
 

 

 

 

 

 

 

 

PAF Instructions 
End of Employment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PAF Instructions 

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

a. Click on Personnel Actions 
3. Click on New. 

 

a. Enter Effective Date. 

 

b. Select which Personnel Action Code you are wanting to change. 
c. Select the Employee you are wanting to make the changes on. 
d. Depending on what Personnel Action Code you choose another field to fill out will appear. 
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e. Select the Position you want to be effected by this change (most employees only have 1 
position). 

f. Press Ok when you are ready to continue. 

 

 

4. Click on the Employment tab. 
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5. Click on the Edit button. 

 

 

6. Click in the Status tab, delete the active status. 
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7. Scroll to select Termination Pending Final Payroll and change the Termination Date to the date the action took 
effect. 

 

 

 

8. Once you are done entering the changes, scroll to the top of the page and select Save. 
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9. Review your changes and when you are ready select Submit on the bottom left hand corner of the 

screen. 

 

10. Once you select submit you will get a message that pops up that tells you that your PAF has been 
submitted. 

11. Now it is ready to be approved by your supervisor. 
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