
             Angelo State University 
Step-by-step New Hire Staff Employee ePAF Instructions 

Attention:  If employee is a current staff or faculty employee at ASU, please do not use this ePAF.  Please 
contact the Office of Human Resources for further instruction.  
 
Be Advised: You must know the employee’s CID prior to initiating this ePAF. If you do not have the CID, 
please contact the Office of Human Resources.  
 
ID: Enter (CID) and Effective Date (if hourly employee, must be the 1st or 16th of the month) 
Transaction Type: New Hire Staff Employee (NEWSTA)  
Click on the GO button 
 

 
 
Enter New Position Number and a Suffix of 01 
Click on the GO button 
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Enter Employee Class Code, Home Organization, Distribution Orgn, Timesheet Orgn, Annual Salary, FTE, and 
Supervisor ID.  

- Employee Class Code, Annual Salary, and FTE can be found on the job posting 
- Home, Distribution, and Timesheet Organizations can be found in Labor Distribution section of 

ePAF 
- Home, Distribution, and Timesheet Orgn’s will all be the same number 

 

 
Enter User Name for each Approval Level listed 

- Department Head must be the financial manager for the Organization being used 
- Dean/Administrative Head and Vice President/Provost Office will be specific to the hiring 

department 
- Use Magnifying Glass icon to search for User Names 

Enter Comments 
- Enter Web Time Entry or Leave Approver in this section 
- Enter any additional comments  
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Click on the SAVE Button 
 
If errors occur, review the errors and warning messages section at the top of the ePAF.  
 
If no errors occur, attach the Hiring Matrix.  
 
OnBase is required to attach Hiring Matrix. If you do not have OnBase, please contact IT Support Services at 
ext. 2911 
 
Instructions for Attaching Applicant Selection Matrix for Interview Selection, Interview Questions, and 
Hiring Matrix Post Interview to ePAF:  

- Open the OnBase application 
- Click in any white area of the ePAF screen.  
- Hold down the ALT button and left click your mouse in this white area 
- In OnBase, click on the BROWSE button, select your saved Hiring Matrix (should be a pdf file) 
- Click OPEN 
- When the document image appears on the screen, click on the UPLOAD button in OnBase 
- Do Not make any changes to the indexes in OnBase. These field automatically populate from the 

ePAF.  
- Once the file has uploaded, close OnBase 

 
**** For Approvers to View Attached Documents**** 

- Open the OnBase application 
- Hold down the Ctrl button and left click your mouse in the white area 

 
Click SUBMIT button to complete and submit the New Hire Staff Employee ePAF.  
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