Complete an EPAF for the student employee. To determine whether or not a student employee needs to complete the electronic Form I-9 see examples below. 
In the first example there is no old value which means they are a new employee and will need to complete an electronic Form I-9.
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In the example below you can see that this person was employed before because they have an old value column. However, the  I-9 indicator and the I9 date are blank. This is because there was a break in service and therefore a new I-9 will need to be completed.
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[bookmark: _GoBack]In this example you can see that the I-9 was received and there is an I-9 date. A new Form I-9 will not need to be completed in this case.
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Create Employee Record

Employee Class Code
SL, Student Labor

FT/PT Status
Part Time

Home Organization
250206

District Code
330, HUMAN RESOURCES

Current Hire Date
01/15/2024

Employee Status
Active

Home COAS
N

Distribution COA
N

Distribution Orgn
272100





image2.png
Old Value
o

Oid Value




image3.png
Create Employee Record

Employee Class Code
SL, Student Labor

old Value
SL, Student Labor

FT/PT Status
Part Time

Home Organization
211120, Music

old Value
211120, Music

District Code
330, HUMAN RESOURCES

old Value
330, HUMAN RESOURCES

Current Hire Date
08/28/2023

Employee Status

Active
Home COAS old Value
N
Distribution COA old Value
N
Distribution Orgn old Value

272100, Human Resources

19 Form ndicator old Value
119 Date old Value




