
How to rehire a Graduate Assistant (stipend): 

 

These are the step-by-step instructions for completing the EPAF to REHIRE A GRAD ASSISTANT who 



Go to New EPAF 

 

 

�ŶƚĞƌ�ƚŚĞ�ƐƚƵĚĞŶƚ͛Ɛ��t/��ŶƵŵďĞƌ�Žƌ�ƐĞĂƌĐŚ�ďǇ�ŶĂŵĞ͘� 

 

 

 

Select the person. 

 

The 



On the next page, click on “All Jobs” to 



Follow these next steps carefully: 

1. �ŶƚĞƌ�ƚŚĞ�ƐƚƵĚĞŶƚ͛Ɛ��t/��η͘ 

2. Update the query date to be the 1st day of the pay period in which the GA’s stipend will be 

paid. This is important so that the GA receives their full stipend amount and it is not prorated on 

the first payroll!  Query dates must be entered in the MM/DD/YYYY format.   

To determine the 1st day of the pay period, please visit the Payroll page - ʹ 

www.ulm.edu/hr/payroll.html - to view the 

http://www.ulm.edu/hr/payroll.html


To hire a GA for the Spring 2023 semester, for example, you can click on the GA Spring 2023 

Payroll Schedule and see that GAs will be paid across 9 payrolls, with the 1st paycheck covering 

the pay period of 1/7/2023 ʹ 1/20/2023: 

 

 
 

A good idea is to print the calendar so you can refer back to it as you enter information in your EPAF.  In 

our example, if we are hiring a GA to work the full Spring 2023 semester, we see that 01/07/2023 is the 

first date of the pay period in which the GA will receive their first paycheck (NOTE: This is the date you 

should enter as your Query Date



 

 

 

 

  



On the next screen, click on ͞All Jobs͟ again to ƉƵůů�ƵƉ�ƚŚĞ�ƉĞƌƐŽŶ͛Ɛ�ũŽď�ŚŝƐƚŽƌǇ and select the prior GA 

position:  

  

 

 

�ůŝĐŬ�͞'Ž͘͟ 

 

On the next screen, review the information in the required fields. The beginning of the pay period date 

that you entered as the Query Date will auto-populate as the Jobs Effective Date and the Personnel 

Date ŝŶ�ƚŚĞ��W�&͘��zŽƵ�ŵĂǇ�ĐŚĂŶŐĞ�ƚŚĞ�͞WĞƌƐŽŶŶĞů��ĂƚĞ͟�ƚŽ�ƌĞĨůĞĐƚ�ƚŚĞ�'�͛Ɛ 





/Ŷ�ƚŚĞ�ŶĞǆƚ�ƐĞĐƚŝŽŶ�ǇŽƵ�ǁŝůů�ƐĞĞ�ƚŚĞ�'�͛Ɛ�ƚŚĞ�͞�ƵƌƌĞŶƚ͟�;previousͿ�ĞĂƌŶŝŶŐƐ�ŝŶĨŽƌŵĂƚŝŽŶ�ĂŶĚ�Ă�͞EĞǁ�

sĂůƵĞ͟�ƐĞĐƚŝŽŶ�ǁhĞƌĞ�ǇŽƵ�ǁŝůů�ĞŶƚĞƌ�ƚŚĞ�'�͛Ɛ�ŶĞǁ�ŝŶĨŽƌŵĂƚŝŽŶ͘�dŚĞ�ƉƌĞǀŝŽƵƐ�͞�ĨĨĞĐƚŝǀĞ��ĂƚĞ͟�ǁŝůů�ĚĞĨĂƵůƚ�

ŝŶƚŽ�ƚŚĞ�͞EĞǁ�sĂůƵĞ͟�ƐĞĐƚŝŽŶ͕�ƐŽ�ďĞ�ĐĞƌƚĂŝŶ�ƚŽ�ƵƉĚĂƚĞ�ƚŚĞ�ĞĨĨĞĐƚŝǀĞ�ĚĂƚĞ! 

 

 

 

THIS IS IMPORTANT! For paying a STIPEND ʹ Select ͞026, Grad Asst Flat Rate͟ as the earn code for the 

^ƚŝƉĞŶĚ͕�ĂŶĚ�ĞŶƚĞƌ�͞1͟�hŶŝƚ�WĞƌ�WĂǇ͘� 

 

 

 

 

 

 

  



Scroll down to ƚŚĞ�͞>ĂďŽƌ��ŝƐƚƌŝďƵƚŝŽŶ͟�ƐĞĐƚ



hŶĚĞƌ�ƚŚĞ�͞Termination of Job͟�ƐĞĐƚŝŽŶ͕�ĞŶƚĞƌ�ƚŚĞ�Jobs Effective Date of the termination and the 

Personnel Date.  

The Jobs Effective Date should always be entered as the last day of the pay period that the GA is to be 

paid to avoid the stipend from being prorated. Please refer to the appropriate GA Pay Schedule posted 

on the Payroll website.  

If you are not able to key the date into the field, click on the calendar icon and select the date from the 

calendar:  

 

 

The Personnel Date should reflect the '�͛Ɛ�ĂĐƚƵĂů ůĂƐƚ�ĚĂǇ�ŽĨ�ǁŽƌŬ�ĂŶĚ�ĚŽĞƐŶ͛ƚ�ŶĞĐĞƐƐĂƌŝůǇ�ŚĂǀĞ�ƚŽ�ďĞ�

the last date of the pay period.  (The Jobs Effective Date drives the payment and any proration, but the 

Personnel Date is only for recordkeeping purposes.) 

 

Next fill out the routing queue. 

At minimum, the EPAF routing queue must contain the following levels:  Director/Dean, Graduate Office, 

HR Staffing Specialist, Payroll, Student Accounts, Dean of Grad School, and HR Apply. DO NOT DELETE 

any of these levels from the routing queue. DO NOT CHANGE THE REQUIRED ACTION of any of these 

levels in the routing queue.  All parties in the routing queue are preset to APPROVE, except Students 

�ĐĐŽƵŶƚƐ�ŝƐ�ƉƌĞƐĞƚ�ĨŽƌ�͞&z/͟�ĂŶĚ�ƚŚĞ�,Z��ƉƉůǇ�ůĞǀĞů�ŝƐ�ƉƌĞƐĞƚ�ƚŽ��WW>z�ƚŚĞ��W�&�ŝŶƚŽ�ƚŚĞ�ƉĂǇƌŽůů͘�dŚĞƐĞ�

Required Actions should never be changed.  

In the User Name dropdown box next to each Approval Level, select the appropriate people to approve 

the EPAF:  

For the Director/Dean ůĞǀĞů͕�ƐĞůĞĐƚ�ǇŽƵƌ�ĚĞƉĂƌƚŵĞŶƚ͛Ɛ�ďƵĚŐĞƚ�ŚĞĂĚ�ǁŚŽ�ǁŝůů�ĂƉƉƌŽǀĞ�ƚŚĞ�ŚŝƌŝŶŐ�ĂŶĚ�ƚŚĞ�

funding. 

For the HR Staffing Specialist level, select the appropriate HR Staffing Specialist. Currently, Jenny Jones 

is the Staffing Specialist for all Grad Assistants.  



For the Payroll 



 

 

Then click SAVE. 

If there were no errors that Banner would recognize (ie: missing information in required fields, dates 

ĞŶƚĞƌĞĚ�ŝŶ�ƚŚĞ�ǁƌŽŶŐ�ĨŽƌŵĂƚ͕�ĞƚĐ͙Ϳ͕�ƚŚĞŶ�ǇŽƵ�ƐŚŽƵůĚ�receive a message in the top right corner of your 

screen that your changes were saved successfully:  

 

If you receive WARNING messages, that is OKAY!  All EPAFs will having Warning messages. However, if 

you receive an ERROR message, you must resolve it before you will be able to Submit the EPAF 

successfully. 

 

  

 

Click Submit and you should receive a confirmation message that the PAF was submitted: 

 

 DONE! 

 

A NOTE ABOUT EPAF DEADLINES: 

See the most up-to-date payroll calendar posted on the Payroll website for EPAF DEADLINES. The 



EPAF must be approved by all approvers in the routing queue and be Pending “HR APPLY” by the EPAF 

Deadline to be applied to that payroll. 

 


