
IPAC INBOUND
HOW TO CREATE AND SUBMIT EPARS



THE CREATION OF AN EPAR

Electronic Personnel Action Requests, or EPARs, are electronic requests 
that can range from joining members, pay, legal, awards, and any 
correspondence that requires administrative action.

Follow the instructions on how to create an EPAR and submit on the 
next few slides.



Log on to MOL and click on “MyEPAR”



Once on this page, click here to create an EPAR



Select a subject for what your EPAR falls under

1.

2.
3.

The “Notes” tab is used to add 
comments pertaining to your EPAR. 
Explain what your request is and what 
you would like to have done per this 
request.

Once finished with your 
comments, click “Add Note”



1.

The “Files” tab is used to 
attach all documents or 
correspondence that you 
want to have worked per 
your request.

Click “Browse” to attach 
any documents on your 
EPAR from your 
computer.

2.

Add comments here to 
define what your 
attachment is.

Once done selecting the 
file you want to upload, 
click “Add File” (repeat 
the steps if you want to 
upload multiple files).

3. 4.



The “History” tab shows your EPAR’s 
history record from the day it was 
created to the day it was worked, the 
status changes that have been made, 
and who made the change. Once you are ready to forward 

your EPAR to be worked, click 
“Submit EPAR”



THIS CONCLUDES HOW TO CREATE AN EPAR


