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Job Re-Appointment – (Non Grant Employee with End Date) 
 
At the EPAF main menu, click the New EPAF link and key in the J# for the employee record you want 
to update.  Once the employee is identified, select the Job Re-Appointment (Non Grant Employee) 
EPAF from the Approval Category drop down menu and click       . 
 
 

 
 

At the Job Selection screen, click on the Radio Button  for the Job you want to adjust and click      .  
 
Note:   
Employees can have a primary job and a secondary job.  Be sure to select the proper Radio Button to 
ensure that the action is executed against the desired position/job.  

 

 
 
 
 

Review the Employee information and the Approval Category to ensure accuracy. 
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Once your have completed the Add Salaried Job section of the Job Re-Appointment EPAF, complete 
the Terminate Job section by entering the contract end date in the New Value field on the Job 
Effective Date row.  

 

After reviewing and making any nessary adjustments, complete the Routing Queue process.   

 
 

After completing the routing queue, document any comments necessary in the Comment block below 
the routing queue.  Save your Work and review for accuracy. 

 
At the Job Re-Appointment screen, 
key in the following information to 
successfully execute the EPAF: 
 

 
 

Current Value New Value 
Job Begin Date Match Current Value 
Jobs Effective 
Date 

1st day of contract period 

Personnel Date 1st day of contract period 
Salary Salary Amount 
Factor Match Current Value 
Pays Match current Value 

 

 

Review or Modify the 
Funding information 

if necessary. 

Terminate Job 

Current Value New Value 
Jobs Effective Date Contract End Date 
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After saving your work, take the time to review the accuracy of the information keyed before 
making the final submission for approval.  
 
Notice the Successfully Saved message indicator at the top of the screen. 
 
 
After reviewing your work for accuracy, click the Submit button to execute the personnel action by 
forwarding the transaction for approval to each employee defined in the manually populated Routing 
Queue.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


