
Entering a New Work Study 
Assignment via EPAF



Under the Employeetab, 
select Electronic Personnel 
Action Forms.



To begin a new EPAF, 
click New EPAF.



9ƴǘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ [ ƴǳƳōŜǊ 
OR search for the student using 
the magnifying glass.



¢ƻ ǎŜŀǊŎƘ ŦƻǊ ŀ ǎǘǳŘŜƴǘΩǎ 
information (after clicking on 
the magnifying glass), enter all 
of the last name and part of the 
first name followed by %.  Then 
click Go.
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Select the student by clicking 
his/her ID.
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Enter the Query Date.  This 
will be the date the 
ǎǘǳŘŜƴǘΩǎ ŀǎǎƛƎƴƳŜƴǘ ƛǎ ǘƻ 
begin.


