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Entering an EPAF 
 
1. Log in to PAWS – www.fit.edu/paws 

 
2. Click on the Employee Services Tab 

 

 
 

3.  Click on Electronic Personnel Action Forms 
 

 
 
4. Click on New EPAF 

 

 
 
5. Enter the employee’s 900-xx-xxxx number in the ID field and hit Tab.  The name will automatically populate. 

 

 
 

http://www.fit.edu/paws
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If the 900-xx-xxxx number is not known, select the employee by performing a search. 
 

a) Click on the magnifying glass icon. 
 

 
 

b) Enter a last name as the search criteria using the ‘%’ sign as a wildcard if needed. 
 

 
 

c) Click on Go to perform the search 
 

d) Click on the ID number of the appropriate person returned by the search   
 

 
 

The results will be returned to the New EPAF Person Selection page. 
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6. Enter the query date.  The query date should be the Sunday of the week in which the employee begins work. 
 
7. Select College Work Study Hire, CWS for the Approval Category from the drop down list. 
 

 
 
8. Click Go 

 
9. In the Position field, enter the position number for the employee. (Hit Tab on the keyboard.)   

 

 
 

If the Position number is not known, select the position by performing a search. 
 

a) Click on the magnifying glass icon. 
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b) Enter search criteria using the ‘%’ sign as a wildcard in the Position Number if needed. 
i. Employee Class = 20, College Work Study 
ii. COA = 1 
iii. Budget Organization = Position’s home organization number 

 

 
c) Click Go 

 
d) Click the Position number from the list returned by the search.  The results will be returned to the 

New EPAF Job Selection page. 

 

 
 

10. Enter the Suffix (usually 00). 

 

 
 

11. Click Create. 
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12. Enter the job information for the employee. 
 

Enter Home Organization
  

Enter Check Distribution Organization 
Enter the Sunday of the week in which the employee begins work 

Enter hourly rate of pay.  Do not enter $ sign 
 

Enter the Sunday of the week in which the employee begins work 
Enter the Sunday of the week in which the employee begins work 
Enter the date the employee actually starts work 
 

Enter the timesheet org in which the employee’s timesheet will be approved. 

Change only if employee’s time sheet org is on departmental time 
entry 
 

Enter the end date of the appointment 

Enter the date that the employee actually stops working 
 

If there is a value in the Ethnicity Current Value field then the same value should be selected 
in the New Value field. 

-OR- 
If there is no ethnicity in the Ethnicity Current Value field then select an appropriate ethnicity 
using the dropdown menu. 



CWS EPAF Instructions                             Page 7 of 9 

 

 

 
An ID must be entered for the HR and Superuser level. 

 
13. Enter comments in the comment box if necessary. 

 
14. Click Save. 
 

 
 

Enter a Banner ID for the HR approval 
level or search and select an ID by clicking 

the magnifying glass 
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Submitting an EPAF for Approval 
 
After an EPAF is saved, a Submit button becomes available to forward the EPAF to the approval queue. 
 
To submit an EPAF immediately after it is saved: 
 

Scroll to the top of the EPAF form EPAF and click the Submit button. 
 

 
 

NOTE:  An EPAF does not have to be submitted as soon as it is saved.  You can exit the EPAF and return later to make 
changes or submit it.  
 
To submit an EPAF that was exited after being saved: 
 

a. Go back to the main EPAF menu by clicking on the Employee Services tab  
 

 
 
 

b.  Click on EPAF Originator Summary 
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c. Click on the Transaction number of the EPAF that you want to update or submit.  The EPAF’s Transaction 

Status must be ‘Waiting’. 

 
 

d. Click on the Submit button to submit the EPAF for approval. 

 

 
The EPAF has now been entered completely and is in the approval queue. 


