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Personnel Action Request: 
PAR Guide: 
 
This is a Guide to assist the hiring manager with the task of submitting a Personnel Actions Request (PAR) based 
on the individual needs to stream with the Human Resources process. 
 
The hiring manager will complete the PAR at the link https://one.spcollege.edu/    

  
 
 
This Guide Contains How to Submit: 
 

I. Additional Pay PAR 

II. Data Change PAR 

III. Hire-Rehire/Additional Job PAR 

IV. Promote Current Employee PAR 

V. Reporting Change PAR 

VI. Request New Position PAR 

VII. Request Paid Leave PAR 

VIII. Request Unpaid Leave PAR 

IX. Request Return from Leave PAR 

X. Retire Employee PAR 

XI. Review Transactions PAR 

XII. Terminate Employee PAR 

XIII. Transfer Employee PAR 

 
 
 
 
 
 
 
 

https://one.spcollege.edu/
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Let’s Get Started! 
Starting every PAR, go to the following link  https://one.spcollege.edu/   

 
1. Click on the link above and Log in. 

   

  
  

2. Click on the “PeopleSoft HR” tile. 

 
 
 

3. Next, click on the “Personnel Action” tab. 

 
 
 

 
4. Lastly, you should be redirected to a page that 

has a menu such as a picture below. 

 

https://one.spcollege.edu/
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I. ADDITIONAL PAY PAR 
An Additional Pay PAR is used needed to make changes to pay for an employee.  
 

 
 
 

1. Select the effective date of the transaction. 
2. Enter the cost center. 
3. Select the reason for additional pay. 
4. Enter the start date of the transaction. 
5. Enter the end date (if applicable). 
6. Include the amount to be paid each pay period. 
7. Enter the total amount of stipend (if applicable). 
8. Click next to complete. 
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Section Complete. 

 
 

II. DATA CHANGE PAR 
A Data Change PAR is used to make the following changes: account combination code, acting-to-budgeted, 
continuing contract, department change, extended change, faculty ECH/contract change, location change, 
shortened contract, standard hours change, and title change.  
 

 
 

1. Select the effective date of the transaction. 
2. Select the reason for the transaction. 
3. Enter the type of change to be made. 
4. Enter the cost center (if changing). 
5. Click next to complete. 
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Section Complete. 

 
 

III. HIRE/REHIRE/ADDITIONAL JOB PAR 
The Hire-Rehire PAR is to hire or rehire a current or former employee. Submitters should also be using 
this to add additional jobs (i.e., project deliverables, additional adjunct codes, etc.) Hire PARs are also used 
to hire OPS/ADJ PARs into budgeted roles. 
 

1. Select yes or no if you know the employee ID and click next. 

 
 
     2, 3, 4, 5, 6, 7, 8, 9, 10, & 11.  
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III. HIRE-REHIRE PAR (cont.) 
 
 
2. Enter the Employee ID (if applicable). 
3. Select Transaction date or hire date. 
4. Select the reason: hire, rehire or transfer. 
5. FOR BUDGETED POSITION ONLY! Click the magnifying glass and enter the position number. 
6. If needed, change the department.  
7. If needed, change the location. 
8. FOR OPS or ADJ ONLY! Click the magnifying glass to search for the appropriate job code.  
9. Enter the standard hours. 
10. Select if the position is part or full-time. 
11. Click the magnifying glass to find the correct supervisor. 
 

12 &13.  

 
12. Enter the distribution type: hours, by percentage, single cost center. 
13. Enter the cost center. DO NOT COMPLETE THE REST OF THIS PAGE! 
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III. HIRE-REHIRE PAR (cont.) 
 
 
14. Page 2 (not shown) will allow you to enter the pay rate. 
15. Enter comments (if applicable).  
16. click submit to finish. 
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Section Complete. 

 
IV. PROMOTE CURRENT EMPLOYEE PAR  

A Promotion PAR is submitted to promote an employee in the same department or a new department. 
promotion should be used when the employee is moving up one or more grades.         
 

1. Select the appropriate actions as a proxy (delegate for the manager over the employee to be promoted). 

 
 

2. Select an employee from the list. Make sure the correct record is selected. 
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IV. PROMOTE CURRENT EMPLOYEE PAR (cont.) 
 
 

3. Select if the salary will change or stay the same. 

 
 
 
4, 5, 6, 7, 8, 9, &10.  
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IV.     PROMOTE CURRENT EMPLOYEE PAR (cont.) 
 

4. Select the promotion effective date. 
5. Select the reason for the promotion: Acting to Budgeted, Job Reclassification, and   Promotion.  
6. Select the new position number (image not shown). 
7. Verify business unit. 
8. Verify department. 
9. Verify location. 
10.  Verify supervisor. 

 
 
 
11, 12, & 13. 

 
 

11. Select the cost center distribution type. 
12.  Enter cost center information (without GL code). 
13.  Click next to move forward. 
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IV.     PROMOTE CURRENT EMPLOYEE PAR (cont.) 
 
14 &15. 

 
 

14. Enter a new compensation rate.  
15. Click next to move forward. 

 
 
16, 17, &18. 

 
16. Review information. 
17. Add Necessary comments. 
18. clicklick submit to finish. 
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Section Complete. 

 
 

V. REPORTING CHANGE PAR 
 
1, 2, 3, & 4. 

 
 

1. Enter the effective date. 
2. Reason (do not change). 
3. Enter a new supervisor. 
4. Click next to review and submit. 
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Section Complete. 
 
 
 

VI. REQUEST NEW POSITION PAR 
This PAR is utilized when you are creating a new position. 

 
1. The PAR type should only be used to create a new position. 

 
 
2, 3, 4, 5, 6, 7, 8 9, 10, & 11. 

 
2. Enter position effective date. 
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3. Select a business unit. 
4. Enter job code. 
5. Enter position title 

 
VI.     REQUEST NEW POSITION PAR (cont.) 
 

6. Shorten title. 
7. Enter the department.  
8. Enter location. 
9. Select supervisor. 
10. Enter the standard hours. 
11.  Daily allotted hours (standard workweek). 

 
 
12, 13, &14. 

 
 

12. Review the information. 
13. Add comments (if required). 
14. clicklick submit to finish. 
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Section Complete. 

 
 

VII. REQUEST PAID LEAVE 
This PAR should be used to request paid leave. 

 
1. Select whose proxy you will be acting on behalf of. 

 
2, 3.  

 
 

2. Select employee. 
3. Click next to continue. 
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VII. REQUEST PAID LEAVE (cont.) 
 
4,5, & 6 

 
 

4. Enter the effective date. 
5. Select the reason: administrative leave, jury duty, or paid sabbatical leave. 
6. Enter the expected return date. 

  
7, 8 & 9.  

 
7. Review the changes. 
8. Add comment is needed. 
9. Click submit to the process. 
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Section Complete. 

 
 

VIII. REQUEST UNPAID LEAVE 
This PAR should be utilized to request unpaid leave.  
 

1. Select the Proxy for the request. 

 
 
 
 

2. Select the employee. 
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VIII    REQUEST UNPAID LEAVE (cont.) 
3,4,5 & 6.  

 
3. Select the effective date. 
4. Select the reason for the leave. 
5. Input expected return date. 
6. Click next to continue. 

 
7, 8, & 9. 

  
7. Review information entered. 
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8. Add additional comments (if applicable). 
9. Click submit to the process. 

Section Complete. 
 

 
IX    REQUESTS RETURN FROM LEAVE 
A return from leave PAR is submitted when an employee would like to return from leave. 
 

1. Select the proxy for the return from leave. 

 

2. Select employee. 
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IX    REQUESTS RETURN FROM LEAVE (cont.) 

3, 4, 5, & 6. 

 
3. Select the effective date. 
4. Select the reason for returning from leave. 
5. Click next. 
6. Review entered information and submitted. 
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Section Complete. 

 
X   RETIRE PAR 
This PAR is submitted for employees seeking to retire.  
 

1. Select the proxy. 

 
 

2. Select the employee. 
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X   RETIRE PAR (cont.) 
 
3 & 4. 

 
3. Enter the effective date-this will be the day AFTER the employee’s last day worked. 
4. Click next to continue. 

 
 
5, 6, & 7. 

 
5. Review information entered. 
6. Add comments (if applicable). 
7. Submit to process. 
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Section Complete. 
 
 

XI   REVIEW TRANSACTIONS PAR 
This transaction is to review the status of PARs submitted. 
 
 

1. Click on the review transactions tab in PeopleSoft.  

 
 

2. Type in the employee ID of the individual you are following to review the transactions history. 
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Section Complete. 
 
 
XII   TERMINATE EMPLOYEE PAR 
This PAR is utilized to terminate an employee. 
 
 
1 & 2.  

 
1. Select Terminate Employee. 
2. Select who will be acting as a proxy. 

 
 

3. Select the record to terminate. 
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XII   TERMINATE EMPLOYEE PAR (cont.) 
 
4 & 5.  

 
4. Transaction date- this should be the day AFTER the employee’s last day worked. 
5. Click next to advance. 

 
 
6, 7, & 8.  
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6. Review the information. 
7. Add the comment on the type of termination. 
8. Click submit the process. 

 
 
 
 
 
 
 
XIII   TRANSFER PAR 
This PAR is submitted to transfer an employee to another location or department. Transfer Pars should 
be used for a position of the same grade. 
 

1. Select the proxy you will be acting on behalf of. 
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2. Select the employee’s record.  

 
 
 
 

 
 

 
XIII   TRANSFER PAR (cont.) 
 

3. Yes or NO as applicable to change the salary. 
4. Click next to continue. 

 
 
5. Select the effective date. 
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6. Select the reason for the transfer. 
7. Select a new position.  

 
 
 
 
 
 
 
 

XIII   TRANSFER PAR (cont.) 
 

8. Select the distribution type. 
9. Manually type the cost center. 
10. DO NOT CONTINUE TO ENTER ANY ADDITIONAL INFORMATION. 
11. Click next to proceed. 
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12. Enter the new pay rate. 
13. Click next to continue. 

 
 
 
 
 
 
 
 
 
 
XIII   TRANSFER PAR (cont.) 
 

14. Review information entered. 
15. Add comments (if needed). 
16. Click submit to the process. 
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Section Complete. 


