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Quick Reference Guide

Submitting Hire ePAF

Step 1 - Log in to myUCF (Human Capital
Management) and navigate to:
e Department Self-Service
e ePAF Homepage-Start a New
ePAF
e Hire an employee

Electronic Personnel Action Form (ePAF) Home Page Start a New electronic Personnel Action Form (ePAF)

’ 7 My Worklist
{2 Work the ilerms that have bien routed 1 you ‘\ii Hire an Employee
8

Y Use this form to hire a new employee into your
1 | Senanews
b department o to add an additional job for an

Start & new ePAF, which will then be routed to the spproprale approvers

employee who already works in your department

Change. or Withdraw an ePAF Hire an Employee
Make chinges 1o an ePAF that has bien recycled or needs 1 be updated. Daly formss

thal final I or been dinto the system wil

Edit Existing Job

PhFs " Use this form to edit the job of an employee currently
working in your department,
Edit Existing Job

Hire Processed Through Pageup
Step 2 -

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

Req ID. You can sort by name.

e Select the requisition number in blue to the far left of the employee’s name.

Hire an Employee

Step 1 of 6: Candidate Search
[Search below for the person you wish 1o hire. If you know the Employee ID or Social Security
[Number, enter it, and choose Search. Otherwise, complete all the required fields and click Search

Use the armow icon to select a row. If nothing is found, the Add button will display. Clicking Add will
create a new Employee ID using your entries

|Was his hire done through PageUF? iYes  Oho I

Search Fields

Employee 1D: Job Req AppID

Q Q

*Social Security #:

*First Name: Middle Name:
“Last Name: *Date of Birth:
Search Clear

TOOK Up JoD Req =
Help
Search by: |Job Requisition ¥ begins with
Look Up Cancel | Advanced Lookup

[Search Results

iew 100 First ‘& 1150115 & Last
Job Requisition Applicant ID Name Last Name
492454* 1305 lifford Danson

492485 1312 Thomas Thompson

492534 1303 Benjamin Howard Roosevelt

492598 1307 Henry Carl Ford

492621 1304 Ted W Norman

492626 1310 Michael M Messichner

492626 1314 Dennis Becker

492626 1313 Carl Bench

492628 1315 Paul F Albert

492632 1306 Sally Johnson

492633 1311 Pamela Joyce Jones-Smith

492635 1309 Frankie Joey Palantonio

e Click the magnifying glass icon and lookup the App (Applicant) ID
o Select the applicant ID number in blue to the far left of the employee’s name.

e Select Search

Look Up App ID

Search by: Applicant IDbegins with |

Look Up Cancel | Advanced Lookup

Search Results

View 100 First ‘& 10fi1 W Last
Applicant ID Job Requisition Name Empl ID

1305 492464 Clifford Dansor§ 5076929

Hire an Employee

Help Step 1 of 6: Candidate Search

Fearch below for the person you wish to hire. If you know the Employee ID or Social Security

umber, enter it, and cho h. Otherwise, complete all the required fields and click Search

g is found, the Add button will display. Clicking Add wil

Wias this hire done through PageUP? ® Yes No
Search Fields
Employee ID: Job Req App 1D
402464 |Q 1305 Q

*Social Security #

*First Name: Middle Name:

“Last Name: *Date of Birth

Search Clear

.

Questions? Send an email to records@ucf.edu
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Select Appropriate Record

Step 3 -

Hire an Employee
Applicant and Person Results Step 1 of 6. Candidate Search
. [Search below for the person you wish to hire, If you know the Employee 1D or Social Security Number, enter it, and choose Search.
If there is a match under person envise, complets il i required fleids and dick Search
resu Its' Use the arrow icon to select a row. If nothing is found, the Add button will display. Clicking Add will create a new Employee 1D using your
jentries.
Se I ect th e ye I IOW arrow. Was this hire done through PageUP? @ Yes CONo
Go to Step 4 Search Fields
Employee ID: Job Req App 1D
492216 |Q 1001 e}
*Social Security #:
IMPORTANT :Look under Person
. Results, if there is a match select the
First Name: Middle Name: yellow arrow for that record. Only
Mary select the white arrow under
*Last Name: *Date of Birth: Applicants if there is no Match under
Maples 10/01/1971 Person Results. Selecting the white
arrow under Applicants will create a
new UCF 1D number.
Clear
Applicants Personalize | Find | [Edl | E First * 10f1 » Last
App 1D JobReq Name Date of Birth National ID Empl ID
1 P 1001 492216  Mary Maples 10/01/1971 (Not Displayed) 5027221
Person Results Personalize | Find | €] Ll First 4 12012 * Last
HR Job Act EmpliD Red#  Name Date of Birth National ID
1= B O O o314808 0 Mary Maples 1212411960 (Not Displayes
2> . B [0 [ s02r221 0 Mary Maples 10/01/1971 MATCH

OR

Step 3-

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

Hire an Employee

ioyee 1D or Social Securky Number, enter &, and choose

Use the armow icon 1o sekect a row. If nothing is found, the Add batton will display. Clicking Add will create a new Empioyse
1D using your entries

Was this hire dong through PagalUP? ®Yes Mo
Search Flelds
£m Job Req App 1D
wnt | 1017 a
*Social Security #
*First Name: Middle Name:
P s il In this exampie, as there was not a
st o abe. o8 DArih: "Malch” under Person Resulls, Cick on
RS-y . N white AMow UNder Appikants
Clear
Applicants Personalize | Find | C] B8 Fist 4 1001 0 Lamt
AppiD JobReq  Mame Dsieof B Mational I Empi 1D
1B 1017 02217 ] (Not Displayed)

e

1

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

Questions? Send an email to records@ucf.edu

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.

Message

Make an eniry in the following required field(s) to proceed: Social Security # (20002,205)

Fields marked with an asterisk are required. Make an eniry in each of these fields before proceeding.

db-
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e Enter the Social Security Number and Hire an Employee
select the white arrow again. Step1 of6 Candiate Search

Search below for the person you wish to hire. If you know the Employee ID or Social Security Number, enter it and choose
Search. Othenvise, complete all the required fields and click Search

Use the arrow icon to select a row. If nothing is found, the Add bution vill dispiay. Clicking Add wil create @ new Employee
1D using your entries
Was this hire done through PageUP? OYes  ©No

Search Fields

Employee ID: Job Req App 1D
492217 1017
cial Security
444-33.2222
plrst Name: Middle Name: Enter the Social Security Number.
Rally select the Tab or Enter Key, and then
*Last Name: *Date of Birth: select the white arrow again.
Lawrence 030011950
Clear
Applicants Personalize | Find | 2] [ First ‘4 1011 ‘& Last
App 1D JobReq Name Date of Birth National ID Empl ID
1 b 1017 agp217  TOPANGR 030111950 {Not Displayed)

Lawrence

\

If you receive the following warning message, Message
Entered National ID/SSN matches an existing
- . Warning -- Entered National ID/SSN matches an existing individual at UCF, do you still want to process the
Individual at UCF, Stop, do not proceed with the ePAF applcant row? Ston: Gantast i Ssseadsl
and contaCt HR'RecordS. The PeopleCode program executed a Warning statement, which has produced this message.

OK

Biographical Information
Hire an Employee

The data from Pageup will populate the fields.
Step 4 -
e C(Click on Update with PageUp Data button.
(if it appears) Personal Info
e Verify the name and Social Security Empi 1D 5076930 ‘
Number on the ePAF matches the Prefix: | Update with PagsUP Data
information on the I-9. ‘FirstName: - [Sally Middle:
e Check the Enterprise Email box if an Lastame: - (Johnson Suff:
UCF email is needed. il Address: - FupdaunIIEE@ematcen
e Select Save & Stop (to create
emplid or NID ONLY) or Save & i

Step 2 of 8: Contact Information
Enter the personal and contact information for the individual being hired.

. . Name: Knie,Gregory F EmplID 1211491
Next to proceed with the job senty nfo
information. -Gender: [Male | “Marital Status:
Date of Birth:  12/25/1963 “Citizenship Status:
*Social Security “ I pisabled
#:
“Military Status: D bisabled Veteran
Ethnic Group Find  First ‘¥ 1071 Y Last
Regulatory USA |, United States Ethnic Group: PACIF_ |Q Native Hawaiian/Other [ (=]
Region: Pacific Islander

O primary

Is the employee or the employee's spouse a former or aciive law enforcement officer, judge or member of a protected class

under F§ 1192
Oves ®no

Exchange Email

Please check the Enterprise Email checkbox if your new employee needs to have an email account created
If checked, you will not need to do an Enterprise Email User Account eForm for the new employee.

[ Enterprise Email -

== Previous Save & Stop Save & Next ==

Questions? Send an email to records@ucf.edu 15Feb2021
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Review the Job and Position Information
The data from PageUp will populate many of the ePAF fields.

Step 5:

o Verify the information is correct.
o Effective Date
o Employee Group
o Employee Class
o Position Information
eForm ID: 658050
“Position Number: 00032003 |Qy
Personal Info Position As Of: 02/22/2019
g : LGo118 @y 5 -
Name: Danson Clifford EmplID: 5076029 'Job Code: QU Assaciate General Counsel
Cit Status: Naturalized Personal Data *Position Title: AAssociate General Counsel *Short Title:  Associate
Job Data
Email Add : Pupdown3+168@
mai Iress: Pupdown3+168@gmail.com Additional Pay “Department: 1875007 Q P —
Hire Form Data .
“Location Code: MAIN Q UCF MAIN CAMPUS
Effective Date: 03/11/2019 |3y eForm ID: 659050 *Regular/Temporary: | Regular v
The information will auto
*Reports To: 00037813 |@
® Position Non-Position pqpulale from th_e offer card.
- ~ - Verify the information is correct.
The information will *Authorized FTE: 1.000000
*Employee Group Exempt A&P v auto populate from
tht?] ofif:fr cardt.i Verify Liability Dept: 01812001 |Q VP GEN CN-PAYROLL
*Pay Group: A&P Executive Service v < DI'ITIat on s
correc! [“Admin Code: 2 q Associate General Counsel
*Empl Class: Fac/A&P Regular v
r Salary Admin Plan: 24 Grade 24
<< Search Next >>
<< Pravious Next >>

e 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.

Hire Form Data

| i i 1 eForm ID: 684746
The standard hours will automatically pouplate from
the offer card. Verify the information is correct.
Bi-weekly Rate: $1915.710000 Annual Rate: $50000.000
*Standard Hours: 40.00
Pay Component
Comp Rate Code Compensation Rate
1 NAANNL 50000.000000| (+]
Current Funding Distribution Personalize | Find | &0 | B4 First (4 1of1 (b Last
Funding Level Combination Code Primary Indicator Distrib % End Date
1" Department 24032001 P 100.000

If appointment level funding is needed, check the box
and input the information.

“a

¥ Create Appointment Level Funding?

Current Funding Distribution Personalize | Find | (2] | E First (4/ 1of1 (» Last
Funding Level Combination Code  Primary Indicator ~ Distrib. % Project/Grant End Date
1 Appointmnt (02602001 Q @ 100 [+ =]
=< Previous Next ==

Questions? Send an email to records@ucf.edu 15Feb2021
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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:
e Attach appropriate documents via selecting Add File Attachment
o Employment Agreements (when applicable)
o Fully Executed and Signed Employment of Relatives Form (when applicable)
e Inthe comments, indicate “Hired through PageUp.”
e Select Submit
e A message will appear, “Submit this form?”
Select “Yes”

Personal Info

Name: Danson,Clifford Empl ID: 5076929
Cit Status: Naturalized Personal Data
Job Data
Email Address: Pupdown3+168@gmail.com Additional Pay h"l‘essage

Action/Reasons

eForm ID: 659050
i i ? 4
Hire Action: Hire Hire Rcd Nbr: 0 Submit this form? (24642,11 2-:'

Hire Reason: Original Appointment
The form will be directed to the next approver, if any.

Add File Attachment | <

Yes No
Comments
Your Comment:
Hired Through PageUg j v

<< Previous Submit

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