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Purpose: 

The PAF Confirmation process is used to verify that the proposed salary for each employee is correct. 
This is needed for auditing purposes because this is the only time salary changes bypass the normal 
approval workflow. 

Step-by-Step: 

Start on EPM Home 
Page. 
 

 

Navigate to Budget 
Planning. 
 

 

Navigate to Workforce 
Planning. 
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Navigate to PAF 
Overview. 

 

Verify that you are on 
the PAF Confirmation 
tab. 
 

 
The tab is at the bottom of the screen 

This tab is where salary sign off occurs 

 

 
WFP stands for Workforce Planning and is the salary to approve or not 

approve for July 1 
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Review the Cost 
Center’s employees to 
ensure that all are 
included. 

 
If someone is missing, email CentralBudgetOffice@tulane.edu 

Confirm the employee’s 
salary. 

 

If correct, enter yes in 
the approved column. 

 
The WFP Approved salary, approver’s email, and date  

will automatically fill in 
If you need to include comments, you MUST navigate to the PAF 

Overview page and include comments there before completing the sign 
off on the Confirmation page 

Click Save. 
 

If the salary is not 
correct, Navigate to the 
PAF Overview tab.   
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Enter a comment about 
what is incorrect with 
the salary. 

 
Include any offsetting entry info to correct the salary 

The scroll bar starts at the WFP column under the last employee shown 

Click Save. 
 

Return to the PAF 
Confirmation tab. 

 

Ensure that the 
comment displays. 

 

Enter No in the 
Approved Column. 

 

Click Save. 
 

The Budget Office will review the No entries and determine if a 
correction can be made before the export to payroll. If not, that salary 
line will be excluded from the export and action will be needed by the 
department and HR to make the change outside of the EPM system 

Click on DDVP 
CostCenter to change to 
a different cost center 
(if applicable)  
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Choose the new Cost 
Center. 
 
Click Ok. 

 

 

• An employee cannot sign off on their own record and should ensure that their supervisor signs 
off on their record. If your supervisor does not have access to Anaplan, the supervisor should e-
mail CentralBudgetOffice@tulane.edu to complete the sign off confirmation with the Budget 
Office.  

• If there were changes to an employee's salary made after you completed budgeting or during 
the cutover, then these details will not be captured correctly on the PAF form.  If the WFP 
salary is no longer accurate because of this, the Approved column should be 'No' and 
comments should detail the situation. 

• We look forward to supporting you during the sign off process. Please reach out to 
CentralBudgetOffice@tulane.edu with questions.  
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