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STEP 1

Navigate to Talent Management > Personnel Action 

Forms > Create Personnel Action Form Transactions. 

STEP 2
Click on the employee's name.
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STEP 3 Select the PAF action type and PAF Reason from their respective drop-down menus. Then, enter the Effective 

Date and complete any required questions and/or options. 

STEP 4

From the Submit and Email drop-down menu, click "Submit to Approver" to 

send to the next steps in the approval workflow. 

helpful tips
Be sure to answer all required questions. You can upload any necessary documentation. Use the notes section 

when approving or uploading additional documentation, when necessary.


