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ePAR (Electronic Personnel Action Request) and OPS Express Pool (OEP) 
                            Frequently Asked Questions 

 
Below are some questions and answers that may assist you when submitting an ePAR. If you have 
any questions, we recommend that you review this list first to see if it has been answered, if not, 
you may contact us directly for assistance at ePAR@famu.edu. 
 

1. What is the purpose of an ePAR? 
The Electronic Personnel Action Request (ePAR) is an electronic form used to enter data to 
appoint a new, internal or rehire into PeopleSoft iRattler. The ePAR will replace the paper 
personnel action request form for these actions only. The goal is to reduce the number of 
approvers while remaining compliant with established University Regulations, Policies, and 
Procedures. 
 
2. What is the navigation to the ePAR Home Page? 
Go to NAV BAR and select GT eForms Work Center. 
 
3. Is ePAR a legal document? 
Yes. Please be mindful of comments made on ePAR’s. Comments are considered a permanent 
part of the employee’s employment record and cannot be changed. 

 
4. Who can initiate an ePAR? 
A department representative or supervisor may initiate an ePAR. Either parties must have 
access to the assigned Job ID pool in addition having the appropriate security role.  

 
5. What is an ePAR Form ID? 
Each ePAR is assigned a unique ID for tracking purposes. It is highly recommended that you 
document the ePAR Form ID number and Applicant ID on the New Hire Employee Checklist 
for future reference. 
 
6. How do I submit an ePAR?  
In order to submit an ePAR, you will need to login into iRattler using your FAMU credentials. 
The final candidate must be placed in Ready Status in the job pool in order for ePAR to flow 
correctly. 
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7. What if I am unable to intitate an ePAR. Who do I contact? 
Submit an email to ePAR@famu.edu. 
 
8. How do I put my final candidate in Ready status to generate the ePAR? 
Please review the ePAR Business Process documents for further instructions. 
 
9. What does Add_ePAR mean? 
This option is used to create a new ePAR. 

 
10. What does Evaluate_ePAR mean? 
This option is used to approve/deny/recycle an ePAR. 
 
11. What is an ePAR Worklist? 
The ePAR Worklist is a “queue” within PeopleSoft (iRattler), in which ePAR’s route to the next 
level approver to act.  
 
12. What does Update ePAR mean? 
This option is used to make changes (including withdrawing the form) to an ePAR that is still 
pending or submit a previously saved ePAR. 
 
13. What does View_ePAR mean? 
This option is used to view a submitted ePAR. 
 
14. What does Current Employee Add ePAR mean? 
This option is used to process temporary appointment for current employees. 
 
15. Can I use an ePAR for an internal employee who was selected as the final candidate in 

my department? 
No. You will need to submit a paper PAR. 
 
16. I have an employee who is currently OPS, but works in another department. Can I use 

ePAR? 
Yes. You would select the Current Employee Add ePAR option in the GT eForms Work Center. 
After you enter the Employee ID Number, you may or may not see your department name 
listed as one of the rows; however, select a row even if it is not your department. You will 
enter the required information on the ePAR from your unit.  

 
17. Are nick names permitted when submitting an ePAR? 
No. The University requires all employees use their legal name. The Office of Human 
Resources will only use names from the official signed social security card. 

 
18. What does save an ePAR mean? 
This is an action that can be taken by either an initiator or approver. This feature allows the 
work to be saved and continued at a later time to submit. Save can also be used by an 
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approver. In order to access a saved ePAR, you will need to Go to NAV BAR, select GT eForms 
WorkCenter and then choose Evaluate_ePAR. 
 
19. What does submit mean? 
An action taken by the Initiator to submit an ePAR and begin the approval process. 

 
20. What does recycle mean? 
Action taken by the initiator to resubmit a previous form. To retrieve the form, go to NAV 
BAR, select GT eForms WorkCenter and then choose Update_ePAR. This action is usually 
taken if a correction is needed. The ePAR will be required to go back through the approval 
process. 
 
21. What does approve ePAR mean? 
Action taken by an approver to process an ePAR. 
 
22. What does hold ePAR mean? 
When a form is placed on hold it allows either the approver or initiator to complete the action 
later. 
 
23. What does deny ePAR mean? 
If an ePAR is denied at any stage of the approval process, the action is terminated and the 
initiator will be required to submit a new ePAR. The previous form ID will no longer be valid 
as the system will generate a new form ID. 

 
24. Can an approver deny an ePAR? 
Yes.  
 
25. Does the initiator need to include the Office of Human Resources, Budget, and/or 

Sponsored Programs in the approval chain? 
No. Based on the funding source, the ePAR will route to either Budget, Sponsored Programs, 
or both offices if funding is split. The ePAR will automatically route to the Office of Human 
Resources. For C&G funded positions, the initiator must include the C&G Coordinator in the 
approval workflow.  
 
26. I only see five boxes for approvers. May I add more if needed? 
Yes. However, departments are encouraged to only add those who are required to approve 
the ePAR outside of Budget, Sponsored Programs, and the Office of Human Resources. Please 
review the ePAR business process documents for further directions on how to add additional 
approvers. 

 
27. How do I determine who needs to be in the approval chain? 
You will follow the same approval process that was used in obtaining approvals on the paper 
PAR. The only difference is the workflow is within PeopleSoft (iRattler). 
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28. What does recycle mean? 
Action taken by an approver to send a form back to the initiator for modifications (i.e., correct 
an error). The initiator will be required to resubmit the ePAR. 
 
29. An approver denied an ePAR by mistake. Can the initiator retrieve it? 
No. If an approver denies an ePAR, the initiator will be required to submit a new ePAR in 
which a new Form ID Number will be generated.  

 
30. Who is permitted to make changes or corrections on an ePAR? 
The Initiator can make changes if needed. Budget, Sponsored Programs, or the Office of 
Human Resources also have the ability to make corrections if needed. 
 
31. Can the initiator withdraw an ePAR? 
Yes. The initiator can withdraw an ePAR as long as it has not been processed by the Office of 
Human Resources using the Update_ePAR link.  

 
32. How does an initiator check the status of an ePAR? 
On the ePAR Home Page, select View_ePAR and review the Form Status Column. 

 
33. When does an ePAR have to be submitted in order to ensure timely processing? 
Please be sure to submit your ePAR well in advance by adhering to the University Payroll 
Calendar. Those ePAR’s that meet the scheduled deadline will be processed first. 

 
34. What paperwork needs to be submitted to the Office of Human Resources for my new 

hire? 
All new or rehires appointments will require the completion of a New Employee Sign-Up 
Packet. There are two packets- one for staff and the other for OPS employees. Departments 
are still required to ensure all documents are submitted in a timely manner. No ePAR will be 
processed without the appropriate supporting documents where applicable.  
 
35. At what point will an Employee ID be provided by the Office of Human Resources? 
The PeopleSoft (iRattler) system will provide the Employee ID number once the appointment 
has been processed by the Office of Human Resources.  

 
36. Will an approver receive an email notification to approve an ePAR? 
No. To minimize the number of emails an approver/reviewer may receive based on his/her 
role within the organization; an approver/reviewer should check his/her ePAR Worklist daily. 
It is the role of the initiator to keep everyone in the approval chain abreast that an ePAR is 
forthcoming. 
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37. Will I receive email notification once an ePAR has been processed?  
Yes. The initiator of the ePAR will receive an email notification. The notice will include the 
following: Form ID Number, Employee Name, Employee ID Number, Position Number, Class 
Code, and Effective Date. 

 
38. How do I pull up an ePAR that I submitted? 
On the option menu of ePAR, select View_ePAR. All ePAR’s will appear as rows for your  
review. 

 
39. Are paper PAR’s still in use? 
Yes. Please review the PowerPoint presentation to review scenarios on when to use the paper 
PAR. 

 
40. Can I still submit a Classification Action Request Form? 
Yes. The Classification Action Request Form is still required for those options listed on the 
form. 

 
41. Can I submit an ePAR if I have a position that needs to be reclassified? 
No.  
 
42. Can a Reviewer make changes or edits to an ePAR? 
No. A reviewer is someone who needs to be kept in the loop, but does not need to take any 
approval action. A reviewer can access an ePAR by going to his/her worklist. The reviewer 
may remove items from their worklist by clicking on mark worked. 

 
43. What is an OPS Express Pool (OEP)? 
This is a generic temporary advertisement pool that departments may request access to 
review applications.  
 
44. Can my department create their own OEP? 
Yes. Departments may submit a Request to Advertise Form for division approval.  A position 
number will be provided by the Budget Office or Sponsored Programs once funding has been 
approved. 

 
45. Can I submit an ePAR to terminate an employee? 
No. This feature is not available at this time. 

 
46. Can I future date an ePAR? 
Yes. 
 
47. Can I back date an ePAR? 
Yes. However, it is recommended that start dates are accurate upon submission as to not 
delay the appointment being processed and should be within the current fiscal year.  
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48. Will an ePAR be tracked within Image Now? 
No. However, for those employment actions requiring a paper PAR, ImageNow will continued 
to be used. 

 
49. May I add an attachment to ePAR? 
Yes.  
 
50. How can I see where an ePAR is in the approval process? 
Click on View ePAR; Select the appropriate row; Go to the last page of the ePAR; and click  
on View Approval Route. 

 
51. How do I place someone in Ready to Hire Status in the job pool? 
Review the Business Process Documents. 
 
52. What happens if an applicant is not placed in Ready to Hire Status? 
You will not be able to process the employment action. 
 
53. Can I delete an ePAR? 
No. An initiator may withdraw the ePAR at any time as long as it has not been approved by 
the Office of Human Resources. Withdrawing permanently ends processing of the form. 
 
54. My final candidate indicated he/she was born abroad on the person information sheet 

within the New Employee Sign-up Packet? Who do I need to contact? 
Please contact the Office of International Education and Development (OIED) prior to 
submitting the ePAR. 
 
55. I added someone by mistake after I submitted the ePAR? What should I do? 
The initiator may delete the name from the approval workflow. To do so, the initiator will 
need to go to access the Update ePAR link to remove the name and then resubmit. 
 
56. I was listed as a reviewer. How do I remove an item from my worklist once I reviewed? 
You will need to select Mark Reviewed in your worklist.  
 
57. How does a supervisor and/or department gain access to review applications in the 

OEP? 
Access will be granted upon review.  
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