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What is Banner?

» Banner is ECU’s Enterprise Resource Planning (ERP)
system

» Comprised of 5 business modules: HR, Finance, Student,
Financial Aid, and General

» All interact with the same shared database but perform
different business functions

» University wide system that facilitates business operations
(i.e. processing a salary increase in HR or paying a vendor
in Finance)

» Information is shared amongst the modules (i.e. a person
will only receive a single Banner ID; they won’t receive an
ID for each module)

» Actions in one module may impact another
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What is Banner?

System Layout and Design
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What is Banner?

» System Layout and Design
» Employee Self Service (ESS)

» Web-based way to retrieve and enter data in Banner
» EPAFs, class schedules, etc.

» Accessed through PiratePort

» Admin Pages

» Direct application access to Banner to retrieve and enter data

» Access via web browser (Firefox, Chrome, etc.)

» Must be on ECU network or VPN to access (banner.ecu.edu)

ECU
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What is an EPAF?

» Electronic Personnel Action Form (EPAF)

» Used to submit changes to HR (personnel) data in
Banner

» Access through ESS via PiratePort

» Can make changes to person, employee, and jobs
data

» Constrained by the payroll process (dates)

» Follows an electronic approval queue before being
“applied” to the database

BECU
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Key EPAF Data Elements

» Person (PPAIDEN)
» Contains data on people (Banner ID, name, birthdate, etc.)
» One record per person

» Employee (PEAEMPL)

» Contains information on employees (hire date, classification,
etc.)

» One record per employee, must first have a person record
» Job (NBAJOBS)

» The placing of an employee in a position

» Multiple records per employee
» Job Funding (NBAJOBS)
» How a job’s salary is expensed through payroll
» Don’t forget the timeline - Nothing exists without a date!
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Key EPAF Data Elements

» What is this data used for? Everything!
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The Importance of the Timeline

Data entered on an EPAF ultimately flows to Payroll
Payroll runs in cycles (semi-monthly) 24 times per year
» Two payrolls @ ECU

» Semi-Monthly (SM)
» Temps/Students (TS)

EPAFs are constrained by payroll dates (effective dates)

» Once a payroll begins processing, EPAFs can no longer
be processed

» Payroll begins processing nearly two weeks in advance
of receipt of a check/direct deposit

BECU
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The Importance of the Timeline
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The Importance of the Timeline

» Important Dates
» Last Paid Date

» The last date the employee received pay

» Constrains other dates

» Is populated once Payroll begins processing
» Effective Date (Hard Date)

» Date action takes effective in Banner

» Cannot predate the last paid date

» Often the first or late day of a pay period
» Personnel Date (Fluffy Date)

» Date action should have been effective

» Can be in the future or the past or equal to the effective date
» Query Date

» Lens into the timeline; will often default into sections on an EPAF

» Typically make this the same as the effective date
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The Importance of the Timeline

» Determining the Effective Date

» When is this action effective?
Be cognizant of Payroll deadlines
Deadlines refer to completed EPAFs, not submitted EPAFs
How long it takes to receive the necessary approvals?

If you have a question, ask!

» EPAF Deadlines and Payroll Dates Found on the Banner
Support Page
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https://humanresources.ecu.edu/support/banner/
https://humanresources.ecu.edu/support/banner/

Key EPAF Data Elements

» Types of EPAFs
» New Hires (HN) People Admin

» Used to hire someone for the first time as well as rehires
» New SHRA employee, rehire CSS employee, etc.
» Changes to a Current Job (CJ)
» Use to make a change to an existing job
» Salary adjustment, funding change, FTE change, etc.
» Add an Additional Job (AJ) or End an Additional Job (EJ)

» Used to give an employee an additional assignment or end an additional
assignment

» Adding a stipend or supplemental pay, teaching summer school, etc.
» Replace the Current Job with a New Job (NJ)

» Used to end an existing job and assign a new one

» Transfers, promotions, demotions, etc.

Miscellaneous
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People Admin

» People admin is a type of work-flow used for the
University’s Applicant Tracking, Position Management,
and Performance Management Modules

» For this training, the Applicant Tracking module is
utilized.

» After a position has been created or has become vacant;
the position posting, applicant search and hiring
proposal are all processed through the Applicant
Tracking module.




People Admin

» Hiring Proposal is keyed in People Admin and sent
through the approval process.

» FEach night a system integration is triggered and these
“new hire” EPAFs are created and pulled into the EPAF
queue for approval from the HRIS team.

» The EPAFs are reviewed for system data errors and
uploaded into Banner.

» Permanent employees are given basic access to this
system at the time of hire. For security access for
position creation/modification, to post positions, or to
complete hiring proposals, submit a PeopleAdmin
Security Request.



https://ecu.teamdynamix.com/TDClient/Login.aspx?ReturnUrl=%2fTDClient%2fRequests%2fServiceDet%3fID%3d16029

EPAF Layout & Navigation

» Approval Category

» Banner-speak for EPAF

» Comprised of one or many Approval Types
» Approval Type

» Section of an EPAF, contains fields
» Fields

» Data entered on an EPAF

» Effective date, personnel date, employee class, etc.

» Can be required, have a default, and be locked (not
enterable)

» Approval Queue
» Where the EPAF will be routed and to whom
» Approval, FYI, or Apply
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EPAF Layout & Navigation

Employee Dashboard

Employee Self Service X J Employee Dashboard

Chapman, Roderick M.

/¢ My Activities

Pay Information

Approve Time

Latest Pay Stub: 08/19/2016 All Pay Stubs
Approve Leave Report
Eamings Approve Leave Request
Benefits Electronic Personnel Action Forms (EPAF)
Taxes

Job Summary

Employee Summary
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EPAF Tile Selections

Home +* Personnel Actions

Electronic Personnel Action Forms

EPAF Approver Summary

All EPAFs that you need to currently act upon are displayed in
the Current tab. The queue status will be Pending, FYI, or
More Information.

EPAF Originator Summary

Displays only those EPAF transactions that you have
originated.

New EPAF

Select Action Tile

Allows you to create a new transaction.

Act as a Proxy

Available to all self-service EPAF users who have been given
proxy privilege.

EPAF Proxy Records

Allows you to specify and authorize one or more users to
approve EPAFs In your absence.




Initiate New EPAF

» Approval Category = EPAF

» Key BID or Name Search (check
employee box)

Home = PersonnelActions * New EPAF Person Selection

New EPAF Person Selection

® Check the box to limit to search an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the SSN/SIN/TIN. Select Go. A percent sign may be used as a wildcard

First Name Last Name D Ssl N

‘ I | Isan emplayee or

Enter or Generate New ID

@ *indicates a required field. Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

Semermcmce B
Query Date *

e o

Approval Category *

[ ~]
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Key EPAF Data
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Key EPAF Data

Hints and Tips

> The Query Date will
populate most dates

in the EPAF

Query Date *
Ioanﬁ/zczs =
Approval Category * Approvil Categc(l)ry Assign EHRA Job to Employee, JOBNW2

E Add Secondary EHRA P t Job, AJ0011 now eﬁ’ Vt\;?r A— Tab button not

econdary ‘ermanent Job, Searc a e N
avalible

Add| .
shgs SIS gk AW —— o

5 Add a SHRA Acting Promotion Same Position with New Suffix, AJ0005 New Job

500203
G Add a Graduate Assistant Job, AJ0008

E Add Secondary EHRA Permanent Job, AJ0011

B HR EMPLOYMENT USE Add an Extended Duty Job Record to a Perm, AJ0016

| Popular quick keys found at bottom of
N::Job ‘: page

D Primary 500203

New EPAF - EPAF Proxy Records - Transaction Search -

Select All Jobs to
View Prior

Positions and Sawv

Suffixes

A




Additional Resources

» Banner Security Request (BSR) is required for access to
Banner or EPAFs

» Submitted through PiratePort
» Instructions - Banner HR Security Request
» ECU POSO Website

» Date Guides

» Employee Class Guide
» EPAF Instructions

» People Admin
» ecuBIC

» HRIS@ecu.edu

» Human Resources General Inquiries: 328-9847
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https://humanresources.ecu.edu/support/wp-content/pv-uploads/sites/26/2019/11/Banner-HR-Security-Request-Instructions.docx
https://humanresources.ecu.edu/support/wp-content/pv-uploads/sites/26/2019/11/Banner-HR-Security-Request-Instructions.docx
https://humanresources.ecu.edu/support/wp-content/pv-uploads/sites/26/2019/11/Banner-HR-Security-Request-Instructions.docx
https://humanresources.ecu.edu/support/wp-content/pv-uploads/sites/26/2019/11/Banner-HR-Security-Request-Instructions.docx
https://humanresources.ecu.edu/
https://humanresources.ecu.edu/
mailto:HRIS@ecu.edu
mailto:HRIS@ecu.edu

Questions?
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