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7.1 GENERAL WORKFLOW FOR ACADEMIC ACTIONS           
 

 

 
 
 
 
 
 
 
 
 

 

Process occurs in 
accordance with 
appropriate Academic 
Personnel Policy and 
Procedure, resulting in 
approved action. 1 

Preparer enters information 
in PPS using approval 
letter and/or related 
documents. 
 
Ensures Mandatory 
Reviewer has back-up 
materials to review PAN 

2 

Mandatory Reviewer reviews 
PAN for: 

 Appropriate authorization 
for action & funding 
approval 

 Appropriate & correct data 
entry 
 

If Intercampus transfer 
or foreign national new 
hire, forward 
documents to Payroll. 

Service center retains 
original documents in 
personnel file.  
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