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CWS EPAF Instructions                             Page 2 of 9 

 

Entering an EPAF 
 
1. Log in to PAWS ς 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 tƘŜ ŜƳǇƭƻȅŜŜΩǎ флл-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 ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ǳǎƛƴƎ ǘƘŜ Ψ҈Ω ǎƛƎƴ ŀǎ ŀ ǿƛƭŘŎŀǊŘ ƛŦ ƴŜŜŘŜŘΦ 
 

 
 

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. 
 

 
 
 
 
 



CWS EPAF Instructions                             Page 5 of 9 

 

b) 9ƴǘŜǊ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ǳǎƛƴƎ ǘƘŜ Ψ҈Ω ǎƛƎƴ ŀǎ ŀ ǿƛƭŘŎŀǊŘ ƛƴ ǘƘŜ Position Number if needed. 
i. Employee Class = 20, College Work Study 
ii. COA = 1 
iii. Budget Organization = tƻǎƛǘƛƻƴΩǎ 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. 


