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Logging into Self Service Banner (SSB) 
 

1. Visit 29TUhttp://webraider.ttuhsc.eduU29T . 
2. Log in using your eRaider username and password. 
3. Click on the F & A Work Tools Tab  
4. Under the Human Resources area, select the ePAF link 

 
 

a. This will take you to the Electronic Personnel Action Form menu  

 
 
 
OR 
 
5. Under the Personnel Action Notices area, if an ePAF is listed you may 

select it from the list 
a. This will take you directly to the ePAF 

 

http://webraider.ttuhsc.edu/
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 Accessing the Electronic Personnel Action Forms Menu 
If you are already in Self-Service Banner, you can access ePAF without going 
back out to the WebRaider portal. 
 

1. Select the Electronic Personnel Action Forms link. 

 
2. If you do not see the Electronic Personnel Action Forms (ePAF) link, click 

on My Employment Information tab to locate the link. 

 
3. If the link is still NOT available, then you likely are not setup as an ePAF 

approver. 
4. If you should be set up, have your organizational manager use the TEAM 

App at http://team.texastech.edu to specify your setup. 
5. For additional assistance, contact your HR security coordinator. 

http://team.texastech.edu/
mailto:hscrecords@ttuhsc.edu?subject=ePAF%20Approver%20Setup%20Access
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Monitoring the Approver Summary 
 

1. From the ePAF menu, click Approver Summary. 

 
2. In order to see the Approver Summary link, someone has to save an 

ePAF with you set as an Approver in the routing queue. 
 

3. ePAFs listed under the Current tab are ePAFs that are currently pending 
your approval. 
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4. ePAFs listed under the In My Queue tab are ePAFs that have you set as 

an Approver in the routing queue, but that have not yet arrived at your 
approval level.   

 
 

5. View the PAF details by clicking on the name associated with the PAF 
transaction to determine where the PAF is in the routing queue. 

 
 

6. PAFs under the History tab document the PAFs that are now historical to 
you. 
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18TSearching for a PAF 
 

1. Every saved and submitted PAF is automatically assigned a transaction 
number.  When searching for a PAF, search using the transaction number. 
 

2. From the Approver Summary, click the Search link. 

 
3. Enter the transaction number to uniquely complete the search. 
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Viewing PAF details 
 

1. Click on the name associated with the PAF or the PAF transaction number 
to see the individual PAF. 

 
 

2. Scroll down the PAF using the scroll bar to view PAF details or use the 
PAF sections to hyperlink to such as labor distribution or routing queue. 
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3. Verify details such as employee class, full-time or part-time, benefits 
eligible or not, salary, job title, hire date, etc. based on criteria appropriate 
to the situation or details of the grant or process that you are monitoring. 

 
 

4. Verify the FOAP source and percentage, and ensure the routing queue 
involves the appropriate levels depending on the situation, for instance are 
there additional approval levels that this PAF should have gone through? 



January 2018 Page 10 of 17 

Responding to a PAF 
 

1. You have three options when responding to a PAF: 

•  – if all details, funding, routing, etc. are accurate for 
your approval level, then you can approve the PAF at your level 

• – if there are any details that need to 
be changed such as using a different course of funding, adding 
additional routing levels of approval, etc., then you should return 
the PAF for correction after adding a comment regarding the 
specific reasons for the return.  Note: this will send the PAF immediately 
back to its Originator.  They will only know this if they log into the ePAF system 
and check the status of their PAF.  It may be helpful to contact the Originator to 
further address details and to alert them of the return.  After the Originator makes 
the corrections and resubmits the PAF, the PAF will still need to go through all of 
the routing on the PAF. 

•  – if you do not agree with the details of the PAF 
and have strong reason to end the PAF, reason beyond returning it 
for correction, then you can disapprove of the PAF, which will end 
that PAF transaction number.  If the Originator continues the 
original intent for the PAF that was ended, they will need to begin a 
new PAF transaction to follow that pursuit.   

• Or, you can click the More Info button to mark the PAF status as 
waiting on information, while you await a decision.  

 
2. If you do not respond to a PAF nor does a proxy of yours, it will remain in 

your queue unless the Originator returns it to themselves for correction or 
an ePAF coordinator intervenes.  
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18TAdding a Comment to a PAF 
 

1. You can add a comment to PAF regardless of how you respond to a PAF 
or even before choosing a response.  For instance, if you have a question 
to the Originator, you can pose that question for a response before 
returning a PAF for correction in case returning the PAF might not be 
necessary. 

2. Click the Add Comment link. 

 
3. Add the comment as appropriately. 

 
 

4. Click Save and verify comment saved. 

 
5. Contact the Originator or source to address the question further or 

respond to the PAF as needed.
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18TApproving a PAF 
 

1. If you have determined that the PAF information and approval at your level 

is acceptable, then click the button within that PAF’s details. 
 

2. Verify that your response completed successfully and add a comment as 
needed or desired. 

 
 

3. Verify the routing queue has moved to the next level. 
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Returning a PAF for Correction 
 

1. If you have determined that the PAF information and approval at your level 
is not acceptable and further discussion with the Originator or another 
source would not be necessary, then you need to add comment detailing 
the reason to return the PAF for correction. 

 

2. Then, you can click the button. 
 

3. Verify that the action was completed and that the Transaction Status 
changed to Return for Correction. 

 
 

4. Verify the routing of the PAF. 

 
5. Contact the Originator as needed.
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18TDisapproving an ePAF 
 

1. If you have determined that the ePAF information and approval at your 
level is NOT acceptable, further discussion with the Originator or another 
source would not be necessary, and the PAF should be eliminated on the 
spot regardless of the need to change any of its details, then you can 
disapprove the PAF. 

2. Enter a detailed comment regarding your decision and its reasoning. 
3. Perhaps contact the Originator prior to disapproving the PAF to further 

explain and ensure that ending the PAF is the best approach. 
4. Then if you have explored all other avenues and still determined to end 

the PAF transaction number completely, the select the 

button.
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18TSetting Up a Proxy 
 

1. Visit your ePAF Approver Summary. 

 
 

2. Click Update Proxies. 

 
 

3. Select the appropriate Approval Level and click the drop-down box of 
potential proxies and select your proxy. 
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4. Check the Add box and Save. 

 
 

5. Verify the proxy is setup. 

 
 
 

6. Remove as needed in the future by selecting the Remove box and clicking 
Save. 
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Acting As a Proxy 
 

1. Click the Act as a Proxy from the ePAF menu. 

 
 

2. Click the drop-down arrow on the Proxy For field and select the person to 
proxy for. 

 
 

3. Click Go to see the Approver’s Summary and view details and respond 
accordingly in the approver’s absence. 
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