Request Forms- Step by Step

1.) Start by selecting the desired request form from the Forms and Documents library, located on
the lower right side of the screen. Request forms can be found on the following HRIS web pages:
e PAR Requestor
e PAR Admin
e PARView
e Personnel Action Request Forms

FORMS & DOCUMENTS

PAR FAQs (pdf)
VTHR Deadline Chart (pdf)

IRequest Forms |

WVTHR Hire/Rehire Personnel Action

Request
VTHR Change to Active Employee

Personnel Action Request
WVTHR Position Change Request

2.) After selecting the appropriate form the screen below will pop up. Select the “Download”
button.

PLEASE NOTE: Your pop up blocker may prevent the form from opening automatically. If you
receive a yellow highlighted toolbar like you see outlined below, click in the yellow highlighted
toolbar, select “Download File” from the drop down menu, then click the “Download” button
outlined in red.

To help protect your security Internet Explorer blocked this site from downloading files to your computer. Click here for options.

b DI’OpbOX Sign up for Dropbox &l sig

InfoPath form HireRehire.msg

37 mins ago- 116 KB

Add to my Dropbox




3)

4.)

5.)

6.)

7.)

8.)

9.)

Request Forms- Step by Step

After clicking the “Download” button, your computer will ask you if you want to “Open”, “Save”,
or “Cancel”. Select “OPEN".

The form will open. Enter the desired/required information in the fields. Be sure to populate

each required field. (Required fields have a red * next to them).

Once you have completed the form select “Email Yourself” at the bottom of the form.

(DO NOT click the “Submit” option on the upper left corner of the form).

The screen below will pop up after selecting e mail yourself. Select “SEND”.

7 |1

VTHR Hire/Rehire Personnel Action Request (PAR] - Message | ? |

To submit your form to the following recipients from your default Microsoft Outlook
e-mail account, dick Send. To go badk to editing, dick Cancel,

To: Brochu, Monique <Monigue.Brochu@state.vt.us>
Cc
Boc:

Subject: | YTHR. Hire/Rehire Personnel Action Request (PAR)

Your HR. Field Ops Rep can assist you with required backup andfor approval. The
HR. staff directory is located on the DHR. website
http:/fhumanresources, vermont. govfabout/dhr_staff

[ Send ] Cancel ]

Check your e mail inbox to verify that you have received the form.

——
Select the in the upper right hand corner of the form to close it out.

You will receive the pop up below.

Select “YES” if you wish to save a copy of the form for your files.
Select “NO” if you do not want to save a copy and wish to continue to close the form.

Microsoft InfoPath [

—

The form “InfoPath form: HireRehire™ has changed.
l % Do you want to save the changes to the form?

[ Yes ] [ Mo ] [ Cancel ]

Was this information helpful?
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10.) Forward the e mail that includes the form to your HR Field Operations Representative with all
required back up and approvals attached.

11.) After your HR Field Operations Representative receives the form and reviews it for accuracy,
they will forward the form to the DHR-Actions inbox for processing.



