
To access EPAFs, you will need to log into Banner Self-Serve.  Once you have logged in, you will reach the main menu.  Click on the employee link. 
 

 



Under the Employee tab, you will then click on the EPAF Administration Link.  Access to this link is given on an individual basis.   
Only EPAF Originators, Approvers, and Administrators will have access to view/create electronic hiring forms. 

 

 



¸ƻǳ Ƴǳǎǘ Ǝƻ ŀƴŘ ŀǇǇǊƻǾŜ ǘƘŜ ŦƻǊƳ ǎǳōƳƛǘǘŜŘ ǘƻ ȅƻǳ ōȅ ȅƻǳǊ ŀǊŜŀΩǎ ƻǊƛƎƛƴŀǘƻǊκƛƴƛǘƛŀǘƛƴƎ ŀǳǘƘƻǊƛǘȅΦ   
From the EPAF Main Menu, click on EPAF Approver Summary. 

 

 



You will see all EPAFs that are waiting for your approval.  You can see the new job EPAF for Amy below.  To approve the form, there are two options.  You can 1) 
click in the action box, which will produce ŀƴ ·Σ ǘƘŜƴ ŎƭƛŎƪ ǎŀǾŜ ƻǊ нύ ŎƭƛŎƪ ƻƴ !ƳȅΩǎ ƴŀƳŜΣ ǘŀƪƛƴƎ ȅƻǳ ǘƻ ŀ Ƨƻō ǎǳƳƳŀǊȅΦ  CƻǊ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ǿŜΩƭƭ ŎƭƛŎƪ ƻƴ ǘƘŜ ƴŀƳŜΦ 

 

 



You will see a complete summary of the EPAF form.  Review the information then click on Approve.   
If changes need to be made, click on return for correction and it will be sent back to you for updating. 

 

 



To see where a form is in the approval process:  From the EPAF main menu, click on EPAF Approver Summary. 
 

 
 



This screen will show all current forms you need to approve.  Currently, we have nothing that needs approving.  To see forms already approved, click on History. 
 

 



¢Ƙƛǎ ǎŎǊŜŜƴ ǎƘƻǿǎ ŀƭƭ ǘƘŜ ŦƻǊƳǎ ȅƻǳΩǾŜ ŀǇǇǊƻǾŜŘ ƛƴ ǘƘŜ ƭŀǎǘ ол ƳƻƴǘƘǎΦ  [ŜǘΩǎ ǎŜŜ ǿƘŜǊŜ 9Ǌƛƴ [ŀǊǎƻƴΩǎ position is.  Click on her name. 
 

 



Once on the next screen, scroll down to the bottom and you will see a summary and the approval queue.  You will see that the form is waiting to be approved by 
the intermediate authority.  You can now track exactly where the form is. 

 

 


