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Using Forms in PAC

There are forms accessible directly through PAC 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. As more forms become available, they will be available for selection.

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 beneath the menu icon on the upper-right corner of your screen, then select Personalize

Homepage.
Q n : @
< > H
Personalize Homepage
Personal Details Performance
“o GY.) Refresh
A . O/ al~
5. Click the Add Tile button in the upper-right corner of your new screen.

Personalize Homepage

Common Settings

Show Notifications Panel [_] No | @

Selected Homepage Settings

Homepage |Self Service

Payroll & Compensation Time
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. Add Tile x
6. Select Form and Approval Builder
i . Search a Tile - Add Tile X
from the Add tlle pop_up WIndOW. |Ti|e name, tile category, or tile keyword H - |
o Search a Tile
Choose an Existing Tile ]
‘Tile name, tile category, or tile keyword H -2 |
PeopleSoft Applications > —
7. Select My Forms from the list. Updats Managsr > | < | Form and Approval Builder
Manager Self Service > My Forms
Self Service >
Form‘and Approval Builder >
Personalize Homepage

8. The new tile appears on your :

Common Settings

Personalize Homepage Show Notifcarions Pare! ®
screen. Click Save at the top- Selocted Homepage Setings [(asme |

Homepage |Self Senvice

right corner of the screen.

Payroll & Compensation Time

Personal Details Performance 5]

My Forms. &

Time Personal Details

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

[
28.50 A &S

Vacation Days % j

PD: 2 days NYSL: 11 hrs

My Forms
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Select a Form

1. Select the My Forms tile from the homepage.

Time Personal Details
N RN
(I
28.50

Vacation Days

PD: 2 days NYSL: 11 hrs

My Forms

=5

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 Service My Forms

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. Note: not all forms displayed below are accessible to you as

usage is based upon your role.
Select a form to fill cut o

Retiremend_fnnyity PRY_Waerang
Thih 801 ety oy b Lriie] 1 PquirtA Fotir evmiesd st ity syl (4] 35 A eifSley e &F By

OeaTime_Deduction_Adjusimant
Thiti Barmn ey oy b wriied 10 requitl & One Time Deduction Adprabmant lor ofe of mois empleypiss An slichsenl B saguined i

Creatn_General_Deduction
Theés form mary ool e (s 10 oroats & genaral deduction kar one o Sns smploy s ¥

O There_Earniings,_Adjustsant
Thiis orm mary ook b e 1o requiest & One Time Eamings Adistment ko on of mang smployoes. An asachment is negeined

OeaTime_Deduction_Adjustmant
Theth B3 oty Cohy Do L] e il & vl Tirrois D chon s iS00l R (ool e bR TRy i AATY MLt s Binpiired

Create_Additional_Easinings
Thits oevn ey tuhy o el 5 S s Akl Py o ool o i derploinid. A Bstischressrd b3, it *

Marital_Ststus_Regodt
This form mary ooty b used 1o repon changes b empioyess’ marial status 1o the HRPC Data integrity tesm
Paition_Mget_Rigquest

This torm mary ooky be wiidd 1o recquent the crestion of & e position o chamges 16 a0 axisiing posiion that ik nol posted theaagh
TaberstLink
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Complete and Submit a Form
Key in all needed information on the form. Asterisks (*) indicate required fields. Each form uses the same features
displayed.

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

D

Use this link to access oval Status 'Ma Created,On
instructions on howto ™ The description is a key field for sorting. Using a
complete the form. 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 have access to all forms that you saved and/or submitted from the My Forms homepage.

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

=, PAC
Filloul a now form Forms

Form & Deserlption & Approval Status & Created Datetime & Submisted Datedme <
“View By | Stalus v

Create_General Deducion i Pending 100523 5-024M, 10512023 %0280 >

Al 0
OnsTim_Deduciion_Adjusbment RET - Adjustmant far Mulipla Employsss Panding 109423 2 40P 10042023 252PM >

Approved

Pending Agproval o Onlims Deducion_Adjustment Test 4 Panding 109423 1 556 100082023 22780 B
QneTime_Deduciion_Adjustment TestB Panding 100423 213N 1042023 216PM »
Dsgas_Verication_Requast Degres Raquest 61 Taday's Damo Panding 109325 7 34400 10042023 T1 342N »
Degras_Vedication_Raqussl Test Forn for Dame - fending Status Approved 10423 7 3040 1022023 73880 »

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

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
nstnucton save || Cancel Approval

Created On 1010412023

Student Info.
“TCID# | 10000006 Q "Name Cassandra Walker
Othor Name {s) |Casslo Degrec(s) Recoivad | Bacholors
“Degree Start Date | 10/16/2023 Degree End Date | 10/31/2023
Request Info.
To Be Mailed (__Yes () To'Be Picked Up () No )

To Be Emaited (__Yes ( “Number of Copies |4

Mailing Address

“Street Address |6 Kayake St Apt/UnivFloar#  Unit

City | Greenvills “State | CT- Connecticut 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.

Instructions

srification_Request

Tact o Jest g

save || Gancal
“Description  Degree Request for Todsy's Demo L
Approval s (. Approval W
Student Info.
. Review/Edit Approvers 3
- Approval
T8  ~Degree_Verification_Request: 3 PP Pending
OGrNaml | Start New Path — Approver Information { Anyofthe
|| individuals listed
— Amato, Sheila Faye Astudillo can approva the
% Ponding - @Y. Pending form;
Request Info. /4 3
Mulple Approvers —_— 1
A €U Forms Admin S
ok Detail Information
B |+ CommentHisiory Phone
Mailing Address Mobile
S | Emai sta10@oolumbia edu I
]
N Dorce,Christelle Elle e
B oy Pertn 5’& 1
ap Y
Contact Info. 59 -‘\Mj“
Email Add
Other Statements
More Informg
Attachments
Add Attachment

Form Review/Approval/Denial by HRPC

The Human Resources Processing Center reviews and approves all submitted forms. You will receive a notification
once the form is approved. If HRPC denies the request, they will provide a reason in the Comments section for the

denial and indicate what is needed.

1. Select the form from the My Forms Homepage.

My Forms

Fill out a new form

“View By \ Status v\

Forms

Form 1L Deseription 1t

Approval Status 1. Created Datetime T

Position_Mgmt_Requiest Employee Dane_Dept 1606402_New Position Request Deénied 06/0425 10:30AM
Al @

Position_Mgmt_Request Employee Franklin_Dept 1606602_New Position_05 27 2025 Approved 05/27/25 6:25PM
Approved @
Denied @

Submitted Datetime 10

106/04/2025 10:30AM

05/27/2025 6:32PM

2. To read approver comments, select the form, then click on the “Denied” approval status link.

Position_Mgmt_Request

Instructions

“Description |Employee Da
Approval Status Denied

Job Information

Review/Edit Approvers
> Position_Mgmt_Request: 534

~ Comments

Freeman,Patria at 06/04/25 - 10:48 AM
PF - Denied FLSA Status is missing 6/4/2025
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