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EPAF APPROVAL PROCESS - USER 
MANUAL 

Initiator User Manual for the “Approval Process” 

 

This manual provides step by step information on the 
approval process. 

 
 



  
 

 

EPAF Approval Process - User Manual 

EPAF AUTOMATED FORM 
EPAF (electronic personnel action form) is a module within PeopleSoft that allows for paperless 
employment transactions such as hiring an employee, job changes and employment status 
changes. The EPAF is initiated by a department initiator then it is electronically routed for 
appropriate approvals, notifications and finally entered by HR into the system.  
  
Approving an EPAF 
Upon completion of this section, you will be able to: 

• Approve an EPAF 
Step Action 

1. Begin by logging into HR Direct  
 

 
 

http://www.umassmed.edu/hr/hrdirect1.aspx


  
 

 

Step Action 

2. After logging into HR Direct, click on the worklist link.  This will bring up 
everything in your list to approve. 
 
 

 
 
 

3. In the Link column, select the EPFA to review. 
 

 
 
 
 
 
 



  
 

 

Step Action 

4. All the information on the form should be reviewed for accuracy before approval.  
Click on “Next” to scroll between screens. 
 
 

 



 

Step Action 

5. On the final screen you have the option to “Approve” or “Reprocess Chg”. 
 

 
 

6. If you approve click the “Approval” button, you will be asked to confirm the 
approval.  If not, got to Step 8. 
 

 
 
 
Click the “Yes” button. 
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Step Action 

7. The next workflow approver role will show in the “Process Visualizer” section. 
 
 

 
 
 

8. If not approving, please put a note in the “Comments” section and click the 
“Reprocess Chg” button. This will send the EPAF form back to its originator for 
changes and will start the approval process from the beginning. 
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Step Action 

9. Once you click the “Reprocess Chg” button a second verification screen will pop up 
to verify.  Click “Yes”. 
 

 

10. The next workflow approver role will show in the “Process Visualizer” section  
 

 
 
 
 
 

 

  
  


	EPAF Automated Form
	Approving an EPAF


