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EPAF DEFAULT ROUTING QUEUE 
 

The Default Routing queue can be used to set up default approvers. 

Defaulting approvers saves time when entering an EPAF.  The Originator does not have to enter or search for an 

approver’s name.   

Default approvers have to be set up separately for each Approval Category (type of EPAF).  Defaulting the Department 

Head approval level for one Approval Category (EPAF) does not automatically default the Department Head approval 

level for another Approval Category (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 EPAF Originator Summary 
 

 

http://www.fit.edu/paws
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5. Click on Default Routing Queue 
 

 
 

6. Click the Approval Category dropdown menu and select the Approval Category for which you want to set the default 
approval levels.  Remember: Approval Levels must be set up separately for each Approval Category. 
 

 
 

7. Click Go 
 
8. Enter a Banner ID or search for a Banner ID (using the magnifying glass) for each of the Approval Levels 
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9. Click the Save and Add New Rows button to save your changes 
 

 
 
 

 
 

To change the approver in a default approval level 
 
1. Replace the Banner ID of the current approver with the new approver’s Banner ID by typing it or searching 

and selecting the name. 
 

2. Click Save and Add New Rows. 
 

Note: Do not click the “Remove” checkbox to change an approval level. 


