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Please distribute this alert to any users within your agency who are involved in the submission of E-PAR’s to the HR Service Center.

E-PAR Enhancement to Include Time Advisors
· E-PAR Enhancement to Include Time Advisors in the Routing.
This is to announce the addition of a new mandatory field, “Time Advisor Notification”, to the E-PAR for most employee related actions.  This new field is being added to ensure that the Time Advisor receives notification so that all time related activity can be processed in a timely and efficient manner.  IMPORTANT:  The intent of this change is to provide Time Advisors with a notification within E-PAR.  They will not be required to perform an approval.
This new field must be completed by the Agency HR Analyst who moves the E-PAR to the HR Service Center before the E-PAR can be submitted.  The selected Time Advisor(s) and/or recipient(s) will receive an e-mail notification at the time the E-PAR is submitted to the HR Service Center and again when the E-PAR is closed.

Attached are step by step procedures with screen shots documenting the new process.

Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
1


