Entering a New Work Study
Assignment via EPAF
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Employee

Time Sheet

Non-exempt: time and leave entry

Student: time entry

Under the Employee tab,
Leave Report

Exempt and faculty leave reporting / SGlECt EleCtronIC Pe rson nel
Electronic Personnel Action Forms Action Forms
Benefits and Deductions

Retirement, health, miscellanecus, beneficiary, Benefit Statement

Pay Information

Direct deposit allocation, earnings and deductions history, or pay stubs
Tax Forms

Wa, A4, and W2 Information

Jobs Summary
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Electronic Personnel Action Form

EPAF Approver Summary .

EPAF Originator Summary T(? begm a new EPAF’
New EPAF € click New EPAF.

EPAF Proxy Records

Act as a Proxy
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New EPAF Person Selection OR search f(?r the student using
the magnifying glass.

ﬂ Enter an ID, select the link to search for

> or generate an ID. Enter the Query Date and select the Approval Category. Select Go.

# - indicates a requig d.

ID: * | | | r:‘ {l.»
Query Date: MM/DD/YYYY®* |07/14/2000

Approval Category: # |Nut Selected h
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Search Criteria

Employee: ] To search for a student’s
LastName: |g3 €~—0u____ information (after clicking on
First N : 9 I ifvi

irstName:  [ash9, € the magnifying glass), enter all

or e —
of the last name and part of the

ID: ] first name followed by %. Then
or click Go.

sw/sm/m |
Records per Page:

EBl=:1a COADT
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h G .
Search | & Select the student by clicking
Person Search Results his/her ID.

&R To choose a person, select a link un

&ID Last Name A First Name Middle Name Birth Date Name Type
W v
LO0544953  )Ball Ashley Mikkole Aug 10, 1989  Student Name STUD

1-10f1

EPAF Person Search

Return to EPAF Menu
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New EPAF Person Selection

Enter the Query Date. This

ﬂ Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date WI” be the date the )
student’s assignment is to

begin.

# - indicates a required field.

ID: ¥ | 00544963 | Ashley MikeetEBall @ Q
L

uery Date: MM/DD #* _>
Q\ /DDAYYY D?,-"14,-"2E]DQ

Approval Category: * |Nut Selected h
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New EPAF Person Selection

&R Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and g Next, C“Ck the dr‘op down

arrow and select Student
Hire and End Job.

# - indicates a required field.

ID: # [| 00544963 | [ashley Nikkole Bal g Q

Query Date: MM/DD/YYYY* |08/01/2000

Approval Category: # |Student Hire and End Job, STHIRE +
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New EPAF Job Selection

Enter the position number and
suffix. If you do not know what
position number to choose, click
the magnifying glass.

&R Enter or search for a new position number and enter the suffix, or se

ID: Ashley Nikkole Ball, LO0O5449
Query Date: Aug 01, 2009
Approval Category: Student Hi

Add Student 3
Position

uffix Title Time Sheet Organization Start Date End Date Last Paid Date Status Select
Q, New Job | || ®

& There are no active jobs based on the Query The suffix for all assignments 1S

00.
[ Mext Approval Type ]
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New Position Selection To search for a position, select
the proper employee class (SF

for Federal Work Study, SU for
University Work Study, etc.).
Search Criteria Select U for University Chart of
Position Number: | | Accounts, and then select the

o" ” . e, . -
Employee Class: PM, Part Time Regular Monthl org to which the pOSItIOI’] IS
SF, Student Federal Work Stud assigned.

COA: “AII
Budget Organization: | 42004, Student Marketing
49210, Dept of Student Financial Services

&R Enter search criteria and select Go. Then select the link under Position € select

[ )] %
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New Position Selection Hint: Once you have clicked
inside any one of these boxes,

you can begin typing the first
few characters of your choice to
avoid having to scroll through all
of the choices.

&R Enter search criteria and select Go. Then select the link under Position

Search Criteria

Position Number: I:I

Employee Class: PM, Part Time Regular Monthl
SF, Student Federal Work Stud

COA: “AII
Budget Organization: | 42004, Student Marketing
49210, Dept of Student Financial Services

[ )] %
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Search Criteria

Position Number: I:I

Employee Class: All

[

El, Admin Executive

COA: “M Once you have found

the appropriate position,
Budget Organization: |4 . L.
20000, Presidents Office click on the pOSItIOI’]

number to select it.
Search Results

I Position & Title
W v

||

Employee Class £ COA 2 Budget Organization Begin Date End Date
W W W

SF9953 Student WS Fed - SF, Student Federal Work u

49210, Dept of Student Financial Oct 01, 2006
SFS Study

Services

Return to EPAF Menu
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&R Enter or search for a new position number and enter the | The suffix for all assignments is
00.
ID: Ashley Nikkole Ball, LO05449
Query Date: Aug 01, 2009 .
Approval Category: Student Hire, STHIRE Once the pOSItIOh number and
suffix have been entered, click
Add Student Job, JOBADD I d
Search Type Position SuffixAitle Time Sheet Or Next Approva Type and Status Selec
continue clicking this box until it
Q, New Student WS Fed - 49 & ®

disappears. With each click, the
EPAF form is being built.

Job 5FS
& There are no active jobs based on

EMVICES

uery Date.

[ Mext Approval

) e

ype

After the Next Approval Type
box disappears, click Go.
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NOTE: If the student has worked .
} ccoun E @
content Cayot | in the past, information will show E| - &, @
nter the ropriate
uy unapertal Under Current Va!ue. You.must SelfServicend ¢\ CFI)z?ss Eode
enter New Value information to ploy -
update or start the student’s SF: Fed.eral Work Study,
employment. Certain information SU: University Work Stud
will automatically populate. | | | 5G: Graduate Student
ution | Routing Queue | TransactiolT HSLOTY

Hire Student, 5F9953m;tudent WS Fed - SFS

Enter the Organizati
number to which the

Item Current Value New Value
Employee Status: (Not Overrideable) Active

Employee Class Code: SF, Student Federal Worlk Study StUdent Wl” be assig
Home COAS: (Not Overrideable) U
Home Organization: 49210, Dept of Student Financial Services Q,

Distribution COA: (Not Overrideable) U

Distribution Orgn: 49210, Dept of Student Financial Services O, Enter the start dz

Current Hire Date: MM/DD/YYYY 08/04/2008 :/ the assignment.

£ |
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All blanks must be '
supplied with information.

Save

Approval Types | Account DistwWution | Routing Queue | Transaction History

Hire Student, 5F9953“§tudent WS Fed - SFS

Item Current Value
Employee Status: (Not Overrideable) Active

New Value

Employee Class Code: SF, Student Federal Work Study Q,
Home COAS: (Not Overrideable) u
Home Organization: 49210, Dept of Student Financial Se

ices A, (29210
Distribution Orgn: 49210, Dept of Student Financial Servies O (49510

Current Hire Date: MM/DD/YYYY 08/04/2008 08/01/2009|

Distribution COA: (Not Overrideable) U
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Next, specific job information will be entered.
If there is no Current Value information for

this section, select Primary for Contract Type.
My UNAPortal University Calendar Tutorial My Coy |f the Student already has a jOb assignment July 14

Welcome Laurie F Cates
My Account

Content Layout You are currently logged in.

Logout

(as detailed in Current Value), select

Current Hire Date: MM/DD/Y Y'Y 0&8/04/2008
Secondary for Contract Type.

Add Student Job, SFQQSBMtudent WS Fed - SFS

Item Current Value New Value
Job Status: (Not Overrideable)

’

The Job Begin Date and Jobs
Effective Date will default to
—= date entered earlier in the

process as the Query Date. -
may be changed if necessary

Contract Type: |N0t selected
Job Begin Date: MM/DD/YYYY 08/01/2009

Jobs Effective Date: MMIDDIYYVY UE,"‘DL"’EDDQ

Regular Rate:

Hours per Pay: 20
Job Change Reason: | MEASS, New Assignment V|
Timesheet Orgn: Q, I:I

Labor Distribution, SF9953-16 Student WS Fed - SFS
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Current Hire Date: MM/DD/Y ™™ 08/04/2008 @ Enter the hourly rate Of pay
no S sign). The new
Add Student Job, 5F995m5tudent WS Fed - SFS ( ) S & ) )
minimum wage (57.25) will
| . . .
jteb";t ue: (Not Overndeabie Current Value ”E ue default in, but the field is
0 atus: A .
editable.
Contract Type: | Primary v|
Job Begin Date: MM/DD/YYYY
Jobs Effective Date: MM/DD/YYYY Enter the number of hours
Regular Rate: 18.00 <|/ per week. 20 will default in,
Hours per Pay: but the field is editable.
Job Change Reason: | MEASS, New Assignment V|

Timesheet Orgn: Q 49210

Labor Distribution, SFQQSSMtudent WS Fed - SFS
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Current Hire Date: MM/DD/YYYY 08/04/2008 08/01/2009

Add Student Job, SF9953 tudent WS Fed - SFS . |
m Enter the Timesheet Orgn. Th
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Transaction: 10693
Job and Suffix: SF9995-00, Student Fed - English

Approval Category: Student Hire, STHIRE
Previous Comments

—

Date: Jun 10, 2011 08:53:55 AM
Made by:  Stephanie Robinson Smith, SRSMITH3

Cemments: Student completed NH paperwork but failed tojdate I-9 form. Student has been notified and will complete when she returns to
campus in August.

m
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EPAF Tips

Query Date- The query date should be reflective of the student’s
job begin date.

Suffix- The suffix for all position numbers is 00

Rehiring a student for the new academic year- Change the
contract type from “Primary” to “Secondary”

Leave the field for Job Begin Date “Blank”.



