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HSC Faculty NSP EPAF Training updated 10/03/17 



• HSC NSP EPAF
• Required BAR Roles
• EPAF JobAids

HSC NSP EPAFS2
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CLICK HERE
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CLICK HERE
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CLICK HERE
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Enter Banner ID# & use Tab key to auto fill the Faculty Member’s name 

Don’t hit “Go” yet!
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02/01/2015



QUERY DATE: 
1) Delete the auto populated query date 
2) Enter the first day of the month the NSP payment is to begin.  For 

Example: if the NSP should pay out (or begin paying out in the 
case of a monthly scheduled payment) in February enter 
02/01/2015.   

3) NSP’s are not back dated.  
4) This is an important step that if not done correctly will 

unfortunately result in you having to cancel the EPAF and start 
over again

Don’t hit “Go” yet!
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APPROVAL CATEGORY – Select from the following:
1) Faculty NSP HSC Unrestricted, JF0020 – if using unrestricted 

index – Most of your NSP’s will be this category,  OR
2) Faculty NSP HSC Restricted, JF0015 – use this one if a 

restricted index 

Now Hit  “GO”!

02/01/2015
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Select “All Jobs”

Oct 1, 2014
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STOP! NEVER Select Primary – Suffix 00

Choose an “Overload” 
Job with a U suffix

1) Select U Suffix with a  
PAST “Last Paid Date”  
and Status "Terminated” 

2) DO NOT USE IF IT HAS AN 
ACTIVE STATUS

Select Go
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Oct 1, 2014



Auto Populated – (Not Enterable)

Not Enterable

1)1st of the month the NSP will begin 
paying, i.e., 02/01/2015 
2)NSP’s are not back dated
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Last day of the Month the NSP stops 
paying

Auto Populated – (Not Enterable)

Job End Date Example:  One Time Payment
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02/28/15

02/28/15



1st of the month the 
NSP will begin paying

Earnings Code  = 202 
Faculty Performance Pay 

Hours or Units Pay = 1 Special Rate = 
dollar amount to be 
paid out during one 
month

1st day of the 
month day after the 
Non-Standard 
Payment should 
stop paying

Special Rate: One Time Payment Example
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03/01/1502/01/15



Last day of the Month the NSP should 
stop paying

Auto Populated – (Not Enterable)

Job End Date Example  - Monthly Scheduled Payment

06/30/2015

06/30/2015

Monthly Scheduled Payment Example:
1) Total amount to be paid out is $45,000
2) Payment start: 10/01/2014
3) Payment end: 6/30/2015
4) 9 months x $5,000 = $45,000
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1st of the month the 
NSP will begin paying

Earnings Code  = 202 
Faculty Performance Pay 

Hours or Units Pay = 1 Special Rate = 
dollar amount to be 
paid out during one 
month

1st day of the 
month day after the 
Non-Standard 
Payment should 
stop paying

Special Rate: Monthly Scheduled Payment Example:
1) Total amount to be paid out is $45,000
2) Payment starts: 10/01/2014
3) Payment ends: 6/30/2015
4) 9 months x $5,000 = $45,000

07/01/2015
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02/01/15



COA = U The NSPs should have the 
corresponding description in the 
EPAF comments section. 
Account 
2005 - Faculty Incentive Pay
200H - Faculty Call
200G - Faculty Extra Shifts

Percent  = 100.00

Enter Index

Labor Distribution
Once you apply “Save” the following fields auto fill:
1) Fund
2) Organization
3) Program
4) Activity

Auto fills Auto fills
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Routing Queue:  Faculty NSP HSC Unrestricted, JF0020

Must be “Authorized Signature ” for Index
SOM = Kristin Gates, COP =          , CON = 
Marie Chestnut- HSC FCO
Stella Quintana - Payroll
Applier = Applier, Epaf (EAAPPLIER)
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Routing Queue
Faculty NSP HSC Restricted, JF0015

Must be “Authorized Signature ” for Index
SOM  =  Kristin Gates
TBD
Marie Chestnut – HSC FCO
Stella Quintana - Payroll
Applier =    Applier, Epaf (EAAPPLIER)
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1. One Time Payment Comments Format Examples:

Per Department FIBCI Plan
One Time Payment
$5,000
OR
Per LOO of Offer dated 7/1/2014
One time Payment
$10,000

2. Monthly Scheduled Payment Comments Format Examples:

Per Department FIBCI Plan
Monthly Scheduled Payment to total $45,000 over 9 months
10/01/2014 – 6/30/2015
Monthly amount $5,000
9 months x $5,000 = $45,000
OR
Per Department FIBCI Plan
For Administrative Duties as Vice Chair of Internal Medicine
Monthly Scheduled Payment to total $20,000 over 9 months
10/01/2014 – 6/30/2015
Monthly amount $2,200
9 months x $2,200 = $20,000

Comments are required.
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3. Call and Shift Payment Comment Examples :

• Call 
Per Department FIBCI Plan
One Time Payment for 2 nights of call.  7/1/7 and 7/15/17 at  $1,500 per 
night for a total payment of $3,000.

• Extra Shift
Per Department FIBCI Plan
One Time Payment for 2 Extra Shifts.  8/1/7 and 8/20/17 at  $2,000 per 
extra shift for a total payment of $4,000. 

Comments are required.

21



Select “Save”

Upload Back up Documents :
1) Faculty Member’s LOO  or MOU (if applicable)
2) Other:  for payments that are outside the FIBCI or FCP agreement for 

the current FY – document must  indicate faculty members approval 
for payment

3) See  UNM EPAF Attaching Documents Job Aid
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http://hr.unm.edu/docs/epaf/attaching-documents-job-aid.docx


Access and Training 

BAR Roles22

http://epaf.unm.edu/access-and-training.php


http://epaf.unm.edu/

UNM EPAF Resources23

http://epaf.unm.edu/


Default Routing Queue25



Default Routing Queue26



http://epaf.unm.edu/job-aids.php
• This setup will allow EPAF users to be 

notified when a transaction is awaiting 
“action” in myUNM

EPAF NOTIFICATION SETUP27

http://epaf.unm.edu/job-aids.php


• NSP’s EPAF Deadline remains the 3rd of the 
month.  

• Except when there are extreme high volume 
months or holidays (which cause Payroll to run 
early)

• Deadlines can be found here

NSP EPAF Deadlines28

http://hsc.unm.edu/admin/fco/


• New Account Codes available July 1st, 2017 for SOM (The NSPs should have the 
corresponding description in the EPAF comments section):

• 200H Faculty Call

• 200G Faculty Extra Shifts

• 2005 (remains unchanged)

• 8/8ths UNM/VA faculty incentive pay continues to be processed on the old paper 
form. The department is responsible for obtaining Kristin Gates and HSC Finance approvals 
before bringing it to HSC FCO to complete processing it for payment. This process is the 
same for faculty who have recently terminated with UNM and are owed Incentive pay. 
The department should also submit a Payroll adjustment form with required signatures 
for terminated faculty.

• If you are processing a Regent Professorship or Lectureship Award be sure and use EARN 
CODE 210 (Prizes and Awards) and ACCOUNT CODE 2000.

Reminders/Tips29



• When requesting a shell suffix: 

• Be sure and provide the Name, Banner ID and what month the payment is for.

• Copy in all HSC FCO Staff Krickett Marquez, Veronica Iturralde, Tracy McReynolds 
and Marie Chestnut as we all cover for each other. 

• Query Date must be the 1st of the payment month

• Include the phrase “Per Department FIBCI Plan” in your comments. This is required in 
addition to any other payment description.

• Include the payment/dollar amount in your comments.

• Use the correct current Position # for the faculty member – the easiest way is to look it up in 
the SOM OAA database. Or by Banner ID in the all Employee Report in HR Reports on 
LoboWeb. 

Reminders/Tips30



• Use a unique “U” suffix (i.e. U1, U2, U3, etc.) for each individual incentive payment for 
that month.

• The Dept Level 1 Approver – MUST be the authorized “signature” on the index – HSC 
Finance is reviewing these in post audit and will be contacting department and individuals 
who are out of compliance with this policy. 

• If you need to end a reoccurring or scheduled monthly payment contact HSC FCO via an 
email. You cannot do this via an EPAF.

• If using a restricted index be sure to use Faculty NSP HSC Restricted, JF0015. 

Reminders/Tips31
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