EPAF Proxy Records

From the Electronic Personnel Action Form (EPAF) menu select EPAF Proxy Records. Once at
the EPAF Proxy Records screen, select the Approval Level for which you wish to designate a Proxy
Approver from the drop down menu. Click [6o].
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From the Name drop down menu, select the individual to designate as the Proxy Approver. Check
“Add” next to the individual’s name, then click Save.
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To remove a Proxy Approver from your Proxy Record, check “Remove” next to the individual's name,
then click Save.
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IMPORTANT:

As in current EPAF functionality, the user does not assume the same security as the person he or
she is proxy for. When designating a Proxy Approver, be advised that the proxy must have
security access at the designated approval level.
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To add proxies,
select a name from the
pull-down list, select
the check box under
the label “Add” and
then click save.
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proxies for every
Approval Level
where the user is
listed as an
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To remove proxies,
select the check box
next to the name, and

then cIick.
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level and click the “Go” button.
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The page will be refreshed and the
data for the approval level chosen in
Y, the list will be presented.

EPAF Approver Summary

Return to EPAF Menu

EPAF Proxy Records

Spann-Pack, Robin M. (11 204

Mot Selected

wr

A

Approval Level: vice president, up v
Name Remove Add
Thaornas, Michael (10003 M W
EPAF Proxy Records
Approval Level: |\Dean_Director, DEAN -
Mame Remove Add

Ll

Thomas, Michael (J000320., — 3
¥

126

JSU PAWS - Electronic Personnel Action Form (EPAF), October 2014 | Jackson State University




