NM New Mexico State University ROUTING

. Click Here to submit PAF. Copy text below int
Human Resource Services T T cpy TR e e

STATE Personnel Action Form (PAF) A s Fom

Section: 1 EEQUESTOR INFORMATION

Fequestor Mame: Email: Phone: PAF Code: j
Section: 1 EMPLOYEE INFORMATION

Emplovee ID: Emplovee Mame (Last, First, M)

Position#: Suffix: ECLS: Org: j
Section: 3 STATUS CHANGE (Do not complete Section 3)

Term of Employment

Last Day: Term Coda: j Term Feason: ha|

Leave of Absence

Leave Stams: Leave Type:

Effactive Diate (Actusl Start or Renon Date): Expected Fetumn Date:

Section: 4 JOB CHANGE INFOEMATION (Ouly complete fields to be changed)
Effective Date; Change Code: j
Job Start Crate: Dhfferential Amount:

Job Stop Date: SalaryHowly Fate:

Title: Department Orgs:

FIE: Feports to Posihon#:

Default Shaft: Ooay [Bwing [(oraveyard Tmme Sheet Org:

Section: 5 REASON FOR CHANGE'COMMENTS

Section: 6 (Must be completed) APPROVAL

Reguired for Faenly: Dept Hoad T, TP Dean 0C Fresident and HR Services » Reguired for StqffiSmndens: TP Dean/CC President and HR Sarvices

Dept Head'Dir (optional): || Authority | |Desmiznee Dot Dete
[
VP/Dean/CC President: JAuthenty [ Designee Print Dtz
—
HE. Services Print Date

Internal Use Only

Data Payroll Pay Event Adjustment Budget

Reset Form  Pnnt Form

1. Complete Personnel Action Form (PAF) and save in preparation to submit (upload). As with
current process, this includes combining supporting documents to the PAF.




2. In “ROUTING” Box, follow the “Click Here” link to the new PAF Submission Form

O B & hitpsi/forms.office.com/Pages/DesignPageV2.aspilorigin=NeoPortalPage&subpage=design&id=qlfso7iWEGE]_EbrOHrqvI0hGvpgoSCqwYNz52kL 9pUQ T E2UDZHNDB5SINPSVXNDIUTOQYSDhZOCQIACNOPWeustiopyic T

& Back CJ Computer  [J Mobile

PAF Upload

F

Oct 2, 2023

Submit PAFs to be processed

3. Triple click the long small string of text, copy (CTRL + C), and then paste (CTRL + V) the text into
field titled “Text from PAF “ROUTING” Box

ROUTING
Click Here to submit PAF. Copfy text below into
PATF Submission Form. Tripfe-click text below:

E00M23455, Doe, Jane, 54312, 00, E1, 550800 - GRCC Physical Flant, TERML - Temiration of Job Only

1. Text from PAF "ROUTING" box:
* 0
xample: "800123456, Test, Test T, 123456, 00, E1, 331600 - Psychology, TERME- Termination of NMSU Employment"

800123456, Doe, Jane, 654312, 00, E1, 950800 - GRCC Physical Plant, TERMJ - Termination of Job Onl

4. “Upload” and attach the PAF. Naming of the file should be as follows
“800XXXXXX_LastName_FirstInitial_” additional information can be added after the employee’s
first initial.



2. Upload PAF Here
(Non-anonymous question@) * [}

Required: File name to match S00X303003{_LastMName_Firstlnitial

T Upload file

5. Click “Submit”

Q B &= hipsys i Pages/DesignPageV2.aspx?origin=NeoPortalPagedis. qlfso7IWEGE]_EbrOHrgh6YMK30frZHq5mgbQE4KuVUMKhRMDVSWIVTRTE 1 WIRIVOXOM 1 IWDY 1 UCAutopview=Fr £

& Back 2 Computer [ Mobile

-
PAF Upload - TEST

Hi, Elyssa. When you submit this form, the owner will see your name and email address.

* Required

1. Text from PAF "ROUTING" box:
o\
Example: "800123456, Test, Test T, 123456, 00, E1. 331600 - Psychology, TERME- Termination of NMSU Employment"

800123456, Doe, Jane, 654312, 00, E1, 950800 - GRCC Physical Plant, TERM) - Termination of Job Onl

2. Upload PAF Here
(Non-anonymous qugftion®) * [}

Required: File name to gfitch 800XXXXXX_LastName_Firstinitial

T Upload

File number [fit: 1 Singlefile size limit: 100ME  Allowed file types: Word, Excel, PP, PDF, Image, Video, Audio

This content is created by the owner of the form, The data you submit will be sent to the form owner, Microsoft is not responsible for the
privacy or security practices of its customers, including those of this form owner. Never give out your password.

Powered by Microsoft Forms | Privacy and cookies | Terms of use

Once the PAF has been submitted, it is sent to the Employment & Comp team for processing as per
current process.



