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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:

e Approve an EPAF

Step Action

1. Begin by logging into HR Direct

Human Resources

HR Direct

HR Direct | Immigration Services | Learning & Development | Compensation | Employee Relationy

Welcome to HR Direct Quick Links
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Click the button below

to access HR Direct
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The self-service application available to all UMASS Medical School
employees to manage their human resource and payroll information.



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

Step

Action

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

? University of
Umass Massachusetts

Newﬁmwl Help | Customize Pag
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i Workiist for TESTGT10004158:

> Department Self Service

> Seff Service Detail View Work List Filters: v [ Feed
> Manager Self Senvice
e Worklist

[- Time and Labor
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3. In the Link column, select the EPFA to review.
Worklist for TESTGT10004158:
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Warklist S —

0s/0gi2013 MOWCAMON - opication ~ HRE. aiored | Reassion |
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Step

Action

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

Form ID: 4092

Personal Data
Job Data

: Additional Pay

Empl Rod#:

ame:

mpl 1D:

iplicant ID Job Opening ID

ffective Date: 04/2812013

mployee Group:  Professional (WEB0) Non Unit

this a Positioned pq

b?

upervisor ID: 1UUUD :

epartment: Wa404500 MNeurobiology

ob Code: MAD01S Library Assistant Il FulliPart Time Part-Time
acation Code: MED SCHOOL Medical School RegularTemporary Regular
tandard Hours: 20.00 FTE: 0.500000

ail Drop 1D: 11

wPreious | net» | o]

. SaveforLater




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

eForm Ib: 4092
Personal Data

Name: — Job Data
Additional Pay

Empl ID: 100141

Action Action Description Reason Code  Action Reason Description

1 REH Rehire REH Rehire

Action Rehire ["] Action Overide Flag

Reason Code Rehire

Form Messages

Message Text
| Attach hire documentation i
File Attachments customize | Find | T B Firet £ 1011 O (et
Upload View Description ;ﬂ‘““me"‘
1|[mUploady| ([mViewss] - Delete |
| AddFile Attachment |
—r—
Your Comment: % <= Previous || Reprocess Cha |
| SaveforLater | Close
Comment History:
6. If you approve click the “Approval” button, you will be asked to confirm the

approval. If not, got to Step 8.

Approve this form? (24642111

The fortm will be sent on to the next approver for evaluation, or, ifyau are the

final approver, the form will be loaded into the systerm. Ifyou change amything
on the form, please make note in the camments box

Click the “Yes” button.
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Step

Action

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

Authored by

Evaluate Hire 18 GIDEON TAYLOR

Step 4 of 4: Form Finalized Li]
ongratulations! You have successfully evaluated this form.

:Form ID: 4002
Personal Data
Jame: Brian Bishop Job Data
Additional Pay
Zmpl ID: 10015016
orm ID: 4092

su have just APPROVED this form. This action passed the form to
CMU_GT_PI for further processing.

ocess Visualizer

¥ o

3 4: 5: [ T
isldelli Colleen HCMU_GT_DEFT_AFRV HCMU_GT_CE_ADMIN HCMU_GT_PI HCMW_GT_FIN_DEPT_HD HCMW_GT_FIN_DEPT_HDZ HCMU_GT_GRANTS
J
TESTGT10084761)
& 9 10: Integration 11: System
CMU_GT_HR_REVIEWER HCMU_GT_HR_UPDATE Broker

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.

Comments  Approve

Your Comment:

& <= Pravious Reprocess Chg

: Save for Later Close

Comment History:
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Step

Action

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

Reprocess this form? (24642 110

Feprocessing a form sends it back to its ariginator for changes. When
reprocessing, you shoold give directions in the Comments section that will
help the ariginator make acceptahle chanoes.

10.

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

Form Status
eForm ID: 4102

You have just RECYCLED this form. This action passed the form to
Colleen J Baldelli for further processing.

Process Visualizer

1: 2 3 4 5 [
Ealdelli,Colleen HCMU_GT_DEFT_AFRV HCMU_GT_CE_ADMIN HCMU_GT_FI HCMW_GT_FIN_DEFT_HD HCMW_GT_
J {24 days
(TESTGT10084761) 1 hour

48 minutes)

& 2 10: Integration 11: System
HCMU_GT_HR_REVIEWER HCMU_GT_HR_UPDATE Broker
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