
 
 

Overview of EPAFs Self-Service  Property of UMDNJ 26

HOW TO DELETE AN EPAF TRANSACTION 
 

If you have not submitted a transaction, you can delete any EPAF. The Transaction status 
should show “Waiting”. (Reminder: Only the Originator can delete an EPAF). 
 

Steps Instructions Comments 
1 Once you have clicked on Save to save your values, the system will 

generate a transaction number and status the transaction as 
“Waiting”.  

 

2 At this point, you will have three options. (Save, Submit, or 
Delete) 

 

3 If at this point, a decisions was made to not continue with the 
transaction or if you are using the incorrect Approval Category 
then the transaction should be deleted.  Click on the “Delete” 
button.  

 

 

 
 

Steps Instructions Comments 
4 Once you click on “Delete”, the system will take you to the 

Originator Summary page. 
 

5 To create a new EPAF, click on the “New EPAF” link to start 
over again. 
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HOW TO VOID AN EPAF TRANSACTION 
 

Originators can void their own transactions if they no longer want that transaction to be 
processed. You can only void a transaction AFTER it has been submitted. (Reminder: Only 
the Originator can void an EPAF). 
 

Steps Instructions Comments 
1 Once you are in the EPAF Menu, click on the “EPAF Originator 

Summary” link.  It will take you to the Originator Summary page.  
 

2 Click on the History Tab for a list of transactions.   
3 To find a transaction or to look for a specific transaction you can 

sort the columns or use the Search feature. (see first picture below) 
 

4 Once you have found the transaction, click on the “Name”. It will 
bring you to an EPAF Preview Page. (see  second picture below) 
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Steps Instructions Comments 

5 Once you are on the EPAF Preview page, you can Void the 
transaction if a decision was made to stop transaction.   

 

6 You can also Return the transaction back to yourself as the 
Originator to make corrections to the values.  

 

7 To exit out of the Preview page, scroll down to the bottom of the 
page and select Originator Summary or EPAF Menu to start over 
again. 

 

 




