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APPOINTMENT/REAPPOINTMENT 

Click on ‘Change Department’ tab 

From the drop down menu select the department budget code you will be creating the PAF in. Click select 

Click on ‘Review Appointments’ tab 

Click on ‘New PAF’ on the right hand side of the screen 
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There are two options for filling out the ‘New PAF’ 

1. Select ‘Action Type’ at the top of the PAF

- Appointment: When the employee is a new hire or if the employee had a break in service for more 
than one (1) year

- Reappointment: When the employee is being rehired to the college or this is a reappointment at the 
beginning of the new fiscal year

2. If it is an existing employee that has previously worked in the college, by entering their Empl. ID and 
clicking enter, most of the important fields will auto populate

3. If it is a brand new employee you may enter all the required fields manually

NOTE: Please remember that all the required fields (those with asterisks) must be filled out before saving the 

PAF or an error message will appear. The Appt. Initial Date is the first date the employee started working in the 

title the PAF is being created in. If they previously held that same title and you use their Empl. ID to populate the 

fields, that is one of the fields that will populate. If this is their first appointment in the title then the Start date will 

be the same as the Appt. Initial Date. This date is directly linked to the employee’s accruals so it is very important 

that this date is accurate. If not sure, please contact Payroll to verify the correct entry date to that title. 

Click ‘Save’ 


