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Use PPAIDEN to “create” a new employee-but only after completing a thorough search! If the
person already has an A number, skip down to page 3: Current identification Block.

There are seven critical elements involved in entering a new employee. They are: Name,
Address, SSN, Birth date, Gender, Citizenship and Ethnicity.

To enter a NEW employee with a NEW A-number, click on Generate ID.

Next Block: Move from block to block in PPAIDEN with the “next block” icon; pull down menu,
or keystroke (control page down). You can also click on the tabs.
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Generate ID: @

Next Use the icon, menu or tabs to move no results, click here
to the next block of information.

Erfate Identificatiomn LolEress Teleahicne Biographical E-friail EmerEency; Eantact

If your search yields

Current Identification

Name Type: [*] SSN/SIN/TIN:

Select HR for the matching Source. You can select it from the list as shown by clicking on the
arrow box next to the field, or simply type HR in the field. Move to the Next block.
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w9 Common Matching Entry GOAMTCH 7.2 7Ty

ID: GENERATED Matching Source:

Data Entry
Last Mame:
First Mame: Find|%e
Middle Name: Source Code Description
Address Type: v EADU PROC Undergraduate &dmissions Processing Matching A
Street Line 1: ADU_TAPE Undergraduate Admissions Tape Load Matching R
Strest Line 2: FINAID Finandial aid matching rule
et e FINANCE Einagce Matching Rule
reet Line 3: .
HRE HR. Common Matching Rule
City: ( FFI=1=Y Liozai uaie r\ule)
State or Province: -
ZIP or Postal Code: M s i =
County: ~/
Nation: - [ Eind | Cancel |

Create New © Select ID & Update ID [ ] Details & Duplicate Check i)

Im Piatential Matches



Complete the Matching Source Information. Enter the last name, first name, SSN and birth date.
Use the legal name as shown on the Social Security Card. (Note: on this form, the birth date is
entered as day/month/year (or dd/mm/yyyy). Use the correct data standards when entering
names. The first letter is uppercase, others are lowercase.

Click on the Duplicate Check icon. The system will run the information against the HR Common
Matching rule to check for similar records.

If similar records are found, they will show up in the bottom block on the page. Scroll through
the records to ensure none of them could be the person you are entering. This is a final check in
the system before you enter a new person. Please be thorough.
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nrmon Matching Entry
ID: |GENERATED Matching Source: |HR [THR Common Matching Rule
Data Entry Use correct data
Last Name: Cat Non-Person Name: |
First Name: Fat Stand_ards when SSN/SINSTIN: 123123000
Middle Name: ente“ng names! Birth Date: Dau ,D_ Month: l_ Year: W
Address Type: ,K EI Mailing Gender:  |Not Available
Street Line 1: |
Street Line 2: | E-mail Type: CAMP El Campus Email
Street Line 3: | E-mail: |
City:
State or Province: l—[:l Telephone Type: M El Mailing 7
ZIP or Postal Code: EI Telephone: ’— - ’—
County: El
Nation: d| B
elect ID@ Update IDm Detail [E Duplicate Check@

Piatertial Matches

Mame Telephone Birth Date
ID SSMNSSINFTIN Address E-mail Gender
| | | | |
Matches and potential matches will show up in | [

this area of the form. Please check carefully to
ensure duplicates are not created. If no match
is found click on create new.

All Addresses: | - | —
rl\qatch Priority: Match Results: | Clear @ ; -
| i i RO »
Gender. |
Record: 171 [ o | | =05C=
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SICT Banner

If the system finds no potential matches, click on

\"3 Mo matches found, create as new? YeS; a new user will be created.




Generated ID: A00993249, Identification recard
created; Biographical record created; Address record
create failed; Telephone record not created; E-mail

record not created.

This box tells you what has just been
generated; Click OK to continue.

Next Block: Move from block to block
in PPAIDEN with the “next block” icon;
pull down menu, or keystroke (control
page down).

The Current Identification block shows the full legal name. If you are entering information into
Banner, use the legal name as shown on the Social Security Card. The ID will be generated for

you. Name is the first critical element.

This information will be filled in for you. First, double check the SSN and the First, Middle and Last

names. The Non-Person field is for vendors and is not applicable in HR transactions. Note that
your name and the date will be populated automatically.
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Generate ID: [E

Alternate Identification Address Telephone Biographical E-mail Emergency Contact
Name Type: (=] SSN/SINSTIN: 123123000
Person ID and Name Source
Last Name: |cat Last Update
First Name: Fat
Middle Name: User: |LIZ_KEFAU'\.I'ER
Prefix: | Activity Date: |16-0CT-2006
Suffix: | Origin: [oamMTCH
Preferred First Name:
Full Legal Name: |
Original Creation
MNon-Person
User: |L1z_kEFAUVER
Create Date: |16-0CT-2006
Name: |
A | e e e L Lo s G G G A I I I I |
Current identification nurnber, overype to change, |
Record: 11 [ o | | =05C=
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Address is the second critical element.
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The “From Date” field will be populated. Do not fill in the “To Date” field, which is for a change
of address. Filing in the “To” date may inactivate the address.

The address type should be MA. This is the mailing address. Ensure that this is the address where
the employee will receive official postal mail such as pay information and W2 forms. The
sequence number will populate automatically.
Note: If you are editing an existing file and need to update the address, Click on the
“Record” pull-down menu, then “Insert,” to clear the form and insert a new MA Address. Do
not delete or type over the old address unless you are correcting an error.

Use correct data standards when entering information. Do not use periods (.) when entering
abbreviations. Do not use the pound sign (#) when entering apartment numbers. Type the first
letter of street and city names in uppercase. After entering the address, if you tab down to the
zip code and enter it, it will populate the city and state fields. You won’t need to fill out the
County and Nation fields.

If you enter a phone number, the first field is for the area code, the middle field is for the seven
digit number (no dash) and the last field is for an extension. The phone number is not a required
element.

Save by pressing F10 or clicking on the save icon or using the File pull-down menu.

£ Oracle Developer, Forms Runtime - Web: Open > PPAIDEN

File Edit Options Block Item Record Query Tools Help

BEOE BEAER 49 DEE I EIKE Sl L@ X

" HR Identification PPAIDEN 7.1.2 (ZDEWL) [

ID: [A00993249 [~ [Fat Cat Generate ID: [

Current Identification  Alternate Identification Address Telephone Biographical E-mail Emergency Contact

From Date: 16-ocT-z006 [ — To Date: = [ Inactivate Address ~

Address Type: IHElMailing A|Ways Se|ect “MA” Source: EI
amber: | 1 for the address type.

Street Line 1: |1234 Oak St

Street Line 2: | Delivery Point: I_
Street Line 3: | Correction Digit: |—
City: |L0gan Carrier Route: I—

Use the correct data
standards when
entering addresses:

State or Province: uT Elutah
ZIP or Postal Code: B4321 EI

County: 23 [Ycace Do not use # or % ot Undat
N = ] ) ast Update
anon hd Do not use periods in |
H H User: LIZ_KEFAUWVER
Telephone Type: Ma EIMaiIing abbreVIatlonS' Activity Date: 16-0CT-2006

1]

Telephone: [435 - [ro7i000 agas [7]




The Biographical Tab contains the last five critical elements.

Gender: you must identify male or female. You will get an error on your EPAF if you select Not
Available.

Birthdate: type the date in this format: mmddyyyy with no slashes, it will populate correctly.
SSN: Double check to ensure this number is correct
Citizenship: 1 is for US citizen. Click on the arrow box to see other options.

Ethnicity: Click on the arrow box to see all options. The new Ethnicity field will be used when
updated ethnicity codes are implemented.

Save by pressing F10, Clicking on the “File” pull-down menu and selecting “Save,” or clicking
on the save icon (disc). Close this form by clicking on the black X.
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ID: |a00993248 (¥ |Fat Cat Generate ID: [

Current Identification  Alternate Identification Add Telephone Biographical E-mail Emergency Contact

Birth Date: 01-uL-1980 [

[Confidential
[ Deceased

Deceased Date: @

Veteran File Number:

Citizenship:

H Yeteran Category: |N0ne -

Religion: [Zl Active Duty Separation Date: @

Legacys ! == [ Special Disabled Veteran

Ethnicity: wo | ™ |[White, non-Hispanic
<ﬁ_ =l Last Update

MNewr [ll=1s o ' W

[ Ethnicity and Race Confirmed User: |LIZ_KE"_-""-"-"ER
Confirmed Date: =] Activity Date: |16-0CT-2006
R[Ee User Activity Date
Ad|

T P PP [
Gender |
Record: 141 [ o | | =05C=

After completing this form, proceed to the next step, which is assigning a job to the employee.
See the “What EPAF Do | Use-Reference Guide.” Use an EPAF that begins with JB_ (example:
JB_SAL, JB_ADJ, JB_WH).



