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Student – Graduate Assistant Hourly (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 – Graduate Assistant Hourly (New Hire) EPAF 
from the Approval Category drop down menu and click      . 
 

 
 
Once you have selected the correct EPAF, you may adjust the query date to the date the 
transaction will take effect.  (By doing so, the system will auto populate the adjusted date in 
the proper fields on the upcoming Employment Information screen. 
 
 
At the Job Selection Screen, enter the student position # in the position field on the New 
Job row and hit Tab.  Enter “00” for the suffix then hit Tab again to populate the associated title 
and time sheet organization for the position selected.  Ensure that the radio button on the 
corresponding row is filled then hit      .   
 

(SGH_ _ _ for Graduate Assistant Hourly, See position number table on page 91). 
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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. 
 

 
 
 
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. 
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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.  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. 
 
Once you’ve completed the “Add Hourly Job” section of the EPAF, complete the Terminate Job 
section of the EPAF and Review the Labor Distribution for accuracy.   
 
 

 
 
Review the Labor Distribution section of the EPAF for accuracy.  Ensure that the New Effective Date 
matches the Job Begin Date in the Add Hourly Job Section of the EPAF. 

At the Terminate Job Section, enter the job 
“END DATE” (last day of work) for the 
Student Employee in the Job Effective Date 
field. 

Ensure that the Effective Date of the Labor Distribution matches 
the Job Begin Date in the Add Hourly Job Section of the EPAF. 

 
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 you’ve completed a review of the Labor Distribution, complete the routing queue section of 
the EPAF and add any comments necessary to the Comments field below the routing queue.   
 

 
 
 
Note:  All originators are required to enter the supervisors name and J# in the comment 
field. 
 
SAVE and review you work for accuracy. 
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After reviewing your work hit the SUBMIT button to execute the approval process.   
 
Note:  If the system identifies errors, make the necessary adjustments identified in the error message 
at the top of the EPAF page, then SAVE and SUBMIT the EPAF again.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


