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Supervisor ID Checks 
Step 1: Confirm Your Security Access
Before running the query, confirm that you have the appropriate access to view public queries in myUFL.
· Required security role: UF_HR_QUERY_VIEWER
· What to do: If applicable coordinate with your departmental HR team and/or DSA to obtain the required role.
Once your access is confirmed, proceed to Step 2.
Step 2: Run the Query
In myUFL, navigate to Query Viewer:
Main Menu → Human Resources → Reporting Tools → Query → Query Viewer
1. Search for UF_HR_SUPERVISOR_CLEANUP.
1. Run the query.
1. Review the results to determine whether any employees in your area require a Supervisor ID cleanup.
Step 3: Review the Results
If no results are found:
· If you have confirmed your security access and department ID assignment, there may be no employees in your area who require a Supervisor ID cleanup.
· If you expected results, coordinate with your departmental HR team and/or DSA to verify your access and department ID assignment.
If results are found:
A transaction is needed to update the affected employee records. Use the guidance in Step 4 to determine the appropriate transaction.


Step 4: Submit the Appropriate Transaction
Employees with a position number
· Submit an Update Position ePAF.
· Select the “Check the Incumbents” box to ensure the position number and the employee’s Job Data record are updated simultaneously.
Employees without a position number
· Submit a Job Edit ePAF.
Fellowship records
· Fellowship records cannot be updated via ePAF.
· Submit an email request or JDC to **ufhr-employment@ufl.edu** for assistance.
Best Practice:
To support ongoing data accuracy and Workday readiness, we recommend running the UF_HR_SUPERVISOR_CLEANUP query monthly and submitting the necessary updates as needed.
Thank you for your partnership in maintaining accurate employee data as we prepare for Workday.
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