GRADUATE ASSISTANTSHIP 

STATE FUNDED (GAST) EPAF
This EPAF is used for Graduate Assistantship appointments for the Academic Year, Fall Semester Only, and Spring Semester Only. Remember to use appropriate personnel and jobs effective dates according to the appointment period.
!  If you are split-coding between state funds and a grant, choose the EPAF with “C&G” in the title.
!  If you are split coding between state funds and a trust, choose the EPAF with “Trust” in the title

!  If you are split coding between a grant fund and a trust, choose the EPAF with “C&G” in the title.

1.
Log onto to UNCGenie

2.
Click Enter Secure Area
3.
Enter your ID and Pin #
4.
Click Employee

5.
Click Electronic Personnel Action Forms
6.
Click New EPAF

7.
Enter the ID#.  Tab over to next block and the person’s name will appear.
8.
Query Date: The first day of the first month the employee is to be paid.
.

· AY Example - 09/01/20XX.

· FALL Example – 09/01/20XX

· SP Example – 01/01/20XX 

9.
Approval Category: Click the drop-down arrow to access a listing of all available EPAF’s.  Select the Graduate Assistantship State Funded Hire, GAST
10.
Click Go
11.
You will see the New EPAF Job Selection Form
12.
Enter the 6-digit position number (usually 590XXX for state funded graduate assistantships) for the new job assignment and Suffix #.  The suffix for a single assignment is 00.  If the student already has an existing job, the suffix will be the next highest number after those already shown on the existing jobs list.

Note:  Under Existing Jobs-please review the information to determine the eligibility of the Graduate Student for employment.  If their current job is twenty hours per week, the student is ineligible.  If their current job is for only ten hours per week, then student is only eligible for another assignment with ten or less hours per week.
13.
Click Create to open the Electronic Personnel Action Form
14.   
You will see the View of a Complete EPAF Screen
GRADUATE STUDENT JOB Section of the EPAF
15.
Jobs Effective Date:  The first day of the first month the employee is to be paid.

This date is the same as the Query Date entered earlier.
· AY Example - 09/01/20XX.

· FALL Example – 09/01/20XX

· SP Example – 01/01/20XX 

16.
Job Begin Date:  Enter the same date as the Jobs Effective Date.   
· AY Example - 09/01/20XX.
· FALL Example – 09/01/20XX

· SP Example – 01/01/20XX 
17.
Personnel Date:  Enter the first day worked. Graduate assistants, typically use the dates provided by the Graduate School.

· AY Example - 08/25/20XX.

· FALL Example – 08/25/20XX

· SP Example – 01/20/20XX 

18.
Title:
Graduate Assistant, Research Assistant or Teaching Assistant
19.
Annual Salary:  Use whole dollars
20.
Factor:  Enter the number of salary installments.  For academic year assistantships, this will typically be 8.
21.
Pays:
Repeat the Factor.  Enter the number of installments.  For academic year assistantships, this will typically be 8 installments.
22.
Timesheet Orgn:  Enter the ORG code for the department where the student will receive his/her check. 
23.
Contract Type:  Please click the drop-down arrow and choose from the following:
· Primary – use if this job is the only or the primary job which is usually the case for academic year assistantships
· Secondary – use if this student already has another job on the system
· Overload – use for add-pays only
24. Job Change Reason and Accrue Leave:  These fields will default to “APTB” Appointment Begin and “N” and cannot be overridden.
JOB TERMINATION SECTION OF THE EPAF
25.
Jobs Effective Date:
The last day of the last month this person will be paid.  
· AY Example - 04/30/20XX.

· FALL Example – 12/31/20XX

· SP Example – 04/30/20XX 

26.
Personnel Date:  The last day the employee works.
· AY Example - 05/13/20XX.

· FALL Example – 12/17/20XX

· SP Example – 05/13/20XX 

27.
Job Status:  This field defaults to “T” and cannot be overridden.
28.  
Job Change Reason:  This field defaults to “APTN” (Appointment Termination) and cannot be overridden.
29.
Routing Queue and Comment Section: Set the path of approval for this personnel action.  For each Approval Level populated, select the appropriate Approver from the pre-determined list of choices by clicking the search icon under User Name.
30.
Comment:  Use this section as you have in the past on a PD-7 form.  Remember to include the following in the Comment block:

· Number of hours per week student will work

· Supervisor’s name

· Any fellowships or scholarships awarded during the appointment period

· Tuition waiver information, if applicable
· # of Years in Name of Program
31.
Click Save: You should get a message “Your Change Was Saved Successfully”.  If you do not get this message and you get any error messages, you will need to correct something on the EPAF before it can be successfully saved, submitted and routed.
32.
Click Submit:  If you get the message “Your Change Was Saved Successfully” you can then click the Submit button. You should get a message “The Transaction Has Been Successfully Submitted”.  If you do not get this message and you get an error message, you will need to correct something on the EPAF before it can be successfully submitted.
Note:
As you correct errors and warnings, please make sure you save again before clicking the submit button.
If you want to see your document Go to bottom of the page and click EPAF Originator Summary.  Click History and Click Students name to view your EPAF. You will be able to preview all of your EPAF’s and you can print a copy for your files. 

