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ePAF Automated Forms 

Automated Forms 
ePAF (electronic personnel action forms) is a module within PeopleSoft that allows for paperless 
employment transactions such as hiring an employee, job or pay changes, and end of 
employment. The ePAF is initiated by a department initiator, and then it is electronically routed 
for appropriate approvals and notifications, and finally entered by HR into the system.  
  

Adding a Person (Initiator) 
Upon completion of this section, you will be able to: 

 Add an employee into a position 
 Add an employee into a job 
 Hire a student employee (non-work study and work study) 

  

Adding an Employee into a Position 
Upon completion of this topic, you will be able to add an employee into a position. 

Procedure 
 
Consider this scenario: 
 
Your goal is to add an employee into a position. 
 
Key Information: 
 
Employee Group: Faculty 
Is this a positioned job?: Yes 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 

 
3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 

links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 
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Step Action 

4. Click the Start a new ePAF link. 
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Step Action 

5. Depending on your campus practice, you can add employees with positions or jobs. 
For this example, you are hiring an employee into position. 
 
Click the Hire an Employee link. 

 
6. If you know the Employee ID of the person you are hiring (or if you are hiring a 

contingent worker or POI); you can enter this information and then search for the 
employee's record.  
 
Another way to search would be to use the Applicant ID and the Job Opening ID 
of the person you are hiring; you can enter this information and then search for the 
employee's record. 

 

 
 

Step Action 

7. For this example, you do not have any ID's to search on. 
 
Click the Add New Employee button. 
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Step Action 

8. If you wanted to clone a previous eForm and use it as a template for multiple hires 
of the same type, you would enter the Clone eForm ID here (or you could search 
for the Clone eForm ID if you did not know it).  
 
Note: For this example, we will not use the Clone eForm ID. 

 

 
 

Step Action 

9. Enter the desired information into the First Name field.  
 
For this example, enter "Jane". 

10. Enter the desired information into the Middle field. 
 
For this example, enter "B.". 

11. Enter the desired information into the Last Name field. 
 
For this example, enter "Doe". 

12. Click the Next button. 
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Step Action 

13. Click the Effective Date calendar button. 

 
14. Choose the Effective Date.  

 
For this example, click the August 6 link. 

 
15. Click the Employee Group list. 
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Step Action 

16. Click the Faculty list item. 

17. Note: Refer to your campus business practices on when to use the End Date. 
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Step Action 

18. Click the Is this a Positioned Job? list. 
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Step Action 

19. Click the Yes list item. 

 
 

 
 

Step Action 

20. Click the Position Number look up button. 
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Step Action 

21. For this example, click the 00000002 link. 
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Step Action 

22. Click the Academic or Calendar? list. 
 
Note: Not all campuses will see this field. 

 

 
 

Step Action 

23. For this example, click the Academic list item. 
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Step Action 

24. Click the Next button. 
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Step Action 

25. You have tried to hire someone into a position that is occupied. To continue, you 
may override this message. 
 
Click the OK button. 

 

 
 

Step Action 

26. Click the Is this a replacement for an incumbent? option. 

27. Note: Refer to your campus business practices on when to use the Override 
Position Fields. 

28. Click the Next button. 
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Step Action 

29. The Faculty Data section will be completed by campus, where applicable. 
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Step Action 

30. Click the Next button. 

 
 

 
 

Step Action 

31. Enter the desired information into the Bi-Weekly Rate field. 
 
For this example, enter "500". 

32. Note: Notice that the Begin Date defaults to the hire date. You may change this date 
if needed. 
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Step Action 

33. Click the GL Combination Code look up button. 

 
34. For this example, click the A103738 link. 

 
Note: You can also use the GL Combination Code search field, and enter the first 
letter of your campus to expedite the search.  
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Step Action 

35. Note: The Worcester campus will leave the Earnings Code blank. However, other 
campuses may choose to enter information in this field if needed. 

36. Click the Earnings Code look up button. 

 
37. For this example, click the A10 link. 

 
Note: You may also select the Description link. 
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Step Action 

38. Click the Distribution Type list. 
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Step Action 

39. For this example, click the Percent list item. 

 
 

 
 

Step Action 

40. The Percent field amount cannot exceed 100%, but you may have multiple rows 
that add up to 100%. 
 
For this example, enter "100". 

41. Click the horizontal Scrollbar. 
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Step Action 

42. The Commitment Amount is a calculated amount, which will be different by 
campus.  
 
Note: Amherst will manually enter their amount, however all other campuses will 
use an auto calculation. 

43. Note: The campus will choose the Fund End Date, if applicable. 

44. Click the Fund End Date calendar look up button. 

 
45. For this example, click the August 31 link. 

 
46. Note: To add additional rows, use the plus sign. To delete rows, use the minus sign. 

47. The Add Date Range field is not required, but it can be notated if applicable. 

48. Click the Next button. 

 
49. The Time and Labor Data page allows human resources to establish a person into 

the appropriate groups necessary for reporting time.  
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Step Action 

50. Click the Benefit Status list. 
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Step Action 

51. Click the Benefit list item. 

 

 
 

Step Action 

52. Click the Empl Class look up button. 

 
53. For this example, click the 0 link. 
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Step Action 

54. The use of Schedule different from standard?, is by campus choice.  
 
For this example, click the Schedule different from standard? option. 

55. Note: If you decide to use the Schedule different from standard, then you would 
enter your Schedule Description here. 

56. Click the Next button. 
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Step Action 

57. Whether you are attaching documentation or not, you must always acknowledge 
Form Messages and confirm that you have completed attaching any documentation. 
 
Click the Attach hire documentation option. 

 
58. Click the Submit button. 
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Step Action 

59. Confirm that you are ready to submit this form, and click the Yes button. 
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Step Action 

60. The Form Status indicates that you have submitted this form. 
 
Note: The Process Visualizer shows a workflow that is completely customized by 
campus. 

61. Congratulations! You have added an employee into a position. 
End of Procedure.

Adding an Employee into a Job 
Upon completion of this topic, you will be able to add an employee into a job.  

Procedure 
 
Consider this scenario: 
 
Your goal is to add an employee into a job. 
 
Key Information: 
 
Employee Group: Classified 
Is this a Positioned Job?: No 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 

 
 

 
 

Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the Start a new ePAF link. 
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Step Action 

5. Depending on your campus practice, you can add employees with positions or jobs. 
For this example, you are hiring an employee into job. 
 
Click the Hire an Employee link. 

 
6. If you know the Employee ID of the person you are hiring (or if you are hiring a 

contigent worker or POI); you can enter this information and then search for the 
employee's record.  
 
Another way to search would be to use the Applicant ID and the Job Opening ID 
of the person you are hiring; you can enter this information and then search for the 
employee's record. 

 



 

Training Guide

 

 Page 31

 
 

Step Action 

7. For this example, you do not have any ID's to search on. 
 
Click the Add New Employee button. 
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Step Action 

8. If you wanted to clone a previous eform and use it as a template for multiple hires of 
the same type, you would enter the Clone eForm ID here (or you could search for 
the Clone eForm ID if you did not know it).  
 
Note: For this example, we will not use the Clone eForm ID. 

9. Enter the desired information into the First Name field.  
 
Enter "Jane". 

10. Enter the desired information into the Middle field.  
 
Enter "B.". 

11. Enter the desired information into the Last Name field.  
 
Enter "Doe". 

12. Click the Next button. 
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Step Action 

13. Click the Effective Date calendar button. 

 
14. For this example, click the August 10 link. 

 
15. Click the Employee Group list. 

 



Training Guide 
 

 

 Page 34 

 
 

Step Action 

16. For this example, click the Classified (W20) AFSMCE list item. 

17. Click the Is this a Positioned Job? list. 

 
18. Click the No list item. 

 
19. Enter the desired information into the Supervisor ID field. 

 
For this example, enter "88888". 
 
Note: You can also use the Supervisor ID look up button to search for this value. 

20. Click the Department look up button. 
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Step Action 

21. For this example, click the W100000 link. 
 
Note: You can also click on the Description link next to the Department link. 

 
22. Click the Job Code look up button. 
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Step Action 

23. For this example, click the ME0085 link. 
 
Note: You can also click the Description link next to the Job Code link. 

 
24. Click the Full/Part Time list. 

 
25. For this example, click the Full-Time list item. 

 
26. Click the Regular/Temporary list. 

 
27. For this example, click the Regular list item. 
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Step Action 

28. The Mail Drop ID is not a required field, however you may enter it if you know it. 

29. Click the vertical Scrollbar to scroll down the page. 
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Step Action 

30. Click the Next button. 

 
 

 
 

Step Action 

31. The Employee Type will default. You may change this field if needed. 
 
Click the Employee Type list. 

32. For this example, click the Exception Hourly list item. 

33. Enter the desired information into the Bi-Weekly Rate field.  
 
For this example, enter "500". 

34. Note: Notice that the Begin Date defaults to the hire date. You may change this date 
if needed. 

35. Click the GL Combination Code look up button. 
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Step Action 

36. You can enter the first letter of your campus to expedite the search within this field. 
Enter the desired information into the GL Combination Code field.  
 
For this example, enter "W". 

37. Click the Look Up button. 

 
38. For this example, click the W100025 link. 

 
Note: You may also click on the Description link or the Short Description link. 
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Step Action 

39. Click the horizontal Scrollbar. 
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Step Action 

40. Note: The Worcester campus will leave the Earnings Code field blank. However, 
other campuses may choose to enter information in this field if needed. 

41. Click the Distribution Type list. 

 
42. For this example, click the Percent list item. 

 
43. The Percent field amount cannot exceed 100%, but you have multiple rows that add 

up to 100%. 
 
For this example, enter "100". 
 
 

44. The Commitment Amount is a calculated amount, which will be different by 
campus.  
 
Note: Amherst will manually enter their amount, however all other campuses will 
use an auto calculation. 

 

 
 

Step Action 

45. Note: The campus will choose the Fund End Date, if applicable. 
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Step Action 

46. Click the Fund End Date calendar look up button. 

 
47. For this example, click the August 17 link. 

 
48. Note: To add additional rows, use the plus sign. To delete rows, use the minus sign. 

49. The Add Date Range field is not required, but it can be notated if applicable. 

50. Click the Next button. 

 
 

 
 

Step Action 

51. If the employee will have additional pay, you will enter the information here. 
 
For this exmple, click the Has Additional Pay option. 
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Step Action 

52. Click the Earnings Code look up button. 
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Step Action 

53. Enter the desired information into the Earnings Code field.  
 
Enter "W". 

54. Click the Look Up button. 

 
 

 
 

Step Action 

55. For this example, click the WEP link. 
 
Note: You may also click on the Description link, next to the Earnings Code link. 
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Step Action 

56. Enter the desired information into the Account Code field.  
 
Enter "W100025". 
 
Note: You can also use the Account Code look up button to search within this field. 

57. Notice that the Effective Date will default to the Hire Date.  

58. Click the End Date Calendar look up button. 
 
Note: This is usually the pay period end date. 

 
59. For this example, click the August 17 link. 

 
60. Enter the desired information into the Hourly Rate field. 

 
Enter "500". 

61. Click the Next button. 

 
62. The Time and Labor Data page allows human resources to establish a person into 

the appropriate groups necessary for reporting time.  
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Step Action 

63. The use of Schedule different from standard?, is by campus choice.  
 
For this example, click the Schedule different from standard? option. 

64. Note: If you decide to use the Schedule different from standard, then you could 
also enter your Schedule Description here. 

65. Click the vertical Scrollbar.  
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Step Action 

66. Click the Next button. 
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Step Action 

67. Whether you are attaching documentation or not, you must always acknowledge 
Form Messages and confirm that you have completed attaching any documentation. 
 
Click the Attach hire documentation option. 

 
68. Click the vertical Scrollbar. 

69. Note: You may enter comments in the Your Comment field if you choose to do so. 

70. Click the Submit button. 

 
 

 
 

Step Action 

71. Verify that you are ready to submit this form and click Yes. 
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Step Action 

72. The Form Status indicates that you have submitted this form. 
 
Note: The Process Visualizer shows a workflow that is completely customized by 
campus. 

73. Congratulations! You have added an employee into a job. 
End of Procedure.

Hiring Student Employees 
Upon completion of this topic, you will be able to hire a Student for either work study or non-
work study. 

Procedure 
 
Consider this scenario: 
 
Your goal is to hire a student. 
 
Key Information: 
 
Employee Group: Student 
Is this a Positioned Job?: No 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the Start a new ePAF link. 

 
 

 
 

Step Action 

5. Depending on your campus practice, you can add employees with positions or jobs. 
For this example, you are hiring an employee into position. 
 
Click the Hire an Employee link. 
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Step Action 

6. If you know the Employee ID of the person you are hiring (or if you are hiring a 
contingent worker or POI); you can enter this information and then search for the 
employee's record.  
 
Another way to search would be to use the Applicant ID and the Job Opening ID 
of the person you are hiring; you can enter this information and then search for the 
employee's record. 

7. For this example, you do not have any ID's to search on. 
 
Click the Add New Employee button. 

 



Training Guide 
 

 

 Page 54 

 
 

Step Action 

8. Enter the desired information into the First Name field. 
 
 Enter "Jane". 

9. Enter the desired information into the Middle field.  
 
Enter "B.". 

10. Enter the desired information into the Last Name field.  
 
Enter "Doe". 

11. Click the Next button. 
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Step Action 

12. Click the Effective Date calendar look up button. 

 
13. For this example, click the August 17 link. 

 
14. Click the Employee Group list. 

15. Click the Student list item. 

16. Note: Refer to your campus business practices on when to use the End Date. 

17. You are hiring for a work study job.  
 
For this example, click the Workstudy? option. 
 
Note: The Workstudy option is specific only to Boston. If you are hiring a student 
for a non-work study job, then you would leave this option unchecked. 
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Step Action 

18. Click the vertical Scrollbar. 

 

 
 



 

Training Guide

 

 Page 57

Step Action 

19. Click the Is this a Positioned Job? list. 

 
20. Click the No list item. 

 
21. Enter the desired information into the Supervisor ID field. 

 
For this example, enter "888888". 
 
Note: You may also use the Supervisor ID look up button. 

22. Click the Department look up button. 

 
 

 
 

Step Action 

23. For this example, click the B000100 link. 
 
Note: You may also click the Description link. 

 
24. Click the Job Code look up button. 
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Step Action 

25. For this example, click the ST9999 link. 
 
Note: You may also click the Description link. 

 
26. Click the Full/Part Time list. 

 
27. Click the Part-Time list item. 

 
28. Click the Regular/Temporary list. 

 
29. For this example, click the Temporary list item. 

 
30. Click the vertical Scrollbar. 

31. Click the Next button. 
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Step Action 

32. The Employee Type defaults. 
 
Click the Employee Type list. 

33. For this example, click the Hourly list item. 

34. Enter the desired information into the Hourly Rate field.  
 
For this example, enter "15". 

35. Note: Notice that the Begin Date defaults to the hire date. You may change this date 
if needed. 

36. Click the GL Combination Code look up button. 
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Step Action 

37. You can enter the first letter of your campus to expedite the search within this field. 
Enter the desired information into the GL Combination Code field.  
 
For this example, enter "B". 

38. Click the Look Up button. 

 
39. For work-study funding, these are some common choices: 

B100000 (blank erncd)  
100% seq 1 
 B100000 (erncd = SYW)  
500 seq 2 
  B200000 (erncd = SYW)   
1500 seq 2 
Note:  Some campuses also use seq 3. In the case above, it would be B100000 
(erncd = SYW) 100% seq 3. 
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Step Action 

40. For this example, click the B100012 link. 
 
Note: You may also use the Description or Short Description links to select this 
choice. 
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Step Action 

41. Click the vertical Scrollbar. 

42. Click the horizontal Scrollbar. 
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Step Action 

43. Note: The Worcester campus will leave the Earnings Code blank. However, other 
campuses may choose to enter information in this field if needed. 

44. Click the Distribution Type list. 

 
45. The campus will choose which Distribution Type they desire. 

 
For this example, click the Amount list item. 

 
46. Enter the desired information into the Dollar Amount field. 

 
For this example, enter "500". 

47. Note: The campus will use the Allow Overspend if applicable. 

48. For this example, click the Allow Overspend? option. 

 
49. Click the horizontal Scrollbar. 

 

 
 

Step Action 

50. Note: The campus will choose the Fund End Date, if applicable. 

51. Note: To add additional rows, use the plus sign. To delete rows, use the minus sign. 
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Step Action 

52. Click the Next button. 

 
 

 
 

Step Action 

53. The Time and Labor Data page allows human resources to establish a person into 
the appropriate groups necessary for reporting time.  

54. Click the Workgroup look up button. 
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Step Action 

55. For this example, click the B_STUDWS link. 
 
Note: You may also use the Description link. 
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Step Action 

56. The use of Schedule different from standard?, is by campus choice.  
 
For this example, click the Schedule different from standard? option. 
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Step Action 

57. Note: If you decide to use the Schedule different from standard, then you could 
also enter your Schedule Description here. 

58. Click the Next button. 
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Step Action 

59. Whether you are attaching documentation or not, you must always acknowledge 
Form Messages and confirm that you have completed attaching any documentation. 
 
Click the Attach hire documentation option. 

 
60. Click the Submit button. 

 
61. Verify that you are ready to submit this form and click Yes. 

62. The Form Status indicates that you have submitted this form. 
 
Note: The Process Visualizer shows a workflow that is completely customized by 
campus. 

63. Congratulations! You have hired a student employee. 
End of Procedure. 

Processing Employee Job Change 
Upon completion of this section, you will be able to: 

 Enter a rehire 
 Enter a department transfer 
 Enter a funding swap 
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Entering a Rehire 
Upon completion of this topic, you will be able to enter a rehire. 

Procedure 
 
Consider this Scenario: 
 
Your goal is to enter a rehire. 
 
 
Key Information: 
 
Name: Jane Doe 

 
 

Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the Start a new ePAF link. 

 
 

 
 

Step Action 

5. Before you can begin a rehire, you will need to refer to your campus business 
practices. Some campuses use the Job Change form and others use the Hire form. 
 
For this example, you have access to the person you are trying to rehire and your 
campus uses the Job Change form for rehires.   
 
Note: If your campus uses the Hire form for rehires, please refer to the online 
training topics: Adding a Person into a Job, and Adding a Person into a Position. 

6. Click the Edit Existing Job link. 
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Step Action 

7. Enter the desired information into the Last Name field.  
 
Enter "d". 
 
Note: You may also search by using the Empl ID. 

8. Click the Search button. 
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Step Action 

9. Click the Jane Doe link. 
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Step Action 

10. The Change Job Data form is used to edit the information of an existing employee. 

11. Click the Effective Date look up button. 

 
12. For this example, click the August 28 link. 

 
13. Note: Refer to your campus business practice for when to use End Date. 

14. Click the vertical Scrollbar. 

 

 
 

Step Action 

15. For this example, except for the Effective Date, you are accepting the previous Job 
Data with no changes for the rehire. 
 
Click the Next  button. 
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Step Action 

16. Click the vertical Scrollbar. 
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Step Action 

17. For this example, you are accepting the previous Compensation Data for rehire. 
 
Click the Next button. 

 
 

 
 

Step Action 

18. Click the vertical Scrollbar. 
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Step Action 

19. For this example, you are accepting the previous Time and Labor Data for rehire. 
 
Click the Next button. 
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Step Action 

20. Notice that the Action & Action Reasons section is notated as Rehire. 

21. Click the Submit button. 
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Step Action 

22. Confirm that you are ready to submit this form and click the Yes button. 
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Step Action 

23. The Form Status indicates that you have submitted this form. 

24. Congratulations! You have entered a rehire. 
End of Procedure. 

Entering a Department Transfer 
Upon completion of this topic, you will be able to enter a department transfer. 

Procedure 
 
Consider this scenario: 
 
Your goal is to enter a department transfer. 
 
Key Information: 
 
Last Name: Doe 

 
 

Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the Start a new ePAF link. 

 
 

 
 

Step Action 

5. Before you can enter a Department Transfer, you will need to refer to your 
campus business practices. Some campuses use the Job Change form (if they have 
access to this person) and others use the Hire form (if they don't have access to this 
person). 
 
For this example, you have access to this person and will be using the Job Change 
form.  
 
Click the Edit Existing Job link. 
 
Note: If your campus uses the Hire form for department transfers, please refer to the 
online training topics: Adding a Person into a Job, and Adding a Person into a 
Position. 

 
 

  

  

  



 

Training Guide

 

 Page 83

 
 

Step Action 

6. Enter the desired information into the Last Name field. 
 
Enter "D". 
 
Note: You may also search on the Empl ID field. 

7. Click the Search button. 
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Step Action 

8. Click the Jane Doe link. 
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Step Action 

9. The Change Job Data form is used to edit the job of a current employee. 

10. Click the Effective Date look up button. 

 
11. For this example, click the August 30 link. 

 
12. Click the Department look up button. 

 
 

 
 

Step Action 

13. For this example, click the B000500 link. 
 
Note: You may also click the Description link. 

 
14. Click the vertical Scrollbar. 
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Step Action 

15. Click the Next button. 
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Step Action 

16. Enter the desired information into the Bi-Weekly Rate field, if applicable. 
 
For this example, enter "1800.00". 
 
Note: You may also need to enter a new Job Code, if applicable. 

 

 
 

Step Action 

17. Enter the desired information into the GL Combination Code field.  
 
Enter "B". 

18. Click the GL Combination Code  look up button. 
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Step Action 

19. For this example, click the B100021 link. 

 
20. Click the horizontal Scrollbar. 

21. Note: For Distribution Type, refer to your campus business processes for direction 
on whether to use Percent or Amount. 

 



 

Training Guide

 

 Page 89

 
 

Step Action 

22. Enter the desired information into the Percent field.  
 
For this example, enter "100". 

23. Click in the Fund End Date field. 
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Step Action 

24. Notice that the Commitment Amount has updated. 
 
Note: The Fund End Date is used by the campus where applicable. 

25. Click the Next button. 

 
 



 

Training Guide

 

 Page 91

 
 

Step Action 

26. Click the vertical Scrollbar. 

27. Click the Next button. 
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Step Action 

28. Notice that the Actions & Action Reasons section has updated. 

29. Enter the desired information into the Your Comment field.  
 
For this example, enter "Dept transfer". 

30. Click the Submit button. 
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Step Action 

31. Confirm that you are ready to submit this form. 
 
Click the Yes button. 
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Step Action 

32. The Form Status indicates that you have submitted this form. 

33. Congratulations! You have entered a department transfer. 
End of Procedure. 

Entering a Funding Swap 
Upon completion of this topic, you will be able to enter a funding swap. 

Procedure 
 
Consider this Scenario: 
 
Your goal is to enter a funding swap. 
 
 
Key Information: 
 
Name: Jane Doe 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the Start a new ePAF link. 

 
 

 
 

Step Action 

5. Click the Edit Existing Job link. 
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Step Action 

6. Enter the desired information into the Last Name field.  
 
For this example, enter "Doe". 
 
Note: You may also search by using the Empl ID. 

7. Click the Search button. 
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Step Action 

8. Click the Jane Doe link. 
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Step Action 

9. The Change Job Data form is used to edit the information of an existing employee. 
 
For this example, you are going to enter a funding swap for Jane Doe. 

10. Click the Effective Date button. 

 
11. For this example, click the August 31 link. 

 
12. Click the vertical Scrollbar. 

 

 
 

Step Action 

13. Click the GL Combination Code look up button. 
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Step Action 

14. You can use the GL Combination Code search field, and enter the first letter of 
your campus to expedite the search.  
 
Enter the desired information into the GL Combination Code field.  
 
For this example, enter "L". 

15. Click the Look Up button. 
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Step Action 

16. For this example, click the L100001 link. 
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Step Action 

17. Click the Next button. 

 
 

 
 

Step Action 

18. Click the vertical Scrollbar. 
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Step Action 

19. Click the Next button. 
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Step Action 

20. Notice that the Actions & Action Reasons section has been updated. 

21. Click the Submit button. 

 
 

 
 

Step Action 

22. Confirm that you are ready to submit this form. 
 
Click the Yes button. 
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Step Action 

23. The Form Status indicates that you have submitted this form. 

24. Congratulations! You have entered a funding swap. 
End of Procedure. 

Updating Employee Status (Initiator) 
Upon completion of this section, you will be able to:  

 Enter a leave of absence 
 Enter terminations and retirements 
 Enter a return from leave  

Entering Terminations, Retirements, Leave of Absence, and Return from 
Leave 
Upon completion of this topic, you will be able to enter a termination, retirement, leave of 
absence or a return from leave.  

Procedure 
 
Consider this scenario: 
 
Your goal is to enter a termination, retirement, leave of absence, or return from leave. 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 

 
3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 

links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the Start a new ePAF link. 
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Step Action 

5. To submit a termination, retirement, leave of absence, or return from leave, click 
the Change Employment Status link. 
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Step Action 

6. You can search by different criteria.  
 
For this example, we will search by Last Name. 
 
For this example, enter "S". 

7. Click the Search button. 

8. Click the Jane Smith link. 
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Step Action 

9. The Change Employment Status form is used for terminations, retirements, leave 
of absence, or return from leave. 

10. Click the Effective Date look up  button. 

 
11. For this example, click the August 20 link. 

 
12. Click the Action list. 

13. The Action choices are Leave of Absence, Retirement, Return from Leave, and 
Termination. 
 
Note: Your campus procedures will dictate the Action choices available for your 
selection. 

14. For this example, click the Termination list item. 
 
Note: Your choice of Action will determine the choices you will see for Reason. 

15. Click the Reason look up button. 

 
 



Training Guide 
 

 

 Page 112 

 
 

Step Action 

16. For this example, click the Contract Completion link. 
 
Note: Your choices for Reason are determined by your previous Action selection. 

 
17. Note: Once the action of Termination is selected, the system will calculate the Last 

Date Worked based on the Effective Date of the transaction. 

18.  Click the vertical Scrollbar. 
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Step Action 

19. It is important to notate actions with applicable comments.  
 
Enter the desired information into the Your Comment field. 
 
For this example, enter "End of Contract.". 

20. Click the Submit button. 
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Step Action 

21. Confirm that you are ready to submit this form and click the Yes button. 
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Step Action 

22. The Form Status indicates that you have submitted this form. 
 
Note: Refer to your campus business practices for any additional tasks that may be 
required for completion, outside of ePAF. 

23. Congratulations! You have successfully submitted a termination. 
End of Procedure.

Managing ePAF Workflow (Initiators, Approvers, & HR Office) 
Upon completion of this section, you will be able to:  

 Open your worklist 
 Approve an ePAF form 
 Reprocess an ePAF form 
 Close an ePAF form 
 Add attachments to an ePAF form 
 Add comments to an EPAF form 
 Create and clone an eform 

  

Opening your Worklist 
Upon completion of this topic, you will be able to open your worklist. 

Procedure 
 
Consider this Scenario: 
 
Your goal is to open your ePAF worklist. 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 

 
3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 

links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 
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Step Action 

4. Click the My Worklist link. 
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Step Action 

5. This is your Worklist page. You currently have one item in your Worklist. 

6. If you want to open and view this item, click the HIRE:Jane Doe link. 

 
 

 
 

Step Action 

7. You are now viewing the hire ePAF form for Jane Doe. 

8. If you want to return to your worklist, click the Worklist link. 
 
Note: You may also use the side bar menu to navigate back to your Worklist. 
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Step Action 

9. You are now back to your Worklist page. 
 
Note: For the most current view, you will use the Refresh button to update your 
Worklist view. 

10. Congratulations! You have opened your Worklist. 
End of Procedure. 

Approving an ePAF Form 
Upon completion of this topic, you will be able to approve ePAF Forms. 

Procedure 
 
Consider this Scenario: 
 
Your goal is to approve an ePAF Form. 
 
Key Information: 
 
Link: HIRE:Jane Doe 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 

 



Training Guide 
 

 

 Page 122 

 
 

Step Action 

2. Click the ePAF Home Page link. 

 
3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 

links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 
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Step Action 

4. Click the My Worklist link. 
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Step Action 

5. You have one item in your worklist. You want to review and approve Jane Doe's 
hire form. 
 
Click the HIRE:Jane Doe link. 

 
6. The Evaluate Hire page contains personal info, applicant data, job data, and 

compensation data. 

 

 
 

Step Action 

7. Click the Vertical Scrollbar. 

8. Click the Next  button. 
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Step Action 

9. Click the Next  button. 
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Step Action 

10. Review the Evaluate Hire data. As an approver, you cannot make any changes to 
the data, but you can add comments and attachments.  
 
If it is correct, click the Approve button. 
 
Note: To send the form back to the originator for correction or clarification, enter a 
Comment and choose Reprocess Change. 

 
11. Confirm that you want to approve this form. 

 
Click the Yes button. 

12. Your Form Status indicates that you have approved this form.  

 

 
 

Step Action 

13. You want to return to your Worklist page. 
 
Click the Go To Worklist link. 
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Step Action 

14. You are back at your Worklist page. You currently have no items in your Worklist. 
 
Note: You can use the Refresh button at the bottom left of the page, to make sure 
you are viewing the most current information. 

15. Congratulations! You have approved an ePAF Form. 
End of Procedure.

Reprocessing an ePAF 
Upon completion of this topic, you will be able to reprocess an ePAF form and send it back to the 
initiator for changes. 

Procedure 
 
Consider this Scenario: 
 
Your goal is to reprocess an ePAF Form.  
 
Key Information: 
 
Link: HIRE:Jane Doe 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 

 
 

 
 

Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the My Worklist link. 
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Step Action 

5. You have one item in your worklist. You want to review and reprocess Jane Doe's 
hire form. 
 
Click the HIRE:Jane Doe link. 

 
6. The Evaluate Hire pages contain personal, job data, and compensation data. 
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Step Action 

7. Click the Next button. 
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Step Action 

8. Click the Next button. 

 
 

 
 

Step Action 

9. You realize that this hire form should have a resume attached. You decide to 
reprocess this form and send it back to the initiator for changes. Always be sure to 
give the initiator guidance on what changes you are looking for, by entering 
instructions into the Your Comments field. 
 
For this example, enter "Please attach her resume.". 

10. Click the Reprocess Chg button. 
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Step Action 

11. Confirm that you have given acceptable directions for the changes you desire, then 
click the Yes button. 
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Step Action 

12. The Form Status indicates that you have recycled/reprocessed this form and sent it 
back to the initiator for changes. 

13. Congratulations! You have reprocessed an ePAF Form. 
End of Procedure. 

Closing an ePAF 
Upon completion of this topic, you will be able to close an ePAF form. 

Procedure 
 
Consider this Scenario: 
 
Your goal is to close an ePAF Form.  
 
Key Information: 
 
Name: Jane Doe 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. You want to close (withdraw) an ePAF form that has already been submitted. 
 
Click the Resubmit, Change, or Withdraw an ePAF link. 

 

 
 

Step Action 

5. You want to find an existing eForm by searching on the Last Name.  
 
Enter the desired information into the Last Name field.  
 
For this example, enter "Doe". 

6. Click the Search button. 
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Step Action 

7. The Update Hire page will allow you to update the form and close it.  
 
Note: Only forms that have not had final approval or been processed into the system 
will be available for update. 

8. Click the Next button. 
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Step Action 

9. Verify that this is the person you were searching for by viewing their Personal 
Information. 
 
Click the vertical Scrollbar button. 
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Step Action 

10. Click the Next button. 
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Step Action 

11. Click the Next button. 

 
 

 
 

Step Action 

12. Click the Next button. 
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Step Action 

13. It is important to document why you are closing this ePAF. You will enter your 
reason in the Your Comment field. 
 
For this example, enter "Applicant has withdrawn her application.". 

14. Click the Withdraw button. 
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Step Action 

15. If you are sure that you want to end processing and withdraw this form permanently, 
click the Yes button. 
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Step Action 

16. The Form Status indicates that you have withdrawn this form.  

17. Congratulations! You have closed an ePAF form. 
End of Procedure. 

Adding Attachments to an ePAF Form 
Upon completion of this topic, you will be able to add attachments to an ePAF form. 

Procedure 
 
Consider this scenario: 
 
Your goal is to add an attachment to an ePAF form. 
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Step Action 

1. Begin by navigating to your ePAF Home Page. 
 
Click the Department Self Service link. 

2. Click the ePAF Home Page link. 

 
3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 

links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 
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Step Action 

4. Click the My Worklist link. 

 

 
 



 

Training Guide

 

 Page 147

Step Action 

5. You want to add an attachment to this eForm. 
 
Click the HIRE:Jane Doe link. 

 
6. The Update Hire page will allow you to update the form and add an attachment.  

 
Note: Only forms that have not had final approval or been processed into the system 
will be available for update. 

 

 
 

Step Action 

7. Click the Next button. 
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Step Action 

8. Click the vertical Scrollbar. 

9. Click the Next button. 
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Step Action 

10. Click the Next button. 
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Step Action 

11. Click the Next button. 

 
 

 
 

Step Action 

12. Click the vertical Scrollbar. 

13. This is the File Attachments section. 
 
Click the Upload button. 
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Step Action 

14. To search for the desired file to upload, click the Browse button. 
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Step Action 

15. Select the document you wish to attach and upload.  
 
Click the 8_03_11 file. 

 

 
 

Step Action 

16. Click the Upload button. 
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Step Action 

17. Click the Description list box. 

18. For this example, click the Other list item. 
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Step Action 

19. To resubmit this eForm with the new attachment, click the Resubmit button. 

 
20. If you are ready to resubmit this form with your changes, click the Yes button. 

21. The Form Status indicates that you have resubmitted this form. 

22. Congratulations! You have added an attachment to an ePAF form. 
End of Procedure. 

Adding Comments to an ePAF Form 
Upon completion of this topic, you will be able to add comments to an ePAF form. 

Procedure 
 
Consider this scenario: 
 
Your goal is to add comments to an ePAF form. 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 

2. Click the ePAF Home Page link. 
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Step Action 

3. Click the Resubmit, Change, or Withdraw an ePAF link. 
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Step Action 

4. Enter the desired information into the Last Name field.  
 
Enter "Doe". 

5. Click the Search button. 

 
6. The Update Hire page will allow you to update the form and add additional 

comments.  
 
Note: Only forms that have not had final approval or been processed into the system 
will be available for update. 

 

 
 

Step Action 

7. Click the Next button. 
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Step Action 

8. Verify that this is the person you were searching for by viewing their Personal 
Information. 
 
Click the vertical Scrollbar button. 

9. Click the Next button. 
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Step Action 

10. Click the Next button. 
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Step Action 

11. Click the Next button. 

 
 

 
 

Step Action 

12. This is the Comments Section.  
 
Enter the desired information into the Your Comment field.  
 
For this example, enter "Jane Doe has an internal referral.". 

13. Click the Resubmit button. 

 
 



 

Training Guide

 

 Page 161

 
 

Step Action 

14. Confirm that you are ready to resubmit this form.  
 
Click the Yes button. 

 
15. The Form Status indicates that you have Resubmitted this form. 

16. Congratulations! You have added comments to an ePAF. 
End of Procedure.

Creating and Cloning an eForm 
Upon completion of this topic, you will be able to create and clone an eForm. 

Procedure 
 
Consider this Scenario: 
 
Your goal is to create and clone an eForm. 
 
 
Key Information: 
 
eForm ID: 12683 
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Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 

 
 



 

Training Guide

 

 Page 163

 
 

Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the Start a new ePAF link. 

 
 

 
 

Step Action 

5. Click the Hire an Employee link. 
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Step Action 

6. You will use the Hire an Employee form to create an eForm for cloning. 

7. Click the Add New Employee button. 
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Step Action 

8. Enter the desired information into the First Name field.  
 
For this example, enter "Clone". 

9. Enter the desired information into the Last Name field.  
 
For this example, enter "eForm". 

10. Click the Next button. 
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Step Action 

11. Click the Effective Date look up button. 

 
12. For this example, click the September 6 link. 

 
13. Click the Employee Group list. 
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Step Action 

14. For this example, click the Clerical/Technical list item. 

15. Click the Is this a Positioned Job? list. 
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Step Action 

16. For this example, click the No list item. 
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Step Action 

17. Enter the desired information into the Supervisor ID field. 
 
For this example, enter "88888". 
 
Note: You can also use the Supervisor ID look up button to search for this value. 

18. Click the Department look up button. 

 
 

 
 

Step Action 

19. For this example, click the Office of Chancellor link. 

 
20. Click the Job Code look up button. 
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Step Action 

21. For this example, click the C07X04 link. 

 
22. Click the Full/Part Time list. 
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Step Action 

23. For this example, click the Part-Time list item. 
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Step Action 

24. Click the Regular/Temporary list. 

 
 

 
 

Step Action 

25. For this example, click the Temporary list item. 

 
26. Click the vertical Scrollbar. 
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Step Action 

27. Click the Next button. 
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Step Action 

28. Note: Notice that your new eForm ID is 12683. You will need to know this eForm 
ID when you search for the eForm to clone. 

29. Click the Save for Later button. 

 
 

 
 

Step Action 

30. You will now go back and use this eForm as your clone. 
 
Click the ePAF Home Page link. 
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Step Action 

31. Click the Start a new ePAF link. 
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Step Action 

32. Click the Hire an Employee link. 

 
 

 
 

Step Action 

33. Click the Add New Employee button. 
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Step Action 

34. You want to search for the eForm you just created. 
 
Click the Clone eForm ID look up button.  

 
 



 

Training Guide

 

 Page 179

 
 

Step Action 

35. For this example, click the eForm ID 12683 link. 
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Step Action 

36. Enter the desired information into the First Name field.  
 
For this example, enter "Jane". 
 
Note: This will be the information for the new employee you are hiring. 

37. Enter the desired information into the Last Name field.  
 
For this example, enter "Doe". 

38. Click the Next button. 

 
 

 
 

Step Action 

39. Notice your Job Data is populated from your cloned eform ID that you previously 
selected. 
 
Note: You may continue to complete this eForm for Jane Doe. 

40. Note: If you had previously entered a bi-weekly rate on the original eForm, when 
you clone this eForm the bi-weekly rate will be zeroed out and will need to be re-
entered for subsequent eForms. 

41. Congratulations! You have created and cloned an eForm. 
End of Procedure. 
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Managing HR Specific Workflow 
Upon completion of this section, you will be able to submit an HR approval. 

Submitting an HR Approval 
Upon completion of this topic, you will be able to submit an HR approval.  

Procedure 
 
Consider this scenario: 
 
Your goal is to submit an HR approval. 

 
 

Step Action 

1. Begin by navigating to the ePAF Home Page. 
 
Click the Department Self Service link. 
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Step Action 

2. Click the ePAF Home Page link. 
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Step Action 

3. This is the ePAF Home Page, a useful area for managing ePAF. Here you will see 
links to open your worklist, start a new ePAF, resubmit, change or withdraw an 
ePAF, or view an ePAF. 

4. Click the Worklist link. 

 

 
 

Step Action 

5. You have several items in your worklist.  
 
For this example, click the TERMLVRET:Jane Doe link. 

6. The Evaluate Employment Status Change page contains current job info, form 
data, file attachments and comments sections. 

7. As the HR Approver, you will have access to update all of the fields on each page. 
 
Note: If you are approving for a job change or a hire, and you choose to change the 
employee group, it will reset many of the other fields in the subsequent pages. 
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Step Action 

8. As the HR Approver, you will review the Form Data information on this page.  
 
Note: If you wanted to upload an attachment to this form, you would use the File 
Attachments section. If you wanted to add a comment, you would do so in the 
Your Comment box. 

9. If you are ready to approve, click the Approve button. 
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Step Action 

10. Confirm that you are approving this form and click the Yes button. 
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Step Action 

11. The Form Status indicates that you have authorized this form, and this action has 
passed the form to the system for further processing. 

12. Congratulations! You have successfully submitted an HR approval. 
End of Procedure. 

Managing Security (Data Custodian) 
After completion of this section, you will be able to update funneled security by using ePAF Dept 
Security Override. 

Updating Funneled Security 
Department Security at an employee level is maintained by your Security Admin through IDM. 
Funneled Security is used to limit Department Security. The Data Custodian will use ePAF Dept 
Security Override to update funneled security and give access permissions by department.   
  
Funneled security is used to give a user access rights for a specific department. The user may 
have access to many different departments, but you want to "funnel" or limit their department 
access permissions.  
   
Upon completion of this topic, you will be able to update funneled security.  

Procedure 
 
Consider this scenario: 
 
Your goal is to update funneled security using ePAF Dept Security Override. 
 
Key Information: 
 
USERID: TESTSC100 
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Step Action 

1. Begin by navigating to the ePAF Dept Security Override page. 
 
Click the Manage GT eForms link. 
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Step Action 

2. Click the ePAF Setup link. 
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Step Action 

3. Click the ePAF Dept Security Override link. 

 

 
 

Step Action 

4. A user must have department security (access) before you can implement funneled 
security. For funneled security to be effective, the ePAF workflow role assigned 
must be also be governed by Department Security.  Knowledge of that relationship 
resides with Data Custodians/Campus Leads.  Department Security at an employee 
level is maintained by your Security Admin through IDM.  
 
Funneled security is used to give a user access rights for a specific department. The 
user may have access to many different departments, but you want to "funnel" or 
limit their department access permissions. This is done by using ePAF Dept 
Security Override. 
 
 
 

5. Begin by entering  the desired information into the User ID field.  
 
For this example, enter "TESTSC100". 
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Step Action 

6. Click the Search button. 

 

 
 

Step Action 

7. For this example, click the TESTSC10000000 link. 
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Step Action 

8. The Data Custodian will use eForm Security Override to update funneled security 
and give access permissions by department. 

9. The SetID is the Campus Business Unit. 
 
Note: Campus Business Unit values are: 
 
UMAMH – Amherst 
UMBOS – Boston 
UMCEN – President’s office 
UMDAR – Dartmouth 
UMLOW – Lowell 
UMWOR - Worcester 
 
 

10. The DeptID will determine the Dept/Dept Node that you want to give the user 
access to.  
 
Enter the desired information into the DeptID field.  
 
For this example, Enter "A". 
 
Note: The campus will determine the values for this field. 

11. The Access Code should be Read/Write.  
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Step Action 

12. Note: The Role Overrides section is NOT included in the UMass design and until 
this feature is deployed, no instruction will be demonstrated.    

13. Note: You will need to use the Save button, before entering another eForm Security 
Overrides row. 

14. You may add as many rows as you need. Be sure to Save each row. 
 
Note: To use funneled security the role assigned to the user must have been 
configured to use Department Security. Some examples are:  department Initiator, 
Approver, etc.   

15. Congratulations, you have successfully updated funneled security. 
End of Procedure. 

Managing Administration (Admin Tool) 
Upon completion of this section, you will be able to use the Admin Tool to assist the functional 
user in managing eForms.  

Using the Admin Tool 
Upon completion of this topic, you will be able to use the Admin Tool.  

Procedure 
 
Consider this scenario: 
 
Your goal is to be able to use the Admin Tool. 



 

Training Guide

 

 Page 193

 
 

Step Action 

1. Begin by navigating to the eForm Administration page. 
 
Click the Manage GT eForms link. 
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Step Action 

2. Click the GT Utilities link. 
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Step Action 

3. Click the eForm Administration Tool link. 

 

 
 

Step Action 

4. The eForm Administrator tool is used to help manage eForms that need to have their 
routing changed after being submitted. Or maybe the form is in error and once the 
error is resolved, the form needs to be reprocessed.  eForm Administration is used 
to help manage the eForm process without technical assistance. 

5. The search area provides the ability to search on eforms by many different types of 
fields. 
 
For this example you want to see all the forms and you choose not to filter the 
search. 
 
Click the Search button. 

 
6. For this example, click the 10071 link. 

 
Note: You may also click on any of the other hyperlinks, in this line, to open eForm 
ID 10071.  
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Step Action 

7. The eForm Administration tab has four sections.  
 
The first section is eForm Data, which displays only the key fields that assist you in 
identifying that you have accessed the correct eForm. 

8. The Custom Routing section is where you can change routing. It shows the 
workflow routing of the eForm and the step that the form has completed. 
 
Note: By double clicking on one of the routing steps, sends the approval back to that 
step in the review process workflow. Simply double click the role you wish to 
repeat/reassign. This is helpful when there has been a disconnect with workflow 
assignments due to terminations or transfers. 

9. The eForm Links section allows you to link to the form view and perform actions. 

10. The  Actions section has links that perform actions on the eForm.  
 
Note: The availability of functions would be tied to the user's security.  

11. The  Comment History section displays the comment history of the form and 
provides a section for you to add your comment. 
 
Note: To add your comment, use the Your Comment field and then select the Add 
Comment button to save it. 

 



 

Training Guide

 

 Page 197

 
 

Step Action 

12. Note: If the workflow status of the form is "In Error" the Message Status section 
will display. The Error Timestamp will display the error(s) on the form. 
 
Error messages are from PeopleSoft and can be generated by a variety of reasons. 
Normally, the error is a data issue and the message will identify the problematic 
record and field. 
 
Once the errors have been researched and resolved you can either Cancel  or 
Resubmit the message to reprocess the system update. 
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Step Action 

13. Click the Manage Worklist tab. 
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Step Action 

14. The Manage Worklist tab will allow you to custom route the form. 

15. For example, if you want to delete this transaction from the TESTSC10123668 
user's worklist, you would use the "-". 

16. Select the radio button to add a role or user to the form. 

 

 
 

Step Action 

17. Select the Next Task list if you want give the user View, Update or Evaluate options 
on the form. 

18. Select the Add button and the Worklist display will add the users you have 
identified. 

19. If the added list is not correct, use the Cancel button to revert back to the original 
list. 

20. If your list is correct and you have  added the correct role/user, then you will use the 
Save button and the worklist item will be added to the identified users. 

21. Click the Approval Log tab. 
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Step Action 

22. The Approval Log tab displays a view of the approval log for the transaction. 

23. Congratulations! You have successfuly used the eForm Administration Tool. 
End of Procedure. 
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