EPAF Originator Instructions for Creating Default Routing Queue
Use to create Default Routing Queues

Routing Queues must be defined for every EPAF entered into the system. Setting up a pre-defined
Default Routing Queue will save time by automatically populating the Routing Queue fields. From the
Employee category, open the Electronic Personnel Action Form card. Click on EPAF Originator Summary
then click on Default Routing Queue.

STEP 1: Select Approval Category

EPAF Default Routing Queue

Y 4

nes, select the Approval Level, User 1D and action.

@ Select an Approval Category and Go. Once the page

Approval Category

Approval Category A

* From the drop down menu, select an APPROVAL CATEGORY
* Click GO

STEP 2: Enter Approvers

EPAF Default Routing Queue S

Select an Approval Categery and Go. Once the page refreshes, select the Approval Level, User ID and action.

Approval Category

R200 Restricted Student First Hire, R200 v Go

Select an Approver for each
mandatory approval level

Approval Queue

-
Mandatory Levels defaulted from Electronic Approval Category Form (NTRACAT).
Approval Level User Name Required Action Remave
10- (FINMGR) Finandial Manager ~ | | MNotSelected v | | pprove "
75 - (GRANTS) Restricted FOAPALS (Grants) ~ | | smith, Rebecca L (RTHOMPSON31) v .
80 - (STEMPL) Student Financial Aid v | | Henderson, Rhonda (RHENDERSONS) v | [approe On |y REStrICted .
95~ (PAYROL) Payroll Apply ~ || Frederick, Christy (CFREDERICK1) v ||| nppry .

(+) Add Row

p—— Enter WCAIN for University AND Federal
:l Work Study and Grad Assistants.

Enter SIENNINGS for Payroll Apply.

* Enter approver user names for each mandatory approval level.
* Click SAVE CHANGES.

The default routing queues will automatically populate with the Approvers’ individual user names each
time you create an EPAF using that Approval Category. You may create Default Routing Queues for each
Approval Category you regularly use.
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