
ePAF instructions ‘Set up allowance(s) for use of electronic device’ initially: 
 
Select Create New EPAF 
 

 
 
Enter id if known or select search to find. 
Enter Effective Date.    
Select Set up allowance(s) for use of electronic device from approval category pull-down. 
Select GO. 
 
 

 
 
Select the ‘All Jobs’ Button 
 

 
 
After reviewing all positions/suffix, you will create a new position/suffix off the 
employees current primary ACTIVE position by placing the cursor over the 
position box, enter position number, and then place cursor over suffix, enter 
NEW suffix (NOTE: Enter next sequential number from their primary position for 
the new suffix). 
 
Press GO. 



 
 
Enter Employee Class Code. (ie:PR, EX, AD, OF, FX) 
Enter Annual Salary (allowance of 75. x12) =  900. 
If Labor distribution is different enter correct information. 
Press the Save and Add New Rows Button 
Scroll down form. 
 

 
 
Enter Effective Date to start. 
Enter EDA, Electronic Device Allowance from pull-down, 1 units per pay, 75.00 for special rate. 
Enter End Date for allowance (09/01/xx).  
 
Enter Effective Date to start. 
Enter EDS, Electronic Device Stipend from pull-down, 1 unit per pay, 150 for special rate. 
Enter the End Date for stipend (should be the first of the next month). 
 
(Guidelines can be found in OP_24.04 Employee Electronic Communication Resources Policy.) 
  
Press the Save and Add New Rows Button. 
 
Scroll down form. 



 
 
 
Enter User Name from pull-down for each Approval Level Listed. 
Scoll down. 
Enter Comments if so desired. 
 

 
Press Save Button. 
 
If no errors exist, Press Submit. 
  

 
 
Successful submittal will start the approval process! 
 


