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Allows you to create a new transaction.
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Click on the “New EPAF” tab
to create a new transaction.
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Click on the drop-down menus and
select “Hire a Student”

Then, select the blue “go” button
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Under Student New Job,
select “Primary” if the
Student New Job, 000007-01 Payroll Test Position student is not already
employed on campus (Note:
if you receive an error
message about this change
it to “Secondary”)
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Click on each drop-down selection box to
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Click “Save” after reviewing
your ePAF
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After you save, click the “submit” button

Next to Transaction Status, which is
located at the top of each ePAF, it should
say “Pending”. If it shows a “Waiting”
status there are errors that need to be
fixed

If you have errors, review the instructions
and make corrections. If you still cannot fix
the problem, call HR at x2359.



