
EPCF – Graduate Assistants 

Electronic Personnel Change Form 
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•E - ECONOMICAL  

•P  - PAPERLESS 

•C  - CLEAR 

•F - FUNCTIONAL 

 

You will enjoy the EPCF experience! 
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•Streamlines the hiring and onboarding process  

 

•Eliminates most post employment paperwork. 

 

•Makes the employment process easier for you, the 

supervisor. 

 

• Tracks hiring process for Graduate Assistants  

• Easy to use web-based system. 

Electronic Personnel Change Form 



4 

 

 

 

•Decreases data entry errors.  

 

•No more misdirected paperwork – or delay in the payroll 
process. 

 

•Less paperwork – MORE TREES – GO GREEN !!!!!!  

 

Why the EPCF benefits all of us  

4 
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•Provides an audit trail and updates on the status of the 

hiring process. 

 

•Improves communications between all parties involved 

in appointment process.  

 

•Provides automatic e-mails for Approvers and hires  

 

•Creates online Contract for Graduate Assistant / 

Doctoral Fellow.  Eliminates need for paper contracts. 

   

 

What does the EPCF do? 
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•The department approver initiates the EPCF Form 

through the UIS link.  

 

•Contract created online for Graduate Assistant / 

Doctoral Fellow after approval by department.  

 

•Human Resources & Financial Aid is notified via new 

reporting process.  

 

• Email confirmation is sent to the GA/ DF 

 

 

The EPCF Process Begins 
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LOGIN PAGE  

Enter your User ID  (X-Number or SS#) and  

PIN (St. John’s Central password) 

Then, Click  Login 
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Accessing The EPCF Main Menu 

Click on the Employee Tab menu  

click on EPCF Main Menu 
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Click on 

EPAF Originator Summary to set-up your  

Default Routing Queue 
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Click on 

Default Routing Queue 
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Select the Approval Category and click Go 
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Once the appropriate category has been selected, the approval 

levels will automatically populate. 

Click on the “    “  to select the appropriate Approver or FYI  

 Final step click Save and Add New Rows 
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Click on New EPCF to create the new student EPCF 
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Select All Jobs  to view all current Jobs   
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New Graduate Assistants 

If the student has never worked in the dept. before, enter the Position Number   

The Suffix should be 00 

Click Go 
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Continuing Graduate Assistants 

If continuing, select Position that will be continued 

  

Click Go 
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Information entered on the EPCF will be used to create the online 

Contract for the Graduate Assistant or Doctoral Fellow   
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Enter  Annual Salary based on contract amount 

Ensure that this date is the same as the Query Date 

Enter FTE – based on credits awarded to 

Assistantship.  Use base of 12 full credits (see chart). 

CREDITS FTE 

1 0.08 

2 0.17 

3 0.25 

4 0.33 

5 0.42 

6 0.50 

7 0.58 

8 0.67 

9 0.75 

10 0.83 

11 0.92 

12 1.00 

15 1.25 
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Enter the Financial Aid Approver, Budget Approver, HR Approver, 

and HR Applier   

Enter any comments here.  Include any special notes regarding 

funding for stipend 

  

Click on the       to find the appropriate individuals 
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Review information entered then   

click Save and Submit 
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Look for this message to ensure that the EPCF has been submitted 

successfully  
The EPCF status will be pending approval based on routing queue 
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Most Common Errors 

Warning messages are normal  

and do not need to be corrected! 

If you receive an “Error”, call Payroll at x1471! 
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Click on 

EPAF Approver Summary to Approve the EPCF 
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To Approve 

Click on the employee’s name to view the EPCF to approve.  
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A 

Click Approve, after EPCF is approved the contract will be created 

online for the Student. 
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Contract as viewed by GA / DF based on information entered on EPCF. 


