
Work Study Hiring Work Flow

New Hire or have not been employed by DUCOM in the past year

Department submits online job 
listing form to Financial Aid Interview candidates

Department requests student to 
complete new hire paperwork and 

submit to HR

Department subimts EPAF for 
Budget Administrator approval

Budget Administrator approves 
EPAF and routes to Financial Aid 

for approval

Select Work Study Employee

Rehire has been employed by DUCOM within the past year

Department submits online job 
listing form to Financial Aid Interview candidates Department subimts EPAF for 

Budget Administrator approval

Budget Administrator approves 
EPAF and routes to Financial Aid 

for approval

EPAF approved by Financial Aid 
and is routed to HRIS for final 

review and approval

Select Work Study Employee

EPAF approved by Financial Aid 
and is routed to HRIS for final 

review and approval

HRIS approves EPAF and enters 
into Banner within 2 business days

HRIS approves EPAF and enters 
into Banner within 2 business days


