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Adding a Background Check and Confidentiality Flag

Overview:

Understanding the Process for Adding a Background Check and Confidential Flag to a
Filled Position

This guide outlines the basic steps for changing a position to require a background check and
indicating access to confidential information, using the electronic Personnel Action Form Plus
(ePAF+).

NOTE: Multiple transactions effective on the same date require only one ePAF+. Do not submit
multiple ePAFs for the same effective date. An originator will not be able to originate a
transaction on themselves. For this, please have another employee in the department with access
to ePAF+ submit the transaction. You cannot enter another ePAF+ if one has been pushed back
or saved as a draft. The pushed back or saved as a draft ePAF+ must be processed or denied.

The ePAF+ cannot be used for retroactive reappointments/funding changes unless the employee
has not received a paycheck from ANY job on campus during the reappointment/funding change
period. If the employee has received a paycheck during the reappointment/funding change period,
the paper Personnel Action Form (pPAF) must be used for the reappointment/funding change.

Only indicate what needs to be changed in the Proposed Changes Column.

Procedure

Scenario:
In this topic, you will learn the steps to add background check requirements and flag the position
as having access to confidential information.

Key Information:

Employee ID/Name
Position Number
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Step

Action

Click in the ePAF+ field.
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Step

Action

Click the Enter ePAF+ Transactions menu.
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Enter ePAF+ Transaction
Selectan HR Transaction search type. Enter any information vou have and click the Search button.
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Step Action

4, Make sure that the Appointment/Filled Position search type is checked. You may
search for a filled position using any of these fields. For the purpose of this
example, enter "00053509" into the Position field.
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Select an HR Transaction search type. Enter any information you have and click the Search button.
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First Name:
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Department:
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Step

Action

Click the Search button.

T'E UNIVERSITY

Home Worklist Process Monitor
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

Enter ePAF+ Transaction

Selectan HR Transaction search type. Enter any information you have and click the Search button

| HR Transaction Search Typ

@© AppointmentFilled Position
© Update Vacant Position
© Add News Position

Empl ID: a

Last Name:

First Name:

Position: 00053509 | Directer
Department: a

O Terminate Appointment

| Refine Search Resu

Opirect Reports [ Department Rep

Search Clear

Report Manager Add to Favorites. Sign out

RSSO S LAY

Enewwindow  ? Help &

Hame Empl 1D %jp;‘ Job Code  Job Title DeptiD  Department Name Originator Name Current Approval St
Suzie Seminole 000012345 0 9250 Director 085000  Office of Financial Aid
L4
< | >
Done o Trusted sites 45 - ®aoow -

Step

Action

the Suzie Seminole link.

SuzZie Seminole

Select the desired employee's Name link. For the purpose of this example, click
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THE FLORIDA STATE UNIVERSITY
1

vINI - HUMAN RESOURCES

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites . Main Menu > ePAF+ > Enter ePAF+ Transactions

Transaction Effective Date

Enter transaction Effective Date. Current Information section will reflect data as of this date. The date may be changed
prior to submission and while working in Draft mode, though changes will reset data previously entered into the form
The Effective Date cannot be changed if the ePAF+ is pushed back

*Requested Transaction Date: EEIZAIE |

Submit

J Trusted sites fy v H100% -

Step Action

7. Check the transaction effective date. The requested transaction effective date
defaults to the current date. Please enter your desired transaction effective date or
the first day of the next available payroll cycle into the Requested Transaction
Date field. For the purpose of this example, enter "05112012".

THE FLORIDA STATE UNIVERSITY bl
AN

vINI - HUMAN RESOURCES

Home: Worklist Process Monitor Report Manager Add to Favorites Sign out

tes = Main Menu > @PAF+ > Enter ePAF+ Transactions

Transaction Effective Date

Enter transaction Effective Date. Current Information section will reflect data as of this date. The date may be changed
prior to submission and while working in Draft mode, though changes will reset data previously entered into the form
The Effective Date cannot be changed if the ePAF+ is pushed back

*Requested Transaction Date; [05/11/2012 £

Submit

J Trusted sites Sy v HI00% -
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Step Action

8. Click the Submit button.

THE FLORID!/ TE UNIVERSITY

YMNI - HUMAN RE: — —

Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
vorites | Main Menu > ePAF+ » Enter ePAF+ Transactions

Enter ePAF+ Transaction

Position Number: 00053509

Emplid Red# Name Work Tith
itle: s
000012325 0 Suzie Seminole ortang fitle: Director

Headcount Status:  Filled

*Requested Transaction Date: |95/11/2012 B

= Position Data
Current Information Proposed Changes

Job Code
Job Code 9250 Director Q

Salary Admin Pin 02

Administrative & Professional

Pay Grade 007 A&P T
FLSA Status NoFLSA
Union Code 29N Fac/A&P No Established CBU

Academic Rank 000
Weorking Title Director
Position Specific - Job .2/
Max Head Count 1
ETE 1.000000
Standard Hours 40.00
Comb Hours | FTE 40.00 7 1.000000
hift DavStandard | -

o Trusted sites R S

Step Action

9. NOTE: The confidentiality indicator is located under the Specific Information
section of the ePAF+.
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Home Woridist Process Monitor Report Manager Add to Favorites Sign out
Favorites = Main Menu > ePAF+ 5 Enter ePAF+ Transactions
Position Specific - Job (2, L)
Max Head Count 1
FTE 1.000000
Standard Hours 4000
Comb Hours /FTE ~ 40.00 [ 1.000000
FullPart Time Full-Time
Organizational Relationships
Department 065000 Office of Financial Aid a
Location Code 022324400  UNIVERSITY CENTER - BLDGA4400 Q | |
County Leon
Reports To 00053554  PROVOST & PROFESSOR Q
View Reporting Relationships
Specific Information
Time Limited Funding [Time Limited Funding
Confidential Position D confidential Position
Financial Disclosure inancial Disclosure
Position Description 7/
Profileld 126050 Pasition Profile Data
Appointment Data
Current Information Proposed Changes
o Trusted sites £y v B100% <

Step

Action

10.

||:| Confidential Position

Check the Confidential Position option.
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Home

Favorites . Main Menu > ePAF+ > Enter ePAF+ Transactions

Position Specific - Job |7

Department
Location Code
County

Reports To

Profile ID

Done

Max Head Count 1

ETE 1.000000

Standard Hours 40.00

Comb Hours | FTE 40.00 [ 1.000000
Shift Day/Standard
FulliPart Time: Full-Time

Organizational Relationships

065000 Office of Financial Aid

0223A4400 UNIVERSITY CENTER - BLDGA4400
Leon
00053654 PROVOST & PROFESSOR.

View Reporting Relationships

Specific Information

Time Limited Funding
Conficential Position
Financial Disclosure

Position Description 7/

126050 Pasition Profile Data

Current Information

Worklist Process Monitor Report Manager Add to Favorites. Sign out

=

[—)
[—)

[

O Time Limited Funding

onfidential Positiory

inancial Disclosure

Proposed Changes

o Trusted sites e
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Step Action

11. Click the Position Profile Data link to add a background check.

|F'-35iti-3n Profile Data|

) THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES

Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favoritas Main Menu > ePAF+ > Enter ePAF+ Transactions

[# Customize Page A

Non-person Profile

Profile: 126050 Status: Active
Profile Type: ROLE Position Profile Status Date: 08/25/2008
Description: Director

Profile Usage:  Eng Final/ Job

Summary  Responsibilities Competencies Qualifications
- Tet s X | »
Statement Effective Date  Description

12/24/2010 Pasition serves as Director for the Office of Student Financial Aid.

Summary Responsibilities Competencies Qualifications

= | Find | View 41| 2] 3 Firet £ 4o L2

5;‘2":2 AT Effective Date  Key 1 Description ';‘:‘;xg“""
Position Data 08/25/2006 00053509 Director Appraved
v
Cone o/ Trusted sites - Ri0% -

Step Action

12. Click the Qualifications link.
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THE FLORIDA STA

OMNI - HUMAN RESOURCES

Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites | Man Menu > ePAF+ > Enter ePAF+ Transactions

[ Customize Page &
Non-person Profile

Profile: 126050 Status: Active
Profile Type: ROLE Pasition Profile Status Date: 08/25/2006
Description: Director

Profile Usage: End/Final / Job

Summary Responsibilities Competencies Qualifications

Find | View AITE) | 36 Firet KL g 014 T [

Yearsof  Experience

Education/Experience  Effective Date  Ecucation Level Experience Substitutable

Note.

Education/Experience  08/25/2006 F-Masters Degree 8

Add New Education/Experience
~ Degrees -

There are currently no Degrees for this profile. Please add one if required

Add New Degrees
~ Licenses & Certifications -

There are currently no Licenses & Cerifications for this profile. Please add one if required.

Add New Licenses & Cerfifications
~ Tests/Examinations -

There are currently no Test: ons for this profile. Please add one if required
-

< >
+ Trusted sites 4y v R100% <

Step Action

13. NOTE: Level 1 and level 2 background checks are located under
Tests/Examinations.

THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES

Worklist Process Monitor Report Manager Add to Favorites sign out
Favorites | Main Menu > ePAF+ » Enter ePAF+ Transactions
“~
Profile Type: ROLE Pesition Profile Status Date: 081252006 g |
Description: Director
ProfileUsage:  Eng/Final / Job
Summary Responsibilities Competencies Qualifications
First K 1064 T 1
Years of  Experience
EducationiExperience  Effective Date  Education Level Experionce| Substitutablo lote
Education/Experience  08/25/2006 F-Masters Dearee 6 [
Add New Education/Experience
There are currently no Degrees for this profile. Please add one if required,
There are currently no Licenses & Certifications for this profile. Please add one if required. |
Add New Licenses & Cerifications
- Tests/Examinations -
There are currently no Tests/Examinations for this profile. Please add one if required
Add New Tests/Examinations
There are currently no Memberships for this profile. Please add one if required
[ RO . &
< >
Dane o Trusted sites 4 v m0m -
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Step Action

14, Click the Add New Tests/Examinations link.
[4dd Mew Tests/Examinations|

AT T ‘T CTTV SEARCH FLORIDA STATE
ATE UNIVERSITY
CES
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites Main Menu > ePAF+ > Enter ePAF+ Transactions
[& Customize Page
Non-Person Profile

Add New Tests/Examinations

Profile ID: 126050 Director
Profile Type: ROLE Paosition Profile

Add item details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.

T

“TestiExamination: I Q

Effective Date: 05/11/2012

“Elfective Status:
Description:
OK. Cancel
Done

o Trusted sites

- Rioow -

Step Action

15. Click the Look Up Test/Examination button.
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Favorites . Main Menu > ePAF+ > Enter ePAF+ Transactions

Look Up

Look Up Test/Examination

Content Type: T3T
Content hem ID: | begins with (v [
Description: | begins with [+ |

LookUp | Clear || Cancel |Basic Lookun

Search Results

ew 100 First (4] 16 ars [3] Last
Content e ID Description
Phisical Exarnination
Backaround Check, FDLE Level 1

Backaround Check, FOLE Level 2
Waccination - Tetanus
Waccination - Hepatitis &
Tuberculosis Skin Test (PPD)

|+ Trusted sites £ - ®100% v

Step Action

16. Select the appropriate Background Level required for this position. For the purpose
of this example, click the TE02, Background Check, FDLE Level 1 link.

Background Level 1 = State background check
Background Level 2 = National background check (Fingerprinting required)
Background Checlk FOLE Level 1

Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

[& Customize Page
Non-Person Profile

Add New Tests/Examinations

Profile ID: 126050 Director

Profile Type: ROLE Pasition Profile
Add item details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.

“TestExamination: Ireoz Q Backaround Chieck, FOLE Level 1

Effective Date: 05/11/2012

*Effective Status:

Description: As defined by Chapter 435.03, Florida Statutes, Level 1 background check

shallinclude, but not be limited to, employment history checks and
statewide criminal correspondence checks through the Florida Deparment
of Law Enforcement, and may include lecal criminal records checks through

local law enforcement agencies.

oK Cancel |

|+ Trusted sites £ v ®100% v
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Step Action

17. Click the OK button.

THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES

— Home Worklist Process Monitor Report Manager ‘Add to Favorites Sign out
Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions

1>

Add New Dearees

[~ Licenses & Certificatio

There are curently no Licenses & Centifications for this profile. Please add one if required.

New Licenses & Cerfifications

Test/Examination Effective Date Effective Status

ackaround Check, FOLE Level T 0511/2012 Active =

Add New Memberships

There are currently no Language Skills for this profile. Please add one if required.

Add New Language Skills

Summary Responsibilities Competencies Qualifications

Profile Identity ; Workflow

option Effective Date Key 1 Description S

Position Data 08/25/2006 00053509 Director Approved | [=]
Save

Return o ePAF+

~
< >
o/ Trusted sites 45 - ®100% <

Step Action

18. Click the Save button.

Save
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) THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES

Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites | Man Menu > ePAF+ > Enter ePAF+ Transactions
& Custol -
= saved | :
Non-person Profile J
Profile: 126050 Status:
Profile Type: ROLE Pasition Profile Status Date: 0812512006
Description: Director
Profile Usage:  Eng Final/ Job
%1 item(s) saved
Summary  Responsibilities Competencies Qualifications
= EEEEETTEE
p . . . Years of  Experience
EducationiExperience  Effective Date Education Level Experience| Substitutable Note
Education/Exp 06 F-Masters Degree 6
Add New Education/Experience
-
There are currently no Degrees for this profile. Please add one if required
=
There are currently no Licenses & Certifications for this profile. Please add one if required.
[#] 244 Mz | irancas & Caifinztinns b4
< >
Done o/ Trusted sites ‘- Ri0% -

Step Action

19. Changes to a position profile will not appear on the profile until the ePAF+

transaction has been fully approved. To view or make changes to your updates,
click the item(s) saved link.

THE FLORIDA STATE UNIVERSITY

. Wb
OMNI - HUMAN RESOURCES -

Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites = Mam Menu > ePAF+ >  Enter sPAF+ Transactions

[& Customize Page
Non-person Profile
Saved ltems

This page shows a summary of the saved items on your profile

Profile Type: Paosition Profile

- ’ ’ ) st K 1011 1
Disposition 1D Test/Examination *Effective Date  Effective Status

Add TE02 Background Check,

FDLE Level 1 psit1i2012 |

Re

Done

o/ Trusted sites - 0w -
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Step

Action

20.

once you have finished reviewing/revising your saved items.

For the purpose of this example, you have one saved item. Click the OK button

TE UNIVERSITY

DMNI - HUMAN

Home: Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites Main Menu > ePAF+ > Enter ePAF+ Transactions
THiIb1 S LTIy 110 UBISES 101 UIS IO, Fase JUU Ve IHEquisu 2
Add New Degrees
Licenses & Certifications
There are currently no Licenses & Certifications for this profile. Please add one if required.
Add New Licenses & Certifications
[~ TestsiExaminatio
There are currently no Tests/Examinations for this profile. Please add one if required
Add New Tests/Examinations
There are currently no Memberships for this profile. Please add one if required
Add New Memberships
There are currently no Language Skills for this profile. Please add one if required.
Add New Language Skills
Summary  Responsibilities Competencies Qualifications
~ Profile Identities - FretKl'q ore I Last
Profile ldentity . Workflow
i Effective Date  Key 1 Description e
Position Data 08/25/2006 00053509 Director Approved | [=]
Save
Refurn to ePAF+
v
< >
Done o/ Trusted sites 43 - ®100% <

Step

Action

21.

Click the Return to ePAF+ link.
Return to ePAF+
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THE FLORIDA STATE UNIVERSITY

OMNI - HUMAN RESOURCES
Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites - Man Menu > ePAF+ > Enter ePAF+ Transactions
Begin Date End Date Total Period Amount &
07/01/2011 01/01/9999 124045.468000 ]
Account Code Description Dist % Period Amount
0650001108 Of_Fin_Aid GEN_REV SAL 100.000 124045.468000
[ Allow Gaps in Funding Dates Copy Budget Forward Department Budget Table
Proposed Account ! Distribution %
=
Begin Date End Date Total Dist % Total Period Amount
05112012 & 0.000
Account Code Deseription Dist % Period Amt

T ] ® =

Originator’s Information
Name  Jenna Allen Telephone [350/544-4286 Q@
Email ID ps_invalid_email@admin fsu edu

Additional Approver (Required)

“VP Approver I Q

|
§
a

Pre-Manager Approver Q

~Originator Il
Comments

Cone + Trusted sites £h v R100% <

Step Action

22. Enter the appropriate VP Approver into the VP Approver field. For the purpose of
this example, enter "TFULCHER".

. ~ ST TR SEARGH FLORIDA STATE
THE FLORIDA STATE UNIVERSITY I T
OMNI - HUMAN RESOURCES -
Worklist Process Monitor  ReportManager  AddtoFavorites sign out
Favorites - Main Menu > ePAF+ 5 Enter ePAF+ Transactions
0511172012 | = 0,000 4
Account Code Description Dist % Period Amt

T ] ® =

Name  Jenna Allen Telephone 850/644-4286 Q
Email ID ps_invalid_email@adminfsu.edu

VP Approver [fFrutcheR @& TemyFulcher

PreManager Approver | @

“Originator i
Comments

Eih ot Saneciat, Return to Ti Search / Action Page

Approval Signatures

Dane o Trusted sites 4h v ®|amom -
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Step Action
23. Comments are required by the originator. Any information an approver may need to
know prior to approving the ePAF+ should be entered into the Comments field.
For the purpose of this example, enter "Updating position to add confidentiality
and level 1 background check.".
'HE FLORIDA STATE UNIVERSITY
YMNI « HUMAN RESOURCES [ e
Home Worklist Process Monitor Report Manager Add to Favorites Sign out

Favorites - Main Menu > ePAF+ > Enter ePAF+ Transactions
vUE-‘1‘1"ZU‘12v ” = 0.000 o]

Account Code o Deseription Dist % Period Amt El

Name  lenna Allen Telephone |850/644-4286 Qa

Email ID ps_invalid_email@adminfsu.edu

*VP Approver ITFULCHER @ TermyFulcher
Pre-Manager Approver Q

*Originator |
Comments| \pgating position to add confidentiality and level 1 background check,
Submit Save as Draft Cancel Draft Returnto Ti Search / Action Page
Approval Signatures
o Trusted sites fy v Haw -
Step Action
24, If you would like to save the transaction as a draft to submit later, click the Save as

Draft button, otherwise, click Submit. For the purpose of this example, click

the Submit button.
Submit
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THE FLORID/ ATE UNIVERSITY

OMNI * HUMAN RESOURCES

SEARCH FLORIDA STATE

Wsb
Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favorites | Man Menu > ePAF+ > Enter ePAF+ Transactions
[ Additional Approver (Requ A
VP Approver TFULCHER Termy Fulcher
[ Pre-Manager Approver (Optiona
Pre-Manager Approver

FSU ePAF+ Approval

=~ EMPLID=000002859, EMPL_RCD=0, POSITION_NBR=00053509, ACTION_DT_$5=2012-05-11, EFFSEQ=0:Pending

FSU ePAF+ Approval
Not Routed Not Routed Not Routed
Multiple Approvers g, FULCHER, TERRY lultiple Approvers
Ot Comp/Class Staff Admin ent Manager R s Approver e e Comp/Class Staff Admin =
[~ Comments
JMAQ4E at 5/7/2012 - 3:12 PM

Updating position to add confidentiality and level 1 background check

Approve

Pushback | Deny

Return to Tr Search / Action Page
Approval Signatures

Done

>
gy v H00n <

o/ Trusted sites

Step Action
25.

Review Approval Routing here. To insert an approver, select the "+" at the desired
step. The inserted approver must have appropriate approval authority.

T'HE FLORIDA STATE UNIVERSITY

HUMAN RESOURCES

OMNI

SEARGH FLORIDA §
Web

Home Worklist Process Monitor Report Manager Add to Favorites. Sign out
Favorites - Main Menu > ePAF+ » Enter ePAF+ Transactions

~
Terry Fulcher

Pre-Manager Approver

FSU ePAF+ Approval

&, View/Hi(
[
FSU ePAF+ Approval

~ EMPLID=000002859, EMPL_RCD=0, POSITION_NBR=00053509, ACTION_DT_$5=2012-05-11, EFFSEQ=0:Pending

Not Routed
® lultiple Approvers

Not Routed Not Routed

g, FULCHER, TERRY lultiple Approvers
2pa+ ComsiCiass St amn anager | B et e [T e S ot o |
= Comments

JMAQ4E at 5/7/2012 - 3112 PM

Updating position to add confidentiality and level 1 background check:

Approve

Pushback Deny

Returnto Tr Search / Action Page
Approval Signatures

Done

&
| >
5 v ®a0% -

o Trusted sites
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Step Action
26. Click the Return to Transaction Search / Action Page link.
|Retu|'n to Transaction Search ! Action F'agel
_.k.,:,i J Welcome to FSU!
OMNI Human Resources Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favuvmes Mainy\enu
Personalize Content | Layout Zheln|
< >
Step Action
217. Click the Home link.
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.\1‘ Welcome to FSU!
Ny -
OMNI Human Resources Home Worklist Process Monitor Report Manager Add to Favorites Sign out
Favarites © Main Menu
Persanalize Content | Lavaut el
< >
Step Action
28. Congratulations!
You have completed this topic
End of Procedure.
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