
Electronic Personnel Action Form (PAF) Instructions 

Fayette County Public Schools uses Workflow Gen to capture New Positions, Vacancy 
Separations, and to request changes to Employment Records.  

Below you will find what information has to be completed and how to complete the Electronic 
Personnel Action Form.    

Schools and Departments will basically have 4 Steps that must be completed 
1. Separation or Separation Vacancy    
2. Confirm Position 
3. Add Interviewed Applicants 
4. Hiring Recommendation 

 
Log into Workflow Gen – https://workflow.fcps.net/wfgen/    

You may also access the system using the Launch Action Link on any emails that you receive 
from FCPS Workflow.     

You should be on the Home Page and you should see the following.   

 

Select one of the actions above depending on what action you want to complete 

New Request - If you would like to complete a Separation or a Separation Vacancy  
My Request in Progress – If you would like to see the status of a Personnel Action that you created  
My Actions to Do – This means there is an item that requires your approval before the process can 
continue.  
 

 

 

 

 

https://workflow.fcps.net/wfgen/


STEP 1 

NEW REQUEST 

  

 

You have two options 

Separation Report Only or Separation and Vacancy  

Decide which one of the two actions you will need to complete. Do not complete both. 

A separation must be completed on everyone that leaves your building/department. 

 

 

 

Separation Report Only – Do Not Fill (Position Will Not Be Filled)  

Anytime an employee leaves your building/department and you are NOT going to fill the position you will 
need to complete this section.  If they are resigning from the district you will need to indicate they have 
resigned and also submit their resignation letter.  If they are leaving your building you need to complete 
the form and indicate “Transfer”.  

If you are not filling the position, then select “Separation Report Only”.   



Fill in the next screen answering all questions, everything in Red is required.  

“Submit” 

You will only Complete Step 1. 

Tip: When you enter an Employee #, or Last Name you can select the “Find Employee” box and the 
system will find the employee you are looking for. 

 

 

You have just completed the only Step that is required when filling out a Separation Only. No other 
action is required.  

 



Separation and Vacancy – Fill Position   

When an employee resigns or leaves your building/department and you want to fill the position you will 
need to complete this section. 

Select “Separation and Vacancy – Fill Position”  

Fill in the next screen answering all questions, everything in Red is required.   

“Submit” 

 Tip: When you enter an Employee #, or Last Name, then you can search by clicking on “Find Employee” 
box and the program will find the employee you are looking for.        

Tip: When entering the position you want to fill, enter all or part of a title and the system will search for 
that title.  For Elementary type Elem, Middle Schools type Mid and High Schools type HS and positions 
will show up that you can select from.  Example: If you want to fill a Math position just type Math and 
you will be given a list of Positions that have the word Math in the title.  

 

 

 

 

 

 



 

 

 

 

If you select “Wait to Post” please remember that you must return to this action and post before you 
will be able to fill the position.  

If you select “No” do not post you should indicate why in the comments.  Example: already posted, 
rehire, etc.  

 



STEP 2 

Confirming Position 

 

There will be a delay between Steps 1 & 2. After Step 1 has been completed by the school/department, 
the form is routed to several different areas for actions or approval.  Once all the actions are completed 
schools/departments will be notified by email that you have an action to complete.  You may now 
complete Step 2, confirming the position.  
   
Confirming Position – Once the positon has been approved the school/department will be asked to 
Confirm Positon.   
 
Do not confirm position until you are 100% certain that you are filling the exact position listed.  Example: 
If you have a 1.0 position and you have not interviewed and there is a chance you will split this positon 
into two .5 positions, do not confirm.    
 
If you would like to see more information about the position you are confirming, you can click on the 
Budget and Staffing Section and expand the section and you will see additional information.  
  
To Confirm the position, select “Accept” out from Decision. Select “Submit”. 
Once you have confirmed the position you will be able to Add Applicants.  
 
If you do not want to confirm this position but would like to make changes to the position you may 
select “Revision Needed”. You must then add comments in “Changes to make”   
 
If you would like to cancel the position, out from Cancel Position, select “Yes” then submit 

 



STEP 3 

Adding Interviewed Applicants 
 

 

 
After the position has been confirmed you will be able to add the Applicants interviewed information.  
 

Complete the information in the Interviewed Section and “Enter”.  If you do not select enter it will not 
save your information.  After you select “Enter” a new line will appear and allow you to enter another 
name.   

Under the heading Hire, you do not have to select anyone.  This information is for schools/departments 
that have multiple Administrators conducting the interview process.  

Revise Position - If you would like to change/revise the position you will need to select Revise Position 
and add comments.  The form will re-route to HR and to Budget to make changes.   

Cancel Position – If you have decided not to fill the positon you will select “Cancel Position” and add 
Reason in the Cancel Position Reason box.   

Save as Draft – You can save the information as draft. This allows you to save the information you have 
entered and allows you to add or edit entries before you Submit for the Hiring Recommendation.   

Submit – This will move the form to the next section, Hiring Recommendation. 

 



 

 

 

 

 

 

If the hiring Manager selects another candidate the following box will appear in the Applicants Interview 
Section.  Use the information in the Comments box to fill in other applicants that were interviewed or 
selected.   

 

 

 



Step 4 

Hiring Recommendation 
 

 

 
 
Fill in all the information requested and then Submit.   
 
Select Another Candidate/Interview more Candidate options:  Only select “Yes” if you would like to 
Add/Edit/Delete names in the applicant interviewed section.  
If a candidate was marked “Yes” in the Applicants Interviewed Section as the person to hire and you 
would like to hire a different person, then select “Yes”.  You will be asked to add comments and then 
submit.  This form will route back to Applicants Interviewed and your comments will allow those 
changes to be made.  
 
If this request requires additional approvals it will be routed to the appropriate director.  Otherwise the 
form will route to Budget and then to Human Resources.    
 
 



 

 

 

 



Directors  

Some positions will need to be approved by a Director.  If this action requires your approval you will 
receive an email and the action will also be directed to you under your actions to do. At the “Approved” 
area you will be asked to approve the candidate recommended.  Either Select Yes, No or you may cancel 
the request.  If you select No, the request redirects back to the “Applicants interviewed” section. If you 
select Cancel Request please add comments and then Submit.   

 

 

 

 

 

 

 

 

 

 

 



Q & A  

How do I get to the program?   https://workflow.fcps.net/wfgen/    

How do I know if I have something that I need to complete?   

Once you log into the program, at the Home Screen you will see on the left hand side “My 
Actions To Do”.  A number beside Actions to do indicates the number of actions you have to 
complete.  If no number is listed then you have nothing that needs your attention.   

When do I need to submit a separation?  

Anytime someone leaves your building or department.  If they are leaving and you are not filling 
the position you will only fill out a Separation. If you are going to fill the position you will need to 
complete the Separation Vacancy Request.    

How can I add more applicants interviewed once I am at the Hiring Recommendation Section?  

In the Hiring Recommendation section there is a line that says “Select Another Candidate” If you 
select “Yes” and a comments box will appear and you can enter the additional information or 
leave blank and then “Submit”.  The form will be redirected back to the Applicants Interviewed 
section and you can enter another name. 

How do I change an FTE of 1.0 into two .5 positions? 

When you fill out the separation vacancy you will be able to fill out the form for one of the 
positions. Just indicate that you want to fill a .5.  In the comments section indicate what you 
would like to do with the other .5.  Budget and Staffing will issue a request for the other .5 and 
send that to you.   

How do I convert a position?  

Fill out a Separation Only and in the comments you will add that you want to convert the 
position.    

How do I add a New Position?  

Call or Email your Budget and Staffing contact.  You will need to provide them with the title of 
the position, FTE of the position and what funds you are using to pay for the position.  Budget 
and Staffing will enter the New Position and a vacancy request will be sent to you. 

How do I track the progress of a request that I made? 

At the Home Screen on the left side you will have a line that says “My Requests in Process”.  Once 
you select that option it will bring up all of your request.  Find the request you are looking for and 
open the request and you will see what step the request is in.   

You can also find the request by entering the request # in the Search field located at the top of 
the page.  

 

 

https://workflow.fcps.net/wfgen/


How do I Change a Position after it has been confirmed or after the Applicants Interviewed has been 
Submitted?  

You will have the option to cancel or revise at the Applicant’s Interviews Section.  You will have 
the option to cancel at the Hiring Recommendation Section.   

 

How do I track a request that was initiated by someone else?   

You will need the request number and then you can select “Search” at the top and enter the 
request number.  If you are a school, the request number will be on your workbook beside the 
position for which you are hiring.   

 

What do I do if Human Resources terminates or moves someone from my building/department? What 
if Special Ed moves someone from my building? 

You will still need to complete a separation or separation vacancy, depending on if you are going 
to fill this position.    

What if I want the employee to teach more than one subject?  Example: Math and Science.  

At the position to be filled area you will select Multi position.  For Middle school it is listed as Mid 
Multi Position and for High School it is listed as High Multi Position.   

 


