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Job Salary Adjustment (Grant Employee) 
 
After clicking the New EPAF link, key in the J# for the employee record you want to update and hit 
the Tab button to populate the employee name. 
 

 
 
After making the employee selection, choose the Job Salary Adjustment (Grant Employee) 
EPAF Approval Category from the dropdown menu.  At this point, adjust the query date with the 
actual date the adjustment will take effect.  Click        .  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
At the Job Selection screen, click on the Radio Button       for the Job you want to adjust and  
click      .  
 
Note:  Employees can have a primary job and a secondary job.  Be sure to select the proper Radio 
Button to ensure that the action is executed against the desired position/job.  
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As with all transactions, complete the routing queue process by selecting your divisions’ approval 
levels, user names and the required action for each user prescribed and click             . 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After saving your work, take the time to review the accuracy of the information keyed before 
making the final submission for approval.   
 

At the Job Salary Adjustment screen 
complete the following requested data: 

   
Current Value New Value 
Job Begin Date Match Current Value 

Job Effective Date New Salary Start Date 

Personnel Date New Salary Approval Date 

Salary (Exempt) New Salary Amount 

Factors Match Current Value 

Pays Match Current Value 
 

Note: Job Eff. Date must be after last pay date   
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Notice the Successfully Saved message indicator at the top of the screen.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Always 
Review your 
Work before 
Submitting 

for Approval 


