
 

 

Instructions	For	Approving	EPAFs	
Instructions 	to 	Approve 	EPAFs 	
 
The Electronic Personnel Action Form, or EPAF, will take the place of paper Personnel Action Forms.  
Approvers can view all EPAFs awaiting their approval in the EPAF Approver Summary.   
 
Log into myGate and click on the Employee Tab.  Scroll to the Personnel Action Notices channel.   
 
STEP 1: Approver Summary 
 
 

 
 

 Click on Approve an EPAF to view Approver Summary. 
 
 

 
 

 Click on Student’s name to view EPAF details. 
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STEP 2: Verify EPAF Details 

 
 

 Double check Dates, Home Organization, Rate of Pay, and other details. 
 
EPAF FOAPAL 

 
 

 Double check FOAPAL string. 
 
 
EPAF Termination Details 
 

 
 

 Double check termination dates. 
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EPAF Routing Queue Details 
 

 
 
STEP 3: Approve EPAF 

 
 

 Click “Approve” if EPAF is correct.  Click “Return for Correction” if there are errors. 
 
Please note: To act as a Proxy Approver, click Act As A Proxy from the EPAF main menu.  Then choose who 
are will be serving as a proxy for. 


