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Background 
The Electronic PDO system (ePDO) is an internally-designed and maintained portal for viewing and approving certain 
faculty payments. Specifically, the system handles the following payments: (a) all teaching assignments for adjuncts, 
(b) extra teaching assignments for full-time faculty and PIRs (e.g. internships or one-on-one instruction assignments), 
and (c) teaching assignments in non-regular terms (e.g. intersession or summer). The system uses the payment criteria 
outlined in the Provost’s Compensation Guidelines to calculate compensation based on the data extracted from Banner. 
As such, the accuracy of ePDO is directly dependent on the accuracy of the data housed in Banner. 
 
The system utilizes an access control system with permissions granted by the Office of Institutional Research (IR). 
Administrative staff are granted “view” access in order to monitor pending/approved payments. Department chairs 
(or specially-approved proxies for certain programs) have “chair” access to verify the correct compensation has been 
calculated in the system and the ability to approve records for payment. The respective Dean’s offices have “dean” 
access to make final approval of the chairs’ locked records. Once records have been approved at the Dean’s level, the 
payment information is sent to the Payroll office and the ePDO record is permanently locked. 

 
Accessing ePDO 
1. Log in to the myCharger portal. 

 
2. Select the “Employee Resources” tab on the left side of the page. 

 
3. On right side of the page, find the “Employee Resources” section and click on the ePDO System link. The link will 

open a new browser window, and may prompt you to re-enter your credentials. 
 
4. Select a Term, Department, and a Report Type (e.g. “Organized Classes and Labs” or “Individualized Instruction”), 

then click Search. (Fig. 1) 
 
 

 

 
Fig. 1: Generating ePDO reports. 

 

Using ePDO 
Use of ePDO will depend on the user’s role as either a “viewer” or an “approver.”  
 
View Access 
Someone with “view” access will use ePDO to check whether complete and/or correct data have been populated from 
Banner, as well as to monitor which sections have been approved or still need to be approved. 
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The key fields to examine, as highlighted in Fig. 2 below, are: 
 

(a) Enr – the number of students enrolled in the section. This number will update automatically as students 
register for (or withdraw from) the course. 

 

(b) TCH – the number of teaching credits assigned to the section. This number is set as a default for the course 
offering in Banner; TCH can be modified by IR at the request of the Dean. 

 

(c) Rate – the regular per-credit rate for the instructor. This rate can be modified by IR at the request of the Dean. 
Rates set outside the range outlined in the Compensation Guidelines will first require the Provost’s approval. 

 

(d) Multiplier – the rate multiplier used for graduate sections, multi-section labs, and combined lecture/labs. 
 

(e) Total – the total calculated compensation for the assignment. This is the amount that is being approved. 
 

 
Fig. 2: Fields to monitor in an ePDO report. 

 

If a chair’s username appears next to a record, the record has already been approved by the chair. If a dean’s username 
appears next to the record, it has already received final approval from the Dean’s office and the record has been sent 
to Payroll to commence payment. A record becomes locked as soon as a first approval is made. 
 
If a record is highlighted in yellow, the assignment has changed in Banner after the record was approved in one of the 
following ways: payment type, TCH, or rate (or enrollment if the payment type is “individualized instruction”). In 
essence, ePDO reflects the record at the time it was approved, and the highlighting is meant to help identify records 
that have had changes in Banner that may affect compensation.  
 
The bottom of the page lists any course assignments in the respective term/department that do not qualify for payment 
through ePDO. These sections will include assignments taught by full-time faculty/PIRs during a regular term, and 
assignments taught by administrative staff or graduate assistants. (Fig. 3) 
 

 
 

Fig. 3: Assignments that will not be paid through ePDO are displayed at the bottom of the page. 
 
Approval Access 
Someone with “chair” or “dean” access will use ePDO to review the calculated compensation for course assignments, 
as well as to approve those payments. 
 
Distinct from users with “view” access, these “chair/dean” users will see checkboxes to the right of each record. By 
checking the box, the user is (1) signaling that the compensation amount is correct and (2) locking the record. Please 
note that this approval is only registered in the ePDO system once the “Save” button has been clicked. (Fig. 4) 
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Fig. 4: Checkbox used to signal approval and save button. 
 
After an approval (or group of approvals) is made, the approver’s username and a date-stamp will appear next to the 
record. A chair-level approval is unnecessary for a Dean-level approval to occur. Once Payroll has processed the record, 
“Banner” and a date-stamp will also appear. (Fig. 5) 
 

 
Fig. 5: Chair and Dean approval indicators and Payroll acceptance indicator. 

 
Frequently asked questions 
Q1: At what point during the term should ePDO approvals be done? 
 

A1: Approvals for organized class/lab sections should only occur after the first meeting date of the course, as sections 
are subject to cancellation or reduced compensation (e.g. for low enrollment, added cross-listings, or TCH adjustments) 
during the first week of a term. As individualized instruction sections are dependent on enrollment for payment 
calculations, approvals are not recommended until later in the respective term, but at the very least after the end of 
the Add/Drop period. 
 
Q2: Can ePDO approvals be removed if a payment amount needs to be changed? 
 

A2: If the “Banner” username and date-stamp do not appear next to the dean’s approval, the record has not yet been 
processed by Payroll and the record can still be unapproved. First the Dean must uncheck the box next to the record 
and press “Save,” then the chair must uncheck the box next to the record and press “Save.” However, if the payment 
has already been processed, the chair/Dean must directly contact the Payroll office and have the payment modified 
outside of ePDO. 
 
Q3: Can ePDO records be exported? 
 

Q3: At this point in time, ePDO records can only be captured by copying and pasting. 


