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PEOPLEFLOW: Processing a Transfer PAF

1. Employment team will release the Transfer PAF to the applicable hiring department’s PeopleFlow end-

user

2. The End-user will receive an e-mail notification of the new action item

3. Log in to PeopleFlow system
4. Click the To Do List icon

Figure 1: To Do List Action Icon

5. Find the appropriate PAF from the list and double click on the applicable Transfer PAF (see figure 2)
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PAF Transfer BREES, DREW 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer DANIEL, CHASE 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer MEACHEM,ROBERT 23310 REGISTRAR PRF-0033

PAF Transfer BREES,DREW 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer BRUNELL,MARK 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer DANIEL, CHASE 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer BELL,MARK 15120 EMERGENCY PLANNING PRF-DD33

PAF Transfer BRUNELL,MARK 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer MEACHEM,ROBERT 23310 REGISTRAR PRF-0033

PAF Transfer THOMAS, PIERRE 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer HAMILTON,LYNELL 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer BREES, DREW 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer BREES, DREW 15120 EMERGENCY PLANNING PRF-0033
PAF Transfer DANIEL, CHASE 15120 EMERGENCY FLANNING PRF-D033

Figure 2: Sample - List of available Transfer PAFs to process

Steps continue on following page...
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6. The selected Transfer PAF will open, naotice all fields that have been automatically populated as a result
of the processed PRF linked to this form (see figures 3)

7. Note the action buttons at the bottom of the PAF screen: Edit, Validate, Abort (see figure 3)

8. After reviewing the PAF form, click on Edit (see figure 3)

| Tulane . Payroll Action Form

University

PAF Number | paF-000730 \
Reguest Date/Tme | 7/20/2010 10:28 AM E
Fogtion Control = 1234800562

Emplovee Information PRE Number pRF-0D460
Employes Number S5M Current Org Mumber — Org Name
f— - 33351 LA HISTORY
Last Mame First Name Mickde Name Suffix
. B - L
Transfer Empkryee Stalus Effective date (mm/ddfyyy)
TRAMSFER AF
Change Codes Hew Crganization No.
Organzation TRAMNSFER 1213 UNIVERSITY HUMAN RES
Tige TRANSFER 200244-0001 VISITENG LECTURER. @
Check Code | -
Salary TRAMSFER Pay Frequency | Monthly =
Arnusiized Salary  Actual Salary Monthiy Salary % FTE Hourly Rate  Hours/Period
£0.00 £0.00 £0.00 100.00 £0.0000 162.50
Funding Distribution
{5} bo be cherged Total percent effort entered: 100,00
[ EX Page 10f 1 [ = | = |
GL Account Natural Account Task Amard % of Effort
216025 5311 100

4 L] b

Come ) s ] o |

Figure 3: Sample - List of available Transfer PAFs to process
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9. The form will reload and you will be able to add the following information (See figures 4)

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

e 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 by charged by clicking New

Remarks — add text remarks if applicable

Attachments — adding document(s) by clicking on Add new document

Click Submit the first time — to “SAVE” the form

Transfer Employee Status Effective date (mm/dd/yyyy)
TRAMNSFER RF 7 ‘
Change Codes Mew Organization Mo,
Organization T ANSFER 12120 UNIVERSITY HUMAN RES
Title | TRANSFER 200244-0001 VISITING LECTURER
Check Cad, -
Salar SFER Pay Frequency ||\,n|¢,,-|~|j,-||],I
Monthly Salary % FTE Hourly Rate  Hours/Period
£0.00 100.00 s0.0000] | 16250

® The following required fields must be populated: Effective Date, Check Code
® The Effective Date must be in the future and in the format ‘mm/ddfyyyy'

Funding Distribution
ount(s) to be charged .
to select an existing row to edit distnbution datz Total percent effort entered: 100.00
23 K page 10f 1 (515 =
GL Account Matural Account Task Award % of Effort
216025 5311 100
< | il | »

ELIZABETH 5 MAMLEY

arks (nptmnal) @Employee current information
7

Title | ADJ ASST PROFESSOR. 4
Status | ACTIVE-RP

Job Code | 200150-0001 Percent FTE | pgog,

Actual Salary £0.00

| Cancel [ Submit|

Figure 4: Sample - Completing effective date, check code, and actual salary fields

Steps continue on following page...
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10. The PAF reloads — will open up again on your 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 9

Validate Edit Abort
Figure 7: PAF screen to Validate

12. PAF page reloads one more time (see figure 10)
13. Click Submit a second time — to move PAF forward in the process

Figure 8: PAF Screen to Submit Form

End of Transfer PAF initiating Process
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