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What are Personnel Action (PA) Forms?

« Personnel Action (PA) Form: Official
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 Two PA types: Faculty PA vs Staff
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https://esign.wwu.edu/forms/HR/pa_faculty9.aspx
https://esign.wwu.edu/forms/HR/pa_staff7.aspx

Employee Update Forms

Please use the following forms to update employee information instead of a PA:

 Supervisor Change Form: Updates the Supervisor of record for permanent staff positions ONLY

* Request to Change Payroll Approver: Updates the Override Approver for an employee, or the Default Approver
for an org code.

* Employee Office Address Update: Updates the office address for an employee in the system and Campus
Directory

* Employee Name Change Form: Updates an employe’s legal name, preferred first name, or alternative first
name in the Campus Directory

* Timesheet Adjustment Request: Corrects an employee’s timesheet reported hours or leave that was reported
inaccurately.

* Cyclic Year Schedule: Updates an employee’s cyclic schedule

* Wireless Service Communications Agreement: Updates an employee’s stipends for a wireless device

If you have any questions about which form to use, please reach out to hris@wwu.edu

BUSINESS & FINANCIAL AFFAIRS | WESTERN WASHINGTON UNIVERSITY


https://esign.wwu.edu/forms/HR/_supervisor_change_1.aspx
https://esign.wwu.edu/forms/HR/_supervisor_change_1.aspx
https://esign.wwu.edu/forms/HR/_req_to_change_payroll_appr_2.aspx
https://esign.wwu.edu/forms/HR/_req_to_change_payroll_appr_2.aspx
https://esign.wwu.edu/forms/HR/_address_change_6.aspx
https://esign.wwu.edu/forms/HR/_address_change_6.aspx
https://directory.wwu.edu/person
https://directory.wwu.edu/person
https://esign.wwu.edu/forms/HR/_employee_name_change_5.aspx
https://esign.wwu.edu/forms/HR/_employee_name_change_5.aspx
https://esign.wwu.edu/forms/HR/_timesheet_adjustment_request_24.aspx
https://esign.wwu.edu/forms/HR/_timesheet_adjustment_request_24.aspx
https://esign.wwu.edu/forms/HR/_cyclic_yr_sched_3.aspx
https://esign.wwu.edu/forms/HR/_cyclic_yr_sched_3.aspx
https://hr.wwu.edu/files/2020-05/cyclicyearemploymentguide-2017.pdf
https://esign.wwu.edu/forms/HR/_wireless_3.aspx
https://esign.wwu.edu/forms/HR/_wireless_3.aspx
mailto:hris@wwu.edu

Permanent Employee Types

Classified:
e C1: Full Time- Salaried
e (C2:Part Time- Salaried

Professional Staff:

e E1: Full Time- Salaried
e E2: Part Time- Salaried
« E5: Executive Officer

« E6: Associate Dean

Faculty & Librarians:

e F1: Full Time - Tenure Track
 F2: Part Time- Tenure Track
e L1: Full Time - Tenure Track
e L2: Part Time- Tenure Track
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Temporary Employee Types

Classified:

* (C3: Hourly- 1t Year

« C4: Salaried

* C5: Hourly- Non Perm

Professional Staff:
* E3:Hourly
 E4:Salaried

Faculty & Librarians:

« F3: Non Tenure Track- Salaried
* F4:Non Tenure Track- Hourly
e L3: Non Tenure Track- Salaried

Please see our Hiring Temporary Classified Staff webpage for more information on temporary staff
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https://hr.wwu.edu/hiring-temporary-classified-staff-0

Student Employees

Student Employee Types:

* S1: Hourly

« S2:Salaried

« S3:Salaried Graduate Student
» S4: Hourly Graduate Student

« S5: Hourly Work-Study

Hiring Student Employees:

[ Personnel Action Forms (PAs): Used only for S3 Department Funded Graduate student hires

[1] Student Employment Form: Used only for S1 (hourly students hires) or S3 (graduate students hires) that
are Grant or Foundation funded

1 EPAF : Used only for student hourly (S1) and Work Study positions that are NOT grant funded

Please review our page on Hiring Student Employees for resources and hiring information
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https://esign.wwu.edu/forms/HR/pa_faculty9.aspx
https://esign.wwu.edu/forms/HR/pa_faculty9.aspx
https://esign.wwu.edu/forms/HR/pa_faculty9.aspx
https://esign.wwu.edu/forms/HR/_student_empl_sal_grant_11.aspx
https://esign.wwu.edu/forms/HR/_student_empl_sal_grant_11.aspx
https://web4u.banner.wwu.edu/pls/wwis/twbkwbis.P_GenMenu?name=pmenu.P_MainMnu
https://web4u.banner.wwu.edu/pls/wwis/twbkwbis.P_GenMenu?name=pmenu.P_MainMnu
https://hr.wwu.edu/hiring-student-employee

xamples

PA Form Example -Faculty

PA Form Example- Classified Staff

PA Form Example -Non Employee

PA Form Example- 1X Pay

PA Form Example- Termination from WWU
PA Form Example- S3 Grad Department
Funded

Student Employment Form Example- S3
Grad Grant Funded

Student Employment Form Example- S1
Hourly Foundation Funded
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https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Faculty%20PA%20Example.pdf?csf=1&web=1&e=5x6mwH
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Faculty%20PA%20Example.pdf?csf=1&web=1&e=5x6mwH
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Faculty%20PA%20Example.pdf?csf=1&web=1&e=5x6mwH
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Faculty%20PA%20Example.pdf?csf=1&web=1&e=5x6mwH
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Faculty%20PA%20Example.pdf?csf=1&web=1&e=5x6mwH
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Athletics_C1-C2%20PA%20Example.pdf?csf=1&web=1&e=dDgwLi
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Athletics_C1-C2%20PA%20Example.pdf?csf=1&web=1&e=dDgwLi
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Athletics_C1-C2%20PA%20Example.pdf?csf=1&web=1&e=dDgwLi
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Athletics_C1-C2%20PA%20Example.pdf?csf=1&web=1&e=dDgwLi
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/N1%20PA.pdf?csf=1&web=1&e=MAffse
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/N1%20PA.pdf?csf=1&web=1&e=MAffse
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/N1%20PA.pdf?csf=1&web=1&e=MAffse
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/N1%20PA.pdf?csf=1&web=1&e=MAffse
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/1X%20Pay%20PA%20example.pdf?csf=1&web=1&e=ZWG3nz
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/1X%20Pay%20PA%20example.pdf?csf=1&web=1&e=ZWG3nz
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/1X%20Pay%20PA%20example.pdf?csf=1&web=1&e=ZWG3nz
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/1X%20Pay%20PA%20example.pdf?csf=1&web=1&e=ZWG3nz
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/PA_Termination%20from%20WWU%20Example.pdf?csf=1&web=1&e=62z3nT
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/PA_Termination%20from%20WWU%20Example.pdf?csf=1&web=1&e=62z3nT
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/PA_Termination%20from%20WWU%20Example.pdf?csf=1&web=1&e=62z3nT
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/PA_Termination%20from%20WWU%20Example.pdf?csf=1&web=1&e=62z3nT
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad_Department%20Fund%20PA%20Example.pdf?csf=1&web=1&e=9kEUeI
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad_Department%20Fund%20PA%20Example.pdf?csf=1&web=1&e=9kEUeI
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad_Department%20Fund%20PA%20Example.pdf?csf=1&web=1&e=9kEUeI
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad_Department%20Fund%20PA%20Example.pdf?csf=1&web=1&e=9kEUeI
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad_Department%20Fund%20PA%20Example.pdf?csf=1&web=1&e=9kEUeI
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad%20Grant%20Funded%20Eform%20Example.pdf?csf=1&web=1&e=QgvdFj
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad%20Grant%20Funded%20Eform%20Example.pdf?csf=1&web=1&e=QgvdFj
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad%20Grant%20Funded%20Eform%20Example.pdf?csf=1&web=1&e=QgvdFj
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad%20Grant%20Funded%20Eform%20Example.pdf?csf=1&web=1&e=QgvdFj
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Grad%20Grant%20Funded%20Eform%20Example.pdf?csf=1&web=1&e=QgvdFj
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Student%20Employment%20Form-%20Foundation%20funded%20S1.pdf?csf=1&web=1&e=2fB5mf
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Student%20Employment%20Form-%20Foundation%20funded%20S1.pdf?csf=1&web=1&e=2fB5mf
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Student%20Employment%20Form-%20Foundation%20funded%20S1.pdf?csf=1&web=1&e=2fB5mf
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Student%20Employment%20Form-%20Foundation%20funded%20S1.pdf?csf=1&web=1&e=2fB5mf
https://wwu2.sharepoint.com/:b:/r/sites/HumanResources399/P%20Drive%20Files/HRIS%20Team/Documentation/PA%20Examples%20for%20Training/Student%20Employment%20Form-%20Foundation%20funded%20S1.pdf?csf=1&web=1&e=2fB5mf

Non-Employee Set-Up

« Non-employees (N1) require 2 forms:
« Employee & Volunteer Information Form
« C(Classified Staff, Professional Staff,
Executive Officer and Associate Dean
Positions

*An Employee & Volunteer Information form
Is required even if the non-employee has

given their information to another
department

BUSINESS & FINANCIAL AFFAIRS | WESTERN WASHINGTON UNIVERSITY


https://esign.wwu.edu/forms/HR/_ff_employee_information_form_5.aspx
https://esign.wwu.edu/forms/HR/_ff_employee_information_form_5.aspx
https://esign.wwu.edu/forms/HR/pa_staff7.aspx
https://esign.wwu.edu/forms/HR/pa_staff7.aspx
https://esign.wwu.edu/forms/HR/pa_staff7.aspx
https://esign.wwu.edu/forms/HR/pa_staff7.aspx

Elected Employee Deductions

Please review our Understanding Payroll
Deductions webpage for deduction
descriptions and information on how to
enroll, update, or cancel deductions

The Deduction Cancellation Form can be
used to terminate non-union elected
employee deductions
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https://hr.wwu.edu/understanding-payroll-deductions
https://hr.wwu.edu/understanding-payroll-deductions
https://esign.wwu.edu/forms/HR/_deduct_cancellation_1.aspx

HR Review and Contact Info

Contact the HRIS Data Team with any questions
at hris@wwu.edu

o TaraTerry

o Sonja Dyer

o Amara Fulton
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