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QUESTION RESPONSE 

What is an EPAF? EPAF stands for Electronic Personnel Action Form.  An EPAF 

allows personnel actions to be created and approved 

electronically, eliminating paper and allowing the originator to 

track an EPAF through the approval process. 

What is the flow of an EPAF? FIRST: An Originator creates an EPAF in Banner Self-Service 

NEXT:
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QUESTION RESPONSE 

What is the difference between 

“Approve”, “FYI”, and “Apply” in 

the Routing Queue section? 

Approve – A person in the approval queue with a required action 

of “approve” reviews the EPAF for correctness before approving it. 

If there are multiple approvers for an EPAF, the EPAF will be 
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QUESTION RESPONSE 

Do I need to worry about error 

messages? 

Yes.  Error messages will prevent an EPAF from being saved or 

submitted successfully.  If you have read the error messages 

carefully, reviewed your EPAF, and still can’t resolve the problem, 

call your Human Resources team for assistance. 

What is the difference between 

“voiding” and “deleting” and 

EPAF? 

An EPAF that has been voided will remain in the Originator 

Summary. This selection is useful if you would like to keep a copy 

for future reference. Once an EPAF has been deleted, it will no 

longer appear in Originator Summary.   

Be careful!  There is no prompt to confirm that you actually want 

something deleted. 

I need to change some 

information on an EPAF.  What 

should I do? 
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QUESTION RESPONSE 

What if I want to choose a 

person to be in my routing 

queue, but I don’t see him/her 

on the drop down list? 

All people in the Routing Queue must be defined in an Approval 

Level.  If the person you need to choose is not available, please 

contact Human Resources. 

What can I do if my EPAF 

Approver is on leave and he/she 

has not designated a proxy? 

You can contact Human Resources to return the EPAF to you. 

You will be able to update the EPAF and change the routing 
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QUESTION RESPONSE 

What is the difference between 

“return ���v�����W���& �(�}�Œ��correction”

and “���]�•���‰�‰�Œ�}�À��?”




