EPAF Instructions for Viewing Originator Summary
Use for Viewing Originator Summary

The Electronic Personnel Action Form, or EPAF, will take the place of paper Personnel Action
Forms. Originators can view all EPAFs they have originated along with the EPAFs current status
in the Originator Summary. The Originator Summary contains all EPAFs the Originator has
started and saved, submitted and those returned for correction in the Originator Summary.

Log into myGate and click on the Employee category.
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Click EPAF Forms on the Electronic Personnel Action Forms card.
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STEP 1: Originator Summary

* Click on Originator Summary

Electronic Personnel Action Forms

EPAF Approver Summary

All EPAFS that you need to currently act upon are displayed

the Current tab. The queue status will be Pending, FYI, or
More Information.

EPAF Originator Summary

Displays only those EPAF ransactions tat you have
orignated

New EPAF Actas a Proxy

Allows you to create a new transaction. Available to all self-service EPAF users who have been given
proyy privilege

EPAF Proxy Records

Allows you to specify and authorize one or more usersto
approve EPAFsin your zbsence.

STEP 2: View

* Click on History to view EPAFs that have already been submitted.

Current = EPAFs not yet submitted.
History = EPAFs already submitted.

EPAF Originator Summary

Current History

@ Select the link under Name to access details of the transaction, or select the link under Transaction to update the transaction

Transactions Transaction Status | Al v

New EPAF - Default Routing Queue - Transaction Search - Superuser or Filter Transactions

Transaction Status

L Completed — EPAF submitted, approved, and applied.
STEP 3: The Originator Summary Pending — EPAF submitted; in approval queue

* Click on student name to view EPAF details. Returned for Correction — EPAF submitted; returned
for correction by an approver.

pAF Originator Summary Voided — EPAF has been voided by originator.
Waiting — EPAF saved but not submitted.

Current History

(@ Select the link under Name to access details of the transaction, or select the link under Transaction to update the transaction.

Transactions

action Status | Al v
Name N S Teanssction © Type of Change © Submitted Date o Effective Date o status S Links
.. . J—— - aszs e De
. . /= oy st s - e o
&h‘ SRo162-00 [ 130842 RA400 Restricted Grad Asst Firsc Hire 1012412025 02/0112026 Pending [m]
m; Grooer00 [ ] 132435 410 Grad AsstJob 1012412025 0110172026 Pending [m]
Resuis Toung 2 e .

New EPAE © Defauk Routing Queue * Transaction Search + Superuser or Fiter Transactions
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EPAF Details
New Job Assignment, SA0141-00, 100776 Student Workers

Job Status ¥

Active

Jobs Effective Date i
030012026

Perzonnel Date '
03M01/2026

Employee Class Code ¥

XU, University Students

Job Change Reason »

EDOO1, Student Hire

Regular Rate ‘
10.00

Timesnest COA '
1

Timesheet Orgn »
W00455

R

1

Premium Pay Code ‘
5T

lob Begin Date ¥
10/24/2025
Contract Type ¥
Lecondary

Job Location ¥
MURRAY, Murray

EPAF FOAPAL

New
Effective Date: 03/01/2026

Percent COA Index Fund Crganization ACcount Program

100 1 100001 100776 612001 6020
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EPAF Termination Details

Terminate Student Record, SA0141-00, 100776 Student Workers
Job Statuz ¥

Terrminated

Jobs Effective Date g
0552026

Perzonnel Date '
0552026

Job Change Reason »

EQDDO2, End of Student Job

EPAF Routing Queue

Routing Queue

1042172025 11:04 &AM

Note Queue Status
and Action Date
EPAF Transaction History

Transaction History

Action

Date Usar Name
T 1140512025 Racer One
Submitted Tumsienas Racer One
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