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Instructions for approval of Electronic Personnel Action Forms Created by: Financial Affairs



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

1. Loginto PAWS —www.fit.edu/paws

2. Click on the Employee Services Tab

Personal Information Student and Financial Ai ‘ Employee Services .

Search

Employee

3. Click on Electronic Personnel Action Forms

Personal Information Student and Financial Aid J& 0o a ] wee]

Search

Employee

Electronic Personnel Action Formg
Benert

Retirement, hezlth, flexible spending, miscellanecus, beneficiary, Benefit Statement.

Pay Information

4. Select EPAF Approver Summary

Personal Information Student and Financial Aid a0 G ke on (%]

Search

Electronic Personnel Action Form
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5. Click on an employee’s name in the Name column

EPAF Approver Summary

In My Queue History

&R Sclect the link under Name to access details of the transaction.

Queue Status:

Pending

New EPAF | Update Proxies | Search | Proxy or Superuser or Filter Transactions

1-30of2

A Transaction & Type of Change & Submitted Date & Effective Date
v v v v

184 |Full Time Mew Hire MNov 14, 2007 Mowv 14, 2007

6. Verify the data in the New Value columns

EPAF Preview

You are acting as an Approver.

Name and ID: Salvador Dali, 300273955 Job and Suffix: 002007-00, Salaried To Be Classified
Transaction: 134 Query Date: Mev 14, 2007

Transaction Status: F=nding Last Paid Date:

Approval Category: Full Time Hew Hire, HH-FUL

Hext &

1 Correction ] [ Mare Info ] Add Comment

Current Value column contains the

current employee HR information.

This column may also be blank. yproval Types | Comments | Routing Queue | Transaction History

Employee Hire - IdentificationNgformation
Enter Changes Current Value New Value

: 900279955 200279855 .
ID: . . \ New Value column contains
Last Name: Dali Dali the information to be
First Name: Salvader Salvador approved.
Middle Name: T

7. To add a comment (optional)

- Click Add Comment.

EPAF Preview

You are acting as an Approver.

Name and ID: Salvader Dzli, 300273355 Jgb and Suffix: 202007-00, Szlaried To Be Classified

Transaction: 134 Query Date: Nov 14, 2007
Transaction Status: P=nding Last Paid Date:

Approval Category: Full Tims Hew Hire, NH-FUL

Hext @

[ Approve ] [ Disapprove ] [ Return for Correction ] [ More Info ]

Approval Types | Comments | Routing Queue | Transaction History
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8. To approve the EPAF

- Click the Approve button
EPAF Preview

You are acting as

Name and ID:
Transaction:
Transaction Status:
Approval Category:
Next @

an Approver.

Salvader Dazli, 500273355 Jgb and Suffix: 092007-00, Szlaried To Be Classified
154 Query Date: Nov 14, 2007

Pending Last Paid Date:
Full Time Mew Hire, NH-FUL

Disappro

ve ] [ Return for Correction ] [ Mare Info ] Add Comment

&=

Approval Types | Comments | Routing Queue | Transaction History

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

Name and ID:
Transaction:
Transaction Status:
Approval Category:
Next @

EPAF Preview

You are acting as an Approver.

Salvader Dali, 500275555 Jgb and Suffix: 002007-00. Salaried To Be Classified
194 Query Date: Nov 14, 2007

Pending Last Paid Date:
Full Time Mew Hire, NH-FUL

[ approve ][ Disapprove | [ Return for Correction ] [ More Info_|

Approval Types | Comments | Routing Queue | Transaction History

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

Name and ID:
Transaction:
Job and Suffix:

Enter Commen

Comments

&R Enter a comment.

Salvador Dali, 900279955
194
002007-00, Salaried To Be Classified

Approval Category: Full Time New Hire, NH-FUL

t
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- Click the Return for Correction button.

EPAF Preview

You are acting as an Approver.

MName and ID: Salvador Dali, 500273555 Jgb and Suffix: 002007-00, Salaried To Be Classified
Transaction: 134 Query Date: Nov 14, 2007

Transaction Status: Fending Last Paid Date:

Approva| Category: Full Time New Hire, NH-FUL

Hext @

[ Approve ] [ Disapprove ‘i Return for Correction ii Mare Info Add Comment
.

Approval Types | Comments | Routing Queue | Transaction History

To disapprove the EPAF

- Click the Disapprove button. This option should only be used if the EPAF is not to be corrected.

EPAF Preview

You are acting as an Approver,

Name and ID: Salvador Dali. 300273955 Jgb and Suffix: 002007-00. Salzried To Be Classifisd
Transaction: 154 Query Date: Hov L&, 2007

Transaction Status: F=nding Last Paid Date:

Approval Category: Full Tims tew Hire, NH-FUL

Next @

[ Approve ([ Disapprove . Return for Carrection ] [ Mare Info ] Add Comment

Approval Types | Comments | Routing Queue | Transaction History
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FYI Procedure / Shortcut to Approve

1. Click on the Employee Services Tab.

Personal Information Student and Financial Ai ‘ Employee Services ’

Search

Employee
2. Click on Electronic Personnel Action Forms.

Personal Information Student and Financial Aid J& o a ] =

Search

Employee

Electronic Personnel Action Form
Benert

Retirement, hezalth, flexible spending, miscellanecus, beneficiary, Benefit Statement.

Pay Information

3. Select EPAF Approver Summary.

Personal Information Student and Financial Aid g3

Search

Electronic Personnel Action Form

4. Select the box in the Action column for the employees whose EPAFs you wish to FYl or Approve.
Optional - Click on the employee’s name to see details of the EPAF before performing the required action
(see page 4).

1-30of3

EPAF Transactions

A Name & ID & Transaction |& Type of Change |& Submitted Date & Effective Date & Required Actio \Actio

v v v Vv v Vv v

zjllj-.a"lﬂ' 900279953 194 |Full Time Mew Hire Nowv 14, 2007 Nov 14, 2007 Approve
Salaried
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To select all of the EPAFs, click the Select All button.

In My Queue History

&R Sclect the link under Mame to access details of the transaction.

Queue Status: F_
Pending

Reset Save

Select All

& Name |& ID
v v

900279955 184 |Full Time New Hire

ador
Salaried
To Be
Claszified,
002007~
oo
Mermaid,
Little A.

Hourly

To Be
Classified,
002005-
oo

900275885 156  |Full Time Rehire

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

[ select all | [ Resey @
1-3cf3
EPAF Transactions
& Name A 1D
W v
Dali, 800279955 194 |Full Time New Hire
Salvador
Salaried

Nov 14, 2007

MNov 14, 2007

Nov 14, 2007

Mew EPAF | Update Proxies | Search | Proxy or Superuser or Filter Transactions

Mowv 14, 2007 Approve

Mow 14, 2007 Approve

Mew EPAF | Update Proxies | Search | Proxy or Superuser or Filter Transactions

MNov 14, 2007

% Transaction % Type of Change % Submitted Date % Effective Date % Required ActiofiActio

Approve

A Transaction & Type of Change |& Submitted Date | Effective Date & Required Action |Action
v V v v v
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