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Common Definitions

u ePAF – Electronic Personnel Action Form. To be used for a new candidate 
that has been hired, or current employee who will be working in another 
department. Used only for WS, STU, CLN, & RES.

u CPAF – Change of Personnel Action Form, also referred as Change of PAF.  It 
is used to make changes to an employee’s job data such as funding source, 
hiring dates or hours, job position, and/or rate of pay, change in 
department, and transfers.

u Stipend – Used to provide an additional job to an employee outside their 
normal job duties for a specific amount of time.  Stipends do NOT apply to 
student employees or non-exempt staff. 

u Location/Supervisor (CPOS) – Used to change an employee’s campus 
location and/or update Reports To of an employee. 

u Creator – The person creating the ePAF, CPAF or Stipend.



Common Definitions cont…

u Approver – Person or department who needs to review and approve an 
ePAF/cPAF for it to move forward to the next person or department in the 
workflow.

u Cost Center Manager – The authority in charge of a project number.

u Workflow – An approval process initiated by the creator of the ePAF/cPAF and 
ending with the processing of the Office of Human Resources.  The number of 
approvers required in a workflow varies depending on different factors such as 
classification and additional verifications.

u Cost Center – The account where the employee will be paid out of.

u PeopleAdmin – An applicant tracking system that UTRGV uses to recruit and hire 
candidates 

u Hiring Proposal – A form that is used in PeopleAdmin that is created when an 
applicant has been identified to be hired 

u Manage Hire – Internal page in PeopleSoft that displays a list of applicants that 
have gone through the recruiting process and are ready to be hired 



PeopleAdmin

u For any employees that are being processed through PeopleAdmin a hiring 
proposal must be created. Below are the following employee types that need 
to be processed:

u Full Time Faculty

u Part Time Faculty

u Full Time Staff (new or transfer)

u Graduate Assistant

An ePAF or cPAF will NOT be required for hires processed through PeopleAdmin. The 
information that is provided in PeopleAdmin will be transferred into PeopleSoft. cPAFs
that may include changes that do not have to go through PeopleAdmin such as position 
changes/ change in assignment dates, funding changes or salary changes.



How to access the ePAF Portal 

• www.UTRGV.edu

• myUTRGV

• Type in full 
UTRGV 
credentials to 
log in 



Before 
submitting an 
ePAF for new 
hires:

u Reminder for summer funding request, departments need to submit the Student 
Employment Request Form. 

u Completed all On-Boarding Forms

u Biographical Data Form

u Certification of State or Public-School Employment

u Selective Service Registration Form

u Voluntary Self-Identification of Disability

u Prior State Service Form

u I-9 Employment Eligibility Verification

uForm I-9 Online (this applies only for new employees or employees that have not 
worked for UTRGV for two years or more).– I-9 form is a two-step process

u https://www.utrgv.edu/hr/organizational-development-training/on-
boarding/index.htm

u You can contact Human Resources if you would like to present documentation 
in person, or due to COVID-19, employees can present I-9 documentation via 
Zoom or SKYPE. (Please notify HR@utrgv.edu to schedule an appointment via 
zoom/skype).

u Criminal Background Check (CBC)

u Note: For employee’s who do not have a Social Security Number, but have applied for 
one, they will need to provide copy of the letter stamped by Social Security 
Administration office to Human Resources. Once provided to Human Resources, PAF 
will be approved. This is something HR will communicate with employee and 
supervisor when it applies.

https://www.utrgv.edu/hr/_files/documents/forms/resources/compensation/student-employment-request.pdf
https://www.utrgv.edu/hr/_files/documents/forms/resources/new-hire-required/new-hire-bioform.pdf
https://www.utrgv.edu/hr/_files/documents/forms/resources/new-hire-required/certification-of-state-or-public-school-employment.pdf
https://www.utrgv.edu/hr/_files/documents/forms/resources/new-hire-required/selective-service-registration-form.pdf
https://www.utrgv.edu/hr/_files/documents/forms/resources/new-hire-required/voluntary-self-identification-of-disability.pdf
https://www.utrgv.edu/hr/_files/documents/forms/resources/on-board-material/prior-state-service.pdf
https://secure.i9.talx.com/preauthenticated/LoginCAPTCHA.ascx%3FEmployer=17817
http://utrgv.edu


Before submitting an ePAF or 
cPAF – Identifying the 
Employee’s ID Number

u Currently if a person has had a PAF in 
the system any time from 2015 to 
now, the supervisor/creator can do a 
search by clicking create an ePAF or 
cPAF

u Search: by first or last name or 
employee ID, (it won’t search with 
both first and last name), and it will 
show them a list of all existing PAFs in 
the system for people with the same 
name

u Important Note: There may be 
multiple employees with the same 
name, you would need to validate the 
first name, last name, birthdate on 
the PAF that you selected. You can 
contact our office if you are not sure 
if you selected the correct employee



Electronic Personnel Action Form (ePAF)
u The ePAF is used for a new 

employee that has been hired. 
(Employee classifications: STU, 
WS, RES, CLN)

u It is recommended to complete 
this form at least two weeks 
prior to hire date to allow 
enough time between approvers 
and the Office of Human 
Resources to process the 
information.

u Do not create an ePAF if the 
employee is transferring to 
another department or division.

u Please be advise that any ePAF, 
cPAF and Stipend must be at HR 
by the Payroll Calendar Deadline 
for the employee to get paid on 
time.

u Payroll deadline calendar 

u If a second assignment is being 
added to a current employee 
record, then an ePAF  should be 
created with the new position 
number.

https://www.utrgv.edu/hr/operations/salary-admin/index.htm


How to fill out the ePAF form

uEmployee Info.

u Salutation

u First/Middle/Last

u Employee ID number

u Get with employee to 
see if they have an 
employee ID

u If not, please leave 
UTRGV ID blank 

u Banner ID (faulty and student)

u Email – personal email address 
(to send UTRGV email set-up)

u Birthday month and day (to be 
used as a second identifier) 



The position number will 
prepopulate: Job Title, Job 
Code, Division, 
Department, FTE, 
Supervisor and Campus.
If there is a change in 
position, search for a position 
number that fits the required 
job description. If one is not 
listed, please request one 
with Position Control. Note 
that each employee must 
have its own position number 
assigned to them.

How to fill out the ePAF form cont…

https://www.utrgv.edu/planning-and-analysis/services-and-resources/position-control/index.htm


Complete Job Information
• Answer the following 

questions of the 
employee’s status. (a 
drop-down box of all the states is 
listed or type in name of country)

• Room#
• Dept. Phone
• Desk Phone

• Start Date cannot back 
date as of the current 
date.

• End date for Full Time 
staff should be to the end 
of the fiscal year. For Part 
Time employees end date 
will vary.

How to fill out the ePAF form cont…



• Funding Information

a. % of funding must = 
100%

b. Annualized 
Assignment Amount 
approved

c. Proposed 
Encumbrance amount 
– amount owed from 
Start date to End date 
(8/31)

The Cost Center number 
will need to be selected 
when you search

Note: Work Study assignment, the department can indicate 30% of funding 
and 70% with 99900001 Placeholder for Financial Aid. 

How to fill out the ePAF form cont…



• Additional 
Verifications

-Visa Type

• Contact 
Information is 
the person who 
HR staff will 
contact if any 
questions arise.

Important: Please review the information that 
is being submitted to make sure that there is no 
delay in PAF approval, due to incorrect 
information (ex. Dates, supervisor, FTE, hours, 
etc.)

How to fill out the ePAF form cont…



Workflow



Workflow cont…

u An approval process is initiated by the 
creator of the ePAF, cPAF or Stipend 
notifying the next approver in the 
workflow

u The approvers in a workflow varies 
depending on different factors such as 
job codes and additional verifications 

u Part-time non-Students requests will 
need to include a higher authority 
approval (VP approval in order to 
be processed).



Rejected 
ePAF/cPAFs/ 
Stipend or if an 
edit is needed:

u If an ePAF, cPAF or Stipend is rejected by 
Human Resources, an email notification will be 
sent to the approvers in the workflow 
informing them of the rejection with the 
reason.

u Creators, managers, deans, and reviewers can 
edit any part of the PAF as long as it has not 
reached Position Control or HR .

u Other departments in the workflow (financial 
aid, grants, etc. ) can only edit certain fields.

u Please note that the Creator, Mangers, Asst 
Dean, and Reviewer will have access to update 
ePAF/CPAF/Stipends information such as 
(Name, position information, Salary 
Information, Funding source, Contact 
Information). The only item that only HR can 
help update for departments is changes to the 
workflow. Changes cannot be done by 
departments when it has reached either 
Position Control or Human Resources approval



Change of Personnel Action Form (cPAF)

u Change of Personnel Action Form is for 
multiple changes to an employee job 
information. Such as employee is moving 
from one department/division to another, 
change in funding information, hiring date 
range, change in pay rate, change in 
supervisor, change in location or job title, 
etc.

u A cPAF is not used for:

u New employees

u Employees leaving the university

u Students employees terminating and 
not coming back to the university

• Please be advise that any ePAF, cPAF and 
Stipend must be at HR by the 20th of the 
month for the employee to get paid on 
time.

• Important - if your student employee meets their contract 
dates and will not return, then a separation form must be 
submitted, even if contract dates were met based on CPAF. The 
separation process will prevent overpayments and unauthorized 
access. 



• Search by the 
employee ID to 
locate, if an 
employee’s 
assignment was 
submitted by 
PeopleAdmin then a 
blank cPAF would 
need to be created. 

• To create a blank 
cPAF, please click on 
the “Continue” and 
then select the blank 
CPAF. This will 
populate a blank 
cPAF and fill out the 
proposed side of the 
form (right).

How to fill out the cPAF form



• The position number will 
prepopulate: Job Title, Job 
Code, Division, Department, 
FTE, Empl Class, Supervisor and 
Campus.

• Search for a position number 
that has been provided by 
Position Control. If it is not 
listed, please contact 
Planning and Analysis. Note 
that each employee must 
have its own position number 
assigned to them.

How to fill out the cPAF form cont…

https://www.utrgv.edu/planning-and-analysis/services-and-resources/position-control/index.htm


Change in Supervisor
• Note if you are only trying 

update the Supervisor and/or 
Location for an employee, 
please route a CPOS 
(Location/Supervisor)

Brief Description
• Briefly describe justification for 

change and/or list of courses. 
• Ex. “This cPAF is to create a 

second assignment with the 
Biology Department”

• Ex. “This cPAF is just for a 
change in cost centers”

• This will help HR understand the type 
of change that is being requested, 
please provide as much detail as 
possible.

Campus Location
• The city and location will 

prepopulate with the position 
number, room number and dept. 
number will need to be filled.

How to fill out the cPAF form cont…



How to fill out the 
cPAF form cont…

u Job Information

u Answer the following questions on employment 
status. 

u View employee ePAF History, view what 
ePAF/cPAF that have been routed for the 
employee.

u If the employee is an out-of-state employee, 
please indicate the state.

u If the employee is out-of-state, please indicate 
the name of country.

u Start date of change of assignment.

u End date can be to the end of the fiscal year.



How to fill out the 
cPAF form cont…

uFunding Information

u Search for  Cost Center number 

u Indicate % of funding

u Approved annualized amount

u Encumbrance amount – amount 
owed from Start date to End date 
(8/31)



Contact Information
• Please enter the employee 

that can be contacted if HR 
has a questions on the cPAF.

Additional Verifications
• Visa Type

Important: Please review the information that 
is being submitted to make sure that there is no 
delay in PAF approval, due to incorrect 
information (ex. Dates, supervisor, FTE, hours, 
etc.)

How to fill out the cPAF form cont…



Stipends
u Stipends are used for Exempt 

Employees to allow them to 
work temporary assignments 
outside their normal job duties 
for a specific period

u Stipends DO NOT apply to 
student employees or non-
exempt staff.

u The amount to be paid on a 
stipend should not be more 
than 10% of the annual salary 
of the difference on the 
temporary position

a. Consult the compensation 
area if you have questions 
regarding how much you 
can pay on a stipend



How to fill out the Stipend form

uPosition Number Information

u Stipend will be entered as 
additional pay and not as an 
assignment. 

u If you are planning to pay a current 
full-time employee who does not 
work for your department, and this 
is related to a stipend work, a new 
position number will have to be 
requested. 



Brief Description
• This should always be filled 

in. Indicate the total 
amount employee will 
receive for the entire 
stipend. This will help HR 
understand the type of 
change that is being 
requested, please provide 
as much detail as possible.

• If the stipend is for a Faculty 
employee, please indicate 
what type of stipend they 
will be receiving (Overload, 
Special Assignment, Dept 
Chair)

Campus Location
• The city and location will 

prepopulate with the position 
number, room number and 
dept. number will need to be 
filled. 

Select the Supervisor

How to fill out the Stipend form cont…



New Proposed Information 
for Employee

• Start Date of stipend
• End date for stipend 

should not go pass 
the fiscal year.

• Number of hours per 
week – The amount 
to be paid on a 
stipend should not 
be more than 10% 
of the annual salary 
of the difference on 
the temporary 
position.

How to fill out the Stipend form cont…



Funding Information

• Search for cost 
center number

• % of funding

• Annualized amount 
– should be the total 
amount employee 
will receive divided 
by the number of 
months employee 
will receive stipend

How to fill out the Stipend form cont…



International Information 
• Additional Verifications

a. Visa Type
Contact Information
• Please enter the 

employee’s information 
where she/he can be 
contacted if HR has 
questions about the 
form.

Important: Please review the information that is 
being submitted to make sure that there is no delay in 
PAF approval, due to incorrect information (ex. Dates, 
supervisor, FTE, hours, etc.)

How to fill out the Stipend form cont…



Employee Separation
u Supervisor must submit employee separation form 

when they become aware that employee is 
completely separating from the University. 

u Unlike the ePAF, there will be NO workflow 
involved

u The system will automatically send email 
notifications to corresponding departments

u For voluntary separation, supervisor will need to 
submit a scanned copy of the letter of resignation 
to HR at HR@utrgv.edu. Please include the contact 
person and phone number

u If a student has worked to the end of their 
assignment end date and is not returning to the 
department an employee separation will be 
needed.

u If employee is leaving for less than 3 months, the 
cPAF should be used instead

u If employee is leaving the department but not the 
university (cPAF should be processed)

http://utrgv.edu


Supervisor Checklist for Employee Separations

u As a supervisor it is your responsibility to properly exit an employee

u This checklist will act as a guide to ensure pending items are completed or returned prior to 
the issuance of the employee’s final check



Workflow

u The following emails are 
automatically sent to the 
departments as soon as the form 
is submitted



For question on submitting ePAFs/cPAFs or Stipends, please feel free to call or email us at:

uEdinburg – 956-665-2451
uBrownsville – 956-882-8205 
uhr@utrgv.edu

Thank you,


