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Student Second Hire or TSECPH  EPAF 
Example 

 
 
 
 
 
 

This is used to hire a student in a secondary position who has already been employed by Reed. 
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EPAF Menu Item in Banner Self – Service /GPS 
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Select “New EPAF” to create (originate) a new EPAF 
 
 

 
 
 
 
 
 
 

 
 
 
 



 4 

 
 
 
 
Enter the student employee ID number that you want to Hire. If there is a letter in the ID number, it must be capitalized. 
 

 
 

 
Once you have entered the ID number, click tab, enter, or return and the student’s name will come up. 
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Under Query Date, enter the effective date of the transaction.  Click the drop down on Approval Category to select the correct 
EPAF.  In this circumstance we are choosing to hire a student that is already in the system so you would select “Student 
Secondary Position Hire, TSECPH”. 
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When you select an Approval Category, The Employee Job Assignments table should appear, showing all active jobs in the 
system for the student as of the date in the Query Date field.   If you see the Employee Jobs Assignment table, Click Go. 
 

 
 
Student Secondary Hire vs. Student Initial Hire: 
 
If there are no active jobs for the student as of the Query Date, you will see the following instead of the Employee Jobs 
Assignment table: 

 
 
If a student has no current active jobs, you’ll want to make sure they have been hired before in order to determine whether 
you should use the Secondary Hire or Initial Hire Approval Category.  Click the ‘All Jobs’ button to see if the student has 
worked at Reed in the past.  If jobs appear, click Go to move on to the Job Selection screen. 
 
If clicking the ‘All Jobs’ button does not bring up any jobs for the student, you need to change the Approval Category choice 
to ‘Initial Student Employee Hire, TNEWEH’ and follow the steps in the Student New Hire document to hire the student into 
their first job at Reed. 
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If you know the Position number of the new position, type it into the Position field in the ‘New Job’ row and press the Tab key 
to fill in the Job details in the rest of the row.  Skip to page 10 for information on how to fill in the Suffix field. 
 
If you do not know the position number of the new position, click on the magnifying glass in the ‘New Job’ row to access the 
search form so you can find and select the new position. 
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You can use any or all of the Search Criteria fields to help you narrow the search results.  All student positions will have an 
Employee class of ‘ST, Student’ and the COA of ‘1, Reed College’.  To search by your budget organization, select the correct 
budget in the Budget Organization field.  If you put your cursor in the Budget Organization field and begin typing the 
numbers of your Org, the list will go to your Budget Org.  This will save you time. 
 
If you know part of the position number, you can type in the part you know in the Position Number field using the percent 
sign (%) as a wildcard.  For example, if you know the position number starts with ‘TR80’ but you can’t remember the last two 
numbers, type TR80% into the Position Number field and click Go, and you will see a list of results that begin with TR80. 
 

 
 
 
Click Go to search by the Search Criteria you’ve chosen. 
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If you are searching by budget organization, your budget organization selection will bring up all positions for that 
organization number. 
 

 
 
Click the correct red position number. 
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To determine the correct suffix value, click the ‘All Jobs’ button to see if this student has been hired into a job with this 
position number at any time in the past. 
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The suffix is used to identify a unique student-job connection.  If the student has had any job with this same position number 
in the past, you will need to figure out the next available suffix.  For example, to hire this student into a new job with positiion 
number TR0003, you would use ‘01’ as the suffix. 
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Since you are hiring this student into a job with a position number that she has not worked in before, you can enter ‘00’ (two 
zeroes) in the New Job Suffix field.  Click Go. 
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This brings up the attached EPAF to complete. 
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You need to fill out all fields with the red *, except for those that say “Not Enterable”. 
 

 
 
If you have your Default Routing Queues set up correctly, Dawn Derry’s Username (DERRYD) should already be in place in 
the ‘User Name’ column of the first record in the Routing Queue table: 
 

 
 
(To set up your Default Routing Queues, follow the steps in the Setting Default Routing Queues document.) 
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If your Default Routing Queues have not been set up, complete the Routing Queue section by using the magnifying glass under 
‘User Name’ to select Dawn Derry’s name in the popup window. 
 

 
 
 
Select Dawn’s Name in the ‘Valid Values’ popup window.  Click the Select button. 
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Whether by default or manually, once the Routing Queue is correctly set it will appear like this. 
 
 
 

 
 
 
 
In the comment box please list the person who will be approving this time sheet as well as the proxy for this approver. 
 
 
Once you have completed this form, click Save. 
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Verify that the webpage message is “Your change was saved successfully”. 
 

 
 
 
 
 
If you are ready to submit this Personnel Action Request to Student Payroll, click the Submit button.   
 
You must click to Submit button to submit this change request to Student Payroll for Application, otherwise the change will 
not be applied in the system. 
 
 
 



 18 

 
Verify that the webpage message is “The transaction has been successfully submitted”.  The Transaction Status should say 
‘Approved’. 
 

 
 
You are now done with this EPAF. 
 
----- 
Warnings and Errors: If you encounter Warnings when you submit the EPAF, don’t be concerned.  The EPAF has 
successfully been submitted and will be Applied to the system despite warnings.  
 
A common Warning you may see: 
 

 
 
If you encounter Errors when you submit the EPAF, please contact Dawn Derry at payroll@reed.edu x7549 or x7505.  If you 
can, take a screenshot of the webpage and the Error text as it could help with troubleshooting. 


