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How to Fill Out a F8 Form in Faculty Hire Application (GAs/GRAs) 
 

Step 1: 

❖ Please go to https://my.gwu.edu and use your User ID and Password to log in.  

❖ Click “tools & resources”  

❖ Click “Faculty Hire Appllication” under HR Forms 

 

 

https://my.gwu.edu/
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Step 2: 

 

❖ Click “Create a GA or GRA Faculty Hire Form – Monthly Payroll and Employee Class F8” to create a F8 form. 

❖ After submitting F8 forms, you can view the status and history of the hire forms when you click the option – 

“View Submitted/Approved Faculty Hire Forms”. 

❖ You can also check the GAs/GRAs position and payment information in Banner 

o NBAJOBS (Employee Jobs Form) – Job detail and labor distribution information is found here. 

o PHILIST (Pay Event List Form) – payroll history can be fund here. 
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Step 3: 

 

1. The Effective Date of 
Change 

The date must be the first day of the month that the GA/GRA starts 
working and must be entered in MM/DD/YYYY format. 

2. Date Prepared 
This field defaults to the current date. It is read only and cannot be 
changed. 

3. Faculty GWID Enter the GA/GRA’s GWID number. This will populate the name fields. 

4. Type of Appointment 

o Select “Academic” for a full-year appointment (9 months – from 
September to May) 

o Select “Semester” for an appointment for a particular semester 
o Select “Summer” for summer semester. 

5. For Sponsored Project-
funded GRAs 

Select the appropriate option / if no information is provided, you don’t 
need to fill in. 

 

❖ Please note that you may see an error message – “Warning Faculty member not in PEAFACT”. You can ignore 

it and proceed to the next page by clicking “Save and Continue” option. 
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Step 4.  

 

❖ This page self populates most of the fields and should populate an address if there is one in banner. Not 

having a W4 address will not stop processing the hire form in the Faculty Hire Application. Please leave the 

demographic information at it is. 

❖ Click “Save & Continue” and proceed 
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Step 5. 

 

* Please verify if the funding source and position number are associated properly. 

1. Banner Home Org. of 
Position 

Enter the home org. number 

2. Charge Org if different 
from Home Org 

If the salary is charged to a different funding source, enter the banner index 
number of the funding source here 

3. Position Number 
Once you pull down on position number, several may appear so it is important 
to make sure you pick the right position number. 

6. Leave Approver GWID Enter the GWID number of the supervisor 

7. FTE 
This field will populate with hours associated with the position once the 
position number is entered.  

8. Finish Date This must be the last day of the month that the GA/GRA finishes working 

9. Salary Appointment The total salary amount 

10. Monthly The monthly salary will populate after the salary appointment is input. 



 
   
  Page 6 of 7 

Step 6. 

 

1. Remarks 
If there is any information about the hire that you want to add, please enter it 
here. 

2. Course Number(s) Please enter a course and CRN number if there is one. 

3. Document attachment 
If you have any documentation to attach such as award letters and 
recommendation forms, attach them here 
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Step 7. 

 

 

1. Initiator name and contact information will populate automatically. 

2. Click “Select a Group Approver” at the bottom left corner, and choose “Dean - Columbian College - GTA” 
as the approver 

3. Pease click “View” in the middle of the screen, and print or save a copy of the F8 form for your records. 

4. Click “Submit” 

 

 

Dean - Columbian College - GTA 


