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DEPARTMENT OF HUMAN RESOURCES
PAF via Google Drive link

To comply with TCIT policy and keep sensitive employee information secure. The PAF should be uploaded to the Google
Drive and provide Google Drive link to the approvers for email approvals.

[Whatyouneedtodo [ Whatyouwillsee |
PAF Originator:

@ tccolumbia.edu/human-resources/forms/

€365 [ TCHR [l TimeClock Plus € PUPUAT  EM PeopleSystems (@ Glip € -PageUp A Conflus
Stepl: Download the Personnel Action Form

Please submit to the Controller's Office, 175 Grace Dodge

Step2: Complete the downloaded PAF form
and save to PDF. Owner: Human Resources
[BDownload PAF g——

3/25/2021 My Drive - Goc
Step3: Upload PAF into Google Drive.
‘ Drive Q, SearchinDrive
My Drive ~
|— New
Priority
————
» @ My Drive
» [=]  Shared drives
Step4: Share PAF with the Required
mandatory approvers (viewer access ONLY) 4b. Update access. Select Viewer
° Share with people and groups|  from drop-down menu. (o
a. Input approvers email address
. . L @ Maria Lamadrid X o Iraida Torres-Irizarry X Viewer -
o lIraida Torres in the Provost office if
required (it2121@tc.co|umbia.edu) & budgetsteam@tc.columbia.edu x o HRServicesTeam X
o Depending on the funding source, include @ HRiSTeam X \
e Budget office
|:| Notify people ‘ 4a. Input approvers email address

(budgetsteam@tc.columbia.edu) '\mﬂ\
**This email is used only for access to PAFs @ PAF Template v1.pdf

4c. Uncheck NOTIFY

on Google Drive; do not email directly. PEOPLE :
e John Hernandez from Grants office @ Ve mments and suggestions 4 Clekshare
(JLH2172 @tc.columbia.edu) ﬁ
e Include both Budget & Grants office for sendfesdback o Goocle Cancel

split funded PAF
o HR Services
(hrservicesteam@tc.columbia.edu)

PAF USER GUIDE


https://www.tc.columbia.edu/form-library/human-resources/personnel-action-form-paf/files/PAF-Template-v1.pdf
mailto:budgetsteam@tc.columbia.edu
mailto:JLH2172@tc.columbia.edu
mailto:hrservicesteam@tc.columbia.edu
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o HRIS (hristeam@tc.columbia.edu)

b. Update access. Select Viewer from drop-
down menu.

c. Un-check the Notify people to avoid
multiple email notification to the approver

d) Click on Share

Step5: Click on Copy PAF link from Google
Drive

9 Share with people and groups o
|rdd people and groups
Saeedullah Jan (you)
5j2704@tc.columbia.edu
Budgets Team Viewer
budgetsteam@tc.columbia.edu
HRISTeam Viewer
HRISTeam@tc.columbia.edu
HRServicesTeam Viewer
HRServicesTeam@tc.columbia.edu
Iraida Torres-Irizarry Viewer
torres-irizarry@exchange.tc.columbia.edu
@ Maria Lamadrid .
Viewer ~

mel31@tc.columbia.edu

Send feedback to Google

©

Get link

Restricted Only people added can open with this link

Change link to Te.columbia.edu

Step6: Create an email and paste the PAF link
to the email and send it to your department

head for approval.

DO NOT attach the PAF to the email

PAF for John Smith

Lamadrid, Maria (tc.columbia.edu)

PAF for John Smith

Hi Dept. Head,

This is a test PAF for John Smith|

https://drive gocgle.com/file/d/1U9J0ahONIwyn8IMK_2PPc08uC59mX9m5/view ?usp=sharing

PAF USER GUIDE



mailto:hristeam@tc.columbia.edu
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Step7:

a) The Department Head will need to forward
the email (with the google drive link) to the
next mandatory approver with the note
"Approved".

b) The email will continuously be forwarded to
the next level approver (with the note
"Approved") until it reaches the Budget
(budget@tc.columbia.edu) or Grants Office.

PAF USER GUIDE


mailto:budget@tc.columbia.edu

