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Your responsibilities regarding the protection and security of administrative information are 

outlined in the University of New Mexico Policies and Procedures Manual: 

·  Responsibility and Accountability for University Information  

and Transactions     Policy No. 2000  

·  Acceptable Computer Use    Policy No. 2500 

·  Computer Use Guidelines      Policy No. 2510  

·  Computer Security Controls and Guidelines.  Policy No. 2520  

Use of University computing services in violation of applicable laws or University policy may 

result in sanctions, including withdrawal of use privilege; disciplinary action up to and including 

expulsion from the University or discharge from a position; and legal prosecution under 

applicable federal and/or state law.  

 

Your access to Banner is granted based on business need and it is your responsibility to ensure 

the information you access is used appropriately.  Here are some reminders of good data 

stewardship: 

·  Do not share, disclose or store your passwords in an unsecured manner.  

·  Do not share confidential and sensitive information with anyone, including colleagues, 

unless there is a business reason.  

·  Do not leave your workstation unattended while logged in to administrative information 

systems. You are responsible for any activity that occurs using your password. 

·  Do not attempt to access accounts, files, or information belonging to others without their 

knowledge or consent. 

·  Do not use your computer account to engage in any form of illegal software copying or 

other copyright infringement. 

·  Do not use your account to harass other computer users. 

·  Retrieve printed reports quickly and do not leave the reports visible to others.  

·  Secure reports containing confidential and sensitive information.  

·  Shred documents containing confidential or sensitive information in a timely manner.  
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The Electronic Personnel Action Form or EPAF is an electronic routing process in Banner that 

facilitates employment transactions being entered directly into Banner forms via LoboWeb by the 

department initiating the transaction. The EPAF is then routed electronically to the appropriate parties 

for review and approval. EPAFs can be designed to handle very specific transactions that will default 

in information specific to the transaction to decrease the amount of information required to be filled 

out by a department. 

At go-live HR/Payroll decided to pilot a single type of EPAF that will have an impact across our 

institution’s different types of employment, including student, staff and faculty. The labor distribution 

change via EPAF provides departments with an electronic method of routing a basic transaction to 

the appropriate offices for approval and then puts the change directly into Banner without duplicating 

the entry of data or waiting for hard copy forms with signatures to be received. The EPAF allows the 

progress of the transaction to be tracked via LoboWeb and in the event of an error allows an 

approver to return the transaction to the originator for corrections, with comments. 
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·  Approving a Labor Distribution  EPAF - BAN - HRP EP 102 
·  Originating a Labor Distribution EPAF - BAN - HRP E P101 
 

Both classes are currently offered as CBTs (Computer Based Trainings). There are plans to add a 

Labor Distribution Change via EPAF instructor led class to the EOD schedule in the very near future. 

 

�����/#������
���
�$�
�������


·  FINPRV102 Securing Private Data Exam (on-line) 

 Securing Private Data is a basic course for all Banner users available as a CBT 

(Computer Based Training) 
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        Approving a Labor Distribution EPAF – BAN-H RP EP102 

Upon completion of this course you will be able to:  

·  Log into LoboWeb for Employees and navigate the Electronic Personnel Action Form 

Menu to locate and approve a Labor Distribution Change EPAF 

·  Return a Labor Distribution Change via EPAF for Correction with comments to the 

originator 

·  Receive an FYI about an EPAF and Acknowledge the FYI if you choose to do so 

 

        Originating a Labor Distribution EPAF – BAN -HRP EP101 

Upon completion of this course you will be able to:  

·  Log into LoboWeb for Employees and navigate the Electronic Personnel Action Form 

Menu to originate a Labor Distribution Change via an EPAF 

·  Select an EPAF category for the Labor Distribution Change EPAF 

·  Enter a change to the current labor distribution of a specific employee  

·  Establish routing queue for the EPAF to change the Labor Distribution on a specific 

employee  

·  Submit the EPAF  

 

The purpose of the Computer Based Trainings for Labor Distribution Changes via EPAF is to walk 

you through the logistics of originating and approving an EPAF. The specific business rules that are 

established by UNM in order to complete this process are contained within this guide.  These 

business rules were established as part of the Banner HR/Payroll Implementation Project by a work 

team of HR/Finance Core Office representatives in collaboration with representatives from various 

departments. 
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·  Originator:   An employee designated by a department to create an EPAF and set up 

an approval routing queue in order to change the labor distribution on an employee 

within their department 

·  Approver:   An employee designated by a department to approve a labor distribution 

change via EPAF. This person should have signature authority on the index in the 

labor distribution. Approvers may be required from other departments if an 

employee’s labor distribution is shared between multiple departments. 

·  FYI:  (For Your Information) is a tool provided by EPAFs for advising an individual of 

an employment action where prior approval has been secured through internal 

documentation and/or delegated authority.  

·  Acknowledge:  Acknowledge is the action that a person receiving an FYI on an EPAF 

may take to advise that they have received the FYI. (The business rules established 

for Labor Distributions via EPAF do not require those who are sent an FYI to 

acknowledge receipt.) 

·  Hiring/Time Sheet Org:  Each employee must have a designated time sheet or 

“hiring org” on their jobs record. This Org represents the department that “owns’ that 

employee. This org represents where the employees time sheet or exception report 

is extracted and approved for payroll purposes and also drives reporting 

·  Core Offices:  The core offices are the administrative offices that work with the 

departments to assist with processing financial and employment transactions and 

help to ensure institutional compliance with University, State and Federal regulations. 

The core offices referenced in HR/Payroll processes include, Budget, Finance, HR, 

and the Employment Data Centers (EDCs.) 

·  Employment Data Centers:  The Employment Data Centers or EDCs are the offices 

that are responsible for oversight and processing of employment transactions for 

specific types of employees. The Employment Data Centers include: HR Staff, SOM 

Academic Affairs, Faculty Contracts and Services Office, Student Employment, 

Graduate Medical Education, Office of Graduate Studies and Continuing Education.  

·  Labor Account Code:  Each labor distribution includes a labor account code. The 

labor account code is used to categorize an expense in the Finance system and is 

specific to the type of employee.  The Labor Account Code must be populated for a 

Labor Distribution Change via EPAF to be submitted.  




 3


·  Restricted Index:  A restricted index points to a contract or grant fund that is 

governed by rules from the funding agency in addition to University policy and 

procedures. 

·  Unrestricted Index:  An unrestricted index points to a non-contract or grant fund that 

is governed by University policy and procedure. 

·  Fiscal Monitor:  Each time a Fund is set up a Fiscal Monitor is assigned to oversee 

the processing of transactions against that Fund. For restricted funds the Fiscal 

Monitor must be set up in the approval routing queue as the Core Office approver. 

·  Applier:  In order for an EPAF to be completed and institute a change to a record in 

Banner HR/Payroll the EPAF must be “applied”.  This process can be done by the 

final approver or as is the case with Labor Distribution Change EPAFS can be 

handled through a mass apply process that runs nightly as a scheduled process to 

put all successfully completed EPAFs into the Banner records. 
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Following are the Categories for Labor Distribution Change EPAFs.  

Category Code Category Description Purpose 

LD_MSM Labor Distribution change 

Main (Restricted) 

This EPAF category must be used for 

an employee whose salary is 

charged to any restricted account 

from Main Campus.  

LD_HSM Labor Distribution Change 

HSC (Restricted) 

This EPAF category must be used for 

an employee whose salary is 

charged to any HSC restricted 

account. 

LD_BSSM Labor Distribution Change 

HSC/Main (Restricted) 

This EPAF category must be used for 

an employee whose salary is 

charged to any restricted accounts 

from both HSC and MAIN  

LD_HRD Labor Distribution Change 

HSC/Main (Unrestricted 

Only) 

This EPAF category must be used for 

an employee whose salary is 

charged to only unrestricted  

indices. 

 

 
  By choosing the correct category of EPAF for your labor distribution change, the appropriate  

  Approval routing queue will be displayed. 
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The EPAF can be used to change a labor distribution  on a student employee, staff, or faculty 

record when the following circumstances apply: 

·  The labor distribution change is the only change being made to the employee’s 

record.  In other words, if the employee’s term of employment, contract end date, salary, 

appointment %, etc., must also be changed with the changing labor distribution an EPAF 

to change the Labor Distribution record cannot be used. The Employment Data Center 

(EDC) for that specific type of employee will need to make the change to the labor 

distribution in conjunction with the other changes to the employee’s record. If this is a 

student employee or staff the ePAN should be used to make the change. If another type 

of employee, please contact the appropriate EDC for the correct form to use. (In the 

future, there will be other categories of EPAFS that allow multiple records to be changed 

with a single EPAF) 

 

·  The effective date of the Labor Distribution Change EPAF is after the date of the last Paid 

Date for the employee. A labor distribution change cannot be made on a labor expense 

that has already been processed through payroll. If the pay period is open – the deadline 

for the timekeepers to submit for a specific pay period has not passed --an EPAF may be 

applied to the record. In order to ensure that an EPAF is processed prior to payroll 

running it is recommended that a department origina te an EPAF at least 5 days 

before the close of a pay period to allow time for the approval process to route and 

apply to the current pay period. 

 

·  If there is a future dated labor distribution on an employee’s record a labor distribution 

change cannot be inserted between the current labor distribution effective date and the 

future effective date. The EDC (Employment Data Center) responsible for that particular 

type of employee (staff, student, faculty) must be contacted with a request to have the 

future effective dated labor distribution record removed.  For example, if the current labor 

distribution is effective dated 1/1/08 and there is a future dated labor distribution effective 

4/1/08, an EPAF with an effective date of 3/1/08 would require the removal of the 4/1/08 

distribution by the appropriate EDC before the 3/1/08 labor distribution change could be 

made. 
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·  All Labor Distribution Changes via EPAF must be originated by the department that 

“owns” an employee. The Organization code that is designated as an employee’s “Time 

Sheet” or “Hiring Org” is considered the department responsible for that employee’s job 

records.  If you pay for a portion of an employee’s salary who is in another Hiring/Time 

Sheet Organization, you must contact the “owning” department to have an EPAF 

originated as necessary. 

 

·  The minimum approval queue for an EPAF is originator + one approver. An originator of 

an EPAF may not approve the EPAF that they originate. Departments may add a second 

approver level within their department if desired. 

 

·  A Labor Distribution Change EPAF approver should have designated signature authority 

on the index they are approving in the EPAF. If there is more than one index involved 

there should be an approver with signature authority for each of the indices. 

 

·  All Employment Data Centers (EDCs) except staff, re quire that departments put a 

representative from their office on all labor distr ibution changes via EPAFs as an 

FYI after approval. This is required on all categor ies of Labor Distribution Change 

EPAFS. 
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LD_HRD Labor Distribution Change 

HSC/Main (Unrestricted 

Only) 

This EPAF category must be used for an 

employee whose salary is charged to only 

unrestricted  indices. 

 

·  If the indices on an employee’s labor distribution represent only unrestricted funds, 

whether from Main or HSC, the department only needs to have an originator and 

approver from the department.  

·  If there are multiple indices on the labor distribution that represent other departments, 

there needs to be an approver who has signature authority for each of the indices 

represented in the queue.  

·  There are no FYIs required to Principal Investigators since there are no PIs affiliated 

with unrestricted accounts, however the appropriate EDC should be included as an 

FYI After Approval and the Applier must be included in the queue to process the 

EPAF. 
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LD_MSM Labor Distribution change 

Main (Restricted) 

This EPAF category must be used on an 

employee whose salary is charged to any 

restricted fund from Main Campus.  

 

·  Originator completes the proposed changes to the labor distribution that contains 

any restricted fund from Main Campus. All Level 1 approvers for the main 

campus indices are selected for the approval routing queue. 

·  An FYI (on Origination) is set up for the Principal Investigators of each of the 

indices. 

·  The designated fiscal monitor from Main Campus for each of the indices is 

selected as the final approver. 

·  An FYI (after approval) is set up for the appropriate Employment Data Center for 

this employee. 
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LD_HSM Labor Distribution Change 

HSC (Restricted) 

This EPAF category must be used on 

an employee whose salary is 

charged to any HSC restricted fund. 

 

·  Originator completes the proposed changes to the labor distribution that contains 

any restricted fund from HSC. All Level 1 approvers for HSC indices are selected 

for the approval routing queue. 

·  An FYI (on Origination) is set up for the Principal Investigators of each of the 

indices. 

·  The designated fiscal monitor from HSC for each of the indices is selected as the 

final approver. 

·  An FYI (after approval) is set up for the appropriate Employment Data Center for 

this employee. 
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LD_BSSM Labor Distribution Change 

HSC/Main (Restricted) 

This EPAF category must be used for 

an employee whose salary is 

charged to any restricted accounts 

from both HSC and MAIN  

 

·  Originator completes the proposed changes to the labor distribution that contains 

restricted funds from both HSC and Main. All Level 1 approvers for HSC and 

Main indices are selected for the approval routing queue. 

·  An FYI (on Origination) is set up for the Principal Investigators of each of the 

indices. 

·  The designated fiscal monitor from HSC and for Main for each of the indices is 

selected as the final approvers. 

·  An FYI (after approval) is set up for the appropriate Employment Data Center for 

this employee. 
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1. Go to the URL my.unm.edu and enter your net ID and Password. 

1. Click on the Login  button. 

 

 

 

2. Click on the Employee Life  Tab. 

3. Click on the LoboWeb  Link. 
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4. Click on Electronic Personnel Action Forms . 

 

 

5. Click on New EPAF. 
 

 

 

6. The New EPAF Person Selection  screen displays. 
 

 




 80 


7. Enter the Employees UNM ID in the ID field. 

8. Press tab to populate the full name. 

9. The Query Date defaults to the current date.  If required, change the date using 

format mm/dd/yyy. 

 

Note : This is the date on which the distribution change takes effect. 

 

10.  Select an Approval Category by clicking on the down arrow next to the 

Approval Category  field. This field drives the routing queue.   

 

Category Code Category Description Purpose 

LD_MSM Labor Distribution change 

Main (Restricted) 

This EPAF category must be used on an 

employee whose salary is charged to any 

restricted account from Main Campus.  

LD_HSM Labor Distribution Change 

HSC (Restricted) 

This EPAF category must be used on an 

employee whose salary is charged to any 

HSC restricted account. 

LD_BSSM Labor Distribution Change 

HSC/Main (Restricted) 

This EPAF category must be used on an 

employee whose salary is charged to any 

restricted accounts from both HSC and 

MAIN 

LD_HRD Labor Distribution Change 

HSC/Main (Unrestricted 

Only) 

This EPAF category must be used for an 

employee whose salary is charged to only 

unrestricted  indexes. 
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11. Click the Go button. 

12. Scroll to “Existing Jobs” or Click on “All Jobs”. 

13. Click on the job requiring a change. 
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14. Scroll down to the Labor Distribution Change section of the page. 

 

 

Note: The “Current”  section will display the FOAPA from which the employee is 

currently being paid.  The “New” section is where all changes will be made.   

 

15. Enter U in the COA field. 

16. Enter the new index in the Index  field. 

17. Enter the percent in the Percent  field. 

18. Click the Save and Add New Rows  button.  The Fund, Organization, Program, 

Activity and Location (if applicable) will automatically populate. 

 

 

 

Current 

New 




 84 


19. The following message will display. 

 

 

 

20. Scroll down and enter the same Account Code as “current” distribution.   

21. Click the Save and Add New Rows  button. 

 

 

 

22. The following message will display. 
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23. Scroll down to the “Routing Queue” section of the page. 

 

 

Note:  This section is pre-populated with the appropriate required approval levels.  

See Appendix  I for approval queue requirements. 

 

24. Enter the approvers username in the Username  field.  If unknown, click on the 

search icon to the left of the field to make your selection.   

25. Enter the username of the Appliler (EAAPPLIER) into the Username  field. 

26. Click the Save and Add New Rows  button. 

 

 

 

27. The following message will display. 
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28. Click the Submit button. 

 

 

 

29. The following message will display. 
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2. Go to the URL my.unm.edu and enter your net ID and Password. 

3. Click on the Login  button. 

 

 

 

4. Click on the Employee Life  Tab. 

5. Click on the LoboWeb  Link. 
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6. Click on Electronic Personnel Action Forms . 

 
 

7. Click on EPAF Approver Summary . 

 
8. Select the Current  tab. 

 

 
9. Click on the name of the person for which approval is required. 

10. Click on the Approve button. 
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·  If after reviewing a Labor Distribution Change EPAF an Approver believes that there is a 

problem with the transaction, the transaction can be returned to the originator for correction. 

Any EPAF returned should have clearly documented comments stating the reason for return. 

·  Only approvers can return an EPAF for correction, if a PI who receives an FYI at the time of 

origination of an EPAF does not agree with the proposed distribution, the PI must email the 

originator, who will in turn notify the Level I or Final approver to return the proposed 

distribution for correction. 

·  If the PI notifies the originator after the EPAF has received final approval but prior to the 

running of the payroll, the EDC will be requested via email to remove the record so a new 

distribution can be processed. 

·  Core Finance Offices will work with the departments to establish standard language for the 

return for correction comments, which will then be added to the originator/approver guide. 
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In Banner every employee record is required to have a valid labor distribution which adds up to 

100%.  Finance has developed a new proactive process of notifying departments via email 60 days 

prior to a fund terminating.  Another email is sent at 30 days and again at 7 days, in order to assist 

the departments in maintaining valid funds on their employee’s labor distributions. An EPAF should 

be used to generate a change to the Labor Distribution prior to the fund terminating.




The Banner HR/Payroll system does not allow for ‘end dates’ on labor distributions.  Employees with 

distributions on grant funds that have ended will be posted to the over expenditure index identified by 

the department. 
This new process helps to ensure continuity of funding for employees, provides for timely and 

accurate grant billing and eliminates the need for institutionally monitored suspense accounts. 

These e-mails will be proactive reminders to assist departmental administrators in identifying 

employees who have pending labor distributions on contracts or grants that are ending. 

Additionally, the requirement for a 60-day memo on cost transfers has been increased to 90 days, as 

explained in policy #2450 at http://www.unm.edu/~ubppm/ubppmanual/2450.htm.   A sample 

memo can be found at http://www.unm.edu/~cgacctng/docs/90%20Day%20Memo.d oc. 
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1. Go to the URL my.unm.edu  and enter your net ID and Password 

2. Click on the Employee Life tab 

3. Click on Banner Authorization Request 

 

 

4. A Security Alert popup appears. Click ‘Yes’ 
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5. Enter your UNM Net ID and Password (for BAR login help, please see FastInfo 

1584). 
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Start an authorizations request 

1. Verify all information regarding your position at the University is correct. 

2. If you currently have an incomplete request you will see an "Open Saved Access 

Request" button.  Click on the button. 

3. If you do not have an existing request you will see an "Add/Remove Access Roles" 

button. Click on the button. 

 

 

NOTE: If you have existing Banner access, your current authorization is automatically 

copied into your new request. 
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Select the EPAF role  

1. Enter your supervisor's NetID. If you do not know your supervisor's NetID, please 

use the hotlink to the UNM Directory to look it up. 

2. Explain the business reason for this role.  

3. Click on the "ADD Roles" or “Select Roles” button. 
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4. Select SHOW ALL ROLES 

 

 

5. Select EPAF ROLES.  

 

 
6. Click the check box next to the required “EPAF” role (Originator, Approver or 

FYI). 
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7. Click on the “Add Selected Roles to My Request" button on the bottom of the page. 

 

 

8. The following will display under “Access Roles Requested”. 
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Select EPAF orgs 

Role Specific Settings section displays.  Scroll to the Select HR-Payroll Orgs  section of 

the page. 

1. Enter an org code.  

2. Click the Add HR – Payroll Org button. . 

 

 

3.  If the org code is recognized, it will display in that section.  If not, you see an error 

message display. 
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Review and submit 
 

1. Confirm that all the information is correct. 

2. Click the “Next” button. 
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3. On the “Review request before submitting” page, confirm that all the information on 

your BAR is correct. 

4. Click "Submit Request" button, if all information on the page is correct. 

5. Click the ‘Back” button if the information is incorrect.  Correct as necessary.  

  

 

6. The request is sent to the appropriate supervisor for approval and to the central 

office steward for each role requested.  Your supervisor is notified and you will 

receive an email confirming that the request was submitted.  Once approved and 

changes applied, another email is sent to let you know that access has been 

granted.  To check the status of your request, click on “My Requests” at the top of 

the page. 

ssuper 
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I. Approval Queue Requirements 
II. EPAF Category Selection & Approval Routing 
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Approval Category FYI Notification Department Appro val Queue Requirements 
Core Office 

Main EPAF with Restricted Indices 
(all transactions within  department) 

PI 
EDC 

Level 1* 
Level 2** (optional) 

C&G Fiscal Monitor 

    
Main EPAF with Restricted Indices 
(transactions within other  departments)  

PI 
EDC 

Level 1* Timekeeper Department 
Level 2** (optional) 
Level 1* - Other Departments 

C&G Fiscal Monitor Timekeeper Department 

    
HSC EPAF with Restricted Indices 
(all transactions within department) 

PI 
EDC 

Level 1* 
Level 2** (optional) 

Post Award Fiscal Monitor 

    
HSC EPAF with Restricted Indices 
(all transactions within other departments) 

PI 
EDC 

Level 1* 
Level 2** (optional) 

Post Award Fiscal Monitor Timekeeper 
Department 

    
Main & HSC EPAF with Restricted indices 
(all transactions within other department) 

PI 
EDC 

Level 1* Timekeeper Department 
Level 2** (optional) 
Level 1* - Other Departments(s) 

C&G Fiscal Monitor 
Post Award Fiscal Monitor Timekeeper 
Department 

    
Main & HSC EPAF with Restricted indices 
(all transactions within department) 

PI 
EDC 

Level 1* 
Level 2** (optional) 

C&G Fiscal Monitor 
Post Award Fiscal Monitor 

    
Main and/or HSC EPAF – ONLY Unrestricted 
Indices 
(all transactions within  department) 

N/A 
EDC 

Level 1* 
Level 2** (optional) 

N/A 

    
Main and/or HSC EPAF Only Unrestricted 
indices 
(transactions within other  departments) 

N/A 
EDC 

Level 1* Timekeeper Department 
Level 2** (optional) 
Level !* - Other Department(s) 

NA 

 
*  Level 1 approver must have signature authority on indexes affected    
** Level 2 approver in a option that the timekeeper department may utilize based on department approval requirements 
 
Please note that all the Employment Data Centers (EDCs) have requested to be included as an FYI on all labor distribution changes for their category of employee. 
For example, Faculty Contracts will need to be included as an FYI (After approval) for Main Campus Faculty.  

Approval Queue 
Requirements 

P54 T10 Job Aid 
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Category Code Approval Category Description Minimum  Dept 
Approval 

Requirements 

Core Office Approval 
Requirements 

FYI 
Notification  

LD_HRD Main Campus & HSC EPAF –with ONLY 
Unrestricted  Indices  

Level 1-signature authority 
(for each index being 
changed) 
Level 2-optional 

No electronic approval 
required; Post Transaction 
review occurs. 

EDC 

LD_BSM Both Main Campus & HSC indices on EPAF, with any 
Restricted  Indices  

Level 1-signature authority 
(for each index being 
changed) 
Level 2-optional 

MC Fiscal Monitor 
HSC Fiscal Monitor 
 

PI 
EDC 

LD_HSM HSC EPAF with any Restricted  Indices Level 1-signature authority 
(for each index being 
changed) 
Level 2-optional 

HSC Fiscal Monitor 
 

PI 
EDC 

LD_MSM Main Campus EPAF with any Restricted  Indices. Level 1-signature authority 
(for each index being 
changed) 
Level 2-optional 

MC Fiscal Monitor 
 

PI 
EDC 

Definitions: 
EDC   Employment Data Center 
 
Fiscal Monitor Core Office Accountant responsible for monitoring transactions for a specific contract or grant. (You may need to select more than one.) 
 
HSC   Health Sciences Center 
 
Level 1 Department Approver.  Should have signature authority on each index, or route it to another approver who DOES have signature 

authority.  Each index being changed, including unrestricted indices, should be routed to department personnel with signature authority.  If 
a person has authority over multiple indices, they can approve for all those indices. 

 
Level 2 This is an optional Departmental Approver.  Use per department practices. 
 
MC   Main Campus 
 
Originator  Departmental personnel that create EPAF requests using LoboWeb. 
 
PI   Principal Investigator 
 
Signature Authority A person listed on the Signature Authorization Sheet for that index.  You may find the signature authorization sheet in Xtender. 
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Ideal: Originator creates EPAF and identifies appropriate category code.  Routes EPAF to department personnel with signature 
authority for Level 1 approval, and identifies/selects fiscal monitor responsible for approving labor changes on affected 
indices. 

 
Good: The originator has signature authority.  They note in the EPAF comment section that they have signature authority.  There is 

another Level 1 approver used. 
 
Good: The originator does not have signature authority.  They note in the EPAF comment section the name of the person with 

signature authority who authorized the EPAF.  They route the EPAF to this person for Level 1 approval.  [Another Level 1 or 2 
approver may be used, per departmental practice]. 

 
Acceptable: The originator has signature authority.  There is no other Level 1 approver in their dept.  They note in the EPAF comment 

section that they have signature authority.  The originator approves the EPAF. 
 
Acceptable: The originator does not have signature authority.  They note in the EPAF comment section the name of the person with 

signature authority who authorized the EPAF.  They cannot route the EPAF to this person because this person cannot [out of 
town, on vacation, no Banner Access…] approve the EPAF in Banner.  There is another Level 1 approver used. 

 
Acceptable: The originator does not have signature authority.  They note in the EPAF comment section the name of the person with 

signature authority who authorized the EPAF.  They cannot route the EPAF to this person because this person cannot [out of 
town, on vacation, no Banner Access…] approve the EPAF in Banner.  The originator approves the EPAF. 

 
Unacceptable: The originator has signature authority.  They do not note in the EPAF comment section that t hey have signature 

authority . 
 
Unacceptable: The originator does not have signature authority.  They do not note in the EPAF comment section the na me of the 

person with signature authority who authorized the EPAF. 
 
Unacceptable: The originator does not have signature authority for all indices changed in the EPAF.  They do not route the EPAF to a 

person who DOES have signature authority over each changed index.  
 
Unacceptable: The originator does not route the EPAF to the corre ct Fiscal Monitor(s) in the Core Office.  
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How to find someone with Signature Authority for an  index: 

Contracts and Grants Restricted Index (Main Campus or HSC) 
·  Pull up the signature authorization in Xtender. 
·  Route the EPAF to a person listed on the most recently dated signature authorization form. 
·  Note: This applies to restricted indices only. 

 
To do this: 

·  Go to Banner screen FRIGITD.  Put in index.  Tab twice, and the Grant Code populates in the “Grant” field. 
·  Go to Banner screen FRAGRNT.  Put in grant number.  Select “Next Block”. 
·  Select the Xtender icon near the top of the screen; it is called “Banner XtenderSolutions” when you place your cursor on it. 
·  Select the item with a document type of SIGNATURE. 
·  Route the EPAF to a person listed on the most recently dated signature authorization form. 

 
How to find the Fiscal Monitor for an index: 

Contracts and Grants Restricted Index (Main Campus or HSC) 
·  Go to Banner screen FRIGITD.  Put in index.  Tab twice, and the Grant Code populates in the “Grant” field. 
·  Go to the Banner screen FRAGRNT.  Put in grant number.  Select “Next Block”. 
·  Select the Personnel tab. 
·  Use the gray sliding bar on the right to move down until you see indicator 003-Fiscal Monitor. 
·  The name of the Fiscal Monitor on this screen is who you should route this index to for approval. 
·  Hint: This is the same screen [FRAGRNT] from which you accessed the signature authorization form for restricted indices. 
 
Alternate Method: 
HSC: 
·  Go to Post Award website, http://hsc.unm.edu/financialservices/postaward/ 
·  Select the “Who to Contact” button near the top of the page.  This will tell you, by Org level 5, who the Fiscal Monitor is for all 

HSC Restricted Indices. 
·  The Org for the index is on the FRAGRNT screen on the Main tab. See instructions (above) to access FRAGRNT if you don’t 

know the Org code. 
 

Unrestricted Index (Main Campus or HSC) 
No Fiscal Monitor is required.  Do not route EPAFS for only unrestricted indices to a Fiscal Monitor. 

 


