pennsylvania

HR SERVICE CENTER

OTHER - AIDE TO EPAR SUBMISSION GUIDE

Overview /Tips

This EPAR form is used to add the Aide-to role that allows the position holder to aide an
executive-level individual by approving time and leave workflow on their behalf.

EPAR Form
oot o N N
Position Action:* Employee Action:®

Change Supenisor Pasition

Create a Position

Daelimit a Position

Fill a Wacant Position
Reclassify/Reallocale a Filled Position
Reclassify/Reallocate a Vacant Position
Updale Roles

Separation
Working Cut of Class
Oither - Please Ex plain

Ofher - Please Explan

Other/P lease Explain: Other/Please Explain:

Jrides | [ ; w
| |

Position Number: FPersonnel Number:

"To deselact an action, hold down the Cirl ki

m Under Position Action, Select Other - Please Explain.

Under Other/Please Explain, select Aide-to.

Enter the Position Number of the subordinate and click Submit.



Aide-to

PARID: | Aide-to - 00077500 - Pub Hith Prgm Mgr - 50595051 ]

Name: Julie [ milter |

Satot [ [ Emapt | |

Pers No:  |00612647 Pos No: Pay Area:

Ong: 00077500 - HL Bur of Epdmigy |

Job: | 34635 -Public Health Program Manager |

Empom: b | EMPS® Pers Subarea:
EarlRADL (17102005 |

Pleases add Ride To role between this positicn and position
#50616522. Thi= i= necessary so that the Executive Secretary 2 can

aspprove leave for the staff reporting to position #50616522. |

Description:*
“Indicates a Required Field
Status: Requester
Submitto; [SelectOne v
SoviMar - Documents
HR El'l'lail: |!:---__-::|,._|,_.E~_rl:_l gov v

El Enter the effective date that the Aide-to relationship should be added or removed.

Identify the other position in the Aide-to relationship and justification for the request.

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



