Personnel Administration Alert
2014-22
Issued 12.18.2014

Please distribute this alert to any users within your agency who are responsible for submitting ‘Reclassify a Filled Position’ and ‘Fill a Vacant Position’ (Hire, Promotion, Demotion, or Reassignment actions) E-PARs.
New data fields available within E-PAR 

· Information regarding new data fields available within E-PAR.
Effective Monday, December 22, 2014, new data fields (as outlined below) will be available when submitting ‘Reclassify a Filled Position’ and ‘Fill a Vacant Position’ (Hire, Promotion, Demotion, or Reassignment actions) E-PARs.  With the exception of the Health Care Reform (HCR) question, the new data fields hold values that have been historically provided in the comments section of the form.  The addition of these data fields simply provides a specific field on the form to hold these values.  
Reclassify a Filled Position

1) Pay Rate (optional)
2) Pay Term (optional)
3) Position Type Service (optional)
4) Employee UC Exempt indicator (present only at HR Office level and required when submitting to HRSC; prepopulated if job is UC Exempt)
5) HCR Benefit Eligibility question – “Will employee work 30 or more hours per week?”
· Yes/No selection that is required only at HR Office level before submitting to HRSC and only when the employee sub group of the approved position begins with “P*” (Part-time).  Selecting YES will indicate the employee is eligible for HCR benefits upon hire/rehire.
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Fill a Vacant Position (Hire actions)

1) HCR Benefit Eligibility question – “Will employee work 30 or more hours per week?”
· Yes/No selection that is required only at HR Office level before submitting to HRSC and only when the employee sub group of the approved position begins with “P*” (Part-time).  Selecting YES will indicate the employee is eligible for HCR benefits upon hire/rehire.
2) Background Check Indicator (present only at HR Office level and optional)
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Fill a Vacant Position (Promotion, Demotion, Reassignment actions)

1) Pay Rate (optional)
2) Pay Term (optional)
3) Employee UC Exempt indicator (present only at HR Office level and required when submitting to HRSC; prepopulated if job is coded as UC Exempt)
4) HCR Benefit Eligibility question – “Will employee work 30 or more hours per week?”
· Yes/No selection that is required only at HR Office level before submitting to HRSC and only when the employee sub group of the approved position begins with “P*” (Part-time).  Selecting YES will indicate the employee is eligible for HCR benefits upon hire/rehire.
5) Background Check Indicator (present only at HR Office level and optional)
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Questions? 
If you have any questions regarding the new data fields available within E-PAR, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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