
Faculty Research, Overload, or 1x Pay 

 
          

 

 

 

Navigate to the 

“Employee” tab 

in Banner 

 

 

 

Open the 

“Employee 

Dashboard” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “Electronic Personnel Action 

Forms” under the “My Activities” 

section of the employee dashboard. 

 



 

  

Click on the “New EPAF” tab 

to create a new transaction. 

 

You can either enter the student’s 

banner ID # here, and click search 

 

OR enter banner ID # here, then tab 

over 

 
Enter the first day of work here  

This date will need to be the first day of the first payroll period that 

the employee will start receiving pay. (Note: This date is always 

defaulted to the current date) 

 

Click on the drop-down menus and select “FS – Research 

Overload” 

 

Then, select the blue “go” button 

 

 

 

 

 

 



  

Enter the position # 

 

The suffix should be 40 

 

 

 

 

 

Then click “go” 

 

 

 

 

 

 

 

 

Select “Secondary” or “Overload” 

 

Enter same date as the query if 

there is no “last paid date” next to 

the position above 

 

Enter the same date as the query 

 

In most cases the factor and pays 

will be “1” but should reflect the 

number of payments 

 

Enter the entire payment amount 

 

Enter department org # here 

 

 

 

 

 



  

 

 

Click the drop-down boxes to find the appropriate approver for each category 

 

Add any necessary comments here 

 

(Note: you must add the following information in the comment box for an 

overload pay: 

Course name 

Course number & sectin 

Number of enrolled students 

 

If the ePAF is for research or 1x pay, you must give detailed information about 

the activity/work being performed.  

 

Click “Save” 

 

 

 

 

 

The effective date is the 

same as the query date 

 

 

 

 

 

Click the drop-down and select: 

Research = 047 

Overload = 041 

1x Pay = 009 

 

 

 

 

 

Enter “173.33” 

 

 

 

 

 



 

 

 

 

After you save, click the “submit” button 

 

Next to Transaction Status, which is 

located at the top of each ePAF, it should 

say “Pending”. If it shows a “Waiting” 

status there are errors that need to be 

fixed 

 

If you have errors, review the instructions 

and make corrections. If you still cannot fix 

the problem, call HR at x2359. 

 


