
 

 

 
 

 

 

 

 

 

 

 

*Enter X number with Capital 

“X”. 

*Press tab button to populate 

box. 

 

*Query date should equal BEGIN 

date of BW pay period (see BW 

pay schedule) 

 

*Select (HGRANT) 

 

*Click “GO” 

 

*Click “ALL JOBS” 

 

*Obtain position number from 

Payroll.    

 

*Select position number from list. 

(If not found, enter position and 

suffix in NEW POSITION box) 

 

*Click “GO” 

 



 

 

 

 
 

 

 

 

Enter Grant Termination Date on 

“Jobs Effective Date” 

 



 

 

 

 

 
 

 

 

 

 

*Enter Comments* 

 

-Enter name of Web Timesheet 

Approver 

-Click SAVE 

-Once saved, click SUBMIT 

At the top of the EPCF, you should see 

“Succesfully Submitted” 

 


