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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 to participate.

« Federal Work Study (FWS) - Available through Department of Education’s Federal Work
Study program. Students must indicate desire to participate in Work Study program
and demonstrate financial need on their FAFSA. Jobs provide skills and experience to
assist students in career development. Students participating in FWS may not exceed
20 hours per week while classes in session and are not permitted to work during
holidays and breaks, including winter break and summer break. FWS is available to
full- and part-time students.

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

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

Administrators will enter information into the necessary EPAF on the Banner Employee

Dashboard and communicate with the Office of Human Resources as needed. NOTE: If

administrator entering the EPAF is NOT responsible for the student’s timesheet, contact

Payroll Services so they can set up 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 - The Office of Human Resources will review information entered into the
EPAF and either approve or disapprove. NOTE: the Form I-9 must be completed in

Equifax 1-9 HQ prior to the Administrator/Proxy submitting the EPAF.
« Approvals will be processed on an hourly basis. You can email the Budget office to

get the correct position number if needed.

+ Onceapproved 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 departmental 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

+ Logintothe Employee Dashboard.
« Select the Electronic Personnel
Action Forms (EPAF) link under
My Activities.

« Ifyou 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 orto EPAF Originator Summary
Terminate an Assignment, you New EPAF s

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 #7031

Search Go

Electronic I%ersonnel Action Form

EPAF Originator Summary

New EPAF  sfimm—

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

ID: % g Q
Query Date: MM/DD/YYYY# 05/07/2020 df———
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
I
Person Search

@ 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:

or /
In:

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
1

Personal Information Stodent  Faculty Services FS0TTER  WebTailor Administration  Finance

Search Ga. |

Person Search Results

? 1o choosa a persen, select a link under 1D,

EPAF Parson Search
Raturn bo ERAE Many
Jump to Bottom

210 ast Name |2 First Name | Middle Name | Birth Date Name Type
7 v

99962038 | Parker | Gary Jan 01, 2013

1-1of1
Retum te Top
EPAF Person Search
Raturn ko EPAE Maru

Then select the hyperlink to the ID of the correct student.
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ENTERING NEW STUDENTS

€) Rowan University

Persanal Infermalbon  Stedent n:uws-nmmwmnhmmmm Financa

Saarch Gz RETLRN 7O E¥PLOYEENENL  SITEMAR  HELR EXIT

Mew EPAF Person Selection

* Enter an 10, select the Bk o sbarch Tor a0 (D, of generats an 10, Ented the Query Data and select the Appraval Category. Select Go.

# - indicares a required Neld
I = *.J.&':'.b\'.éD?D 'S-::.w. I-:arl:er -

Quiary Dotes MRUDONYYE 01112017 =

Ajproval Category: Student New &smgnmeant, MEWBIH -
g
5 Thars are ne active jobs based on the Quory Dato.

Al ks |

Bétuem o EPAE Meny

Graduate Assistant, GRDAST -
Managerial Increment, MGRINC

OnBoard from Pagellp, ONBARD
Overload Assignment, OVERLD

Part-Time Temp Hourly, PTTEMP

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 Assignment, SUMTRM
Teaching Fellows, FELLOW

Terminate Assignment, TERMIT

IFTPE Retro Pay, IFFTER

Incrament Pay, INCRMT

Student New Assignment, NEWAGHN /
Student Mew 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 New Assignment, NEWAGHN

Student New Assignment, NEWAGN
Search Type |Position |SuFFi‘xT|'tle

Tima Sheet Organization Start Dat\e||Er|d Data|l_ast Paid Date Status Select

°F Mew Job| 771012 CURLY|20010, Camden Campus
s There are no actlve jobs based on the Query Date.

| &l Jobs

| Ga |

New EPAF Job Selection
T Enter ar search for 2 new position number and enter the suffix, or salect the fink under Title.
1D:

Quary Data: Apr 22, 2020
Approval Category: Student Changing Assignment, CHGEAGN

Student Changing Assignment, CHGAGN
Search{Typa Position Suﬂix|TitIe Time Sheat Organization Start Date End Date Last Paid Date|5tatus Salact
Mew Job | -
Primary 784145 KER 29002, Rowan Global Acadermic Jan 18, 2020 Mar 27, 2020 |A::i\.re _
All Jobs

Go

New EPAF Job Selection

3 Enter or zearch far a new pozition number and entar the s0ffx, ar selzct tha link under Title.

ID: Gary T. Parkar, 99995039
Query Date: Apr 13, 2020
Approval Category: Student New Assignmeant, NEWAGHN

Student New Assignment, NEWAGN

Search Type |Position Suffix Title Time Sheet Organization|Start Date End Date Last Paid Date|statu5 Select
Mew Jobfra404s ; WWORKER[Z24010, Biolegical Sciences L}

% There are no jobs based on the Query Date.

Active Jabs

| B9 |

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

Student New Assignment, 770L11-00 STUDENT WORKER

Item Current Value New Value

Home Organization: * Q| |
Timesheet Orgn: % Q| |
Contract Type: * | Primary v|
Job Status: * | Active

Current Hire Date: MM/DD/YYYY# | |
Job Begin Date: MM/DD/YYYY% | |
Jobs Effective Date: MM/DD/YYYY# log/13/2022 |
Personnel Date: MM/DD/YYYY % | |

Regular Rate: * |

Hours per Pay: (Mot Enterable) |4|:| |
Salary Encumbrance: # |1,|::
1S Form Indicator: % |Received  v|

IS Date: MM/DD/YYYY

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

Pays: (Mot Enterable)

Salary Grade: (Not Enterable)
Step: (Not Enterable)

Time Entry Method: (Mot Enterable)

Employee Class Code: {Not Enterable)}
Job Change Reasaon: (Not Enterable)

Salary Group: (Mot Enterable) 2023
Employee Status: (Not Enterable)

Ix n|l= MM =]
= o || Eh [}

i -

= [y

i

S

%)

[=]

[

fa

Leave Category Code:

=
—_
o
=
=
]
=
=
<
m

i

=
[E%]

Accrue Leave: | ves

<

Web Time Approver: #
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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 (select Primary; if you receive an error, select 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: The date that the student actually begins working. Must match the Original
Hire Date listed on the I-9in -9 HQ.

Salary Encumbrance: Must be 1.0.
I-9 Date should reflect the date that Section 2 of the I-9 was completed in 1-9 HQ.
Web Time Approver: Enter the Banner ID of the student’s Web Time Entry approver.

Comment Enter any additional information (i.e. job description and pay rate justification, if
neccessary).

Select 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

Electronic Personnel Action Form

v Your change was saved successfully.

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

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

Electronic Personnel Action Form

& The transaction has been successfully submitted.

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

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

Transaction History
Action Date

Created:

User Name
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

Jump to Bottom. .. S e

Errors .ﬂmf Wﬂmfng Hessagm - i .

Type S Message Tvp&’ue:cript!nn o st =

Student New hasignment ERROR [F:lrst Namﬂ, ESHFSIH. Birth Dat;e or Gendar in:nmplete e ——

b indieaes aceqilmd fed,

Student New Asslgnment, ?45245 ﬂﬂ STUDEMT WDRI{ER

‘f' Usnr th:ras nut haw ai:mss- to vIlaw t:urnml; va'luni. ; ;_. = o &

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.adu
] .
T Paluch, Edvyta;
Send :
Ce..,
Bee...
Subject 'Newlnternational Student Information

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

Jennifer Savage
Technical Trainer

You will need to email Edyta Paluch (paluch@rowan.edu) the student’s Social Security
number and ask her to enter the information and notify you when you can go back in and
enter a New Student EPAF.

€@ RowanUniversity Page 12
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ENTERING STUDENT CHANGES

STUDENT CHANGE ASSIGNMENTS

If a student has ever been paid by Rowan in any capacity, they are considered a
Returning Student. They should either let you know, or when you try and enteras a
New Student, their former Employee Job Assignments will show up.

Main Personal Information Student Financial Aid Faculty & Advisors AT

Search | | Go |

Electronic Personnel Action Form

EPAF Originator Summary

New EPAF  m—

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 ES0LGTTR  WehbTailor Administration  Finance

Search GO | RETURN TO EMPLOYEE MENL  SITE MA

New EPAF Person Selection Increment Pay, INCRMT
Student New Assignment, NEWAGN

P Enter an 1D, selact the link to search for 2n ID, or generate an 1D. Enter the Query Student NEW ASSigI‘ImEHt SGM, NEWAG

# - indicates a required fizid. EtUdEI'It 'Chan in A-E‘Ef J n S‘UM, CH Eﬁﬁs
Student Changing Assignment, CHGAGN

ID: * 93340003 Robart Brown &G /

Query Data: MM/DDMY* 01/11/3017

Approval Category: Student Changing Assignment, CHGAGN «

|G|:|'

Employee Job Assigmments

Type |PositionSuffix|Title Time Sheet Organization Start Date |End Date  |Last Paid Date|Status
Primary[705245 [SU  |[STUDENT WORKER 705245/99501, Training ORGN 99901 [Jan 01, 2013[Jun 01, 2013 [Terminated
Achive 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.
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ENTERING STUDENT CHANGES

Personal Information  Student Faculty Services m WebTailor Administration Finance

soarch | Ga RETURM TO EME
New EPAF Job Selection

T Enter or search for a new pasiton number and enter the suffix, er select the link under Title,

T Rabert Brown , 99993003
Query Date: Jan 11, 2017
Approval Category: Student Changing Assignment, CHGAGN

Student Changing Assignment, CHGAGN
Search{Type [Position Suffi Title Time Sheet Drganizaﬁonistart DatelEnd Date|Last Paid Date|Status|Select
o, New Job) @

* There are no active jobs basad on the Query Date.

all Jobs h

| Go

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, 95993021
Query Date: May 26, 2017
Approval Category: Student Changing Assignment, CHGAGN

Student Changing Assigmment, CHGAGN

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

=N New Job ™)
Primary (705245 SU  |STUDENT WORKER 705245/99907, Training CRGN 99907 (Jan 0L, ZDL3iJLH o1, 2013i Terminated| ©

| active 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

INFORMATION RESOURCES & TECHNOLOGY



ENTERING STUDENT CHANGES

Student Changing Assignment, 718546-01 STUDENT WORKER

Item Current Value Mew Value

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

Timesheet Orgn; * Q|

Contract Type: % mmselTed_ﬂ

Job Status: * [ Mot Selected h

Job Begin Date: MM/DD/YY Y % ﬂ
Jobs Effective Date: MM/DD/YYY Y%
Personnel Date: MM/DDYYYY d |_

Regular Rate: # | |

Hours per Pay: (Mot Enterable) |4D

|——'.

Salary Encumbrance: # |1_E]l |
19 Form Indicator: # Received |Eleg:_ei'l.{e_f_}_ v |
Home COAS: (Mot Enterable) R |R |

Factor: (Mot Enterable) |2l5.1
Pays: (Mot Enterable) |25.1
Salary Grade: [MNot Enterable) |CIIZ]I

Time Entry Method: (Not Enterable) |w—|

Step: (Mot Enterable) |u—|

Employee Class Code: (Mot Enterable) 51, Student Iﬁ

Salary Group: (Mot Enterable) l;!t}T|

Job Change Reason: (Mot Enterable) W|

Time In/Out Ind: (Not Enterable) [y |

Leave Category Code: M2, N1 PAID LEAVE ll"-.lg, NI PAID LEAVE v |
Accrue Leave: |_‘1"e5 bl |

Web Time Approver: % |
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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 and a
prior timesheet is needed. Make sure to enter 1st day of actual pay period here.

NOTE: A new I-9 Form Indicator will only be required if it has been more than 1 year since
the employee last worked. If it has been more than 1 year since the student last worked but
less than three years since the -9 was completed, contact HR to have them complete
Section 3. If it has been more than 1 year since the student last worked and more than three
years since the I-9 was completed, the student will need to complete a new Form I-9.

Web Time Approver: Enter the Banner ID of 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 successiully submitted.
7 Enter the information for the EPAF and either Save or Submit

Name and ID: lames Smith, 99999001

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

Approval Category: Student Changing Assignment, CHGEAGN

Approval Types | Routing Queue | Comments | Transaction History
Haw EPAF | ERAF Qriginator 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 S3nT0EE

Search | Go |

Electronic Personnel Action Form

EPAF Qriginator Summary

New EPAF h

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.

Py I Infi it tudent Faculty Services §30LUGYEEY  WehTailor Administration  Finance

Saarch Go | RETURN TO EMPLOYEE MENL  SITE MA

New EPAF Person Selection

P Enter an 10, seleck the bnk to search for an [D, or generate an 1D. Enter the Query Date and select the Approval Category. Select Go.

* - indicates a required fieid.

"
ID: % ggg99003 Robert Brown # 9 /

Query Date: MM/DDANYYY® 01/11/2017
Approval Category: Student Changing Assignment, CHGAGN -

||;c|

Employee Jab Assigminents

|rype |Posllion[5uﬂ1x|ﬂ‘lle |T1me Sheet Organization |Smn’ Date |End Date |Last Paid Da : |
[Primary[705245 [sU  |STUDENT WORKER 705245|39501, Training ORGN 99801 [lan €1, 2013{Jun 61, 2013| ~[rerminated|
| Achwe Jobs

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

ID:
Query Date:

New EPAF Job Selection

Apr 23, 2020

Student Changing Assignment, CHGAGN

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

Approval Category: Student Changing Assignment, CHGAGN

SearchType |Position SuffixTitle Time Sheet Organization|Start Date |End Date|Last Paid Date[Status|Select]
Q New Job T
Primary [760545 00  [STUDENT WORKER[26004, Art [Sep 14, 2019 [Mar 27, 2020 [Active | @
All Jobs

Go

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

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

Item
Home Organization: =

Timeshest Orgn: =

Contract Type: %

lob Status: *

Job Begin Dake; MM/DDYYYY
Jobs Effective Date: MM/DDOYY Y #
Personnel Date: MM/DD/YYYY
Regular Rate; *

Hours per Pay: (Mot Enterables)
Salary Encumbrance: #

19 Form Indicator: #

Home C0A5: (Mot Enterahle)
Factor: (Mot Enterable)

Fays: [Mok Enterable)

Salary Grade: (Mot Enterable)
Time Entry Method; (Mot Enterable)
Step: (Mot Enterable)

Current Value
26004, Art

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

40

1

Received
=3

26.2

26.2

oo

Employee Time Enktry via Web
0

Emploves Class Cods; (Mot Enterabie) 51, Student

Szlary Group: (Mot Entsrahble)

Tm b i Pl i F Rl Sk el -

2020

(¥ aly!

Mew Value
Q. 26004
Q |2e004
Frimary T
Active
logsras201a
|og/tas2010

iiﬂ-d- _
40
(1.0

Raceivac r

: Mar 2

€@ RowanUniversity
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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:

Ea Reply 153 Reply AN £ Farward
EAL A 14 Akt
norephy@rowan, ed
Student Work Study EPaf
aeage. Jeorudur
Measrage . Paruer S998H0I% himi & KH)

Your apal has been submilted, The student will be senl this lnk 2o they can @ lectronically appeove, hitps fasalanms
sk vowwan erdud FormesS Stude nt Employme nba oty ope nSbadentAuth freguestid=143
Home Ofganiation: 99501
Timesheat Crgn: 995901

Contract Type: P

lob Status: &

Current Hire Date: O8-1AN-2017
iob Begmn Date; O8-1AMN-2017
Jobs Efectve Date! O8-JAMN-201 7
Regular Rate: 10.00

Hours per Pay: 40

Salary Encumbrance: 1.0

% Farm Indecator: i

1D Dave: L1-LAN-2017

Home COAS: R

Factor: 26.1

Pays: 6.1

Salary Grade: 00

Step: O

Themir Entry Rothod: W
Empsloyee Class Code: 51

Salary Group: M7

The student will received the following email:

Student Work Stutty Reqguest

Your Student Employment Authoricslion Form has been submifted. Plesse dick on this ok @0 sccepl emplioyment agreement
s asal oo - festorowan ey Farrmsy Stude nt "-|l|-'rrlll"-!-l'unll--'-'|'l Sl e nkfath fregueristel = 1) = This emaill wowld have been
sl 1o the student, wvape|@rowsnoedi ot this 8 rannmg s TEST *©

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

Student niarmmetsan
Eirwean i ]
Liipcert & limiteg

(ot wide Lwve L

Prngram of Wy T Mo

Currailly weos kg o1 Bowen

R youl EuiFemtly wirking 1o Aacthei Bepartmen gt Novwsn Uisverstiy? s ® e

f arinweni in YEL, pinsie sidicale Uis fumnbel of Mot s pou soik sech seek

| e tornhind The 5 oFeation repRelsg ot hcSaly o e Back ©F il 0568 | s WA F o wnSiruland my Fospons bEREs calitieg naEahaly | Ve ARG FEed
q bt Tkl S ol Wty i i o R sl i o il aa b i
Ag e e g '

MAUET B ACSRAUTDGED Ot CONTRACT Wil L 0T M PROCESSTD

Requested by: 516184839 - Jenniter Savage - 74068

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

4 Reply 50 Reply A 5] Forward

b 12 55006 12586 P
: Student Work Study Request <noreply@rowan.edu>
] ¥ Student Work Study Request

ta Savage, Jeyrfe ~

& stedent work study epaf has been submitted that requires your approval before it 5 processed. Please go to the following ink and
approve, httpsy//asaforms-test rowan.edu/forms/studentEmploymentAuth/openCsiAuth frequestid = 181 ** This ematl would have
been sent to the O5F, hegel@rowan.edu but this is nenning n 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 [ maiito:DoNotReply@rowan.edu]

Sent: Friday, May 15, 2017 254 AM

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

Subjact: Student Work Study Reminders Emaiks have been sent

The following students have been sent areminder to acknowldge thier employment authorization (Name, Request Id, Tran Noj:
Matthew Smith,_S785, 79732

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

Liza Brown brovinl@rowan.edu, Habaeb Or, 7871S, 25-APR-2017, 205usan Chapman, Mary 0'Hare Bamows, 78052, 23-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).

saarch Go. | RETURN TO EMPLOYEE MENU  STTE MAP  HELP  EXIT

EPAF Originator Summary

o

P sglect the link undar Name to accass details of the transaction, or select tha ink under Transaction to updata the transaction

Tronsaction Status: T « || oo

@ hio transactions found In your queue.
Nowi EPAF | Dafault Routing Gueus | Seaich | Suparuier or Filter Transac bons
Raturm, bo EPAF Manu

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.

=3 pf3

Jump to Bottom

EPAF Transacllons

L mame Tl ] & Tromsaction & Type of Change &1 Submitted Date & tiective Date & Transaction Status Links

v v v v v v v

Haloran, Amanda J | 916154864| B0 Student Tormunate Asssgresenit e 01, 017 May 16, 2017 Parruangg Commants
STUDENT WORKER, 744046-00 | |

Haforan, amanda 3 | W16 154R64] BO53I0 Student New Axsgrmaont i 01, 2017 May 76, 2007 Commpia tod =S Commeanis:
STUDENT WORKER, 744045-00 |

Forch. Jordan A. | 916107247 78518 Student Changshg Assagrement My 08, 2017 May 08, 2017  [Vosded == Comments
STUDENT HOURLY, 714512-01 |
1-30l3

Aetumn to Top

== Coemmesnits Exat

€@ RowanUniversity
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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 Hisfory
Action  [Date ser Name

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.

Ay |-:--

LH-#Te il L

Fransaction Hisltory

Artion Date uUsar Hame
Craatad r.uy enrfer Savane
Detats || Vond Update | Acd Comment

R‘-_"__ LG Tl.;_'

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).

Page 23




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).

* - indicates a required field. RES LI RES ASSISL el dau uLum, REDLLH
Special Assignment Payment, SAPYMT ’
ID: * Amanda & Q Student Summer Contract Res, S5CR

Student Terminate Assignment, STUTRM
Summer Hire Assignment, SUMHIR

| ; Summer Non Teachng Assgn, SUMN
Approval categow: * Student Terminate ASSIgf‘Im@I"It, STUTRM ~ h 5ummer Term|nate Aq‘;’s|g|-"-|--|e.|-1tF 5 RM
Teaching Fellows, FELLOW

- Terminate Assignment, TERMIT

|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 |Positi Suffix|Title | Time Sheet Organization||Start Date [End Date]Last Paid Datebtatus Select
Q New Job
Primary ||744046 00 ISTUDENT WORKER|50012, University Housmg+ May 26, 2017 | IActlve L b
|_All Jobs.
E

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.

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

Name and ID:
Transaction: R 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 EPAE 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 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).

€@ RowanUniversity
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STUDENT TERMINATE

ASSIGNMENT

! Enter the information for the EPAF and either Save or Submi

ame and ID:
ransaction: 80628
ransaction Status: Pending

’ The transaction has been successfully submitted. b

Job and Suffix: P44612-00, STUDENT HOURLY
Query Date: Jun 02, 2017
Last Paid Date: May 26, 2017

pproval Category: Student Terminate Assignment, STUTRM
Approval Types | Routing Queue | Comments | Transaction History
New EPAF | EPAF Onginator Summany
Return to EPAF Menu
mp to Bottom

- indicates a required field

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

em Current Value New Value

ibs Effective Date: MM/DD/YYYY 05/13/2017 [05/26/2017 f—
b Status: (Mot Enterable) Active

b End Date: MM/DD/YYYY g [0s/26/2017 - ——

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 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.

0 Transaction was not submitted. Please review errors.
¥ Enter the information for the EPAF and either Save or Submit

IMPORTANT:

Name and 10:

Transaction: 80710 Query Date: Jun 01, 2017

Transaction Status: Waiting !

Approval Category: Student Terminate Assignment, STUTRM J
Save || Submit || Delete |

You will receive an error if you use
the Current Value for the Job
Effective Date.

Approval Types | Errors | Routing Queue | Comments | Transactio
New EPAF | EPAF Originator Summary
Return to EPAF Menu
Jump to Bottom

You will receive an error if the
Effective Date is less than the
Last Paid Date.

Errors and Warning Messages
| e e j Ts

\Type | g
{Student Terminate Assignment| ERROR

« - Indicates a required field

TypelDescription | ®

\‘ERROR' Eff Date must be greater than Last Paid Date of 12-MAY-2017.|

Student Terminate Assignment, 726545-00 STUDENT WORKER, Last Paid Date: May 12, 201

X

Item Current Value New Value

Jobs Effective Date: MM/DD/YYYY 01/07/2017 01/07/2017
Job Status: g(Not Enterable) T
Job End Date: MM/DD/YYYYg

The EPAF will be returned for
correction if you are not using the
last day of the Current pay period.

Active

05/26/2017
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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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