
How To Set Up Default Routing Queue  

1. Go to Employee Self Service Banner:  https://portal.msutexas.edu:9040/pls/PROD/twbkwbis.P_WWWLogin

2.  Enter your User ID (always use a Capital M) and PIN and click the Login button. If you’ve forgotten your 

PIN, click on the Forgot PIN button.

https://portal.msutexas.edu:9040/pls/PROD/twbkwbis.P_WWWLogin


3. Once logged in, click on EMPLOYEE.
4. Once on the Employee tab, Click on Electronic 

Personnel Action Forms.

5. Click on EPAF Originator Summary.



• Select “Default Routing Queue” at bottom of EPAF Originator Summary screen:

• Select from drop-down the ePAF category you wish to build a default routing queue for and then press GO:



• Enter desired default approver for each level and click “Save and add new rows” button:

Select the user id for each approval level listed. 

Note: Use the magnifying glass icon to ensure 

correct spelling

When completed, press ‘SAVE and Add New Rows’ button.

• You will see “Your change was saved successfully” in the upper left hand corner:



At this point, you may select another ePAF category and press GO. Repeat steps for all ePAF categories you have a need for. 

When you now go to create a NEW ePAF, the default approver(s) will automatically be populated; however, if you should 
desire to change an approver, you can do so by over-riding the default user id.  You can also add an approval level to your 
default routing queue if necessary by clicking the drop-down button in the first empty (not selected) box. Then choose 
the user name and required action.

PLEASE NOTE

IF YOU CREATE A DEFAULT ROUTING QUEUE AND THE MANDATORY LEVELS CHANGE OR AN 

APPROVER CHANGES, YOU WILL NEED TO UPDATE YOUR DEFAULTS SO THAT THE EPAF CAN BE 

SUBMITTED.

Visit how to update the default routing queue for details 

https://msutexas.edu/human-resources/training-and-development/default-routing-queues.pdf

