
Approving an Action in EHRP 

1) Enter User ID and Password
(Please enter your letters in upper case)

2) Click Administer Workforce

3) Click Administer Workforce (USF)

4) Click Use

5) Click Approval

6) Enter ID or last name 
Data Control page will appear on screen

7) Click magnifying glass under PAR status

8) Click appropriate description

9) Click “Save”

The action has been processed


10) AO forwards package to PMS


11) Email PMS on status of action

OR

1) Enter User ID and Password
 (Please enter your letters in upper case)


2) Click Worklist


3) Select action


4) Repeat steps 7-11

· Note:  Each ARC member is responsible for updating status log before action leaves     

                  their desk.
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