EPAF - Entering Actions

Step

e From the Employee Dashboard homepage, click
Electronic Personnel Action under My Activities Approve Time

Electronic Personnel Action Forms (EPAF)
Pay Stub Administrator

Building Supportive Communities Training

Home « Personnel Actions

Electronic Personnel Action Forms

EPAF Approver summary

Ste p 2 All EPAFs that you need to currently act upon are displayed in

the Current tab. The queue status will be Pending, FYI, or

e Click Enter New EPAF More informaton

New EPAF

Allows you to create a new transaction

New EPAF Person Selection
@ Check the box to limit to search an Employee. Enter the Last Name and or First Name, or enter an ID, or enter the S5N/SIN/TIN. Select Go. A percent sign may be used as a wildcard

First Name Last Name [[+] SSN/SINITIN

Moose Is an employee  or

Enter or Generate New ID

(@ *indicates a required field. Enter an 10, select the link to search for an 10, or generate an 10. Enter the Query Date and select the Approval Category. Select Go
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l Moose, Mumfred A 2

Generate new 1D

Query Date *
09012025 3 (o]

Approval Category *

Shert Term positien 4T posn only [00 suffix), BZTH]E 4 hd

Step 3
Use the search feature to find an employee ID
1.Enter Employee ID
2.Verify the employee name
3.Enter Query date
4. Select action type
5.Click Go
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New EPAF Job Selection

(@ Enter or search for a new position number and enter the suffix, or select the link next to Position

Details

Job Detail/ Funding, STADJB

Select Type Position
MNew Job
AKE100
Primary 4AM0342

Suffix

lcH
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BZ Short Term job 4T only, BZTHJE

Title Time Sheet Organization Start Date End Date
TH - Spedialist 421450, Center for Health &
safety Culture
Computer Sfrwr Eng/Applll  Z68BSU, TS IT Center 08/10/2025
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Step 4

Status

Active

e Details: Pulls forward the information you entered on the first screen of EPAF
e Enter the position number and suffix or select the position number and suffix of the

position you want to make a change
e Click Go to enter EPAF information

Features:

A: All Jobs - Click the All Jobs button to see all jobs the employee has been assigned
B: Next Approval Type - If there are multiple approval types for an EPAF, click the Next
Approval Type to enter additional position numbers if needed

Roubing Cueue

SMMEnts

Step 5

haracoers ; 4000

e Enter the required fields for the action
e Review and/or update the routing queue

e Click Save

e Review for errors and click Submit to finish the EPAF




