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Using Forms in PAC

PAC has forms that are used to submit information for processing to the HRPC. Using PAC forms eliminates the sending

of paper forms and emails.

Types of PAC Forms

Access to forms is specific to your role and you will only see forms that you can submit. Currently, only the Position
Management Request form is available. Central HR teams have access to additional forms.

Position Management Request — this is used to request a new position number or update a current position number

for positions that are not posted in TalentLink.

The Forms Tile

To use Forms, you first must add the tile to your PAC homepage.

1. Navigate to my.columbia.edu

2. Select the HR Manager tab on top of the page
3. Scroll down and select the People at Columbia (PAC) icon and log in with your UNI and Password

4. Click the three dots icon located on the upper-right corner of your screen, then select Personalize Homepage.

v Self Service

Perscnalize Homepage|

New Window

n Personal Details Performance

i
My Preferences

Sign Out

5. Click the Add Tile button in the upper-right corner of your new screen.

i
Personalize Homepage

Homepage |Self Servi

Payroll & Compensation Personal Details
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6. Select Form and Approval Builder from B LA UL
| & Add Tile x

the Add tile pop-up window. R Enter tile name, category, or tile keyword(s)
’Emertwle name, category, or tile keyword(s) ” - |

| & | Form and Approval Builder
Self Service >

Create_General_Deduction

7. Select My Forms from the list. Form and Approval Builder >

Degree_Verification_Request

OneTime_Deduction_Adjustment

Retirement_Annuity_PAY_Warrant

My/Forms

f N
ral ral -] - E0] - E0] x

8. The new tile appears on your Personalize Homepage screen. Click Save at the top-right corner of the screen.

B ig into.
[cancer] Personalize Homepage
e Homepage Homepage S / [Taae

Self Service Payioll & Compensstion Personel Deteils

9. Your Self-Service homepage now has the My Form:s tile.

v Self Service ﬁ

Payroll & Compensation Personal Details Performance My Forms
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Select a Form

1. Select the My Forms tile from the homepage.

v Self Service ')
Payroll & Compensation Personal Details Performance My Forms
o
-~ —_—
il 7
L J

2. Click the Fill out a new form button located on the upper-left corner of your screen. The page is empty until a
form is saved. All saved forms will be listed here for future access.

< self senice

Fill out a new form

Note: This page will be empty until at least one form is saved.
All saved forms will be listed here for future access.

3. Select the form to complete from the list that appears. The forms available to submit are based on your access.

My Forms

Fill out a new form

AMIS LAAMUS LA
Select a form to fill out *

OneTime_Deduction_Adjustment
This form may only be usad to request a One Time Daduction Adjustment for one or more employaes An attachment is requirad

Create_General_Deduction
>
This form may only be used to cresle a general deduction for one or more employees

Retirsment_Annuity_PAY Warrant
This form may anly be used to request refirement annuity payment (s) to an emplayee or payee

Degree_Verification_Request
This form may be used by both former and current studants to request a verification of their degree.
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Complete and Submit a Form
Key in all needed information on the form.

\";\‘,I]“"\L < My Forms Degree_Verification_Request
Instructions [ |

D

Use this link to access

pproval Status Initial Created,0n

instructions on how to
complete the form.

The description is a key field for sorting. Using a
consistent format in this field is highly recommended.

Save form to finalize it at a later
time or to get the option to
submit.

Note that all required fields must
be completed.

“TC ID# “Name

Other Name (s) Degree(s) Received

“Degree Start Date Degree End Date

This date will reflect
the first date that the
form is saved.

Request Info.

The approval status reflects

To Be Mailed () No the current status of the form. ToBe Picked Up {_) No
o Be Emaikd @ o ) The status will remain "Initial" mber of C.
w until the form is submitted. umberotopies
Mailing Address
*Street Address ADt/UnitiFloor #
City *state ~
2IP Code
Contact Info.
Email Address *Phone Number

Other Statements
More Information

Attachments
There is no attachment upleaded.

Agd Attachment

You must first save the form in order
to use this button. Use this button to
attach one or multiple documents.

e Instructions. The Instructions link provides form specific information.

e Approval Status. Remains as Initial until submitted.

e Description. Use a specific and unique naming format. As the amount of forms are created, it will become
difficult to find a specific form. Example: Employee Name_Department Number_Date_Position Management

e Asterisk Fields. Fields with an asterisk must be filled out.

e Add Attachment. Documents can be attached as needed to support the request. The form must 1 be saved
before adding an attachment. Locate the file and then upload. .
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Review/Edit Previously Submitted Forms
You will maintain access to all forms that you saved and/or submitted.
1. Select the My Forms tile from the homepage.

2. You will see the list of your completed forms and their status. It is important to name each form separately to be
able to easily locate them.

My Forms
Fill ot @ o form Forms
Fom Deseription o Approval Status & Created Datetime © Submitted Datetime
“ViewHy | Status v
Create_Gensral_Daduction m Pending 10105723 50240 1010512023 0240 >
an 0
;\ OneTims_Deduction_Adjustmant RET - Adjustment far Mulipla Employses Panding 1094723 2 40FM 101022023 2 52PN >
pproved 1
p—— 5 one Adjvstment Testh Pending 10002723 15680 10022023 22700 >
OnsTime_Deduction_Adjustment TestB Panding 10104723 213FM 101022023 210 >
Dagras_Varication_ Rsqusst Degres Requsst for Today's Demo Panding 109423 7 34400 100272023 1 3480 »
Degree_Verication_Resuzst- Test Forn for Dame » Pending Staus Approved 16184723 73040 101042023 73940 >

To edit a submitted form, first select Cancel Approval, make edits and resubmit. T EE—

1

Select Cancel Approval to
make edits to a submitted
form. Then resubmit

3. For additional details on the form’s status, click on the Approval Status link located on the form.

Degree_Verification_Request

Instructions Save Cancel Approval

“Description | Degree Requestfor Taday's Dema

Created On 1010412023

Student Info.
“1CI0# 10000006 Q "Name | Cassandra Walker
Other Name (s) | Cassie Degree(s) Received  Bachelors
“Degree Start Date | 10/16/2023 Degree End Date | 1013172023
Request Info.

To Be Mailed (__Yes () To'Be Picked Up () No )
ToBeEmailed ([ Yes ( “Nuimber of Copies |4

Mailing Address

*Street Address |6 Kayake St Apt/UnitFloor # |Unit B

City | Greenille “State | €T - Connacticut v
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4. Another screen will display the approval workflow for the form. If the approval is pending with multiple
approvers, click on the Multiple Approvers link to view more information about the approvers.

-ation_Request

Instructions Cancalh]
*Description  Degree Request for Todsy's Demo |
WS Approvaisg (.1 Approval m
Student Info.
Review/Edit Approvers
5 Approval
18 ~Degres Verification_Request: 3 Pending
Other Nam| | Start New Path L e | Anyofthe
— individuals listed
| Amato Sheila Faye Astudillo can approve the
F Pending v WY Pending form.
Request Info. z A4 3
AN CU Forms Ramin > H
by Detail Information
B |+ CommemHisory Phone
Mailing Address Mobile
i Email sfat0@columbia edu |
.
| Dorce,Christelle Elle e
8 » @Y% Pendng
I 2P ? '
Contact Info. »G .‘éﬂ“
Email Ad
Other Statements
More Inforim
Anachments -
Add Attachment AWS Ay
it 17 s i Jest odi I

5. Note that you can also access, on this page, any comments recorded by the approver.

& OneTime De

instructions.

“Description | TestA

Approval S Approval

Pay Information

“Pay Eadl |~ QneTime_Deduction_Adjustment: 5

“Pay

e _

“# of Transad 2
Note t6 HRPC )

NEISSEEIE | porco Chaistole Elo at 10/10/23 - 10:11 AM

Lot discuss fhis form at our next scheculed mesting. Thark you
For HRPC Use Only
» Comment History
Mors Inform

Attachments

There i4 o sachment uploaded

Add Attachmant
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