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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 Position Number.

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

EPAR Form

Commonwealth of PA £ -P AR _h*a:ﬂﬂﬁﬁl_a_

Position Action:* Employee Action:*
Change Supendsor Position Separation

Create a Position Working Out of Class
Delimit a Paosition Other - Please Explain
Fill a Vacant Position
Reclassify/Reallocate a Filled Position
Reclassify/Reallocate a Vacant Position
Update Roles

Other - Please Explain

OtheriFlease Explain: Other/Flease Explain:

|Other—Descn'be below ﬂ I Y2
|U pdate Task on Position | |

Position Number: Personnel Number.

*To deselect an action, hold down the Ctrl ke

II] Under Position 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 Position Number and click Submit.



Update Task on Position

PAR 1D: |Update Task on Position -00181630 - CIK 2 - 00300588

Name: | | |

s [0 e [ ]
T ] eate [osooms E—

Pers No:
org: 100181630 - RV CstmrExp Ctr Txpyr Serv Info Cir |
Job: 00120 -Clerk 2 |

Description:®
“Indicates a Required Field
Status: Requester
submitto:  [SelectOne v]
Y our email: |rbr|a|ik@ pa.gov | Attach Documents
Sl ioh@pa.gov EditEmail
email: iheh@pa gov Emal
HR email: ffreysinge@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.



