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Submitting Hire ePAF 

Step 1 - Log in to myUCF (Human Capital  
 Management) and navigate to: 

• Department Self-Service 
• ePAF Homepage-Start a New 

ePAF 
• Hire an employee 

 
 
Hire Processed Through Pageup 
 Step 2 –  

• Select “Yes” if the hire was done through Pageup. 
• Click the magnifying glass icon and lookup the Job       

Req ID. You can sort by name. 
• Select the requisition number in blue to the far left of the employee’s name.  

 
 
 
 
 
 
 
 
 
 
 
 

 
• Click the magnifying glass icon and lookup the App (Applicant) ID 
• Select the applicant ID number in blue to the far left of the employee’s name.  
• Select Search 
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Select Appropriate Record  
 
Step 3 –  
 
Applicant and Person Results  

• If there is a match under person 
results,            
Select the yellow arrow.  

• Go to Step 4.  
 
 
 
 
 
 
 
 
 
 
 

___________________________________________OR _________________________________________ 
Step 3- 

 
• If there is no match under Person Results, Select the White Arrow under Applicants.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

• You will receive a message to enter the  
Social Security Number. Select Ok.  

 
 
 

Please note by selecting the white arrow, a 
new UCF ID number (Emplid) and NID will 
be created once the information is 
submitted. Please be careful when making 
your selection as we do no want to create 
duplicates IDs.  
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• Enter the Social Security Number and  

select the white arrow again.  
 
   
 
 
 
 
 
 
 
 
 
 
 
If you receive the following warning message,  
Entered National ID/SSN matches an existing 
Individual at UCF, Stop, do not proceed with the ePAF 
and contact HR-Records.  

 
 

Biographical Information  
The data from Pageup will populate the fields.  
Step 4 –  

• Click on Update with PageUp Data button.  
(if it appears) 

• Verify the name and Social Security  
Number on the ePAF matches the  
information on the I-9.  

• Check the Enterprise Email box if an  
               UCF email is needed.  

• Select Save & Stop (to create  
emplid or NID ONLY) or Save &  
Next to proceed with the job  
information.  

 
 
 
 
 
 
 
 
 
 
 

mailto:records@ucf.edu


    
   
 
 

   

Quick Reference Guide 

Questions? Send an email to records@ucf.edu        15Feb2021 

 
Review the Job and Position Information  
The data from PageUp will populate many of the ePAF fields.  

Step 5:  
• Verify the information is correct.  

o Effective Date 
o Employee Group 
o Employee Class 
o Position Information  

 
 
 
 
 
 
 
 
 
 
 
 

• Verify the salary and standard hours is correct.  
• Add appointment level funding if the department and/or position level funding should not be used for 

this hire.  
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Interim Appointments (A&P) 
The salary for interim appointments will be composed of their base salary and a stipend amount. The 
information will be outlined in the employee’s offer letter. The total salary will default on the ePAF under the 
NAANNL amount, the ePAF Originator will need to separate it out. Update the base salary and add the stipend 
amount.  Example: Total Salary is $70,000 (60,000 is the base salary + 10,000 for the Stipend). On the Hire 
ePAF under Pay Component, update the NAANNL amount to 60,000 and click on the (+) sign and input the 
Comp Rate Code of TMPPAY and the amount of $10,000.  
 
Submit Hire ePAF    
Step 6:   

• Attach appropriate documents via selecting Add File Attachment 
o Employment Agreements (when applicable) 
o Fully Executed and Signed Employment of Relatives Form (when applicable) 

• In the comments, indicate “Hired through PageUp.” 
• Select Submit 
• A message will appear, “Submit this form?”  

Select “Yes”                                                             
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