FLORIDA TECH

EPAF PROXY MAINTENANCE

To Access Proxy Information

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& o a ] =]

Search

Employee

Electronic Personnel Action Form
Benernt
Retirement, hezlth, flexible spending, miscellanecus, beneficiary, Benefit Statement.

Pay Information

4. Click on EPAF Proxy Records

Electronic Personnel Action Form
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http://www.fit.edu/paws

FLORIDA TECH
Adding a Proxy

1. Select the Approval Level for which you want to assign a proxy

EPAF Proxy Records

Approval Level: pepartment Head, 20 ‘)
Department Head, 20
Originator, 10

2. Click Go

3. Click on the dropdown menu and select the person who will act as your proxy for the selected approval level

EPAF Proxy Records

Approval Level: | originator, 10 v:
Name Remove Add
Not Selected v ] O

4. Check the Add checkbox

EPAF Proxy Records

Approval Level: | originator, 10 v:

Name Remove Add
Smith, Beata L. (BSMITH) v

[ Save ]

5. Click the Save button

EPAF Proxy Records

Approval Level: | originator, 10 v/

Name Remove Add
Smith, Beata L. (BSMITH) 0
Not Selected v| O
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FLORIDA TECH

To Remove a Proxy

1. Check the Remove checkbox next to the proxy’s name

EPAF Proxy Records

Approval Level: |originator, 10 v

Name
Smith, Beata L. (BSMITH)

2. Click the Save button

EPAF Proxy Records

Approval Level: originator, 10 v

Name
Not Selected b
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