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1. Purpose 

This document serves to guide users through the various steps, functionalities, and methodologies 
of the Problem Action Reporting (PAR) system. The PAR system lends more efficient question and 
resolution tracking by allowing direct access and file sharing between UDC and their clients, 
prioritizing and delegating questions to the appropriate personnel, and managing and reporting 
issues for customers with increased accuracy. 

The PAR system interface is equipped with various add-on functionalities:  

 Adding a new project or updating an existing project (Project Management page). 

 Adding new users or granting various statuses to existing users (User Management 
page). 

 Managing various PARs for internal/external customers on one website. 

 Sending emails to stakeholders at the time of PAR creation, a change in PAR status, 
etc. 
 

2. Acronyms/Abbreviations 

No 
Acronym / 

Abbreviation 
Description 

1.  PAR Problem Action Reporting 

2.    

3.    

4.    

5.    
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3. Overview of UDC PAR System Life Cycle   
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Open/Pending PARs 

 

 Create New PAR 

 Saved Draft PAR 

 View PAR History 

 Search PARs 

 File Library 

 Export to Excel 

 Change Password 

Admin Activities - 

 Project Management 

 User Management 

PAR Functionalities 

Submit 

Email Notification 



 PAR Site User Manual 
 

 

UDC/PSUM Revision 1.1 Page 4 of 14 

 
 

4. PAR Life Cycle 
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5. Accessing PAR System and Login 

1. To log into the PAR site: 
a. Open the PAR site. 
b. Enter login credentials. 
c. Click “Login.” 

i. If logging in for the first time, the user is required to create a new password. 
1. Enter and confirm new password. 
2. Click “OK.” 
3. The password has been updated. Return to step 1b. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1b 

1c 

i1 

ii2 

http://dev-nag/NewUDCPAR/
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2. Once logged in, the user is directed to the project selection page, containing the list of projects 
assigned to the user. 

 

 

 

 

 

 

 

 

 

 

a. Each project card contains a green or red circle at the top middle.  

i. The green circle indicates the user does not have admin rights for the given 
project.  

ii. The red circle indicates the user has admin rights for the given project. 
b. A PAR summary is provided for each project. 

c. “Show Users” link lists all internal and external users for the given project. 

 

 

 

 

 

 

 

 

 

d. “Show Chart” link graphically displays the PAR summary in a pie chart. 
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e. Click on the project logo to enter PAR site homepage for selected project.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PAR Site Homepage: 

1. “Menu” displays all key functionalities/actions that can be performed. 

2. “Help” button redirects user to this user manual in a separate tab. 

3. “Logout” button logs the user completely out of the PAR system. 

4. PAR details for all open PARs are displayed in the center of the page. 

a. By default, the site displays 10 PARs at once. The display number can be adjusted to 

“10,” “20,” or “All.” 

b. Navigate through PAR pages under the open PARs. 

5. PARs can be filtered using the query box. 

a. Search by subject, number, status, initiated by, assigned to, or create date. 

6. “Initiated/Assigned to me” displays the number of PARs assigned to/initiated by user. 

7. PARs can be sorted using the ascending/descending function in each column. 
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6. PAR Site Functionalities 

6.1 Create New PAR 

This feature allows the user to create a new PAR. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
1. To create a new PAR:  

a. Select “Create New PAR” from menu.  
b. Fill out required information.  
c. Click “Choose Files” to attach files as necessary to support PAR. 
d. Check “Internal Use Only” box to make PAR invisible to external users. 
e. Select “Escalate PAR” to send PAR to the client for an answer. 

i. This should only be used by the PAR gatekeeper unless instructed to. 
f. Click “Create PAR” once all information is filled out/attached. 

2. Click “Save as Draft” to save PAR progress. 
a. Select “Saved Draft PAR” from menu to view/edit all drafts created by user. 
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6.2 Review Existing PARs & Respond 

To review/respond to an open PAR: 
a. Click on PAR subject from list of PARs on homepage to open PAR details. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

b. Click “Update” to save changes. 
i. “Cancel” will redirect the user back to the homepage without saving updates. 

c. Update PAR status to “Resolved” to complete PAR response. 
d. Click “Update” to save updated status. 

*Note: User that PAR is assigned to and any entered group emails (See 6.1 Create New PAR 1b) will 
receive an email containing the PAR details and any attachments. Click the link in the email to open 
the PAR in the PAR site. 
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6.2.1 PAR Statuses 
 

 Open – Default status for newly created PAR. PAR has not been 
claimed by a reviewer. 

 Pending – PAR is waiting for review by PAR gatekeeper. 

 Closed – PAR has been answered by reviewer/gatekeeper and 
verified by gatekeeper. Creation user has been notified of PAR 
response. This will remove the PAR from the “Open PARs” list on 
the homepage. 

 Resolved – PAR has been answered by reviewer but is still awaiting 
approval from gatekeeper pending close and notification to creation 
user. 

 Escalated – PAR has been sent to client for an answer. 

 

6.3 View PAR History 

This feature allows the user to view all historical PARs. 

 
 
 
 
 
 
 
 
 
 
 
 
 

1. To view PAR history, select “View PAR History” from menu. 

2. By default, the site displays 10 PARs at once. The display number can be adjusted to “10,” 

“20,” “50,” or “All.” 

a. Navigate through PAR pages. 
3. PARs can be filtered using the query box. 

a. Search by subject, number, status, initiated by, assigned to, or create date. 
4. PARs can be sorted using the ascending/descending function in each column. 
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6.4 Search PARs 

This feature allows the user to search through all PARs, regardless of status. 

 

 

 

 

 

1. To search for PARs: 

a. Select “Search PARs” from menu. 
b. Select “Subject,” “Description,” or “PAR Number” to define the search category. 
c. Enter keyword/number in search box based on the selected category. 
d. Click “Search.” 

2. All open and closed PARs containing the search keyword/number will populate below the 

“Search” button. 
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6.5 File Library 

This feature allows the user to view/download attachments uploaded in PARs.  

 

 

 

 

 

 

 

 

 

 

1. To access the file library, select “File Library” from menu. 

2. Files can be filtered using the query box. 

a. Search by file name, file size, PAR number, or upload date. 
3. Click on “PAR #” to open a particular PAR. 

4. By default, the site displays 10 PARs at once. The display number can be adjusted to “10,” 

“20,” “50,” or “All.” 

a. Navigate through PAR pages. 
5. PARs can be sorted using the ascending/descending function in each column. 

6. To download attachment(s): 

a. Select either a single or multiple checkbox(es) next to the desired file name(s). 
b. Click “Download.” 
c. The download window will pop up in the upper right corner of the screen. Click “Open 

File” to view attachment(s). 
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6.6 Export to Excel 

This feature allows the user to export PARs to an Excel spreadsheet. 
 
 
 
 
 
 
 
 
 
 
 
1. To export PARs: 

a. Select “Export to Excel” from menu. 
b. An export popup will appear. Select either “Internal,” “External,” or “All.” 

i. Only one PAR category can be exported at one time. 
ii. External users will be unable to export PARs marked “Internal.” 

c. Click “OK.” 
d. The download window will pop up in the upper right corner of the screen. Click “Open 

File.” 
i. Export file will contain all PAR details, comments/descriptions, and timestamps 

for the dates the PAR was opened and closed and when comments were 
uploaded. 

 

 

 

 

 

2. If unable to export the files, update the browser’s setting to download multiple files at once. 
a. Click download icon in URL bar.  
b. Select “Continue allowing automatic downloads of multiple files.” 
c. Click “Done.” 
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6.7 Change Password 

This feature allows the user to update an existing password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. To update password:  

a. Select “Change Password” from menu. 
b. Enter current password. 
c. Enter and confirm new password. 

i. Password must conform to the given guidelines. 
d. Click “Submit.” 
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