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Printing the Change PAR Report:

This section outlines instructions for printing the Change PAR form(s) that will be submitted to the HR Payroll Office for the update of the employee’s Pay Rate Change in PS.

1. Use the following navigation to access the Change PAR Report:   Workforce Administration > Job Information > UMBC Change PAR Report
2. Once navigation is complete, you can enter the Run Control ID.   If you have not already 

created a run control, you can create one specific to your department.  This run control can be 

used on a regular basis (see Payroll Preparers Guide for screen shots and detailed steps 


for the creation of and purpose for the Run Control ID).

3. After entering the Run Control, the Change PAR Report panel will appear.  Begin entering data:

Language:

English will be the default.  No entry required for this field.


PAR Selector:
Enter whether the report should be based upon:




Department: if changes were made for numerous employees in a 




single department, select this option.  Report will print by Empl ID.




EmpID: choose this option if change(s) were made to only one




employee in the department.


As of Date:
Enter the effective date the changes are to take place.  PS will pull the most 




recent update for the employee.


EmpID:

If PAR Selector for EmpID was selected, enter EmpID.  If EmpID




is not known, follow “look-up” instructions from previous pages.


Department:

If PAR Selector for Department was chosen, enter Department #.





Follow “look-up” instructions from previous pages.

4. Once fields are completed, click on the yellow “RUN” button to initiate compilation of


the Change PAR Report.
5. Before the report is compiled the PS Report page will appear.  This page is displayed to notify 

the user of the server the report will be sent to in the Process Scheduler.  Since this is a custom 

UMBC Report, the server information will default.   The report type (Web) and Format (pdf) should be


selected.   Click on the “OK” button to begin compilation of the report.   Upon clicking the “OK” button, 

PS will return to the Change PAR Report page

6. To view the results of the report, click on the Process Monitor hyperlink.

7. The “Status” column of the Process Monitor should display “Success” once the report is


complete.   This lets the user know that the report has been compiled and is ready for viewing.*

Simply click on the  “Details” link, then the “View Trace Log” link and select the pdf file. PS will take the

user into the Adobe screens to view the Change PAR Report.   The top half of the page will display all 

current employee information.  The bottom half of the report will outline all the changes made to the 
employee’s personnel/
payroll information via the Change PAR pages. 

8. The Payroll Preparer will print the report(s), review the change(s) and sign.

9.
The report is forwarded (with applicable back-up documentation) to the individual with signature

authority for the department, signed, and then forwarded to the HR Payroll Office  (with 
           supporting documentation).
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