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[image: ]Enter the start date of the next pay period. 

Select “YES” if the individual will be using a time clock ONLY. Select “NO” if the individual will be using a clock and PC to clock in and out.  Do not select “Remove”.  This will cause and error and your EPAF will not process.


[image: ]Approval Levels are pre-defined as a standard for system routing.  If you require a second level approver, or an FYI, please add as needed.
The User Name is the person/entity associated with a specific approval level
The Required Action field identifies the appropriate action needed by the user.
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Electronic Personnel Action Form

"7 Enter the information for the EPAF and either Save or Submit.

Name and ID: Louie Lobo, 101346854
Transaction: Query Date: Mar 28, 2013
Transaction Status: Last Paid Date: Jan 25 2013

Approval Category: Student Lobo Time Clock Update, JU0012

Save

Approval Types | Routing Queue | Transaction History

* - indicates a required field

Student Lobo Time Clock Update, UB0119-00 University Student Bi-weekly, Last Paid Date: Jan 25, 2013




image3.png
Staff Lobo Time clock Update, S06875-00 Admin Assistant 2, Last Paid Date: Jan 25, 2013

Item Current Value New Value
Jobs Effective Date: MM/DD/YYYY* 03/04/2013

Time In/Out Ind: * Yes Not Selected ¥

Job Change Reason: *(Not Enterable) CHADM CHADM
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Routing Queue

Approval Level User Name Required Action
20 - (DUAT) Dept Apprv Level 1 - Student Q Approve
60 - (EASTU) Employment Area Student Q Approve
[93 - (FYIPAY) FYT - Payroll at Approval Q| [Fv1
[5 ~ (APPLY) Applier Qr [apply
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Not Selected = Not Selected =]
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Comment

[Add comments here.
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