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Introduction

User guide for the Electronic Personnel Action Form (ePAF) System

This document has been designed to assist Lehman Administration Staff with the Electronic
Personnel Action Form (ePAF) system for the following processes:

New Hire/Initial Appointments
Making revisions to an ePAF
Terminating an employee
Reappointing an employee

The system requires a multi-step electronic approval process by user roles — Department Secretary
(creator), Department Chairperson, Executive Assistant, Dean, Human Resources, Budget, and Payroll
respectively.

This aid along with the accompanying screen shots will assist each Administrative Department in
performing tasks associated with the specific user role. Access to information about the ePAF and the
ability to change data on a form is dependent on the assigned role.

As we utilize this system, it is important that we continue to follow the Lehman College/CUNY
policies and procedures. This will ensure that appointments are processed faster, take proactive
control over expenses, and ultimately more employees being paid on-time.




Initial Appointments

The following are a series of screen shots outlining the process you must follow to create an ePAF for a
classified hourly position after logging in.

Step 1: Getting to the right ePAF

To begin creating the ePAF double-click “New case” from the menu on the left, then double-click
“Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).

“»
v a o

New case 4 CUNYfirst Security Access Request (Faculty/Staff)
B Inbox (0) B Ful Time Positions
&7 Draft (0) P ePRFE - Full Time Position Request v2 4 (Intiate Request)
@ Participated (3602) By Personnel Action Form

G Unassigned (4) % Adjunct Reappointments v.8.6 (Initiate PAForm)

1) Paused (10) % Adjunct Revisions & Separations v.2.5 (Initiate Revision/Separation)
4 g Search mmmm——) . Classified Staff Personne! Action Form v.4.7 (Initiate PAForm)
‘ﬂ Advanced Search % Full-Time C assified Staff Personnel Action Form v2.5 (Initiate PAForm)

i" Documents % Part-Time instrucvonal Staff Personnel Action Form v.5.3 (Initiate PAForm)

Please note that moving forward each ePAF will be identified by a “Case #”. The only time the
Initiator (Department Secretary or Administrator) will have anything in the “Inbox” is if the Executive
Assistant or Chairperson has pushed back the ePAF. From here, you will begin the creation of the
ePAF.

Step 2: Entering employee personnel data

Immediately on the next screen, a message will pop up about new hire paperwork. Click “ok”
to proceed.

Under the “Classified Staff Personnel Action Form” section, select the appropriate
Department.

Select type of action as “Initial Appointment”.

Select Employee Job Title.

Under “Employee Personal Information” section, fill out all the employee’s information, then
click “submit”.

This process will be the same for new College Assistants, Student Aides and IT Hourly
positions.

Screenshot for this step is below.




nformation Actions~ %) Cace Notes
Case % 35706
Case £:35706 Tive:[10
* Department | HUMAN RESOURCES v

forms2.lehman.edu says: Dept Coe |305 |

* Tyne of Ac |
Before you are able to submit an initial appointment PA, ype ofActon | Inial Appointment ¥
the new nemployee needs to provide all required documents
/paperwork to Human Resources. For more information visit
www.lehman.edu/human-resources/new-employee-packages.php

yeeJob Tide | Please Select

Employee Personal Information

Prevent this page from creating additional dialogs.
* First Name

on * Last Name
o=

Personal E-mail

* Address

All fields with *
* Chry must be
| completed.

Submit

* Required Feld

Step 3: Verifying new hire paperwork was completed

After clicking “Submit” in step 2, you will get a pop-up message asking for verification of new
hire paperwork.

Case #:35707 Tite:[}()

t [ HuMAN RESOURCES v/

Please check documents/paperwork that
the employee has handed over to Human Resources:

+/ CUNY Application (with Resume, Original Degree, and/or Official franscripts if
applicable)

v/ Employment Eligibility Verificaion Form (I1-9), with supporting documentafion

+ Social Security Card (For N.Y.S. Payroll purposes)

+/ Federal Tax Withholding Form (W-4)

+/ New York State Tax Withholding Form (IT-204)

' Personal Data Form

+ Designation of Beneficiary of Unused Annual Leave and Unpaid Salary

+ Conviction Nofice and License Registration Form (needed for *Classiied” employment)

State | New York v
Zip Code (11374




e If all paperwork and information has been submitted by the new employee, click “Verify” to
proceed.

Step 4: Entering employment data

e This is where you will enter the employment information under the “Hourly Appointment”
section.

Case # 35708 Title: KATHERINE FUENTES [305] ()

4 Previous Step B Wext Step

Initial Appointment
Employee Information

First Name KATHERINE
Last Name FUENTES
Tile COLLEGE ASSISTANT [10102]
Department  HUMAN RESOURCES [305]
Hourly Appointment
* Effective Start Date 4 €Ty Select start date
] in this box.

End Date

* Salary Rate $

1040 Hours Waiver @
... «—— Enter the amount of

work hours in this

* Work Hours

Annual Leave 33
Sick Leave 25

Toal Hours 558

Enter the amount of

Shift Differential 3 000 @ =0.00 hrs. g—x]
shift hours in this box.

Total Salary § 0.00

—| Check this box to include this comment as a remark in the ePAF

) o

* Required Field

e Enter the “Effective Start Date”. This date must match the I-9 completion date as well as the
first day of work on the employee’s timesheet.
e Enter the salary rate.




Enter the amount of work hours the employee is being hired for. Please note: if work hours
total more than 500 hours, the system automatically adds Annual Leave and Sick Leave
hours.

If the employee will work more than 1 hour between the hours of 6:00 P.M. and 8:00 A.M.
shift differential hours are required.

Include comments as needed; then click “Next”.

Step 5: Submitting for approval

e The ePAF has now been created and has been sent to the next level approver.
e Click Continue.

Mext Task: Chair/Director's Approval

Employee: WASHINGTON, ERIC

)

Revisions

Step 1: Getting to an ePAF that needs revision

e To begin editing the ePAF double-click “New case” from the menu on the left, then double-
click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).

v a &

NP 4 CUNYfirst Security Access Request (Faculty/Staff)

B Inbox (0) W Ful Time Postions
,_°’ Drafz (0) Le ePRF - Full Time Position Request v2 4 (Intiate Regquest)
@ Participated (3602) B Personnel Action Ferm
C Unassigned (4) % Adjunct Reappointments v.8.6 (Initiate PAForm)
1) Paused (10) % Adjunct Revisions & Separations v.2.5 (Initiate Revision/Separation)
4 i Search ‘._ Classified Staff Personnel Action Form v.4.7 (Initiate PAForm)
@) Advanceo search & Full-Time Classified Staff Personnel Action Form v2.5 (Initiate PAForm)
{2/ Documents & Part-Time instrucuonal Staff Personnel Action Form v.5.5 (Initiate PAForm)




Step 2: Selecting type of action

e You will need to locate the ePAF that you would like to revise by typing in the case # or
searching the system by employee name.
e Select the department, and then select “Revision” as the type of action.

Case & 35713 Tide:[10)

Claszified S5taff Personnel Action Form

“ Department | HUMAN RESOURCES M

e |Initial Appointments are for
Dept. Code (305 new hires.
+ Type of Action = _ Reappointment is to be used
when someone has been
Initial Appointment terminated and is coming

Reappointment back, or at the beginning of
Revision

the new fiscal year.

Termination Revision: add; reduce hours,
Restssion change salary, change start
date, etc.

Resignation: employee
voluntarily leaves
Termination: employee has
been terminated/ not
reappointed.

Step 3: Reason for revision Rescission: employee never
e Select the reason for the appointment revision. worked.

Case #: 35750 Title: [ ()

Classified Staff Personnel Action Form

“Department | HUMAN RESOURCES

Dept. Code | 305

* Type of Action | Revision

* Reason for Appointment Revision
CUNY Employee ID Add Hours
Do you know the CUNY Employee I Reduce Hours

Increase Salary Rate

Muodify Start and/or End Dates




Step 4: Selecting/Searching for employee

e Search by CUNYFirst ID (if you know it):

Case #:35711  Tide: 10

Classified Staff Personnel Action Form

* Department | HUMAN RESOURCES -

Dept. Code | 305

* Type of Action | Rewision

* Reason for Appointment Revision Reduce Hours

CUNY Employes ID

Do you know the CUNY Employee ID for this person?

ve: v |
Enter CUNY Employee ID

* CUNY Employee 1D: | <4=mmmm

* Required Field

e If you don’t know the CUNYFirst ID, then search by last name:

Caze & 35711 Tide: [1[)
Classified 5taff Personnel Action Form
“Department | HUMAN RESOURCES

Dept. Code (305

* Type of Action | Rewision

* Reason for Appointment Revision | Reduce Hours

CUNY Employee ID
Do you know the CUNY Employee ID for this person?
No v (U

Enter Employee First and Last Mame

* First Mame _
* Last Mame

Search

* Required Field




Revising to add hours

You will need to enter the total amount of hours that the employee needs to have (including
the additional amount).

Enter Shift Differential amount, if required by work schedule.

The salary can also be changed on this screen but it requested that another revision ePAF be
used for that.

Case #: 35750  Title: RABYA CHOUDHURY [305] ()

4 Previous Step b Mext Step

Revision of Appointment
Employee Information

First Mame RABYA
Last Name CHOUDHURY
Employee D skl
Title COLLEGE ASSISTANT [10102]
Department HUMAN RESOURCES [305]

Hourly Appointment

* Effective Start Date | 07/01/2016 XL (Employee's first day of work)

End Date |06/30/2017
* Salary Rate $

[ 1040 Hours walver @

“ Work Hours &
I:' Cwverwrite Annual & Sick Leaves I:I Em D|0yEE nas 3 YEears or more of service 0
Annual Leawve I:l
Sick Leawve |:|
Total Hours 320,
sniftDifferencials [ o (.

Total Salary $ 4,480.00

| Reason for Revision: ADD HOURS

[ Check this box to include this comment as a remark in the PAF

ol |

e C(Click next to send the revised ePAF to the next level approver.

Revising to reduce hours

e Select “Reduce Hours” as the revision reason.




Select “Yes/No” if employee’s latest timesheet has been submitted.

Select the pay period ending date of the most recent timesheet that has been submitted.
The salary can also be changed on this screen but it requested that another revision ePAF be
used for that.

Case #: 35730 Title: RABYA CHOUDHURY [305] (FY17)

Classified Staff Personnel Action Form

* Department | HUMAN RESOURCES M |

Dept. Code | 305

* Type of Action | Revision

* Reason for Appointment Revision | Reduce Hours v |_

Employee Personal Information
* First Name | RABYA

Middle Initial

* Last Mame | CHOUDHURY

Employee ID

* 55N

Personal E-mail

* Lehman Email |RABY#.CHOUDI—URY@ha'UC"rr'ai cuny.edu

* Address | SESesSsS——

¥ City
* State
* Zip Code

Phone

Employee Timesheet
“ Have employee's latest imesheet EI _
been submitted to HR?
* Select pay period ending date ﬁ:‘ _
of employee's latest imesheet
neo |

* Reguired Field

e Click “Next” to move forward.
e On the next page (see below) you will enter the reduction in hours.
e You will need to enter the total amount of hours that the employee needs to have.

10| Page




e Enter any Shift Differential, if required by employee’s work schedule.
e Enter any desired comments.
e C(Click next to send to next approver.

Case £: 35750 Title: RABYA CHOUDHURY [305] (FY17)
4 Previous Step B Mext Step
Revision of Appointment
Employee Information
First Name RABYA
Last Mame CHOUDHURY
Employee ID s
Trtle COLLEGE ASSISTANT [10102]
Department HUMAN RESOURCES [305]

Hourly Appointment

* Effective Start Date | 07/01/2016 X1 (Employee's first day of work)

End Date |06/30/2017
* Salary Rate S

[ 1040 Hours walver @

* Work Hours -

) overwrite Annual & sick Leaves () employee nas 5 years or more of service @

annvalteave [0
skteave [ 0

Total Hours 320

ShiftDifferential 5 [ o] A
Total Salary $

Comments

| Reascn for Revision: REDUCE HOURS

O Check this box to include this comment as & remark in the ePAF

next |

* Required Field

Revising to increase salary

e Select “Increase Salary Rate” as the revision option.
e Select “Yes/No” if employee’s latest timesheet has been submitted.




Select the pay period ending date of the most recent timesheet that has been submitted.

Case #: 35750 Title: RABYA CHOUDHURY [305] (FY17)

Classified 5taff Personnel Action Form

* Department | HUMAMN RESOURCES M |

Dept. Code
¢ Reason for Appointment Revision | Increase Salary Rate v | _

Employee Personal Information

* First Mame | RABYA

Middle Initial

* Last Mame | CHOUDHURY

Employee ID

* 55N

Perscnal E-mail

* Lehman Email |RABYA.CHOUDI—URY@ba‘uc*rrai cuny.edu

* Address | ikiekieaeettepasis

* City

* State

* Zip Code
Phone

Employee Timesheet
* Have employee's latest timesheet _

been submitted to HR?

* Select pay period ending date 09/03/2016 ]

of employee's |latest timesheet
nex: |

* Required Field

Click “Next” to move forward.

On the next page (see below) you will enter the salary changes.
Select the Effective Start Date.

Enter current salary rate.

Enter the effective date of the new salary.

Enter new salary rate.

Enter any desired comments.

Click next to send to next approver.




Case #: 35750 Title: RABYA CHOUDHURY [305] (FY17)

4 Previous Step B Next Step
Revision of Appointment

Employee Information

First Mame RABYA
Last Mame CHOUDHURY
Employee IO S
Title COLLEGE ASSISTAMT [10102]

Department HUMAN RESOURCES [3035]

Hourly Appointment
* Effective Start Date | 07/01/2016 XL —‘Irst day of work)

* Current Salary Rate 5 l:l _
* Effective Date of Wage Increase ._
* New 5alary Rate 5 _

| Reason for Revision: INCREASE SALARY RATE

O Check this box to include this comment as a remark in the ePAF

ol

* Reguired Field

Revising to modify start date

Select “Modify Start and/or End Dates” as the revision option.
Select “Yes/No” if employee’s latest timesheet has been submitted.
Select the pay period ending date of the most recent timesheet that has been submitted.




Case #: 35750 Title: RABYA CHOUDHURY [305] (FY17)

Classified Staff Personnel Action Form

* Department | HUMAN RESOURCES v

Dept. Code
* Type of Acticn
* Reason for Appointment Revision | Maodify Start and/or End Dates ¥ |_
* First Name
Middle Initial
* Last Name

Employee 1D

¥ 55N

Personal E-mail

* Lehman Email |RABYA.CHGUDI—URY@ba’uc"rrai cuny.edu

* Address

* City

* State

* Zip Code

Phone

Employee Timesheet
“ Hawe employee's latest timesheet - _
been submitted to HR?
* Select pay period ending date [ponz=501s R <4=mmmm

of employee's latest timesheet
nex: |

* Required Field

Click “Next” to move forward.

On the next page (see below) you will enter the new start date. Please note that an end date
cannot be changed; a termination ePAF will be needed when the employee stops working.
Select the correct effective start date.

Verify that the work hours and shift hours are correct.




e Enter any desired comments.
e C(Click next to send to next approver.

Case #: 35750 Title: RABYA CHOUDHURY [305] (FY17)

4 Previous Step B Next Step
Revision of Appointment

Employee Information

First Mame RABYA
Last Mame CHOUDHURY
Employes ID i ——
Title COLLEGE ASSISTANT [10102]

Department HUMAMN RESOURCES [3053]

Hourly Appointment
* Effective Start Date | 07/01/2016 i) usr day of work)

End Date | 06/30/2017
* Salary Rate 5

[ 1040 Hours waiver @

* Wark Hours me otner PAFS

[ averwrite Annual & Sick Leaves O Employee has 5 years or more of service 7]
Annual Leave
Sick Leawve
Total Hours
Shift Differential 5
Total Salary 5

| Reason for Revision: MODIFY START ANDVOR EMD DATES

O Check this box to include this comment as a remark in the ePAF

new: <




Terminations/Separations

Step 1: Getting to the right ePAF

To begin terminating the ePAF double-click “New case” from the menu on the left, then double-click
“Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).

ﬁ DEVELOPMENT SERVER 2

“ LEH MAN Home Documents
WY COLLEGE

= Find a Process Xl v a &

4 Cazes B CUNYfirst

L0 New case 4 CUNYfirst Security Access Request (Faculty/Staff)
i3 Inbox (O— B Full Time Positions

,-17 Draft (0) .‘ €PRF - Full Time Position Request v2 4 (Initiate Request)
« Participated (3603) [ Personnel Action Form
G Unassigned (3) 4 Adjunct Reappointments v.8.6 (Initiate PAForm)
W Paused(10) & Adjunct Revisions & Separations v.2.5 (Initiate Revision/Separation)
« il seaeh o Classifies Staff ersonne! Acton Form v47 (intete pAForm) QD
ﬁ Advanced Search ¥ Full-Time Classified Staff Personnel Action Form v2.5 (Initiate PAForm)
b |= Documents 4 PartTime Instructional Staff Personnel Action Form v.5.5 (Initiate PAForm)

Step 2: Selecting the right action

Resignation
e This action is used when an employee voluntarily resigned from his/her position.

Case #: 35713 Title: [1 ()

Classified 5taff Personnel Action Form

* Department | HUMAN RESOURCES M
Dept. Code | 305

* Type of Action

Inival Appointment
Reappointment
Revision
EETT— —
Termination
Rescission




e Enter last day work and upload resignation letter if available.

Case #: 35713 Title: RABYA CHOUDHURY [305] ()
4 Previous Step B Mext Step
Resignation of Appointment

Employee Information

First Mame RABYA
Last Name CHOUDHURY
Employee ID  sinkiiinii—
Title COLLEGE ASSISTANT [10102]

Department HUMAN RESOURCES [303]

Hourly Appointment
“lasosyweries [ %3

Resignation Letter

If available, please attach employee's resignation letter below

Resignaticn Letter | Choose File | No file chosen —

® {Supporting Documents)

‘Comments

e Submit for approval.

4 Previous Step

Assign Task

Mext Task: Chair/Director's Approval

Employes: WASHINGTOM, ERIC




Termination

e This action is used when an employee involuntarily leaves his/her position or the
appointment has come to an end and no reappointment will be made.
e Select Termination as the type of action:

Case #: 35713 Tite: [10)

Classified Staff Personnel Action Form

“ Department | HUMAN RESOURCES ¥

Dept. Code | 305

* Type of Action

Initial Appointment
Reappointment
Ravision

Termination
Rescission

e Select last day worked:

Case #:35713  Title: RABYA CHOUDHURY [305] ()

4 Previous Step

Termination of Appointment
Employee Information

First Name RABYA
Last Name CHOUDHURY
Employee ID 14237702
Title COLLEGE ASSISTANT [10102]
Department  HUMAN RESOURCES [305]

Hourly Appointment
* Last Day Worked x5

Comments

[J check this box to include this com




e  Submit for approval

4 Previous Step

Assign Task

Mext Task: Chair/Director's Approval

Employes. WASHINGTOM, ERIC

Rescission

This action is used when an employee will not be working after initially accepting
appointment.
Select Rescission as the type of action.

Case #:35713 Tite:[10)

Classified 5taff Personnel Action Form

" Department | HUMAN RESOURCES i

Dept. Code | 305

* Type of Action

Initial Appointment
Reappointment
Revision

Termination
Rescission




Select the effective start date of the ePAF you would like to rescind.

Case # 35713 Ticle: RABYA CHOUDHURY [305) (

4 Previous Step

Rescission of Appointment
Employee Information

First MName RABYA
Last Mame CHOUDHURY
Employee ID mikiiiii—
Trde COLLEGE ASSISTANT [10102]

Department  HUMAMN RESOURCES [305]

* Effectve Start Date ‘.(_L —nay of work)

End Date

L) check this box to include this comment as a remark in the ePAF
Next

* Required Field

Submit for approval.

4 Previous Step

Assign Task

Mext Task: Chair/Director's Approval

Employes. WASHINGTOM, ERIC

contnue | (N




Reappointments

Step 1: Getting to the right ePAF

e To begin the reappointment ePAF double-click “New case” from the menu on the left, and
then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).

< # | Find a Process X v a o

4 Cazes W CUNYfirst
0 New case — 45 CUNYfirst Security Access Request (Faculty/Staff)
B Inbox (0) B Ful Time Positions
\7 Drafz (0) % ePRF - Full Time Position Request v2.4 (Initiate Request)
@ Participated (3602) By Personnel Action Ferm
G Unassigned (4) %= Adjunct Reappointments v.8.6 (Initiate PAForm)
1) Paused (10) % Adjunct Revisions & Separations v.2.5 (Initiate Revision/Separation)
4 g Seerch 4 Classified Staff Personne! Action Form v.4.7 (Initiate PAForm)
@ Advanced Search %2 Full-Time Classified Staff Personnel Action Form v2.5 (Initiate PAForm)
{2/ Documents #&¢ Part-Time instrucuonal Staff Personne! Action Form v.5.5 (Initiate PAForm)

Step 2: Selecting the type of action and searching for employee

Case #: 35703 Title:[10
Classified 5taff Personnel Action Form

" Department | HUMAN BESOURCES

Dept. Code  |305
* Type of Action | Reappeintment v —

CUNY Employee ID

Do you know the CUNY Employee ID for this person?
Yoo ¥
Enter CUNY Employes ID
* CUNY Employee ID: | |

seorcn (D

Y Hequired Feld




e Search for employee by CUNYFirst ID:

Case & 35703 Tile:[10)
Classified 5taff Personnel Action Form

CDepartment | HUMAN BESOUBRCES
Dept. Code | 305

* Type of Action | Reappointment ¥ —
CUNY Employee ID

Do you know the CUNY Employee ID for this person?

ves v
Enter CUNY Employes ID

* CUNY Employee ID: | K|
searcn

¥ Required Field

e Search for employee by name:

Case #:35703 Tide:[10)

Classified Staff Personnel Action Form

* Department | HUMAN RESOURCES v

Dept. Code | 305

* Type of Action | Reappointment v

CUNY Employee ID

Do you know the CUNY Employee ID for this person?

No v

Enter Employee First and Last Name
* First Name |
* Last Mame |

* Required Field




Step 3: Verify all information is correct:

Caze 2 35704 Title: [10)
Classified Staff Personnel Action Form
“Department | HUMAN RESOURCES

Dept. Code | 305 |

* Type of Action Reappointment v

CUNY Employee ID

Do you know the CUNY Employee ID for this person?

Yeg ¥
Enter CUNY Employes ID

* CUNY Employee ID: | 00000000

Search

Y Heguired Feld

T NEQUITED FIeIO

Employee Personal Information

* First Name | TEST [

Middie Initia _]

* Last Name |

Employee ID |
* SSN
Personal E-ma

* Lenman Ema

* Address
* Ciy
* State

* Zip Code

Phone

* Required Field




Step 4: Entering Reappointment information

e Enter the new effective start date, rate of pay, works hours and shift differential.

Case # 35704  Title: TEST TEST [305] )

4 Previous Step

Employee Information

First Mame TEST
Last Mame TEST
Employee ID 00000000
Tle COLLEGE ASSISTANT [10102]

Department HUMAN RESOURCES [205]

¥ Effecove Start Date | 070202016 :lt_'_h —'st day of work)

End Date W‘

* Salary Rate 5 —l_| —

) 1040 Haurs waiver @
*Work Hours ﬂ m
L overwrite Annual & Sick Leaves J employes nas 5 years or mare of service @

Annual Leave | 33
Sick Leave | 25
Total Hours | 538

Shift Differential $ 0,00/ @ —
Total Salary 5 | 6,696.00

-
-

I Check this box to include this comment as a remark in the ePAF

e

* Reguired Feld




Step 5: Submitting for approval

Mext Task: Chair/Director's Approval

Emiplayes: WASHINGTOM, ERIC

contnve | QN

This completes the user guide.

For questions and comments, please reach out to the office of Human Resources at 718-960-8181.
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	Introduction 
	User guide for the Electronic Personnel Action Form (ePAF) System 
	 
	This document has been designed to assist Lehman Administration Staff with the Electronic Personnel Action Form (ePAF) system for the following processes: 
	 
	 New Hire/Initial Appointments 
	 New Hire/Initial Appointments 
	 New Hire/Initial Appointments 

	 Making revisions to an ePAF  
	 Making revisions to an ePAF  

	 Terminating an employee 
	 Terminating an employee 

	 Reappointing an employee 
	 Reappointing an employee 


	 
	The system requires a multi-step electronic approval process by user roles – Department Secretary (creator), Department Chairperson, Executive Assistant, Dean, Human Resources, Budget, and Payroll respectively. 
	 
	This aid along with the accompanying screen shots will assist each Administrative Department in performing tasks associated with the specific user role. Access to information about the ePAF and the ability to change data on a form is dependent on the assigned role.   
	 
	As we utilize this system, it is important that we continue to follow the Lehman College/CUNY policies and procedures.  This will ensure that appointments are processed faster, take proactive control over expenses, and ultimately more employees being paid on-time. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Initial Appointments 
	 
	The following are a series of screen shots outlining the process you must follow to create an ePAF for a classified hourly position after logging in. 
	Step 1: Getting to the right ePAF  
	 
	To begin creating the ePAF double-click “New case” from the menu on the left, then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm). 
	 
	 
	 
	Please note that moving forward each ePAF will be identified by a “Case #”.  The only time the Initiator (Department Secretary or Administrator) will have anything in the “Inbox” is if the Executive Assistant or Chairperson has pushed back the ePAF. From here, you will begin the creation of the ePAF. 
	 
	Step 2: Entering employee personnel data 
	 
	 Immediately on the next screen, a message will pop up about new hire paperwork. Click “ok” to proceed. 
	 Immediately on the next screen, a message will pop up about new hire paperwork. Click “ok” to proceed. 
	 Immediately on the next screen, a message will pop up about new hire paperwork. Click “ok” to proceed. 

	 Under the “Classified Staff Personnel Action Form” section, select the appropriate Department.  
	 Under the “Classified Staff Personnel Action Form” section, select the appropriate Department.  

	 Select type of action as “Initial Appointment”. 
	 Select type of action as “Initial Appointment”. 

	 Select Employee Job Title. 
	 Select Employee Job Title. 

	 Under “Employee Personal Information” section, fill out all the employee’s information, then click “submit”. 
	 Under “Employee Personal Information” section, fill out all the employee’s information, then click “submit”. 

	 This process will be the same for new College Assistants, Student Aides and IT Hourly positions.  
	 This process will be the same for new College Assistants, Student Aides and IT Hourly positions.  

	 Screenshot for this step is below. 
	 Screenshot for this step is below. 


	 
	Step 3: Verifying new hire paperwork was completed 
	 
	 After clicking “Submit” in step 2, you will get a pop-up message asking for verification of new hire paperwork.  
	 After clicking “Submit” in step 2, you will get a pop-up message asking for verification of new hire paperwork.  
	 After clicking “Submit” in step 2, you will get a pop-up message asking for verification of new hire paperwork.  


	 
	 
	 If all paperwork and information has been submitted by the new employee, click “Verify” to proceed. 
	 If all paperwork and information has been submitted by the new employee, click “Verify” to proceed. 
	 If all paperwork and information has been submitted by the new employee, click “Verify” to proceed. 


	Step 4: Entering employment data 
	 
	 This is where you will enter the employment information under the “Hourly Appointment” section. 
	 This is where you will enter the employment information under the “Hourly Appointment” section. 
	 This is where you will enter the employment information under the “Hourly Appointment” section. 


	 
	 
	 Enter the “Effective Start Date”. This date must match the I-9 completion date as well as the first day of work on the employee’s timesheet. 
	 Enter the “Effective Start Date”. This date must match the I-9 completion date as well as the first day of work on the employee’s timesheet. 
	 Enter the “Effective Start Date”. This date must match the I-9 completion date as well as the first day of work on the employee’s timesheet. 

	 Enter the salary rate. 
	 Enter the salary rate. 


	 Enter the amount of work hours the employee is being hired for. Please note: if work hours total more than 500 hours, the system automatically adds Annual Leave and Sick Leave hours. 
	 Enter the amount of work hours the employee is being hired for. Please note: if work hours total more than 500 hours, the system automatically adds Annual Leave and Sick Leave hours. 
	 Enter the amount of work hours the employee is being hired for. Please note: if work hours total more than 500 hours, the system automatically adds Annual Leave and Sick Leave hours. 

	 If the employee will work more than 1 hour between the hours of 6:00 P.M. and 8:00 A.M. shift differential hours are required.  
	 If the employee will work more than 1 hour between the hours of 6:00 P.M. and 8:00 A.M. shift differential hours are required.  

	 Include comments as needed; then click “Next”. 
	 Include comments as needed; then click “Next”. 


	 
	Step 5: Submitting for approval 
	 
	 The ePAF has now been created and has been sent to the next level approver. 
	 The ePAF has now been created and has been sent to the next level approver. 
	 The ePAF has now been created and has been sent to the next level approver. 

	 Click Continue. 
	 Click Continue. 


	 
	 
	Revisions 
	Step 1: Getting to an ePAF that needs revision 
	 
	 To begin editing the ePAF double-click “New case” from the menu on the left, then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).  
	 To begin editing the ePAF double-click “New case” from the menu on the left, then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).  
	 To begin editing the ePAF double-click “New case” from the menu on the left, then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).  


	 
	Step 2: Selecting type of action 
	 
	 You will need to locate the ePAF that you would like to revise by typing in the case # or searching the system by employee name. 
	 You will need to locate the ePAF that you would like to revise by typing in the case # or searching the system by employee name. 
	 You will need to locate the ePAF that you would like to revise by typing in the case # or searching the system by employee name. 

	 Select the department, and then select “Revision” as the type of action. 
	 Select the department, and then select “Revision” as the type of action. 


	 
	Step 3: Reason for revision 
	 Select the reason for the appointment revision. 
	 Select the reason for the appointment revision. 
	 Select the reason for the appointment revision. 


	 
	 
	 
	Step 4: Selecting/Searching for employee 
	 
	 Search by CUNYFirst ID (if you know it): 
	 Search by CUNYFirst ID (if you know it): 
	 Search by CUNYFirst ID (if you know it): 


	 
	 If you don’t know the CUNYFirst ID, then search by last name: 
	 If you don’t know the CUNYFirst ID, then search by last name: 
	 If you don’t know the CUNYFirst ID, then search by last name: 


	 
	Revising to add hours 
	 
	 You will need to enter the total amount of hours that the employee needs to have (including the additional amount). 
	 You will need to enter the total amount of hours that the employee needs to have (including the additional amount). 
	 You will need to enter the total amount of hours that the employee needs to have (including the additional amount). 

	 Enter Shift Differential amount, if required by work schedule. 
	 Enter Shift Differential amount, if required by work schedule. 

	 The salary can also be changed on this screen but it requested that another revision ePAF be used for that. 
	 The salary can also be changed on this screen but it requested that another revision ePAF be used for that. 


	 
	 
	 
	 Click next to send the revised ePAF to the next level approver. 
	 Click next to send the revised ePAF to the next level approver. 
	 Click next to send the revised ePAF to the next level approver. 


	 
	Revising to reduce hours 
	 
	 Select “Reduce Hours” as the revision reason. 
	 Select “Reduce Hours” as the revision reason. 
	 Select “Reduce Hours” as the revision reason. 


	 Select “Yes/No” if employee’s latest timesheet has been submitted. 
	 Select “Yes/No” if employee’s latest timesheet has been submitted. 
	 Select “Yes/No” if employee’s latest timesheet has been submitted. 

	 Select the pay period ending date of the most recent timesheet that has been submitted. 
	 Select the pay period ending date of the most recent timesheet that has been submitted. 

	 The salary can also be changed on this screen but it requested that another revision ePAF be used for that. 
	 The salary can also be changed on this screen but it requested that another revision ePAF be used for that. 


	 
	 
	 
	 
	 
	 
	 Click “Next” to move forward. 
	 Click “Next” to move forward. 
	 Click “Next” to move forward. 

	 On the next page (see below) you will enter the reduction in hours. 
	 On the next page (see below) you will enter the reduction in hours. 

	 You will need to enter the total amount of hours that the employee needs to have.  
	 You will need to enter the total amount of hours that the employee needs to have.  


	 Enter any Shift Differential, if required by employee’s work schedule. 
	 Enter any Shift Differential, if required by employee’s work schedule. 
	 Enter any Shift Differential, if required by employee’s work schedule. 

	 Enter any desired comments.  
	 Enter any desired comments.  

	 Click next to send to next approver. 
	 Click next to send to next approver. 


	 
	 
	 
	 
	 
	Revising to increase salary 
	 
	 Select “Increase Salary Rate” as the revision option. 
	 Select “Increase Salary Rate” as the revision option. 
	 Select “Increase Salary Rate” as the revision option. 

	 Select “Yes/No” if employee’s latest timesheet has been submitted. 
	 Select “Yes/No” if employee’s latest timesheet has been submitted. 


	 Select the pay period ending date of the most recent timesheet that has been submitted. 
	 Select the pay period ending date of the most recent timesheet that has been submitted. 
	 Select the pay period ending date of the most recent timesheet that has been submitted. 


	 
	 
	 
	 Click “Next” to move forward. 
	 Click “Next” to move forward. 
	 Click “Next” to move forward. 

	 On the next page (see below) you will enter the salary changes. 
	 On the next page (see below) you will enter the salary changes. 

	 Select the Effective Start Date. 
	 Select the Effective Start Date. 

	 Enter current salary rate. 
	 Enter current salary rate. 

	 Enter the effective date of the new salary. 
	 Enter the effective date of the new salary. 

	 Enter new salary rate. 
	 Enter new salary rate. 

	 Enter any desired comments.  
	 Enter any desired comments.  

	 Click next to send to next approver. 
	 Click next to send to next approver. 


	 
	 
	 
	 
	Revising to modify start date 
	 
	 Select “Modify Start and/or End Dates” as the revision option. 
	 Select “Modify Start and/or End Dates” as the revision option. 
	 Select “Modify Start and/or End Dates” as the revision option. 

	 Select “Yes/No” if employee’s latest timesheet has been submitted. 
	 Select “Yes/No” if employee’s latest timesheet has been submitted. 

	 Select the pay period ending date of the most recent timesheet that has been submitted. 
	 Select the pay period ending date of the most recent timesheet that has been submitted. 


	 
	 
	 
	 
	 
	 Click “Next” to move forward. 
	 Click “Next” to move forward. 
	 Click “Next” to move forward. 

	 On the next page (see below) you will enter the new start date. Please note that an end date cannot be changed; a termination ePAF will be needed when the employee stops working. 
	 On the next page (see below) you will enter the new start date. Please note that an end date cannot be changed; a termination ePAF will be needed when the employee stops working. 

	 Select the correct effective start date. 
	 Select the correct effective start date. 

	 Verify that the work hours and shift hours are correct. 
	 Verify that the work hours and shift hours are correct. 


	 
	 
	 
	 
	 Enter any desired comments.  
	 Enter any desired comments.  
	 Enter any desired comments.  

	 Click next to send to next approver. 
	 Click next to send to next approver. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Terminations/Separations 
	 
	Step 1: Getting to the right ePAF 
	 
	To begin terminating the ePAF double-click “New case” from the menu on the left, then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm). 
	 
	 
	 
	Step 2: Selecting the right action  
	Resignation 
	 This action is used when an employee voluntarily resigned from his/her position. 
	 This action is used when an employee voluntarily resigned from his/her position. 
	 This action is used when an employee voluntarily resigned from his/her position. 


	 
	 
	 Enter last day work and upload resignation letter if available. 
	 Enter last day work and upload resignation letter if available. 
	 Enter last day work and upload resignation letter if available. 


	 
	 Submit for approval. 
	 Submit for approval. 
	 Submit for approval. 


	 
	 
	 
	 
	 
	 
	 
	 
	Termination 
	 
	 This action is used when an employee involuntarily leaves his/her position or the appointment has come to an end and no reappointment will be made. 
	 This action is used when an employee involuntarily leaves his/her position or the appointment has come to an end and no reappointment will be made. 
	 This action is used when an employee involuntarily leaves his/her position or the appointment has come to an end and no reappointment will be made. 

	 Select Termination as the type of action: 
	 Select Termination as the type of action: 


	 
	 
	 
	 
	 Select last day worked: 
	 Select last day worked: 
	 Select last day worked: 


	 
	 
	 
	 Submit for approval 
	 Submit for approval 
	 Submit for approval 


	 
	 
	Rescission 
	 
	 This action is used when an employee will not be working after initially accepting appointment. 
	 This action is used when an employee will not be working after initially accepting appointment. 
	 This action is used when an employee will not be working after initially accepting appointment. 

	 Select Rescission as the type of action. 
	 Select Rescission as the type of action. 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 Select the effective start date of the ePAF you would like to rescind. 
	 Select the effective start date of the ePAF you would like to rescind. 
	 Select the effective start date of the ePAF you would like to rescind. 


	 
	 
	 Submit for approval. 
	 Submit for approval. 
	 Submit for approval. 


	 
	 
	 
	 
	 
	 
	 
	Reappointments 
	 
	Step 1: Getting to the right ePAF 
	 
	  To begin the reappointment ePAF double-click “New case” from the menu on the left, and then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).  
	  To begin the reappointment ePAF double-click “New case” from the menu on the left, and then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).  
	  To begin the reappointment ePAF double-click “New case” from the menu on the left, and then double-click “Classified Staff Personnel Action Form V.4.7 (Initiate PAForm).  


	 
	 
	 
	Step 2: Selecting the type of action and searching for employee 
	 
	 
	 
	 Search for employee by CUNYFirst ID: 
	 Search for employee by CUNYFirst ID: 
	 Search for employee by CUNYFirst ID: 


	 
	 
	OR 
	 
	 
	 Search for employee by name: 
	 Search for employee by name: 
	 Search for employee by name: 


	 
	 
	 
	 
	Step 3: Verify all information is correct: 
	 
	 
	 
	 
	 
	Step 4: Entering Reappointment information 
	 
	 Enter the new effective start date, rate of pay, works hours and shift differential. 
	 Enter the new effective start date, rate of pay, works hours and shift differential. 
	 Enter the new effective start date, rate of pay, works hours and shift differential. 


	 
	 
	 
	Step 5: Submitting for approval 
	 
	 
	 
	This completes the user guide. 
	 
	For questions and comments, please reach out to the office of Human Resources at 718-960-8181. 
	 



