EMPLOYEE BUDGET
REQUEST (EBR)

OFFICE OF BUDGET &
RECONCILIATIONS




TRAINING OBJECTIVES

By the end of this session, you will
know how to:

— Access Canopy

— Log into Canopy

— Create a New Budget Position

— Review and approve an EBR
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CANOPY ACCESS

« HOW TO ACCESS CANOPY

— Approved Account Profile
 http://www.pvamu.edu/pages/2279.asp
— Canopy Internet Address

 Production: https://sago-apps.tamu.edu/canopy/logon.aspx?c=1

e Training:
https://labl.system.tamu.edu/Training/canopytwo/logon.aspx
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https://sago-apps.tamu.edu/canopy/logon.aspx?c=1
https://lab1.system.tamu.edu/Training/canopytwo/logon.aspx

CANOPY LOG-IN

« HOW TO LOG-IN

@ Canopy Login Homepage - The Texas A&M University
System:

« Enter your FAMIS User Id

* Enter your Password

e Click “Login”

e The Creator Selects:

— EPA - Personnel Action Module
— Create New Doc
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Main Menu — EPA — Create Document

e Select Create Type:
— New Budgeted Position

 Enter Workstation:
— “p”
e Select Document Type.:
— Create or Re-activate Position

o Select Recommended Occupant Action:
— New Hire
— Re-appoint
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Main Menu — EPA — Create Document

e Select Current Occupant Action:
— (This action Is auto filled for this Create
Type)
e Select Position Action:
— Create Position
e Click:
— Create Document
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‘& Canopy: EPA Create Document - Windows Internet Explorer
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Create Document

Main Menu o EPA o Create Document

Search Employee Details  Position Details Document Details

Create Type: | New Budgeted Position M PIN: " Fiscal Year: | 2008 VI Workstation: |P

Document Type: | Create or Re-activate Position /E

ewrre |

Recommended COccupant Action:

_____________ 4ot
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Position Action: | Create Position

Canopy, a E‘uslli‘n’=== l n Top of Page Theme: | Meon Blue . Set T

The Texas AB

Version: 10/1




& Canopy: EPA Document Details - Windows Internet Explorer

@ 22 |g https: flab1.system. tamus. edu,/Training fcanopytwo,Modules [EP A /Document. aspx *epaDocld =000 7206 [V] %J | [ 2
File Edit View Favorites Tools Help
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Logout

Routing campus: [N RNCTGN - --- [N ISR

Main Menu c EPA o> Document Details

Search Employee Details Position Details Create Document

EPA Document Number: m & Comments:

’ Submit ] [ Recall ] [ Reopen ] [ Withdraw ] [ Cancel and Void ]

= Steps required to update/complete an EPA document (your current step is highlighted)
£l 1 Edit the EPA document.

1.1 Edit the header information and save any changes.

1.2 Edit the individual source lines and save changes for each line.

2 Yalidate the document (this will also generate the net funding).

3 Review the net funding and make any necessary changes to the account informatian.
i 4 Close the document and route it for approval.

EPA Document Information

EPA Document Number: 0007206
Routing Document Number:

Doc FY: 2009
Doc Status: Open for Editing

Document Type: Create or Reactivate Position (02) Date Created: 11/05/2008 3:47 PM
Action is Effective From-To: | - | | - Last Updated: 11/05/2008 8:47 PM
Dept/SubDept:

Source Balance [
Edits Cwverridden:

COwerride Budget: | RF Caost Sharing:
O

Replace Prior Iteration(s): TEES Cost Sharing:

oo

Justification/Comments:

Attachments:
Add new attachment:
MName: |

| « | (select one or type in your own)
|| Browse... |

File location: |

Add Attachment ]

Done €D Internet * 100% T



EPA ON SCREEN HELP

Steps required to update/complete an EPA
document (your current step is highlighted)

1. Edit the EPA document.

1.1 Edit the header information and save any
changes.

1.2 Edit the individual source lines and save
changes for each line.

2. Validate the document.
3. Review Net Funding
4. Close the document and route it for approval.
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1.1 - EDIT HEADER INFORMATION

 Header Information Sections must be
updated before clicking “Save™:
— EPA Document Information
— Position Information
— Occupant Information
— Rate Information

PRAIRIE VIEW A&M UNIVERSITY



EPA Document Information

* Action is Effective From/To: (Date Field)
— Physical Work Dates

— Separate EPA is required for Faculty Summer
Appointment

e Source Balance Edits Overridden

— Check If Action Effective From/To dates are not
the same as Annual Term and Funding Source
Lines dates

PRAIRIE VIEW A&M UNIVERSITY



EPA Document Information

 Replace Prior Iteration

— Only required when making changes to a
current PIN for the same period.

e Justification/Comments

— An explanation as to why the EPA Is being
submitted

PRAIRIE VIEW A&M UNIVERSITY



& Canopy: EPA Document Details - Windows Internet Explorer

@.\-— A |g https: flab 1.sy=stem. tamus. edu,/Training fcanopytwo Modules [EP A/Document. aspx *epaDocld =000 7207 [V] %J || X

File Edit View Favorites Tools Help

@~ lweb Search @Bookmarksv i settings ~ | £ Mail ~ @My Yahoo! - Answers ~ [ Games - HJ Anti-Spy

we %Convert - @Select

3

W e [@Canopy: EPA Document Details l l - B deh - |i-h Page ~ {CF Tools ~
A
Logout
Routing compus: | SRRNCR G --- ~--- | EEEEE
Main Menu o EPA o Document Details
Search Employee Details Position Details Create Document
EPA Document Number: 0007207 &' Comments:
’ Submit ] [ Recall ] [ Reopen ] [ Withdraw ] [ Cancel and Void ] 1
=~ Steps required to update/complete an EPA document (your current step is highlighted)
El- 1 Edit the EPA document.
1.1 Edit the header information and save any changes.
1.2 Edit the individual source lines and save changes for each line.
2 Yalidate the document (this will also generate the net funding).
3 Review the net funding and make any necessary changes to the account informatian.
i 4 Close the document and route it for approval.
EPA Document Information
EPA Document Number: 0007207 Dioc FY: 2009
Routing Document Number: Doc Status: Open for Editing
Document Type: Create or Reactivate Position (02) Date Created: 11/06/2008 7:15 AM
Action is Effective From-To: |11_,r15_,r2[mg - | |5_;31_;20[]g - Last Updated: 11/06/2008 7:15 AM
Dept/SubDept:
Source Balance
Edits Cwverridden:
COwerride Budget: | RF Caost Sharing: |
Replace Prior Iteration(s): [] TEES Cost Sharing: [
Justification/Comments:  |Morris Chestnut is being hired as Rd3junt Professor in the Biology
Departmen. Thi=s i=s a Non-Temure appointment. Course Assignments are
BICL1043, BIOL1044, BICOL2013.
Attachments:
Add new attachment:
Mame: | | « | (select one or type in your own)
File location: | ” Browse... |
Add Attachment ] [v]

€D Internet & 100% -



Position Information

« Administrative Location (Adloc)
— DS XXXXXX

e Title Code

» Please refer to Human Resource Web Site
nttp://www.pvamu.edu/pages/2078.asp

 Faculty Appointments refer to memo from
Provost for approve title codes

PRAIRIE VIEW A&M UNIVERSITY


http://www.pvamu.edu/pages/2078.asp

Position Information

 Annual Term From/To: (Date Field)

— Term of Position (9 or 3 months)

« Date Rules
— Date can only begin on the 1st or 16"

— Date can only end on the 15" or last day of the perspective
month

e Annual Term Modifier

— Select
e Normal — No breaks In term

PRAIRIE VIEW A&M UNIVERSITY



Position Information

e Annual Term Months

— System will calculate based upon dates in the
Annual Term From-To Field

e Assignment Dist/Cty
— Not Required

e Temporary PIN
— Not required Faculty Appointments

PRAIRIE VIEW A&M UNIVERSITY



& Canopy: EPA Document Details - Windows Internet Explorer
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File Edit View Favorites Tools Help
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we %Convert - @Select

3

W e [@Canopy: EPA Document Details l l - B deh - |i-h Page ~ {CF Tools ~
A
Logout
Routing compus: | SRRNCR G --- ~--- | EEEEE
Main Menu o EPA o Document Details
Search Employee Details Position Details Create Document
EPA Document Number: 0007207 &' Comments:
’ Submit ] [ Recall ] [ Reopen ] [ Withdraw ] [ Cancel and Void ] 1
=~ Steps required to update/complete an EPA document (your current step is highlighted)
El- 1 Edit the EPA document.
1.1 Edit the header information and save any changes.
1.2 Edit the individual source lines and save changes for each line.
2 Yalidate the document (this will also generate the net funding).
3 Review the net funding and make any necessary changes to the account informatian.
i 4 Close the document and route it for approval.
EPA Document Information
EPA Document Number: 0007207 Dioc FY: 2009
Routing Document Number: Doc Status: Open for Editing
Document Type: Create or Reactivate Position (02) Date Created: 11/06/2008 7:15 AM
Action is Effective From-To: |11_,r15_,r2[mg - | |5_;31_;20[]g - Last Updated: 11/06/2008 7:15 AM
Dept/SubDept:
Source Balance
Edits Cwverridden:
COwerride Budget: | RF Caost Sharing: |
Replace Prior Iteration(s): [] TEES Cost Sharing: [
Justification/Comments:  |Morris Chestnut is being hired as Rd3junt Professor in the Biology
Departmen. Thi=s i=s a Non-Temure appointment. Course Assignments are
BICL1043, BIOL1044, BICOL2013.
Attachments:
Add new attachment:
Mame: | | « | (select one or type in your own)
File location: | ” Browse... |
Add Attachment ] [v]

€D Internet & 100% -



Occupant Information

e Social Security Number
— Issued by Social Security Administration

e From/To PIn

— Required if Recommended Occupant Action IS
“Transfer In”

— Required if Current Occupant Action Is
“Transfer Out”

PRAIRIE VIEW A&M UNIVERSITY



Occupant Information

e Occupant Name
— Last
— Suffix
— First
— M
 Employee Location (Not Required)

* Check Distribution (Not Required)

PRAIRIE VIEW A&M UNIVERSITY



e Canopy: EPA Document Details - Windows Internet Explorer

@;: - |g, https: flab 1.sy=stem. tamus. edu,/Training fcanopytwo Modules [EP A/Document. aspx *epaDocld =000 7207

ERCE
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we

Edit View Favorites Tools

%Cmvert - [P0 select

Help

Q' Web Search «+ @Bookmarks* [ Settings ~ | Eﬂ Mail - @My Yahoo! - | @Aﬂswers v a Games - ﬂi] Anti-Spy™

T:i‘ ﬁ'ﬁ [@Canopy: EPA Document Details
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EPA Document Number:
Routing Document Number:
Document Type:

Action is Effective From-To:

Dept/SubDept:

Source Balance
Edits Owverridden:

Owerride Budget:
Replace Prior Iteration(s):

Justification/Comments:

Attachments:

Position Information

2009 [~
Cpen for Editing
11/06/2008 7:15 AM

11/06/2008 7:15 AM

0007207 Doc FY:
Droc Status:
Date Created:

Last Updated:

Create or Reactivate Position (02)

11/15/2008 w | _ |5/31/2009 -

] RF Caost Sharing: [
| TEES Caost Sharing: F

HMorris Chestnut is being hired as Adjunt Professor in the Biology
Departmen. This is a Non—-Tenure appointment. Course Assignments are
BIOL1043, BIOL1044, BIOLZ013.

Add new attachment:
MName: |

| = | (=elect one or type in your own)

|| Browse... |

File location: |

[ Add Attachment ]

PIN Number:
Administrative Location:

Title Code:

Previocus Title Code:
Annual Term From-To:

Paosition Action:

Assignment Dist/Chy:

Occupant Information

P - New (Budget) 00/01
[05112115 || |

7230

Base/New Iteration:

Annual Term Maodifier:

]

| Marmal-MNo breaks in term

Temporary PIN: |:|

[9/1/2008
Create PIN (CR)

[*] . [5r31/2009

=

Annual Term Months:

Cicocupant UIN:
Ccocupant S5N:

FPrevicus Occupant SSN:
Cccupant in Position From-Ta:
Recommended Occupant Action:

Employee Location:

From/To Pin: |

| (last name)

Cccupant Name:  |Chestnut

| csuffix)

599999999

Maorris

{middle initial)

Vacant (WVA)
Termination Reason: Blan

| (first name)

Previous Occupant Mame:
- Current Occupant Action:
Mew Hire (NH)

1

Check Distribution:

@ Internet
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Rate Information

e Percent Effort
— Contract Appointments refer to FTE Calculation

 FTE Monthly/Hourly Rate of Pay

— Monthly Rate of Pay for all other Budget
Position

* Pay Indicator
—“A” If Percent Effort = 100
—“B” If Percent Effort < 100

PRAIRIE VIEW A&M UNIVERSITY




Rate Information

e Source Control

— Normal

— Locked
e Great Tool when only salary amount is known

 Pay Type
— Normal

PRAIRIE VIEW A&M UNIVERSITY



& Canopy: EPA Document Details - Windows Internet Explorer

@ 22 |g https: flab 1.sy=stem. tamus. edu,/Training fcanopytwo Modules [EP A/Document. aspx *epaDocld =000 7207

ERCE

Edit Tools Help

File

View Favorites

we ” %Convert - @Select

':{' Web Search @Bookmarks* [ Settings = & Mail - @My Yahoo! -

Answers ~ G Games - HJ Anti-Spy~

3

e o [@Canopy: EPA Document Details l l -8 e v |ibPage - () Tools -
Annual Term From-To:[9/1/2008 |ﬂ _ [6/31/2009 |ﬂ Annual Term Moditier: |N0rmaI—N0 breaks in term lvl [A]
Positicn Action: Create PIN (CR) Annual Term Months:
Assignment Dist/Chy: | || | Temporary PIN: ]
Occupant Information
Cccupant UIN: From/To Bin: | | _ | |
Cccupant S5M: 899999999 Cccupant Name: |Chestnut | (last name)
(suffix)
Morris |(fir5t name)
F (middle initial)
Frevious Cccupant SSN: Frevious Occupant Name:
Occupant in Position From-To: 11,/15/2008 - Current Occupant Action: Vacant (WA)
Recommended Cccupant Action:  Mew Hire (NH) Termination Reasaon:
Employee Location: l:l Check Distribution: l:l
Rate Information
Percent Effort: |95 g Pay Indicator: | Manthly - Less than 100% (B} [v]
Previous Percent Effort: Source Control: '
FTE Manthly/Hourly Rate: (3333 00 Budgeted Salary: $7,500.00
Previous Monthly/Hourly Rate: $0.00 Previous Budgeted Sal: $0.00
Salary Action: | Blank - none [v] Fay Type: | Mormal [v]
Funding Source Lines
Campus - Account Monthly Pay
Line Title Code Effective Dates Object Code Acct Analysis Pgm Code Pct Eft MSO0/SP Flags Bud. Salary
1 7230 - Description not foun 09/01/2008 to - 0.00% ! $0.00 Edit | Replicate
05/31/2009 ** Account not found ** $0.00 Delete
Descripticn not found
Mo records found to display.
Document Changes in Payroll
No records found to display.
Top of Page Theme: | Neon Blue vl Set Theme
Turn Paging Off
System - Site Map
v

@ Internet

£ 100%



& Canopy: EPA Document Details - Windows Internet Explorer
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€ | https: fflab 1.system. tamus. edu/Training fcanopytwo /Modules /EPA/Document. aspx ?epaDocld =0007207

ERCE

File Edit View Favorites Tools Help
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N Click Save
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Answers ~ G Games - HJ Anti-Spy~

3

Wk f - Bl o= - [=hPage - () Tooks -
> Annual Term Modiners [ 'yormal-No breaks in term 53 [~
Position Action: C/EatE FIN (CR] Annual Term Months:
Assignment Dist/Chy: || | Temporary PIN: ]
Occupant Information
Cccupant U From/To Bin: | | _ | |
Occupant F5M: (399999999 Qccupant Name:  [Chestnut | ast name)
(suffix)
Morris |(fir5t name)
F (middle initial)
Frevious Ocfupant SSN: Frevious Occupant Name:
Occupant in Posifion From-To: 11,/15/2008 - Current Occupant Action: Vacant (WA)
Recommended Ogcupant Action:  Mew Hire (NH) Termination Reasaon:
Enfployee Location: l:l Check Distribution: l:l
Rate Inforpjation
Percent Effort: |95 g Pay Indicator: | Manthly - Less than 100% (B} [v]
Previcus Percent Effort: Source Control: '
E Monthly/Hourly Rate: (333300 Budgeted Salary: $7,500.00
Prefsious Monthly/Hourly Rate: $0.00 Previous Budgeted Sal: $0.00
Salary Action: | Blank - none [v] Fay Type: | Mormal [v]
Funding Source Lines
Campus - Account Monthly Pay
Line Title Code Effective Dates Object Code Acct Analysis Pgm Code Pct Eft MSO0/SP Flags Bud. Salary
1 7230 - Description not foun 09/01/2008 to - 0.00% ! $0.00 Edit | Replicate
05/31/2009 ** Account not found ** $0.00 Delete
Descripticn not found
Mo records found to display.
Document Changes in Payroll
No records found to display.
Top of Page Theme: | Neon Blue vl Set Theme
Turn Paging Off
System - Site Map
v
€D Internet * 100% -



& Canopy: EPA Document Details - Windows Internet Explorer

—

wy - |@, https: fflab1.system. tamus. edu,/Training fcanopytwa Modules /EP A/Document. aspx

File Edit

View Favorites Tools Help

':{' Web Search @Bookmarks* [ Settings = | Eﬁl’ﬂ'lail v @My Yahoo! = | @Aﬂswers - GGames v ﬂ;] Anti-Spy™

i:? '1'% [@Canopy: EPA Document Details l_l ﬁ e D

EF 1 Edit the EFA document. b]

mv

we 7 @convert - [select

d= v |:bPage - {0 Tools ~

1.1 Edit the header information and save any changes.

1.2 Edit the individual source lines and save changes for each line.
2 walidate the document (thiz will alsc generate the net funding).
3 Review the net funding and make any necessary changes to the account informatian.

4 Close the document and route it for approval.
Record has been successfully modified (Message: 0003)

Change Type || Edit || Validate || Close |

EPA Document Information

2009

Open for Editing
11/06/2008 7:15 AM
11/06/2008 7:36 AM

0007207 (coversheet) Croc FY:
Croc Status:
Date Created:

Last Updated:

EPA Document Number:
Routing Document Number:
Document Type:
Action is Effective From-To:
Source Balance Edits Overridden:
Dept/SubDept:

Override Budget: No RF Cost Sharing: MNo

Replace Prior Iteration(s): No TEES Cost Sharing: No
Maorris Chestnut is being hired as Adjunt Professor in the Biology Departmen. This is a Non-Tenure appointment. Course Assignments are BIOL1043, BIOL1044, BIOL2013.

Create or Reactivate Position (02)
11/15/2008 - 05/31/2009

Justification/Comments:
Attachments:

Position Information

Occupant Information

PIN Mumber: P - New (Budget) Base/Mew [teration: 00/01 =
Adloc: 05-112115 DEPARTMENT OF BIOLOGY
Title Code: 7230 ADJUNCT PROFESSOR
Previous Title Code:
Annual Term From-To: 09/01/2008 - 05/31/2009 Annual Term Modifier:
Position Action: Create PIN (CR) Annual Term Months: 9.0
Aszsignment Dist/Cnty: Temporary PIN:  No

Rate Information

Cocupant UIM:

Cccupant SSN:

Frevious Occupant S5N:
Cccupant in Position From-To:
Recommended Occupant Action:
Employee Location:

From/To Pin:

899-99-9999 Cccupant Name:
Frevious Occupant Name:

11/15/2008 - Current Occupant Action:

Mew Hire (MNH) Termination Reason:

Check Distribution:

Chestnut Morris F

Vacant (WVA)
Blank/Mone

Percent Effort:

Previous Percent Effort:

FTE Menthly/Hourly Rate:
Previous Monthly/Hourly Rate:
Salary Action:

25.00% Fay Indicator:

Source Control:
$3,333.00 Budgeted Salary:
$0.00 Frevious Budgeted Sal:

Blank - none Fay Type:

Change Type || Edit || Validate || Close |

Record has been successfully modified (Message: 0003)

Monthly - Less than 100% (B)
Mormal

$7,500.00

$0.00

MNormal

@ Internet

H 100% v




1.2 FUNDING SOURCE LINES

e Click:
— Edit
e This action will display all edit fields
— Replicate
e This action will add additional Funding Source Lines
— Delete

* This action will remove extra Funding Source Lines
 EPA requires at least 1 Funding Source Line

PRAIRIE VIEW A&M UNIVERSITY



1.2 FUNDING SOURCE LINES

o Effective Dates

— Date Rules
« Date can only begin on the 15t or 16%

« Date can only end on the 15™ or the last day of the perspective
month

e Campus Code
— “05”

e Account
— Determined by Unit

PRAIRIE VIEW A&M UNIVERSITY



1.2 FUNDING SOURCE LINES

— Object Code
e Determined upon the Title

* Do not select Object Codes in the 1700
Series

PRAIRIE VIEW A&M UNIVERSITY



1.2 FUNDING SOURCE LINES

—Acct Analysis Code
e 0130 — Account Range 110000 — 117999
e 0915 — Account Range 112000 — 112090
e 0159 — Account Rangel118581 — 118587
e 0132 — Account Range 170202 — 1/8028
0766 — Account Range 180000 — 189999

PRAIRIE VIEW A&M UNIVERSITY




1.2 FUNDING SOURCE LINES

—Acct Analysis Code (continued)
* 5410 — Account Range 200000 — 299999
e 5211 — Account Range 300000 — 399999
5100 — Account Range 400000 — 499999
* 5012 — Account Range 500000 — 599999
* 5160 — Cooperative Extension
* 5170 — Cooperative Ag Research Center

PRAIRIE VIEW A&M UNIVERSITY




1.2 FUNDING SOURCE LINES

—Pgm Code

e Only required for Campus 08 Accounts

—Percent Effort
e Should equal Rate Information Percent Effort

—MSO/SP Flags
* Not Required

PRAIRIE VIEW A&M UNIVERSITY



1.2 FUNDING SOURCE LINES

e Click:
— Save
— Validate
— Close

PRAIRIE VIEW A&M UNIVERSITY



& Canopy: EPA Document Details - Windows Internet Explorer
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Justification/Comments:  Morris Chestnut is being hired as Adjunt Professor in the Biology Departmen. This is a Non-Tenure appointment. Course Assignments are BIOL1043, BIOL1044, BIOL2013. [A]
Attachments:

Position Information
PIN Mumber: P - New (Budget) Base/New Iteration: 00/01
Adloc: 05-112115 DEPARTMENT OF BIOLOGY
Title Code: 7230 ADIJUNCT PROFESSOR
Prewvious Title Code:

Annual Term From-To: 0%9/01/2008 - 05/31/2009 Annual Term Modifier:
Position Action: Create PIN (CR) Annual Term Months: 9.0
Assignment Dist/Cnty: Temporary PIN: No
Occupant Information
Cccupant UIN: From/To Pin:
Occupant S5N:  899-59-9959 Occupant Name: Chestnut Morris F
Prewvious Qccupant SSN: Previous Cccupant Name:
Cccupant in Position From-To:  11/15/2008 - Current Cccupant Action:  Vacant (VA)
Recommended Cccupant Action:  New Hire (NH) Termination Reason: Blank/MNone
Employee Location: Check Distribution:
Rate Information
Percent Effort: 25.00% Pay Indicator: Maonthly - Less than 100% (B)
Prewvious Percent Effort: Source Control:  Normal
FTE Monthly/Hourly Rate: $3,333.00 Budgeted Salary: $7,500.00
Previous Monthly/Hourly Rate:  $0.00 Previous Budgeted Sal:  $0.00
Salary Action: Blank - none Pay Type: MNormal

| Change Type || Edit || Validate || Close |

Funding Source Lines

Campus - Account Monthly Pay

Line Title Code Effective Dates Object Code Acct Analysis Pgm Code Pct Eft MS0/SP Flags Bud. Salary
1 [f230 | [9r1/2008 ~| |05 | [112115 | [0130 | ] | |25 | ] I | ;ggg SavelCancel |
£/31/2009 | | Sal-Teaching-Faculty (1410) [v] 1

Mo records found to display.

Document Changes in Payroll

No records found to display.

Top of Page Theme: | Neon Blue vl Set Theme
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Justification/Comments:  Morris Chestnut is being hired as Adjunt Professor in the Biology Departmen. This is a Non-Tenure D13.
Attachments:

Position Information
PIN Mumber: P - New (Budget) Base/New Iteration: 00/01
Adloc: 05-112115 DEPARTMENT OF BIOLOGY
Title Code: 7230 ADIJUNCT PROFESSOR
Prewvious Title Code:

Annual Term From-To: 0%9/01/2008 - 05/31/2009 Annual Term Modifier:
Position Action: Create PIN (CR) Annual Term Months: 9.0
Assignment Dist/Cnty: Temporary PIN: No
Occupant Information
Cccupant UIN: From/To Pin:
Occupant S5N:  899-59-9959 Occupant Name: Chestnut Morris F
Prewvious Qccupant SSN: Previous Cccupant Name:
Cccupant in Position From-To:  11/15/2008 - Current Cccupant Action:  Vacant (VA)
Recommended Cccupant Action:  New Hire (NH) Termination Reason: Blank/MNone
Employee Location: Check Distribution:
Rate Information
Percent Effort: 25.00% Pay Indicator: Maonthly - Less than 100% \B)
Prewvious Percent Effort: Source Control:  Normal
FTE Monthly/Hourly Rate: $3,333.00 Budgeted Salary: $7,500.00
Previous Monthly/Hourly Rate:  $0.00 Previous Budgeted Sal:  $0.00
Salary Action: Blank - none Pay Type: MNormal

Change Type || Edit || Validate || Close |

Funding Source Lines

Campus - Account Monthly Pay
Line Title Code Effective Dates Object Code Acct Analysis Pgm Code Pct Eft MS0/SP Flags Bud. Salary
1 [f230 | [9r1/2008 ~| |05 | [112115 | [0130 | ] | |25 | ] I | ;ggg SavelCancel
£/31/2009 | | Sal-Teaching-Faculty (1410) [v]
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No records found to display.

Top of Page Theme: | Neon Blue vl Set Theme

Turn Paging Off

System - Site Map

i~ 2 Microsof... - 4 TRAVELDRI... \=J) Budget Trac... (i@ 2 Microsof... ~ .| Faculty App... L;l 1-FAMIS (t... IE I:I po) e (> ‘,_)%Q @ T:40 AM

W e |@Canopy: EPA Document Details |_| CI i C k S aV e O Tools ~
]




& Canopy: EPA Document Details - Windows Internet Explorer

< IZK

€ | https: fflab 1.system. tamus. edu/Training fcanopytwe,/Modules /EFA/Document. aspx

ERCE

File Edit View

Favorites Tools Help

we ” %Convert - @Select

[ ]

w "ﬁ? [@Canopy: EPA Document Details

':{' Web Search @Bookmarks* [ Settings = & Mail - @My Yahoo! -

Answers ~ G Games - HJ Anti-Spy~

Q-,!a * |sz Page - f; Tools -

- B

3

Justification/Comments:

Maorris Chestnut is being hired as Adjunt Professor in the Biology Departmen. This is a Non-Tenure appointment. Course Assignments are BIOL1043, BIOL1044, BIOL2013.

Click VALIDATE

Position Informat]

Previot=Tmme—om=
09/01/2008 - 05/31/2009
Create FIN (CR)

Annual Term From-To:
Position Action:
Assignment Dist/Cnty:

Occupant Information

Annual Term Modifier:
Annual Term Months:
Temporary PIN:

Base/New Iteration:

00/01

9.0
No

Cocupant UIM:

Cccupant SSN:

Prewvious Qccupant SSN:
Cccupant in Position From-To:

§99-95-9595

11/15/2008
Recommended Cccupant Action: New Hire

Employee Location:

Rate Information

From/To Pin:

Cccupant Mame:
Previous Cccupant Name:
Current Occupant Action:
Termination Reason:
Check Distribution:

Chestnut Morris F

Vacant (WVA)
Blank/MNone

Percent Effort:

Prewvious Percent Effort:

FTE Monthly/Hourly Rate:
Prewvious Monthly/Hourly Rate:
Salary Actiog!

3,333.00
$0.00
Blank - none

Close

| Change Type || Edit |

Campus - Account
Line Title Code Effective Dates Object Code

1 [f230 | [9r1/2008 ~| |05 | [112115 |

Fay Indicator:

Source Control:
Budgeted Salary:
FPrevious Budgeted Sal:
Fay Type:

Funding Source Lines

Acct Analysis Pgm Code Pct Eft

Monthly - Less than 100% (B)
MNormal

$7,500.00

$0.00

MNormal

Monthly Pay

0130 | | |25 ||

MS0/SP Flags Bud. Salary
L,l | £0.00 Sawve Cancel
$0.00
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@ = !é, https: fflab 1.system, tamus. edu,/Training fcanopytwo /Modules /EPA/Document. aspx 2~
File Edit View Favorites Tools Help
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we 7 %Con\rert - @Select
5 44 | @ canopy: EPA Document D Cl | Ck CLOSE % -~ B - d= - |5k Page - G Tooks ~
|
PIN Mumb Base/New Iteration: 00/01 o]
Adl
Title Code: 7250 AOJUONCT PRUTESSOR
Previous Title Code:
Annual Term From-To: 09/01/2008 - 05/31/20/09 Annual Term Modifier:
Position Action: Create PIN (CR) Annual Term Months: 9.0
Aczzignment Dist/Cnty: Temporary PIN: No
Occupant Information
Occupant UIN: From/To Pin:
Occupant S5N:  899-99-9959 Occupant Name: Chestnut Morris F
Prewious Occupant S5N: Previous Cccupant Name:
Cccupant in Position From-Teo: 11/15/2008 - Current Qccupant Action:  Vacant (VA)
Recommended Occupant Action:  New Hire (NH) Termination Reazon: Elank/MNone
Employee Location: Check Distribution:
Rate Information
Percent Effort: Pay Indicator: Monthly - Less than 100% (B)
Previous Percent Effort: Source Control: Normal
FTE Monthly/Hourly Rate: Budgeted Salary: $7,500.00
Previous Monthly/Hourly Rate: Previous Budgeted Sal: $0.00
Salary Action: Pay Type: MNormal
| Change Type || Edit || Validate || Close |
The document was validated and net funding was generated successfully.
Funding Source Lines
Campus - Account Monthly Pay
Line Title Code Effective Dates Object Code Acct Analysis Pgm Code Pct Eft MSO/SP Flags Bud. Salary
1 7230 - ADJUNCT PROFESSOR 09/01/2008 to PV -112115-00000 0130 25.00% o/ $833.25 Edit Replicate
05/31/2009 DEPARTMENT OF BIOLOGY $7,500.00 Delete
i | 1410 Sal-Teaching-Faculty
Net Funding
Annual Net Amount =
Line Campus Source Account Rgmt/Sav. Account Type estimate Iter Eff Date Net Amt Future Net Amt Past/Corr Net Amt |
| PV 112115-00000-1000 1123115-00000-1000 Salary $7,5 £5,416.13 £5,416.13 $0.00 Edit
DEPARTMENT OF BIOLOGY DEPARTMENT OF BIOLOGY Benefits $0.00 $0.00
Longevity | $0.00 $0.00
Document Changes in Payroll
No records found to display.
5 m lap E |

li~ 2 Microsof... 4 TRAVELDRI...

i |
|

\) Budget Trac...

2 Microsof... | [Fpa Faculty App...

[ (A 1-Fams (..

_' L2 '@.'ﬁ: S22 W 7:42;\;




& Canopy: EPA Document Details - Windows Internet Explorer

JH\.
@ 4 > |&] https:flab1.system. tamus. edu/Training fcanopytwo Modules /EPA/Document. aspx

Edit View Favorites Tools Help

File

we ” %Convert - @Select

:&' Web Search @Bookmarks* 7 Settings ~ Ea Mail - @My Yahoo! -

Answers ~ G Games - HJ Anti-Spy~

] & I+ [x

3

e o (& canopy: EPA Document Details | | S - 8 v |zb Page + () Todls +
PUSTOOTT ITOTId OroT Ea
PIN Number: FP05490 (Budget) Basze/MNew Iteration: 00/01 |
Adloc: 05-112115 DEPARTMENT OF BIOLOGY
Title Code: 7230 ADJUNCT PROFESSOR
Previous Title Code:
Annual Term From-To: 09/01/2008 - 05/31/2009 Annual Term Modifier:
Position Action: Create PIN (CR) Annual Term Months: 9.0
Assignment Dist/Cnty: Temporary PIN: No
Occupant Information
Cccupant UIN: From/Ta Pin:
Occupant S5N: 895-39-9999 Occupant Name: Chestnut Morris F
Prewious Occupant SSN: Previcus Cccupant Name:
Cccupant in Position From-To:  11/15/2008 - Current Occupant Action:  Vacant (VA)
Recommended Occupant Action:  New Hire (NH) Termination Reason: EBlank/MNone
Employee Location: Check Distribution:
Rate Information
Percent Effort: 25.00% Pay Indicator: Monthly - Less than 100% (B)
Prewvious Percent Effort: Source Control:  Normal
FTE Monthly/Hourly Rate: $3,333.00 Budgeted Salary: $7,500.00
Previous Monthly/Hourly Rate:  $0.00 Previcus Budgeted Sal:  $0.00
Salary Action: Blank - none Pay Type: Normal
Document is now at desk SIGNER DSK in Office BIOL on Campus PV (Message: 2216)
Funding Source Lines
Campus - Account Monthly Pay
Line Title Code Effective Dates 0Object Code Acct Analysis Pgm Code Pct Eft MS0/SP Flags Bud. Salary
1 7230 - ADJUNCT PROFESSOR 09/01/2008 to PW -112115-00000 0130 25.00% af $833.25
05/31/2009 DEPARTMENT OF BICLOGY $7,500.00
1410 Sal-Teaching-Faculty
Annual Net Amount
Line Campus Source Account Rqgmt/Sav. Account Type estimate Iter Eff Date Net Amt Future Net Amt Past/Corr Net Amt
1 PV 112115-00000-1000 112115-00000-1000 Salary $7,5 $5,416.13 $5,416.13 $0.00
DEFPARTMENT OF BICLOGY DEFPARTMENT OF BICLOGY Benefits $0.00 £0.00
Longevity £0.00 $0.00
Document Changes in Payroll
No records found to display.
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Primary Approver

e Canopy Main Menu
— Place Cursor on Routing Tab
— Click on Inbox
— Click on the EGR Document number
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Approval Only: O Yes Mo

Inbox Content (Total items: 1) Default View
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! Docunfent ﬂ Action Status Date = Summary Account Total Creator Date Action
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Substitute Approver

* Following previous instructions to access
your Inbox

* In the Search Field
— Type the name of the primary approver
— Click on search

— Click on drop down arrow
— Select the primary approver name

PRAIRIE VIEW A&M UNIVERSITY



Substitute Approver

— Select the primary approver name

— System will auto-fill your selection in the
Substitute field

— Click Submit

— Click on the EBR Document Number
— Review

— Select Appropriate Routing Action

— Click Submit

PRAIRIE VIEW A&M UNIVERSITY



CONTACT

* For more Information on Creating EBRS , please contact:
Dianne Alexander
Office of Budget & Reconciliations
Phone: 936-261-2202
E-Mail: dtalexander@pvamu.edu

Alton Shillingford

Office of Budget & Reconciliations
Phone: 936-261- 2203

E-Mail: alshillingford@pvamu.edu

Raina McMillon

Office of Budget & Reconciliations
Phone: 936-261-2204

E-Mail: rnmcmillon@pvamu.edu

PRAIRIE VIEW A&M UNIVERSITY
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