
 
 

Entering a New Work Study 
Assignment via EPAF 



Under the Employee tab, 
select Electronic Personnel 
Action Forms. 



 

To begin a new EPAF, 
click New EPAF. 



 

Enter the student’s L number 
OR search for the student using 
the magnifying glass. 



 

To search for a student’s 
information (after clicking on 
the magnifying glass), enter all 
of the last name and part of the 
first name followed by %.  Then 
click Go. 



 

Select the student by clicking 
his/her ID. 



 

Enter the Query Date.  This 
will be the date the 
student’s assignment is to 
begin. 



 

Next, click the drop down 
arrow and select Student 
Hire and End Job. 



 

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

The suffix for all assignments is 
00. 



 

To search for a position, select 
the proper employee class (SF 
for Federal Work Study, SU for 
University Work Study, etc.).  
Select U for University Chart of 
Accounts, and then select the 
“org” to which the position is 
assigned. 



 

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. 



 

Once you have found 
the appropriate position, 
click on the position 
number to select it. 



 

The suffix for all assignments is 
00. 

Once the position number and 
suffix have been entered, click 
Next Approval Type and 
continue clicking this box until it 
disappears.  With each click, the 
EPAF form is being built. 

After the Next Approval Type 
box disappears, click Go. 

00 



 
NOTE:  If the student has worked 
in the past, information will show 
under Current Value.  You must 
enter New Value information to 
update or start the student’s 
employment.  Certain information 
will automatically populate. 

Enter the Appropriate 
Employee Class Code.   
SF:  Federal Work Study,  
SU:  University Work Study,  
SG: Graduate Student 

Enter the Organization 
number to which the 
student will be assigned. 

Enter the start date of 
the assignment. 

00 



 

All blanks must be 
supplied with information. 

00 



 Next, specific job information will be entered.  
If there is no Current Value information for 
this section, select Primary for Contract Type.  
If the student already has a job assignment 
(as detailed in Current Value), select 
Secondary for Contract Type. 

The Job Begin Date and Jobs 
Effective Date will default to the 
date entered earlier in the 
process as the Query Date.  This 
may be changed if necessary. 

00 



 

Enter the hourly rate of pay 
(no $ sign).  The new 
minimum wage ($7.25) will 
default in, but the field is 
editable. 

Enter the number of hours 
per week.  20 will default in, 
but the field is editable. 

00 

00 



 

Enter the Timesheet Orgn.  This 
cannot be searched and selected 
using the magnifying glass.  This is 
a unique identifier assigned by 
Human Resources to each Time 
Approver.  If you are unsure as to 
what your Timesheet Orgn is, 
please contact Human Resources. 

00 

00 



 

Based on the position selected, the appropriate 
budget information should automatically populate.  If 
you see a problem with the budget information, 
please contact Human Resources. 

00 



 

Next, enter the end date for the 
assignment. 00 



 

The other information will 
automatically populate. 



 

Enter approver names by 
clicking the magnifying glass by 
each Approval Level. 



 

Select the name in each list and 
click Select in the box. 



 

Should Reflect KHARAWAY 

HR and Superuser should reflect 
KHARAWAY 



 



 

Enter any comments you wish 
regarding the assignment. 

Click Save. 



 

You will be returned to the top of 
the form.  Then click Submit. 



 

You will receive a message 
regarding the submission of the 
EPAF. 



 

To check the status of the EPAF, 
select EPAF Originator 
Summary. 



 

Click on History tab. 



 

To view all originated EPAFs, 
select All and Go. 



 

By clicking on the student’s 
name, you can view the EPAF 
and see exactly whose queue it 
is in. 

You may view the overall status 
of the EPAF here.  



 
To view any comments 
associated with the EPAF, click 
Comments.  Note that ** 
indicates comments do exist for 
the EPAF. 



 

View comment(s). 



 

When the EPAF has been completed, 
you will see the status update here.  
The student may begin working once 
this has taken place. 



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”. 

 


