
Unit decides to 
renew an existing 

contract

UNIT

Position Changes

END

SHARED SERVICES CENTER CENTRAL OFFICES

START

Unit puts RT Ticket 
into SSC.

Please see new 
hire required 

document guide 
for more 

information on 
supporting 

documentation.

Ticket received: 
Preparer vets for 

completeness

Approver conducts 
thorough review of 

all paperwork, 
routes to HR for 
final processing.

Change Par Form and 
supporting documentation 

are submitted through 
Employee Changes Portal

Final Review of all 
Documentation

Data entry of 
Employee into 

Payroll
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Unit cancels ticket

Unit checks ticket for 
accuracy/approval.

Preparer 
completes a 

Change Par Form 
for the requested 

updates.

Change Par Form 
is printed from PS.
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Preparer calculates 
any back pay due to 

employee.

Preparer saves 
calculation and 

supporting 
documentation to the 
Payroll Pending folder 

for the appropriate 
time entry

Corrections Needed


