Paycom Training:

Salary Threshold Change PAF

Click on Create Personnel Action Form Transaction
located in the Talent Management tab.

Click on The employees name in blue

In Select a PAF action type for your employee
choose Salary Threshold Change.

In PAF Reason choose Salary Threshold Change.

In PAF Approval Workflow choose Parish/School
Employee.

Choose an effective date that is the beginning of
a pay period.
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Please update the job title to be the hourly equivelant. Click the drop down for Position Family and select Archdiocese of
Seattle [001] then click the drop down for the position title and choose the correct hourly job title. After the correct
position title is chosen, update the job title to match.

Unless any other labor allocation information is updated, disregard any further non astrix options.

Keep any autofilled data and ensure the properly hourly pay rate is provided.

Please include any additional information that is needed. When PAF is complete click Submit and Email.
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