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Graduate School 

Introductions 
Jill Smucker, 
Director of 
Graduate Education

Christina 
McGuiggan, Office 
Manager

• This meeting is 
being recorded and 
will be distributed 
later.

• Questions can be 
entered through the 
chat feature and will 
be moderated 
throughout the 
meeting. 



Graduate School 

• All obsolete forms have been removed.
• Forms that were just for students have been 

moved to the Graduate Student Forms page.
• Timesheet
• Tuition Waiver Adjustment Form
• Assistantship Application Form
• Request for Employment Verification

• Non-form hiring resources have been moved to 
the GA Overview page.

Updates: GA Forms Page

https://www.siue.edu/graduate/forms/graduate-student-assistant.shtml
https://www.siue.edu/graduate-students/assistantships/index.shtml
https://www.siue.edu/graduate/forms/ga-hiring-unit.shtml


Updates: EPAF 
Resources
• EPAF Hiring Resources distributed 

during the in person EPAF training 
are now available on the GA 
Overview page.

• The HR EPAF Hiring Resources
link includes step-by-step 
instructions for:

• Originating an EPAF
• Approving an EPAF
• Requesting EPAF access
• Using the various EPAF flows

• The step-by-step EPAF GAHIRE 
instructions have been updated 
with better information on the Job 
Begin Date and Campus Address 
sections.

Graduate School 

https://www.siue.edu/graduate-students/assistantships/index.shtml
https://siuecougars.sharepoint.com/sites/WorkingGroups/HRSystems


Graduate School 

• Anyone can request access to the GA Support 
Staff List by completing this form. 

• Supervisors are periodically contacted with 
important information through 
GASupervisors@lists.siue.edu. 

• EPAF originators are responsible for completing 
I9’s and W4’s with their new hires in a timely 
manner. 

• Individual departments are responsible for 
keeping a list of I9’s completed virtually and 
tracking when documents are viewed in person.

Reminders: Graduate School 
Updates and I9’s



Questions?



EPAF Tips and 
Tricks: Search
• To access the Search feature:

• Log in to EPAF and click 
Originator Summary (also 
works in the Approver 
Summary)

• Click the “Search” link towards 
the bottom of the page.

• Search by name, 800#, or 
transaction number.

• Searching by name or 800# 
will give you access to all 
EPAFs for the student that are 
still stored in CougarNET. 

* Please utilize this method before 
contacting the Graduate School to 
check on an EPAF status

Graduate School 



Graduate School 

• Comments can be added to an EPAF at any time 
before it is applied by the Graduate School 
without requesting that it is returned.

• Consider using the comments section to include 
a summary of the EPAF for approvers. 

• Clicking the “All Jobs” button on the New EPAF 
initial screen will show you all positions a student 
has held. 

EPAF Tips and Tricks: 
Comments and All Jobs



Common EPAF 
Errors: Job Begin 
Dates
• The Job Begin Date in the 

Position Classification section 
is referring to the date the 
student first started working a 
position number, not the start 
date of the new position.

• If there is already a value 
in the Current Value 
column leave the New 
Value blank.

• If there is not a value in 
the Current Value column 
put the start date of the 
new position in the New 
Value column.

Graduate School 



Graduate School 

• If you receive the error message below, please 
contact the Graduate School. A temporary SSN 
will need to be assigned to the student before the 
EPAF can be submitted. 

Common EPAF Errors: Social 
Security Numbers



Graduate School 

• Make sure the 800# used in the Supervisor 
field is for a person with an active 
employment record during the student’s GA 
position.

• If a faculty members FY 21 position has 
not been processed yet you will get an 
error when you submit the EPAF.

• You may use an alternate 800# of 
another person in the department.

Common EPAF Errors: 
Supervisors



Graduate School 

• If the student has an un-terminated student 
employment position you will not be able to 
include a termination date and code in the 
Employee Classification section.

Common EPAF Errors: Student 
Employment Positions



Thank you!
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