To access EPAFs, you will need to log into Banneg&e#. Once you have logged in, you will reach the main menu. Click on the employee link.
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Under the Employee tab, you will then click on the EPAF AdministrationAdaless to this link igivenon an individual basis
Only EPAF Originators, Approvers, and Administrators will have access to view/create electronic hiring forms.
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From theEPAF Main Menu, click on EPAF Approver Summary.
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You will see all EPAFs that are waiting for your approval. You can see the new job EPAF for Amy below. To approvedtedartwo options. You can 1)
click in the action box, which will produtey” -
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You will see a complete summary of the EPAF form. Review the information then click on Approve.
If changes need to be madejck on return for correction and it will be sent back to you foruyting.
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To see where a form is in the approval process: From the EPAF main menu, click on EPAF Approver Summary.
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This screen will show all current forms you need to approueare@tly, we have nothing that needs approving. To see forms already approved, click on History.
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Once on thenext screen, scroll down to the bottom and you will see a summary and the approval queue. You will see that the forngitovitapproved by
the intermediate authority. You can now track exactly where the form is.



