PARs & Position
Descriptions



Definitions

* PAR: Personnel Action Request
— Documents any changes in an employee’s status

— Salary increase/decrease, class title change, FTE
change, termination, etc.

* Position Description
— Usually coupled with a PAR

— Documents any changes for a specific position
number

— County change, FTE change, class change, etc.



Step 1: Access individual employee in
BOMS personnel module

After logging into BOMS/personnel, click on
“Activities”

Click on “Process Employee”

Click on “Find”

Type in the requested employee’s name (last,
first)



Step 2: Click on the PAR tab at the bottom of
- the screen and select “New” or “Terminate’

‘ = = _'F“””;m'.

Last first mi:  [Football [John [ Eind: |

SSN: Employee id: |0 Dob: [01/01/1992  Age: [24 Sex [mMale ~| Race: [W =
OPS

Salary history history | Prior employment | Taxes, etc... |
Pasition |00000891

Edit| New| Delete | Terminate | PrintPARPDMired-Forms | Final Funding [

Effective | Status | PAR form | PD form| Code | JAC Code | Reason| Salary | Annual salary | Position Class | F
» | 03/02/2016 |P (W] o 1 0 0 $1,950.00 $23.400.00 (891 5101

Record: M| <[ 1 _» |m[*|es| of1 < | |

Renamel Aﬂendancel Dedgcﬂonsl Emergencyl General I gpal §tandardissue| gancell Beponl Ne:_r_tl Qone'




Step 3: Select “Enter PAR” and click “Next”

Hire permanent emplovee
Select the Hire OPS employee
personrel action
you wish to Print Forms
perform. Terminate Employee

Click "Next' when
you are ready for
the next step.

Cancel I P[E‘JIGUEI Nexil View reports Eumzeocnsl Finish I




Step 4: Make sure the correct employee
name is displayed, then click “Next”

Find name? |Football. John
Use these fields to

specify the person you
need to process,

Click 'Next' when you
|| are ready for the next
step.

NOTE: Any employees
listed on the right

|| already exist in the
system.

To select. double click
on their name,

Cancel | P[eviousl uextl View reports Enmreponzl Finish |




Step 5: Check “Print PAR Forms™ and any
other forms you wish to print. Click “Next”

@ Activities-> pm&nployu.mmhh-—— -

Select the
action(s) that you
need to perform on
the selected

loyee.
T ™ Print Employment Authorization

w
Click 'Next' when [~ HMO - Health Insurance plan

you are ready for
the next step. I™ Print OATH OF LOYALTY

I™ Print Prior Employment Records

™ Print Florida Retirement System (FRS)
™ Print Medical Emergency Alert Form
V¥ Pprint PAR Forms

™ Print Position Description
I Print Insurances enroliment form

‘ Cancel I P{eviousl Ll_e)dl View reporis Erm!regonsl Finish |




Step 6: Enter/select appropriate data, click

Use the fields in
the 'new value'
column to specify
any new -

assignments the = 0
employee, 1

Click *Next' when ] 00 5195000 | $23,400.00

you are ready for - ; $0.00 $0.00
the next step. T 10 *

Cancel | P[eviousl uenl View reports Erimreponsl Finish |




Step 7: Select approver and click “Finish”

8 Activites-> Process Employee.. Football Johr

ALL DONE?

If you are all done
and you are ready
to print all the
selected forms,
specify the
approver of all
these actions and
then click the
'Finish' button..

Cancel l P;eviousl I-_-Aextl View reports F_'rintreponsJ Finish |




Completed PAR

PERSONNEL ACTION REQUEST

TO: Justice Ad ministrative Commission
From: Office of the Public Defender 6th Circuit EmployeeID 0

Employee'sName:  John Football sS¢ _

98 Miscellaneous Change (Explainin

PRESENT STATUS CHANGE TO comments section)
Chss Code: 5101 Transaction (description)
Job Title: Secrctary Code
ey #*NOTE &
Position: 21000891 Frramsscicn ccde s 58, 03, oc 09
Monthly $1,950.00 explin in conments section.
Kate Of Fay: If ransacien Code is 06, 1efer to
FTE: 1 "$ eparation (tzmmunation Codzs)” and sater
appopriate coda balow:
Transaction Date: 03022016 Note Ifterminztionor tansfer to another siate azency, vee last

daywarked at doszof business. I lsave without pay, use
last day to ba paid close of businass, or axpuin in commants
section.

Therby cartify that the rosonds in this offica st that the individual aamad aboveis dus thelumpsum
payment for znmal andor sick laave as indicated balow, and local records ar in accordance with the
Parsonns! Rules and Rezulations goveming this office. T firthar certify that s2id employss has not
orfated any cighis o such sick Jeave g forany of ta tated in Section 110122, Flerida
Statutes.

ANNUALLEAVE: 0 hrs. 0 min Thdicatsbahnes ofhosrs sccrved forwhich
payment is dve. (Enter "0” if none)

SICKLEAVE: Give total hoursaccrued prior to 10/1/73 hrs. min. ("0" if nene)
Give total hoursaccrued after 10/1/73 Ohrs. 0 min ("0 ifnonc)

Approved By 02-Mar-16

Solka Brian A Date:
Administrative Asastant]

Commerts:

Performance Evaluation Code

Unsatisfactory
Cenditional
Satsfactory
Above Satisfactory
Outstanding

Not Ratad

P




Position Description

STATE OF FLOXE)A
DEPARTMENT OF JUDICIAL
POSITION DESCRIPTION
Senior Mumagenent S2rvices (D SMS Reireraent/Beneiit
Semior Nmaseczent Jervices O Bonsts Ony
Regubr Sarvics Emploves &
oaitin Nuscber Sty Rota G
21000891 Empives
Ezsloyes Nage: Frz:
Jchn Fooibal 1
Name of Clscust:
Pudikc Dofender Sx Judcial
Bresn Besdquant=s Cosay Code [ At Couryy Cone
]
Presmy Position Locston Addrms. [N Positicn Location Addces
Drszmn: Doditon Cosary Coda [N Position Covey Coda:
Pramar DrgCots: Nes Crz Cods:
Prasar Clas Tioe [New ClazaTie
| Admiaststve Director (Cver Wi} - SU Seorstry |
Fremr Clas Cote: e ClasaCote:
603 5101
Dremnt reparts 1 [Na saperts to
00 Diinger - Position No. 1938 Bob Dillinger - Pogticn N 1538
- - 7 e Dot
P keentssDymsas O P \asch 00 2008

Reason for submirting this form:
Clasafication Chanze: Approved By:

(hanze:

17-Mar-i6

Establish New Positico:
Deiete Posttion: Sobka, Bran A

FTE Chaner: Adminawatrve Asxctart 1
Orher (expbain below)

DUTEES AND LITES 2 Ay

311202 36diioe3] a3 AICHRAT 10 opany SUCTDE 1R ORI

Raved 122011




Questions/ Comments?

Brian Solka, MPA, FCCM

Administrative Assistant

Office of the Public Defender, 6t Circuit
727-464-8024
briansolka@wearethehope.org






