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PAF User Responsibility



Initiating a PAF Workflow



Initiating a PAF Workflow

Click	the	
Create	PAF	Workflow	

button



Populate	the	required	information
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Initiating a PAF Workflow

Click	the	Save	button



A	Confirmation	message	will	display	if	successful

Click	the	Main	Page	button
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Click	the	Search	button
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Click	the	
Add	Attachments	

button
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Click	the	Browse	button
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Verify	the	PAF	File	name	
matches	the	PAF	Number

Click	the	Apply	button

Initiating a PAF Workflow



A	Confirmation	message	will	display	if	successful

Click	the	
Submit	Approval

button
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The	Action	Pending	will	
indicate	the	next	Approver
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Click	the	Subject	Line	
of	the	rejected	PAF
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View	the	Comments	section	for	
information	on	corrective	
actions	for	the	updated	PAF

Click	the	Return	to	Worklist link

Updating a PAF Workflow

Click	the	PAF	Attachment	link	to	
download	a	copy	for	update



Click	the	
PAF	Search	/	Create	/	Update	Page

link
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Click	the	Search	button
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Click	the	
Add	Attachments	

button
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Verify	the	PAF	File	name	
matches	the	updated

PAF	Number

Click	the	Apply	button
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A	Confirmation	message	will	display	if	successful
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A	Confirmation	message	will	display	if	successful
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Once	the	updated	PAF	has	been	
approved	at	all	levels,	click	

approval	notice	located	in	the	
Worklist
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Click	the	OK	button	 																				[	
Acknowledgement	 is	not	

required,	but	recommended	]
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Thank you for your participation!


