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EPAF Quick Sheet- EMPL EPAF 

   

Preliminary Steps: 

• Employee must already have a G Number 
• Employee must have passed Criminal Background Check if they are a PT Instructor or Casual working with 

cash, keys or kids 
• Employee must NOT already have an Active status in PEAEMPL 
 

Accessing the EPAF Form: 
MyPCC Employee tab  
Banweb Main Menu   Employee
Services tab  Electronic 
Personnel Action Form  New 
EPAF 

 

New EPAF Person Selection 
ID: Enter G Number and hit Tab to 

auto-populate Name field 
Query Date: Enter employee’s first day 
Approval Category: EMPL 
Click Go 

 

Create/Reactivate 
Employee Class Code: AJ (PT Faculty) 

 CE (Casual) 
 SE (Student) 

Home Organization: ORG Code 
Distribution Orgn: Same ORG Code 
Current Hire Date: Employee’s first 

day (same as Query 
Date) 

Routing Queue 
Click the Magnifying Glass to select the 
Routing Queue HR members below to 
approve the EPAF: 
HRIS Audit – your HRIS Specialist – 
“Approve” 
Applier – HR Systems Manager – 
“Apply” 
Click Save 
Click Submit 

 

The Query Date must 
be the employee’s 

Start Date according 
to I-9 

Click Submit to 
submit the EPAF to 

the approvers listed in 
the Routing Queue 
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