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 Student – Federal Work Study (New Hire) 
 
At the EPAF main menu, click the New EPAF link and key in the J# for the Student you want to hire.  
Once the student is identified, select the Student – Federal Work Study (New Hire) EPAF from the 
Approval Category drop down menu and click      . 
 

 
 
At the EPAF Job Selection screen, enter the student position number assigned by the budget 
clerk in the New Job field, hit Tab and enter “00” for the suffix.   
   
Note:  See page 91 for the listing of student position number formats (Example SFWXXX). 
 
Ensure that the correct position title is populated and the corresponding radio button is filled. 
 
Click      . 
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The next screen is the Employment Information screen.  Here you will enter information in all 
required fields with a red asterisk (*).   
 
Note:  The fields that have (Not Enterable) are prefilled data.  You cannot enter data in those fields. 
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After completing the Employment Information section of the EPAF, enter the proper data in the “Add 
Hourly Job” section of the EPAF. 
 
Note:  The fields that have (Not Enterable) are prefilled data.  You cannot enter data in those fields. 
 

 
 
Once you’ve completed the “Add Hourly Job” section of the EPAF, complete the routing queue 
section of the EPAF.  All originators are required to enter the supervisors name and J# in the 
comment field. 
 
SAVE and review your work. 
 
Note:  ONLY MANDATORY DEFAULT APPROVAL LEVELS (automatically populated approval 
levels) ARE NEEDED for Federal Work Study EPAFs.   
 
Simply populate the users associated with the mandatory approval level and required 
action for each user.  It is not required that you select additional department/division approval 
levels for Federal Work Study EPAFs.   
 
 
 
 

 
Current Value New Value 

Job Begin Date 1st day at New Job  
Jobs Effective Date 1st day at New Job 
Personnel Date 1st day at New Job 
Salary Enter New Job Salary 
Timesheet Orgn Enter new department Org # 
Factors & Pays Match Current Value 
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Once the EPAF is reviewed for accuracy, click the SUBMIT button to route the transaction through the 
approval process. 
 
 

 
 
 
 
Once the information is reviewed for accuracy, click the SUBMIT button to begin the EPAF approval 
process. 
 
 
 
 
 
 
 
 
 
 
 
 


