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OTHER DESCRIBE BELOW - EPAR SUBMISSION GUIDE

Overview /Tips

This option should be used ONLY IF the action you would like to request is not listed on the
E-PAR Selection page.

If no applicable E-PAR action is listed, select "Other — Describe below.” When this option is
chosen, a custom description is required for the E-PAR action in the unnamed field located
immediately above the Personnel Number.

E-PARs that require OA Classification approval cannot be processed using an Other - Please
Explain action.

EPAR Form
Commonwealth of PA g -PAR e 5’&
S £ =
Position Action:* Employee Action:*
Change Supenisor Position Separation
Create a Position Working Out of Class
Delimit a Position Other - Please Explain

Fill a Vacant Position
Reclassify/Reallocate a Filled Position
Reclassify/Reallocate a Vacant Position
Request to Fill (Post Vacancy)

Update Roles

Other - Please Explain

Other/Please Explain: Other/Please Explain:

I W lOiher—Describe below il

| |Create Qualifications on IT0024

Position Number. Personnel Number:

Submit

*To deselect an action, hold down the Ctrl key

II] Under Employee Action, Select Other - Please Explain.
Under Other/Please Explain, select Other - Describe Below.
Enter a Description of the type of EPAR you are submitting.

Enter the Personnel Number and click Submit.



Commonwealth of PA E-PAR

Create Qualifications on 1T0024

PARID: |Create Qualifications on 1T0024 - 00813049 - Hr Anl 2 (Gen) - 503646809

Name: Renee |Briatik |

st [ J[] emoe [
Pers No: 00700109 Pos No: 50364609 Pay Area:

org: 100813049 - EX Prgm SptDiv |

Joh: |D502A -Human Resource Analyst2 (General) |

Emp Grp: I:l Emp Sub Grp: Pers Subarea: MA3Z3

Eanl RA Dt:  |12/10/2016

Description®
*Indicates a Required Field
Status: Requester
Submitto:  [Selectone v]
Youremail: |rbrialik@pa.gov | Attach Documents
SpwMar L - .
erﬁ:”:g thjoh@pa.gov EditEmail
HR email: jffreysinge@pa.gov v

El Enter effective date in which requested changes should be made.

Include a description of all requested updates and attach any documents to EPAR.

Choose appropriate option based on your agency’s chain of approval and click submit.



