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How to View an eForm

Navigation: Main Menu > Navigate to Manager Self Service > ePAF Homepage tile

In this document. we will discuss how to view a form. You may want to view an in progress or
historic form to see the information submitted on the form, who has approved the form or who is
the pending approver. Viewing a form is a great way to see the status of a form you submitted or
are waiting to approve.

To access ePAF, begin on the MANAGER SELF SERVICE Homepage. Find and click on the EPAF
HOMEPAGE Tile.
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< Manager Self Service
_ When you reach the ePAF Homepage, look for the

Start a Personnel Action Form | View an ePAF task in the lower left sidebar.

Seaich for

Person
Just Click the ViEw AN EPAF link to search for a display only
Search in version of In Progress or historic forms.

Search Clear

Act on Personnel Action Form

# ©PAF Introduction

i Pre-Authorization to Hire m
Hire New - From Pre-Auth

Hire New Person - no Pre-Auth

Evaluate an ePAF

Update an ePAF

View an ePAF P
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You can search by FORM ID, FORM TYPE, FORM STATUS, POSITION NUMBER, EMPL ID, EMPL RECORD,
FIRST or LAST NAME. Use any combination of these fields to narrow your search. For example, you
could search for Job Change form for a specific Empl ID or Name.

Your search will be limited to 300 results. Use the search criteria to carefully limit results.

Click SEARCH to display your search results.

< Manager Self Service ePAF - Fluid > -

Start a Personnel Action Form Search by
Seacchfor Form ID Begins With v
Person
Just
Search In 4 Form Type Begins With v

Search Claar Form Status

Act on Personnel Action Form

Position Number Begins With v
A oPAF Introduction

Empl ID Begins With v
§ Pre-Authorization to Hire m

Empl Record is Equal To v
i~ Hire New - From Pre-Auth

First N
+| Hire New Person - no Pre-Auth T e Begins Wih i
] Evaluate an ePAF Last Name Begins With v

Update an oPAF | Search ‘ Clear

% View an ePAF

Search results will appear in a grid at the bottom of the page. Note: When accessing forms from the
View link, you will see all In Progress and historic forms meeting your search criteria.

Click on any column heading to sort that column. For example, click the LAST NAME column heading
to sort your forms alphabetically.

Click any result to view the form.

Note: If your search returns a single result, you’ll skip the result list and go directly into the form.

@

Start a Personnel Action Form .
First Last

Name Name

Form
Status

Empl  Position

fom Form Record Number

Department
Seatch for | 4] Type

Original Last

Empl
0 Date Operator

Person

Just

Search In ad !

Search Clear 2 105N BCHG Pending 7000 59000711 PRV401 v Potter 5 tute 1
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Click NExT to continue through each page of the form. Some forms might contain user comments.
You will see user comments on the last page of the form.

Lilly Potter
700005
Recora 0

View Job Data

(4 Job Change : Job Change

Any Seids that appear in RED are nvalid values based on previous selections or defauling data that is not valid for this form  These values will need to be changed before the form is

submitted

Select the effective date for this form

fective Date for Changes 09042020

Form ID 106383

Highiights Enabled

urrent Values o1 | | »]

On the Form History page, you can review approvers as well as all actions.

Click the ViEw APPROVAL ROUTE button to open a window showing the approval workflow, including

the person approving each step.

(4 Job Change : Results

vzé@‘m.

w Signature/Action Logs

Transaction / Signature Log
Current Date Time Step Title
1 09042020 4.4232PM Intated
2 1200272020 2:20 49PM Resubmitied

User 1D Description
tute0001 Knisten Tutera
maic0003 Alsha Maicame - H

Form ID 106383

Refresh
2rows
Form Action Time Elapsed
Submit
uron Resubmit £8 days 21 hours 38 minutes

If the form is still in progress, you
can see the current pending
approver in this window, the
workflow visualizer. You can also
see how long a form has been
pending with a certain approver
using the transaction log.

Cancel You have successfully acted on your eForm.
Review/Edit Approvers
Basic Stage
» GIFORM_ID-106383 Pending
Other Job Change Actions
2 Pending & Not Routed <
SobCnange O Dept Appey 1 JobZhange QT DeptApprv2 >
& Not Routed & Not Routed R
& Not Routed
:;t:.'~;v~;;'; GT Recoras
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Also, on the History page, you can review the Signature and Action Log. The transaction log will list
every action taken by any user on this form.

The most recent actions appear at the bottom.

(4 Job Change : Results Form ID 106383
View Approval Route Refresh
w» Signature/Action Logs
Transaction / Signature Log 2rows
Current Date Time Step Title User 1D Description Form Action Time Elapsed
1 09042020 4.4232PM Irtated tute0001 Kristen Tutera Submit
2 120272020 220 49PM Resubmilted maic0003 Alsha Maicarne - Huron Resubmit 28 cays 21 hours 38 minutes

Previous %

CURRENT DATE AND TIME shows the date and exact time of the form action.

STEP TITLE shows the phase, or step, of the form workflow, like Initiated, first approver, second
approver, etc.

UsER ID and DESCRIPTION displays the user who took the action.

Form AcTION describes the action, like Submitted or Approved.

TiME ELAPSED describes the amount of time between form actions.

The system action Execute is used when the data from the form is updated in PeopleSoft.

If you’re viewing a form to see whether it has been fully authorized and updated the system, you'll
want to check the Signature/Action Log for the executed status.

If you want to evaluate another form in your results list, expand the left side menu by clicking the
center-left blue button and repeat your search.
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