
 

      

 

 

 

 
 
 
 

Workforce Management Organization 
 
 
 

 
PeopleFlow 

Automated PRF and PAF 
Processing System 

 
 
 

Module 11 – Steps to Process  
New Hire/Re-hire PAF 

 
 
 
 

VERSION: 4.0 
 

July 19, 2010 



(All SREEN SHOTS SUBJECT TO CHANGE) 

2 
Workforce Management  
PeopleFlow Module # 11 – New Hire & Re-hire PAF                                                                                                                      Updated 3/26/10 

PEOPLEFLOW: Processing New Hire/Re-hire PAFs 

 
The Personnel Request Form (PRF), at the employment queue, will be used to initiate the corresponding 
New hire/Re-hire PAFs.  
 
Steps to process New Hire/Re-hire PAFs 
 
1. End-user will receive e-mail notification  of the new action item 
2. Log in to the PeopleFlow system 
3. Click the To Do List icon 

 

 
Figure 1: To Do List Action Icon 

4. Find the appropriate PAF from the list and double click on the applicable New Hire/Re-hire PAF (see 
figure 2 and Table 1) 
 

 
Figure 2: Sample - List of available New Hire/Re-hire PAFs to process 

 

 

Steps continue on following page…  
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5. The selected New Hire/Re-hire PAF will open, notice all the fields that have been automatically 
populated as a result of the processed PRF linked to this form (see figures 3). 

6. Note the action buttons at the bottom of the PAF screen: Edit, Validate, Abort (see fig. 3). 
7. After reviewing the PAF form, click on Edit (see figure 3) 

 

 
 

Figure 3: New Hire/Re-hire PAF 

 

 
                        
Steps continue on following page…  
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8. The form will reload and you will be able to add the following information (See figures 6 & 7) 
 

 Effective Date – by either entering in the MM/DD/YY format, or using built-in calendar 

 Check code – from the drop down list 

 Actual salary – which auto populates all other fields in this line (Annual salary, monthly salary,     
% FTE, Hourly Rate, Hours/Period 

 Funding distribution – edit accounts to be charged by clicking New  

 Remarks – add text remarks if applicable 

 Attachments – adding document(s) by clicking on Add new document 
 

9. Click Submit the first time – to ‘SAVE’ the form (see figure 7) 

  
Figure 4: Completing effective date, check code, and actual salary fields 
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10. The PAF reloads – the form will open up again on the screen for an opportunity to check your entries 
11. Click Validate – to ensure that all data is entered accurately (see other options available at bottom of 

the page) see figure 7    
 

 
Figure 7: PAF screen to Validate 

12. PAF page reloads one more time 
13. Click Submit a second time (see figure 8) – to move PAF forward in the process 
                                                                                            

 
                                                

 
End of New Hire/Re-hire PAF initiation process 

Figure 8: PAF Screen to Submit Form 
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