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Quick Reference Guide to EPAFs
Default Routing Queue
Allows the user to customize the routing queue for every type of EPAF that they create.

1. Select EPAF Originator Summary 2. Then, select: Default Routing Queue

kF | Default Routing Queue | Sparch | Superuser or Filter Transactions

.. to EPAF. Menu

New EP!

EPAF Proxy Records
Act as a Proxy

3. Select the Approval Category (EPAF type) from dropdown list.
4. Click Go.

¥ select an Approval Category and Go. Once the page refreshes, select the Approval Level, User ID and action.

Approval Category: Not Selected

Hire Non-Student Temporary Employee, N15
Approval Queue  Rehire Non-Student Temporary Employee, N15R
Approval Level Hire Non-Student Temp (Salary), N18
Rehire Non-Student Temp (Salary), N18R
Not Selected

Required Action
Hire Part Time Faculty, ESOPTF

Not Selected

Not Selected -
Hire Continuing Education Part Time Employee, ESOCE -
Not Selected Special Payment for Full Time Employee, E45SP Not Selected
Not Selected Student New Hire, S70N Not Selected A
I Student Reappointment, S70R " .
Not Selected Hire Part Time EPA Staff, ESOPTS Not Selected
Save and Add New Rows
EPAF Originator Summary
Return_to EPAF Menuy
5. Choose the users for each Approval Level
RElBRG Qs Action required by
Approval Level User Name A p p rova | Level Required Action
1 - (PAYROL) Payroll Q RMURQUHA Rebecca Mae Urquhart | [FYT
45 - (DEPT) Department Q Approve
60 - (AA) Academic Affairs Q [EmMoLL1 Approve
65 - (FUND) Fund Approval @evorcs Enter username or click Approve
90 - (HR) Human Resources Q [BANWORX Apply
Not Selected v Q magnifying glass to search Not Selected / \ v
Not Selected v —
Not Selected v
v

Not Selected

Save and Add New Rows
| T—— o

Click to

remove

Can add additional approval levels l




