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Attachments on PAR 

 
Purpose: 
Attachments are beneficial for supplementing any additional information or justification for the PAR.  
 
To create an attachment to the PAR, click on the Attachments icon, located on the upper left-hand corner of the 
screen. For example, click on the icon on this Separation/Retirement PAR.  
 

  
Once the attachments icon is selected, click on New Attachment. 
 

 
 

  Click on the dropdown arrow to upload the type of attachment that will be uploaded. 
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Once the type of attachment is selected, click on the browse icon to choose the document.  

 

 
Choose the file and click Open to attach the document.  

 
 

The following attachment will be pending.  

 
 

To view the attachment in workflow, the approver will click on the Attachments icon on the PAR to process. The 

attachments icon is located on the upper left-hand corner of the screen.  

 
 

The type of attachment chosen by the initiator is listed, for example “Letter of Resignation”.  

Click on the document (DOCX) to view it. A New attachment can also be uploaded in workflow. 
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