the dropdown 

Required Action Leave as default 
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Approval Level – Second 
Row 

Click on magnifying glass 
icon and select the 
Dept/Faculty BPO 

 

Required Action Leave as default 

Approval Level – Third 
Row 

Click on magnifying glass 
icon and select the HR 
Department Approver  

Required Action Leave as default 

Approval Level – Fourth 
Row 

Click on magnifying glass and 
select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New Rows Do not select 

Post-Doctoral – Change Job (PD – Job Info Change, PDCJOB)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 

 

Query Date Enter effective date of the change   
Approval 
Category 

Select PD – Job Info Change, PDCJOB 

Click Go 

Position Leave as default 

Suffix Leave as default 

Select Select the appropriate position to change 
changed 
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Click  Go 

 

 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Indicate the change reason by 
selecting the appropriate 
dropdown 

 

Citizenship Options Y, Citizen or N, Non-
Citizen 

Pay 
Effective 
Date 

Enter data from current value 
column 

Personnel 
Date 

Enter data from current value 
column 

Supervisor 
ID 

Enter the Banner ID of the 
supervisor 

Annual 
Salary 

Enter as per specified  

Job Status Leave as default 
Step Not enterable 
Factor Not enterable 
Pays Not enterable 
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Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing mass 
uploads, leave the Program code blank   

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default unless 
EPAF change requires 
otherwise 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract job end date  

from current value column 
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Personnel Date Enter as contract end date of 
semester as per contract end 
dates for Academic Year  

 
 
 
 
 
 
 
 
 
 
 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass 
icon and select the faculty 
BPO from the dropdown 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Click on magnifying glass 
icon and select the HR 
Department Approver from 
the dropdown  

Required Action Leave as default 
Approval Level – Third 
Row 

Click on magnifying glass 
icon and select 
HRCATALOGUOIT 

Required Action Leave as default 

Post-Doctoral - Terminate Job (PD – Terminate Job, PDTERM)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search 
by name 

  

Query Date Enter the new end date of the 
change   

Approval Category PD – Terminate Job, PDTERM 
Click Go 

Position Leave as default 

Suffix Leave as default 
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Select Select the appropriate position to 
be terminated 

    

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job End Date Enter data from current value 
column 

Pay Effective Date Enter as Job End Date from 
current value column 

Annual Salary Leave as default 
Job Change Reason Indicate the change reason by 

selecting the appropriate 
dropdown option 

Pay Effective Date Enter as query date 
Personnel Date Enter as query date 
Job Status Not enterable 
Annual Salary Leave as default 

 
 
 
 
 
 
 
 
 
 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon 
and select the Faculty BPO 

Required Action Leave as default 
Approval Level – Third 
Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Leave as default 
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Save and Add New 
Rows 

Do not select 

Post-Doctoral - Rehire (PD – Rehire, PDXEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search 
by name 

  

Query Date Enter contract start date  
Approval Category PD – Rehire, PDXEMP 
Click Go 

Position Enter position number as 
indicated by EPAF Summary 
sheet 

  

Suffix Enter ‘01’ as the suffix number if 
it has the same position number. 
If however the position number is 
different, the suffix can be ‘00’ 
again 

Select Leave as default 

Click Go 
 

 Field/ Step Field Entry Page View 
Job Change Reason Leave as default 
Citizenship Options Y, Citizen or N, Non-

Citizen 
Supervisor ID Enter the Banner ID of the 

supervisor  
Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
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Job Begin Date Leave as default 

 

Annual Salary Enter annual salary as indicated 
by HR Partner and Hiring 
supervisor 

Contract Type Leave as default 
Employee Status Leave as default 
Employee Class 
Code 

Enter as 2U 

Home COAS Not enterable 
Home Organization Enter or click on magnifying 

glass icon and select the correct 
home organization code for 
faculty/dept. 

Step Leave as default 
Factor Not enterable 
Pays Not enterable 

 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank   

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
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Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon 
and select the Dept/Faculty BPO 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon 
and select the HR Dept Approver 

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 
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Research Associates - New Hire Salary (RS – New Hire Salary, RSNEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search 
by name 

  

Query Date Enter contract start date  
Approval Category Select RS – New Hire Salary, 

RSNEMP 
Click Go 

Position Enter position number as 
indicated by EPAF Summary 
sheet 

  

Suffix Enter ‘00’ as the suffix number  
Select Leave as default 
Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
Full Employee Title Enter the full employee title of the 

new hire 
Sex Copy Current Value or select from 

dropdown 
SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date   
Citizenship Select from dropdown 
Supervisor ID Enter the Banner ID of the 

supervisor 
Title (30 characters) Enter the full employee title of the 

new hire 
Current Hire Date Leave as default 
Pay Effective Date Leave as default 
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Personnel Date Leave as default 

 

Job Begin Date Leave as default 
Annual Salary Enter annual salary as indicated 

by HR Partner and Hiring 
supervisor 

Pay Type Leave as default 
Contract Type Primary 
Employee Status Leave as default 
Employee Class 
Code 

Leave as default 

District Code Not enterable 
Home COAS Not enterable 
Home Org Not enterable 
Factor Not enterable 
Pays Not enterable 
Step Leave as default 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query 
date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank    

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
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Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 

 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the HR Department 
Approver  

Required Action Leave as default 
Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action Leave as default 
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Save and Add New 
Rows 

Do not select 

Research Associates - New Hire Hourly (RS – New Hire Hourly, RSNEEH)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 

  

Query Date Enter contract start date  
Approval Category Select RS – New Hire Hourly, 

RSNEEH 
Click Go 

Position Enter position number as indicated 
by EPAF Summary sheet 

  

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Full Employee Title Enter the full employee title of the 
new hire 

Sex Copy Current Value or select from 
dropdown 

SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date   
Citizenship Select from dropdown 
Supervisor ID Enter the Banner ID of the 

supervisor the employee will 
directly report to 
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Title (30 characters) Enter the full employee title of the 
new hire 

Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Pay Type Leave as default 
Hourly Rate Enter hourly rate in accordance 

with compensation structure and 
collective agreements concerning 
position  

Hours per Pay (2 
wks) 

Enter hours in accordance with 
compensation structure and 
collective agreements concerning 
position 

Contract Type Select Primary 
Timesheet Orgn Click on the magnifying glass icon 

and select the code for your 
faculty/dept. IF you are not sure of 
the Org. please email 
Financesystems@uoit.ca 

Employee Status Not enterable 
Employee Class 
Code 

Not enterable 

District Code Not enterable 
Home COAS Not enterable 
Home Organization Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query 
date) 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
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Organization Defaults to type of position and 
faculty/dept 

 

Account Defaults to type of position and 
faculty/dept 

Program Defaults to type of position and 
faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank    

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Job End Date Not enterable 
Pay Effective 
Date 

Enter as contract end date  

Personnel Date Enter as contract end date 

Job Status Leave as default 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor  

Required Action Leave as default 
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Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the HR Department Approver 

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add 
New Rows 

Do not select 

Research Associates – Change Job Salary (RS – Job Info Change Salary, RSCJOB)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 

 

Query Date Enter effective date to reflect when 
the salary of the contract changed 

Approval Category Select RS – Job Info Change Job 
Salary RSCJOB 

Click Go 

Position Leave as default 

 

Suffix Leave as default  

Select Select position which requires an 
info change 

Click Go 
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Field/ Step Field Entry Page View 

Job Change 
Reason 

Select correct change reason from 
dropdown  

 

Pay Effective Date Leave as default 
Personnel Date Leave as default 
Annual Salary Enter revised amount 
Pay Type Leave as default  
Supervisor ID Supervisor’s Banner ID 
Title (30 
Characters) 

Enter Title from current value 
column 

 Hourly Rate Leave as default 
Job Status Leave as default 
Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query 
date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank     

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
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Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective 
Date 

Enter as job end date from current 
value column 

Personnel Date Enter as job end date from current 
value column 

 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the HR Department Approver 

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action Leave as default 
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Save and Add 
New Rows 

Do not select 

Research Associate – Change Job Hourly (RS – Job Info Change Hourly, RSCJBH)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 

  

Query Date Enter contract start date  
Approval 
Category 

Select RS – Job Info Change Hourly, 
RSCJBH 

Click Go 

Position Leave as default 

  

Suffix Leave as default  
Select Select the correct position to be 

changed 
Click Go 

 
 

Field/ Step Field Entry Page View 
Job Change Reason Select as appropriate to 

circumstances of change 
Full Employee Title Enter the full employee title 

of the new hire 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Pay Type Not enterable 
Hourly Rate Enter hourly rate in 

accordance with 
compensation structure and 
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collective agreements 
concerning position  

 

Hours per Pay (2 
wks) 

Enter hours in accordance 
with compensation structure 
and collective agreements 
concerning position 

Supervisor ID Enter the Banner ID of the 
supervisor 

Title (30 characters) Enter the full employee title 
of the new hire 

Timesheet Orgn Click on the magnifying glass 
icon and select the code for 
your faculty/dept. IF you are 
not sure of the Org. please 
email 
Financesystems@uoit.ca 

Job Status Leave as default 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank     

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
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Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 

 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor  

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon 
and select the Dept/Faculty BPO  

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon 
and select the HR Approver 

Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Leave as default 
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Save and Add New 
Rows 

Do not select 

Research Associates - Terminate Job (RS – Terminate Job, RSTERM)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search 
by name 

  

Query Date Enter the new end date of the 
change in  

Approval Category Select RS – Terminate Job, 
RSTERM 

Click Go 

Position Leave as default 

  

Suffix Leave as default 

Select Select the appropriate position to 
be terminated 

Click Go 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default 
Job End Date Enter data from current 

value column 
 

Pay Effective Date Enter as Job End Date for 
current value column 

Annual Salary Leave as default 
Job Change Reason Indicate the change reason 

by selecting the appropriate 
dropdown option 

Pay Effective Date Enter as query date 
Personnel Date Enter as query date 
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Job Status Not enterable 
Annual Salary Leave as default 

 
 
 
 
 
 
 
 
 
 
 
 

Field/ Step Field Entry Page View 
Approval Level 
– Top Row 

Click on magnifying glass icon 
and select the HR Advisor 

 

Required Action Leave as default 
Approval Level 
– Second Row 

Click on magnifying glass icon 
and select BPO  

Required Action Leave as default 

Approval Level 
– Third Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT  

Required Action Leave as default 

Save and Add 
New Rows 

Do not select 

Research Associates – Rehire Salary (RS – Rehire Salary, RSXEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 

  

Query Date Enter contract start date  
Approval 
Category 

Select RS – Rehire Salary, RSXEMP 

Click Go 

Position Enter position number as indicated by 
EPAF Summary sheet 

Suffix Enter ‘01’ as the suffix number if it has 
the same position number. If  however 
the position number is different, the 
suffix can be ‘00’ again.  



 
 

125 
March 12, 2021 EPAF Self-Service User Guide 

Select Leave as default 

  

Click Go 

 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 

 

Full Employee Title Enter the full rehire’s employee title  
Supervisor ID Enter the Banner ID of the 

supervisor the employee will 
directly report to 

Title (30 
Characters) 

Enter the full rehire’s employee title 

Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Annual Salary Enter annual salary as indicated by 

HR Partner and Hiring supervisor 
Pay Type Leave as default 
Contract Type Leave as default 
Employee Status Non enterable 
Employee Class 
Code 

Enter as 7U 

Step Not enterable 
Home COAS Not enterable 
Home Org Not enterable 
Factor Not enterable 
Pays Not enterable 
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Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank    

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  
Personnel Date Enter as contract end date 
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Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass 
icon and select the correct 
HR Advisor from the 
dropdown  

 

Required Action Leave as default 
Approval Level – Second 
Row 

Click on magnifying glass 
icon and select the correct 
HR Dept/Faculty BPO from 
the dropdown  

Required Action Leave as default 

Approval Level – Third 
Row, Leftmost column 

Click on magnifying glass 
icon and select the correct 
HR Department Approver 
from the dropdown 

Required Action Leave as default 

Approval Level – Fourth 
Row, Leftmost column 

Click on magnifying glass 
icon and select the HRMEP, 
UOIT (HRCATALOGUOIT) 
from the dropdown 

Required Action Leave as default 
Save and Add New Rows Do not select 

Research Associates – Rehire Hourly (RS – Rehire Hourly, RSXEEH)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 
Query Date Enter contract start date  
Approval 
Category 

Select RS – Rehire Hourly, RSXEEH 
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Click Go 

  
Position Enter position number as indicated by 

EPAF Summary sheet 

  

Suffix Enter ‘01’ as the suffix number  

Select Leave as default 

Click Go 

 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 

Full Employee 
Title 

Enter the full employee title of the new 
hire 

Supervisor ID Enter the Banner ID of the supervisor  
Title (30 
characters) 

Enter the full title of the new hire 

Current Hire 
Date 

Leave as default 

Pay Effective 
Date 

Leave as default 

Personnel Date Leave as default 
Job Begin Date Leave as default 
Pay Type Not enterable 
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Hourly Rate Enter hourly rate in accordance with 
compensation structure and collective 
agreements concerning position  

 

Hours per Pay 
(2 wks) 

Enter hours in accordance with 
compensation structure and collective 
agreements concerning position 

Contract Type Leave as default 
Timesheet Orgn Click on the magnifying glass icon and 

select the code for your faculty/dept. IF 
you are not sure of the Org. please 
email Financesystems@uoit.ca 

Employee 
Status 

Not enterable 

Employee Class 
Code 

Enter 7H 

Home COAS Not enterable 
Home 
Organization 

Enter or click on magnifying glass icon 
and select the correct home 
organization code for faculty/dept. 

Step Not enterable 
 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query date) 

 

COA Leave as default 
Fund Defaults to type of position and faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing mass 
uploads, leave the Program code 
blank    
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Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default  
 
 
 
 
 
 
 
  

Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 

Job Status Not enterable 
 
 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row, 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the HR Dept Approver  
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Required Action Leave as default 

Approval Level – 
Fourth Row 

Click on magnifying glass icon and 
select the HRCATALOGUOIT  

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

Additional Qualifications – New Hire (AQ - New Hire, AQNEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass  to search by 
name 

  

Query Date Enter contract start date  
Approval Category Select AQ – New Hire, AQNEMP 
Click Go 

Position Enter position number as indicated 
by EPAF Summary sheet 

  

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
 

Sex Copy Current Value or select from 
dropdown 

SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date   
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Citizenship Select from dropdown 
Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Annual Salary Enter annual salary as indicated 

by HR Partner and Hiring 
supervisor 

CRN/Course Code  
Pay Type Leave as default 
Contract Type Select Primary 
Employee Status Leave as default 
Employee Class 
Code 

Leave as default 

District Code Not enterable 
Home COAS Not enterable 
Home Org Not enterable 
Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query 
date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank  
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Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
 
 
 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  
Personnel Date Enter as contract end date 

 

Field/ Step Field Entry Page View 
Approval Level – 
First Row 

Click on magnifying glass and 
select the Dept/Faculty BPO 

 

Required Action Leave as default 

Approval Level – 
Second Row 

Click on magnifying glass and 
select the HR Dept Approver  

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass and 
select the HRCATALOGUOIT 
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Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

Additional Qualifications – Change Job (AQ – Job Info Change AQCJOB)  

 Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 

 

Query Date Enter effective date of the change   
Approval Category Select AQ– Job Info Change, 

AQCJOB 
Click Go 

Position Leave as default 

 

Suffix Leave as default 

Select Select the appropriate position to 
change 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Indicate the change reason by 
selecting the appropriate 
dropdown 

 

Pay Effective Date Enter data from current value 
column 
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Personnel Date Enter data from current value 
column 

Annual Salary Enter as specified  
CRN/Course Code Enter from current value column 
Contract Type Enter input from current value 

column 
Job Status Leave as default 
Factor Not enterable 
Pays Not enterable 

 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 
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Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default unless EPAF 
change requires otherwise 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter contract job end date   

Personnel Date Enter contract end date  
 
 
 

Field/ Step Field Entry Page View 
Approval Level – 
First Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

 

Required Action Leave as default 

Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the correct HR Dept Approver 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select the HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

Additional Qualifications - Terminate Job (AQ – Terminate Job, AQTERM)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 
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Query Date Enter the new end date of the 
change  

  

Approval Category Select AQ – Terminate Job, 
AQTERM 

Click Go 

Position Leave as default 

  

Suffix Leave as default 
Select Select the appropriate position to 

be terminated 
Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Job End Date Enter data from current value 
column 

Pay Effective Date Enter as Job End Date for current 
value column 

Annual Salary Leave as default 
Job Change 
Reason 

Indicate the change reason by 
selecting the appropriate dropdown 
option 

Pay Effective Date Enter as query date 
Personnel Date Enter as query date 
Job Status Not enterable 
Annual Salary Leave as default 
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Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select Dept BPO 

Required Action Leave as default 

Approval Level – 
Third Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action Leave as default 

Save and Add New 
Rows 

Do not select 

 

Additional Qualifications - Rehire (AQ – Rehire, AQXEMP)   

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 

  

Query Date Enter contract start date  
Approval Category Select AQ – Rehire, AQXEMP 
Click Go 

Position Enter position number as indicated 
by EPAF Summary sheet 

  

Suffix Enter ‘01’ as the suffix number if it 
has the same position number. If  
however the position number is 
different, the suffix can be ‘00’ 
again 

Select Leave as default 
Click Go 
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Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Annual Salary Enter annual salary as indicated by 

HR Partner and Hiring Supervisor 
CRN/Course Code  
Pay Type Leave as default 
Contract Type Leave as default 
Employee Status Leave as default 
Employee Class 
Code 

Leave as default 

District Code Not enterable 
Home COAS Not enterable 
Factor Not enterable 
Pays Not enterable 

 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
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mass uploads, leave the Program 
code blank  

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 
 

Field/ Step Field Entry Page View 
Approval Level – 
First Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon and 
select the HR Department Approver 

Required Action Leave as default 
Approval Level – 
Third Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 
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Academic Associate - New Hire Salary (AA – New Hire, AANEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 

  

Query Date Enter contract start date 
Approval Category Select AA – New Hire Salary, 

AANEMP 
Click Go 

Position Enter position number as indicated 
by EPAF Summary sheet 

  

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
Sex Copy Current Value or select 

from dropdown 
SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date  
Citizenship Select from dropdown 
Title (30 characters)  Enter the full title of new hire 
Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
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Job Begin Date Leave as default 

 

Annual Salary Enter annual salary as 
indicated by HR Partner and 
Hiring supervisor 

Pay Type Leave as default 
Contract Type Select Primary 
Employee Status Leave as default 
Employee Class Code Leave as default 
District Code Not enterable 
Home COAS Not enterable 
Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as 
query date) 

 

COA Leave as default 
Fund Defaults to type of position 

and faculty 
Organization Defaults to type of position 

and faculty/dept 
Account Defaults to type of position 

and faculty/dept 
Program Defaults to type of position 

and faculty/dept.  
NOTE: When doing mass 
uploads, leave the Program 
code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 



 
 

143 
March 12, 2021 EPAF Self-Service User Guide 

Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass 
icon and select the HR 
Advisor 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Click on magnifying glass 
icon and select the 
Dept/Faculty BPO 

Required Action Leave as default 
Approval Level – Third 
Row 

Click on magnifying glass 
icon and select the HR 
Department Approver  

Required Action Leave as default 
Approval Level – Fourth 
Row 

Click on magnifying glass 
icon and select 
HRCATALOGUOIT  

Required Action Leave as default 

 

Academic Associate - Change Job (AA – Job Info Change, AACJOB)  

Field/ Step Field Entry Page View 
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ID Enter Banner ID or use the 
magnifying glass icon to 
search by name 

 

Query Date Enter effective date to reflect 
when the salary of the 
contract changed 

Approval Category Select AA – Job Info Change 
AACJOB 

Click Go 
Position Leave as default 

 

Suffix Leave as default  

Select Select position which 
requires an info change 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Select change reason from 
dropdown  

 

Pay Effective Date Leave as default 
Personnel Date Leave as default 

Annual Salary Enter revised amount if 
required 

Job Status Leave as default 
 Factor Not enterable 

Pays Not enterable 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as 

query date) 
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COA Leave as default 

 

Fund Defaults to type of position and 
faculty 

Organization Defaults to type of position and 
faculty/dept 

Account Defaults to type of position and 
faculty/dept 

Program Defaults to type of position and 
faculty/dept. NOTE: When 
doing mass uploads, leave the 
Program code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

 
 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as job end date from 

current value column 
Personnel Date Enter as job end date from 

current value column 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor  

Required Action Select approve 
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Academic Associate - Terminate Job – (AA – Terminate Job, AATERM)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to 
search by name 

  

Query Date Enter the new end date of the 
change  

Approval Category Select AA – Terminate Job, 
AATERM 

Click Go 

Position Leave as default 

  

Suffix Leave as default 

Select Select the appropriate position 
to be terminated 

Click Go 

 

Approval Level – 
Second Row 

Click on magnifying glass icon 
and select the HR 
Dept/Faculty BPO from the 
dropdown 

 

Required Action Select approve 
Approval Level – Third 
Row 

Click on magnifying glass icon 
and select the correct HR 
Department Approver from the 
dropdown 

Required Action Select approve 
Approval Level – Fourth 
Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Select apply 
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Field/ Step Field Entry Page View 
Job Change Reason Not enterable 

 

Job End Date Enter data from Current Value 
column 

Pay Effective Date Enter as Job End Date from 
Current Value column 

Annual Salary Leave as default 
Job Change Reason Not enterable 
Pay Effective Date Leave as query date 
Personnel Date Leave as query date 
Job Status Not enterable 
Annual Salary Leave as default 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass icon 
and select the HR Advisor 

 

Required Action Leave as default 
Approval Level – 
Second Row 

Click on magnifying glass icon 
and select  Departmental BPO 

Required Action Leave as default 
Approval Level – Third 
Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT 

Required Action Leave as default 
 

Academic Associate - Rehire (AA – Rehire, AAXEMP)   

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search 
by name 

  

Query Date Enter contract start date  
Approval Category Select AA – Rehire, AAXEMP 
Click Go 
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Position Enter position number as 
indicated by EPAF Summary 
sheet 

  

Suffix Enter ‘01’ as the suffix number if 
it has the same position number. 
If  however the position number 
is different, the suffix can be ‘00’ 
again.  

Select Leave as default 
Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Title (30 Characters) Enter the full rehire’s employee 
title 

Current Hire Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Job Begin Date Leave as default 
Annual Salary Enter annual salary as indicated 

by CBA, HR Partner and Hiring 
supervisor 

Contract Type Not enterable 
Employee Status Leave as default 
Employee Class Code Enter as 8U 
Home COAS Not enterable 
Home Org Not enterable 
Factor Not enterable 
Pays Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query 
date) 

COA Leave as default 
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Fund Defaults to type of position and 
faculty 

 

Organization Defaults to type of position and 
faculty/dept 

Account Defaults to type of position and 
faculty/dept 

Program Defaults to type of position and 
faculty/dept. NOTE: When doing 
mass uploads, leave the 
Program code blank 

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Job Status Not enterable 
Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Personnel Date Enter as contract end date 

 
 

Field/ Step Field Entry Page View 
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Approval Level – Top 
row 

Click on magnifying glass icon 
and select the correct HR Advisor 
from the dropdown  

 

Required Action Leave as default 
Approval Level – 
Second row 

Click on magnifying glass icon 
and select the correct HR 
Dept/Faculty BPO from the 
dropdown 

Required Action Leave as default 
Approval Level – 
Third Row 

Click on magnifying glass icon 
and select the correct HR 
Department Approver from the 
dropdown  

Required Action Leave as default 
Approval Level – 
Fourth Row 

Click on magnifying glass icon 
and select HRCATALOGUOIT  

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

Coach – New Employee (Coach New Employee, CHNEW)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 

  

Query Date Enter contract start date as August 1st of 
any given year (08/01/YYYY) 

Approval 
Category 

Select Coach New Employee, CHNEW 

Click  Go 

Position Enter position number 6A9984 

Suffix Enter ‘00’ as the suffix number  
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Select Leave as default 

  

Click  Go 

 
 

Field/ Step Field Entry Page View 
Job Change 
Reason 

Leave as default 

 

Contract Type Select Primary 
SSN/SIN/TIN Enter SIN 
Sex Copy from Current Value column 
Citizenship Not enterable 
Birth Date Enter Birth Date  
Supervisor ID Enter the Banner ID of the supervisor  
Current Hire Date Leave as default 
Job Begin Date Leave as default 
Pay Effective 
Date 

Leave as default 

Annual Salary Enter annual salary as indicated on 
Athletics Manager spreadsheet  

Title (30 
characters) 

Enter full title of new coach 

Employee Class 
Code 

Leave as default 

Home COAS Not enterable 
Home Org Not enterable 
Factor Not enterable 
Pays Not enterable 
Step Not enterable 
Job Status Not enterable 
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Field/ Step Field Entry Page View 

Effective Date Leave as default (same as query 
date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept (NOTE: this number 
tends to differ based on which team 
the coach will be employed for) 

Account Defaults to type of position and 
faculty/dept 

Program Defaults to type of position and 
faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank  

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End 
Date 

Leave as default 

Default from 
Index and Save 
and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Pay Effective Date (First 
Payment) 

Enter as provided by pay 
period of given year 

Job Status Not enterable 
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Pay Effective Date (First 
Payment End) 

Enter as provided by pay 
period of given year 

 

Job Status Enter as contract end date  
Job End Date Not enterable 
Pay Effective Date 
(Second Payment) 

Enter as provided by pay 
period of given year 

Job Status Not enterable 
Pay Effective Date 
(Second Payment End) 

Enter as provided by pay 
period of given year 

Job Status Not enterable 
Pay Effective Date (End 
Coach Contract) 

Enter the given end date for 
the coach’s contract (which 
usually falls on March 31st of 
any given year)   

Job Status Not enterable 

 
 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row, 

Click on magnifying glass 
icon and select the correct 
HR Advisor 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Click on magnifying glass 
icon and select the correct 
HR Dept/Faculty BPO 

Required Action Leave as default 

Approval Level – Third 
Row 

Click on magnifying glass 
icon and select the correct 
HR Department Approver 

Required Action Leave as default 



 
 

154 
March 12, 2021 EPAF Self-Service User Guide 

Approval Level – Fourth 
Row 

Click on magnifying glass 
icon and select 
HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New Rows Do not select 

Coach – Rehire (Coach Rehire, CHXEMP)  

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the magnifying 

glass icon to search by name 

  

Query Date Enter contract start date as August 1st 
of any given year  

Approval 
Category 

Coach Rehire, CHXEMP 

Click Go 
Position Enter position number 6A9984 

  

Suffix Enter ‘01’ as the suffix number  

Select Leave as default 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

Contract Type Select Secondary 
Current Hire 
Date 

Leave as default 

Job Begin Date Leave as default 
Pay Effective 
Date 

Leave as default 
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Annual Salary Enter annual salary as indicated on 
Athletics Manager’s spreadsheet  

 

Supervisor ID Enter the Banner ID of the 
Supervisor  

Title (30 
characters) 

Enter full title of the rehired coach 

Employee Class 
Code 

Leave as default 

Home COAS Not enterable 
Home Org Not enterable 
Factor Not enterable 
Pays Not enterable 
Step Not enterable 
Job Status Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as 
query date) 

 

COA Leave as default 
Fund Defaults to type of position 

and faculty 
Organization Defaults to type of position 

and faculty/dept (NOTE: 
this number tends to differ 
based on which team the 
coach will be employed for) 

Account Defaults to type of position 
and faculty/dept 

Program Defaults to type of position 
and faculty/dept. NOTE: 
When doing mass uploads, 
leave the Program code 
blank 
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Activity  Leave as default unless 
BPO recommends 
otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

Default from Index and 
Save and Add New 
Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Pay Effective Date (First 
Payment) 

Enter as provided by pay 
period of given year 

 

Job Status Not enterable 
Pay Effective Date (First 
Payment End) 

Enter as provided by pay 
period of given year 

Job Status Enter as contract end date  
Job End Date Not enterable 
Pay Effective Date 
(Second Payment) 

Enter as provided by pay 
period of given year 

Job Status Not enterable 
Pay Effective Date 
(Second Payment End) 

Enter as provided by pay 
period of given year 

Job Status Not enterable 
Pay Effective Date (End 
Coach Contract) 

Enter the given end date for 
the coach’s contract (which 
usually falls on March 31st of 
any given year)   

Job Status Not enterable 
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Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass 
icon and select the HR 
Advisor 

 

Required Action Leave as default 
Approval Level – Second 
Row 

Click on magnifying glass 
icon and select Dept/Faculty 
BPO 

Required Action Leave as default 
Approval Level – Third 
Row 

Click on magnifying glass 
icon and select HR 
Department Approver  

Required Action Leave as default 
Approval Level – Fourth 
Row 

Click on magnifying glass 
icon and select 
HRCATALOGUOIT 

Required Action Leave as default 
Save and Add New Rows Do not select 

CU – Casual Hourly UOIT New Hire, CUNEW and Invigilator – New Hire INNEW 

NOTE: A CASUAL EMPLOYEE IS ONE WHO IS HIRED TO PERFORM SERVICES ON AN UNSCHEDULED, NON-REGULAR BASIS, USUALLY AT AN 
HOURLY RATE OR AT A SET AMOUNT FOR THE JOB. THE LENGTH OF EMPLOYMENT MAY BE OF INDEFINITE OR DEFINITE DURATION. 
CASUAL EMPLOYEES WILL BE CONTACTED WHEN WORK IS AVAILABLE AT WHICH TIME THEY MAY ELECT TO ACCEPT OR DECLINE THE 
WORK OPPORTUNITY. 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to 
search by name 

Query Date Enter contract start date  
Approval Category Select CU – Casual Hourly 

UOIT New Hire, CANEW or 
Invigilator, INNEW 
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Click Go 

 

Position Enter position number as 
indicated by EPAF Summary 
sheet 

  

Suffix Enter ‘00’ as the suffix number  

Select Leave as default 
Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 

 

Contract Type Not enterable 
SSN/SIN/TIN Enter SIN 
Birth Date Enter Birth Date   
Sex Copy Current Value or select 

from dropdown  
Citizenship Select from dropdown 
Current Hire Date Leave as default 
Job Begin Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Hourly Rate Enter hourly rate in 

accordance with 
compensation structure and 
collective agreements 
concerning position  

Title (30 characters) Enter full title of new hire 
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Timesheet Orgn Click on the magnifying glass 
icon and select the code for 
your faculty/dept. IF you are 
not sure of the Org. please 
email 
Financesystems@uoit.ca 

Supervisor ID Enter the Supervisor ID 

Employee Status Not enterable 
Job Status Not enterable 
Employee Class Code Not enterable 
Home COAS Not enterable 
Home Org Not enterable 
Pay Type Not enterable 
Step Not enterable 
District Code Not enterable 

 
Field/ Step Field Entry Page View 

Effective Date Leave as default (same as 
query date) 

 

COA Leave as default 
Fund Defaults to type of position 

and faculty 
Organization Defaults to type of position 

and faculty/dept 
Account Defaults to type of position 

and faculty/dept 
Program Defaults to type of position 

and faculty/dept. NOTE: 
When doing mass uploads, 
leave the Program code blank  

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
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Cost Leave as default 
Percent Leave as default 
Encumbrance Override 
End Date 

Leave as default 

Default from Index and 
Save and Add New 
Rows 

Do not select 

 
 

Field/ Step Field Entry Page View 
Job Change Reason Not enterable 

 

Job End Date Not enterable 
Pay Effective Date Enter as contract end date  

Job Status Not enterable 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass icon and 
select the Dept/Faculty BPO 

 

Required Action Leave as default 

Approval Level – 
Second Row 

Click on magnifying glass icon and 
select HRCATALOGUOIT  

Required Action Leave as default 
Save and Add New 
Rows 

Do not select 

CU – Casual Hourly UOIT Change Job, CUCHG and Invigilator – Change Job INCHG 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to search by 
name 
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Query Date Enter effective date of the change   

 

Approval Category Select CU – Casual Hourly UOIT 
Change Job, CUCHG or 
Invigilator, INCHG 

Click Go 

Position Leave as default 

 

Suffix Leave as default 

Select Select the appropriate position to 
change 

Click Go 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Indicate the change reason by 
selecting the appropriate dropdown 
option 

 

Pay Effective Date Enter data from current value 
column 

Hourly Rate Enter the hourly rate or revised 
rate 

Title (30 characters) Enter the full employee title of the 
new hire 

Timesheet Orgn Click on the magnifying glass icon 
and select the code for your 
faculty/dept. IF you are not sure of 
the Org. please email 
Financesystems@uoit.ca 

Supervisor ID Enter the Banner ID of the 
supervisor 
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Field/ Step Field Entry Page View 
Effective Date Leave as default (same as Query 

Date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 
mass uploads, leave the Program 
code blank  

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

 Default from Index 
and Save and Add 
New Rows 

Do not select 

 
 
 
 

Field/ Step Field Entry Page View 
Job Change Reason Leave as default unless EPAF 

change requires otherwise 
Job End Date Not enterable 
Pay Effective Date Enter as contract job end date  

from current value column 
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Job Status Not enterable  

 

 
Field/ Step Field Entry Page View 

Approval Level – Top 
Row 

Click on magnifying glass 
icon and select the 
Dept/Faculty BPO  

 

Required Action Leave as default 

Approval Level – Second 
Row 

Click on magnifying glass 
icon and select 
HRCATALOGUOIT  

Required Action Leave as default 
Save and Add New Rows Do not select 

CU – Casual Hourly UOIT End Job, CUTERM and Invigilator – Terminate Job INTERM 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to 
search by name 

  

Query Date Enter the new end date of the 
change  

Approval Category Select CU –  Casual Hourly 
UOIT End Job, CUTERM or 
Invigilator, INTERM 

Click Go 
Position Leave as default 
Suffix Leave as default 
Select Select the appropriate position 

to be terminated 



 
 

164 
March 12, 2021 EPAF Self-Service User Guide 

Click  Go 

  
 

Field/ Step Field Entry Page View 
Job End Date Not enterable 

 

Pay Effective Date Enter Job End Date from 
current value column 

Job Change Reason Not enterable 
Job Status Not enterable 
Time Entry Method Not enterable 
Pay Effective Date Enter as query date 
Job Change Reason Not enterable 
Job Status Not enterable 
Time Entry Method Not enterable 

 
 

Field/ Step Field Entry Page View 
Approval Level – Top 
Row 

Click on magnifying glass and 
select the Faculty/Dept BPO  

 

Required Action  Leave as default 

Approval Level – Second 
Row 

Click on magnifying glass and 
select HRCATALOGUOIT 

Required Action Leave as default 

Save and Add New 
Rows 

Do not select 
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CU – Casual Hourly UOIT Rehire Employee, CUREH and Invigilator - Rehire INREH 

Field/ Step Field Entry Page View 
ID Enter Banner ID or use the 

magnifying glass icon to 
search by name 

 

Query Date Enter contract start date  
Approval Category Select CU – Casual Hourly 

UOIT Rehire Employee, 
CUREH or Invigilator, INREH 

Click Go 
Position Enter position number as 

indicated by EPAF Summary 
sheet 

 

Suffix Enter ‘01’ as the suffix number  
Select Leave as default 
Click Go 

 
Field/ Step Field Entry Page View 

Job Change Reason Leave as default 
Contract Type Not enterable 
Current Hire Date Leave as default 
Job Begin Date Leave as default 
Pay Effective Date Leave as default 
Personnel Date Leave as default 
Hourly Rate Enter hourly rate in accordance 

with compensation structure 
and collective agreements 
concerning position  

Title (30 characters) Enter full title of rehire 
Timesheet Orgn Click on the magnifying glass 

icon and select the code for 
your faculty/dept. IF you are 
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not sure of the Org. please 
email Financesystems@uoit.ca 

 

Supervisor ID Enter the Supervisor ID for the 
individual the employee will 
directly report to  

Employee Status Not enterable 
Home COAS Leave as default 
Distribution COA Leave as default 
Timesheet COA Not enterable 
Home Org Click on magnifying glass icon 

and select the correct home 
code for faculty/dept 

Distribution Orgn Click on magnifying glass icon 
and select the correct 
distribution code for 
faculty/dept 

Job Status Not enterable 
Pay Type Not enterable 
Step Not enterable 
District Code Not enterable 

 
 

Field/ Step Field Entry Page View 
Effective Date Leave as default (same as query 

date) 

 

COA Leave as default 
Fund Defaults to type of position and 

faculty 
Organization Defaults to type of position and 

faculty/dept 
Account Defaults to type of position and 

faculty/dept 
Program Defaults to type of position and 

faculty/dept. NOTE: When doing 



 
 

167 
March 12, 2021 EPAF Self-Service User Guide 

mass uploads, leave the Program 
code blank  

Activity  Leave as default unless BPO 
recommends otherwise 

Location Leave as default 
Project Leave as default 
Cost Leave as default 
Percent Leave as default 
Encumbrance 
Override End Date 

Leave as default 

Default from Index 
and Save and Add 
New Rows 

Do not select 

 
Field/ Step Field Entry Page View 

Job Change 
Reason 

Leave as default 

 

Job End Date Not enterable 
Pay Effective 
Date 

Enter as contract end date  

Job Status Not enterable 
 

Field/ Step Field Entry Page View 
Approval Level – 
Top Row 

Click on magnifying glass and select 
the Dept/Faculty BPO  

 

Required Action Leave as default 

Approval Level – 
Second Row 

Click on magnifying glass and select 
HRCATALOGUOIT 

Required Action Leave as default 
Save and Add 
New Rows 

Do not select 
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Table B – Employee Class Codes 

Full Time 

Employee Grouping: E-Class: 

Full Time Continuing Non-Academic 
 Senior Executive – VPs 1E 

Directors and AVPs 1A 
Deans 1D 
Associate Deans 1F 
OPSEU Staff – Level 10 and above 1G 
Long Term Disability 1L 
Non Union – Level 9 and below 2A 

 OPSEU Staff – Level 9 and below 2G 

Full Time Continuing Academic 

 Senior Non Academic VP's and Exec's 1B 
Tenured and Tenure Track Faculty 1U 
Teaching Faculty 3U 

 

Part Time  

Employee Grouping: E-Class: 

Contract / Limited Term Non-Academic 

 LT Non Academic Non Union Staff (Salary) 5A 
LT Non Academic Non Union Staff (Hourly) 5H 

 LT Non Academic Non Union Staff (Salary) 6A 
 LT Non Academic Non Union Staff (Hourly) 6H 
 Limited Term OPSEU - Salary 9A 
 Limited Term OPSEU- Hourly 9H 
 Coaches CO 
 Casual CA 
 Invigilators IN 
 Work Study WS 
Contract / Limited Term Academic 
 Teaching Assistants / Research Assistants (hired per semester) 5U 
 Sessional Instructors (hired per semester) 4U 

Limited Term Faculty Member 8U 
Research Associates Salary 7U 
Research Associates (Annual Salary) 7A 
Research Associates Hourly (timesheet) 7H 
Post Docs Fellows 2U 
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Appendix A – Citizenship codes 
When creating an EPAF the following is a list of citizenship codes that are valid. 
 
0  Canadian 
1  Permanent Resident 
2 Study Permit 
3 Other 
4  No Status in Canada 
9 Not Reported 
C Convention Refugee 
VE Visa Exempt 
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Appendix B - Common Errors 
The following is a list of some common errors that arise when creating an EPAF. 
 

1. Duplicate suffix used? 
When a duplicate suffix is applied to the same person this can cause multiple errors in 
the system: 

TAXEM2 *ERROR* Begin Date must equal the first Jobs Detail Effective Date. 
TRMJB2 *ERROR* Begin Date must equal the first Jobs Detail Effective Date. 
TAXEM2 *WARNING* Future changes exist - starting on 10-JAN-2020. 
*ERROR* Eff Date must be greater than Last Paid Date of 10-JAN-2020. 
*ERROR* Begin Date must equal the first Jobs Detail Effective Date. 
*ERROR* Effective must be greater than Last Paid Date of 10-JAN-2020. 

What to do? 
You can VOID the last contract create for that person using the same suffix and then 
create a new one with the correct suffix. 
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Glossary 
CA – Collective Agreement 
NU – Non Union 
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