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How to Print EPARs 
 

This process is used to print Job Data transactions that have checked off the box for EPAR Print. This 
procedure will process all transactions that have not been picked up since the last EPAR print process. 

 

1. Navigate to NavBar> Navigator> Workforce Administration>  SOH Reports > Print (LEG/OHA) 
EPARs 

2. For the first time running reports, click on ‘Add a New Value’. 

 

3. You can use your initials for the run control ID, then click ‘Add’. 
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4. Leave everything blank, then click Run. 
5. Click OK. 
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6. Click on Process Monitor. 

 

7. Click on Refresh until the Run Status says Success and Distribution Status says Posted. 
8. Click on Details. 
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9. Click on View Log/Trace. 

 

10. Click on the PDF file hyperlink. 
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11. The PDF files should pop up in your browser and are available for you to print. 

 

 

 


