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Requirements of Reappointment
ePAFs



Requirements of Reappointment ePAFs

Only available for Active Employees
who have held the job in the past

\

Listing of Reappointment Eligible
employees provided at beginning of
semester. Will detail:

e ePAF Approval Category
e Pooled Position Number

e  Suffix
N

**¥*Position Numbers and Suffix***
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Pooled

Category

PT Instructional
PT Instructional
PT Instructional
PT Instructional
Professional Staff
Professional Staff
Professional Staff
Professional Staff
Graduate Assistant
Graduate Assistant
Doctoral Research Fellow
Student Assistant
Student Assistant
Student Assistant
Student Assistant
Student Assistant
Interim

17 items

Position Numbers

Pooled Positions for Part Time Employees Report

EClass
31 - Part Time Instructor

35 - Adj/PTVisiting Prof/PTLecturer

39 - Community Teachers

81 - Fee Based Instructor

45 - Part Time Professional Stud
47 - Temporary Professional NE
48 - Temporary Professional

48 - Temporary Professional

87 - Research/Teaching Assistant
87 - Research/Teaching Assistant
88 - Doctoral Research Fellow
84 - Course Assistant

89 - Administrative Fellows

90 - Work Study

90 - Work Study

93 - Interim Student

91 - Interim Employee
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Position
N0O0000
A00000
MO00000
B0000O
G00000
ENOOO0O
E00000
OTPOOO
R0O0000
RT0000
D00000
CA0000
FO0000
CA9999
999999
TS0000
TO0000

Position Description

Part-Time Instructor

Adjunct Professor

Community Teachers

Fee Based Instructor

Part Time Professional Student

Non Exempt Temporary Professional
Temporary Professional

One Time Payment

Research Assistant

Teaching Assistant

Doctoral Research Fellow

Course Assistant

Administrative Fellow

Course Assistant - Federal Work Study
Federal Work Study

Interim Student

Interim Employee

Account

6122 - PT Instructors Exempt

6132 - PT Adjunct Professor Exempt

6142 - Community Teacher

6152 - PT Fee Based Instructor Exempt
6432 - PT Professional Students

6252 - Temporary Professional Non-Exempt
6252 - Temporary Professional Exempt
6571 - One Time Payments

6422 - TA/RA - Part-Time

6422 - TA/RA - Part-Time

6442 - Doctoral Research Fellow-Part-Time
6462 - Course Assistants - P/T Exempt
6412 - Administrative Fellows Part-Time
7829 - College Work Study

7829 - College Work Study

6452 - Temporary Prof. Non-Exempt Student
6254 - Temporary Professional Non-Exempt




Reappointment ePAF Listing



Reappointment ePAF Listing

Providing a more detailed reappointment listing which will detail which ePAF Approval Category, Position
and Suffix to use.

A B (8 D E ‘ N
1 |TaD || Employee Name | v | Position | v |Suffix | v|E-Class | v |te | ¥|Use ePAF ACAT: | v
2 |TOOO4idAaA rimimbinmn imninsi NO000O0 00 31 Reappt - Sem Based, PT Instructional, PTIAPP
3 |T148« B0O0000O 00 81 Reappt - Sem Based, PT Instructional, PTIAPP
4 |T148¢ B0O000O 01 81 ‘ Reappt - Sem Based, PT Instructional, PTIAPP
5 |TOOO: B0O0000 00 81 Reappt - Sem Based, PT Instructional, PTIAPP
6 |T389¢ NO0000 01 31 | Reappt - Sem Based, PT Instructional, PTIAPP
7 | T389¢ A00000 00 35 Reappt - Sem Based, PT Instructional, PTIAPP
8 |T541« A00000 00 39 ‘ Reappt - Sem Based, PT Instructional, PTIAPP
9 |T541« A00000 01 35 Reappt - Sem Based, PT Instructional, PTIAPP
10 1ITNNN1 NNNNNN An 21 | Roannt - Sam Racad PT Inctriirtinnal DTIAPD

Divided into tabs based on employee group:

e

Course Assistants ¥  PT Instructional Staff ¥ Research Asst_Teaching Asst ~
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https://docs.google.com/spreadsheets/d/10Fxl3wSUSitDoCAPFT0R3lIGO-MMP0uN/edit?gid=385443802#gid=385443802

Pay Dates



Payment for Salaried Employees

(PT Instructional Staff, Community Teachers, RA/TAs)

Start Date End Date Check Date Pay Cycle # Deadline
5/16/2026 5/31/2026 5/29/2026 10 04/28/26
6/1/2026 6/15/2026 6/15/2026 11 05/08/26
6/16/2026 6/30/2026 6/30/2026 12 05/26/26

e Salaried employees will receive 3 equal payments starting 5/29/2026 and ending 6/30/2026
e If ePAFs are submitted after 4/28/2026, missed payments will be combined in the closest check date
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Payment for Hourly Employees (course assistants)

Timesheet Timesheet

Submission Approval
Start Date End Date Check Date | Pay Cycle # |Epaf Deadline| Peadline for 2R By

Employees Managers
5/11/2026 5/24/2026 5/29/2026 11 5/5/2026 5/22/2026 5/26/2026
5/25/2026 6/7/2026 6/12/2026 12 5/18/2026 6/8/2026 6/9/2026
6/8/2026 6/21/2026 6/26/2026 13 6/2/2026 6/22/2026 6/23/2026
6/22/2026 7/5/2026 7/10/2026 14 6/15/2026 7/6/2026 7/7/2026

e Hourly employees will be paid on the check dates listed above as long as the following occurs:
o The ePAF is submitted by the payroll deadline
o Their timesheets for the pay period have been submitted and approved by the deadlines
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Semester Based Reappointment
ePAFs



Semester Based Reappointment ePAFs

These ePAFs will reappoint employees who have already held a job in the applicable pooled position numbers (see Slide 5)

Pay
Employee Group ePAF Approval Category Account™* Type
PT Instructors Reappt - Sem Based, PT Instructional, PTIAPP 6129, 6139, 6159 Salaried
Community Teachers Reappt - Sem Based, Community Teacher, CMMUTY 6149 Salaried
Research Assistants/
Teaching Assistants Reappt - Sem Based, RA/TA, GRDAPP 6429 Salaried
Course Assistants Reappt - Sem Based, Hourly Course Assistant, CAAPT2 6469 Hourly

**Note: Summer Accounts endin 9
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https://www.tc.columbia.edu/media/administration/human-resources/Reappt---Sem-Based-PT-Instructional---SSB9.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Reappt---Community-Teachers---SSB9.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Reappt---Sem-Based-RA-TA---SSB9.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Reappt---Sem-Based-Hourly-Course-Assistant-CAAPT2.pdf

Reappointment ePAFs

Query Date:
For Hourly — Input day (MM/DD/YYYY) employee starts work
For Salaried — Input 05/16/2026

Select previously held job (Position and Suffix)
Update Labor Distribution; Use Default from index button

Input “Title = xxxxxx;” in comments section
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Select Previously Held Job

Details
ID Query Date Approval Category
09/16/2023 Course Assistant-Reappointment, CAAPPT
Begin Appointment, BEGAP2
P 3 . Time Sheet :
Select  Type Position Suffix Title A Start Date End Date Last Paid Date Status
Organization

New Job Q Course Assistant 139198, Fringe Benefit Control ReVI EW AI I JO bS a n d Se I eCt
iously held job as indicated

Secondary C00000 00 Course Assistant 111930, Higher & Postsecondary 01/16/2018 05/15/2018 05/15/2018 p rev I 0 u S y e J O a S I n I Cate

e on the reappointment listing

Secondary FO0002 00 Administrative Fellow 111930, Higher & Postsecondary 098/07/2016 05/12/2023 05/14/2023 Terminated
Education

Primary OLINTR 00 PT Summer Interim 111971, Organization & 07/08/2016 08/28/2016 08/28/2016 Terminated
Leadership-Desig

Primary T00067 00 Faculty Assistant (Inter 111930, Higher & Postsecondary 05/17/2018 08/15/2023 07/09/2023 Terminated
Education

Secondary T00067 01 Student Advisor 111930, Higher & Postsecondary 05/20/2019 09/03/2021 09/05/2021 Terminated
Education

Secondary TO0067 02 Interim Hourly 111930, Higher & Postsecondary 05/10/2022 08/31/2022 09/04/2022 Terminated
Education
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Defaulted Values and System
Defects



Defaulted Values: Salary/Hourly Rate

e Any true reappointment

Begin Appointment, A00044-00 Adj/PTVisiting Prof/PTLe, ePAFs with a
oy Salary/Hourly Rate have
0 a—— been defaulted to “0

Job Status

e The ePAF will NOT error
out, but be sure to
update this to the correct
amount - otherwise your

Personnel Date * employee will not get
01/16/2023 L] paid.

Job Change Reason

A

Effective Date *

01/16/2023
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Defect: Funding Allocation: Default From Index

When updating the funding
information, you should only
update two fields Index and
Account.

Step 1. Manually enter the Index
field only
Step 2. Click Default from Index

Step 3. The Fund, Organization
and Program fields will
automatically populate
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COA Index Fund Organization Account Program Act

1 Q< 133100 O\j 500000 Q 500000 Q 6462 Q 6000 @} E

@ Default from Index 4—@-%’2{0w

COA Index Fund Organization Account Program

.-;-, Default from Index 'f' Add Row



Defect continued: Account Code is required

Step 4. Enter Account Code
A Note: summer accountsendina9

chers College ¥ (& Hannah Masbad 2

MBIA UNIVERSITY

ne ¢ Personnel Actions * New Personnel Action © Funding Allocation - Account code is required.

4

Effective Date © Error(s) occurred.

11/16/2023 0
Encumbrance

COA Index Fund Organization Account Program Activity Location Project Cost Percent Override End Remove
Date

1 Q 133100 Q 1 Q 133100 Q Q 720 d ‘ ‘ l ‘ ’ 100 ]
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Auto Generated Reappointment
Letters



https://argos.tc.columbia.edu/Argos/AWV/#explorer/HR%20External%20Reports/Training%20-%20Generate%20Draft%20Reappointment%20Letter
https://argos.tc.columbia.edu/Argos/AWV/#explorer/HR%20External%20Reports/Training%20-%20Generate%20Draft%20Reappointment%20Letter

Full Scope

> ePAFs

O Reappointment
O Reinstate

O Additional Jobs ePAFs

> Employee Class
o Faculty

o FT and PT Professional Staff excluding eclass 48 (Temp Professional/OTP)
o PT Instructional Staff

o Student employees excluding eclass 88 (Doctoral Research Fellow)
o Interim Employee
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Things to Have Ready to Auto Generate
Reappointment Letters

Employee Info Teaching Info

e Employee Name & TCID e Program Name e ePAF System
e Position Number to be e Course Name e Reports (to review drafts)
reappointed e Title Update
e ORL specific text
e GA Scholarship Points
e GA hours/week
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Reappointment Letter Draft Generator

Appications
A. Access by going to the Employee Portal. ) gl
B. Navigate to and click More Applications o
C. click Operational Reports (Argos)

D. Click Human Resources External Reports
E. Cclick Generate Draft Reappointment Letter m X;ggs
*If you need access, please submit the HR Systems Request Form
D Eplorer  Shortcuts

& HR External Reports

Teachers College
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Google Calendar

Recent

E

3 m &camuonnaeappoamnmum

APPLICATIONS

MORE Operational

Reports (Argos)

Name A

* & Course Assistant - Federal Work Study Listing

* & Organization Hierarchy

* & Pooled Positions for Part Time Employees Report


https://tc.service-now.com/home?id=sc_cat_item&sys_id=76db6c911b24601089dcfe6edd4bcb4c

Auto Generated Reappointment Letters Tips

& Make sure to review the Draft Letter before submitting the ePAF (ePAF needs to be

saved). Final letter will be automatically sent when ePAF is fully approved and
processed.

Make sure to include Titles “Title = xxxxx;”
v/ Make sure to put semicolons (;) at the end of each comment

Make sure to reload the entire web page in the draft generator if changes are made
to the ePAF and saved again

¢/ Supervisor TCID listed in ePAF will be the signatory of the letter

v/ Reappointed employee’s TCID needed to access the reappointment letter

Teachers College ‘
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Required Inputs for (Re)appointment Letters

Enter the input in the Comments section of the ePAF following the steps below:

1) Type in the name of the field (example: PROGRAM, COURSE, TITLE, etc.)

2) Type in the equal sign (=)

3) Type in the input value (example: employee job title, program name, course title, etc.)

4)  Type in the semicolon (;)

Part Time Instructor, Adjunct, and
Part Time Lecturer
PROGRAM=program name; (required)
COURSE=course name; (required)
TITLE=employee job title; (required)

Community Teachers
PROGRAM=program name; (required)
COURSE=course name; (required)
TITLE=employee job title; (required)

Fee Based Instructors
COURSE=course name; (required)
TITLE=employee job title; (required)

Teachers College

Full-Time Faculty Summer A/B

SUBJECT=subject name; (required)
COURSE=course name, (required)

SECTION=section name, (required)
TITLE=employee job title; (required)

Research / Teaching Assistant
HOURS=number of hours; (required)
POINTS=number of points; (required)
DETAILS=details; (optional)
TITLE=employee job title; (required)

Professional
TITLE=employee job title; (required)

Administrative Fellow
COURSE=course name; (optional)
HOURS=number of hours; (required)
POINTS=number of points; (required)
DETAILS=details; (optional)
TITLE=employee job title; (required)

Course Assistant
HOURS=number of hours; (required)
COURSE=course name; (required)
DETAILS=details; (optional)
TITLE=employee job title; (required)

Federal Work Study

HOURS=number of hours; (required)
TITLE=employee job title; (required)

Interim / Interim Student
DETAILS=details; (optional)
TITLE=employee job title; (required)
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Demo



Step 1: Select an Employee & ePAF Approval Category

ID *

131317009

Klay Thompson *_—

Query Date *

09/16/2023

Approval Category *

Reappt - Sem Based, Conversion Course Assistant, ADD)B8 —* M
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Step 2: Manually Input Position Number & Suffix

Details

ID Query Date Approval Category

09/16/2023 Reappt - Conv CA, ADD|B8

Begin Appointment, BEGAPS

Select Type Position Suffi Title fime Shegt Start Date End Date Lastald Status

Organization Date
New Job cooooo Q||| 0o Course Assistant 139198, Fringe Benefit |

Control - Recovery

*Ignore defaulted value
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Step 3: Inputted Enterable Fields on ePAF

Begin Date *

05/16/2024 o All REC]UiFEd fields marked by *

Effective Date *

05/16/2024

Personnel Date *

05/16/2024 @j

Contract Type

S

Timesheet COA

1

Teachers College

COLUMBIA UNIVERSITY



Step 3a: Update Labor Distribution Section

Pooled position numbers will have
dummy funding information
defaulted. This must be updated.

a. Input your Index.

b. Click Default from Index.

c. Fund, Organization and
Program will be defaulted.
Account will get deleted and
you will get an error.

d. Re-Enter Account.

Teachers College

New

Effective Date null

09/16/2023 ®)

C

COA Index Fund / vnization

1 Q Q 500000 Q 500000
»\/+\ Default from Index *_ b\:}-/\ Add Row

Q

Account Program

6462 Q 6000

d

BRAND TRAINING

s
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Step 3b: Input Title and Additional
Reappointment Letter Information

For all conversion reappointments, you must input the title
Comments

along with the other required fields. Please refer to the

automated reappointment letter guides for details on each:

Title = Course Assistant for Basketball Analytics;

Course = Basketball Analytics;

Hours = 8 Auto - Generate Reappointment Letters for PT Instructors - SSB9

Auto - Generate Reappointment Letters for Adjuncts - SSB9

Auto - Generate Reappointment Letters for Community Teachers - SSB9

Remaining Characters : 3908
Auto - Generate Reappointment Letters for RA_TA - SSB9

m Auto - Generate Reappointment Letters for Course Assistants - SSB9

Auto - Generate Reappointment Letters for Interim employees - SSB9
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https://www.tc.columbia.edu/media/administration/human-resources/Auto---Generate-Reappointment-Letters-for-PT-Instructors---SSB9.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Auto---Generate-Reappointment-Letters-for-Adjuncts---SSB9.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Auto---Generate-Reappointment-Letters-for-Community-Teachers.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Auto---Generate-Reappointment-Letters-for-RA_TA---SSB9.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Auto---Generate-Reappointment-Letters-for-Course-Assistants---SSB9.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Auto---Generate-Reappointment-Letters-for-Interim-employees---SSB9.pdf

Step 4: Save ePAF

Comments

Title = Course Assistant for Basketball Analytics;
Course = Basketball Analytics;
Hours = 8;|

Remaining Characters : 3908

Once all fields are filled, click Save at
the bottom of the ePAF

Details

Name and ID

Klay Thompson, T31317009

Query Date
09/16/2023

Transaction

164797

Transaction Status

Remember, the transaction still
remains at a status of “Waiting”

Save as a draft. Review reappointment letter if applicable. See Slide
22: Automated Reappointment Letters
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Step 5: Submit the ePAF

Made By

Johanna ] Masbad

Date

08/01/2023 11:26 AM

Add Comment

Remaining Characters : 4000

Comment

Title = Course Assistant for Basketball Analytics; Course = Basket

Delete ’ ‘ Save

Teachers College
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After Updating or Saving the EPAF, you can
choose to Submit or Delete the EPAF from
one of the icons listed under the Index.

The EPAF will not be submitted until you
Submit the EPAF. If the Transaction Status
still shows ‘Waiting’ the EPAF has not been
submitted.

Remember to only press Submit or Delete
once.



User Guides



Employe Group Specific User Guides

Always available in the Manager's Toolkit on the HR website

Auto - Generating Reappointment Letters

» Auto - Generate (Re)appointment Letters for PT Instructors

» Auto - Generate (Re)appointment Letters for Adjuncts
» Auto - Generate (Re)appointment Letters for Community Teachers

* Auto - Generate (Re)appointment Letters for Fee Based Instructors

» Auto - Generate (Re)appointment Letters for Faculty Summer A/B
* Auto - Generate (Re)appointment Letters for RA/TA

* Auto - Generate (Re)appointment Letters for Course Assistants

» Auto - Generate (Re)appointment Letters for Admin Fellows

* Auto - Generate (Re)appointment Letters for Federal Work Study
» Auto - Generate (Re)appointment Letters for Interim employees

* Required Inputs for Reappointment Letters
* Viewing Reappointment Letters in BDM
» Reviewing Drafts of Auto-Generated (Re)appointment Letters

* Auto-Generated (Re)appointment Letter Tips
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https://www.tc.columbia.edu/human-resources/workplace-resources/managers-toolkit/

Questions?



Help!

Contact: HRISTeam@tc.edu or your HR Rep (&=

Case Created | HRO018683 | Additional (
** By emailing HRISTeam@tc.edu a TC Information Technology
ServiceNow ticket will automatically to me, map2312 v
be created. You will receive a follow This email is to confirm that we have received your request for assistance and have opened HR incider
up email saying that a case has been
created along with a case number. Here is a short description of your request: Additional ACAT codes to add to epaf reports

View the status of your incidents

Please correspond with us by replying
to the email with the CASE NUMBER.

From: Johanna Masbad

1€
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