
W E L C O M E  T O  T H E
W O R L D  O F  E - P A F S

In February of 2018, Electronic Personnel Action Forms (e-PAFs) were 

launched to replace the paper PARS. Concurrently, NEOGOV ONBOARD 

(electronic completion and submission of new hire requirements) was also 

launched to replace the paper new hire packets. 

The e-PAF Process is designed to accommodate a more efficient approval 

signature process and supports the movement towards a paperless office. An 

electronic personnel action form within Banner, an e-PAF is an  electronic 

venue to process any action that would apply information to NBAJOBS and/or 

PEAEMPL. 

S N A P S H O T O F T H E  E - P A F
P R O C E S S

in BANNER Self-Service, 
an e-PAF is originated 
using the C ID number 

or the E ID number

the e-PAF is 

electronically 

routed for 

Approvals 

District HR 

audits the e-PAF 

transaction 

Payroll is an FYI  

The APPROVED  e-PAF 

transaction is applied in 

NBAJOBS and/or PEAEMPL 

E - P A F  R O L E S

E - P A F
P R O X I E S

As an e-PAF APPROVER, set up a 

PROXY when you are out of the office 
e-PAF

ORIGINATOR

e-PAF
APPROVERS 

Hiring Manager,
Fiscal,

Admin/Exec, etc.

DIST HR audit
and reviews
every e-PAF 

e-PAF Support
and Training

DIST HR
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APPL ICANT SUBMITS APPL ICAT ION

ONBOARD ING  PROCESS

OVERV I EW

1 on our CCCD website that links to

governmentjobs.com and NEOGOV

ONBOARD ING IS IN I T IATED

3
"complete the hire" in NEOGOV OHC: 

- For Permanent employees: this is completed by

the campus EEO Coordinator 

- For temporary employees: this is completed by

the Hiring Manager or designee

NEOGOV ONBOARD

4 In NEOGOV ONBOARD, the new hire completes and

submits all of their new hire onboarding

requirements electronically

NEW H IRE MEETS WITH D ISTR ICT HR

5 District HR processes the new hire. Once this is

completed, the Hiring manager will receive the

new hire's C ID number

E -PAF I S ORG INATED

6 Using the C ID number, the new hire e-PAF is

originated in BANNER Self- Service: 

- For Permanent employees: this is completed by

the campus EEO Coordinator 

- For temporary employees: this is completed by

the Hiring Manager or designee

EMPLOYEE ID #

7 Once the e-PAF has been approved and applied in

BANNER, District HR sends the Hiring manager

the Employee ID #

NEW H IRE LOG IST I CS

8 Once the Employee  ID # has been assigned, the

requests for computer, phone, email, BANNER

access, etc. can now be initiated

CAND IDATE  I S  SELECTED

2
- For permanent employees: the recruitment is

facilitated by the campus/site EEO Coordinator. 

- For temporary employees: using NEOGOV Online

Hiring Center (OHC), the Hiring Manager reviews

the applications, interviews candidates, and

selects the new hire
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ONBOARD PROCESS FLOW: 
Hired in OHC -

"APPROVES" the 
new hire

Complete the hire in 
INSIGHT and create a 

New Employee 
Account in ONBOARD

Assign the checklists to the 
new hire based on their 

employee classification and 
their area of responsibility

Onboard email is sent to 
the new hire

New hire's ON account is 
activated: 

- New hire receives their
ON requirement
checklists
- New hire completes all
of their onboarding
requirements

- Meet with the new hire
- review and print/store new hire
docs
- complete the new hire process
- send the C# to the Hiring
Manager

LEGEND: 

Hiring Manager 
EEO Recruitment Coordinator 
New Hire 
Employment Services 
HR Analyst 

ADMIN: Create and 
maintain ONBOARD 

Portal, forms, checklists, 
e-mail notifications

Can check the 
new hire's progress
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*USING NEOGOV*

Let’s Get Hiring 

How to Hire an Applicant in the 

System 

Hiring Managers (or designee) will “close out the hire” for temporary 

employees (160 day, students, PT Faculty, Professional Experts) in NEOGOV: 

 to ensure that hired applicants are no longer available to other Hiring

Managers across the District

 to kick off the new and accelerated NEOGOV Onboard process to get your

new employee working ASAP

 to facilitate new hire e-PAFS that will update the employee record and

job assignment in BANNER
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I. LOGGING INTO NEOGOV

Go to: www.neogov.com 

Log in with your information – 
User name: is your full CCC, GWC, or DIST email address 
Password: your password you established 

(Note: if you require your account to be reset, please email your Recruitment EEO Coordinator – see last page for contact 
information) 

II. VIEWING YOUR Part-Time POOLS
Once you log in, you will see under the OHC screen- My Candidates – any positions that have been released to you for 

application review. 

Note: If you are need to have an applicant pool released to you for viewing or “refreshed” so that you have any new applicants 

released to you – please send a request to your EEO Recruitment Coordinator (If you are not the assigned manager making the 

request, please have your assigned manager submit the request for access). 
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Click on the “magnifying glass” if you have several pools released to you to search for the particular pool that you are 
looking for. When you click on the “magnifying glass” you can then type in a title to search for. 
Click on the title of the position you want to begin reviewing applications on. 

The detail of this particular hiring pool will then come up. 
You will be able to view the transactions that have taken place for the particular hiring pool – clicking on anyone one of the colored 
sections (hired, interviewed, referred) will take you to those particular candidates that are under those categories. Your listing of 
active applicants will also appear on this screen, under “referred”. 

Note: At this stage in the application review – we require you to make due diligence in reviewing applications and scheduling 
interviews in an effort to create an equitable hiring practice for all of our temporary pools, regardless of which pool. There are many 
individuals who are qualified and have taken the time to submit an application. A good “rule of thumb” is for every one (1) hire you 
are wanting to complete; you conduct an interview for a minimum of three (3) selected applicants. 
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You can search out applicant names by clicking on the magnifying glass and then typing the name in the search box. The 

name of the applicant will then appear. This helps to search out the applicant so that you are not having to search through 

a least of names. 

Note: You will want to conduct the search under the appropriate category the applicant has been staged under – meaning if your 

applicant has been moved to the “interview stage” you will not be able to find them under a search if you are looking under the 

“referred stage” (referred stage means – any new applications that have been released and not yet reviewed). 

You can use this step to move the candidate to various stages in the process (reject, interview, hire, send notices, print, 
etc.) 

I I I .  C O M P L E T I N G  T H E  H I R E

For this particular focus, we are going to be moving our candidate that we have decided to hire to the “hiring stage”: 

1. To start this process, select your candidate you want to “hire” by clicking on the white box next to the applicant’s name.

2. Select the “Actions” drop down menu
3. Select “Move to Hire”
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The “Hire Form” will appear. The Offer Date will automatically populate with the “today’s date” – so this action should be   

happening right at the time of offer and acceptance. You can alter the date if needed by clicking on the calendar symbol.  

You will need to enter all the following fields: Offer Date, Date Offer Accepted, and Offer Amount (PT Faculty salary 

placement is determined at District HR), Start Date, and Filled Date (Board Date, if applicable). 

These dates may all be the same date. 

In the comment section – please note the department/division the individual is being hired into. 

Note: The start date can be revised by an HR Rep depending on the actual completion of new hire onboard process. 

Welding 

Once you have entered all of the information – click “Save & Continue to next step. 

$12.00 
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The approval screen will appear. C l i c k  o n  t h e  A D D  A p p r o v a l  G r o u p  a n d  t h e n  use the drop 
down list and select your campus’ Personnel Approval Group. 

A list of approvers for your campus’ Personnel group will appear: 

1. Click on: your EEO Recruitment Coordinator
2. Click “Done”

Page 11



You will see your selected choices in blue. Click “Add Approval Step” – this will confirm your selections 

You will then see that your choices have been processed as part of the Approval Workflow. 

You still have an opportunity to edit or delete your selected approvals at this stage by clicking the edit icon or delete icon. 

If you are ready to confirm your Approval Workflow – click “Save and Continue to next step”. This step serves as the 

APPROVAL by the DEPARTMENT HEAD/HIRING MANAGER that this person has been selected for hire. This also signals 

your Recruitment Coordinator to initiate the new hire ONBOARD process for your new hire. 
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The attachment screen will then appear. There is not anything that you are required to do with this screen, 
so you can then click “Save and Submit”.  

CONGRATULATIONS!!  You have “hired” your selected individual in the system successfully. You can double check 

this by selecting the “hired status” on the colored wheel or clicking on the drop down and selecting the “hired status”. 

You should then be able to find the individual you hired under the “hired status”. 

You are not done yet…once you receive your new hire’s C ID Number, you must submit a new hire e-PAF. Once 

the new hire e-PAF has been approved and then applied in BANNER, District HR will send you the new hire’s 

Employee ID number. Please let your new hires know to complete ALL of their ONBOARD requirements ASAP. 
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Coast Community College District Recruitment Team 

Coastline Community College 

jwarren54@cccd.edu       
(714) 241-6146     or

Anna Morrow 
amorrow@mail.cccd.edu 
714-241-6147

Golden West College 

Bre Ritter 

britter1@gwc.cccd.edu
714-895-8710

Orange Coast College 

Edwina Recalde 

erecalde@occ.cccd.edu 

714-432-5132

District 

Anna Morrow 

amorrow@mail.cccd.edu 

714-438-4714

Claudia Chao 
ychao1@cccd.edu
714-438-4716
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Select Approvers :

Approvers queue is sequential

Can view where the e-PAF is in the queue

Approvers wil l  receive workflow e-mail notifications

Approvers wil l  either "APPROVE" or "RETURN FOR

CORRECTION"

APPROVAL QUEUES

ORGINATE e-PAF
Enter the C # or E#

Enter the Query Date = Job Effective Date

Select the APPROVAL CATEGORY  (type of e-PAF)

Enter the Position ID#

Enter the suffix

Distr ict HR audits/reviews al l  e-PAF transactions

DISTRICT HR AUDIT

Once the e-PAF has been approved by all  APPROVERS ,  the

transaction is applied in BANNER

APPLIES IN BANNER

For all  NEW HIRE e-PAFS

Complete the CREATE EMPLOYEE RECORD  section (PEAEMPL)

includes entering the Home Organization #  and Job Location

*HR wil l  send Hir ing Manager the C ID# for the NEW HIRE e-PAF*

Complete the  FOAP #  section:

The FOAP auto-populates from the Posit ion ID # - review, revise

and confirm FOAP #

Ensure that the Total % = 100%

Complete the Default Earnings  Section

Enter the effective dates

Enter the Default Earnings code

Complete the JOB RECORD WITH EARNINGS section (NBAJOBS):

Enter Job Effective Dates

Select Job Change Reason

Enter the Time Sheet Organization #

Enter the Supervisor ID #  (C# or E#)

Select Time Entry  detai ls

Enter Salary  information

Page 15



Page 16



Electronic Personnel Action Form 

e-PAF:
• What You Need to Know: e-PAF terms, Abbreviations, Key

• Setting up your NTRROUT(Default Approval Queues)

• e-PAF Snap Shot

• Starting your e-PAFs

• e-PAF transaction Status Definitions

• Routing Queues

• Comments

• Common errors
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Electronic Personnel Action Form

e-PAF Terms, Abbreviations and Reference Key

Before you begin, take a few moments to become familiar with terms used.

You will need to know:

• If the person is a new hire or an existing employee

• The person’s E# or if a new hire, their name

• The date you want the change to occur (for new hire’s = start date)

• Employee Classification Codes (see next slide)

• The organization # is the department code. May not always be the FOAP # or 

Time Sheet Org for your department. 

• Supervisor’s ID #

• The position and position ID #, or where to get it

• Salary grade, group and step or where to view the Salary schedule: 

https://www.cccd.edu/employment/Pages/salaryschedules.aspx

• Approval Queues – who needs to approve, cc’d as FYI, & applier. Can set up  

defaults

• e-PAFs and BANNER are case sensitive!

Page 18

https://www.cccd.edu/employment/Pages/salaryschedules.aspx


Electronic Personnel Action Form

e-PAF Terms, Abbreviations and Reference Key

EMPLOYEE CLASSIFICATION CODES

AA Faculty – 175 Days
A2 Faculty 12 month – 221 days
BB Part Time Faculty
Faculty Special Rates
AJ Administration of Justice Instructors Hourly
DG Academic and Classified Management
E0 Classified – 10 month Employees
E1 Classified – 11 month Employees
EE Classified – 12 month Employees
HH Hourly
JJ Confidential
KK Student Hourly
LL Executive Level
PP Medical Professionals
QQ Counselors – 195 Days
Q2 Cosmetology – 210 Days
SS Special Project Professional Expert Personnel
S1 Professional Experts – Sailing Center
S2 Professional Experts – Community & Career Education
VV Board of Trustees

APPROVAL CATEGORIES (types of e-PAFS)

HIRE-Short Term Employee or Classified Sub, 
HOURLY

HIRE – Professional Experts, PROFEX

HIRE- Part Time Faculty, PTFAC

HIRE-Federal Work Study Student, FWSTNT

HIRE-Student Assistant, STUDNT

HIRE-Mgmt, Classified, Confidential, MGTCL –
(HR only) 

HIRE- Full Time Faculty, FTFAC–(HR only) 

JOBCHG Job Change for CURRENT
positions

ADDJOB Add suffix or a secondary 
job (e.g. OT)

ENDJOB Job Assignment Complete
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Electronic Personnel Action Form

e-PAF Terms, Abbreviations and Reference Key

APPROVAL QUEUE LEVELS

HIREMR Hiring Manager
CFLAC FLAC Analyst
CFISCL Campus Fiscal
BUDGET District Budget
CAMPHR HR - Campus
DISTHR HR - District
DRISK Risk Services
DISTEX District Executive
DGRANT Grants - District
DBENEF Benefits

DISTIT IT
PAYROL Payroll
CLEAD Campus Lead
CFLAC FLAC Analyst
SUPER Super-user

APPROVAL ROLES

APPROVE Approver
APPLY Applier
FYI For Information Only
ORIGINATOR Initiates the e-PAF
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Setting up your Default APPROVAL QUEUES in
BANNER 9 - NTRROUT

#1 - Enter NTRROUT in the Welcome field

Setting your Default Approval Queues in NTRROUT will save time 

and effort for each e-PAF that you originate
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#2 - Click on the 3 dots to view all of the 
APPROVAL CATEGORIES (e-PAF types)

Setting up your Default APPROVAL QUEUES in
BANNER 9 - NTRROUT

#3 - Select which e-PAF 

you are setting the 

default APPROVAL 

QUEUES for e.g. HOURLY for Short-

Term and SUB HIRES

Click on OK #4- Click on GO
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Setting up your Default APPROVAL QUEUES in
BANNER 9 - NTRROUT

#5 - Click on the USER ID field and then the 3 dots which will 

pull up the USER IDs

#6 - Select the USER

You can SEARCH by typing in the first letters in the Criteria field 

box)

Click on OK

Notes: 

• APPLY make sure to select BANWORX

• PAYROLL Required Action is FYI and

then select the appropriate Payroll

Technician
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Setting up your Default APPROVAL QUEUES in
BANNER 9 - NTRROUT

# 7 - OPTIONAL: If needed, you can ADD another USER to APPROVE or as a FYI by clicking INSERT

# 8 - Click on the three dots and then select List All Levels (NTRALVL) from the Option 

List

# 9 - Select the USER

You can SEARCH by 

typing in the first 

letters in the Criteria 

field box)

Click on OK
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Setting up your Default APPROVAL QUEUES in
BANNER 9 - NTRROUT

Repeat for the following Approval Categories 

(types of e-PAF):

HOURLY - Hire Short Term Employee/Sub

JOBCHG - Job Change

ADDJOB – Add suffix, OT, second job

STUDNT – Hire Student Assistant

ENDJOB – End Job (ACOMP)
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e-PAF Snap Shot
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e-PAF Snap Shot
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e-PAF Snap Shot
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Originating an e-PAF

in BANNER Self – Service 
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• USER ID - Enter your C# or E#

• Enter your PIN #

• CLICK on LOGIN

This action will take you to e-

PAF Menu to start a new e-PAF

Electronic Personnel Action Form
New e-PAF Job Selection

Click on BANNER SELF-SERVICE
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Electronic Personnel Action Form
Where to find the e-PAF

In the EMPLOYEE tab:

• select from the menu,

Electronic Personnel Action

Forms

• Then select NEW EPAF
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Electronic Personnel Action Form
How to originate an e-PAF

Enter the person’s E# or C# in the ID field.

If you do not know the E# or C#, click on the 

magnifying glass to peform a search.
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Electronic Personnel Action Form
How to originate an e-PAF

After hitting “search” (magnifying glass), 

you can now search by:

• Last name, first name

• C# or E# or SS#

• You can use “%” for any wildcard

searches when you have a partial name

• Then click on GO.
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Electronic Personnel Action Form
e-PAF Transaction Status Definitions

Transaction Status Definition

Waiting Indicates the EPAF transaction has been saved by the originator and has not yet been submitted for approval.

FYI
A person in the approval queue who receives the EPAF action for information purposes only. FYI’ers do NOT hold up the 

approval queue.

Pending The transaction has been submitted, but there are still outstanding approvals.

Return for Correction
Indicates the EPAF transaction has been returned to the originator for correction by an approver. The originator will need to 

update the EPAF transaction as needed and submit again for approval. Therefore, all approvers in the routing queue will 

need to approve the EPAF transaction even if they had previously approved it before it was returned for correction.

Approved The transaction has been approved by an approver(s).

Applied/Completed All approvals in the routing queue are complete and the transaction has been applied in Banner.

Void
Originator can VOID a transaction that has been SAVED and SUBMITTED. Only originators can void an EPAF transaction from 

their Originator Summary in the HISTORY tab.

Acknowledge An FYI approver has reviewed the EPAF and acknowledged receipt.

In the Queue
Indicates that the transaction is on the way to you as the approver but requires action at a different level first. The status will 

change to Pending when the EPAF transaction is ready for your approval

Delete
Originator can DELETE a transaction that has been SAVED but not yet been submitted. Can delete an EPAF transaction from 

their Originator Summary in the HISTORY tab.

Overridden A superuser has overridden one or more approval levels.

Cancelled
Indicates that the EPAF transaction has been canceled after it has already been applied to the database. However, it must 

be manually removed/revised in Banner.
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e-PAF

Routing Queues, Comments, 

SAVE/SUBMIT, Errors and Warnings
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Electronic Personnel Action Form
Routing Queue

• Using the magnifying glass for each APPROVAL LEVEL – select the appropriate

person to approve, FYI, or apply. – you cannot delete any of these mandatory

approval levels.

• But, you can add additional approval levels, as appropriate by clicking on the

arrow “Not Selected”

• Click on SAVE Page 36



Electronic Personnel Action Form
Comment section

In the comment section, describe the position/assignment, otherwise it may 
be returned for correction. Be sure to add:

• Department

• Salary (dollar amount, e.g. $12.00 per hour)

• Justification for the new hire (be specific. For example, include 
position/assignment; who they are reporting to; assignment duration; 
etc.)
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Electronic Personnel Action Form
Saving and Submitting your e-PAF

Once you have completed the e-PAF: 

• The system will indicate if the information was SAVED SUCCESSFULLY.

• If not, an error message will appear and will describe which field

needs correction and will not transmit until corrected

• WARNINGS will allow you to proceed

• If you have no additional changes, click on SUBMIT
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Electronic Personnel Action Form
Saving and Submitting your e-PAF

The system will indicate if your transaction was submitted.

If not, an error message(s) will appear with error description
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Electronic Personnel Action Form
Errors and Warnings

Once you submit the EPAF, if there are any issues within the e-PAF, 

the screen will show one of two message types: 

Warning – Warnings simply deliver information to the user, but will still 

allow the e-PAF to process successfully. 

Error – Error messages will not allow the e-PAF to progress to the 

approval levels. Errors must be corrected. 
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Electronic Personnel Action Form
Errors

Common Errors:

*ERROR* “Approval types not committed”:

 The  EARN CODE section has not been completed; OR

 The  LABOR DISTRIBUTION section has not been completed;

OR

 an action for the added APPROVER/FYI was NOT selected.
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Electronic Personnel Action Form
Errors

Common Errors:

• *ERROR* Begin Date must equal the first Jobs Effective Date - check your

dates!

• *ERROR* Job Effective Date. You have checked your dates and they

match but there is still an error! There is already an existing assignment in

NBAJOBs.

• Position ID # needs to match the appropriate Employee Classification

(e.g. HH, KK, etc.) or you will not be able to view the applicable earn

codes for that Employee Classification

• If you cannot view the e-PAF menu or are experiencing any other e-PAF

difficulties, contact your e-PAF Rapid Response Team at 714-438-4825 or

email employmentservices@cccd.edu
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MOST COMMONLY USED JOB CHANGE REASONS 

JOB CHANGE 

REASON 

DESCRIPTION 

ACOMP Assignment Completed 

ADDA Add Assignment 

CANCL Cancel Assignment 

EXTND Extend Assignment 

F_SUP FOAP and Supervisor Change 

GRV Graveyard Shift Assignment 

H2P Hourly to Permanent Position 

HOC Over Contract Hours Assignment 

MILE Mileage Stipend 

NHIRE New Hire 

OT1 Overtime, Time & a Half 

OT2 Overtime, Double time 

RETIRE Retirement 

REV Job Revision 

REV1 Revise Pay Rate 

REV2 Revise Hours per Day 

REV3 Revise Start Date 

REV4 Revise Earning End Date 

REV5 Revise Labor Distribution 

REV6 Revise Earnings Code 

REV7 Revise % Hours - FACULTY 

REV8 Revise Ticket # 

REV9 Revise Total Compensation 

REHIRE Rehire 

SPCA Special Assignment Rate 

SPEC Special Assignment - FACULT 

SUB Substitute Teaching Assignment 

SUB1 Hourly Substitute Assignment 

SUPER Supervisor Change/Revision 
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EARN CODE REFERENCE SHEET 

*Note: The Earn Code is driven by the Position*

EARN CODE DESCRIPTION 

EXP Professional Exp Lum Sum Pay 

FL3 Floating Shift Differential 3% 

HOC Hours Over Contract @ Job Rate 

HRG Regular Pay - Hourly 

HRS Hrly Rate/Classified Contract 

MAL Meal Allowance 

MIL Mileage Pay 

MRG Regular Pay - Monthly 

OCD Out of Class Special Rate 

OCM Out of Class Assignment 

OT1 Overtime, Time & a Half 

OT2 Overtime, Double time 

PG1 Professional Growth Cert NEW 

PGC Professional Growth Cert OLD 

PGD Professional Growth Degree 

PX1 Professional Expert – SS Schedule. Hourly pay rate, paid 

by time card 

PX2 Professional Expert – SS Schedule. Monthly pay rate, can 

be paid by time card or payments 

PX3 Professional Expert – SS Schedule. Daily pay rate, can be 

paid by time card or payments 

PXH Professional Expert – S1/S2 

PXM Professional Expert - Contract 

SP1 Stipend Pay Nonreportable Ret 

SPT Spilt Position 

ST1 Standby Time Overtime @ 1.5 

ST2 Standby Time Overtime @ 2.0 

STB Standby Time – Straight Time 

SUB Substitute – Classified Hourly 

WT1 Web Time Entry HOURS Worked 

WT2 Web Time Entry UNITS Worked 

WTH Web Time Entry HOURS Worked 

WTU Web Time Entry UNITS Worked 
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PAYROLL TECHNICIANS 

Add as FYI to ALL e-PAFs 

Last name ends with… Payroll Technician 

A-D Brittni Tran 

E-K Lieu Nguyen 

L-Q Sergio Borja

R-Z Cidney Chung 
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(2022-2023) January – June 2023 HR EPAF DEADLINES 

CERTIFICATED ePAFS (Due to HR Approval Queue) 

Classification Earning Pay Period ePAF Deadline Pay 
Cycle 

Issue Date 

Full Time Academic – A1 01/01/23 to 01/31/23 01/09/23 07A 01/31/23 

Full Time Academic – A1 02/01/23 to 02/28/23 02/07/23 08A 02/28/23 

Full Time Academic – A1 03/01/23 to 03/31/23 03/14/23 09A 03/31/23 

Full Time Academic – A1 04/01/23 to 04/30/23 04/11/23 10A 04/28/23 

Full Time Academic – A1 05/01/23 to 05/31/23 05/11/23 11A 05/31/23 

Full Time Academic – A1 06/01/23 to 06/30/23 06/09/23 12A 06/30/23 

Full Time Academic – A1 *Timecard 12/01/22 to 12/31/22 01/09/23 07A 01/31/23 

Full Time Academic – A1 *Timecard 01/01/23 to 01/31/23 02/07/23 08A 02/28/23 

Full Time Academic – A1 *Timecard 02/01/23 to 02/28/23 03/14/23 09A 03/31/23 

Full Time Academic – A1 *Timecard 03/01/23 to 03/31/23 04/11/23 10A 04/28/23 

Full Time Academic – A1 *Timecard 04/01/23 to 04/30/23 05/11/23 11A 05/31/23 

Full Time Academic – A1 *Timecard 05/01/23 to 05/31/23 06/09/23 12A 06/30/23 

Part Time Instructors /Adjunct – A2 12/01/22 to 12/31/22 01/09/23 07A 01/31/23 

Part Time Instructors /Adjunct – A2 01/01/23 to 01/31/23 02/07/23 08A 02/28/23 

Part Time Instructors /Adjunct – A2 02/01/23 to 02/28/23 03/14/23 09A 03/31/23 

Part Time Instructors /Adjunct – A2 03/01/23 to 03/31/23 04/11/23 10A 04/28/23 

Part Time Instructors /Adjunct – A2 04/01/23 to 04/30/23 05/11/23 11A 05/31/23 

Part Time Instructors /Adjunct – A2 05/01/23 to 05/31/23 06/09/23 12A 06/30/23 

Hourly / Professional Expert – A2 12/01/22 to 12/31/22 01/09/23 07A 01/31/23 

Hourly / Professional Expert – A2 01/01/23 to 01/31/23 02/07/23 08A 02/28/23 

Hourly / Professional Expert – A2 02/01/23 to 02/28/23 03/14/23 09A 03/31/23 

Hourly / Professional Expert – A2 03/01/23 to 03/31/23 04/11/23 10A 04/28/23 

Hourly / Professional Expert – A2 04/01/23 to 04/30/23 05/11/23 11A 05/31/23 

Hourly / Professional Expert – A2 05/01/23 to 05/31/23 06/09/23 12A 06/30/23 



(2022-2023) January – June 2023 HR EPAF DEADLINES 

CLASSIFIED ePAFS (Due to HR Approval Queue) 

Classification Earning Pay Period ePAF 
Deadline 

Pay 
Cycle 

Issue Date 

Full Time Classified – B1 01/01/23 to 01/31/23 01/19/23 07B 02/10/23 

Full Time Classified – B1 02/01/23 to 02/28/23 02/14/23 08B 03/10/23 

Full Time Classified – B1 03/01/23 to 03/31/23 03/16/23 09B 04/10/23 

Full Time Classified – B1 04/01/23 to 04/30/23 04/18/23 10B 05/10/23 

Full Time Classified – B1 05/01/23 to 05/31/23 05/16/23 11B 06/09/23 

Full Time Classified – B1 06/01/23 to 06/30/23 06/14/23 12B 07/10/23 

Full Time Classified – B1 *Timecard 12/01/22 to 12/31/22 01/19/23 07B 02/10/23 

Full Time Classified – B1 *Timecard 01/01/23 to 01/31/23 02/14/23 08B 03/10/23 

Full Time Classified – B1 *Timecard 02/01/23 to 02/28/23 03/16/23 09B 04/10/23 

Full Time Classified – B1 *Timecard 03/01/23 to 03/31/23 04/18/23 10B 05/10/23 

Full Time Classified – B1 *Timecard 04/01/23 to 04/30/23 05/16/23 11B 06/09/23 

Full Time Classified – B1 *Timecard 05/01/23 to 05/31/23 06/14/23 12B 07/10/23 

Part Time Classified - B2 12/10/22 to 01/09/23 01/19/23 07B 02/10/23 

Part Time Classified - B2 01/10/23 to 02/09/23 02/14/23 08B 03/10/23 

Part Time Classified - B2 02/10/23 to 03/09/23 03/16/23 09B 04/10/23 

Part Time Classified - B2 03/10/23 to 04/09/23 04/18/23 10B 05/10/23 

Part Time Classified - B2 04/10/23 to 05/09/23 05/16/23 11B 06/09/23 

Part Time Classified - B2 05/10/23 to 06/09/23 06/14/23 12B 07/10/23 

Hourly / Professional Expert – B2 12/10/22 to 01/09/23 01/19/23 07B 02/10/23 

Hourly / Professional Expert – B2 01/10/23 to 02/09/23 02/14/23 08B 03/10/23 

Hourly / Professional Expert – B2 02/10/23 to 03/09/23 03/16/23 09B 04/10/23 

Hourly / Professional Expert – B2 03/10/23 to 04/09/23 04/18/23 10B 05/10/23 

Hourly / Professional Expert – B2 04/10/23 to 05/09/23 05/16/23 11B 06/09/23 

Hourly / Professional Expert – B2 05/10/23 to 06/09/23 06/14/23 12B 07/10/23 
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Electronic Personnel Action Form 

e-PAF

Originator Queues
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Electronic Personnel Action Form
e-PAF Transaction Status Definitions

Transaction Status Definition

Waiting Indicates the EPAF transaction has been saved by the originator and has not yet been submitted for approval.

FYI
A person in the approval queue who receives the EPAF action for information purposes only. FYI’ers do NOT hold up the 

approval queue.

Pending The transaction has been submitted, but there are still outstanding approvals.

Return for Correction
Indicates the EPAF transaction has been returned to the originator for correction by an approver. The originator will need to 

update the EPAF transaction as needed and submit again for approval. Therefore, all approvers in the routing queue will 

need to approve the EPAF transaction even if they had previously approved it before it was returned for correction.

Approved The transaction has been approved by an approver(s).

Applied/Completed All approvals in the routing queue are complete and the transaction has been applied in Banner.

Void
Originator can VOID a transaction that has been SAVED and SUBMITTED. Only originators can void an EPAF transaction from 

their Originator Summary in the HISTORY tab.

Acknowledge An FYI approver has reviewed the EPAF and acknowledged receipt.

In the Queue
Indicates that the transaction is on the way to you as the approver but requires action at a different level first. The status will 

change to Pending when the EPAF transaction is ready for your approval

Delete
Originator can DELETE a transaction that has been SAVED but not yet been submitted. Can delete an EPAF transaction from 

their Originator Summary in the HISTORY tab.

Overridden A superuser has overridden one or more approval levels.

Cancelled
Indicates that the EPAF transaction has been canceled after it has already been applied to the database. However, it must 

be manually removed/revised in Banner.
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Electronic Personnel Action Form
Originator – workflow email notification

As an e-PAF ORIGINATOR, you will 

be notified through workflow with 

an email from 

employmentservices@cccd.edu

**You will also receive an e-mail 

notification if one of the 

APPROVERS sends it back for 

correction**
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Electronic Personnel Action Form
e-PAF Originator Summary

To view all of your e-PAF submissions, including where it is 

in the approval queue, select EPAF Originator Summary
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Electronic Personnel Action Form
Originator Summary - CURRENT

In the CURRENT tab you will see:

Waiting and Return for Correction e-PAFs

• Select Waiting and Return for Correction or ALL

• Click on GO
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Electronic Personnel Action Form
Originator Summary - HISTORY

In the HISTORY tab you will see: 

Completed, Pending and Voided e-PAFs

• Select COMPLETED, PENDING, or ALL

• Click on GO

Page 54



Electronic Personnel Action Form
Originator Summary - HISTORY

To view where the e-PAF transaction is in the Approval Queue:

• Select the transaction

• Scroll down to the ROUTING QUEUE
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Electronic Personnel Action Form
Originator Summary - HISTORY

This is your electronic file cabinet – no need to make copies ever again!

• Select the transaction you wish to view

• You can sort by clicking on the arrows (by name, ID, transaction, type 

of change, submitted date, effective date, transaction status)
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Electronic Personnel Action Form
Originator Summary - SEARCH

Can search in your:

• CURRENT - Waiting or Return for Correction

• HISTORY – Completed or Pending

Click on SEARCH
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Electronic Personnel Action Form
Originator Summary - SEARCH

You can now SEARCH by name, C# or E# or by transaction #
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e-PAF APPROVERS
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Electronic Personnel Action Form
Approval Workflow

As an APPROVER, you will be notified 

through workflow with an email from 

employmentservices@cccd.edu

• Notification when e-PAF is 

originated

• Notification when it is YOUR TURN 

to approve
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Electronic Personnel Action Form
e-PAF Approver Summary

To review the e-PAFs that require your approval , including 

where it is in the approval queue, select EPAF Approver 

Summary
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Electronic Personnel Action Form
FYI Workflow

You will be notified through workflow 

with an email from 

employmentservices@cccd.edu

when you are flagged as a FYI

You can review your FYI e-PAFs in the 

e-PAF Approver Summary tab 
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Electronic Personnel Action Form
Approval Summary - APPROVE

Click on the transaction to view

Scroll down or Jump to Bottom to review e-PAF

Click on APPROVE or…
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Electronic Personnel Action Form
Approval Summary – RETURN FOR CORRECTION

Add COMMENT and SAVE then

Click on RETURN FOR 

CORRECTION
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Electronic Personnel Action Form
Approval Summary - FYI

To Acknowledge FYI –

Click the box under ACTION and SAVE
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Electronic Personnel Action Form
Approval Summary – in the Queue

Transactions that need to be approved BEFORE you can give 

your APPROVAL

Select the transaction
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Electronic Personnel Action Form
Approval Summary – IN THE QUEUE

Scroll down to ROUTING QUEUE to determine where the e-PAF is in 

the queue.

In this example – Shannon must approve before Lisa can approve
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Electronic Personnel Action Form
Approval Summary - HISTORY

• This view includes all of your APPROVALS
• Click on transaction to view
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Electronic Personnel Action Form 

e-PAF

Proxies
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Electronic Personnel Action Form
Proxy

To set a proxy either:

From e-PAF menu- select e-PAF 

PROXY RECORDS

OR while in an e-PAF 

transaction– select PROXY or 

SUPERUSER
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Electronic Personnel Action Form
Proxy

select APPROVAL LEVEL that you 

wish to delegate 
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Electronic Personnel Action Form
Proxy

Select the person who you want to APPROVE on your 

behalf

Click the add box

SAVE
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Electronic Personnel Action Form
Proxy

If you are acting as a PROXY 

select ACT as a PROXY

Select the person that you are 

acting as a PROXY for

Click on GO
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e-PAF

for NEW HIRES

PROFEX New Hire – Professional Expert

FWSTNT New Hire – Federal Work Study

HOURLY New Hire – Hourly 160 Day

STUDNT New Hire – Student

MGTCLSNew Hire – Classified, Classified Management, Confidential, 

Educational Admin, Executives (HR ONLY)
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Electronic Personnel Action Form
e-PAF for NEW HIRES

Once the search 

is completed: 

Select your new 

hire
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Electronic Personnel Action Form
e-PAF for NEW HIRES

Select the new hire’s 
employee classification 
from the APPROVAL 
CATEGORY:

 Federal Work Study 
Student = FWSTNT

 Hourly – 160 Day = 

HOURLY
 Student Assistant = 

STUDNT
 Management, 

Classified, 
Confidential, Educ
Admin = MGTCLS

 Full Time Faculty = 

FTFAC
 Part time Faculty = 

PTFAC
 Professional Experts = 

PROFEX GO
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The query date will always appear as the 

current day’s date in this box. Be certain 

that this is the date that you need the 

change to occur. You will be unable to 

change it later!

Electronic Personnel Action Form
e-PAF for NEW HIRES
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Electronic Personnel Action Form
e-PAF for NEW HIRES

Since this is a NEW HIRE, this person has NO active jobs

To SEARCH, click on the magnifying glass to find the Position and Position ID#
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Electronic Personnel Action Form
e-PAF for NEW HIRES

Once you have selected your search criteria, click 

“GO”. A list of available positions to choose from 
will be displayed. 

• Click on the EMPLOYEE CLASS (e.g. EE, HH)

• COA: Select “C” Coast

• Choose the BUDGET ORGANIZATION

• Click on GO

• Then choose the POSITION/POSITION ID#

*Refer to the POSITION ID# AND TITLE LIST (for TEMP 

employee classifications)*
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Electronic Personnel Action Form
e-PAF for NEW HIRES

Once you have chosen the appropriate position and position ID#:
*Refer to the e-PAF Suffixes, earn codes and end dates for new hires document*

• Enter “00” into the suffix for monthly jobs and “01” for any other 

assignments. Faculty suffixes are dependent upon the semester.

• Ensure that that the correct position is selected

• Click on GO
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Electronic Personnel Action Form
Creating the e-PAF for NEW HIRES

• Enter the HOME 

ORGANIZATION or click 
on the magnifying glass 

to search

• Enter the LOCATION 

CODE or click on the 
magnifying glass to 

search

• Enter the EMPLOYEE 

CLASS CODE (e.g. EE, HH) 
or click on the 

magnifying glass to 

search

• HOME COAS and 

DISTRICT CODE are not 

enterable and cannot be 

changed

Note: all * are REQUIRED fields
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Electronic Personnel Action Form
Creating the e-PAF for NEW HIRES

• 1ST DAY IN JOB: and the 

JOBS EFFECTIVE DATE are the 

same date for a NEW HIRE = 

The date the employee will

begin work

• Enter the CONTRACT TYPE as 

PRIMARY

• Enter the JOB CHANGE 

REASON as NHIRE, New Hire

• Enter the TIME SHEET ORGN # 
or click on the magnifying 

glass to search

• Select the TIME ENTRY TYPE 

and TIME ENTRY METHOD

• Make sure to select YES for 

Time In/Out

• Enter the Supervisor C# or E#
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Electronic Personnel Action Form
Creating the e-PAF for NEW HIRES

To access an view the SALARY 

SCHEDULE, click on the link at 
the TOP of this form:

• Enter the SALARY TABLE (e.g. 
EE, DG, JJ)

• Enter the SALARY GRADE 
(e.g.123)

• Enter the SALARY STEP (no 
“0”)

• All other fields are not 

enterable & cannot be 

changed

*Also refer to the SALARY 

TABLE/GRADE/STEP REFERENCE 

SHEET*
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Electronic Personnel Action Form
Creating the e-PAF for NEW HIRES

FOAP:

• Double check the FOAP # and the % and effective dates

• The TOTAL must = 100%, even when the salary is split among several 
accounts.

• You may add FOAPs if this employee’s salary is paid by multiple 

departments from different accounts.
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Electronic Personnel Action Form
Creating the e-PAF for NEW HIRES

*EARNINGS must be entered or will receive an ERROR message*

• Enter the EFFECTIVE DATE = First Day worked

• Enter the EARN CODE (e.g. HRG for Temp, MRG for Perm, PX1 for

Professional Expert SS schedule, etc.) – see drop down menu to view
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Electronic Personnel Action Form
Creating the e-PAF for NEW HIRES

TEMP employees: 160 Day Hourlies, Students, Federal 

Work Study and Professional Experts MUST have an END 
DATE, enter the end of FISCAL YEAR DATE: e.g. for this 

current FY, enter 07/09/XX
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e-PAF

for NEW HIRES – Part Time Faculty
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Enter the POSITION # and SUFFIX 00

Click on GO

Electronic Personnel Action Form
Completing the e-PAF – PT FAC: NEW HIRE
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Electronic Personnel Action Form
Completing the e-PAF – PT FAC: NEW HIRE

• Current Hire Date = first 

day of the semester

• Enter the HOME 

ORGANIZATION AND 

LOCATION CODE or click 
on the magnifying glass 

to search

The next fields are not 

enterable

08/24/2018
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Electronic Personnel Action Form
Completing the e-PAF – PT FAC: NEW HIRE

• Enter the TIMESHEET ORG #

• Enter the SUPERVISOR C# OR E#

The next fields are not enterable

Employment Services will review/revise 

salary grade and step upon verification  

Faculty are run through FLAC

08/24/2018

08/24/2018
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POSITION ID NUMBERS – effective 9/1/2019 

DIST – Single Position Coding Logic OCC – Single Position Coding Logic   

DIST – Pooled Position Coding Logic OCC – Pooled Position Coding Logic 

DM9999 Management 

DC9999 Classified 

DA9999 Confidential 

DE9999 Executive 

OF9999 Full Time Faculty 

OM9999 Management 

OC9999 Classified 

OA9999 Confidential 

OE9999 Executive 

OCLERL Clerical/Secretarial 

OINSTR Instruction/Research Assistant 

OPROFL Professional 

OSERMA Service/Maintenance 

OSKLCR Skilled Crafts 

OTECPA Technical/Paraprofessional 

OSTURG Student Assistant 

OSTUFW Federal Work Study Student 

OSTUCA CalWorks Student 

OPROEX Professional Expert 

OEN999 Executive Interim 

OEA999 Executive Acting 

OMN999 Management Interim 

OMA999 Management Acting 

OPTFAC Part Time Faculty 

OPTCOU Part Time Counselor 

OPTLIB Part Time Librarian 

OPTFAS Part Time Faculty - Sub 

OPTCOS Part Time Counselor - Sub 

OPTLIS Part Time Librarian - Sub 

DCLERL Clerical/Secretarial 

DINSTR Instruction/Research Assistant 

DPROFL Professional 

DSERMA Service/Maintenance 

DSKLCR Skilled Crafts 

DTECPA Technical/Paraprofessional 

DSTURG Student Assistant 

DSTUFW Federal Work Study Student 

DSTUCA CalWorks Student 

DPROEX Professional Expert 

DEN999 Executive Interim 

DEA999 Executive Acting 

DMN999 Management Interim 

DMA999 Management Acting 

DBOARD Board Member 

DTRUST Student Trustee 
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CCC – Single Position Coding Logic GWC – Single Position Coding Logic 

CF9999 Full Time Faculty 

CM9999 Management 

CC9999 Classified 

CA9999 Confidential 

CE9999 Executive 

CCC – Pooled Position Coding Logic GWC – Pooled Position Coding Logic 

GF9999 Full Time Faculty 

GM9999 Management 

GC9999 Classified 

GA9999 Confidential 

GE9999 Executive 

CCLERL Clerical/Secretarial 

CINSTR Instruction/Research Assistant 

 CPROFL Professional 

CSERMA Service/Maintenance 

CSKLCR Skilled Crafts 

CTECPA Technical/Paraprofessional 

CSTURG Student Assistant 

CSTUFW Federal Work Study Student 

CSTUCA CalWorks Student 

CPROEX Professional Expert 

CEN999 Executive Interim 

CEA999 Executive Acting 

CMN999 Management Interim 

CMA999 Management Acting 

CPTFAC Part Time Faculty 

CPTCOU Part Time Counselor 

CPTLIB Part Time Librarian 

CPTFAS Part Time Faculty - Sub 

CPTCOS Part Time Counselor - Sub 

CPTLIS Part Time Librarian - Sub 

GCLERL Clerical/Secretarial 

GINSTR Instruction/Research Assistant 

GPROFL Professional 

GSERMA Service/Maintenance 

GSKLCR Skilled Crafts 

GTECPA Technical/Paraprofessional 

GSTURG Student Assistant 

GSTUFW Federal Work Study Student 

GSTUCA CalWorks Student 

GPROEX Professional Expert 

GEN999 Executive Interim 

GEA999 Executive Acting 

GMN999 Management Interim 

GMA999 Management Acting 

GPTFAC Part Time Faculty 

GPTCOU Part Time Counselor 

GPTLIB Part Time Librarian 

GPTFAS Part Time Faculty - Sub 

GPTCOS Part Time Counselor - Sub 

GPTLIS Part Time Librarian - Sub 

GPTFCJ Part Time Criminal Justice 
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SUFFIXES, EARN CODES, END DATES for NEW HIRES 

Please note: 

• The Department will originate the e-PAFS for the TEMPORARY NEW HIRES (Part-Time Faculty, Short-Term,

Substitutes, Student Assistants, and Professional Experts).

• The Campus EEO Coordinators will originate the e-PAFS for all the PERMANENT NEW HIRES “contract”

and/or recruited positions (Full-Time Faculty, Executive, Educational Administrators, Classified

Management and Classified).

• Financial Aid will originate the e-PAFS for Federal Work Study (FWS)

SUFFIXES: 

Part-

Time 

Faculty 

160 day 

Hourlies 

Students FWS Prof. 

Experts 

Full Time 

Faculty 

Executive Educ. 

Admin. 

Classified 

Management 

Classified 

00 01 01 01 01 00 00 00 00 00 
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EARN CODES (no earn required for PT Faculty): 

160 day 

Hourlies 

Students FWS *Prof.

Experts*

Full Time 

Faculty 

Executive Educ. 

Admin. 

Classified 

Management 

Classified 

HRG HRG HRG PX1 MRG MRG MRG MRG MRG 

PX2 

PX3 

PXH 

PXM 

*Professional Experts*:

• PX1 = PE Schedule. Hourly pay rate, paid by time card.

• PX2 = PE Schedule. Monthly pay rate, can be paid by time card or payments.

• PX3 = PE Schedule. Daily pay rate, can be paid by time card or payments.

• PXH = S1/S2 Schedule

• PXM = Contract

END DATES (required for TEMPORARY NEW HIRES ONLY – except for PT Faculty): 

Short-Term 

Substitutes 

Student 

Assistants 

FWS Prof. Experts 

As approved 

by DIST HR 

As approved 

by DIST HR 

As approved by 

DIST HR/Financial 

Aid 

As approved by DIST HR 
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SALARY TABLE/GRADE/STEP REFERENCE SHEET 

Employee Class Code Options: 

(Note: Class Code is different than 
the salary schedule table) 

AA – Full-time Faculty 
AT- Full-time Faculty (Tenure Track) 
BB – Part-time Faculty 
CC – Criminal Justice (GWC Only) 
DD- Educational Administrators
EE – Classified Employees
GG – Classified Managers
HH- Short-term, Classified Subs
JJ – Confidential Employees
KK – Students and Work Study
LL – Executives
PE – Professional Experts
QQ – 195 Day Faculty (Counselors)
QT – FT Counselors (Tenure Track)
TE – Temporary Faculty
VV – Board of Trustees

CLASSIFICATION (CLASS 
CODE) TABLE GRADE STEP 

Full-time Faculty 
(AA, AT) 

AA (175 Day) 
A2 (221 Day) 

I 
II 
III 
IV 
V 

1 – 10 
1 – 12 
1 – 13 
1 – 20 
1 - 26 

Full-time 
Counselor 
Cosmetology Faculty 
(QQ, QT) 

QQ 
Q2 

I 
II 
III 
IV 
V 

1 – 10 
1 – 12 
1 – 13 
1 – 20 
1 - 26 

Part-time Faculty 
(BB) BB 

I 
II 
III 
MI   (Misc. Instructional) 
MN (Misc. Non-
Instructional) 

1 – 7 
1 – 7 
1 – 7 
1 
1 

Criminal Justice Academy 
(CC) AJ LAB 

LEC 
1 – 9 
1 – 9 

Educational 
Administrators (DD) DG 1 - 14 1 - 9 

Classified Managers (GG) DG 1 - 14 1 - 9 

Classified (EE) 
EE (12 Month) 
E1 (11 Month) 
E0 (10 Month) 

101 – 126 1 - 9 

Short-term/Hourly (160 
Day) (HH) ST ST 10-26

Confidential (JJ) JJ 1 - 6 1 - 9 

Students and Work Study 
(KK) SA SA 10-12

Executives LL 2 
3 

1 – 7 
1 

Professional Experts 
(PE) 

PE – Special Project 
SC – Sailing Center 
S2 – Community Ed 

PE 
SC 
HRLY 

10 – 33 
10-25
1 - 39
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ARGOS BANNER JOB LOOK UP REPORT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 - Select the 

Human 

Resources folder 

2 – Click on the 

Banner Job 

Lookup report 

3 – Enter the 

Employee ID# 

CID or EID 

Date used to select job data values: 

 Use today's date to get current effective 

data;  

 Use 12/31/2099 to get greatest effective 

data, even if in the future. 

*this will be the most effective when 

looking up ALL Job assignments and 

suffixes* 

To view the FOAP for specific assignments, select an assignment and view 

the FOAP of that assignment in the upper right hand FOAP box 
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Example of Full Time Faculty Report   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example of Classified Employee Report 

Example of Part Time Faculty Report 
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NBRJOB POSN = Position # 

NBRBJOB SUFF = Suffixes 

NBRBJOB STATUS = either Active “A” or Terminated “T” Status 

PRIME = Primary is “Y” Secondary assignments are “N” 

JOB DESC = Salary Table/Salary Grade/Salary Step (TC = Time Card) & suffix 

JOB BEG/JOB END = Job Effective Dates 

EARN CODE = Earn Code 

SHIFT CODE = Shift 

PAYRATE –Pay Rate 

TITLE – Job Title 

 

 

 

 

Example of 160 Day Employee Report 
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8/28/2018 

When to use ADDJOB vs. JOBCHG 
 

For Sub and Special Assignments Refer to FACULTY e-PAFs: Sub, Special & Cancelled Assignments Reference Sheet 
 

 
 

e-PAF Type: 

 

ADDJOB - Add a secondary job/new 

suffix/new Position ID -  

Never previously used 

 

 

JOBCHG - Change of existing position, assignment 

and /or suffix – can reuse already used suffixes, 

even if terminated 

When to Use: Add New Suffix  

 
For the new FISCAL YEAR (= or > 07/01/20XX) 

renewing job assignment for Temporaries: 

 Use the JOBCHG e-PAF 

 Select REHIRE as the Job Change Reason  

 

 
  

Add Shift 

 

Add shift change to existing assignment 

  

Adding Secondary Job FOAP Change 

 
 NEW Sub Assignment  

(PT Faculty) 

% change 

 NEW Special Assignment 

(FT or PT Faculty) 

 Supervisor Change 

 NEW SECONDARY ASSIGNMENT  

(FT Faculty) 

 

Rate Change (for corrections only) 

  

Add OT 

 

Reuse already used suffixes (even if terminated). e.g. 

SUB, Special Assignments, Overload. But do NOT 

reuse suffixes for Faculty in the same semester 
  

Add different FOAP#s for 

Temporaries 

Renew job assignment for Temporaries - Enter EXTEND 

as Job Change Reason to re-start an assignment that 

has ended before the end of the Fiscal year for the 

new Fiscal year < 07/01/20XX 

~this is NOT an exhaustive list of when to use ADDJOB and JOBCHG~ 
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Electronic Personnel Action Form:

e-PAF

JOBCHNG

Change of existing position and suffix –

even if that position has been “terminated”/”completed” 

You can re-use the suffix. 

 FOAP Change
 Percent Change
 Supervisor Change
 “Re-hire” for TEMP employees
 Rate Change (for CORRECTIONS only)
 Sub and Special Assignments (refer to Sub Special

Assignment Reference Sheet)

Note:

For Instructors:

Be sure to check the ARGOS - BANNER LOOK UP 
Report or NBAJOBS to view the current assignment 
date. The Query date and Jobs Effective Date MUST BE 
AFTER this date.

Page 103



View the ARGOS Banner Job Look Up Report before you start the e-PAF

You will need the E ID#

Electronic Personnel Action Form
New e-PAF Job Selection- JOBCHG
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Update job changes to existing 

position:

 Salary Change

 Hourly Change

 FOAP Change

 Percent Change

 Supervisor Change

Electronic Personnel Action Form
New e-PAF Job Selection- JOBCHG

03/14/2018
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Click on ALL JOBS to see all of the employee’s positions

Electronic Personnel Action Form
New e-PAF Job Selection- JOBCHG
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Select the position click on GO

Electronic Personnel Action Form
New e-PAF Job Selection- JOBCHG
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Electronic Personnel Action Form
Completing the e-PAF - JOBCHG

1st Day in Job: 

CANNOT CHANGE

Effective date of the 

transaction

Since this transaction is for a change to an existing job, there will
already be a “current value” level. You will not be able to enter a new value.

• Enter Effective date of the transaction in the JOB EFFECTIVE DATE field

• CONTRACT TYPE -PRIMARY only 

• Search the drop down menu for the JOB CHANGE REASON (this is only the reason code 
description, you still must make the change in the e-PAF)

• If different, enter the new TIME SHEET ORGN # or click on the magnifying glass to search

• If different, enter the new TIME ENTRY TYPE &/or TIME ENTRY METHOD or click on the 
magnifying glass to search
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Electronic Personnel Action Form
New e-PAF Job Selection- JOBCHG

JOB CHANGE REASON:

Click on the down arrow to search the job change reason menu and select the appropriate reason.

Refer to the MOST COMMON JOB CHANGE REASON Reference Sheet

**REMEMBER: Simply entering the job change reason does not automatically make the change. You must 

make the desired change in the Job Record; FOAP; or Earn Code section(s).**

Sample Job 

Change Reasons:

REV - % Change

SUPER – Supervisor 
Change

REV 5– Revise Labor 
Distribution

F_SUP- FOAP and 
Supervisor Change
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Electronic Personnel Action Form
Completing the e-PAF – JOBCHG: RATE CHANGE

You will need to re-enter the Salary info (refer to the 

current values to the left) since these are required fields
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Electronic Personnel Action Form
Completing the e-PAF – JOBCHG: FOAP Change

In the FOAP section:

The Query Date defaults into the NEW EFFECTIVE DATE. If you are changing the FOAP, review to ensure that the 

QUERY DATE = NEW EFFECTIVE DATE
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Electronic Personnel Action Form
New e-PAF Job Selection – JOBCHNG

In the EARNINGS SECTION for an EARN CODE change, enter the:

• NEW EFFECTIVE DATE

• new EARN CODE 

• END DATE (if needed)

Click on SAVE and proceed to ROUTING QUEUE and COMMENTS sections
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Electronic Personnel Action Form
New e-PAF Job Selection – JOBCHNG

If there is NO CHANGE in EARN CODE: The New Effective Date = the Current Effective Date, 

DO NOT CHANGE

Click on SAVE and proceed to ROUTING QUEUE and COMMENTS sections
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Electronic Personnel Action Form
New e-PAF Job Selection – JOBCHNG

For an EARN CODE Change:

If you are changing the EARN CODE, make sure to enter the NEW EFFECTIVE DATE 

Select, as appropriate:

•EARN CODE

•END DATE, if needed
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JOBCHG - Change of existing position, assignment and /or suffix – can reuse 

already used suffixes, even if terminated but do not reuse for Faculty if in the same semester 

8/28/2018 

Remember to click on ALL JOBS as you enter the Query Date and Approval Category (e-PAF type) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Query 

Date 
 

Position/ 

Suffix 

1st Day in 

Job  

Jobs 

Effective 

Date 

Contract 

Type 

Job Change 
Reason 

Salary 
Table, Grade, 

and Step   

FOAP Earn Code 

Enter the 

date of 

when the 

job 

change 

starts 

Select the 

desired 

suffix 

and/or 

Position # 

Since this 

transaction is 

for a change 

to an existing 

job, there will 

already be a 

“current 

value”. 

 

You will not be 

able to enter a 

new value. 

 

Enter the 

effective 

date of 

when the 

job change 

starts = 

same as 

the Query 

Date 

 
For Instructors: 

Be sure to 

check the 

ARGOS - 

BANNER LOOK 

UP Report to 

view the 

current 

assignment 
date. The 

Query date 

and Jobs 

Effective Date 

MUST BE AFTER 

this date. 
 

Select either 

PRIMARY or 

SECONDARY 

Search the drop down 

menu for the JOB 

CHANGE REASON (this is 

only the reason code 

description, you still 

must make the change 

in the e-PAF) 

  

Refer to the MOST 

COMMON JOB 

CHANGE REASONS 

REFERENCE Sheet. 

 

 

If there is NO 

change in 

salary, re-enter 

the CURRENT 

salary table, 

grade and step. 

 

If there is a 

change in 

salary, enter the 

NEW salary 

table, grade 

and step. 

The Query Date 

defaults into the 

NEW EFFECTIVE 

DATE.  

 

If you are changing 

the FOAP, make sure 

the NEW EFFECTIVE 

DATE is entered 

 

 

 

In the EARNINGS SECTION 

for an EARN CODE 

change: 

Enter: 

- NEW Effective Date 

- new EARN CODE  

- End Date (if needed) 

 

Refer to the EARN CODE 

REFERENCE sheet 

Note: 

For Instructors: 

Be sure to check the ARGOS - BANNER LOOK UP Report to view the 

current assignment date. The Query date and Jobs Effective Date 

MUST BE AFTER this date. 
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JOBCHG - Change of existing position, assignment and /or suffix – can reuse 

already used suffixes, even if terminated but do not reuse for Faculty if in the same semester 

8/28/2018 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Enter Effective Date of the assignment/suffix 

Any suffix AFTER the Primary is SECONDARY, e.g. suffix 01, 02, 03, 

etc. 
Select Job Change Reason 

 

If there is NO change in salary, re-enter the CURRENT salary table, 

grade and step. 

 

If there is a change in salary, enter the NEW salary table, grade and 

step. 

1st Day in Job: CANNOT CHANGE 

 

Enter or re-enter the Time 

Sheet Org and Supervisor ID# 

 

For Supervisor Change – 

Enter NEW C or E ID # 
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JOBCHG - Change of existing position, assignment and /or suffix – can reuse 

already used suffixes, even if terminated but do not reuse for Faculty if in the same semester 

8/28/2018 

 

 

 

 

 

 

 

 

 

 

 

 

 

For a FOAP Change: 

 

The Query Date defaults into the NEW EFFECTIVE DATE.  
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JOBCHG - Change of existing position, assignment and /or suffix – can reuse 

already used suffixes, even if terminated but do not reuse for Faculty if in the same semester 

8/28/2018 

If there is NO CHANGE in EARN CODE: 

 

The New Effective Date = the Current Effective Date, do not change 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

For an EARN CODE Change: 

 

If you are changing the EARN CODE, make sure to enter the NEW EFFECTIVE DATE  

 

Select, as appropriate: 

 EARN CODE 

 END DATE, if needed 
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FOAP and Supervisor Changes 

FOAP CHANGE:  

 

1st Day in Job: CANNOT CHANGE 

 Enter Effective Date of the change 

Select Job Change 

Reason as REV 5 

 Review and/or revise 

the Time Sheet Org  

 Re-enter the Supervisor ID C or 

E#. If you are making a FOAP 

and SUPERVISOR change, see 

below. 

 

Re-enter the salary table, grade 

and step. 
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Enter the NEW FOAP # 

 

The Query Date defaults into the NEW EFFECTIVE DATE (this 

should equal the effective date of the FOAP change) 
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SUPERVISOR CHANGE: 

 

Select Job Change 

Reason as SUPER 

 

1st Day in Job: CANNOT CHANGE 

 Enter Effective Date of the change 

Review and/or revise 

the Time Sheet Org  

 
Enter the NEW Supervisor ID C 

or E#.  

If you are making a FOAP and 

SUPERVISOR change, see 

below. 

 
Re-enter the salary table, grade 

and step. 
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FOAP AND SUPERVISOR CHANGE: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Job Change 

Reason as F_SUP 

 

1st Day in Job: CANNOT CHANGE 

 
Enter Effective Date of the change 

Review and/or revise 

the Time Sheet Org  

 Enter the NEW Supervisor ID C 

or E#. If you are making a 

FOAP and SUPERVISOR 

change, see below. 

 

Re-enter the salary table, grade 

and step. 
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Enter the NEW FOAP # 

 

The Query Date defaults into the NEW EFFECTIVE DATE (this 

should equal the effective date of the FOAP change) 
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If there is NO CHANGE in EARN CODE: 

The New Effective Date = the Current Effective Date, do not change 

 

REMINDER about the EARN CODE: 

 

 

 

 

 

 

 

 

 

 

For an EARN CODE Change: 

If you are changing the EARN CODE, make sure to enter the NEW EFFECTIVE DATE  

Select, as appropriate: 

 EARN CODE 

 END DATE, if needed 
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REAUTHORIZATION e-PAFs 

REAUTH e-PAFs are only used as needed and as approved by DIST HR 

 You will need to refer to the e-PAF Details from DIST HR, for example: 

Position ID Salary 

Table 

Salary 

Grade 

Step Rate Start Date End Date Employee 

Name 

C# 

DCLERL ST ST 12 $15.00 2/18/2020 7/9/2020 Raphone, 

Mike 

C0123456 

#3 – Click on GO 

#4 – Enter the Position ID Code (see the e-PAF details provided by DIST HR ) 

#5 – Enter the suffix 

#2 – APPROVAL CATEGORY = REAUTH 

REAUTHORIZATION OF TEMPORARY EMPLOYEE, REAUTH 

#1 – Query Date = Assignment Start Date 

DCLERL 
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#6- 1st day in job and Jobs 

Effective dates = Assignment 

Start Date and Contract type 

= SECONDARY 

#7 - Job Change Reason = REAUT 

8XXXXX 

1920 

ST 

ST 

12 

#9 – Refer to your e- 

PAF details  

Enter: 

- Group = 1920

- Salary Table = ST

- Salary Grade = ST

- Step

#8 – Enter Current Time Sheet Org # 

SECONDARY 

 8XXXXX 

#10 Enter the current FOAP# on COA-D 

D 

 02/18/2020 

02/18/2020 
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#12 HRG as the Earnings Code 

02/18/2020 07/09/2020 

#13 Enter the End Date 

#11 Enter the Effective Date 

= Assignment Start Date 

Financial Aid Office 

Reauthorized assignment for 02/18/2019 through 07/09/2020 

#14 Enter Comments to include: Department and Reauthorized 

assignment for <start date> through <end date> 

Page 127



Page 128



Electronic Personnel Action Form 

e-PAF:

ADDJOB
Add a secondary job/ a new suffix - Add new job. 

e.g. 

 secondary jobs (suffixes for budget or for different 

shifts)

 NEW Sub and Special Assignments (refer to Sub 

Special Assignment Reference Sheet)

 OT
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View the ARGOS Banner Job Look Up Report before you start the e-PAF

You will need the E ID#

Electronic Personnel Action Form
New e-PAF Job Selection – ADDJOB
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Electronic Personnel Action Form
New e-PAF Job Selection – ADDJOB

ADDJOB = to ADD a Job , e.g OT or secondary job

click on the ALL JOBS
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Electronic Personnel Action Form
New e-PAF Job Selection – ADDJOB

Enter POSITION #

Enter next SUFFIX, e.g. 02, 03, etc. (since you are adding a job)

Click on GO
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Electronic Personnel Action Form
New e-PAF Job Selection – ADDJOB

• 1st day in Job – enter the DATE the additional job starts

• Since this is ADDJOB, the Contract Type is Secondary 

• Select the appropriate Job Change Reason

• Select the TIME ENTRY TYPE and TIME ENTRY METHOD

• Make sure to select YES for Time In/Out
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Electronic Personnel Action Form
New e-PAF Job Selection – ADDJOB

Enter SALARY TABLE, GRADE, and STEP OR enter 

current salary info
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Electronic Personnel Action Form
New e-PAF Job Selection – ADDJOB

Review the FOAP and revise as needed – make sure the TOTAL = 100%
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Electronic Personnel Action Form
New e-PAF Job Selection – ADDJOB

• Enter the EFFECTIVE DATE 

• Enter the EARN CODE

• Enter the END DATE 

Then proceed to ROUTING QUEUE and COMMENTS sections
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ADDJOB - Add a secondary job/new suffix/position 

8/28/2018 

View Banner Job Lookup to view Employees current and terminated Assignments (e.g. suffixes, 

salary table, grade and step, earn code, etc.) 

There will be NO current values listed because you are adding a “NEW JOB”  
 
 
 

 
 
 
 
 

 

 

 

 

 

 

Query 

Date 
 

Position/ Suffix 1st Day in 

Job and 

Jobs 

Effective 

Date 

Contract 

Type 

Salary 
Table, Grade, 

and Step   

FOAP Earn Code Comments 

Enter the 

date of 

when the 

additional 

job starts 

Enter new suffix 

and/or Position # 

Enter the 

date of 

when the 

additional 

job starts = 

same as 

the Query 

Date 

Select 

SECONDARY 

If there is NO 

change in salary, 

re-enter the 

CURRENT salary 

table, grade and 

step. 

 

If there is a change 

in salary, enter the 

NEW salary table, 

grade and step. 

Review and revise 

the FOAP#s. 

 

Make sure the 

TOTAL = 100% 

Enter: 

 Effective Date 

(same date as 

the Query Date 

and 1st Day in 

Job  

 Select the EARN 

CODE 

 END DATE, if any 

 

Enter 

justification, 

repeat 

Effective 

Dates, salary 

info (if there is 

a salary 

change) 
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ADDJOB - Add a secondary job/new suffix/position 

8/28/2018 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

Enter Effective Date of the new assignment/suffix 

Any suffix AFTER the Primary is SECONDARY, e.g. suffix 01, 02, 03, 

etc. 
Select Job Change Reason 

 

If there is NO change in salary, re-enter the CURRENT salary table, 

grade and step. 

 

If there is a change in salary, enter the NEW salary table, grade and 

step. Need 

Review and revise the 

FOAP#s. 

 

Make sure the TOTAL = 

100% 
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ADDJOB - Add a secondary job/new suffix/position 

8/28/2018 
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ADDJOB – Classified STIPENDS 

8/28/2018 

Remember to check the suffixes: 

When you are entering a 

special stipend rate, to 

“force” the rate, enter “0” in 

the STEP. 

Enter the rate in REGULAR 

RATE and re-enter in ASSIGN 

SALARY 

Job Change Reason – Select 

the appropriate job change 

reason or ADDA 
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ADDJOB – Classified STIPENDS 

8/28/2018 

In Comments section, describe the stipend amount, what it is for, and the duration 

(if specifically defined) of the stipend 

 

 

EARN CODE: 

 enter the EFFECTIVE DATE 

 select the EARN CODE 

 Enter the SPECIAL RATE  

 Enter END DATE, if any 

 

Add Payroll as an FYI 

 

$130 monthly mileage stipend from 

04/06/2018  
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Electronic Personnel Action Form 

e-PAF

ENDJOB

For ending assignments
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Electronic Personnel Action Form
New e-PAF Job Selection - ENDJOB

For ending assignments
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Electronic Personnel Action Form
New e-PAF Job Selection - ENDJOB

• Make sure that you select the assignment that you 

want to end

• Click on GO
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Electronic Personnel Action Form
New e-PAF Job Selection - ENDJOB

• Select JOB CHANGE REASON – DEFAULTS TO ACOMP, BUT 

CAN BE CHANGED (USE VSEP IF TERMINATING FROM DISTRICT)

• Enter the NEW EFFECTIVE DATE

• Enter the END DATE (This matches the effective date)

Then proceed to ROUTING QUEUE and COMMENTS sections
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Electronic Personnel Action Form
New e-PAF Job Selection - ENDJOB

If this employee needs to be TERMINATED FROM 

EMPLOYMENT - enter this in the comment section and be 

sure to include the LAST DATE WORKED
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ENDJOB - for ending assignments 

     

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         

 

 
 

Jobs Effective Date 

 

 
Job 

Change Reason 

 

Job Status  

 

 

Earn Code End Date 

 

 

Comments 

Enter the JOBS EFFECTIVE DATE = 

end date of the Assignment (if 

terminating the employee from 

employment, this = the LAST DAY 

WORKED) 

ACOMP= end of 

assignment 

 

VSEP= If employee is 

terminating 

employment from 

district 

 

 

Will default to  

T for Terminated 

(cannot change) 

Enter the END DATE of the 

Assignment (if terminating the 

employee from employment, this 

= the LAST DAY WORKED) 

ACOMP: In comment section:  

Enter End Assignment  

 

VSEP: IF this employee needs to be 

terminated from the district, enter 

this in the comment section and 

be sure to include the LAST DATE 

WORKED 

 

Enter Effective Date, if terminating from employment = LAST DATE WORKED 

Defaults to ACOMP, but can select other reasons. 

Job Status – Defaults to T for Terminated 

 

Enter END DATE = the effective date 

 

If terminating from employment = 

LAST DATE WORKED. 

NO NEED to change the NEW EFFECTIVE date. It defaults from the 

CURRENT EFFCTIVE DATE and does NOT need to be changed. 

[Grab your reader’s attention with a great 
quote from the document or use this space 
to emphasize a key point. To place this text 
box anywhere on the page, just drag it.] 
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ENDJOB - for ending assignments 

 

In Comments section – 

 Enter End Assignment

 IF this employee needs to be terminated from employment - enter

this in the comment section and be sure to include the LAST DATE

WORKED
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What you need to know: e-PAFs 

Before you begin, take a few moments to become familiar with terms used. 

  You will need to know: 

 If the person is a new hire or an existing employee

 The person’s E#, or if a new hire, their name

 The date you want the change to occur (new hire’s = start date)

 Employee Classification Codes

 The organization # is the department code. May not always be the FOAP# or Time Sheet

organization for your department.

 Supervisor’s ID#

 The position title and position ID#, or where to get it

 Salary grade, group and step or where to view the salary schedule:

https://www.cccd.edu/employment/Pages/salaryschedules.aspx 

 Approval Queues – who needs to approve, cc’d as FYI & applier (select BANWORX for APPLY).

Can set up defaults

 e-PAFs and BANNER are case sensitive
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APPROVAL CATEGORIES (types of e-PAFS) 
 

 FTFAC New Hire – Full Time Faculty: Instructors, Counselors and Librarians  
 

 MGTCLS New Hire – Classified, Classified Management, Confidential, Educational Admin,                                                                                               

                     Executive  

                            

PROFEX New Hire – Professional Expert 

FWSTNT New Hire – Federal Work Study 

HOURLY New Hire – Hourly 160 Day 

STUDNT New Hire – Student  

PTFAC New Hire – Full Time Faculty: Instructors, Counselors and Librarians 
 
CJHIRE New Hire – Criminal Justice (GWC) 

 
*JOBCHG Change of existing position and suffix - even if that position has been 

“terminated”/”completed” - You can re-use the suffix. 
 
*ADDJOB Add a secondary job/ a new suffix - Add new job. 

 

ENDJOB for ending assignments, job assignment is complete “ACOMP” 

 

*see “When to use ADDJOB vs. JOBCHG Reference Sheet” for list of examples* 

 

**ALL New Hire e-PAFs: Never had a job assignment at Coast Community College District**
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EMPLOYEE CLASSIFICATION CODES 

AA Faculty – 175 Days 

A2  Faculty 12 month – 221 days 

BB  Part Time Faculty Special Rates 

AJ  Administration of Justice Instructors Hourly 

DG Academic and Classified Management 

E0  Classified – 10 month Employees 

E1  Classified – 11 month Employees 

EE  Classified – 12 month Employees 

HH Hourly 

JJ  Confidential 

KK Student Hourly 

LL  Executive Level 

PP Medical Professionals  

QQ Counselors – 195 Days 

Q2 Cosmetology – 210 Days 

SS  Special Project Professional Expert Personnel 

S1 Professional Experts – Sailing Center 

S2 Professional Experts – Community & Career Education 

VV Board of Trustees 
 
 
 

APPROVAL QUEUE LEVELS 

HIREMR Hiring Manager 

CFLAC FLAC Analyst 

CFISCL Campus Fiscal 

BUDGET District Budget 

CAMPHR HR - Campus 

DISTHR HR - District 

DRISK Risk Services 

DISTEX District Executive 

DGRANT Grants - District 

DBENEF Benefits 

DISTIT IT 

PAYROL Payroll 

SUPER Super-user 

 

APPROVAL ROLES 

APPROVE  Approver 

APPLY    Applier 

FYI    For Information Only 
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e-PAF Transaction Status Definitions 

 

Transaction Status Definition 

Waiting Indicates the EPAF transaction has been saved by the originator and has not yet been submitted for approval.  
FYI A person in the approval queue who receives the EPAF action for information purposes only. FYI’ers do NOT hold up the 

approval queue. 
Pending The transaction has been submitted, but there are still outstanding approvals. 

Return for Correction 
Indicates the EPAF transaction has been returned to the originator for correction by an approver.  The originator will need to 

update the EPAF transaction as needed and submit again for approval.  Therefore, all approvers in the routing queue will 

need to approve the EPAF transaction even if they had previously approved it before it was returned for correction. 
Approved The transaction has been approved by an approver(s). 
Applied/Completed All approvals in the routing queue are complete and the transaction has been applied in Banner. 
Void Originator can VOID a transaction that has been SAVED and SUBMITTED. Only originators can void an EPAF transaction from 

their Originator Summary in the HISTORY tab. 
Acknowledge An FYI approver has reviewed the EPAF and acknowledged receipt. 
In the Queue Indicates that the transaction is on the way to you as the approver but requires action at a different level first. The status will 

change to Pending when the EPAF transaction is ready for your approval 
Delete Originator can DELETE a transaction that has been SAVED but not yet been submitted. Can delete an EPAF transaction from 

their Originator Summary in the HISTORY tab. 
Overridden  A superuser has overridden one or more approval levels. 
Cancelled Indicates that the EPAF transaction has been canceled after it has already been applied to the database. However, it must 

be manually removed/revised in Banner. 
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e-PAF SNAPSHOT 

To set up your e-PAF, you will need to know and enter: 

 C# or E#

 Query Date

 Position #

 Suffix

Query date = the date that the 

transaction will begin. You will use this 

same date throughout the rest of the 

e-PAF 

This is where you select the APPROVAL 

CATEGORY = type of e-PAF  

08/24/2018 

Verify the Suffix by using the ARGOS Banner Job Look Up Report 

The Position # drives the FOAP 

and EARN CODE options 
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The query date will default into CURRENT HIRE 

DATE

08/24/2018 Confirm that this date = QUERY DATE 
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This date defaults in from the QUERY DATE 

This effective date needs to be 

the same as the QUERY DATE  

You can add additional APPROVERS/FYI here as needed 

COMMENTS= JUSTIFICATION/REASON 

FOR TRANSACTION must be entered or it 

will be returned for correction 

08/24/2018 

08/24/2018 
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MOST COMMONLY USED JOB CHANGE REASONS 

JOB CHANGE 

REASON 

DESCRIPTION 

ACOMP Assignment Completed 

ADDA Add Assignment 

CANCL Cancel Assignment 

EXTND Extend Assignment 

F_SUP FOAP and Supervisor Change 

GRV Graveyard Shift Assignment 

H2P Hourly to Permanent Position 

HOC Over Contract Hours Assignment 

MILE Mileage Stipend 

NHIRE New Hire 

OT1 Overtime, Time & a Half 

OT2 Overtime, Double time 

RETIRE Retirement 

REV Job Revision 

REV1 Revise Pay Rate 

REV2 Revise Hours per Day 

REV3 Revise Start Date 

REV4 Revise Earning End Date 

REV5 Revise Labor Distribution 

REV6 Revise Earnings Code 

REV7 Revise % Hours - FACULTY 

REV8 Revise Ticket # 

REV9 Revise Total Compensation 

REHIRE Rehire 

SPCA Special Assignment Rate 

SPEC Special Assignment - FACULT 

SUB Substitute Teaching Assignment 

SUB1 Hourly Substitute Assignment 

SUPER Supervisor Change/Revision 
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EARN CODE REFERENCE SHEET 

*Note: The Earn Code is driven by the Position*

EARN CODE DESCRIPTION 

EXP Professional Exp Lum Sum Pay 

FL3 Floating Shift Differential 3% 

HOC Hours Over Contract @ Job Rate 

HRG Regular Pay - Hourly 

HRS Hrly Rate/Classified Contract 

MAL Meal Allowance 

MIL Mileage Pay 

MRG Regular Pay - Monthly 

OCD Out of Class Special Rate 

OCM Out of Class Assignment 

OT1 Overtime, Time & a Half 

OT2 Overtime, Double time 

PG1 Professional Growth Cert NEW 

PGC Professional Growth Cert OLD 

PGD Professional Growth Degree 

PX1 Professional Expert – SS Schedule. Hourly pay rate, paid 

by time card 

PX2 Professional Expert – SS Schedule. Monthly pay rate, can 

be paid by time card or payments 

PX3 Professional Expert – SS Schedule. Daily pay rate, can be 

paid by time card or payments 

PXH Professional Expert – S1/S2 

PXM Professional Expert - Contract 

SP1 Stipend Pay Nonreportable Ret 

SPT Spilt Position 

ST1 Standby Time Overtime @ 1.5 

ST2 Standby Time Overtime @ 2.0 

STB Standby Time – Straight Time 

SUB Substitute – Classified Hourly 

WT1 Web Time Entry HOURS Worked 

WT2 Web Time Entry UNITS Worked 

WTH Web Time Entry HOURS Worked 

WTU Web Time Entry UNITS Worked 
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PAYROLL TECHNICIANS 

Add as FYI to ALL e-PAFs 

Last name ends with… Payroll Technician 

A-D Brittni Tran 

E-K Lieu Nguyen 

L-Q Sergio Borja

R-Z Cidney Chung 
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(2022-2023) January – June 2023 HR EPAF DEADLINES 

CERTIFICATED ePAFS (Due to HR Approval Queue) 

Classification Earning Pay Period ePAF Deadline Pay 
Cycle 

Issue Date 

Full Time Academic – A1 01/01/23 to 01/31/23 01/09/23 07A 01/31/23 

Full Time Academic – A1 02/01/23 to 02/28/23 02/07/23 08A 02/28/23 

Full Time Academic – A1 03/01/23 to 03/31/23 03/14/23 09A 03/31/23 

Full Time Academic – A1 04/01/23 to 04/30/23 04/11/23 10A 04/28/23 

Full Time Academic – A1 05/01/23 to 05/31/23 05/11/23 11A 05/31/23 

Full Time Academic – A1 06/01/23 to 06/30/23 06/09/23 12A 06/30/23 

Full Time Academic – A1 *Timecard 12/01/22 to 12/31/22 01/09/23 07A 01/31/23 

Full Time Academic – A1 *Timecard 01/01/23 to 01/31/23 02/07/23 08A 02/28/23 

Full Time Academic – A1 *Timecard 02/01/23 to 02/28/23 03/14/23 09A 03/31/23 

Full Time Academic – A1 *Timecard 03/01/23 to 03/31/23 04/11/23 10A 04/28/23 

Full Time Academic – A1 *Timecard 04/01/23 to 04/30/23 05/11/23 11A 05/31/23 

Full Time Academic – A1 *Timecard 05/01/23 to 05/31/23 06/09/23 12A 06/30/23 

Part Time Instructors /Adjunct – A2 12/01/22 to 12/31/22 01/09/23 07A 01/31/23 

Part Time Instructors /Adjunct – A2 01/01/23 to 01/31/23 02/07/23 08A 02/28/23 

Part Time Instructors /Adjunct – A2 02/01/23 to 02/28/23 03/14/23 09A 03/31/23 

Part Time Instructors /Adjunct – A2 03/01/23 to 03/31/23 04/11/23 10A 04/28/23 

Part Time Instructors /Adjunct – A2 04/01/23 to 04/30/23 05/11/23 11A 05/31/23 

Part Time Instructors /Adjunct – A2 05/01/23 to 05/31/23 06/09/23 12A 06/30/23 

Hourly / Professional Expert – A2 12/01/22 to 12/31/22 01/09/23 07A 01/31/23 

Hourly / Professional Expert – A2 01/01/23 to 01/31/23 02/07/23 08A 02/28/23 

Hourly / Professional Expert – A2 02/01/23 to 02/28/23 03/14/23 09A 03/31/23 

Hourly / Professional Expert – A2 03/01/23 to 03/31/23 04/11/23 10A 04/28/23 

Hourly / Professional Expert – A2 04/01/23 to 04/30/23 05/11/23 11A 05/31/23 

Hourly / Professional Expert – A2 05/01/23 to 05/31/23 06/09/23 12A 06/30/23 



(2022-2023) January – June 2023 HR EPAF DEADLINES 
 

CLASSIFIED ePAFS (Due to HR Approval Queue) 
 

 
Classification Earning Pay Period ePAF 

Deadline 
Pay 

Cycle 
Issue Date 

Full Time Classified – B1 01/01/23 to 01/31/23 01/19/23 07B 02/10/23 

Full Time Classified – B1 02/01/23 to 02/28/23 02/14/23 08B 03/10/23 

Full Time Classified – B1 03/01/23 to 03/31/23 03/16/23 09B 04/10/23 

Full Time Classified – B1 04/01/23 to 04/30/23 04/18/23 10B 05/10/23 

Full Time Classified – B1 05/01/23 to 05/31/23 05/16/23 11B 06/09/23 

Full Time Classified – B1 06/01/23 to 06/30/23 06/14/23 12B 07/10/23 

     

Full Time Classified – B1 *Timecard 12/01/22 to 12/31/22 01/19/23 07B 02/10/23 

Full Time Classified – B1 *Timecard 01/01/23 to 01/31/23 02/14/23 08B 03/10/23 

Full Time Classified – B1 *Timecard 02/01/23 to 02/28/23 03/16/23 09B 04/10/23 

Full Time Classified – B1 *Timecard 03/01/23 to 03/31/23 04/18/23 10B 05/10/23 

Full Time Classified – B1 *Timecard 04/01/23 to 04/30/23 05/16/23 11B 06/09/23 

Full Time Classified – B1 *Timecard 05/01/23 to 05/31/23 06/14/23 12B 07/10/23 

     

Part Time Classified - B2 12/10/22 to 01/09/23 01/19/23 07B 02/10/23 

Part Time Classified - B2 01/10/23 to 02/09/23 02/14/23 08B 03/10/23 

Part Time Classified - B2 02/10/23 to 03/09/23 03/16/23 09B 04/10/23 

Part Time Classified - B2 03/10/23 to 04/09/23 04/18/23 10B 05/10/23 

Part Time Classified - B2 04/10/23 to 05/09/23 05/16/23 11B 06/09/23 

Part Time Classified - B2 05/10/23 to 06/09/23 06/14/23 12B 07/10/23 

     

Hourly / Professional Expert – B2 12/10/22 to 01/09/23 01/19/23 07B 02/10/23 

Hourly / Professional Expert – B2 01/10/23 to 02/09/23 02/14/23 08B 03/10/23 

Hourly / Professional Expert – B2 02/10/23 to 03/09/23 03/16/23 09B 04/10/23 

Hourly / Professional Expert – B2 03/10/23 to 04/09/23 04/18/23 10B 05/10/23 

Hourly / Professional Expert – B2 04/10/23 to 05/09/23 05/16/23 11B 06/09/23 

Hourly / Professional Expert – B2 05/10/23 to 06/09/23 06/14/23 12B 07/10/23 

 



SALARY TABLE/GRADE/STEP REFERENCE SHEET 

Employee Class Code Options: 

(Note: Class Code is different than 
the salary schedule table) 

AA – Full-time Faculty 
AT- Full-time Faculty (Tenure Track) 
BB – Part-time Faculty 
CC – Criminal Justice (GWC Only) 
DD- Educational Administrators
EE – Classified Employees
GG – Classified Managers
HH- Short-term, Classified Subs
JJ – Confidential Employees
KK – Students and Work Study
LL – Executives
PE – Professional Experts
QQ – 195 Day Faculty (Counselors)
QT – FT Counselors (Tenure Track)
TE – Temporary Faculty
VV – Board of Trustees

CLASSIFICATION (CLASS 
CODE) TABLE GRADE STEP 

Full-time Faculty 
(AA, AT) 

AA (175 Day) 
A2 (221 Day) 

I 
II 
III 
IV 
V 

1 – 10 
1 – 12 
1 – 13 
1 – 20 
1 - 26 

Full-time 
Counselor 
Cosmetology Faculty 
(QQ, QT) 

QQ 
Q2 

I 
II 
III 
IV 
V 

1 – 10 
1 – 12 
1 – 13 
1 – 20 
1 - 26 

Part-time Faculty 
(BB) BB 

I 
II 
III 
MI   (Misc. Instructional) 
MN (Misc. Non-
Instructional) 

1 – 7 
1 – 7 
1 – 7 
1 
1 

Criminal Justice Academy 
(CC) AJ LAB 

LEC 
1 – 9 
1 – 9 

Educational 
Administrators (DD) DG 1 - 14 1 - 9 

Classified Managers (GG) DG 1 - 14 1 - 9 

Classified (EE) 
EE (12 Month) 
E1 (11 Month) 
E0 (10 Month) 

101 – 126 1 - 9 

Short-term/Hourly (160 
Day) (HH) ST ST 10-26

Confidential (JJ) JJ 1 - 6 1 - 9 

Students and Work Study 
(KK) SA SA 10-12

Executives LL 2 
3 

1 – 7 
1 

Professional Experts 
(PE) 

PE – Special Project 
SC – Sailing Center 
S2 – Community Ed 

PE 
SC 
HRLY 

10 – 33 
10-25
1 - 39
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Mike Raphone C01234567
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TERMINATE  EMPLOYMENT 
FROM THE DISTRICT

Mike Raphone C01234567

Mary Poppins MPOPPINS

XXXXXXXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXX
XXXXXXXXXXXXXX
XXXXXXXXXXXX
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BANNERXXXXXXXX

BANNERX
BANNERX

BANNERXXXXXXXXXXX
BANNERXXXXX
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New Hire for the Answer Center to support the busy student traffic during the academic year. Answer phones, direct students to appropriate 
resources. $14.77/hour. Workdays – Mon -Fri
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Going on LOA
*need to originate a new

JOBCHG e-PAF upon return
from LOA*

Use JOBCHG e-PAF to 00 suffix

Query date and the JOBS EFFECTIVE DATE = 04/11/2018
use the date that the LOA starts 

Job Change Reason = LVUP 

Enter CURRENT SALARY PLACEMENT
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enter end date for the MRG which is the day BEFORE the 
LOA starts. In this example LOA starts on 04/11/18 so the end 
date of the MRG = 04/10/18

04/10/2018

Enter commentsLOA without pay effective on 04/11/2018. End date to be updated at a 
later date.
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JOBCHG -  Return from LOA

Use JOBCHG e-PAF to 00 suffix

Query date and the JOBS EFFECTIVE DATE = use the 
date that the employees returns from LOA 

Job Change Reason = LVRT 
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Enter effective date as the date the employee 
returns from LOA

Enter MRG for the Earn Code 

Enter comments
Employee return from leave on 05/09/2018. Used vacation on 04/25/2018 through 5/01/2018
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SAMPLE COMMENTS by Approval Type (type of e-PAF) 

***Every e-PAF must have explanatory comments, otherwise your e-PAF will be returned for correction*** 

NEW HIRE – 160 day Hourly and Students 

NEW HIRE – Part Time Faculty 

NEW HIRE – Permanent Employees: 

Completed the Recruitment Coordinator (Full Time Faculty, Classified, Classified 

Management, Educational Administrator, Executive) 

ADD JOB or JOB CHANGE – FACULTY 

ADD JOB = Add a secondary job/ a new suffix - Add new job 

JOB CHANGE = Change of existing position and suffix 

 Division/Department

 Salary (dollar amount, e.g. $12.00 per hour)

 Description of duties

 Work days (e.g. Monday – Friday)

 Justification for the new hire (be specific. For example, include

position/assignment; who they are reporting to; assignment duration; etc.)

 Vacancy ID #

 Start Date

 Board Approval Date

 Indicate if the new hire a 10 or a 12 month employee

 Division

 Date of first day of the semester/term

 Discipline

Describe the reason for transaction and provide details. Enter rate, effective date and 

end date (if any). 

For example: 

 Sub Assignment:” Sub for Fall 2018 semester 8/24/18 – 12/14/18, per timecard @

Overload rate of $82.00”

 Special Assignment: “Attended college Flex Day on 8/24/18 @ $35.00 per hour”
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ADD JOB or JOB CHANGE – CLASSFIED or TEMPORARY employee 

JOB CHANGE: REHIRE – for temporary employees continuing into new Fiscal Year 

*note that ALL assignments for temporary employees will be ACOMP July 9th of every year so if

they will continue working in the new FY, you must complete a JOB CHANGE: REHIRE e-PAF*

END JOB: To end an assignment (primary and/or secondary jobs) and/or terminate the 

employee from the District 

*note that ALL assignments for temporary employees will be ACOMP July 9th of every year*

Describe the reason for transaction and provide specifics and details with hours, 

amount of $$ (e.g. stipends), dates, # of payments, etc. Enter effective date and end 

date (if any). Add description of duties, if it’s a new assignment. 

For example: 

 Stipend: “as per the contract, total stipend amount of $XX to be paid in 2

payments”

 Overtime: “Overtime effective 07/01/18 to 12/31/18 for extended hours at the

Career Center”

 Change in Supervisor: “as of 07/01/18, supervisor = Mike Raphone”

 Change in FOAP: “Change to FOAP #11001 26210 2131 643000 on 9/30/18”

 Split FOAP: “07/01/18 to  9/30/2018, 50% #110001 26210 2131 643000 and 50%

#124137 849303 2131 632000 ”

 FY1819

 Department/Division

 Work Days: (for example, “Monday – Friday”)

 Rate of Pay

 Description of duties for example, “to answer phones in the afternoon at the

Answer Center, etc.”

 Justification

Assignment has ended – “ACOMP” 

For example: 

 “Ended OT assignment on 03/31/18”

 “Assignment has ended but continuing employment”

Example #1 – Assignment Completed = ACOMP 
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PROFESSIONAL EXPERT e-PAFS: 

Enter last day worked and make a note to alert the HR specialist to terminate 

employment from the District – “VSEP”. For example: 

“Assignment has ended.  

HR – Please terminate this employee from employment from the District 

Last day worked = 07/15/18” 

Example #2 – Terminating the Employee from the District = VSEP 

The Professional Expert Agreement must be complete and signed before starting work 

 Professional Expert Agreement signature date

 Start Date

 Division/Department

 Salary (dollar amount, e.g. $12.00 per hour)

 Description of duties

 Work days (e.g. Monday – Friday)

 Justification for the new hire (be specific. For example, include

position/assignment; who they are reporting to; assignment duration; etc.). You

may include language from the Professional Expert Agreement.
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TROUBLESHOOTING/Quick Reference for ePAFs 

Error/Issue/Message What to do/how to resolve 

**ERROR**: “Begin Date must 

equal the first Jobs Effective 

Date.” 

This assignment already exists in NBAJOBs (even if employee was terminated).  

Job Change ePAF should be used. 

Cannot Access Menu on Self 

Service 

First need approval/authorization from the employee’s Director/Dean. Once 

received, contact Norlyn, Brent Hyska, or Bobby O. to request ePAF access.   

Let District HR know once this is done.  District HR will complete access. 

**ERROR: “Cannot create a 

primary job since one already 

exists.” 

• First see if their primary job should be ended or not.

• Create an ADDJOB (if it is a new job assignment/job/position) or

• JOBCHG (if they have had this job/assignment has been used in the

past – can recyle already used suffixes that have been terminated) e-

PAF to now add the primary job/assignment.

• If the job should be updated from secondary to primary once applied

but the EPAF doesn’t allow it, write it in the comments and notify

district HR.  HR will update.

APPROVAL CATEGORIES 

e-PAF types

FTFAC      Hire – Full Time Faculty: Instructors, Counselors and Librarians 

MGTCLS   Hire – Classified, Classified Management, Confidential,    

      Educational Admin, Executive 

PROFEX    Hire – Professional Expert  

FWSTNT    Hire – Federal Work Study 

HOURLY    Hire – Hourly 160 Day  

STUDNT  Hire – Student 

PTFAC      Hire – Full Time Faculty: Instructors, Counselors and Librarians 

CJHIRE     Hire – Criminal Justice (GWC) 

*JOBCHG Change of existing position and suffix - even if that position 

has been “terminated”/”completed” - You can re-use the suffix. 

*ADDJOB Add a secondary job/ a new suffix - Add new job. 

ENDJOB for ending assignments, job assignment is complete 

  “ACOMP” 

*see “When to use ADDJOB vs. JOBCHG Reference Sheet” for list of examples*

** ALL New Hire e-PAFS: NEVER had a job assignment at CCCD** 

ORGINATOR: How to use 

CURRENT and HISTORY tabs 

CURRENT tab: e-PAFS that you can take action on now. These e-PAFs are either 

“waiting” (have been Saved, but not submitted) or have been “returned for 

correction” by one of the Approvers. 

HISTORY tab: Contains all of the e-PAFs that you have Orginated. Includes e-

PAFs that are pending (not all Approvers have approved yet) or completed e-

PAFs. 

APPROVER: How to use 

CURRENT, HISTORY, IN THE 

QUEUE tabs 

CURRENT tab: e-PAFS that you can take action on now. It is your turn to 

Approve. 

IN MY QUEUE tab: There are approvers ahead of you that still need to approve 

the transaction BEFORE it is your turn to Approve. 

HISTORY tab: Contains all of the e-PAFs that you have Approved. 

*ERROR*

 “All Approval Types must be 

committed prior to submission.” 

• The  EARN CODE section has not been completed or there are date

formatting issues OR

• The LABOR DISTRIBUTION section has not been completed OR

• An action for the added APPROVER/FYI was NOT selected.
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Checking to be sure that 

transactions for an employee 

have been completed before 

entering new ones 

Check in the Argos report  – “Banner Job Look Up” pg 99  OR 

Check your originator summary, history tab, and search by C#, name, or 

transaction number. 

If Saved can e-PAF be deleted 

or voided 

A SAVED e-PAF has NOT yet been submitted through the Approval queue – 

can DELETE 

A  SUBMITTED e-PAFS have been routed through the Approval queue can be 

VOIDED. 

A COMPLETED e-PAFs have been already applied to NBAJOBS in Banner. Can 

CANCEL – Never use unless directed by HR 

How to determine the suffix • Run the Argos report  – “Banner Job Look Up”

• In the e-PAF make sure to click on ALL JOBS and then click on GO

When to use the comment field For every e-PAF. Need to provide justification, enter department, and confirm 

rate. If no comments are entered, it will be returned for correction. 

When to use ADDJOB or 

JOBCHG 

Refer to the “When to use ADDJOB or JOBCHG “ Reference Sheet in Binder, 

pg. 102. 

*ERROR*

Unable to Save NORTRN record 

This means that from the time the ePAF was started to when you have returned 

to it, a timing issue has occurred.  This ePAF should be deleted (if it’s an option) 

and then close out of the ePAF/self-service and log back in and start a new 

ePAF. 

*ERROR*

The future dated Job record 

must be deleted before ending 

Job 

This means there is a future-dated action that will need to be removed by HR 

before this action can submit.  Call or e-mail District HR. 

Common Reasons EPAFs Will Be Returned for Correction: Short-term, Classified 

Error/Issue/Message How to Correct or Resolve 
Wrong Start Date/Position 

Number/Suffix 

For all of these mistakes (wrong query date,incorrect position or suffix) the ePAF 

will be voided and a new one will be generated. If the ePAF was applied 

incorrectly to Banner, work closely with HR to remedy the situation. 

Incorrect use of CANCEL button The Cancel button should only be used when advised to do so by HR.  

Cancelling an EPAF means that a new one will be generated and the old, 

incorrect information is removed from NBABJOBS.  Pressing the CANCEL button 

does nothing to the assignment in banner, so do not use unless advised.  If you 

are advised to use it, work closely with HR to follow necessary steps. 

END JOB ePAF Make sure the query date= job effective date= default earnings end date. Pg. 

148 or pg 166 

Insufficient Information in 

Comments Section 

Please always provide detailed comments.  Confirm Salary Placement/Action 

being requested/ Department/ And any other information that would be 

helpful to know.  Pg. 37 or pgs 180-182. 

Incorrect Job Change Reason 

or Earn Code Reason 

The wrong job change reason (top part of ePAF) or earn code reason (default 

earnings section) was used.  Reference Pgs. 43-44. 

FTE less than 100% If an ePAF is being used for a permanent employee with less than 100% FTE, 

their FTE and Appointment percent should be copied over or included in an 

ADDJOB ePAF (even though it isn’t a required field). 
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Common Reasons EPAFs Will Be Returned for Correction: Faculty 

Error/Issue/Message How to Correct or Resolve 
Wrong Start Date/Position 

Number/Suffix 

For all of these mistakes (wrong query date,incorrect position or suffix) the ePAF 

will be voided and a new one will be gemerated. If the ePAF was applied 

incorrectly to Banner, work closely with HR to remedy the situation. 

Incorrect use of CANCEL button The Cancel button should only be used when advised to do so by HR.  

Cancelling an EPAF means that a new one will be generated and the old, 

incorrect information is removed from NBABJOBS.  Pressing the CANCEL button 

does nothing to the assignment in banner, so do not use unless advised.  If you 

are advised to use it, work closely with HR to follow necessary steps. 

END JOB ePAF Make sure the query date= job effective date= default earnings end date. Pg. 

21 of Faculty TAB. 

Insufficient Information in 

Comments Section 

Please always provide detailed comments.  Confirm Salary Placement/Action 

being requested/ Department/ And any other information that would be 

helpful to know including total amount to be paid and any calculations.  

Incorrect Job Change Reason 

or Earn Code Reason 

The wrong job change reason (top part of ePAF) or earn code reason (default 

earnings section) was used.  Reference Pgs. 43 & pg. 2 of Faculty TAB. 

*SUB should be used for Sub assignment, Not SUB1

Miscalcuations in default 

earnings 

Make sure the number of payments is represented by the months in default 

earnings.  Feb-May means four payments and hours should be divided 

accordingly.   

Not copying over LHE or 

Deemed Hours 

LHE and Deemed Hours should be copied over onto the ePAF anytime you’re 

doing a job change to a CRN (FLAC) Assignment.  Or they should be added 

for any ADDJOB ePAF. 

0 was used in the Step, but no 

special rate is entered on ePAF 

If the step for faculty is 0 (zero) then a special rate must be entered, which 

should also be entered in the assign salary and the default earnings special 

rate.  3 sections should have the same special rate.  Only full time faculty 

should be using the 0. 
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