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Instructions to hire a student as a College Work Strdployee



Entering an EPAF

1. Log into PAWS; www.fit.edu/paws

2. Click on theEmployee Services Tab

Personal Information Student and Financial Ai ‘ Employee Services ’

—
Search

Employee
3. Click orElectronic Personnel Action Forms

Personal Information Student and Financial Aid J300 R R

Search

Employee

Electronic Personnel Action Form
Benent

Retirement, hezlth, flexible spending, miscellanecus, beneficiary, Benefit Statement.

Pay Information

4. Click onrNew EPAF

Personal Information Student and Financial Aid Emulovee Services

Search

Electronic Personnel Action Form

5 EnterKS SYLX 2-Bx&&xnhambe inthd¢D fieldand hit Tab. The name will automatically populate.

#* - ndicates a required field.

ID:@¥ (000330123 |Barney O Fife & Q

Query Date: mw/oo/vvvy ¥ [05/20/2008
Approval Category: ¥ | Not Selected b
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http://www.fit.edu/paws

If the 900xx-xxxx number is not known, select the employeepkyforming a search

a) Click on the magnifying glass icon.

Personal Information Student and Financial Aid J2 7 0T E TG UT 1

Search RETURN -

New EPAF Person Selection

Q Enter an ID, select the link to search for an ID, or generate an ID. Enter the Query Date and selec

#* _indicates a required field.

ID: # @

b) Enteralastnameasth&d S NOK ONARGSNAI dzaiAy3d GKS

Search Criteria
Employee: O
Last Name: Fife
First Name:

or

ID:
O—

SSN/SIN/TIN:

Records per Page: 25

o)
¢) Click onGoto perform the search
d) Click on thdD numberof the appropriatepersonreturned by the search

Personal Information Student FFTINTELY Financial Aid

Search

Person Search Results

&R To choose a person, select a link under ID.

& ID A Last Name A First Name = Middle Name Birth Date Name Type
W

v v
e Fife Barney o Mov 11, 1855

1of1

The results will be returned to thidew EPAF Person Selectipage.
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6. Enter thequery date. The query date should be the Sunday of the week in which the employee begins work

7. SelectCollege Work Study Hir&WSor the Approval Categoryrom the drop down list.

Personal Information Student Financial Aid

Search

New EPAF Person Selection

&R Step 1@ To prevent creating duplicate IDs perform a search for the person. Change
Magnifying Glass.
Step 2: After completing the person search ? change the Query Date to be EQUAL
starts work.
Step 3: Select the Approval Category (also known as the type of EPAF to process)
Step 4: Click Go

#* _indicates a required field.

ID: * (900330123 Barney O Fife & Q

Query Date: mm/oo/vyyy®§05/18/2008

L DTG OE G TRl | = College Work Study Hire, NH-CWS E

8. ClickGo
9. InthePositionfield, enter the position number for the employeéHit Tab on the keyboard

New EPAF Job Selection

&R Enter or search for a new position number and enter the suffix, or select the link under Title.

ID: Barney O Fife, 900330123
Query Date: May 18, 2008
Approval Category: College Work Study Hire, NH-CWS

New Job
Position: [00s003 [cws - service |
Suffix:

If the Positionnumber is not known, seleché positionby performing a search

a) Click on the magnifying glass icon.

Personal Information Student Financial Aid

Search | |

New EPAF Job Selection

Q Enter or search for a new position number and enter the suffix, or select the link 1

ID: Barney O Fife, 900330123
Query Date: May 18, 2008
Approval Category: College Work Study Hire, NH-CWS

New Job
Position: | 1 @
Suffix: | ]
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b) 9y GSNJ &SI NOK ONA(GSNRAI dzaRosfti|n Nurb®if ndeded. 4 A 3y
i. Employee Class29, College Work Study
. COA A4
iii. Budget Orgaization =t 2 & A fhdm® ofg@nization number

Personal Information Student m Financial Aid

Search | |

New Position Selection

q Enter search criteria and select Go. Then select the link under Position to select it.

Search Criteria
Position Number:

Employee Class: 20, College Work Stud ~
21, College Roll v

COA: All
1, Florida Institute of Technology |

Budget Organization: (15157, Camius Activiti Board ~
15310, Undergraduate Admissions Office v

c) ClickGo

d) Clickthe Positionnumber from the list returned by the searcithe results will be returned to the
New EPAF Job Selectipage.

Search Criteria
Position Number:

Employee Class: ‘All ~
01, Executive ~
COA: All
1, Florida Institute of Technolog
Budget Organization: {AII Al
10100, Office of the President |
Search Resuits
A Position A Title A Employee Class A COA A Budget Organization Begin Date End Date
"~ v v v v
008003 CWS - 20, College Work 1 15310, Undergraduate Admissions Jun 20, 1993
— Service Study Office

10. Enter the Suffix (usually 00)

O

11. Aick Creat.
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