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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.  

 

 

 

 

 

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

 

 

 

 

 

  

http://my.columbia.edu/
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6. Select Form and Approval Builder 
from the Add tile pop-up window. 

 

7. Select My Forms from the list.  

 

 

 

 
 
8. The new tile appears on your 

Personalize Homepage 
screen. Click Save at the top-
right corner of the screen. 

 

 

 

 

 

 

 

9. Your Self-Service homepage now has the My Forms tile. 
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Select a Form 
 

1. Select the My Forms tile from the homepage. 

 

 

 

 

 

 

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. 

 
 
 

 

 

 

 

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. 
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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. 

 

• Instructions. The Instructions link provides form specific information. 

• Approval Status. Remains as Initial until submitted. 

• 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  

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

• Add Attachment. Documents can be attached as needed to support the request. The form must 1st 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.  

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

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. 
 
 
 
 
 
 
 

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