How to Include the Time Advisor(s) in the Routing of the E-PAR
The Agency HR Analyst will need to select the appropriate Time Advisor from the new “Time Advisor Notification” dropdown at the bottom of the request form.  The dropdown contains all users in your agency who have been assigned the “YPC>TIME_ADVISOR_COPA” role in SAP. 
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To notify multiple Time Advisors regarding the request, or to notify a recipient other than the one listed in the dropdown (i.e., resource account), select “Other – Type email address(es)” at the bottom of the list.  Then, type email addresses in the text box to the right of the drop down separated by a semi-colon with no spaces (e.g. johnsmith@pa.gov;janedoe@pa.gov).
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This will force the generation of an e-mail notification to the selected Time Advisor(s) and/or recipient(s) at the time the E-PAR is submitted to the HR Service Center and again when the E-PAR is closed by the HR Service Center representative.
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The Time Advisor(s) will receive an e-mail for most employee related actions.  For example: demotion, dual hire, new hire, promotion, reassignment, rehire, return from furlough, work schedule change, reclass, and separation.  The Time Advisor will not receive an e-mail notification for position related actions (i.e., create a position, delimit a position, aide to, complement changes, Fin Disclosure Ovrd/Update, I-9 Employment Verification Update, organization change, position extension, etc.) nor will they receive an e-mail for end/extend probationary period, update of roles, etc.

