
EPAF - Entering Actions

Step 1
From the Employee Dashboard homepage, click
Electronic Personnel Action under My Activities
.

Step 2
Click Enter New EPAF

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



Step 4
Details: Pulls forward the information you entered on the first screen of EPAF
Enter the position number and suffix or select the position number and suffix of the
position you want to make a change
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

Step 5
Enter the required fields for the action
Review and/or update the routing queue
Click Save
Review for errors and click Submit to finish the EPAF


