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After clicking on the “Go” button the following will display. 

 

 

 

 

  

Enter the 9 digit UNM ID for the employee in which an action will be taken. 

 

Enter the start date of the transaction you are creating. 

 

 

Click “Go” to advance 

to the next screen 

Approval categories represent the purpose of the personnel 

action - the reason a personnel action is being created.   

For restricted funds, select JF0026. For unrestricted funds, 

select FJ0027. 

Select the radio button next to the job in which you are 

taking action. Based on the query date, there may be more 

than one job displayed. 

Select All Jobs to 

display all of the faculty 

member’s job records. 

Summer Research payments are processed on 

position numbers that begin with FTR. 
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The Effective Date should reflect the start of the transaction identified in the 
Faculty Job Detail section above.  
 
Earnings should be “204, Faculty-Summer Research. 
 
Enter 1 in the Hours or Units. 
 
The Special Rate is the amount of the payment to be issued during the 
identified pay period.  
 
 

The Jobs Effective Date and Personnel Date represents the first day of 
the pay period for which the payment is to be issued.  
 
Example: If the payment is to be issued on the May 2016 payroll, the 
date entered would be 05/01/2016. 

Enter the DAY AFTER the end date 
of the payroll period. 
 
Example: For a May payment, the 
end date would be 6/1/2016. 

The Jobs Effective Date and Personnel Date represent the last day of the 
payroll period for which the payment is to be issued. 
 
Example: If the payment is to be issued on the May 2016 payroll, the 
date entered would be 5/31/2016. 
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The Routing Queue is a Pre-defined 
standard of approval levels.  
 
For summer research paid on 
restricted funds, the approval queue 
will include a Contracts and Grants 
level approver. This is not required 
for unrestricted funds. 

 

 

The User Name is the 
person/entity associated 
with a specific approval 
level. 

The Required Action field 
identifies the appropriate 
action needed by the user. 

 

To complete the Summer Research payment EPAF, click on the Upload Documents button at the top of the 
page to attach the Summer Research Payment form.    For instructions on how to attach a document to your 
EPAF please reference the “Attaching Documents” job aid.  Please note, you will have 5 minutes to attach your 
document otherwise the system will log you out and you will be required to log in again. For assistance with the 
Summer Research Payment form, please visit the Office of Faculty Affairs website.  

 

 

Enter the labor distribution that is 
effective for that month’s payment. 
 
Note: The account code for summer 
research payments is 2002.  
 
Note: The labor distribution percent 
must equal 100% 

 

 

Enter comments that 
describe the payment 
being submitted. 

 

Note: One summer research EPAF should be submit for each month. Multiple month EPAFs can only be 
submitted if the payment amount and labor distribution are the same for each month included in the EPAF. 

 

 


