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PAF Instructions 

1. Log in in to your Logos account. 
2. Click on Human Resources. 

a. Click on Personnel Actions 
3. Click on Personnel Action you are wanting to approve. 

 

4. Click on the Compare button on the bottom right hand corner of the screen to see what changes were 
made. 

 

5. Any changes that were made to the employee will appear in red. Click on the arrow next to the items 
in red to see the changes in detail. 
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6. If you are satisfied with the changes that were submitted for the PAF, select the Approve button on the 
bottom left hand corner of the page. 

 

a. If there are changes that need to be made on the PAF select the Return button and the PAF will 
be sent to the person who created the PAF to resubmit with the new changes.  Submit any 
comments and click on Submit to submit the return.  Once the PAF is resubmitted you will be 
able to approve the newest form.  Please note that the system will not allow you to reject the PAF unless 
you have the permissions. 
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b. Once you submit, the Return Results notice will pop up. Close it out to get rid of the message. 

 

 

7. Once you click on Approve a window will pop up for you to make any comments and submit the 
approval. 

 

8. Now your PAF is submitted and sent to HR for continuing approvals. 
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