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Please distribute this alert to any users within your agency who are responsible for submitting Fill a Vacant Position E-PARs for new hires, rehires, annuitants, returns from furloughs and dual hires.


Revisions to E-PAR and Agency Procedures to Support Onboarding 

· Detailed information regarding changes to agency procedures when the revised Fill a Vacant Position E-PAR form is released on August 20, 2012
· Revised alert includes the onboarding implementation date and adds supplemental instructions along with a screen shot of the Fill a Vacant Position E-PAR


As presented in the Onboarding Training for HR Offices, the HR Service Center implemented revisions to the Fill a Vacant Position E-PAR effective August 20, 2012.  These revisions were in support of the Enterprise Onboarding Initiative.  

The new enterprise onboarding process will begin for all employees* hired with an effective date of December 24, 2012, and later.  All agencies supported by the HR Service Center will implement the new onboarding process simultaneously.  In order to ensure a clean transition to the new onboarding process, agency HR offices should withhold collecting employment forms for new hires, rehires, annuitants, returns from furloughs and dual hires (with effective dates of December 24 and later) effective immediately. 

Effective Monday, December 10, agencies should be exclusively following the new process outlined in the HR Office’s Onboarding Handbook for all employees* hired with an effective date of December 24 and later.  

Beginning Monday, December 10, email notifications will be sent to new employees, supervisors, responsible HR office resource accounts and IT/badging/space management resource accounts.  Please ensure the resource accounts are monitored appropriately.

*All new hires, rehires, annuitants, returns from furloughs and dual hires (with effective dates of December 24 and later) will be included in the online orientation. Refer to the section “Employees Excluded from the Online Orientation” for a list of employee groups and sub-groups that are not included.  


E-PAR Revisions

The revised Fill a Vacant Position E-PAR form for new hires, rehires, annuitants, returns from furloughs and dual hires resulted in the following changes to existing procedures:

· Fill a Vacant Position E-PAR Worksheet – This worksheet should be used by hiring managers to collect required information from new hires and provided to agency HR offices to assist them with completion of the revised E-PAR form. Please do not attach this worksheet to the E-PAR.

· A revised Mass E-PAR Form to submit mass hires is now available. The Mass E-PAR Form is an alternative to submitting individual E-PARs for each hire action. The new form has been updated to reflect changes made to required fields on the revised Fill a Vacant Position E-PAR form.
 

Employees Excluded from the Online Orientation 

The following employee groups and employee subgroups will be excluded from the online orientation.  

Employee Groups:
· C – PA Conservation Corps
· G – PA National Guard
· R – Health Registrar
· X – External Person

Employee Subgroups:
· E9 – External
· U9 - Volunteer

Agency HR offices should continue attaching all required new employee forms to the revised E-PAR for these individuals.  Your office will be able to continue accessing these forms from www.myWorkplace.state.pa.us > Forms > New Employee Forms.  


Employees Included in the Online Orientation

All other employees hired effective December 24, 2012, or later with the following action types will be included in the online orientation: ZA (new hire), ZB (rehire or annuitant), 
ZC (return from furlough) and ZS (dual hire). 

For these employees, agencies will no longer be required to attach any employee forms to the submitted E-PAR since employees will be providing this information via the online orientation; however, the following fields are now required on the revised E-PAR form prior to submission to the HR Service Center:

· Effective Date
· Designated I-9 Verifier
· Pay Group
· Pay Level
· Work Address (Street, City, State, Zip)
· First and Last Names
· Birth Date
· Social Security Number
· Gender
· Permanent Residence (Street, City, State, Zip)
· Home Phone
· Personal Email Address*
· Residence County
· Residence Municipality
· Municipality Type

Note:  It is expected that the personal email address will be provided for new employees.   Hiring managers should make every effort to collect this information.  The revised Fill a Vacant Position E-PAR form does include field validation that requires a full email address.  In the rare instance that a personal email address is not available, your agency’s HR office onboarding resource account email should be used. This account will receive the email notification that is automatically distributed to trigger the start of the online onboarding process for the new employee.


E-PAR Reminders

· During the transition, there may be prospective employees who completed the employment forms on paper who are expected to also complete the employment forms in the online orientation.  This should impact a relatively low number of employees.  These individuals should complete the forms online despite the duplication of work.  This will ensure accurate onboarding records for all employees hired December 24 and later.

· Agencies should submit all Fill a Vacant Position E-PARs for new hires, rehires, annuitants, returns from furloughs and dual hires to the HR Service Center at least 14 calendar days in advance of the employee’s start date. This will ensure that all pre-hire activities can be completed prior to the employee’s first day at work.

· The “New Employee Information Form” will no longer be used after the launch of the new onboarding process. Agencies should use the “Fill a Vacant Position E-PAR Worksheet” to collect the necessary information to be entered into the E-PAR form.

· The ethnicity field will display in the E-PAR if the employee is in a group/sub-group that is excluded from the online orientation.

· Any forms received after the E-PAR has been closed by the HR Service Center should be submitted using the existing re-open process (please select “Forms Submission” as the re-open reason in these cases).

· If a prospective employee does not appear for duty on the first day of work or if the employee later declines the job offer, agencies should call the HR Service Center immediately to request cancellation of the hire transaction and deactivation of the onboarding process for that employee.  



Fill a Vacant Position E-PAR
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Screen shot continued on next page.
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Questions? 
If you have any questions regarding this alert, please call the HR Service Center’s Agency Services & Operations Division at 877.242.6007.
1

4

image1.png
o

Il a Vacant Posi

PAR ID: [Fill a Vacant Position - 00813046 - Hr Anl 4 (Hr Sys) - 00019235 ]

- Estimated End
Effective Date:* | 10/10/2012 T

(mm/ddryyyy) (Limited term positions only)

H

Vacancy Information

Pos No. 00019235 19 Verifier*

Org: [ 00813046 - EX Bus Info & Sprt Div. v/

Job: [0504G - Human Resource Analyst4 (Human Resource Systems) v/

e Contract Type: | SelectOne Pay Area: |23 ¥
Emp Grp: [P -Permanent v|Emp Sub Grp:  [F7-Ful-ime 75 vconfing: O
Work Cont: Union Local

Pay Gp MDY Pay Level:*

PayRate: [ | Pay Term SelectOne v

Detail Position Attributes (IT 9105)

Hdq County: HdqMncpy:  [PAUL Poszp | |

Work Address

i Hll

Building Name: [Common. Keystone Bldg
Address 1 [400 North St
Address 2 [sthFI

City:* [Harisburg | stater [Pa Zip

I have verified that the work address information for this position is accurate *

Employee Information
(Please confirm with the employee and provide the name as it appears on the employee’s Social Security card.)

Pers No

Last* [Doe. ] Fist [ohn ] widdle: [ ]
Tile: Designation Suffc

Bith Date:*  [5/1/1969 SSN Gender”

Permanent Residence.

Address 1+ 1200 John St

|

Address 2
City:* [Hershey State:* [Pa Zip* 17033

Home Phone:* [717-566-9898 Home E-mail:* | Marty123@msn.com

Cell Phone: [717-328-1234 County:* 022-Dauphin v

Municipality [Swatara | Jumepalty  [Township v]

Mailing Address (if different than above)

B —
B —
o | | s ] C0 —

HR Information

ATy pr—
Annual
e E T —
e [ o

S
QHOLHows: [ | gl 9-Time evaluation of planned times

Furloughee Final Check Date:| | (mmi/ddryyyy)
Time Administrator Code:

Work Schedule Rule ]
Emp UC Exempt:

“Required if submitting to HR Seniice Center

Requester  Matthew Mckenzie - 8/28/2012 2:46:40 PM - Submitted
Comments:  Candidate selected.

HR Matthew Mckenzie - 8/28/2012 2:47:63 PM - Move to
Comments:  Please review.

Your

Comments:

Status: HR Office

Action: SelectOne v Attach Documents

E-mail
Completed

EPAR
Recipients:

Submit




