EPAFOriginator Instructions for First Hire
Usefor studentwho hasneverworked for Murray State University

The Electronic Personnel Action Form, or EPAF, will téke place of paper Personnel Action Forms. In order
to enter an Electronic Personnel Action Form (ERAp§ase have the following information compiled.

X Student M-Number X Rate of Pay

x Date of Hire X Approver Timesheet Org.
x Position Number (W-Org or T-Org.)

x Home Org. (Department Org.) X Termination Date

Please Note: Student Financial Aadll check for the student’s PeopleAdmin Application, Background Check,
and 19 before approving the student’s EPAF. Any studéitdoes not have an active job will need to have a
Background Check and 19 completed and submitteduiieit Financial Aid before beginning work.

Log into myGate and click on the Employee Tab. Btodhe Personnel Action Notices channel and click on
Create a New EPAF.

STEP 1: New EPAF Person Selection

x ID: Enter the student's MSU M-Number.

Hit TAB. Verify student name.

X Query Date: Enter the student’s first day
of work.

X Approval Category: Select the Approval
Category (EPAF) from drop down menu.

x Click the GO button.

X

STEP 2: New EPAF Job Selection

x Position: Enter the correct position number fehich the student will be hired.
x Suffix: Enter the correct suffix for this position.

X Hit the TAB button.

x Click theGO button.



STEP 3: The EPAF Form

Home Organization: Enter the department where the student will work.

Jobs Effective Date: Enter the first day themployee will be paid.

Personnel Date: Enter the student’s first day of work.

Regular Rate: Enter the student’s rate of pay.

Timesheet Orgn: Enter the W-Org or T-Org (Approver Org.).

Shift: Indicates student’s campus work locatidefaults as “1” for MSU’s main campus.

Contract Type: Enter “P” for primary job.

Job Begin Date: Enter the student’s job begin date.

Job Location: Select the primary work location from tdeop down menu. (If theorrect work location
is not available in the drop downenu, contact the Payroll Office)

X X X X X X X X X
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STEP 4: Labor Distribution

Double check the Labor Distributidields. If incorrect, call the budgeffice at 4214 before proceeding.

STEP 5: Termination Record
x Jobs Effective Date:Enter the last day to

be paid.
x Personnel Date:Enter the last day of work.

STEPG6: Approval Routing Queue

X Approval Levels: Enter the appropriate User Name éach mandatory Approval Level.
x Click Save and Add New Rows
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