pennsylvania

HR SERVICE CENTER

OTHER POSITION - MISCELLANEOUS 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.

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

Explain action.

EPAR Form

Commonwealth of PA g-PAR e

Position Action:*

Change Supenisor Position

Create a Position

Delimit a Position

Fill a Vacant Position
Reclassify/Reallocate a Filled Position
Reclassify/Reallocate a Vacant Position
Update Roles

Other - Please Explain

Other/Please Explain:

|Miscellaneuus

Position Number:

Employee Action:*
Separation
Working Out of Class
Other - Please Explain

Other/Please Explain:

| v

Personnel Number:

*To deselect an action, hold down the Cirl

II] Under Position Action, Select Other - Please Explain.

Under Other/Please Explain, select Miscellaneous.

Enter the Position Number and click Submit.



Miscellane ous

PAR ID: |Mi5cellanenu5 - 00182000 - Tx Seasn Clk - 00300568

| I |
sooe [ 0] emor [ ]
—

Name:

Pers No: Pos No: 00300568 Pay Area: [ ]
org: 00182000 - RV Img and Doc Mgmt Dir St |
Job: 00006 - Tax Season Clerk |

Description:®
*Indicates a Required Field
Status: Requester
Submitto: | SelectOne v|
Youremail |irialik@pa gov | Attach Documents
SpwMagr L : :
EI'?’I':ilig thjoh@pa.gov EditEmail
HR email: ffreysinge(@ pa.gov v

Submit

|I| 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.



