How To Submit A New Cellular Allowance EPAF

Learn how to navigate the Employee Dashboard to initiate and process a new cellular
allowance electronic personnel action form. This guide provides a step-by-step
walkthrough for entering required employee, position, and department information
to ensure accurate submission.

Cell phone allowances are paid to eligible employees in accordance with university
cell phone policy and procedure. View the complete policy by clicking here.

1 Login to TopNet and click "Employee Services"
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Student Services  Financial Aid Employee Services  Personal Information  Finance Self Service

Main Menu

Student Services

Register for classes; Display your class schedule; View your holds; Display your grades & transcripts; Pay Tuition and Fees; View Billing Statements; Review Financial Aid requirements & awards; Review General Ed Progress;Purchase Dining
Fimanaigktids "

&pply for Financial Aid; Vibw financial aid status and eligibility, accept aid offers, view loan applications, request registration for WKU On Demand through Independent Learning using financial aid.
|imployee Services|

Yiew Benefits and Deducons, Pay Information, Tax Forms, Vacation and Medical Leave Balanoes

MiransiehSondienm=

Review financial documents

Personal Information

View or update your address(es), phone number(s), and e-mail address(es). View procedure for making a name change and/or social security number change.

Faculty/Staff Purchasing Big Red Dollars

For Facuity/Staff to purchase Big Red Dollars with a Credit Card

Faculty/Staff Purchasing Dining Dollars

For Facuity/Staff to purchase Dining Dollars with a Credit Card

Faculty/Staff Meal Plan Registration

For Faculty/Staff to purchase a Meal Plan and pay by credit card

Topper Orientation Program (TOP) Students

Proxy Access

Create and maintain acoess for others to your information with Proxy Access
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https://www.wku.edu/policies/docs/index.php?policy=89

2  Click "Employee Dashboard"
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Student Services  Financial Aid Employee Services Personal Informafion  Finance Self Service

Employee Services

Employee Dashboard
Wisit the new dashboard for informafon about pay stubs, tax forms, leave balances, and much mere.
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EPAF Request Setup

3 Click "Request New EPAF" on the right navigation

/- My Activities
Enter Leave Report
N
S T S e
Lo Request New EPAF
Smbparpun.and Do e COLGE]

N

Labor Redistribution
N

Payroll Contributions
K-4 Tax Exemptions (Kentucky State Tax)
Campus Directory

Student Employment
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4  Select the approval category "Cell Phone Allowance Stipend"

EPAF Request
Western Kentucky University

EPAF Request

Electronic Personnel Action Form Request

Appsoal Category
Loy Approval Category Definftions

Employee Information

WKU ID

:
Name Background Check Code Background Check Comment
Position Number Suffix Title

Change Information

Position Number Title

Approval Category

Full Time Regular Assignment

Full-Time Limited Assignment (with an End Date)
Part-Time Regular Assignment

Part-Time Limited Assignment (with an End Date)
Graduate Assistant

Redassification

Salary or Rate Change

iLenpotaryiltedine s B Background Check Comment
Stipend Assignment
Labor Distribution Change
Begin Leave

End Leave

Sabbatical ‘
Begin Shift Differential

End Shift Differential

End Assignment {not leaving WKU)

lerminacion

Title

Cell Phone Allowance Stipend
Other

Position Class Employee Class Class Description
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5 Enter the employee WKU ID and click "Fill In"

EPAF Request -2

Electronic Personnel Action Form Request

Approval Category

‘ Cell Phone Allowance Stipend ¢ |

CurTEnt Approval Category Definitions

Ty ee O Ta o

WKU ID

8 m
Name Background Check Code Background Check Comment
Paosition Number Suffix Title

Change Information

Position Number Title

Position Class Employee Class Class Description

6 "Position Number" should be one of the following based on their payroll:
CELLMN - Monthly
CELLSM - Semi-monthly
CELLBW - Bi-weekly

Change Information

Position Number Title

Employee Class Class Description
Home Department Index Department Name
Q Fillin
Job Change Reason Campus Location Annual Salan
B P Y
: s H
Job Change Reason Definitians Annual Salary must be divisible by 12

Start Date End Date

: |z

Eiindino Infarmatinn
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7  Fillin the employee "Home Department Index" and click "Fill In"

Home Depiértment Index Department Name
Q, Fill In
Job Change Reason Campus Location Annual Salary
: $ -1
Job Change Reason Definitions Annual Salary must be divisible by 12
Start Date End Date
® m}
Funding Information
Labor Distribution
Index 1 Percent 1 Index 1 Description

%

Change Details

8 Select Cell phone allowance for the "Job Change Reason" and "Campus Location"
should be where the employee works majority of the time.

Job Change Reason Campus Location Annual Salary
Cell phone allowance = ‘ = H
Job change Reason Definitions Annuo! Sofory must be divisible by 12
Start Date End Date
+ ]

Funding Information

Labor Distribution

Index 1 Percent 1 Index 1 Description

%

+ add index
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9 "Annual Salary" has two allowance options at the departments discretion and
should adhere to the Cellular Allowance Policy. For MN or SM payroll, enter $240
or $360. For BW payroll, enter the hourly rates of 9.23 or 18.84.

Campus Location AFTITOET SaTary

Bowling Green % H

Annug! Sofary must be divisible by 12

End Date

|

Percent 1 Index 1 Description

8 ; ®

10 The annual renewals should have a start date of June 1st and end date of May
31st. If the EPAF is submitted at another time, be sure the end date is May 31st.
(Grant funds will follow their own dates)

Job Change Reason Campus Location Annual Salary
Cell phone allowance = Bowling Green ¥ $ i 360
Job Change Reason Definitions Annual Salary must be divisible by 12
Start Date End Date
* m|

Funding Information

Labor Distribution

Index 1 Percent 1 Index 1 Description

;

+ Add index
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Funding and Approval

11 Labor Distribution Index is the department that will pay for the allowance. Splits
are permitted.

Funding Information

Labor Distribution

Index 1 Percent 1 Index 1 Description

Foundation Funding

Account 1 Percent 1

% =

Administrative Information

Routing

1 Enter in the appropriate EPAF approvals for your department. If it involves
multiple funding sources, be sure to include each department.

UL LT g
Account 1 Percent 1

%

+ Add Foundation

Administrative Information

Routing

Approval Level 1 Approver Name 1 Action Required 1

Owversight
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13 Cell Allowance EPAFs REQUIRE comments in order to be completed. Begin your
comments with the CELL PHONE NUMBER. Then, using the qualifying instances in
the bulleted list below, enter into the comments box the qualifying instance on
which the request for the Cellular Allowance is being based. Per the Cellular
Allowance Policy, the university defines the following business purposes as
qualifying instances approved for granting a Cellular Allowance:

* The employee is responsible in emergency matters where they must be available to be
contacted and/or respond in the event of an emergency.

« Employees who are frequently “on call” officially or implicitly and/or needs to be
contacted in an immediate or timely manner (during or after regular business hours) to
respond to situations pertinent to his/her assigned job responsibilities. If the contact is
deemed by the department to be occasional usage, refer to section 3 of the Cellular
Allowance Policy.

* Employees who commonly perform work out of the office or in a mobile capacity where
they require reliable communication.

* The employee frequently travels or is out of the office and needs to be in contact with
University personnel or affiliates to conduct University business.

COrrect name.

Additional Information

Comments

Document Upload

If applicable, please submit a resignation letter, certification, degree verification, or any other personnel file document. If you have multiple documents, please
utilize the Update Personnel File or Record HR Service Request farm.

14 Submit your EPAF Request. HR will review, make any necessary adjustments and
submit the EPAF for approvals. If you need assistance, email epaf.help@wku.edu
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