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•This process is used to terminate non-full-time employees (i.e., 

Student workers/Temporary Hires/part-time employees) who are no 

longer working for your department, have graduated, or have 

transferred to another department.

•In order to ensure your employee does not have access to 

information systems beyond their termination date it is imperative 

that dept. managers notify HR/Payroll by completing the TERSTU 
EPCF.

•Even if the employee is continuing in another department the 

employee must be terminated from your department before they 

can be rehired via EPCF in the next department.                                              

What is the “Terminate Student (TERSTU)” 

EPCF?
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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” to bring up this list 

of menu items.

Then, click on “EPCF Main Menu” to access your 

TERSTU  EPCF.
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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 Appropriate Category here & 

click “Go”.
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Once the appropriate category has been selected, 

the approval levels will automatically populate.

Click on the      in order to select the appropriate person who 

will be approving/applying the EPCF.
Once finished, click 

“Save and Add New Rows”

HR Applier: Lisa Tillmon
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Click on the “New 

EPCF” to create the 

new student EPCF.
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Enter X-Number Here

“Query Date” is the Termination Date.

Select the Terminate Students (TERSTU) Approval 

Category here, and then click “Go”.
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Select “All Jobs” to bring up all Active Jobs for the student. 
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Terminating Student Workers

Select the job that will be terminated here

Then, click “Go”
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Sections will be pre-filled by the system. 

Enter the Termination Reason via this 

drop-down menu, and then enter the 

Termination Date (Same as above).
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Enter the Dept Approver, HR Approver, and HR Applier 

here. Click on the “  “ to find the appropriate individuals.

Enter any necessary comments here.

Once complete, click “Save” 

and then “Submit”
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Look for this message to confirm that your transaction was 

successful and that the student was terminated!
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•All employees that have been terminated via the TERSTU EPCF 

must be rehired via EPCF (with the exception of those who are 

becoming either FT/PT Admin, Staff, or Faculty) if they return to 

work at a later date.  

• Keep in mind that you can monitor your progress of the 

TERSTU via the History tab under your EPCF main menu.

• Once you see the status of “Completed”  you will know that the 

TERSTU has been applied in Banner system and that student 

has been officially terminated.       

After Submission of the EPCF:
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