Searching for and
Approving PARs

Navigation: Workforce Administration > Personnel Action Request > Find an Existing Value.

July 2006

Searching for a PAR

[PAR - Fersonnel Action Request

Enter any information you have and click Search. Leave fields hlank for a list of all values.
Find an Existing Value

PARID: = ~ |

PAR Type: = v ‘ V‘
Status: = v 1-Initial Request ~
Submit: = ~ | E1l
Approver/Processor Role:| heqing with ‘ Q
Description: begins with w ‘
Department: begins with w @@ Q
Employee Group: = v | - ‘
Emplid: hegins with |+ ‘ Q
[Jcase Sensitive

First [4] 12 of2 [} Last

ig Al
PAR ID |PAR Type [Status |Submit |Orig Req |Approver/Processor Role |Description IDepartment [Emplovee Group Emplid

54014 Cho Pos Init Req 02/21/2006 (blank) S0 H HR PAR ROUTER ReguestApproval 0324 Certif 113321
54014 Chr Pos Init Reqg 02/21i2006 (blank) 20 H HR PAR ROUTER Reguest Approval 0324 Cettif 136826

|Fmd an Existing Yalue | Add a New Value

1. EnteraPAR ID number, Type or Status by clicking on
the drop-down menu.

2. Enter a Department number or click C, to return a list
of departments.

3. Click the Search button.
4. Choose the PAR you want to view by clicking on the link.

NOTE: Use any combination of the above search filters
to narrow your search exactly.

You can also use the PAR Search.

Navigation: Workforce Administration > PAR Search

PAR Search Job Aid:

Submitting a PAR for Approval

PeopleSoft. il
=
Chanyge Posilion AR iludvs
PARID: 5414 PAR Boarch) T Grpe AN - Final Approsee: 50_H_HR_PAR_ROUTER
Stz 5ot Aupron % mpipag: 000 O “Contaet Hame: Jane Do 2
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SU QU100 1100 Submied B Dow,Jane S FAN:
Poastion; 10008010 ©, Raguis Taachar ‘Combn Code: (32400010001 1070103010000
gl 031 Ruosivell Middlo Bebosl Acual FIE Lt 76270
Location: 1245 FroosevitMiddie Bchool Clawadnde: § POBTION 4
Hob Coder 2000 Feugss Taachar
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WDt DIU4Z008 W Retion: Eamings Derubon Changs % pugen ASC O Accaunt Code Changs
Dopt: 0374 4, ooyl Midcte Senol Mok Workest |10 ers 5.
Location; 3014 3L Secondardinaerim Position Ty Salie @
Job Coa 4090 L Rugular Teachr
02243010000 1070102010000 4 oso00 & [
32472500001 1670102010000 O, osmeo)  [F [
Civnimnt Hstory

— )

Thisiss sl BAR

Verify that the required fields have been completed and that the
information is accurate.

Enter any necessary comments in the Add a new comment field
Click the Status drop-down menu and select 2-Submit for Approval.
Click Save.

Note the Status for your PAR. See below for all PAR status definitions.

Return to this PAR at any time to see the status and progress of any
Approvers or Processors working on it by going to the Approvals page.

4 Wtave | metenis sewen | s e Lt ;;-..m| i
hanga Posibon Aibutes | ADDIoval
Change Position Attributes |1 Approvals
PARID: 43777 [PAR Search Empl Grp: Classified Final Approver: SD_H_HR_CLASSIFICATION
5 Status: 3-Route for Approval Empl Dept: 0000 Contact Name: Jane Doe
Orig Req: 1201405 Original Requestor: 111111 Smith, Sally Contact Phone: 619/123-4567  Ext: 2203
10:48AM
Submit: 12/01/05 10:1 TAM Submitted By: Doe, Jane Site FAX:

PAR Status Definitions

Draft
Status when an incomplete PAR is saved. Populate remaining
required fields and save to move to Initial Request

Initial Request

http://sandi.net/peoplesoft/readandlearn/jobaids/assets/hr/Job_Aid_PAR_Search_8.9.pdf Status when PAR is created by Submitter

Submit for Approval
PAR is ready to be routed by HR

Route for Approval
PAR Routed to one or more approvers for review

Route for Processing
PAR Routed to one or more roles to perform an action

Complete
All approvers have approved the PAR and all processors have
marked the PAR worked

Cancel
PAR is no longer active
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Printing PAR Pages

Navigation: Workforce Administration > Personnel Action Request > All PAR pages, new and existing.
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& Print Preview
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Step 1
Select File > Print Preview.

Step 2
Click the Page Setup icon.

Step 3

Adjust the Left and Right margins so
that the page will fit on the screen. You
can reduce the margins to as small as
0.18 inches.

Step 4
Click the OK button.

4 Print m

General | Options |

Select Printer

@HP Laserlet 2100 Series PS5
@HP Laser et 4000 Series PS Mar area
n',}“.::‘HP LaserJet 4000 Sqﬁgg_ﬁﬁj
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Caomment; Find Printer...
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Selection () Cument Page

Enter either a single page number or a single

page range. For example, 5-12
I_,_I Prigt ][ Cancel ] Apply
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Pemsomnel Action Request Page 10f1
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PARID. 537 PR Seatch | sgonpy op: [Confeated ] guiginat Requester: 101073 Gallagherhtary
Status: 2-Submit for Approwal Empl Dept: D013 Submitted By

Requested: 060404 9045 Final Apprower: (SOUH_HR_PAR ROUTE G xcorast Name: Ken Hall

et 080904 97072 N Certont Proon. O1ZS05H13 £ ||

Step 5
Click the Print button.

Step 6
Make any necessary adjustments
and click the Print button.




