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How to Approve an EPAF transaction 
 
If you have been set up as an EPAF approver, and someone within your organization has 
created a document that includes you in the routing queue for that document, or if you are 
acting as a proxy for another user, you will receive an email notification alerting you to the 
fact that you have a document to approve. The email will contain information about the 
transaction, including the Transaction Number.  
 

Steps Instructions Comments 
1 Once you have logged into the my.umdnj. Click on the 

‘Employee Services’ link located in the Banner Self-Service 
channel at the bottom of the web page. 

 

2 Click on the “Electronic Personnel Action Form Menu” 
link located at the bottom of the list. This will bring you 
to the EPAF Menu. 

 

3 Click on the “EPAF Approver Summary” link.  It will take you 
to the Approver  Summary page.  (see picture below) 

 
 

4 
 

After reviewing the workflow email, you can click a check mark 
in the box under the column “Action” to Approve the 
transaction.  

 

5 If you would like to review the transaction and/or select 
another type of action, click on the person’s name in the column 
called “Name”. 
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Steps Instructions Comments 

7 You will also have additional actions to choose from.  Approve, 
Disapprove, Return for Correction or More Information. Also, 
to “Add Comments” if necessary. 

Please see page ___ 
for the definitions 
for each action. 

8 Once you select your action, you will receive a message that the 
“Transaction Successfully Completed”. 

 

9 To get back to the summary page, scroll down to the bottom of 
the page and click on “Approver Summary Page” link. 

 

 

 
 




