



College of Sciences
Faculty Summer
Compensation Schedule
For the college to approve summer supplemental agreements the request must match the approved compensation schedule.  The initial compensation schedule for each faculty member was based on the approved teaching budget worksheet and research requests.  Additionally, the compensation schedule provides information to the department/school/center regarding necessary paperwork.

· Summer Supplemental Agreement

· The summer supplemental agreement needs to be signed by the faculty member.
· If an ePAF is needed (listed under the action items on the right of their Compensation Schedule) the agreement will need to be scanned and attached (additional information regarding format is available on the last page of this document)
· If an ePAF is NOT needed then the original agreement should be sent via intercampus mail to COS Admin as soon as possible.
· Faculty member not available to sign before the deadline?
· An unsigned copy can be used and once the faculty member returns, a signed agreement should be submitted to COS Admin.  It is the unit’s responsibility to ensure that a signed agreement is on file for every employee by the first day of class.  Note:  if an unsigned agreement was attached to an ePAF, ensure that ePAF number is on the upper right hand corner of the signed agreement when sending through intercampus mail.
· The compensation schedule should be signed by the faculty member and submitted with the agreement to COS Admin.
· Electronic Personnel Action Form (ePAF)
· The eFORM type and reason for each ePAF is listed in the action items for each appropriate time frame. 
· Instructions are provided below for completing the ePAF – please review the instructions carefully.
· Only one ePAF can be created at a time.  Therefore, the first ePAF must be “executed” by Human Resources before the next ePAF can be created.  Hence, it is important to track email approval notifications.  
· The compensation schedule should be signed by the faculty member and (along with the agreement) be attached to the ePAF.

· Summer Supplemental Change Notification Form
· Once the ePAF is received by the college, we will send the change notification form to the faculty member and copy the appropriate staff member.  Additionally, the college will attach the compensation schedule to the notification to provide an overview of their summer compensation. (Note: The compensation schedule instructs faculty members to contact the appropriate staff member within their unit if changes are needed).
· Dual Compensation

· All Dual Comps will be generated by the college. We will get in touch with the Chair to obtain signatures.

· The college will also be responsible for submitting the ePAFs.

Need to change the compensation schedule after the deadline?
If you need to request a change to the locked compensation schedule please use compensation schedule #100 in the salary workbook.  Once filled in, print to PDF and send via email to COS Administrative Processing Center.  Please ensure the entire compensation schedule in filled in, which includes the new, additional compensation and the compensation that should not be changed.
COS Administrative Services,

cosadmin@ucf.edu
(407) 823 - 0815
Refer to the next page for the instructions to create an Edit Existing ePAF.

If you have any questions or experiencing difficulties with the process, please email or contact:
Hollesha Foster,

hollesha.foster@ucf.edu
(407) 823 - 6653
Madeline Byrne,
madeline.byrne@ucf.edu
(407) 823 - 0098
ePAF (Edit Existing) Instructions
1. Log in to my.ucf.edu
2. Click Staff Applications > PeopleSoft SA/HR > Departmental Self Services > ePAF Home Page.
3. Then click Start a New ePAF.
4. Choose the appropriate eFORM (type) based on the College of Sciences Compensation Schedule. (ie. Edit Existing Job, Supplemental)
5. Search for faculty member by employee ID or Last Name.  If you are directed to Step 1 of 5 of the ePAF system (pictured below) then proceed to the next step.  
If you are directed to a list of employees, select the appropriate employee from the list by clicking the triangle to the left of their name (this should direct you to Step 1 of 5 of the ePAF system (pictured below)).
6. Enter Effective Date then click Next.  Use the “begin date” provided on the compensation schedule.
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PeopleSoft.

Step 1 of 5: Enter Job Change Details

Camplete the job change form below. The "Effective Date" should be the first day of the change.
For changes in Employee Group, the effectve date must be the beginning of a pay period.

~ Current Job Info.

Name: ButlerJohn F EmpID: 0105638
Deptin: 24002001 SCH COMM-P EmplRed: 0

Job Code: 3002 Assoc Prof

PayGroup:  aho amonih Faculty

EmplGroup:  FAC Faculty
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“Employee Group | Faculty -
*Pay Group: G-month Faculty -
“Empl Class: FaciA&F Regular -
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~ Current Job Info.

Name: ButlerJohn F EmpID: 0105638
Deptin: 24002001 SCH COMM-P EmplRed: 0

Job Code: 3002 Assoc Prof

PayGroup:  aho amonih Faculty

EmplGroup:  FAC Faculty

Payroll Status:  Active
[Job Change Compensation Data

eFormD: 1625
Bi.weekly: 3876.250000 Annual Rate: $75586.830

*Standard Hours: 4000

[Pay Component

1 NABNNL 75586830000

Job Distribution
primary | PEreenCol [Compensation
ution Rate

124042074 QL SCH COMM-PAYROLL 8 {100,000
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7. Under Step 2 of 5, you do not need to change any information.  Click Next.
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8. Based on the compensation schedule for each action item, the standard hours, funding and distribution should be updated.  DO NOT CHANGE THE COMPENSATION RATE.
EXAMPLE
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Lines can be added to the job distribution section by clicking the “+” on right.

9. Click Next.
10. Click the “Attach” button.  Then click the “Browse” button.  Navigate to the folder that the scanned supplemental agreement is stored, select the appropriate pdf file and click ok.
11. Click Submit.
More Information about Attachments  
· The file name needs to contain the faculty members name and the word “agreement.”  (i.e. Jane_Doe_Agreement.pdf)

· You can only attach pdf files (acrobat reader).  All other forms (i.e. tiff, jpg, bmp, word, excel) will not be accepted.

Do not change compensation rate.





24992074                                          50.00%


24998080                                          50.00%
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