Detailed information for this process can be viewed on pages 22-24 in the ePAF Manual

FINAL
APPRQVER4 N A N A _ N
Receives email > . - N Log into Peoplsoft
e Click email link or
notification o .
S s S B If logged in link will
L route you to ePAF
_f N
Review all 3
Tabs in ePAF
| Iy,
W7ij B}
Select appropriate
Action box
ql I3
_f N
Select Routing
(Only for prior perio
Adjustments)
9l I3
v
Al B
Click

Submit

*Click for final approval.
l

ePAF &
Final q® ePAF Status:
Approver 4o Submitted for processing
Process q®

Completed


vpfkhh
Sticky Note

Once the ePAF has been completed by the initiator, there are four actions that can be taken:

Approve: Selecting Approve on the ePAF means that the completed information is correct and you authorize further action.

Recycle: Selecting Recycle will start the process over.  The initiator should be emailed via the ePAF Notify function to correct any mistakes.  This action will allow you to change everything except the employee name, Panther ID and Employee ID; In order to change these fields, you must cancel the ePAF and create a new one.  (Note the required approval process starts over.  See rules on page 6 for ore details.)

On Hold: Selecting ON Hold will place the form in a temporary state of inactivity and will stop the notification emails.  If the ePAF is on hold for 21 days, it will automatically cancel.

Cancel: Selecting Cancel will end the ePAF.  No one will be able to change or process the form. 
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Routing Status Criteria

Selected By the Last Approver:

Adjustments for B&P - This routing status should be selected when there is a prior period adjustment with a Start and End Date in the past which requires Budget & Planning to Process.

Department Adjustment - This Status should only be selected by one of the following College:  Arts & Sciences, Health and Human Sciences, Education and Business.  Only select for prior period adjustments with both a Start and End Date in the past. 

Research Financial Services - Cost transfer for Fund 20 effecting grant 60+ days after certification period has ended.  Use for adjustments with both the Start and End Date in the past. 

Selected By HR Only:

Benefits - This routing status can only be selected by HR.

Class & Compensation - This Routing Status can only by selected by HR. 

HR - This Routing Status can only be selected by the Admin Role.  User should leave blank to route the ePAF to HR. 

HRIS - This Routing Status can only be selected by the Admin Role.

System Generated

Financial Aid - This Routing Status will default in when Work Study Student is selected for Appoint Classification and the Last Approver approves ad submits the ePAF. 



