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	EPAF User Guide      (Electronic Personnel    Action Form) 




This electronic process will replace the Student Hire/Change Form as the primary method by which student jobs are communicated to Human Resources.  The simple and easy-to-use EPAF process will drastically shorten the amount of time it takes for an hourly student’s job to be activated in the payroll system thus enabling web time entry.

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

i. 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

a. This is the date of hire, separation date or re-hire date

b. Must be in the following format: MM/DD/YYYY (include slashes)
7. Choose the ‘Approval Category’

a. This specifies which type of transaction you want to do for this employee

i. Hire a FWSP student for the FIRST time

1. for cases where the employee has never held this position in your department before

ii. RE-HIRE a FWSP student

1. for cases where the employee is returning to work for your department 

iii. TERM a FWSP student job
1. The term date must be equal to or greater than the last date paid.
2. NOTE: this EPAF will error on you until after 6/16/06 due to a switch in how HR puts on FWSP job records.  From 3/27/06 to 6/15/06 send an e-mail to askhrc@pdx.edu if you need to term a FWSP student job. 
iv. Hire a REGULAR wage student for the FIRST time

1. for cases where the employee has never held this position in your department before

v. RE-HIRE a REGULAR wage student

1. for cases where the employee is returning to work for your department 

vi. TERM a regular wage student job
1. The term date must be equal to or greater than the last date paid.
8. Click on the ‘Go’ button

9. Enter the position number you are hiring this employee onto
a. Format = D99999

b. Or, click on the magnifying glass to the far right of the position field to search by department

i. Ensure that you select the student position number for your department

10. Enter the suffix ‘00’

11. Click on ‘All Jobs’ to view all the positions this person has ever had on BANNER

a. Use this information to make the following decisions:

i. Did you select the correct approval category?

1. For example, if you chose ‘Hire a REGULAR wage student for the FIRST time’ but you see in the employee’s record that they have held this position in the past, then you would need to go back and select the RE-HIRE category.

ii. Is the position you are adding today their first and only position?

1. If yes, then you will need to do an additional task for this EPAF as per item 13 below.

12. If the questions from item 11 are answered then click the ‘Create’ button

13. If question 11-ii was yes, then you need to change the job from ‘Secondary’ to ‘Primary’

a. There is a drop down box to the right of the word ‘Secondary’

b. Click on that and choose ‘Primary’

14. Scroll down toward the bottom of the EPAF and check the default job index.  

a. Is this where you want the employee’s wages charged?

i. If yes, go to item 15

ii. If no then scroll down and type the correct index into the ‘Comment’ section; HR will make the update to the job record after the EPAF feeds into BANNER.
1. NOTE: Research Accounting controlled grant indexes will not be added to the job record.  To charge a student’s wages to a grant please see the HRC website Manager’s Corner for student employees.

15. Click on the ‘Save’ button.
16. Click the ‘Submit’ button.  **Important: This step completes the EPAF.**
17. Errors?

a. If no, the go to item 18

b. If yes, then here’s what you do:

i. *ERROR* A Primary Job has not been defined for this employee.
1. Go back to step 13

ii. *ERROR* ID is not defined as an employee.  Establish Employee record.

1. Hit the ‘Delete’ button.

2. Send the employee to Human Resources to fill out new hire paper work

3. When they come back to you with the GREEN HRC sticker on their id then they may begin work and you need to do the EPAF for them.

iii. *ERROR* Job Begin Date cannot be after the Employee’s Termination Date.
1. Hit the ‘Delete’ button.

2. Send the employee to Human Resources to re-activate their employee record.

3. Do another EPAF for them once their record has be re-activated.

18. You are done.  Relax and have a great day!

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.

