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Manage Personnel Action Forms 
When a user logs in and has a pending PAF action, an alert will show in the Notification 
Center on the Main Menu. 

 
Personnel Action Form Dashboard 

The Personnel Action Form Dashboard will be the central location to keep tabs on any 
active PAFs. Depending on the user access level, this menu will allow the user to 
Review Forwarded or Sent Back Personnel Action Forms or View Pending Personnel 
Action Forms all from the Personnel Action Form Dashboard.  
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Select “Personnel Action Form Dashboard” from the Personnel Action Form menu. 

 

The Personnel Action Form Dashboard will display forwarded, sent back and pending 
PAFs in their perspective tabs. 

 

Forwarded: After the creator of the PAF finishes the PAF they will forward it to the next 
manager/supervisor for approval. 

Sent Back: If the secondary approver does not approve the PAF, they can make a note 
of the changes that need to be made and send it back to the PAF creator for alterations. 

Pending: Users can view PAFs that are pending and awaiting approval. The user who 
created the PAF will be able to view the status of the PAF. The PAF information will be 
visible, including who has the next approval step. 

The creator of the PAF can edit or delete it while in the pending status. If editing the 
PAF, they will then choose who will receive the updated version.  
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Review Forwarded Personnel Action Forms 

The Personnel Action Form Dashboard will list which PAFs have been forwarded, Sent 
Back or are Pending. To take action on or review a Forwarded PAF, select the “Review” 
button. 

 

When a user has created a PAF that is taking an employee outside of his/her salary 
grade, the system will flag the PAF for all approvers to let them know the rate is outside 
(under or over) the employee’s salary grade range. Salary grade are tied to employees 
by their position. 

The red flag symbol means the pay rate on this PAF is taking the employee outside of 
their range. When you click into the PAF to review it, there will be a green plus sign. If 
you hover over the plus sign, you can view the salary grade for the employee for whom 
to compare the new pay rate. 
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The upper portion of the PAF lists all information needed for review. This is what the 
user requesting the PAF has proposed.  

If the user approves, they can approve and forward on the bottom right of the screen. If 
they do not agree, they can make notes and send back to the requester. 

 

 

 

 

 

 

Any proposed 
changes will be 
highlighted in 
bold. 

If the creator attaches 
supporting documentation 
to the PAF, the approver(s) 
can view those documents 
here. 

If the PAF is approved, you can 
move it forward to the next 
approver and select “Approve 
and Forward.” 

“Approve, Forward and Email 
Notification” will let the next 
approver know they have a 
pending PAF to review. 

The user who requested 
the PAF will be listed.  

You can send a PAF 
back to the creator to 
make changes. Type any 
notes you want to 
include when sending 
back in the text box and 
select “Send Back.” 

If you select to “Send 
Back and Email 
Notification,” the 
requester will receive an 
email that a PAF was 
sent back. 
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Review Sent Back Personnel Action Forms 

If a review has been sent back to the requesting user, there will be a notification on their 
main Paycom menu and it will be listed in the Personnel Action Form Dashboard. 

The user can see who last modified the PAF. Once you are ready to edit the PAF after it 
has been sent back, select “Review.” 

 

Make any necessary changes before sending back for approval. If a PAF is sent back 
multiple times, the most current send back note will be displayed.  

The user who created the PAF can delete the PAF if a mistake was made, or they need 
to cancel a previous PAF. 

Once changes are made and the PAF is ready to send back for approval, select the 
next approver in the “Submit to:” drop-down and select “Submit.” 
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If users have 
access to pay rate 
information, that 
information will be 
visible on PAFs. 

Make any changes that are 
needed before sending 
back for approval. 

Users will see any notes 
from the first approver who 
sent the PAF back. 
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Review Pending Personnel Action Forms 

To view the pending PAF, select “View.” 

 
From this screen, the PAF can be edited or deleted. 
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Batch Review Personnel Action Forms 

You can batch review Personnel Action Forms, allowing you to take action on multiple 
reviews at once time, saving you time when reviewing PAFs.  

On the Personnel Action Form Dashboard, check the names of the applicable 
employees in the Batch Edit column and select “Batch Review.” 

 

Each review selected will display, one at a time, with the option to move to the previous 
or next review easily by selecting the appropriate option at the top of the page.  
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Human Resources Dashboard 

Users with Setup and Final Approvals access have a Human Resources Dashboard link 
to take a quick view of and manage all outstanding PAFs. 

 

The Dashboard will show all outstanding PAFs that do not have final approval. From the 
Dashboard, click “View” to view the pending PAF 
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If the PAF is waiting on you as a user, the action button will say “Review.” To change 
the current reviewer for the PAF (whoever is listed in the “Waiting On” column), check 
the box next to the employee’s name and then select “Change Reviewer” at the top 
right. 

 

A new window will appear allowing you to change the reviewer and add a comment. 
This will also move the PAF to the new reviewer’s Dashboard. 
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