EPAF Part Time Students, Work Study, and Part-Time

NonStudent

Once signed into Self-Service—select Employee

1 https://ssh-dev.ec.astate.edu:9003/T,

Arkansas State University

Personal Information Student Financial Aid Facllty Services Employee Finance

/twbkwbis.P_GenMenu?name=bmenu.P_MainMnu

Search[ ]
Main Menu

ACCESSIBILITY SITEMAP HELP EXIT

Personal Information
Update addresses, contact information; Ct
Please keep your address and telephone

Student
Apply for Admission, Register, Vi
Financial Aid
View your Financial Ald infoffation.
Faculty and Advisors
Enter Grades and Redistration Overrides, View Class Lists and Student Information.
Employee
Finance
RELEASE: 8.9.1

ge your PIN.
umber current to help ensure that you receive important ASU communications.

Jour academic records and Financial Aid.

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

The below screen will come up—Click on Electronic Personnel Action Forms

EAE

Arkansas State University

Personal Information Student Financial Aid Faculty Services mrin-nu

Search[ ]
Employee

RETURN TO MENU SITE MAP HELP EXIT

Download the Employee Self Service guide or contact Payroll Services at 972-2293 or bhp-supp;

Questions regarding Account Balances should be directed to the Treasurer's Office at 97

Leave Report

Leave Balances

Benefits and Deductions

Retirement, health, flexible spending, miscellangous, Beneft Statement.

Pay Information
Direct Deposit Allocation, Earnings and Deductions History, Pay.

Jobs Summary

Electronic Personnel Action Forms
Tax Forms

W4 Information or W2 Form.

Salary Planner

Account Summary by Term

myBill

View ebill, make a payment or deposit, and establish Online Instaliment Plan.
Effort Certification

Training and Procedures
Pay Stub Emp Admin
RELEASE: 8.9.1

< and Notice of Salary.

astate.edu for assistance.

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

Screen for EPAF processing—Select New EP

EATE

Arkansas State University

Personal Information Student Finane

id

€ulty Services [ETIIIP™Y Finance

search [ [a]
Electronic Personn ction Form

RETURN TO EMPLOYEE MENU  SITE MAP  HELP  EXIT

EPAF Approver Summeify
EPAF Ongmatxsﬁmr:ary
New EPAF

EPAF Proxy Records

Act as a Proxy

RELEASE: 8.12.1.5

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

Once the below screen appears you will be ready to begin entering the information to appoint the

employee to their new assignment.



Arkansas State University

Personal Information Student Financial Aid Faculty Services (ISIIW™Y Finance

searen[ [cs] RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

New EPAF Person Selection

“* Enter an ID, 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 field.

ID: * | ll 2SS
Query Date: MM/DD/YYYY* [06/25/2020
Approval Category: »  [Not Selected A

EPAF Approver Summary | EPAF Originator Summary
Return to EPAF Menu

RELEASE: 8.9.0.3

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

Enter the following information:

e Employee ID

e Query Date—today’s date will default you will need to change this to the first date of the new
appointment.

e Approval Category—this is a drop down menu so you will need to select the appropriate
Approval Category---NOTE: when entering students, work study, or non-student, it is very
important to choose the appropriate form for what the employee will be as information will
default based on your choice. If work study, go to the section in this guide for work study
students on page 5.

I aculty New Overload or

== Enter an ID, salect the lir workstudy Position - rehire In different position, CWSDIF the npproval Category. Sslect Go.

indicares a required fi 12 Month Employee New Overload, TWOWVNW

10: - SoE5555 10 Month Employee New Overload, TNOVNW
L2 Month Employes Gvarlosd Same Posn, TWOVRL

Quary Data: MM/DDATYT. ‘ ) ren -

Approval Category: = (Mot Selected ~

EPAE npprover Summary | EPAF ©riginater Summary
Beturm. to ERAE Menu

RELEASE: 5,18

© 2021 Ellucian Company LB and its affiliates.

Information will display on the last status of this employee if there is any.

[ New EPAF Person Selection x
<«

C e ] 21 https://ssb-dev.ec.astate.edu:9003/TEST/bwpkepaf.P_ChoosePerson

SN

Arkansas State University

Personal Information  Student FEFUTIIT=S  Finance

searen[ ]

New EPAF Person Selection

** Enter an ID, select the link to search for an ID, or generate an J&. Enter the Query Date and select the Approval Category. Select Go.
« - indicates a required field.

ID: = 50573054 | [Mariah micole Cooney | & X
Query Date: MM/DD/YYY¥* [06/01/2021
Approval Category: = [Hourly Studept’Different Position W/End Date, HSTDFE ~

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

All Jobs

Click Go



The screen below will appear all that needs to be entered is the Position and Suffix. On position number
alpha characters MUST be capitalized (example: X00001) and suffix is 00. You will use the pool position
number assigned to your department in the attached appendix.

[ MNew EPAF Job Selection S

< (G A 21 https://ssb-dev.ec.astate.edu:2003/TEST/bw

E

Arkansas State University
Personal Information Student Finance
search[  [Go]

New EPAF Job Selection

ID: Mariah Nicole Cooney,
Query Date:

Suffix [Title[Time Sheet Organization|Start Daland Date[Last Paid Date|Status|Select]|
= ‘New J0b)| I I | | ® |
A There are no active jobs based on the Query Date.

e

Meve EPAF
Return.to EPAE Menu

When you enter the position # and suffix, the Title and Time Sheet Organization will populate.
Click GO

The EPAF has now been created as seen below: It is time to verify that the information is correct.
Click Save—this will cause the Current Value information to populate to the left for comparison.

Enter fields with red asterisks.

- [ Hectronic Personnel Action Forr X

C Q@ O httpsy//ssb-dev.ecastate.edu:9003/TEJT/bwpkepaf.P_ChooselobDriver B = &

Electronic Personnel Action Form Your current Institution i

“ entér the information for the EPAF and either Save or Submit

Namg and ID: Mariah Nicole Cooney, 50573954
Transaction: Query Date: Jun 01, 2021
Tragipaction Status:

Approval Category: Hourly Student Different Position W/End Dafe, HSTDFE

Approval Types | Account Distribution | Routing Queue | Comments | Transaction History
New EPAF | EPAF Originator Summary
Return.to EPAF Menu
Jump to Bottom

« - indicates a required field.

Update Employee Information Rehire Home Organization and Distribution Orgn is required

Item Current Value — click the magnifying glass to look on up.

Employee Status: (Not Enterable) Active

Employee Class Code: (Not Enterable) Lw, Student Work Study

Home COAS: (Not Enterable) -

Home Organization: » 251208, Agricultural Studes QL[] Current Hire Date needs to be the same as Jobs Begin Date
Distribution COA: (Not Enterable) -

Distribution Orgn: * 251205, Agricultural Studies Q[ ]

Current Hire Date: MM/DD/YYYY(Not Enterable) 01/25/2021

Job Begin Date must be first date of assignment

Hourly employee in new position, X00001-00 Hourly Student Extra Help

Item Current Value New value Contract Type will be P for Primary and Step will be O
Job Begin Date: MM/DD/YYYY«(Not Enterable)
Contract Type: #(Not Enterable) D

Step: #(Not Enterable)

Regular Rate: = Enter Regular Hourly Rate of Pay, leave job code reason
J0bs Effective Date: MM/DD/YYYY+ [ and timesheet COA as default, enter timesheet org and
[

Job Change Reason: #(Not Enterable) BGsEs i
Timesheet COA: (Not Enterable) supervisor ID
Timesheet Orgn: = Q
Time Entry Method: (Not Enterable)

Supervisor ID: =




BB cecvonicpersomet acton farr. x
P

G @ A hps

current
Effective Date: 06/01/2021

& rowsw et Gy LSS i i e e e e e | FOAP can be updated if necessary—
[ — N — 5y I I I i I ) .
| | 2 | | | I | ] if line needs to be removed there
W W W H H H }%} H } will be a check box to check
‘Te,mmated Em'!,.oyee Job Rm,ds‘, X00001-00 Hourly Student Extra Help The Job End Date and Job Effective Date in this section is the last day of the
T current vatue newvelie appointment. This is crucial because it will end their appointment on this date.
@: Both dates will be the same end date. Note these 2 date fields will not show if
you select Hourly Student with no end date.
Supervisor ID is required On Approval Level at each Level
m - } " | thatis populated you must
m } select a recipient to ensure
}:} } correct routing and approvals
g 3} } (see below page).
- a )
(v e minen o] ~ “ ‘ s If you need to add additional
Comment level such as SPA you are able
to do so here.

The level of approvers in the routing section should include the following:

DEPT Click on the magnifying glass and select the appropriate Dept Head/Dept Chair

DEAN Click on the magnifying glass and select the appropriate Dean/Admin Officer

VC/VP Click on the magnifying glass and select the appropriate Vice Chancellor/Vice President

Budget Budget will not be in the hourly student/non-student routing.

Payroll Click on the magnifying glass or enter KISMITH in user name for Kimberly Smith to display

Super Click on the magnifying glass or enter DLONG in the user name for Dianna Long to display

SPA  Add Sponsored Programs Accounting as needed for grant funded students or non-students by
clicking the ‘save and add new row’ button to add the approver level. Grant fund FOAPs are
funds that start with 2XXXXX or 15XXXX. Click on the magnifying glass and select the
appropriate name for the grant.

INTL  Add International Programs as needed for non-U.S. citizen students/non-students by clicking the
‘save and add new row’ button to add the approver level. Click on the magnifying glass and
select NADAMS in the user name for Nikki Adams to display for students and work study. Select
MSUMMIERS for Michelle Summers for non-students.

Enter any comments as needed as to the justification for the appointment or detailed pay information.

Once you have verified and entered the information Click Save.

The EPAF will come back up and display “Your change was saved successfully’ at the top. The EPAF will
show you the current value and the new value. Once you have verified that all information is correct
you are ready to submit. If you have errors you can correct—Save again before submitting. If you need
to delete this is the point that you can do so.

Click the ‘Submit’ button and it will start the EPAF through the routing process.

Additional Assignments — On rare occasions, students/non-students are given an additional assignment
at a higher hourly rate for a one-time event. This can be done by selecting the Approval Category in the
drop down of Hourly Student Additional Appointment HRSTOV. Then hit Go and put in X00001 with a
suffix of 01 for the second appointment. Time would have to be approved in TimeClock Plus for the 01
suffix. Total time for both the 00 and 01 suffix cannot exceed 28 hours.



Work Study Students
Enter the following information:

e Employee ID

o Query Date—today’s date will default you will need to change this to the first date of the new
appointment.

Approval Category—this is a drop down menu so you will need to select the appropriate Approval
Category---NOTE: when entering work study, it is very important to choose the appropriate form for
what the employee will be as information will default based on your choice.

Information will display on the last status of this employee if there is any.

G AUJUTILL SIS SEIIS FUSIIVI, AL
[ New EPAF Person Selec
AOS Adjunct Rehire Different (New ) Position, AADINP

in?p_epafid=5053544

|
Adjunct Additional Appointment or Summer Appt, ADJADD

< C m
; ; Faculty Overload or Summer Appointment, FCOVSHM
ET’ ‘TE Hourly Non-Student Diff Position W/End Date, HNSDFE
k Hourly Student Different Position W/End Date, HSTDFE
Hourly NonStudent Position - rehire in different position, NSDF

Arkansas Stat
Hourly Student Position-rehire in different positis number, HRSTDF

Personal Information St
Hourly Student Additional Appointm: RSTOV

Search Workstudy Position - rehire in same position, CWSSAM

Faculty New Overload or New Summer Appt, FCNADS
New EPAF Persor " o

Workstudy Position - rehire in different position, CWSDIF

12 Month Employee New Overload, TWOVNW
** Enter an ID, select the lir the Approval Category. Select Go.
10 Month Employee New Overload, TNOVNW
# - indicates a required fir
12 Month Employee Overload Same Posn, TWOVRL

D: X
50535445 Terminate the

Query Date: MM/DD/YYYY# Legislative Position Change to NC, LEGPOS

ployee's job, TERMIB

Approval Category: # [ Not Selected hd

[so]

Click Go

The screen below will appear all that needs to be entered is the Position and Suffix. On position number
alpha characters MUST be capitalized (example: X00005) and suffix is 00.

[ New EPAF Job Selection x
<«

C ] &) https://ssb-dev.ec.astate.edu:9003/TEST/bwpkepaf.P_Chooselob

i/ A\UE

Arkansas State University

Employee Finance
Searcn[  [se]

New EPAF Job Selection

FOR QUESTIONS: Please contact Human Resources at 972934547

ID: Anthony Joseph Cayetan@, S
Query Date: Jun 01, 2021
Approval Category: Workstudy sam

Hourly employee in same
Search[Type |[Position
|New Job[x00005

[oo College Work Study[180120, Work Study Matching
A There are no active jobs based on the Query Date.
All Jobs |

[ Next Approval Type || Go

When you enter the position # and suffix, the Title and Time Sheet Organization will populate.
Click GO

The EPAF has now been created as seen below: It is time to verify that the information is correct.

5



Click Save—this will cause the Current Value information to populate to the left for comparison.

Enter fields with red asterisks.

[ Hlectronic Personnel Action Forr X
<

C @

) https://ssb-dev.ec.astate.edu:9003/] EST/bwpkepaf.P_ChooselobDriver

RETURN TO EMPLOYEE MENU

Your cun

Elecfronic Personnel Action Form

“* Enfler the information for the EPAF and either Save or Submit

Nanfe and ID: Anthony Joseph Cayetano, 50535445
Transaction: Query Date: Jun 01, 2021
Trahsaction Status:

Approval Category: Workstudy Position - rehire in same positipn, CWSSAM

Approval Types | Account Distribution | Routing Queue | Comments | Transaction Histary
Mew EPAF | EPAF Qriginater. Summary
Return.to EPAE Meny

Jump to Bottom

Home Organization and Distribution Orgn is required
— click the magnifying glass to look on up.

# - indicates a required field.

Update Employee Information Rehire

Ttem Current Value New Value

Employee Status: (Not Enterable) Active . . X

Employee Class Code tw, student work sty Q] Current Hire Date needs to be the same as Jobs Begin Date
Home COAS: (Not Enterable) 1

Home Organization: = 260501, Transition Studies Q:

Distribution COA: (Kot Enterable) 1 Job Begin Date must be first date of assignment
Distribution Orgn: = 260501, Transition Studies Q:

Current Hire Date: MM/DD/YYYY 08/25/2020 :

Contract Type will be P and enter job effective date
Hourly employee in same position, X00005-00 College Work Study, Last Paid Date: Apr

Item Current Value New Value .
Contract Type: (Not Enterable) P Leave job status and Job Reason as default. Enter
Jobs Effective Date: MI/OD/MAYYx (ot Enterable) Regular Hourly Rate of Pay, leave Timesheet COA as T,

Job Status: #(Not Enterable)

enter timesheet org and supervisor ID

Job Change Reason: #(Not Enterable)

Regular Rate: #

Timesheet COA: #(Not Enterable)
Timesheet Orgn: #

Time Entry Method: (Not Enterable)

Supervisor ID: #

Activity Location Profact cost  percent  cncum brance ovarri 1de £nd pate

FOAP will default with the work
study FOAP already defined.

A [s15500
a

total: 100.00

R ]
Tarminated Employae Job Records, X0000S-00 Collage work Study, Last paid Date: apr 15, 2021| FThese dates must be entered each time. The Job End Date and Job

Current value New value

Effective Dates in this section is the last day of the appointment. This is
e ercssion . crucial it will end their appointment on this date. Both dates will be the
s —
same end date.
:i 2% Supervisor ID is required
" ]

On Approval Level at each Level
that is populated you must
select a recipient to ensure
correct routing and approvals
(see below page).

The level of approvers in the routing section should include the following:

DEPT Click on the magnifying glass and select the appropriate Dept Head/Dept Chair

DEAN Click on the magnifying glass and select the appropriate Dean/Admin Officer

VC/VP Click on the magnifying glass and select the appropriate Vice Chancellor/Vice President
CAREERC Click on the magnifying glass and select the appropriate person

Budget Budget will not be in the hourly student/non-student routing

Payroll Click on the magnifying glass or enter MEHOWARD in user name for Melinda Howard to display
Super Click on the magnifying glass or enter DLONG in the user name for Dianna Long to display

6



INTL  Add International Programs as needed for non-U.S. citizen students or non-students by clicking
the ‘save and add new row’ button to add the approver level. Click on the magnifying glass and
select NADAMS in the user name for Nikki Adams to display.

Enter any comments as needed as to the justification for the appointment or detailed pay information.

Once you have verified and entered the information Click Save.

The EPAF will come back up and display “Your change was saved successfully’ at the top. The EPAF will
show you the current value and the new value. Once you have verified that all information is correct
you are ready to submit. If you have errors you can correct—Save again before submitting. If you need
to delete this is the point that you can do so.

Click the ‘Submit’ button and it will start the EPAF through the routing process.



