PERSONNEL ACTION FORMS

Managers

SUBMITTING A PERSONNEL ACTION FORM

STEP1

Navigate to Talent Management
> Personnel Action Forms >
Create Personnel Action Form
Transactions.

STEP 2

Select the employee in question.
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STEP 3

Select the action type from the drop-
down, select the PAF reason from the
drop-down, fill in the “Effective Date”
field, then complete any required
questions/options.
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STEP 4

From the "Submit” drop-down in
the lower-right corner, click “"Submit
and Email Notification” to the
appropriate supervisor/approver.

HELPFUL TIPS

= It is best to choose “Submit and Email Notification” from the “Submit” drop-down instead of just
clicking “"Submit.’
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« Be sure to answer all required questions, and note that you can upload any necessary documentation.
= You have the option to send the PAF to the employee in question.

= You can "Approve and Forward” the PAF by selecting another Paycom user from the drop-down
above the Approve button. Be sure to use the notes section when approving or uploading additional
documentation, when necessary.
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