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Electronic Personnel Action Forms (EPAF) 
Setting up Default Routing Queue 

 

 

1. Select Electronic Personnel Action Forms (EPAF) under My Activities 
If you do not see the EPAF link and completed the electronic approval access form, please 
contact Human Resources. 

             
 

2. The main Electronic Personnel Action Form (EPAF) menu appears.   
Select EPAF Originator Summary.             
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3. Click Default Routing Queue. 
 

 

 
 

4. Select Approval Category. Click Go. 
The approval level will default for each approval category. 
Click down arrow to either enter or select username for each approval level. 
Select required action for each level. 
Click Add Row to add additional approval levels if necessary. 

 

 

 

 
 
Click Save Changes. 

Note: Each approval category will need to be setup. 


