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Note:  An Approval Level’s required action can be either Approve or FYI. 
 
 
FYI Required Actions 
 
If the required approval action for an EPAF is FYI, use the FYI Procedure / Shortcut to Approve Instructions on Page 7 to 

acknowledge the EPAF.  FYI approval levels cannot be skipped.   
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Getting Started (be sure to navigate using the TAB and not the ENTER key) 
 

1. Log into PAWS – www.fit.edu/paws 
 

2. Click on the Employee Services Tab 

 
 

3.  Click on Electronic Personnel Action Forms 
 

 
 

4. Select EPAF Approver Summary 
 

 
 

http://www.fit.edu/paws
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5. Click on an employee’s name in the Name column 
 

 
 

6. Verify the data in the New Value columns 
 

 
 

7. To add a comment (optional) 
 

- Click Add Comment.  
 

 

Current Value column contains the 
current employee HR information.  
This column may also be blank. 

New Value column contains 
the information to be 

approved. 
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8. To approve the EPAF 
 

- Click the Approve button 
 

 
 
NOTE: An EPAF has to be returned to the originator if a correction has to be made.  When the EPAF is 
corrected and re-submitted by the originator, the approval queue restarts. 
 
To return the EPAF for correction 
 

- Click Add Comment 
 

 
 

- Enter the correction(s) to be made in the Comment box. Click the Save button. 
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- Click the Return for Correction button. 
 

 
 

To disapprove the EPAF 
 

- Click the Disapprove button.  This option should only be used if the EPAF is not to be corrected. 
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FYI Procedure / Shortcut to Approve 
 

1. Click on the Employee Services Tab. 

 
 

2.  Click on Electronic Personnel Action Forms. 
 

 
 

3. Select EPAF Approver Summary.  
 

 
 

 
4. Select the box in the Action column for the employees whose EPAFs you wish to FYI or Approve.   

Optional - Click on the employee’s name to see details of the EPAF before performing the required action 
(see page 4). 
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To select all of the EPAFs, click the Select All button. 
 

 
 

5. Click Save to FYI or Approve the selected EPAFs. 
 

 
 
 
 
 
 
 


