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Steps to Creating an EPAF 

Student Employment 

 

 

This document will walk you through the basics of creating a new Employment Personnel 
Action Form (EPAF). This is used to hire student workers in your department. 

Items you need to complete the EPAF: 

• Student Name & ID Number 
• Student’s first day of employment 
• Student’s job title and pay rate 
• Department number (N_____) 
• Supervisor’s ID number and Position Number (__________________) 

 
 
Step 1: Log in to MyBethel 
Step 2: Go to Self-Service Banner 

• This can be done by selecting “Tools & Resources” int the top right corner then 
clicking Banner> Self Service>Employee

 

 

https://auth-prod.bethel.edu/cas/login?service=https%3a%2f%2fmy.bethel.edu%2fhome


2 
 

 
 

Step 3: Select Electronic Personal Action Form  
 

 

 

 

 

 

 

Step 4: Select New EPAF  

 

 

 

 

Step 5: Enter Student Worker ID number in the field, press tab. The students name should auto-
fill in the next box. (Check to make sure this is the correct student).  

Note: Do not press ENTER, this will submit your data and cause errors.  

Note: If you do not know the ID # for the student worker you may search for it by clicking on 
the magnifying glass to the right. If you are unsure of spelling use (%) as a wild card. Also, do 
not check the “Employee” check box.  
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Step 6: After entering the student, enter the Query Date, which is the first date of the 
student’s employment. Make sure this date is correct. Refer to student employment website 
for date guidelines. Enter in date format: MM/DD/YYYY. 

Step 7: Select the Approval Category: what type of student you are hiring. There are 2 choices: 
a student worker who has never been paid by Bethel before OR student worker who has been 
paid by Bethel before. If you are unsure you may guess and correct it later in the process.  

Click Go to advance.  

 

 

 

 

 

 

 

 

Step 8: Next you will see the New EPAF Job Selection screen. Scroll to the bottom of the screen 
and click “All Jobs” and this will show you if the student has had a job at Bethel before. If before 

https://www.bethel.edu/people-culture/student-employment/supervisors/before/forms
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you were unsure which option to choose for the Approval Category, this gives you a chance to 
confirm or correct your selection. If no jobs are listed they have not been paid by bethel before. 
To correct go back to the previous screen and reselect.  

Note: Do NOT click on the Next Approval Type Button-this will cause errors and you will need to 
restart. 

 

Step 9: Enter the Position number (this is the Department Number) Format: N##### 

Press tab and enter the suffix number. The suffix has to do with the amount of jobs that the 
student has had in your department. You can click “All Jobs” to see how many times the 
student has worked in your department. Each time the student starts a new job in your 
department, you will need to increase the suffix by one digit. The student’s first time working in 
your department will have a suffix of ‘00’ and each job after that is increased by 1. The suffix is 
department specific.  
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Press tab.  Then the department name will Autofill.  

Click Go. This will bring you to the Electronic Personnel Action Form page. 

 

For Steps 10-17: Please reference this screenshot. Only enter the highlighted cells.  

 

Step 10: The Job Begin Date, Jobs Effective Date, and Personal date will autofill based on the 
query date you entered previously. Do not change these dates. If the date is not correct, the 
employee’s first day of employment, then it needs to be changed on the very first screen.  

Ignore fields that are labeled “Not Enterable”.  

Step 11: The Contract Type may need to be updated. Choose Primary if it is the first job created 
for this student for this term, all students must have a primary job. Choose Secondary if it is an 
additional job, if the student already has another job for this term. Ignore the Overload option.  

Step 12: Enter in the Job Title. Indicate the name of the job that the student will be performing. 
Examples include: “Lab Assistant,” “Bus Driver,” “Teacher’s Assistant,” or whatever is applicable 
to your department. Be clear and consistent in your naming, students with the same job should 
not have different titles.  

Note: All information on these screens will get applied to the student’s job exactly as you type it 
here, please enter job info (job title, pay rate, salary grade, etc.) carefully.  
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Step 13: Enter the Regular Rate. This is the hourly rate that the student will receive. Please 
follow the published Pay Rate Guide found on the student Website. Do not use the $ symbol 
when entering the rate.  

Step 14: Enter the Salary Grade. These are taken from the Pay Rate Guide on the student 
employment Website. Please enter in this format: “GRP 1” (Capital G-R-P-[space]-[number]) 

Step 15: Enter your (the supervisor’s) Bethel ID number. (It is on your ID card). 

Step 16: Enter your (the supervisor’s) Position Code. This is a 3-letter, 3-digit code that can be 
found on your leave report or time sheet. Record here: _____________ 

Step 17: Enter the Supervisor Suffix “00” 

Step 18: Section “Terminate Job Record”. This is where you will enter info so that at the end of 
the term the student will be terminated. For all dates, Jobs Effective Date, Personnel Date, and 
Job End Date, change the date to be the last day of the last pay period in the school year unless 
you know that the student will have the job for a shorter time. (Example: Summer 
employment). This date can be found on the Student Payroll Schedule which is also on the 
Student Employment Website. All three dates must match. 

 

Step 19: Set up a Routing Queue. In this section you can enter the person who will approve and 
apply this EPAF. Enter KIN45939, then press tab which will pull in the full name.  

 

Step 20: Optional, add comments, these will only be visible to you and the person applying the 
EPAF. Could include questions or justification for this EPAF. Though it is better to send an email 
to student-employment@bethel.edu if you have questions or concerns. 

Step 21: Save your EPAF.  

file://bsp-nas.its.bethel.edu/Departments/HR/Dept/WPDOCS/Student%20Employment/2324/2023-2024%20Student%20Employment%20Pay%20Rates.pdf
file://bsp-nas.its.bethel.edu/Departments/HR/Dept/WPDOCS/Student%20Employment/2324/2023-2024%20Student%20Employment%20Pay%20Rates.pdf
file://bsp-nas.its.bethel.edu/Departments/HR/Dept/WPDOCS/Student%20Employment/2324/2023-2024%20Student%20Payroll%20Schedule.pdf
mailto:student-employment@bethel.edu
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Once you save you will be brought to the top of the page and you will see one of two things. 1) 
Green Check Box indicating that everything was saved correctly. 2) Red Exclamation Point, 
indicating there is an error that must be corrected before saving. Once corrections are made 
save again.  

Step 22: If you have a Green Check Box, Click Submit.  

If everything was submitted properly you will receive another check box and statement saying it 
was successfully submitted.  

If there are Errors you will see the red stop sign. Correct the errors, save and submit again. 

Step 23: Checking for Errors and Warning Messages 

Whether you get a red stop sign or a check box, check for any Errors and Warning Messages.  
These messages will appear after you try to submit your EPAF, and they will occasionally appear 
if there is an error when saving your EPAF.  “Errors” are things that MUST be fixed before 
submitting.  Remember to do things in this order: Correct errors first, Save second, and then 
Submit when correcting errors.  “Warnings” are simply informational and do not prevent the 
EPAF from being submitted, but they are still important to look at. 

 

EPAF COMPLETED. 

To submit another click “New EPAF” at the bottom of the page.  

To review EPAF submissions click “EPAF Originator Summary Link”. 


