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General Reminders
• Th e EPAF dis p lay is scala b le , but you need VPN acce s s if not on camp u s

• Students should not begin working until their EPAF has been fully approved and applied.

• Saving, Viewing, Submitting
• Ok to save, and if need to aban d on , del ete
• Savi n g is NOT submi tt i n g
• Af ter savi n g , go back to Home and cli ck on the EPAF Ori g i n ator Summa r y til e
• I f EPAF is saved , but not submi tted , it wil l be on the list of EPAF Ori g i n ator Summa r y under Current tab

• Under the Current tab select the trans acti o n you wish to update and/o r submi t
• I f EPAF submi tted , it wil l be on the list of EPAF Ori g i n ator Summa r y under Histor y tab

• Warnings vs Errors
• You may p roceed comp l et i n g the EPAF if you recei ve a warni n g ; you wil l be all owed to Submi t
• You wil l need to fix any





Returned for Correction

A n EPAF can be retu rn e d for corre ction by the submitte r or anyon e in the approva l queu e AS LONG AS it has 
not been applie d (last step).

Whe n retu rn e d for corre ction by an approve r or the applie r, the EPAF is sent back to the submitte r for them to 
take action as dire cte d in the Comme nts section . It is remove d for all approva l queu e particip a nts and the EPAF 
is move d to the Histor y tab for the approve rs (you are no longe r part of the queu e) and move d to the Curre nt 
tab for the submitte r.

S u b m itte r self retu rn in g for corre ction (e. g. submitte r rece ive d email conf irm in g ente re d supe r v is or chan ge 
and realize s an adju stm e nt — d iffe re nt pers on or position — n e e d s to be made):

• G o to the Ori g i n ator Summa r y til e, then to the Histor y tab, cli ck on the EPAF to open and cli ck on Ret u rn for 
Correct i on button , cli ck Update button , make the changes, Save, and then Submi t 

• I f you need to wai t to make cha n ges (not yet re - su b mi t EPAF), you can find the Ret urn ed for Correct i on EPAF under 
your Current tab
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