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ELECTRONIC PERSONNEL ACTION FORMS INTRODUCTION

Electronic Personnel Action Form (EPAF)

EPAFs are used to enter new or returning student workers directly into Banner.

They can also be used to make pay rate changes and terminate existing student
assignments.

ROLES

Students will supply administrators with information to be entered into EPAF system.

« Institutional Work Study (IWS) - Positions made available through institutional
funding. Jobs vary from general office work to pre-professional opportunities. May
not exceed 20 hours while classes in session/25 hours when not in session. Students
must be enrolled full time.

« Federal Work Study (FWS) - Available for main campus and SOM students through
Department of Education’s Federal Work Study program. Students must indicate
desire to participate in Work Study program and show “financial need” on their
FAFSA. Students must present Federal Work-Study Referral Form to administrator.
Jobs provide skills and experience to assist students in career development. May
not exceed 20 hours per week while classes in session/30 hours per week when not in
session. Available to full- and part-time students.

« Hourly - Available for main campus and SOM students and based on department funds.

« Grant-Funded - Funding received from Office of Sponsored Programs (OSP).

Administrators will enter information into EPAF link on the Banner Employee Dashboard
and send any required information to the Human Resources department. NOTE: If
administrator entering the EPAF in NOT responsible for student’s timesheet, contact
Payroll Services so they can set up in Web Time Entry accordingly. Do not use the Notes
section in EPAF to communicate this.

Proxy - All secretaries should be trained in the EPAF process so that they can be
backup for absent administrators. The proxy cannot see the EPAF created by another
administrator; however, they will be able to enter new EPAFs during the administrator’s
absence.

Approvers - HR will review information entered into EPAF and once all mandatory

documentation is received through the HireTech link (19, W4, 19 documentation), either

approve or disapprove.

+ Approvals will be processed twice a day. You can email the Budget office to get the
correct position number if needed.

+ Once approved and the Job Begin Date is reached, student will be active in Banner.

+ OSP must approve the funding of the Grant-Funded students and they will provide
position number. Email OSP to obtain position number if needed.
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ACCESSING EPAF
DOCUMENTATION

All forms necessary to complete the EPAF process are available at https://sites.rowan.edu/
hr/recruitment and staffing/student forms.html. There is also a Student Employment
Worksheet available for administrators’ use only (used to document student information
prior to entering into system). This will NOT be turned into HR or Payroll.

ACCESS EPAF VIA EMPLOYEE DASHBOARD

/7 My Activities

+ Login to the Employee Dashboard.
« Select the Electronic Personnel
Action Forms (EPAF) link under
My Activities.
« If you do not see the EPAF link
under My Activities, email hr@

rowan.edu to obtain access. You
must include your Banner ID in the

Effort Certification email.

Electronic Personnel Action Forms (EPAF)

Faculty Load and Compensation

Campus Directory

» Youwill be brought to the EPAF Electronic Personnel Action Form
menu.
« Toenterin New Assignments,

Change Assignments or to EPAF Originator Summary
Terminate an Assignment, you New EPAF e

will select New EPAF. Act as a Proxy
RELEASE: 8.12.1.5
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ENTERING NEW STUDENTS
NEW STUDENTS

New students are students who have NEVER worked in any capacity at Rowan University.

Main Personal Information Student Financial Aid Faculty & Advisors STV

Search Go

Electronic F%ersonnel Action Form

EPAF Originator Summary

New EPAF  siimm——

Act as a Proxy
RELEASE: 8.12.1.5

© 2020 Ellucian Company L.P. and its affiliates.

Select New EPAF

New EPAF Person Selection

P Enter an 1D, select the link to search for an ID, or generate an ID. Enter the Query Date and select the Approval Category. Select Go,|
% - indicates a required fie /

ID: * & Q
Query Date: MM/DD/YYYY¥ 05/07/2020 _

Approval Category: * Not Selected
Go

You will be prompted to enter an ID. If you know the Banner ID of the student, enter it into the
field and then tab. Leave the Query Date as today's date.
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ENTERING NEW STUDENTS

Search Go SITE MAP  HELP EXIT

Persgn Search

P Check the box to limit the search to an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the SSN/SIN/TIN. Select Go. A percent sign may be used as a
wildcard.

Search Criteria
Employee:

Last Name:
First Name:

) /
IR:

or /
SSN/SIN/TIN:

Records per Page: 25 v

Go

If you do not know the Banner ID of the student, or want to make sure you have the correct
student, you can select the Search Icon and search by Last Name, First Name, Banner ID or
Social Security Number.

Select Go.

© Rowan University
e

Personal Information Student Faculty Services WebTailor Administration Finance

Search | Go |

Person Search Results

7 7o choose a person, select a link under 10,

EPAF Parson Search
Raturn to ERAF Manu

Jump to Bottom

4T ast Name |4 First Name | Middle Name | Birth Date Name Type
7 =

99990020 | Parker Gary Jan 01, 2013

1-1of1
Returmn to Top
EPAF Person Saarch
Return_to EPAF Manu

Then select the hyperlink to the ID of the correct student.

Page 6

€@ RowanUniversity

INFORMATION RESOURCES & TECHNOLOGY



ENTERING NEW STUDENTS

© Rowan University

Porconal Tnfermatian  Stedent  Faculty Services m WabTailor Administration  Finance

Saarch [ Ga RETLRN TO EFPLOYEE MENU SITEMAP HELF EXIT

MNeaw EPAF Person Selection

¥ Enter an 1D, salect the link be saarch for an (D, or gencrats an 1D, Enter the Quary Date and select the Approval Categery, Select 6o,

# - indicates a required feld.

: £ 35353028 Gary Parker g

GQuery Dote: MMD0NTYYS 017117017 (

Approval Cateqgory: ® Student New designmant, NEWACH -
| = |

Thare are no active jobs based on the Query Dabe.

Al Jobs h
ERAE Orignaster Summary
BEINET [0 EPAE MEeni)
Graduate Assistant, GRDAST -

Managerial Increment, MGRINC
OnBoard from PagelUp, ONBARD
Overload Assianment, OVERLD
Part-Time Temp Hourly, FTTEMP

Res DirfRes Assist/Grad Coord, RESDIR
Special Assignment Payment, SAPYMT
Student Summer Contract Res, SSCR
Student Terminate Assignment, STUTRM
Summer Hire Assignment, SUMHIR
Summer Non Teachng Assgn, SUMNTC
Summer Terminate Asslgnment, SUMTRM
Teaching Fellows, FELLOW

Terminate Assignment, TERMIT

IFTPE Retro Pay, IFFTER

Increment Pay, INCRMT

Student New Assignment, NEWAGH /
Student New Assignment SOM, NEWAGS
Student Changing Assign SOM, CHGAGS

The Student ID, Name and Query Date will pre-populate. Select Student New Assignment,
NEWAGN or Student New Assignment SOM NEWAGS for SOM students from the Approval
Category drop down.

IMPORTANT: Select All Jobs to view any previous jobs . There should not be any active or
terminated jobs listed there. If there are, select Student Changing Assignment CHGAGN or
Student Changing Assign SOM CHGAGS instead (follow those directions below).
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ENTERING NEW STUDENTS

New EPAF Job Selection

9 Enter or search for a new pasition number and enter the sufix, or select the Iink under Tile,

ID: Gary T. Parker, 99999039

Query Date: Apr 13, 2020
Approval Category: Student Mew Assignment, MEWAGH

Student New Assignment, NEWAGN
Search Type [Position |SuffixTitle

Tima Sheet Organization Start Date|Er|d Data|Last Paid Date Status Select

o Mew Job| 771012 HOURLY|[20010, Camden Campus
. There are no actlve jobs based on the Query Date.

&l Jobs

Go

New EPAF Job Selection
" Enter or search for 2 new position numbsar and enter the suffix, or saleck the link under Title.
ID:

Query Data: Apr 22, 2020
Approval Categery: Student Changing Assignment, CHEAGN

Student Changing Assignment, CHGAGM
Search|Typea Pocsition Suﬂix|Title Time Sheet Organization Start Date End Date Last Paid Date|9tatus Salact
=N Mew Job -
Primary 784145 KER 29002, Rowan Global Academic Jan 18, 2020 Mar 27, 2020 |A::i\.re _
All Jabs
Go

New EPAF Job Selection

P Erter or search far & new position number and entar the suffix, or selact the link under Titla.

ID: Gary T. Parker, 99959039
Query Date: Apr 13 2020
Approval Category: Student Mew Assignment, MEWAGN

Student New Assignment, NEWAGN

Search Type |Position Suffix Title Time Sheet Organization(Start Date End Date Last Paid Date|5tatus
744045 WORKER|24010, Biolegical Sciences

Mew lob|

%% There are no jobs based on the Query Date.

Select

Active Jobs

G

Enter in the Position Number and Suffix. The Suffix will always be 00.
Based on the Position Number and Suffix you enter, the correct job type will autofill. (Federal

Work Study, Hourly or Institutional Work Study).

Select Go.
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ENTERING NEW STUDENTS

Item
Home Organization: &

Timeshest Orgn: %

Contract Type: &

Job Status: *

Current Hire Date: MM/DD/YYYY%
lob Begin Date: MM/DD/YYYY*
lobs Effective Date: MM/DD/YYYY#
Personnel Date: MM/DD/YYYY
Regular Rate: %

Hours per Pay: (Not Enterable)
Salary Encumbrance: #

19 Form Indicator: &

19 Date: MM/DD/YYYY

Home COAS: (Mot Enterable)
Factor: (Mot Enterable)

Pays: (Not Enterable)

Salary Grade: (Mot Enterable)
Step: (Mot Enterable)

Salary Group: (Not Enterable)
Leave Category Code:

Accrue Leave:

Web Time Approver: %

Time Entry Method: (Not Enterable)
Employee Class Code: (Not Enterable) 51, Student
Job Change Reason: (Not Enterable)

Current Value

Student New Assignment, 718546-01 STUDENT WORKER

Mew Value

52002, Asst VP Student Life & [ i
Q| il
e —

09/12/2020

sl

Recelved
09/10/2020
R

N2, N] PAID LEAVE

!Fri-mari b

[ Active

|

l03/18/2021 |

40

|

=
(=]

|Received w

‘N2, N) PAID LEAVE

LYes v
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ENTERING NEW STUDENTS

The student's new job information page will appear. You must enter in the
information in the fields marked with an*®,

Enter in the Home and Timesheet ORGN.

Contract Type (Primary 1st, if error, Secondary).

Active Job Status.

Current Hire Date. Must be beginning of CURRENT PAY PERIOD.
Job Begin Date: Must be beginning of CURRENT PAY PERIOD.
Job Effective Date: Must be beginning of CURRENT PAY PERIOD.

Personnel Date: ONLY USE IF actual start date PRIOR TO CURRENT PAY
PERIOD. Make sure to enter 1st day of actual pay period here.

Salary Encumbrance: Always 1.0 unless FWS position. The hiring department will then obtain
that particular award amount from the Financial Aid office.

19 Date should be the first day of the pay period in which the student
started.

Web Time Approver: Find and select the student’s Web Time Entry approver.

Comment Can enter the name and extension of the supervisor of the
employee, Save.

***NOTE: Dates MUST be entered in MM/DD/YYYY format or will create
error***

€@ RowanUniversity Page 10
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ENTERING NEW STUDENTS

Personal Information Student Faculty Services WebTailor Administration Finance

Search Go

Electronic Personnel Action Form

" The transaction has been successfully submitted.
J Enter the information for the EPAF and aither Save or Submit

Name and ID: Cary Parksr, 99000039

Transaction: T4628 Query Date: Jan 11, 2017
Transaction Status: Panding

Approval Category: Student New assignment, NEWAGN

If you entered all of the data correctly, you will get the message Your change was saved
successfully.

Personal Information Student Faculty Services WebTailor Administration Finance

Search ]

Electronic Personnel Action Farm

%' The transaction has been successfully submitted.
J Enter the information for the EPAF and aither Save or Submit

Name and 1D: t=ary Parksr, 99000039

Transaction: T4628 Query Date: Jan 11, 2017
Transaction Status: Pending

Approval Category: Student New assignment, NEVWAGN

Select the Submit button and you will receive another message The transaction has been
successfully submitted.

Transaction History

Action Date User Name
Created: Jan 11, 2017 Jennifer Savage
Submitted: Jan 11, 2017 Jennifer Savage

Return to Top

The transaction history on the bottom of the page will show the user name of the person
who created and submitted the EPAF as well as the dates.
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ENTERING NEW INTERNATIONAL STUDENTS

NEW INTERNATIONAL STUDENTS

Errnrs.ﬂnd WamanHESSEQES L R e e e '} R it -
Type - Message Typa{ﬂu:ﬂpﬂun B SR &
Student Haw “Assigament] ERROR [Hrst Nama, 55Hf51ﬁ. Blrth Date or Gender in:nmplete 4—

" - Indh:atesarequlrad ﬁem. e

Student New Asslgnment, ?45245—90 STUDEMT WDRI{ER

dt- usnr ﬁuas nut haw ar.r.ass l;u vIlaw curnml; valuas. . ;_ .

When entering a new, international student, you may receive an error message: First Name,
SSN/SIN, Birth Date or Gender Incomplete. This is an indication that all of the student’s
basic information is not entered into Banner yet.

From = savagej@rowan.edu
To... Paluch, Edyta;
Send
e
Bec...
Subject Mew International Student Information

Please enter the attached documentation into Banner for (Mame). This is a new international student.
k:an you please let me know when | can enter in the New Student EPAF?
Thank you.

Jennifer Savage
Technical Trainer

You will need to scan and email Edyta Paluch (paluch@rowan.edu) a copy of the student’s SS
card, visa and passport, asking Edyta to enter the information and notify you when you can go
back in and enter a New Student EPAF.
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ENTERING STUDENT CHANGES

STUDENT CHANGE ASSIGNMENTS

If a student has ever been paid through the work study program, they are considered a
Returning Student. They should either let you know, or when you try and enter as a New
Student, their former Employee Job Assignments will show up.

Main Personal Information Student Financial Aid Faculty & Advisors ASnlHGEE

Search Go

Electronic Personnel Action Form

EPAF Originator Summary

New EPAF < —

Act as a Proxy
RELEASE: 8.12.1.5

© 2020 Ellucian Company L.P. and its affiliates.

To access the Student Changing Assignment, you will still select New EPAF.

Personal Information Student Faculty Services FEOGIEER  WehTailor Administration  Finance

Search | Go | RETURN TO EMPLOYEE MENL  SITE MA

New EPAF Person Selection Increment Pay, INCRMT

Student New Assignment, NEWAGN
¥ Enter an 1D, seleck the link to search for an ID, or generate an ID. Enter the Query Stl.ilier'lt NEW AESEQI‘I[‘I‘IEHt SGM, NEWAG

Student Changing Assign SOM, CHGAG
Student Changing Assignment, CHGAGN

# - indicates a required field.

ID: * 99999003 Robert Brown & O\

Query Date: MM/DDVYYTF 01/11/2017

Approval Category: # student Changing Assignment, CHGAGN =

(]

Employee Job Assignments
Type Position|sufﬁx Title Time Sheet Organization start Date |End Date  [Last Paid Batelstatus

Primary|705245 |SU STUDENT WORKER 705245(99901, Training QRGN 59501 |Jan 01, 2013{Jun 01, 2013] I'I'erminatEd

Active Jobs

Enter their ID or Name, then Student Change Assignment CHGAGN or Student Changing
Assign SOM CHGAGS from the Approval Category drop-down menu. Go.

rage 13 €@ RowanUniversity
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ENTERING STUDENT CHANGES

Personal Information Student Faculty Services JENATTY WebTailor Administration Finance

Search | Go RETURN TO EME
New EPAF Job Selection

T Enrer or gearch for a new position number and enter the suffic, or select the link under Title,

T Raobert Brown , 99999003
Query Date: Jan 11, 2017
Approval Category: Student Changing Assignment, CHGAGH

Student Changing Assignment, CHGAGN
Search|Type [Position Suffix Title Time Sheet Organization|Start Date|End Date|Last Paid Date|Status|Select
0, New Job )

% There are no active jobs based on the Query Date.

All Jobs ‘h
[[co

Select All Jobs to see all active jobs. Then select Go. If no active jobs, you will receive
message There are no active jobs based on the Query Date.

Select All Jobs again to show previous jobs.

ID: Ronald Wright, 99999021
Query Date: May 26, 2017
Approval Category: Student Changing Assignment, CHEAGN

Student Changing Assignment, CHGAGN

Search(Type [Position Suffix|Title Time sheel Organization Starl Date |End Date |Last Paid Date|Status Select

EN New Job ]
Primary (705245 SU  |STUDENT WORKER 705245(99907, Training ORGN 99907 |Jan 0L, 2013|J|.'n o1, 2013| Terminated| ©

[ Activa Jobs |

[so ]

Either select the previous job if you want to re-instate that same Position and Organization,
or select the New Job and enter in the Position and Suffix.

Select Go.

€@ RowanUniversity Page 14
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ENTERING STUDENT CHANGES

Student Changing Assignment, 718546-01 STUDENT WORKER

Item Current Value New Value

Home Organization: % 52002, Asst VP Student Life Q[ |

Timesheet Orgn: # Q [:|

Contract Type: %

Job Status: * | Mot Selected v
Job Begin Date: MM/DD/YYY Y% ﬂ

Jobs Effective Date: MM/DD/YYYY# 03/18/2021

Personnel Date: MM/DD/YYYY

Regular Rate: *

Hours per Pay: (Mot Enterable)

1
I|L

Salary Encumbrance: % |1.EII |
19 Form Indicator: # Received Received

Home COAS: (Mot Enterable) B

Factor: (Mot Enterable) 26.1

Pays: (Mot Enterable) 26.1 5

Salary Grade: (Mot Enterable)

Time Entry Method: (Mot Enterable)

Step: (Mot Enterable)

Employee Class Code: (Not Enterable) 51, Student

w
—

i

Salary Group: (Mot Enterable) 2021
Job Change Reason: (Mot Enterable)
Time In/Out Ind: (Mot Enterable)
Leawve Category Code: N2, M1 PAID LEAVE M2, N1 PAID LEAVE v |
Accrue Leave: Yes e

Web Time Approver: %

=3

a
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ENTERING STUDENT CHANGES

The student’s Changing Assignment page will appear.

If this is a job that is being reinstated, the previous values display under Current Value. You
must re-enter in the information under New Value in the fields marked with an *.

The Job Begin Date should be the ORIGINAL begin date, (Listed under New Value--this was
the first day of the ORIGINAL pay period).

The Job Effective Date should be the new date (first day of CURRENT pay period).

The Personnel Date: ONLY USE IF actual start date PRIOR TO CURRENT PAY PERIOD. Make
sure to enter 1st day of actual pay period here.

NOTE: A new 1-9 Form Indicator will only be required if it has been more than 3 years since
employment.

Web Time Approver: Select and enter the Web Time Entry approver.
Select Save.
If this is not a reinstated job, but a NEW Change Student Assignment (a new assignment for

a returning student worker), then you will enter in the new job information and there will not
be values under Current Value.

Search Go RETURN TO EMPLOYEE MENU  SITE MAP  HELP  EXIT

Electronic Personnel Action Form

% The transaction has been successfully submitted.
T Enter the information for tha EPAF and eithar Save or Submit

Name and ID: James Smith, 99999001

Transaction: 74089 Query Date: Dec 15, 2016
Transaction Status: Pending

Approval Category: Student Changing assignment, CHGAGN

Approval Types | Routing Queue | Comments | Transaction History

Maw. EPAE | EPAF. Qriginater. Summary
Return to EPAF Menu

Jump to Bottom

Select Submit and you should get the message: The transaction has been successfully
submitted.

€@ RowanUniversity Page 16
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ACTIVE ASSIGNMENT CHANGES

PAY RATE CHANGES

You can make pay rate changes to ACTIVE student assignments through Student Changing
Assignment.

Main Personal Information Student Financial Aid Faculty & Advisors #3571

Search Go

Electronic Personnel Action Form

EPAF Originator Summary

New EPAF _

Act as a Proxy
RELEASE: 8.12.1.5

© 2020 Ellucian Company L.P. and its affiliates.

To access the Student Changing Assignment, you will still select New EPAF.

Personal Information Student Faculty Services JOWGUWER WebTailor Administration  Finance

Search | Go | RETUAN TO EMPLOYEE MENL  SITE MA

New EPAF Person Selection

P Enter an 10, select the link to search for an ID, or generate an 1D. Enter the Query Date and select the Approwval Category. Select Go.

* - indicates a required field.

ID: % 93399003 Robert Brown §Q /

Query Data: MM/DDAYYY% 01/11/2017
Approval Category: Student Changing Assignment, CHGAGN -

=

Employee Job Assigmments
[type |position|suffix|title [Time Sheet Organization  [start Date |End Date [Last paid Date[Status |

|Primary[705245 [sU [STUDENT WORKER 70524599901, Training ORGN 99901 [Jan 01, 2013[Jun 01, 2013 [Terminated|

Active Jobs |

Enter their ID or Name, then Student Change Assignment, CHGAGN, from the Approval
Category drop-down menu. Go.

Page 17 €@ RowanUniversity
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ACTIVE ASSIGNMENT CHANGES

New EPAF Job Selection

ID:
Query Date:

Apr 23, 2020

Student Changing Assignment, CHGAGN

I Enter or search for a new position number and enter the suffix, or select the link under Title.

Approval Category: Student Changing Assignment, CHGAGN

Go

Search|Type |Position Suffix|Title Time Sheet Organization\start Date \End Date\Last Paid l‘...u.-{-.....
Q New Job T
Primary 760545 00 |STUDENT WORKER|26004, Art [Sep 14, 2019 [Mar 27, 2020 [Active | @
All Jobs

A list of the student’s active jobs should display. Select the active job, then Go.

Item
Home Organization: #

Timeshest Orgn: #*

Contract Type: *

Job Status: #

Job Begin Date: MM/DDOYYY Y+
Jobs Effective Date: MM/DD/YY Y %
Personnel Dats: MM/DDAYYY
Regular Rake; *

Hours per Pav: (Mot Enterable)
Salary Encumbrance: #

19 Form Indicator: #

Home COAS: (Mot Enterabls)
Factor: (Mot Enterabls)

Pays: (Mok Enterable)

Salary Grade; (Mot Enterable)

Time Entry Method: (Mot Enterable)
Step: (Mok Enterable)

Emploves Class Code; (Mot Enterable)

Salary Group: (Mot Enterabls)

R Sl N | FRlme Sembar—blat

Current Value
26004, Art

26004
Primary
Active
09/14/2019
09/14/2019
09/14/2019
9.5

40

1

Received
R

26.2

26.2

oo

Employee Time Entry viz Web
0

51, Student

2020

L aly

Student Changing Assignment, 760545-00 STUDENT WORKER, Last Paid Date: Mar 2

Mew Value
Q26004
Q. 26004
Frimary 4
Active
09/14/2019
09/14/2014

o.d b

1
g
1.0

Received T

€@ RowanUniversity
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ADJUSTED FWS FUNDS

The student’s Changing Assignment page will appear.

The previous values display under Current Value. You must re-enter in the information under
New Value in the fields marked with an *.

You will enter in the new rate under Regular Rate, New Value. The pay rate may be changed
under the same Job Effective Date, as long as it is during that current pay period. Ifitis
not within the current pay period, enter the first day of the correct pay period in the Job
Effective Date and the date the change started in the Personnel Date field.

Select Save.

Select Submit and you should get the message: The transaction has been successfully
submitted.

ADJUSTED FWS FUNDS

Main Personal Information Student Financial Aid Faculty & Advisors #3n(2 0T

Search Go

Electronic Personnel Action Form

EPAF Originator Summary
New EPAF

Act as a Proxy

RELEASE: 8.12.1.5

© 2020 Ellucian Company L.P. and its affiliates.

To access the Student Changing Assignment, you will still select New EPAF.

¥ Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and select the
% - indicates a required fie\&

ID: * | | Doherty g Q

Query Date: MM/DD/YYYY* 04/27/2020

Approval Category: * |Student Changing Assignment, CHGAGN '| b
Go

Enter their ID or Name, then Student Change Assignment, CHGAGN, from the Approval
Category drop-down menu. Go.
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INFORMATION RESOURCES & TECHNOLOGY



ADJUSTED FWS FUNDS

New EPAF Job Selection

ID: 1 Doherty,
Query Date: Apr 27, 2020

Approval Category: Student Changing Assignment, CHGAGN

I Enter or search for a new position number and enter the suffix, or select the link under Title.

Student Changing Assig nt, CHGAGN

Search[Type |Position Suffix Title Time Sheet Organization [Start Date |[End Date |Last Paid Date[Status Select

o} New Job O
Primary |746046 00 STUDENT WORKER|24050, Political Science & Economics \Aug 31, 2019\Apr 24, 2020|Apr 10, 2020 \Terminated

Active Jobs

Go

FWS funds can be adjusted for either an active or terminated FWS job assignment. If it is
an active assignment, select it on the New EPAF Job Selection page. Ifitis a terminated
assignment, select the All Jobs button, then select the terminated assignment. Select Go.

[+ - indicates a required field.

Item
Home Organization: *

Timesheet Orgn: *

Contract Type: #*

Job Status: *

Job Begin Date: MM/DD/YYYY*
Jobs Effective Date: MM/DD/YYYY*
Personnel Date: MM/DD/YYYY
Regular Rate: *

Hours per Pay: (Not Enterable)
Salary Encumbrance: %

19 Form Indicator: *

Home COAS: (Not Enterable)
Factor: (Not Enterable)

Pays: (Not Enterable)

Salary Grade: (Not Enterable)
Time Entry Method: (Not Enterable)

Current Value

Student Changing Assignment, 746046-00 STUDENT WORKER, Last Paid Date: Apr 10, 2020

New Value

24050, Political Science & Economics Q [>4050

24050
Primary
Terminated
08/31/2019
04/24/2020
04/24/2020
9.35

40

1500

Received
R

26.2
26.2
00

Employee Time Entry via Web

Q 24050

Primary v

Active v
08/31/2019

04/27/2020

9.35

40

2400 | e —
Received v

R

26.2
26.2
00

The student’s Changing Assignment page will appear.

The previous values display under Current Value. You must re-enter in the information
under New Value in the fields marked with an *.

You will enter in the new amount under Salary Encumbrance, Select Save.

Select Submit and you should get the message: The transaction has been successfully

submitted.
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EMAILS
EMAILS

Once the EPAF has been successfully submitted, several emails will be automatically

generated in the system.

The administrator that entered the EPAF will receive the following email:

EL Reply ) Reply AN E3 Forward

-

Wed LAL/200T 8214 AM

noreply@rowan.ech

Student Work Study EPaf

iavage, Jenrfer

Message W Parker S999901% hitmi & KB)|

Your @pal has been submitted. The student will bé sent this ink so they can @lectronically approve. hitps:;/fasalorms
Rest, rewdan, e/ Forms/Stude ntEmployme ntAuth/openStude ntAuth Preguestid=143
Home Crganization: 9501
Timesheet Orgn: S9901

Contract Type: P

lob Status: A

Current Hire Date: O8-1AN-20017
Job Begin Date: 08-JAMN-2017
Jobs Effectve Date: DB-JAMN-2017
Hegular Rate: 10.00

Hours per Pay: 40

Salary Encumbrance: 1.0

% Form indicator: R

19 Date: L1-JAN-2017

Home COAS: R

Factor: 28,1

Pays: 26,1

Salary Grade: 00

Step: D

Thmie Entry Method: W
Fpnpl:sl,r:u- Class Code: 51

Salary Group: 207

The student will received the following email:

Your Student Employment Authoriration Form has been wwbmitted. Meave dick on this ink to scoppt employment agreement.

hitps I.'I.'.|'..1|.'|||-|l. fenk et an . ||_._."|- _'.|r||'.|-\l'_|:!| fid |'|'.||||"'||||"'.I.|'|.||||.|-'.'|1| -'k'.|_|||..l|.r|'|._.I||"r<'|1||c'l.|u| Foinl

sent to the student, savape|@rowan.edu But this s ranneng o TEST *©

* This ermail would have been

IMPORTANT: The student MUST read and select the link in the email.
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EMAILS

When the student clicks on the link embedded in the email, they will be directed to their
Student Authorization Form. They will need to confirm their information listed at the top,
indicate if they are currently working in another department at Rowan University, and if
they are, will need to indicate how many hours.

Once the student reads the verification information, they need to check the I understand
box and then select Acknowledge (this will be their electronic signature).

Student Employment Authorization Form

Studen! Intormaton

Program of Stady: N Honmatriculsted

Cutrenily working & Rowan

Are yos currently working for ancther department at Howasn Unseerstry? o @ ey

H anuwe in YES, please mdicaie the number of hours you work esch week

& puarded by 8 syslem of il

~Se-utand the NIBR=ETON rEpEREnG DHSNSESaly 64 M back oF i SA88! | Rawt road P and undersland my responsbilies rolhsg & oo Naenhaly | have alo ros:
q mRtrossan bn the @l Rheet 6 e e wtaeh nelaSe et | may nel begn worcng unll | reser B tmeskest and | aoee tn comph
Acknowiedgr '

MUST B ACKROWLUEDGED OR CONTRACT WILL NOT I PROCESSID

Requested by: 916154839 - Jenniter Savage - T4DER

IMPORTANT: If student does not open and acknowledge the Student Authorization Form in
their email, the Approver will NOT be able to approve the request. The request will be stuck
in PENDING status (see PENDING information below). The student will receive the email
three times per week for two weeks.
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EMAILS

Once the student reviews and accepts their Student Authorization Form, the approver will
receive the following email:

3 Reply 3 Reply Al £ Fonward
Fu 12 500000 125 PM
Student Work Study Request <noreply@rowan.edus
Student Work Study Request

To Savage, Jermifie -

A student work study epaf has been submitted that requires your approval before it is processed. Please go to the following link and
approve, https:/fasaforms-test.rowan.edu/Forms/StudentEmploy mentauth/openOstauth frequestid=181 ** This emall would have
been sent to the 058, hegeliErowan.adu but this s running in TEST **

If the student has not read and accepted their Student Authorization Form, you will receive the
following email PLUS

If an EPAF has been pending for 14 days, the approver will VOID the request and you will
receive this email informing you.

From: DoNotReply | maito:DoNotReply@rowan.edu]

Sent: Friday, May 15, 2017 254 AM

To: Paluch, Edyta <paluch@rowan.edu>

Subject: Student Work Study Reminders Emails have been sent

The following students have besn sent a reminder to acknowidge thier smployment authorization (Name,Request Id, Tran Noj:
Matthew Smith,_5785 79752

The following students epafs have been pending for more that 14 dates and have been voided (SubmitterName, Emai, Student, Tran No, Job Effective Date, Days Since]:

Liza Brown brownl@rowan.edu, Habeeb Or, 78719, 25-APR-2017, 20 Susan Chapman, Mary O'Hare Barrows, 78052, 25-APR-2017, 20
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EPAF ORIGINATOR SUMMARY

ORIGINATOR SUMMARY

You must go to the EPAF Originator Summary to check the transaction status of any
submitted EPAF. There is a Current and History tab so you can view past transactions as well
as current ones.

Emails will also be sent to students and you if EPAFs are stuck in Pending status (see below).

search Go | RETURN TO EMPLOYEE MENL  SITE MAP  HELP EXIT

EPAF Originator Summary

-

! Selact the link under Name to access details of the transaction, or select the link under Transaction to update the ransaction.

Transaction status: [T « || g,

@ no transactions found In your queue.
MNaw EPAF | Default Routing Queua | Search | Suparuser or Filter Transac bons

Raturn. to EFAF Menu

Once you view your current or past transactions, you can view the status (Pending-- either
awaiting approval or awaiting student acceptance), see if there are comments and other
transaction information. You can select the student’s name to enter into the EPAF to get
more detail or select the Comments hyperlink to enter or view comments already made.

1-30f3

Jump to Bottom

LPAF_Transactions

L mame b I L Transaction £ Type of Change i-ﬁ sSubmitted Date £ Effective Date & Transaction Status Links

v v v v i'C' v v

Haloran, Amanda J | 916154864 BD6GD Student Termenate Asssgrenent Jun 01, 2017 May 26, 2017 Porsdenig Comments
STUDENT WORKER, 74404600

Haloran, Amanda J | 916154864 BOS3ID Student Mew Asssprment i 01, 2017 May 26, 2017 Complated *&Comments:
STUDENT WORKER, 744046-00 |

Porch, Jordan A | s16107247 78518 [Student Changeng Assagrenent May 08, 2017 May 08, 2017 Vosded =%Comments

STUDENT HOURLY, 714512-01 |
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RETURN FOR CORRECTION

RETURN FOR CORRECTION

If there is an error in the EPAF submission, the approver will send back a Return for Correction
email to you. Depending on the error, you will have specific actions to take to fix the error.

Fransaction History

Action Date ser Mane
eaAred ""r'|| 19, . ] - Ter 3avVane
Delate || Vioed Jpdate | Add C

F o Top

Return for Correction/Edit Information: If the error is something like you did not enter the
beginning of a pay period date or entered a personnel date when one was not needed, you
can go to the EPAF Originator Summary, select the Student Name hyperlink, then select the
UPDATE link at the bottom of the page.

Fransaction Hisbory

Actiom Date Usar HName
Created 1-.1*-/ ennifer Savage
Delete | Void Update | Add Comment

Return to Top

Return for Correction/Void and Resubmit: If you receive an email saying that you entered
a New Student Request instead of a Change Student Request, you will need to void and
resubmit a new Change Student Request. You will go to the EPAF Originator Summary, select
the Student Name hyperlink, then the Void button on the top or bottom of the page. Then
you will need to submit a new Change Student Request (see directions above).
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STUDENT TERMINATE ASSIGNMENT

STUDENT TERMINATE ASSIGNMENT

There is also a selection for you to utilize in the EPAF Approval Category drop down menu:

Student Terminate Assignment (STUTRM).

Query Date: MM/DD/YYYY* 06/01/2017

You will select New EPAF, enter the student’s Banner ID, tab to enter in the name and then
select Student Terminate Assignment STUTRM or Terminate Assigment TERMIT for SOM.

Select Go.
ID: Amanda
Query Date: Jun 01, 2017

Approval Category: Student Terminate Assignment, STUTRM

Student Terminate Assignment, STUTRM

Search|Type |Position Suffix|Title Time Sheet Organization||Start Date| End Date|Last Paid Date/Status|Select
Q New Job
Primary ||744046 00 ISTUDENT WORKER|50012, University H0u5|ng+ May 26, 2017 I IA(tlve L] h

Al Jobs |

| Go

The student’s active job should show on the bottom of the screen (or select All Jobs to see

past jobs). Select the position you want to terminate, then select Go.

¥ Enter the information for the EPAF and either Save or Submit.

Name and ID:
Transaction: Query Date:  May 01, 2020

Transaction Status: Last Paid Date: Apr 10, 2020
Approval Category: Student Terminate Assignment, STUTRM
Save
Approval Types | Routing Queue | Comments | Transaction History
New EPAF | EPAF Originator Summary.
Return to FRAF Meny
Jump to Bottom

* - indicates a required field.
Student Terminate Assignment, 784145-00 STUDENT WORKER, Last Paid Date: Apr 10, 2020
Item Current Value New Value

Jobs Effective Date: MM/DD/YYYY 01/18/2020
Job Status: *(Not Enterable) Active T

Job End Date: MM/DD/YYYY% _

You will be brought to the EPAF Student Terminate Assignment Form. You will be required
to enter in the Job Effective Date and the Job End Date. Both dates MUST be the last day of

the CURRENT PAY PERIOD. Do NOT use the Current Value listed for the Job Effective Date.

The Job Status will automatically be entered as T (for Terminate).
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* - indicates a required field. RS LI RS ASSISL el du t..,Lllum, RES3LUILR
Special Assignment Payment, SAPYMT /
ID: * PR & Q Student Summer Contract Res, SSCR

Student Terminate Assignment, STUTRM
Summer Hire Assignment, SUMHIR
summer Non Teachng Assgn, SUMNT!
Approval Category: * Student Terminate Assignment, STUTRM ~ h summer Terminate ,ﬂ|55|gnment‘ 5

Teaching Fellows, FELLOW
Terminate Assignment, TERMIT

RM



STUDENT TERMINATE ASSIGNMENT

The transaction has been successfully submitted. _

Enter the information for the EPAF and either Save or Submr

pme and ID: Job and Suffix: P44612-00, STUDENT HOURLY
ansaction: 80628 Query Date: Jun 02, 2017
ansaction Status: Pending Last Paid Date: May 26, 2017

bproval Category: Student Terminate Assignmant, STUTRM

Approval Types | Routing Queue | Comments | Transaction Histon,
New EPAF | EPAF Onginator Summany
Return to EPAF Menu
mp to Bottom = e

I indicates a required field.

fudent Terminate Assignment, P44612-00 STUDENT HOURLY| Last Paid Date: May 26, 2017

em Current Value New Value
bs Effective Date: MM/DD/YYYY 05/13/2017 [05/26/2017 |  ii—
b Status: g(Not Enterable) Active r

b End Date: MM/DD/YYYYx 05/26/2017 |  ii—

IMPORTANT: The Jobs Effective Date and the Job End Date MUST be the same date.

The Jobs Effective Date and the Job End Date MUST be the last day of the CURRENT pay
period.

Once the correct required information has been entered, select Save and Submit. You will
receive a message that they were saved and submitted successfully.

? Enter the information for the EPAF and either Save or Submit

I M Po RTAN T: 0 Transaction was not submitted. Please review errors. ®

Name and 1D:

. . . Transaction: 80710 Query Date: Jun 01, 2017
You will receive an error if you use Tracsocion Satus: Watig N
Approval Category: Student Terminate Assignment, STUTRM '
the Current Value for the Job save | submic | oote |
.
Effective Date. Y N S ) D T
New EPAF | EPAF Onginator Summary
Return to EPAF Menu
Jump to Bottom

You will receive an error if the

ff . . Errors and Warning Messages |
Type Message TypeDescription
E eCtlve Date IS less th an th e [Student Terminate Assignment| ERROR *ERROR* Eff Date must be greater than Last Paid Date of lZ-MAY-ZD]?]

Last Paid Date & - Indicates a required field.
.
Student Terminate Assignment, 726545-00 STUDENT WORKER, Last Paid Date: May 12, 201

Job Status: s(Not Enterable) Active

correction if you are not using the b 5 i BV T

The EPAF W|“ be retu rned for' :::s“fﬂe((we Da(e:MM/DD/WYY;:;]/r;:;'ZID‘{:Iue:;:7‘,::17 ®
, X
last day of the Current pay period.
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CONCLUSION
CONCLUSION

The Electronic Personnel Action Forms (EPAF) system allows administrators to easily
enroll new and returning student workers directly into Self Service Banner. Administrators
can also make changes to the EPAFs and terminate assignments directly within Banner. The
process is further enhanced by the electronic notification and approval system utilized by
administrators, students and approvers. The system will reduce the steps and paperwork
needed to complete this process, making it more efficient and easier to complete.

All forms and calendars relating to the EPAF system are located on_https://sites.rowan.edu/
hr/recruitment and _staffing/index.html website. Any questions or concerns can be directed
to support@rowan.edu.
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