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EPAF User Guide

(Electronic Personnel Action Form) 
This electronic process can be used in place of the Student Hire/Change Form by which student jobs are communicated to Human Resources.  
How 2:

1. Log into Banweb (www.banweb.pdx.edu)

2. Click on ‘Employee’

3. Click on ‘EPAF: Electronic Personnel Action Form’

4. Click on ‘New EPAF’

5. Enter the employee’s PSU ID or social security number then press <<tab>>

A. Verify the name to the right of the id number matches that of your employee

B. If you don’t know the id number then you can click the magnifying glass icon to the far right of the id field to search by name

* If you do not find your person by this method it is because they are not on the system as an employee.  Send them into Human Resources to complete new hire paperwork.

6. Enter the effective date of the transaction
* NOTE: The effective date will default to today’s date.*
A. This is the date of hire, termination date, or re-hire date

B. Must be in the following format: MM/DD/YYYY (include slashes)
7. Choose one of the following ‘Approval Categories’ depending on the desired action.
* This specifies which type of transaction you want to do for this employee

A. Hire a FWSP (Federal Work-Study Program) student for the FIRST time.
* For cases where the employee has never held this position in your department before

B. RE-HIRE a FWSP student

* For cases where the employee is returning to work for your department as a federal work-study student employee.
C. TERM a FWSP student job
* The term date must be equal to or greater than the last date paid.

D. Hire a REGULAR wage student for the FIRST time

* For cases where the employee has never held this position in your department before

E. RE-HIRE a REGULAR wage student

* For cases where the employee is returning to work for your department as a regular wage student employee.
F. TERM a regular wage student job

* The term date must be equal to or greater than the last date paid.

8. Click on the ‘Go’ button
9. Click on ‘All Jobs’ to view all the positions this person has ever had on BANNER

A. Use this information to decide if this is a Hire or Re-hire situation. You may have to use the back arrow to go to the previous screen and change the ‘Approval Category’ accordingly.
B. Also, note if the employee has ANY other ACTIVE jobs. 
10. Assign the position number:
A.  Enter position number, Format = D99999, then press tab.
B. Or, click on the magnifying glass to the far right of the position field to search by department
1. ‘Employee Class’ field, scroll down and select XA. * EPAF is for student employment ONLY*

2. ‘COA’ field, leave ‘ALL’ selected.

3. ‘Budget Organization’ field, select the org code for your department.

4. Click ‘GO’

5. Choose either the Regular Wage or FWSP position number.
11. Enter the suffix ‘00’ *NOTE: The suffix must be the numbers zero, zero*
12. If the employee has NO other ACTIVE jobs, you must change the job from ‘Secondary’ to ‘Primary’ using the drop down menu to the right of the word secondary. Otherwise, will default to ‘Secondary’ for you.
13. Scroll down toward the bottom of the EPAF and check the default job index.  

A. If you need to change the default index, scroll down to the comment box, and type the correct index into the FIRST line of the comments field.

* NOTE: Student positions CANNOT default to grant indexes. You will need to submit time sheets to Research accounting for approval every pay period.

14. Click on the ‘Save’ button.
15. Click the ‘Submit’ button.  **Important: This step completes the EPAF.**
16. If you get an error message, STOP and contact Human Resources.

* Need to see a summary of all EPAF’s you’ve created and/or print a copy for your records?  Click ‘EPAF Originator Summary’ then click on the employee’s name to view the EPAF record.

