Find PAR — Personnel Action Request

Navigation: UHS HRMS HR> Forms > PAR — Personnel Action Request

“Find an Existing Value” allows you to search for PAR forms that were previously created and saved in the

system.

PeopleSoft.

[> Enterprise Learning
[> Manager Self Service
[> Organizational Development
[> Payrall for Warth America
[» Records and Enrallment
[ Self Service
[ Student Admissions
[ Student Financials
[> Student Recruiting
[ Tree Manager
[ UH CB Reporting
[» UHCL Custom
[» UHS Custom
[ UHS HRMS BEMEFITS
[» UHS HRMS BUDGET
= UHS HRMS HR
= UHS HRMS HR
= Farms

Request Form

— RAF - Reallocation
Form

— PAR - Employee Form
Frint

— PAR - Job Form Print

— PRF - Position

Request Print
— RAF - Reallocation

PAR - Personnel Action Request
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Add a New Value

Search by: |Par\d

Searth | advanced Search

Find an Existing Value | Add a Mew Value

¥ | heging with

Click on arrow
to get drop menu
of search options

NewWindow | Help | &,

Farm Print [%
— Printer Default Setup

Search by Select the Search criteria. Available options include:
| Par Id
EmpliD
Mame
Transaction Date
Uzer|D
Par Id = System generated number of PAR created
EmplID = Employee’s identification number
Name = Employee’s name that appear on PAR
Transaction Date = Date PAR was created
User ID=PeopleSoft user identification (individual that created PAR)

Begins with/= Enter appropriate data into field

Search Search

Click on




Create PAR - Personnel Action Request

Navigation: UHS HRMS HR> Forms > PAR — Personnel Action Request

“Add a New Value” allows you to create a new Personnel Action Request form. A Par id number is system
generated once the PAR form has been created and saved.

PeopleSoft.
nerprise Lomponents d

[ Enterprise Leaming

[ Manager Self Service
[ Organizational Development PAR - Personnel Action Request

1> Payrall for Morth America Enter any information you have and click Search. Leave figlds blank for 3 115t of s
[ Records and Enrallment
[+ Self Service

[- Studant Admissions

[ Student Financials

[ Student Recruiting Search by: |Par Id j Begins with
[ Tree Manager

[ UH CB Reporting
[ UHCL Custam Search Advanced Search
[+ UHS Custom

[+ UHS HRMS BEMEFITS
I UHS HRMS BUDGET Find an Existing Value | Add a Mew Value

New\/\fmdow|m|

Tab

Find an Existing Value [ Add 2 Hew Value

[~ UHS HRMS HR

= LUHS HRMS HR Llnk

< Forms

ion 5

— PRF - Position
Bequest Form

— BAF - Reallocation
Eorm

— PAR - Emplayee Farm
Print

— PAR - Job Form Print

— PRF - Posifion
Bequest Print

— BAF - Reallocation
Farm Print

— Printer Default Sety)

Add a New Value Click on Add a New Value tab or link to create a new PAR.

PoopleSoft.
F—1

;I s Windu:

[ Enlerpirisa Luarming

1 Miarsague Sl Survice:
[+ Orgaritzfioni Duvalaprm| PAR - Parsonnel Action Request
- Payrol foe Wosth Amisici

I Records antd Enrolmpnt Fing an Edsting Vaiug | Add a New Value

I Balf Berdon

[ Budim| Ademissions _

& tudunl Firanctals Par ki [NEVY

I-:N\!ﬂlllﬁvﬂulum

| Tree Manager [
1 LIH B Reparting A

| UHS Sustom
I LIHS HRMS BENEFITS
[ LIFS HRMS BUDGET
[ LIHS HRMS HR
= LIHG HRMS Hit

= FOImig

1 LIHEL Custom j Add BUttOn

Fing an Sxfzting Valug | Add & New Value

ld
Prirer Default Setup

Add Click on __Add

Note: When creating a new PAR, the PAR ID field should not be changed
from “NEW.”” System will issue number once the PAR form is saved.




PeopleSoft.

[ Enterprise Learning
I Manager Self Service
[> Organizational Development Employee Form | ok Fore

[+ Payroll for Morth America

Mew Window | Help | Customize Page | B

[» Records and Enroliment Par ld: MEW PRINT PAR EMP FORM
[ Self Service } - s ]
I Student Admissions Employee Infarmation © New & update Department: a
[ Student Financials y " . ) iai I
Effective Date: EmpliD:  [NEW Benefits Eligible: ~ -
I Student Recruiting & e a “ Click on
b e e Name: [ Preferred Name:| T
I UH CB Repotting g g
[ UHCL Custom Lasthame,Firstname Middlename th IS I Ink to
[ LUHS Custom 1
[* IUHS HRMS BEMEFITS Address: | AptPO Box: prl nt
[ UHS HRME BLUDGET
L UHS HRMS HR city: [ county: | State: Q. Zip Code: Employee
= LUHS HRMS HR N
SIEBITE Mailing Address If Different form Only
1= Address: | AptPO Box:
City: [ State: O, Zip Code:
EeguestForm Highest
— RAF - Reallocation - i . | -
o Education Level: | =l pubtic Access:
— BAR - Employee Form Home Phone: Gender: 'l Disabled: j'
Print
- W Marital Status: I ~|  Date of Birth: El Citizenship Status: 'I
S - Position
Reguest Print Ethnic Group: | - Military Status: | = NID/SSN:
— RAF - Reallocation
;Wtﬂ Pgntf e Work Autharization Eligiblility
— Printer Default Setup .
& Phone Dir 1-9 Eligibility: [~ 1-9 Date: Ex
[ Process
b Reports International Employees Only
[+ Lse o
1 UHS HRMS PavROLL Country: Q Passport Number: Passport Expiration Date: el
[- UHS HRMS POSITIONS
I WO rkfaree Adrministratinn VisaPermit Type: VisaPermit Number: Visa Expiration Date: 1]
[ Workforce Development
[- PeopleTools Selective Service: Required for Male employees ages 18-25 (except for those on VYisa)
[ Benefits
I Financial Aid Applicable? [~ Eff Date: [E] Selective Service ID:
- Set Up HRMS Remarks
[+ SetUp SACR
[> Reporting Tools il
— Change My Password - LI
— ity System Profile -
Employee Form Employee form will appear as shown above. Highlighted yellow fields

must be completed. Complete other fields on page as required and save.

Signatures
Emplid Matmne Title Date
Signature 1 | S | | | E‘J
Signature 2 | Q | | | EJ
Signature 3 | Q | | | E‘J
Signature 4 | Q | | | E‘J
Signature Enter employee id number of the individual(s) authorized/required to sign.
Name and title will automatically populate based on Emplid.
Date Click on *' to select appropriate date.

PRINT wj Save form before printing.

1
= Save I [=] Motify I = | = Include History |

Ermployee Form | Job Form

PRINT PAR EMP FORM Click on link to print form on default printer.

Save Button Click on EI to save Employee form. System will assign a Par id
number to form once saved. Be sure to save form after completion.

Notify Click on % to send email to appropriate personnel.
Add Click on add button to create a new form.

Include History Click on 42 Include History |t0 update RAF page
Job Form Click on link to go to Job form.
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PeopleSoft.

[ Enterprise Learning

[> Manager Self Service
[> Organizational Development Employee Farm Job Form
[ Payroll for Morth America
I Recards and Enroliment Parld:  MNEW PRINT THE JOB FORM

> Self Service ! —_—
[ Student Admissians Emplaoyee Information
[> Student Financials ,7
i EmpliD: NEW Benefit Program: \I I H
[ Student Recruiting | k n
[» Tree Manager C CKO
Name: |

I UH CB Reporting this link to

[- UHCL Custom Format: Last Mame First Marme Ml

Mew Window | Help | Custamize Page | [,

[ UHS Custom 1

[ UHS HRMS BEMEFITS Prof Exp Date: B Company Seniority Date: B Date of Last Merit p rl nt JOb

[ LIHS HRMS BUDGET

i UﬁigaﬂigiR Termination Date: ] e ] Date of Last Promotion fo rmon Iy
=

= Forms Last Date Worked: [E] Expected Return Date: H

{TermiLOA Cnly) {LOA Onlyy

Request Farm
— BAF - Reallocation

Form Red # Paosition Campus  Dept Jobh Cd  Title SPLN SGRD PAYGRP
— PAR - Employee Fartm ]

EBrint
— PAR - Job Forrm Print Sts F JE RT EmplClass Officer Cd Std Hrs FTE Comp Rt MH Rate @ 1.0
— PRF - Positioh i

Request Print
— RAF - Reallocation

Earrn Print
— Printer Default Setup

Current Job Records Fint | view o First [ 1 of 1 2 Last

Requested .Job Actions | Wig & First [ 1 of 1 [¥] Last

[ Phane Dir *Effective Date: B actionReason: | = | [ =

[- Process
» Bz Rcd# Position  Campus Dept JobCd  Job Title SPLN  SGRD PAYGRP

b Use [ o | \ | | \ T = Information
[ UHS HRMS PAYROLL .
b UHS HRMS POSITIONS RT Empl Class Officer Cd StdHrs  FIE  CompRt MH  Rate @ 1.0 defaults in
> Warkforce Administration [a ] =l =l [ [ [
[ Workforce Development
[- PeopleTools based On PS
[ Benefits Remarks 1
[ Financial Aid Iogln

[

[ Set Up HRMS
[ SetLip BACR LI
[- Reporting Tools
— Lhande Wy Passward
Change My Passward 1102062006

— hity Systern Profile = Prepared By  Ponzio,Carla PS Coard 7137743-4275

Job Form Job form will appear as shown above. Complete other fields on page as required.

Signatures

Ermplid Mame Title Date

Signature 1

@ = =

Signature 3

|
Signature 2 |
|
|

L2 0 0 0

| | |
| | |
| | |
| | | El

Signature Enter employee id number of the individual(s) authorized/required to sign. Name
and title will automatically populate based on Emplid.
Date Click on #/ to select appropriate date.

PRINT THEJOBFOBM———— oo form before printin
Bl Save | =] rotify | | p g

Ernployes Forrn | Job Forrm

Signature 4

Es &dd A2l Include History |

PRINT THE JOB FORM | Click on link to print form on default printer.

Save Button Click on @5 | save Job form. System will assign a Par id number to
form once saved. Be sure to save form after completion.

Notify Click on ="t | 15 send email to appropriate personnel.

Add Create a new form

Job Form Click on link to go to Job form.




Print PAR - Personnel Action Request

Navigation: UHS HRMS HR> Forms > PAR — Employee Form Print
Navigation: UHS HRMS HR> Forms > PAR — Job Form Print

The Employee and Job Form Print links in the menu allows end-users to print existing or newly created PAR
forms that have been saved. Forms are printed in PDF format. Adobe Acrobat is required in order to fully
utilize this feature.

PeopleSoft.

[> Enterprise Learning
[ Manager Self Service
[» Organizational Development

Bl

[ Payroll for Morth America
[ Records and Enroliment
[ Self Service
[> Student Admissions
[ Student Financials
[ Btudent Recruiting
[ Tree Manager
[» LUH CB Reporting
[ UHCL Custom
[ UHS Custam
[ UHS HREMS BEMNEFITS
[» UHS HRMS BUDGET
-~ UHS HRMS HR
= UHS HRMS HR
= Farme
— PAR - Personnel
Action Reguest
— PRF - Paosilion
Reguest Form
— RAF - Reallocation
Earrn
— PAR - Employee Form

Fequest Print.
— BAF - Reallgcation
Form Print

Erinter Default Setul

Mews Window | Help |

PAR - Job Form Print
Enter any inforrmation you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

\‘ Enter Control ID

Search by: Run Control ID hegins with |JC

[ case Sensitive

Search | advanced Search

Find an Existing Value | Add a Mew Value

Run Control ID

Enter Run Control ID in field.*

Search

Search

Click on

*Note: Click on

Add a New Value link to create a Control ID if one does not exist.

PeopleSoft.

[ Enterprise Learning
[ Manager Self Serice
I> Organizational Development
[z Payroll for Worth America
I» Records and Enrollment
[> Self Service
[> Student Admissions
[> Student Financials
I Student Recruiting
[ Tree Manager
[ UH B Repotting
[ UHCL Custam
[ UHS Custam
[ UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
<7 LIHS HRMS HR
= LUIHS HRMS HR
= Forms
— PAR - Personnel
Action Reguest
— PRF - Position
Eeauest Form
— RAF - Reallocation
Form
— PAR - Employee Form
Print
— PAR - Joh Form Print

— PRF - Position

Request Print
— RAF - Reallocation

Form Print
— Printer Default Setup

]

Mew Window | Help | Custornize Page | 5,
Print PAR Job
Run Control ID: UG EeportManager Process Monitor f2an I
parld: 10002 Q

B save | [=] Hotify E.Adul | Update/Display

Par id

Enter Personnel Action Request form identification number.

Run

Click M to start the process
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PeopleSoft.

[ Enterprise Learning
[> Manager Self Seniice

[ Payrall for Morth America
[ Records and Enrollment
[ Self Service
[» Student Admissions
[» Student Financials
[ Btudent Recruiting
[> Tree Manager
[> UH CB Reporting
[ UHCL Customn
[ UHS Custom
[ UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
[~ UHS HEMS HR
« UHS HRMS HR
= Forms
- PAR - Personnel
Action Reguest

— BAF - Reallocation
Farm

— PAR - Employes Forrn
Print

— PAR - Joh Form Print

— PRF - Pasition
Request Print

— BAF - Reallacation
Farrm Print

— Printer Default Setup

[> Drganizational Development Process Scheduler Request

~ PRF - Position

Add to Favortes

Server
Name is

Mew Window | Helo | Custornize Pane

User ID: UHSPARTT Run Control ID: JC
Server Name: 1172012006 El
Recurrence; 1:56:23PM Resetto Current DatelTime I

Time Zone:
Process List

Description Process Hame Process Type ‘Type *Format Distribution
¥ UPERDSEP UPERDSER Crystal IWeb 'I IPDF 'I Distribution

determines is PDF

Server Name Type is
Web

Server Name*

Enter PSNT in field or click on = and select from drop down menu.

Type

Enter Web or click on =l and select from drop down menu.

Format

Enter PDF or click on =] and select from drop down menu.

OK

Click OK button

*Note: A Server Name must be selected when printing reports. The Process Type determines which server

to use. There are

Crystal reports use PSNT. Click on =l next to field(s) and make selection from drop down menu.

two types, (1) Crystal Report, and (2) SQR Report. For SQR reports use PSUNX and

PeopleSoft.
nierprise LCOmponents ;I

I» Enterprise Leaming
[> Manager Self Service
[» Organizational Development
&> Payrall for Morth America
> Records and Enrollment
[> Self Service
[> Student Admissions
[> Student Financials
[ Student Recruiting
[ Tree Manager
> UH B Reporting
[ UHCL Custom
[ UHS Custom
[ UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
[~ LIHS HREMS HR
= LIHS HRMS HR
< Farms
- PAR - Persanne|
Action Reguest
- PRF - Position
Request Farm
— BAF - Reallocation
Farrn
- PAR - Employee Form
Print
— PAR - Jab Form Print

— PRF - Position
Request Print

— REAF - Reallocation
Form Print

Aoidl to Favorites

Process Monitor
link

Print PAR Job V

Run ContrellD:  JC Eeport Manager Process Monitor

Mew Window | Helo | Custorize Page

Frocess Instance:1072158

parie: (10002 |/

Process Instance number

& Save | [=] Motify Ekrtdd | FElUpdateDisplay

— Printer Default Sety

Process Instance Number This number identifies PAR

Process Monitor

Click on Process Monitor link.



PeopleSoft.

[> Enterprise Learning
[> Manager Self Senice
[> Organizational Cevelopment
[> Payroll for Morth America
[> Records and Enroliment
[> Self Service
[> Student Admissions
[> Student Financials
[ Student Recruiting
[> Tree Manager
[> UH CB Reporing
[ UHCL Custom
[ LIHS Custom
[> UHS HRMS BEMEFITS
[> UHS HRMS BUDGET
= LUHS HRMS HR
= UHS HRMS HR
= Forms
— PAR - Persannel
Action Reguest
— PRF - Position
Renquest Farm
— BAF - Reallocation
Farm
— PAR - Employee Form
Print

b Farm Print

— PRF - Position
Reauest Print

— BAF - Reallocation
Earrm Print

— Printer Default Setup

Process List

View Process Request For

User ID; UHSPARTT QL Type:
Server: IPENT 'I Name:

Run
Status:

Process List

Status

I~ 1072158 Crystal

| ~ | Last:

1 [ome 3
| < stance: | to | bUttOﬂ

| vl Distribution | -

UPERDSEP UHSPARTT 11/20/2006 1:56:23FM PST

Process Instance number

Go back to PAR - Job Form Print

& save | [=] Motify |

Frocess List | Server List

[ save On Refresh

( | Find | %

UCCESS Posted Details

Run Status
should be
Success

Wew Window | Help | Customize Page |

Refresh

Details link

User ID

Your user id should be in this field. User id match PS login id.

Server

Enter PSNT in field or click on =] and select from drop down menu.

Refresh

shows Su

CCess.

Click on Refresh button to refresh screen. Click this button until Run Status

Details

column.

[ Enterprise Learning
I Manager Self Service

[ Payroll for Morth America
[ Records and Enrollment
[+ Self Service
> Student Admissions
[ Student Financials
[ Student Recruiting
[> Tree Manager
[ LUH CB Reporting
[ UHCL Custom
[ UHE Custom
[» LIHS HRMS BENEFITS
[ UHE HRMS BUDGET
= LIHS HRMS HR
= UHS HRMS HR
= Forms
— PAR - Personnel
Action Reguest
— PRF - Position
FEeguestForm
— BAF - Reallocation
Form

Frint
b Form Print
— PRF - Position
Eeguest Print
— BAF - Reallocation
Eorm Print
— Printer Default Setup
[ Phone Dir
[> Process
[ Bennrt

[ Qrganizational Development

— PAR - Employee Form

Process Detail

Run Control ID: JC
Location: Server
Server: PSHNT

Recurrence:

Request Created On:
Run Anytime After:
Began Process At:
Ended Process At

Cancel I

Instance: 1072158 Type:
Mame: LUPERDSER
Run Status: Success

1172002006 1:57:13PM PST
11/20/2006 1:56:23FPM PST
11/20/2006 1:57:42FM PST
112072006 1:48:06FPM PST

Description: UPEROSGP
Distribution Status: FPosted

Run et Process

Click on Details link to view the report/form after Success appears in Run Status

S L ———

; En!erpnse I!Dmpunen|s N

Crystal

7 Hold Request

7 Queue Request

£ cancel Request
" Delete Request

7 Restart Request

Pararnetars Transfer,
Messane Log
Batch Timings

Wiew LogfTrace

View
Log/Trace link

View Log/Trace

Click on link to get PAR form.




View Log/Trace

Report
Report ID: 21206 Process Instance: 1072152 Message Log
MHame: LIPEROSGP Process Type: Crystal

Run Status: Success

LIFPERDOSER

Distribution Details
Distribution Node: FPSMNT Expiration Date: 122002006
File Size Datetime Created
Messadge Lag o 112002006 1:58:06.000000FM PST
UFPEROSER 1072158 FDOF 58,457 1172002006 1:58:06.000000FM PST
FPeopleSoft Trace Fil 623 1172002006 1:58:06.000000FPM PST

Distribute To
Distribution ID Type
Lszer

Retum_| Filename link

UPERO056P 1072158 PDF | This is the filename. Click on this link to view/print PAR form. File can only
be saved in PDF format
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University of Houston System - PAR - Job Information
Name: | Branch Johnnetia M. ] Ben Program: L
Prof Exp Date: | | Comp Seniority Date: | 11872005 rree e I:I

Termination Date: 512/2005 Service Date: 11872005
Last Date Worked: 51212005 Expected Return Date:
{Terms/LOA Only) (LOA Only)
Current Job Records:
Red# _Position Ca De Job Cd Title SPLN __ SGRD
0 | 00300576 HRT84 | DOOSO 5096 | Federal Workstudy | s | 020 |
= —

F JE PG RIT Empl Class Officer Cd SwiHrs FTE  CompRt MIH -0
[A Te [ 020 pow [T [StudentWorkes | None [2000 Joso | 1000 [w |~%_|
Red# _Position Ca De Job Cd Title SPLN
[ 0 [ooa0os76 | HRist | DO0SD | 5996 | Federal Workstudy | st | o020 ]
Sts_F__JE PG R EmplClass Officer Cd __ StdHrs FTE  CompRt MM %‘o
|.-. |E | NIA E |'r |snmme | None [2000  Joso 10.00 H
Effective TR n

Red# Position Campus DeptlD Job Cd Title SPLH SGRD
|_0 | D0E00576 | HR784 I 0050 ] B ] FEDERAL WORK STUDY [ STE ] 020
- 14 4 .1of1 FHIIOO : = |&]
PAR — Job Information As shown above the Job Information page appears.




