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Introduction

When an employee is hired into a Career Conditional Appointment, the Hire page group in the
Administer Workforce module must be completed. This page group consists of seven pages,
and will allow the users to collect necessary demographic information on the new employee as
well as the position they will encumber. The user will process the Career Conditional
appointment using the following NOA code, 101-0.

NOTE: Fields that are not required are not listed within the procedure. Optional fields that an
end-user may choose to complete are not detailed.
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Career Conditional Appointment

When an employee is hired into a Career Conditional Appointment, the Hire page group in the
Administer Workforce module must be completed. This page group consists of seven pages,
and will allow the users to collect necessary demographic information on the new employee as
well as the position they will encumber. The user will process the Career Conditional
appointment using the following NOA code, 101-0.

NOTE: Fields that are not required are not listed within the procedure. Optional fields that an
end-user may choose to complete are not detailed.

Career Conditional Appointment

Introduction

When an employee is hired into a Career Conditional Appointment, the Hire page group in the
Administer Workforce module must be completed. This page group consists of seven pages,
and will allow the users to collect necessary demographic information on the new employee as
well as the position they will encumber. The user will process the Career Conditional
appointment using the following NOA code, 101-0.

NOTE: Fields that are not required are not listed within the procedure. Optional fields that an
end-user may choose to complete are not detailed.

Procedure

The following steps detail the procedure for processing a career conditional appointment.

Step | Action

1. Before beginning to process a Career Conditional Appointment, be sure to make note
of the position number to which the employee will be assigned. Verify that the
position number is correct BEFORE doing the Hire action. Many data fields will be
populated in the employee record based on the position number selected, so it is
imperative that the correct one is used.
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Home

£ Home

—_—
@ Develop YWorkforce
@ Administer Workforce
@ Compensate Employess
@ Define Business Rules
@ He Process Menu
@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
2. Click the Administer Workforce link.
[ Administer wiorkioree |
3. Click the Administer Workforce (USF) link.
[ Administer Workioree (USFI |
4, Click the Use link.
5. Click the Hire link.
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£ Home (2 Winrklis 3 Sigh Ouf

Horme = Administer Workforce = Administer Workforce (USF) = Use = Hire Mew Window

Hire

Add a New Value

EmpliD: INEW
EmplRed Nor [0
Add
Step Action
6. Click the Add button.

NOTE: Do not change the Empl Rcd Nbr. It must remain "0".
Add

=

Note: The EmplID will default in as "New" until the Save button is clicked. EHRP will

then autogenerate a sequential EmplID for the employee. Do not save until all required
fields are completed.
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@ Home
Home = Administer Workforee = Administer Workforce (USF) = Use = Hire M Window
Data Control Fersonal Data Job Position Compensation Employment 1 Employment 2
EmpliD:  NEW Empl Redg: 0
Data Control y
Actual Effective Date; | El Proposed Effective Date: | 1/20/2003 =]
Transaction #/ Sequence: I_ I_ Mot To Exceed Date:
*Action: HIR Hire PAR Status FRO g PROCESSED BY HUMAMN
RESOURCES
*Reason Code: ﬂ Contact Emplid: ﬂ
NOA Code: Ql :::‘ e

Authority (1): Q| |
Authority (2): ﬂ I I

PAR Request#: PR 7= PAR Remarks Award Data  Tracking Data feverance Fayg
I Print SF-50 |
B s=ve Next tab B Add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

7. Enter the desired information into the Actual Effective Date field. Enter "11/14/03".

@ The Calendar icon represents a date prompt. Clicking this button will produce a pop-up
calendar for reference. To select a specific date from the pop-up calendar as the field
entry, simply click on the date. Use the arrows to move through the months and years.

;";; NOTE: The Proposed Effective Date field is populated by default with the date entered
in the Actual Effective Date field. Since human resources personnel processing a
request have final authority on when the action becomes effective, and they will enter the
official actual effective date, but the proposed effective date will remain unchanged.

_ T}I NOTE: The Transaction #, will populate with a value of "1."

NOTE: If multiple actions have the same effective date, click the Add a New Row
button to add a row. When entering a second row with the same Effective Date, the
"Transaction #" will increase to 2.

Step | Action

8. Click in the *Reason Code field.
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3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to

look up all possible entry options for this field.

Step | Action

9. Enter "NPS" (New Position) in the Reason Code field.
Enter the desired information into the *Reason Code field. Enter "NPS".

10. | Click in the NOA Code field.

11. | Enter NOA (Nature of Action) Code "101" (Career Conditional Appointment).
Enter the desired information into the NOA Code field. Enter "101".

12. | Press [Tab].

13. NOTE: The NOA Ext has been carried over from the IMPACT 4-digit NOA codes. If,
for example, the NOA Code in IMPACT was "1010," the NOA Code in EHRP is
"101" with a NOA Ext of "0."
Enter the desired information into the NOA Ext field. Enter "0".

14. | Click in the Authority (1) field.

15. | If you do not know what to enter, use the Lookup button to search for a valid value.

Click the Lookup Authority (1) button.

-

@ Home 2 worklist * Help S sign Outj
Home = Administer Warkforce = Administer Waorkforce (USF) = Use = Hire Tl WWind o
Lookup Authority (1)
Legal Autharity Coge: |

Advanced Lookup
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Step Action

16. | Click the Lookup button.

17. | Select the desired Lookup Authority from the Search Results table.
Click AYM

fa¥i}

-

Home = AdministerWarkforce = Administer\Workforce (USF) = Use = Hire ey Window

fa Home

J( Data Control {_ Personal Data Jab | Position ' Cornpensation | Employrent1 " Erployment 2

EmpliD;  NEW Empl Reds: 0

Data Control y
Actual Effective Date: |11I14J’2003 @ Proposed Effective Date: 11/14i2003 EI
Transaction #/ Sequence: r |1_ Hot To Exceed Date: @
*pction: HIR Hire PAR Status PRO Q] PROCESSED BY HUMAN

RESOURCES
*Reason Code: [NPS (R Mew Position Contact Emplid: (=
NOA Code:  |101 Q] careercond Appt :;)tn ol
Authority (1) %M Q] [Direct-Hire Authority |icite OPM auth and date)
Authority (2): al | | —
RARRequasts PAMtSF-52 | bap Remarks Award Data  Tracking Dats  sepermmse Pay
| Print SF-50 |
B save Next tab ET

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2

Step Action

18. | Enter Authority (2), if applicable.
Click in the PAR Request# field.

19. | NOTE: This field is not required but can be used for PAR request tracking purposes.
Enter the desired information into the PAR Request# field. Enter "1003960057".

20. Click the PAR Remarks link.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

S Sign Ouf

PAR Remarks
PAR Remarks

Remark CD: EI
Y ™ Insertion Required

Step Action

21. Enter the desired information into the Remark CD field. Enter "A15".

22. | Tab out of the field to see the text of the remark.
Press [Tab].

23. | When entry of the PAR Remarks is complete, click the OK button to return to the
Data Control page.

I/" NOTE: If the Remark CD contains a "****", you must replace the asterisks with
- specific information. (i.e. this field may prompt you to enter date)

NOTE: To add additional remarks, use the Add a New Row button to insert a row.

NOTE: Within the EHRP system, there is no limit to the number of remarks that can be
captured.

;’A;/’ NOTE: To enter a freeform remark, enter "ZZZ" in the Remark CD field. Enter
applicable remark text in sentence format. Text should fill the line. Once the line is
filled, move to the next line. There is no autowrap feature. Do not hyphenate across
lines. If a word requires hyphenation, move it to the next line. Do not use bullets or
dashes. The "ZZZ" remark can only be used once for each personnel action.
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<]> The system does not generate or suggest mandatory remarks that need to be entered in
accordance with the NOA Code you are processing. Use the appropriate remarks based
on OPM processing guidelines. There will no longer be HHS specific remarks for entry,
except for the freeform Z2ZZz.

-

Horme = Adrminister\Workforee » Administer\Workforce (USF) = Use > Hire e Wiind o

& Homa

J.f Data Control 4 Personal Data Jab | Pasition ' Cornpensation | Employment 1 Employment 2,

EmpliD:  MEW Empl Redy: 0

Actual Effective Date: |11I14J’2003 @ Proposed Effective Date: 11142003 EI
Transaction #/ Sequence: F |1_ Mot To Exceed Date: @
“Action: HIR Hire PAR Status FRO ﬂ FROCESSED BY HUMARN

RESOURCES
*Reason Code: [MPS Q] New Pasition Contact Emplic: Q
NO& Code:  |101 [ Career-Cond Appt noa [0 [Q

Ext:
Authority (1): |&'M [ [Direct-Hire Autharity |cite OPM auth and date)
Authority (2): Q| [ O
PAR Requesti#: PR 7= PAR Remarks Award Data  Tracking Data  eperance Fay
|1 003960057 Print SF-50 |
EE Next tab Ebadd

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step | Action

24. | Click the Tracking Data link.
Tracking Data

25. | Enter any necessary Comment, or review comments made by previous role users in
the workflow.
NOTE: There is a 30 character limit in the Comment field.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home

Job Tracking Info

EmpliD: EmplRedg: 0
Effective Date: 11/14/2003 Current Status: PROCESSED BY HUMAN RESOURCES
Action: Hirg Reason Code: Mew Fosition

Override Emplid of

*Action Taken Status User ID Operator Tracking Name Comment
Emplid Row
11020/2003 Frocessed SCASSIDY O
1 »

Step Action

26. | Enter any necessary Comment, or review comments made by previous role users in
the workflow, and then click the OK button.

4} The Job Tracking Info page is to be used only for entering and reviewing comments.
Only the Comment field should be used. Notes made by colleagues in relation to this
particular action may be read and entered on this page.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmpliD:  NEW Empl Redg: 0
Data Control =
Actual Effective Date: |11I14J’2003 @ Proposed Effective Date: 11/14i2003 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
~action: HIR Hire PAR Status PRO Q) PROCESSED BY HUMAN
RESOURCES
*Reason Code: [MNPS (& Mew Position Contact Emplid: al
NO& Code:  |101 Q) career-Cond Appt noa [0 (4
Ext:
Authority (1): &M Q] [Direct-Hire Autharity |cite OPM auth and date)
Authority (2): Q| [ O
PAR Request#: PR 7= PAR Remarks Award Data  Tracking Data  geversnce Pay
I1DDBQBDDS? Print SF-50 |

B save Next tab EFadd

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

27. Click the Personal Data tab.

Fersanal Data
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home (2 Winrklis 3 Sigh Ouf

|»

Data Confrol " Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmpliD:  MNEW EmplRed#: 0
Personal Data 1 First (4 11 1 [P Last
=]
Effective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 10 Empl Status;  Active
FormatUsing: M54 [ United States
Name: |
Prefix: I j'
First Name: | Middle: |
Last Name: | Suffix: I g
Gender: © Male * Female Citizenship Status: I_ﬂ Ethnic Group: I =l
*Date of Birth: @ Date of Death: I Draft Status: I j
e vira e meae. 08 Q] Ria Uandican PV I - | =7
Step Action
28. Click the Prefix list.
29. | From the dropdown menu, select the Prefix for the person being entered.
Click MS
30. | Press [Tab].
31. Enter the desired information into the First Name field. Enter "SUSAN",
32. | Press [Tab].
33. | Inthe Middle field enter the employee's middle name or middle initial, as applicable.
Enter the desired information into the Middle field. Enter "R".
34. | Press [Tab].
35. | Enter the desired information into the Last Name and Suffix field, if applicable. For

this excerise enter "MONROE".

f" NOTE: While EHRP accepts last names with an apostrophe, the legacy system does not.
- For last names with an apostrophe, leave a space in lieu of the apostrophe. For
hyphenated last names, leave a space in lieu of the hyphen.
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Step | Action

36. | Select the appropriate radio button for Gender.
Click the Female option.

j NOTE: The Name field (grayed out) will populate with the employee's full name.

NOTE: If the suffix you want to use is not available, add the suffix to the end of the last
name field.

Step Action

37. | Click the Lookup Citizenship Status button.

-

Horne = Administer Waorkforce = Administer Workforce (USF) = Use = Hire lew Window

& Home @ Worklist 2 Help S Sign ouf

Lookup Citizenship Status

Citizenship Status:ll_
Advanced Lookup

Step Action

38. | Click the Lookup button.

39. | Select the desired Citizenship Status from the Search Results table.
Click U.S. Citizen
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in the Search Results table.

NOTE: The default is "1" for US citizen. Other valid statuses are limited to those listed

-

Home = AdministerYarkforee = Administer Workforce (USF) = Use = Hire

& Home

I e Wi Oty -

Data Contral Personal Data Y Joh

| Position | Caornpensation | Employment1 " Erplayment 2

EmpliD:  NEW Empl Rcd#: 0

Personal Data

Effective Date;  11/14/2003 Transaction #/ Seq: 1 PAR Status:

Act Type: Hire NOA Code: 1m Empl Status:

IUSA Q] United States

|MONROE SUSAN R

Format Using:

Name:

Prefix: M =
|susan

Middle: |r

| al

First Name:

Last Name: |MONROE Suffix:

First [ 1.0t 1 (] Last
=

PROCESSED BY HLUIMAMN
RESOURCES
Active

Gender: © Male  Female Citizenship Status: Ih_ﬂ

Ethnic Group: I

*Date of Birth: ]

o ona o aoao. InR Q2]

—

Draft Status: I
Il

Date of Death:

Ble Lamrdinne

Step

Action

40.

Click the Ethnic Group list.
I =]

41.

Use the dropdown menu to select Ethnic Group.

Click White, not of Hispanic origin

NOTE: Upon save, this field will diasappear from view.
|White, nat of Hispanic arigin ]

42.

Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.

43.

Click in the *Date of Birth field.

—

44,

Enter the desired information into the *Date of Birth field. Enter "5/13/1957".

45.

Enter the Disability Code, if applicable.
Click in the Disability Code field.
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_ I)I NOTE: This field will default with "05," i.e., "No Handicap."

NOTE: Upon save, this field will disappear from view.

<]> Only one disability will be recorded. If the employee has multiple disabilities, enter the
disability that is most limiting to the employee.

Step | Action

46. Click the Address Information link.
|&ddress Infarmation |

47. | - Confirm the default country code of USA or enter another country.

- Enter the address in the Address 1 field. Note: there is a 25 character restriction on
this field.

- Enter the City. Note: There is a 13 charachter restriction on this field.

- Enter the Postal (ZIP) code.

- Enter the State.

- Enter the Res Loc Code.

To save time, these steps will be completed for you.

-

Country: [uga @) unitea states

& Home & i # Help S Sign ouf

Address 1: |1 7 SUNSET DRIVE

Address 2: |

Address 3: |

City: JuncoLn

County: | Postal: |43235
State: IOR QJ aregon Res Loc Code: IMDDDDDM =Y
Country: [058" Q] Urited states

Address 1: |

Address 2: |

Address 3: |

City: |

County: | Postal: I
State: I Ql

<
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48. | Click the Ok button.

_ I/" NOTE: To enter the Mailing Address, follow the same steps as the primary address.
There is a 25 characters restriction in this address field as well.

NOTE: If the employee uses a different mailing address from his or her primary address,
complete the Mailing Address area. The Mailing Address field is for information
purposes only so it will not go to payroll. It could be used to record an employee's
foreign address.

_ T}I NOTE: After the Hire action is completed and saved, you must immediately create
another action to capture the address for Payroll. Add another row with the same
effective date as the Hire, and use 999-5 NOA. This new row will copy the address you
created in the Hire action, and transmit the address to Payroll.

2 Home
EmpliD;  MNEW EmplRed#: 0
Personal Data First [0 1.0t 1 (] Last
=1
Effective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: FPROCESSED BY HLUIMAN
RESOURCES
Act Type: Hire NOA Code: 10 Empl Status;  Active
Format Using: W Q] United States
Name: [monroE sUSAN R
Prefix: MS h
First Name: |5USAN Middle: |R
Last Name: |MONROE Suffix: I =Y
Gender: ¢ Male  Female Citizenship Status: Fﬂ Ethnic Group: IWh“E- not of Hispanic origin =l
*Date of Birth: 125131957 E  pate of Death: | Draft Status: | =
Disability Code: Eﬂ Mo Handicap Date Entitled to Medicare: Edl
Additional Birth Info Address Information Personal Phone Mumbers  Veterans Infa arital [nfao Education Details
Step Action
49. | Click the Veterans Info link.
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I)I NOTE: If there is no Veterans information, you may skip this step. The Veterans Info
. defaults to None.

Step | Action

50. | - If applicable, change the Veterans Preference from the "None" default using the
dropdown menu.

- Select the Veterans Status from the dropdown menu.

- Select the Uniformed Service or Public Health Service from the dropdown menu.
- Select the Military Separation Status from the dropdown menu.

- Select the Military Grade from the dropdown menu.

51. | - Enter the Military Service Start Date.

- Enter the Military Service End Date.

- Select the Reserve Category from the dropdown menu.

- Enter the Creditable Military Service (months/year).

- Confirm the status of the Veterans Preference RIF checkbox.
To save time, these steps will be completed for you.

-

Home = AdministerWarkforce = Administer\Workforce (USF) = Use = Hire Pleww Window

@ Home 2 worklist * Help S sign Outj

Veterans Info

Veterans Preference: | 5 Puint |
Veterans Status: | Mot a vietnam-Era veteran =]
Uniformed Service: I awy >

Military Separation Status: [NotARRIcable =1  mitary Grade: |E3 =
Military Service Start Date: [12/13/1870 1] End Date: [oarz8n 284

Reserve Categony: I j

Creditable Military Service: I

I Notify Military Pay Center [ vfeterans Preference RIF
[ Military Service Verified [ Disabled Veteran

Step Action

52. Click the Ok button.
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& Homa

EmpliD:  MNEW EmplRedy: 0

Personal Data

=]
Effective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Hire NOA Code: 1m Empl Status:  Active

Format Using: IUBA @/ United States

Narme: |MONROE SUSAN R

Prefix: M3 hd

First Name: |susan Middle: |r

Last Name: [morRroE Suffix: I Y
Genger: ¢ Male & Female Ciizenship Status: [1 | Ethnic Group: |¥/hite, not of Hispanic origin =
*Date of Birth:  |95/13/1957 E  pate of Death: | Draft Status: | [
Disability Code: |09 @] Mo Handicap Date Entitled to Medicare: Edl

Additional Birth Infa Address Information  Personal Phone Mumbers  Yeterans Info Marital Infa Education Details

-

Step | Action

53. Click the Education Details link.

f" NOTE: The Education Details panel will appear upon saving the hire action if the
- education details have not been entered. Education Details must be entered in order to
save the action.

Step Action

54. - Enter the employee's Degree.

- Enter Year Earned/Expected.

- Enter the employee's GPA if applicable.

- Confirm the status of the Graduated checkbox, if known.
- Enter the Major Code.

Note: The Major Codes are the OPM values.

To save time, these steps will be completed for you.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home (2 Winrklis ? Help 3 Sigh Ouf

Education Details

Degree: |1U Q] Associate Degree

Year Earned/Expected:|| 936 GPA: 310 ¥ Graduated
Major Code: |U39295 4 Major: |
School Code: I1 522 al School: |

State: [x =Y Country: |USA Q) I™ Minority Institution
Credit Hours: I Hours Type: I j

Step Action

55. Click the Ok button.

f" Note: To view or modify the Education information once the employee has been hired,
- the user would need to go to Home>Develop Workforce>Manage
Competencies>Use>Education and update the necessary information.

Note: The Education details hyperlink is not enabled when entering the hire in INI. The
Processor must be sure to enter the education details prior to changing the PAR status to
PRO and saving the action.

Step | Action

56. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.

57. | - Confirm the default of "USA" or modify the Country field, if applicable.
- Confirm the default of "PR" or modify the Type/Description field.
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Act Type: Hire NOA Code: 1m Empl Status:  Active

£ Home &) k5 ? Help S Sign Ouf

|»

Format Using: IUSA Q] United States

Namne: |MONROE SUSAN R

Prefix: M3 e

First Name: |susan Middle: |r

Last Name: |MONROE Suffix: I Q
Gender: © Male ' Female Citizenship Status: Irﬂ Ethnic Group: |White, nat of Hispanic origin =l
*Date of Birth:  |25/13/1957 & pate of Death: | Draft Status: | [
Disability Code: E Q| Mo Handicap Date Entitled to Medicare: Edl

Additional Birth Infa Address Infarmation  Personal Phone Numbers  Yeterans Info Marital Infa Education Details

country:|U54 & *Typeescription: | PR = National ID:

B save] (B Previous tab Nest tab B add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2

4

Step Action

58. Click in the National ID field.

_’If; NOTE: The Type/Description field indicates the type of National ID. "PR" is used for
- SSN.

Step | Action

59. | Enter the National ID, which is the employee's Social Security Number (SSN).
Enter the desired information into the National ID field. Enter “105849763".

60. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home

|»

Data Control " Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmpliD:  MNEW EmplRed#: 0
Personal Data
=]
Effective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 1m Empl Status;  Active
Format Using: |UBA Q] United States
Narme: [monroE sUSAN R
Prefix: M3 e
First Name: |5USAN Middle: |R
Last Name: |MONROE Suffix: I =Y
Gender:  Male & Female Citizenship Status: I"_ﬂ Ethnic Group: |#"hie, not of Hispanic orgin =l
*Date of Birth:  |05131957 & pate of Death: [ Draft Status: | =
nec oz moan N6 G Ba Uandican i rdnn o a Ao oo & A

Step Action

61. Click the Jb tab.

Page 20




©N|DEMAND Training Guide

Appointments

o

Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

EmpliD:  MEWY Empl Redy: 0
LJoh Data 5 First [4] 10r 1 [P Last
=]
Effective Date;  11/14/2003 Transaction #/ Seq: 1 PAR Status: ~ PROCESSED BY
HUMAMN
RESOURCES
Act Type: Hire NOA Code: 101 Empl Status:  Active
Position: | ﬂ - - N Posn Mgmt Rcd
*Job Code: - - I position Override
*Agency: Transferred From Agency: I ﬂ
Sub-Agency: Transferred To Agency:
*Business Unit: |DHHS0 Dept of Health and Human Sric Benefits/FEHB Data
‘Department: FEGLIRetirementFICA
“Location: Departrmental Hierarchy
Tax Location:  [MA Q|  nNatapplicable Detail
B save] [EiPrevious tab Next tab [k Add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

62. Enter the desired information into the Position field. Enter *00000051".

f" NOTE: The following fields on this page will populate based upon the Position that has
- been entered:

- Job Code (formerly the "PD#")

- Agency

- Sub-Agency

- Business Unit

- Department (formerly the "Admin Code")
- Location (formerly the "GeolLoc Code")

- Tax Location

Step | Action

63. Click the Benefits/FEHB Data link.
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Home = Administer Workforee = Administer Workforce (USF) = Use = Hire Mew Window =

£ Home

Benefits/FEHB Data

Benefit Record Number: Ib Benefits Employee Status: Active
BAS Group ID: | Q)
Benefit Program: IGVT Q) FEDERAL GOWT EMPLOYEES
 Permanent Elig Fid 1:
" Continuing Coverage Elig Fld 2:
" Temporary Appointment > 1 yr Eligy FId 3:
" Temp Appt < 1yr + FedSvc > 1yr Elig Fid 4:
& Not Eligible Elig FId 5:
Elig Fld 6:
Elig Fid 7:
Elig Fid 8:
| FEHB Date: Bl
Elig Fid 9:
&

4

Step Action

64. | Select the appropriate radio button to indicate FEHB Eligibility, if applicable.
Click the Ok button.

Er" NOTE: The value in the Benefit Record Number field will default to "0". This is correct
- for nearly evey hire action you do, with one exception: For Consultants, enter the value
Of ll1ll.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home (2 Winrklis 3 Sigh Ouf

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

EmpliD:  MEW EmplRedy: 0

LJoh Data First [4] 10r 1 [P Last
=]
Effective Date;  11/14/2003 Transaction #/ Seq: 1 PAR Status:  PROCESSED BY
HURMAMN
RESOURCES
Act Type: Hire NOA Code: 101 Empl Status:  Active
Position: 0oogoost ﬂ WG- 6907- 06 MATERIALS HAMDLER - Posn Mgmt Red
* Job Code: N92388 WG- B907- 06 MATERIALS HANDLER I position Override
*Agency: HE Department of HHS Transferred From Agency: I 4l
Sub-Agency: |17 Pragram Support Center Transferred To Agency:
*Business Unit: |P3C00 Prograrn Support Center Benefits/FEHB Data
‘Department:  |[PEC4 Pharmacy Services Branch FEGLURetirementFICA
*Location: 241195015 Perry Point Depatmental Hierarch
Tax Location:  [MA QJ Not Applicable Detail
B save] [EiPrevious tab Next tab B Add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

65. Click the FEGLI/Retirement/FICA link.
[EEGLUREtirernentFICA |

66. | - Confirm the default of "CO0" ("Basic Only") or modify the FEGLI Code.

- Confirm the default of "K" ("FERS and FICA") or modify the Retirement Plan.

- Select the FERS Coverage from the dropdown menu, if applicable.

- Select the Previous Retirement Coverage from the dropdown menu, if applicable.
- Confirm the default of "9" (Not Applicable) or modify the Annuitant Indicator.

- Enter the Annuity Commencement Date, if applicable.

67. | For CSRS Frozen Service, enter the appropriate service time, if applicable.

;’Ai} NOTE: In CSRS Frozen Service, this time span can be entered as a four-number code.
The first and second positions indicate the number of years, while the third and fourth
positions indicate the number of months. For example, a time span of 5 years and 3
months would be entered in CSRS Frozen Service as 0503.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home

FEGLI/Retirement Data/FICA

FEGLI Code: 0 Q) Dasic Only
Post 65 Basic Life Reduction: =Y

r Living Benefits Coverage Amount:

Retirement Plan: IK_Q FERS and FICA
FERS Coverage: | automnatically Covered By FERS x|
Previous Retirement Coverage: I Mever Covered j
Annuitant Indicator: IQ_ A motepplicable
Annuity Commencement Date: I
CSRS Frozen Service: 0000
| FICA Status-Employee: IN_ al

Step Action

68. Click the Ok button.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

EmpliD:  MEW EmplRedy: 0
=]
Effective Date;  11/14/2003 Transaction #/ Seq: 1 PAR Status:  PROCESSED BY
HURMAMN
RESOURCES
Act Type: Hire NOA Code: 101 Empl Status:  Active
Position: 0oogoost ﬂ WG- 6907- 06 MATERIALS HAMDLER - Posn Mgmt Red
* Job Code: N92388 WG- B907- 06 MATERIALS HANDLER I position Override
*Agency: HE Department of HHS Transferred From Agency: I 4l
Sub-Agency: |11 Pragram Support Center Transferred To Agency:
*Business Unit: |P3C00 Prograrn Support Center Benefits/FEHB Data
‘Department:  |[PEC4 Pharmacy Services Branch FEGLURetirementFICA
*Location: 241195015 Perry Point Depatmental Hierarch
Tax Location:  [MA QJ Not Applicable Detail
B save] [EiPrevious tab Next tab B Add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

69. Click the Position tab.
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Home = Administer Workforee = Administer Workforce (USF) = Use = Hire Mew Window =

£ Home

j Data Control ' Fersonal Data Job | Position Y Compensation | Employment1 " Employment 2

EmpliD:  MEWY Empl Redy: O
Position Data =
=]
Effective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 101 Empl Status:  Active
LEO Position: INDt Applicable 'l ™ SF-1136 Ceiling *Regular Shift INotAppIicabIe -l
POL e183]  psc Shift Rate [Factor: |
*Pay Group: I 4
Pay Frequency: Work Period: IW g Holiday Schedule: I ﬂ
Earnings Program:
Type Appt: |Career (Competitive Svec Perm) j
*Employee Type: I_ g
Employee lﬁ Posn Occupied: I Excepted El
Classification: = | Work Schedule: I Full Time 'l e, I Primary 'l
RegTemp:  [Reaular | \ i [Noneemst 7] .
ELSASLItE: LICNEXE A Zl I adds to FTE Actual Count
Supervisor Level:  All Other Positions
Medical Officer: Mot Anplicable “Standard Hours:  [40.00 FiE:
B s=2ve]  ((EiPrevious tab Next tab B Add

Step Action

70. | Click in the *Pay Group field.

;,'r/' NOTE: The following fields will populate based on the position selected:
- LEO Position
- Regular Shift
- POI
- Pay Group
- Holiday Schedule
- Work Period
- Reg/Temp
- Posn Occupied
- Work Schedule
- FLSA Status
- Supervisor Level
- Medical Officer
- Standard Hours (Also known as Base Hours. Be sure this value is per week.)

Step Action

71. | Enter the desired information into the *Pay Group field. Enter "GSB".

72. | Click the SF-113G Ceiling checkbox, if applicable.

73. | Click the Employee Classification list.
I |
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Step | Action

74. | Select the Employee Classification from the dropdown menu, if applicable.
NOTE: This field is only used for Indian Preference.
Click the blank field.

75. | Click the Type Appt list.
||Career(0u:umpetitive S Parm) j|

76. | Select the Type Appt from the dropdown menu.
Click Career-Conditional (Comp Perm)
|Career—00nditinna| {Comp Perm) |

-

Home = AdministerWarkforce = Administer\Workforce (USF) = Use = Hire ey Window

& Home ; dis % Help S Sign ouf

|»

j Data Control | Personal Data Jab | Position Yy Cornpensation | Employrent1 " Erployment 2

EmpliD: MEW Empl Rcdy: 0
Position Data First (4 1 or 1 [P] Last
=]
Effective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 1m Empl Status;  Active
LEO Position: INUI Applicable 'l ¥ SF-113G Ceiling *Regular Shift: Mot Applicakble vl
ot [+183 FEe Shift Rate /Factor:
*Pay Group: IGSEI g GEMERAL SCHEDULE BMWYEEKLY
Pay Frequency: BiweeklyB wWork Period: |‘f\r Q' Holiday Schedule: |FEDH0L =Y Federal Holiday Schedule
Earnings Program: G35 —
Type Appt: |Career—CondltlonaI(Comp Permj
*Employee Type: IE_ ﬂ Excep Hrly
Employee I—Ll Posn Occupied: I Excepted
Classification: - = Work Schedule: I Full Time = . ary
*Reg/Temp: I j ’ i l—Ll "
REEMTEES || MeneEm I Adds to FTE Actual Count
Supervisor Level:  All Other Positions
Medical Officer; Mot Applicable *Standard Hours: |4U-UU FTE: I -

FI Savel (B Previous tab | Nest tab | I?TAdd' hd
]

vl

Step Action

77. | Click the Compensation tab.
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£ Home

Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

j Data Control ' Fersonal Data Job  Position " Compensation _ Employment1 " Employment 2

EmpliD:  NEW Empl Redy: 0
Compensation Data

First (4] 1ot 1 [P] Last

¥

Effective Date;  11/14/2002 Transaction# | Seq: 1 PAR Status: PROCESSED BY F=1
HUMAMN RESOURCES

Act Type: Hire NOA Code: 101 Empl Status:  Active

Pay Rate Determinant: Feqgular Rate

; & Pay Basis: |F'erH0ur =
Pay Plan /*Table/Grade: IWG 027R IDG Step: IU_ @ step Entry Date: I
Rind PPTable/Grade: I I I Step: IU_ Grade Entry Date: |1 11472003

Base Pay. I Compensation Frequency: Hourly
Loc/LEOQ Adjust: 0.oo Annuity Offset Amount:
Adjusted Base Pay: l— O Benefit Base Override FEGLI Base: I—
Total Pay: I

Other Pay Infarmation Expected Pay Accounting Infa

B s=ave] (EiPrevious tab Next tab

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2

Bradd)

Step Action

78. | Click the Pay Rate Determinant list.

Regular Rate

;,'r/' NOTE: The following fields default based upon the position selected:

- Pay Basis
- Pay Plan
- Table

- Grade

Step | Action

79. | Select the Pay Rate Determinant from the dropdown menu.
Click Regular Rate

; I/" NOTE: If the employee is on a Retained Pay Grade, Pay Plan or Special Rate, you

should select the appropriate option on the drop down and modify the Rtnd
PP/Table/Grade fields accordingly.

Step | Action
80. | Double-click in the Step field.
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81. | NOTE: For those employees who do not have a step, enter a "0" in the Step field.

Enter the desired information into the Step field. Enter "1".

_,A;/’ NOTE: The page can not be saved until the Step is entered. After the Step is entered,
- the following fields will populate:

- Step Entry Date

- Base Pay
- Loc/LEO Adjust
- Total Pay
- FEGLI Base
Step | Action
82. | If the employee is an annuitant, enter the Annuity Offset Amount. The annuity offset
amount should be an annual amount.
83. | Click the Accounting Info link.
@ Home @ Worklist * Help
Home = AdministerWorkforee = AdministerWorkforce (USF) = Use = Hire e Wind owy

Accounting Information

Job Earnings Distribution: " ByHours " By Percent * None

Compensation 0.000000 Standard Hours: 40.00
Rate:
GL Pay Type: I Account Code: | ﬂ

W Al First (4 10r 1 [M] Last
Business Unit  Department Job Code  Position Shift Earn Code [+][—]
| ] | =Y Q al 52 I Y
GLPayType  Account Code Standard Hours ~ Percent of

Distribution

| | |
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Step Action
84. | Click in the Account Code field.
| |
85. | Enter the CAN in the Account Code field.
Enter the desired information into the Account Code field. Enter "1921037R".

@ The Common Account Number (CAN) is a required field and must be entered to process
the appointment. Once the Hire has been HR Processed, if the CAN was keyed
incorrectly, it is the Personnelist's responsibility to process a 002 correction and correct
the CAN. A manual modification is sent to payroll to update the old and new Can fields.
If a CAN was incorrectly issued for hire or conversion, then notify your Financial
Management Office. Your Agency's Financial Management personnel would need to
correct the CAN to ensure that the funds are allocated appropriately. Follow current

policy. If a CAN is new and does not yet exist in EHRP, notify the Financial
Management Office.

Step | Action

86. Click the Ok button.

-

Home = AdministerWarkforce = Administer\Workforce (USF) = Use = Hire Pleww Window

@ Home @ 5 2 Help S sign Outj

j Data Control | Personal Data Jab  Position " Cornpensation _ Employrent1 " Erployment 2

EmpliD:  MEW Empl Redy: 0
Compensation Data First [4] 1014 [#]
F
Effective Date: 11/14/2003 Transaction # | Seq: 1 PAR Statys: PROCESSED BY EI
HUMAMN RESOURCES
Act Type: Hire NOA Code: 101 Empl Status:  Active
Pay Rate Determinant; | Regular Rate = Pay Basis: [FerHour ]

Pay Plan / *Table/Grade: lm IUQ?R IDS Step: |1_g Step Entry Date: |1 111472003
Rtnd PP/Table/Grade: l_ I I Step: IU_ Grade Entry Date: |1 101472003

Base Pay. I1 5.080000 Compensation Frequency: Hourly
Loc/LEO Adjust: ID an Annuity Offset Amount; I
Adjusted Base Pay: I I Benefit Base Override  FEGLI Base: W
Total Pay: |1 a5.09

Other Pay Infarmation Expected Pay Accounting Infa

& save ) Previous tab Next tab e Audd

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2
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Step | Action
87.

Click the Employment 1 tab.

-

Home = AdministerWarkforee = Administer Waorkfarce (USF) = Use = Hire

& Home

T Yin do
j Data Control | Personal Data Joh

 Position " Carnpensation " Employrment 1 {_Emplayment2

EmpliD: ~ NEW Empl Reds: 0

Employment Data 1

+1[=]
Effective Date:  11/142003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMARN

RESOURCES
Act Type: Hire NOA Code: 101 Empl Status:  Active
EOD Dt: Hire NTE Dt: Mand Retire Dt: | Ejl ExDates Filing Position Data
Rehire Dt: Separation Dt: Next Review Dt: I EJ  applDala
"Leave: |11”‘”2003 EJ  Retire: |1”1‘”2003 Edl Conv Begin Date: | Edl
RIF: |11r14r2003 B 1ep: |11f1412003 |

Career Conv Date: 114i2006 [l

LEO: I Sev Pay: I”” 442003 Edl Career-Cond Conv Date: Edl

WG| Status: IWaitmg v Hon-Pay Hours
WGE

WG| Due Date: | El LEDate:

B save (5 Previous tab Next tab

0.00 Last Increase Dt: I— @
B Intermittent Days Worked: ID

Erdd)
Data Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Emploviment 2

Step | Action
88.

Click the Filling Position Data link.

Filling Position Data
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home (2 Worklis ? Help 3 Sigh Ouf

Filling Position

EmpliD: MEW Effective 11/14/2003
Date:

Filling Position Data First (0 106 1 [M] Last

Position Filled By: Mot Anplicable

Step Action

89. | Click the Position Filled By list.

Mot Applicahle

90. | From the dropdown menu, select the correct method by which the position has been

filled.

Click Career Promotion - Other

|CareerF‘rDthinn- Other |
91. Click the Ok button.
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Home = Administer Workforee = Administer Workforce (LUSF) = Use = Hire

£ Home

Iy Wiin d oy

/ Data Control | Personal Data |~ Joh

\ Position " Compensalion ™ Employment 1 Y_Emplayment2

EmpliD:  MEW Empl Reds: 0

Employment Data 1

First (4 1.0r 1 [#] Last
=]
Fffective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 1m Empl Statys: Active
EOD Dt: Hire NTE Dt: Mand Retire Dt: I @ Exp Dates  Filling Position Data
Rehire Dt: Separation Dt: Next Review Dt: I Bl ApptDate
4 eave: |"”'I 42003 Bl Retire: |"”'I 42003 Edl Conv Begin Date: | Edl
RIF: |11:1 yzo0z Bl ygp: |11I1 4iz003 [ Career Comv Date: 11 4iz006 [
LEO: I Sev Pay: |1 1/14i2003 Bl Career-Cond Conv Date: Edl
WGl Status: IWamng v Non-Pay Hours 0.00 Last Increase Dt: I (Ex1]
WG
WG| Due Date: | Bl L@ Date: El mtermittent Days Worked: IIJ
B s=2ve]  ((EiPrevious tab Next tab EAdd

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

92. | Click the Appt Data link.

93. | From the dropdown menu, select the Special Employment Program, if applicable.

NOTE: This is where the Special Program 1D would be entered.
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o

Home = Administer Workforee = Administer Workforce (LUSF) = Use = Hire

Appointment Info

@ Home @ Worklist * Help

Iy Wiin d oy

Nature of Action Code:

Current Appointment Auth #1:

Current Appointment Auth #2:

Benefit Record Number: IU Severance Pay Previous Weeks: IU_

| Amount: Hours: I— Days: I—
Special Employment Program: | Mot Applicable j
\Welfare to Work: | Mot Apnlicable =l

S Sign Ouf

Step Action

94. | NOTE: There is no need to change the default for Welfare to Work.

Click the Ok button.

95. In the Service Computation Dates section,

- Modify the Leave date, if applicable.

- Modify the RIF (Reduction in Force) date, if applicable.

- Enter the LEO (Law Enforcement Officer) date, if applicable.
- Modify the Retire date, if applicable.

- Modify the TSP (Thrift Savings Plan) date, if applicable.

- Modify the Sev (Severance) Pay date, if applicable.
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Home = Administer Workforee = Administer Workforce (LUSF) = Use = Hire

£ Home

Iy Wiin d oy

/ Data Control | Personal Data |~ Joh

\ Position " Compensalion ™ Employment 1 Y_Emplayment2

EmpliD:  MEW Empl Reds: 0

Employment Data 1

First (4 1.0r 1 [#] Last
=]
Fffective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 1m Empl Statys: Active
EOD Dt: Hire NTE Dt: Mand Retire Dt: I @ Exp Dates  Filling Position Data
Rehire Dt: Separation Dt: Next Review Dt: I Bl ApptDate
4 eave: |"”'I 42003 Bl Retire: |"”'I 42003 Edl Conv Begin Date: | Edl
RIF: |11:1 yzo0z Bl ygp: |11I1 4iz003 [ Career Comv Date: 11 4iz006 [
LEO: I Sev Pay: |1 1/14i2003 Bl Career-Cond Conv Date: Edl
WGl Status: IWamng v Non-Pay Hours 0.00 Last Increase Dt: I (Ex1]
WG
WG| Due Date: | Bl L@ Date: El mtermittent Days Worked: IIJ
B s=2ve]  ((EiPrevious tab Next tab EAdd

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

96. | Click the Employment 2 tab.

I/" NOTE: The Career Conv (Conversion) Date will default to 3 years from the effective
- date when the conditional tenure is selected on the Employment 2 page.

NOTE: The WGI Status will default to "Waiting."

NOTE: The WGI Due Date will populate automatically. THIS IS WGI DUE DATE,
NOT WGI START DATE.

Step Action

97. Enter the employee's Union Code, if applicable.
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o

Home = Administer Workforee = Administer Workforce (USF) = Use = Hire Mew Window =

£ Home

j Data Control ' Fersonal Data Job \ Position " Compensation " Employment 1 4" Employment 2 \_

EmpliD:  MEW EmplRedy: 0
Employment Data 2
=]
Effective Date;  11/14/2003 Transaction #/ Seq; 1 PAR Statys: PROCESSED BY
HUMAMN RESOURCES
Act Type: Hire NOA Code: 1m Empl Status:  Active
Bargaining Unit: | PSC BARGAINING UNIT Probation Date: | )]
l— SES Probation
Union Code: @
Date:
Union Anniversary | SupvManager Ed
Date: Probation Date:
Reports To Position: | qJ
Supervisor ID: Begin Date: f Bt
Tenure: I :I' Expires Date: @
Eh ]
Pay Plan/Grade: I = I Compifrea Level: ID3 IDU STV ST
RIF Series: I g Mon Pay Data Security Info
Bl save] [(EiPrevious tab [ dd
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 -

Step Action

98. | Confirm or enter the appropriate Reports To Position for the employee.
NOTE: The Reports To Position field is required for automatic actions.
Click in the Reports To Position field.

j NOTE: The following fields default based on the position selected:

- Bargaining Unit
- Reports To Position

Step Action

99. Enter the desired information into the Reports To Position field. Enter
"00000049".

100. Click the Tenure list.

101. Select the appropriate type of tenure.
Click Conditional
Condfional ]

102. As applicable, enter the employee's compensation area and level in the Comp
Level field.
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f" NOTE: In EHRP, the Comp Level is a 3 digit code. Therefore, when a user enters a 3
- character Comp Level Code, the Payroll Interface will automatically add a "0" to the
beginning of the Comp Level Code when transmitting that data to Payroll.
NOTE: Users should no longer enter any data related to the Comp Area field. The
entire Comp Level code should be entered into the Comp Level field only.
Step Action
103. In the Probation Date, enter the completion date for the employee's
probation.
NOTE: If this employee is a SES or Supervisor/Manager enter the probation
completion date in the appropriate field.
104. As applicable, enter the employee security information in the Security Info
hyperlink.
@ Home
Home = AdministerWarkforce = Administer\Workforce (IUSF) = Use = Hire Tl Vilind o |
j Data Control | Personal Data Job  Position " Compensation " Erployment 14" Employment 2 \L
EmpliD:  MEW EmplReds: 0
Employment Data 2
Effective Date:  11/14/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY EI
HUMAMN RESOURCES
Act Type: Hire NOA Code: 101 Empl Status: Active
Bargaining Unit: |2500 PSC BARGAINING UNIT Probation Date: | B
@S l— SES Probation @
Date:
Union Anniversary | SupvManager Edl
Date: Prohation Date:
Reports To Position: [00000043 Q] BRANCH CHIEF
Supervisor ID: I Begin Date: I @
Tenure: IIndeﬂnlte j' Expires Date: EJ
Pay Plan/Grate: I_ﬂ l_ CompiArea Level: la IUU Ehone bibre
RIF Series: l_g Mon Pay Data Security Infa
B s=2ve]  ((EiPrevious tab B Add
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 -
Step Action
105. Return to the Data Control tab and change the PAR Status according to your
role.
Click the Data Control tab.
106. Click the Save button.
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i,'(’ NOTE: Document the employee identification number (EMPLID) to facilitate
- processing benefits and pay documents.

Step Action
107. End of Procedure.
TSP Setup

Introduction
In order to later capture the employee's Thrift savings Plan election, you must set them up under
the Savings Plan.

Procedure

The following steps detail the procedure for capturing the employee's Thrift Savings Plan
election.

o

Home

@ Home 2 Worklist 2 Help S Sign Outl

—
@ Develop YWorkforce
@ Administer Workforce
@ Compensate Employess
@ Define Business Rules
@ He Process Menu
@ Help PoC Online

@ PeopleTools
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1. Click the Compensate Employees link.
[2 Compensate Emplovees|
2. Click the Administer Base Benefits link.
[2 Administer Baze Benefits]
3. Click the Use link.
4. Click the Savings Plans link.

-

Home = Compensate Emplovees = Administer Base Benefits = Use = Savings Plans Mewy Window

- Help

Savings Plans

Find an Existing Value

EmpliD: 1

Empl Red Mor: ]

Mame: |

Last Mame: |

Alternate Character Name:l

Personnel Status: | |

[~ Include History [~ Correct History

S Sign Out]

Step

Action

Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "MONROE".

Click the Search button.

Select the appropriate employee's record.
Click MONROE, SUSAN R

The Plan Type field (TSP) will default to "42".
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-

& Homa @ Worklist ® Help S Sign Outl
Horme = Compensate Ernployees = Administer Base Benefits = Use = Savings Plans Mews Windovy
{m\\_
MONROE,SUSAN R ID: 00083343 Empl Rcd#: 0

™ Highly Compensated

Find |Wiew Al First (0 10814 [ Last

*Plan Type: |42 Q| Thrift Savings Plan +1=]
Eind | View &l First [ 1011 [P] Last
“Coverage Begin Date: I @ *TSP Status Date: I @ *Deduction Begin Date: I @EI
*TSP Status Code: [May *Election Date: |1 2/02/2003 ]
Participation Election: FElect CWaive  Terminate
Benefit Plan: ﬂ Option:
& Flat Amount | = & Flat Amount | =
" Percent of Gross ” Percent of Gross I
Employee Status: Active Annual Excess Credits:
Benefit Program: GOVT
B save) (ClRetunto Search | [+E NextinList) [+= A Al Include History ) | [ Comact History
] 3

Step | Action

10. | Click in the *Coverage Begin Date field.

11. | Enter the Coverage Begin Date (same as Effective date of the Hire); this date will
also populate the Deduction Begin Date and Election Date fields.

Enter the desired information into the *Coverage Begin Date field. Enter
"11/14/2003".

12. Click in the *TSP Status Date field.

L]

13. | Enter the TSP Status Date. (same as Effective date of Hire)
Enter the desired information into the *TSP Status Date field. Enter "11/14/2003".

14. | Click the Lookup TSP Status Code button.
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o

dome = Compensate Emplovees = Administer Base Benefits = Use = Savings Plans

£ Home

Select one of the following values:

E |[Etiuinle (FERS & cSRS)
|1—\Wait\ng 2 Open Season
E\Waitmm Open Season

[0 [rut Applicable

2 [Stopped Before Gvt Cantrib.
[T [Stonped v Stats Prior

[ [Participant, Mo Gv Cantrib
[t |Participating (FERS & CSRS)

ey Wiind oy

Step Action
15. Select the correct value for the TSP Status Code field.

Click Eligible (FERS & CSRS)
[E TEliuible (FERS & CSRS) |
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@ Home
Home = Compensate Employees » Administer Base Benefits = Use = Savings Plans e Window
{ Elections %

MONROE, SUSAN R

ID: 00083393 Empl Reo#: 0
I Highly Compensated

*Plan Type: |42 Q| Thrift Savings Plan +1[=]

First (4] 10t 1 [P Last

“Coverage Begin Date: [117142003 E| +1sp Status Date: [1111412003 B “Deduction Begin pate: |1171472003 EI[+][=]
TSP Status Code:  [E (@ *Hlection Date; | 12/022003 5]

Participation Election: " Elect & waive  Terminate

Benefit Plan: Option:

Employee Status: Active
Benefit Program: GOVT
B save) (QRetunto Search ) (45 NestinList) (1o L) [ 000e 0o ) | Elinlude History ) ([ Conest History

4

Step Action

16. Click the Save button.

17. | The employee's Thrift Savings Plan election is saved.
End of Procedure.

Page 42




©N|DEMAND Training Guide

Appointments

Transfer

In EHRP, when an employee transfers to HHS from another Federal agency, the employee will be
processed like a new hire. The employee's data will be entered in the pages of the Hire page
group with the NOA code of 130-0.

Transfer

Introduction

In EHRP, when an employee transfers to HHS from another Federal agency, the employee will be
processed similar to a new hire. The employee’s data will be entered in the pages of the Hire page
group with the NOA code of 130-0.

Procedure

The following steps detail the procedure for processing a Transfer.

Step | Action

1. Before beginning to process a transfer, be sure to make note of the position number
to which the employee will be assigned.

-

Home

& Home @ Worklist * Help S Sign ouf

—
< Develop Yyaorkforce

2 Administer Workforce

@ Compensate Emplayees

2 Define Bugsiness Rules

W He Frocess Menu

@ Help Pal: Online

@ FPeopleTools

Page 43



Training Guide
Appointments

ONDEMAND

PERSONAL NAVIGATOR

Step | Action

2. Click the Administer Workforce link.
[2 Administer Warkfarce|

3. Click the Administer Workforce (USF) link.
[2 Administer warkforce (USFY

4, Click the Use link.

5. Click the Hire link.

Hire

-

Home = Administer Warkforce = Administer Waorkforce (USF) = Use = Hire I Wit d o

- Help

Hire

Add a New Value

EmpliD: INEW
Ernpl Red Nbr:ID

Add

S Sign Out]

Step Action

6. NOTE: Do not change the Empl Rcd Nbr. It must remain "0."
Click the Add button.
Add
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home @ Worklis S Sign Out

J( Data Control _ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmpliD:  NEW Empl Redg: 0
Data Control
Actual Effective Date: Il E) Proposed Effective Date; ' 2/0=/2003 [+1=1
Transaction #/ Sequence: I_ I_ Mot To Exceed Date:
“Action: HIR Hire PAR Status FRO Q| PROCESSED BY HUMAR
RESOURCES
*Reason Code: ﬂ Contact Emplid: ﬂ
HOA Code: Ql :::‘ e
Authority (1): ﬂ I I
Authority (2): Q| [ O
PAR Request#: PR 7= PAR Remarks Award Data  Tracking Data  geverance Pay
I Print SF-50 |
B s=ve Next tab B Add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

7. In the Actual Effective Date field, type the date the appointment is to become
effective in the system.

Enter the desired information into the Actual Effective Date field. Enter
"'12/04/2003".

T}I NOTE: The EmplID will default in as "New" until the Save button is clicked. EHRP will
- then autogenerate a sequential EmplID for the employee. Do not save until all required
fields are completed.

_* NOTE: The Proposed Effective Date field is populated by default with the date entered
- in the Actual Effective Date field. Since human resources personnel processing a request
have final authority on when the action becomes effective, and they will enter the official

actual effective date, but the proposed effective date will remain unchanged.

NOTE: The Transaction #, will populate with a value of "1."

@ The Calendar icon represents a date prompt. Clicking this button will produce a pop-up
calendar for reference. To select a specific date from the pop-up calendar as the field
entry, simply click on the date. Use the arrows to move through the months and years.
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Step | Action

8. Click in the *Reason Code field.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.

Step Action

9. Enter "XFR" (Transfer) in the Reason Code field.
Enter the desired information into the *Reason Code field. Enter "XFR".

10. Click in the NOA Code field.

]

11. | Inthe NOA (Nature of Action) Code field, enter "130."
Enter the desired information into the NOA Code field. Enter "130".

12. Click in the NOA Ext field.

13. Enter the desired information into the NOA Ext field. Enter "0".

I)' NOTE: The NOA Ext has been carried over from the IMPACT 4-digit NOA codes. If,
- for example, the NOA Code in IMPACT was "130-0," the NOA Code in EHRP is "130"
with a NOA Ext of "0."

Step Action

14. | Enter the applicable authority in the Authority (1) field.
Click in the Authority (1) field.

15. | Enter the desired information into the Authority (1) field. Enter "ABT".

16. | Inthe PAR Request # field, enter the applicable PAR Request number.
Click in the PAR Request# field.

17. | NOTE: This field is not required but can be used for PAR request tracking purposes.
Enter the desired information into the PAR Request# field. Enter "0003790024".

18. Click the PAR Remarks link.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

S Sign Ouf

PAR Remarks
PAR Remarks

Remark CD: EI
al ™ Insertion Required

Step Action

19. | Enter the applicable Remark CD (Code) and tab out of the field to see the text of the
remark.
Enter the desired information into the Remark CD field. Enter "A01".

20. | Press [Tab].

21. Click the Ok button.

; I/" NOTE: To add additional remarks, use the Add a new row button to insert a row.

NOTE: If the Remark CD contains a "****"| you must replace the asterisks with
specific information. (i.e. this field may prompt you to enter date)

NOTE: Within the EHRP system, there is no limit to the number of remarks that can be
captured.

;’A;/’ NOTE: To enter freeform comments, enter "ZZZ" in the Remark CD field. Enter
applicable remark text in sentence format. Text should fill the line. Once the line is
filled, move to the next line. There is no autowrap feature. Do not hyphenate across
lines. If a word requires hyphenation, move it to the next line. Do not use bullets or
dashes. The "ZZZ" remark can only be used once for each personnel action.
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@ The system does not generate or suggest mandatory remarks that need to be entered in
accordance with the NOA Code you are processing. Use the appropriate remarks based

on OPM processing guidelines. There will no longer be HHS specific remarks for entry,
except for the freeform Z2ZZ.

-

Horme = Adrminister\Workforee » Administer\Workforce (USF) = Use > Hire e Wiind o

& Homa

J.f Data Control 4 Personal Data Jab | Pasition ' Cornpensation | Employment 1 Employment 2,

EmpliD:  MEW Empl Redy: 0

Actual Effective Date: [rzi0arz005 &)

Proposed Effective Date: 12/04/2003

Transaction #/ Sequence: F |1_ Mot To Exceed Date: @
*Bction: HIR Hire PAR Status PRO Q| PROCESSED BY HUMAN
RESOURCES
*Reason Code: ["FR Q] Transfer Contact Emplic: =Y
HoA Code: 130 (@ Transfer noa [0 [Q
Ext:
Authority (1): BT (] |Reg. 330.707 CLG. Chgto [lower grade under ICTAP.

Authority (2): Q| [ O
PAR Request#: Print SF-52 | A R PTIPTCTEg
PAR Remarks Award Data  Jracking Datz L}

IDDDBT90024 Print SF-50 |

B save Next tab

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Eradd

Step | Action

22. Click the Personal Data tab.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

@ Home 2 Worklist 2 Help S Sign Outl

|»

Data Confrol " Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmpliD:  MNEW EmplRed#: 0
Personal Data First (4 11 1 [P Last
=]
Effective Date:  12/04/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Status;  Active
FormatUsing:  |UBA Q] United States
Name: |
Prefix: I j'
First Name: | Middle: |
Last Name: | Suffix: I g
Gender: © Male * Female Citizenship Status: I_ﬂ Ethnic Group: I =l
*Date of Birth: @ Date of Death: I Draft Status: I j
e vira e meae. 08 Q] Ria Uandican PV I - | =7
Step Action
23. Click the Prefix list.
24. | Select the Prefix to the employee's name from the dropdown menu.
Click MR
25. | Press [Tab].
26. Enter the desired information into the First Name field. Enter "NATHAN".
27. | Inthe Middle field enter the employee's middle name or middle initial, as applicable.
Click in the Last Name field.
I |
28. Enter the desired information into the Last Name field. Enter "JONES".

f" NOTE: While EHRP accepts last names with an apostrophe, the legacy system does not.
- For last names with an apostrophe, leave a space in lieu of the apostrophe. For
hyphenated last names, leave a space in lieu of the hyphen.

Step

Action

29.

Enter the Suffix (i.e. Jr, Sr) for the employee, if applicable.
Select the appropriate radio button for Gender.
Click the Male option.
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;,'r/' NOTE: The Name field (grayed out) will populate with the employee's full name.

NOTE: If the suffix you want to use is not available, add the suffix to the end of the last
name field.

Step Action

30. | Enter the Citizenship Status.
Click the Lookup Citizenship Status button.

-

Home = Administer Warkforce = Administer Waorkforce (USF) = Use = Hire I Wit d o

@ Home 2 worklist # Help S Sign Out

Lookup Citizenship Status

citizenship Status:| |

Advanced Lookup

Step | Action

31. | Click the Lookup button.

32. | Select the desired Citizenship Status.
NOTE: The default is "1" for US citizen.
Click U.S. Citizen

1S, Citizen
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

@ Home 2 Worklist 2 Help S Sign Outl

|»

Data Confrol " Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmpliD:  MNEW EmplRed#: 0
Personal Data view Al First (0 1011 [P] Last
=1
Effective Date:  12/04/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Status;  Active
Format Using; IUBA Q] United States
Narme: [ronEs HaTHAN
Prefix: MR e
First Name: |NF\TH9‘\N Middle: |
Last Name: |J0NES Suffix: I =Y
Gender: © Male © Female Citizenship Status: I"_ﬂ Ethnic Group: I =l
*Date of Birth: @ Date of Death: I Draft Status: I j
reecnmm s INE Q] e Uandican PoCd o rane i mEe oo Gl bt

Step Action

33. | Click the Ethnic Group list.
I |

34. | Select the Ethnic Group from the dropdown menu.
NOTE: Upon save, this field will diasappear from view.
Click White, not of Hispanic orgin

IWhite, not of Hispanic arigin I

35. Click in the *Date of Birth field.

I

36. Enter the desired information into the *Date of Birth field. Enter "06/07/1966".

37. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.

38. | Enter the Disability Code if applicable.
NOTE: This field will default to "05," i.e., "No Handicap."
NOTE: Upon save, this field will disappear from view.

_’If; Only one disability will be recorded. If the employee has multiple disabilities, enter the
- disability that is most limiting to the employee.

Step | Action

39. | Click the Address Information link.

Page 51




DEMAND

PERSONAL NAVIGATOR

Training Guide ON
Appointments

Step | Action

40. | - Confirm the default country of USA or enter another country.

- Enter the address in the Address 1 field. NOTE: The Address 1 field is restricted to
25 characters.

- Enter the City. The City is restricted to 13 characters.

- Enter the Postal (Zip) code.

- Enter the State.

To save time, these steps will be completed for you.

o

@ Home 2 Worklist 2 Help S Sign Outl

s

Country: [Usa Q) urited states

Address 1 |545 MAIN

Address 2: |

Address 3: |

City: |HOWARDSVILLE

County: Postal: W

State: |DE QJ Delaware Res Loc Code: |100237003| (Y]

Country: [Uza Q) united states

Address 1: I

Address 2: I

Address3: |

City: I
County: | Postal: [
State: [ Y

Step | Action

41, Click the Ok button.

f" NOTE: To enter the Mailing Address, follow the same steps as the primary address.
- There is a 25 characters restriction in this address field as well.

NOTE: If the employee uses a different mailing address from his or her primary address,
complete the Mailing Address area. The Mailing Address field is for information
purposes only so it will not go to payroll. It could be used to record an employee's
foreign address.
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;’Ai} NOTE: After the Hire action is completed and saved, you must immediately create
another action to capture the address for Payroll. Add another row with the same
effective date as the Hire, and use 999-5 NOA. This new row will copy the address you
created in the Hire action, and transmit the address to Payroll.

& Homa & Worklis ? Help S Sign Outl
EmpliD:  NEWY EmplReds: 0 [
Personal Data
=]
Effective Date: 12/04/2003 Transaction #/ Seq: 1 PAR Status: FROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Status:  Active
Format Using: IUBA @/ United States
Narme: JJONES NATHAN
Prefix: MR hd
First Name: |MATHAN Middle: |
Last Name: Joones Suffix: I Y
Gender: © Male " Female Ciizenship Status: [1 | Ethnic Group: |¥/hite, not of Hispanic origin =
*Date of Birth:  |08/07/1986 | pate of Death: | Draft Status: | [
Disability Code: |09 @] Mo Handicap Date Entitled to Medicare: Edl
Additional Birth Infa #ddress Informatio Personal Phane Mumbers  Waterans Info Marital Infa Education Details
-

Step | Action

42. | Click the Veterans Info link.
NOTE: If there is no Veterans information, you may skip this step. The Veterans Info
defaults to None.

eterans Info)

43. | - Change the Veterans Preference from the None default using the dropdown menu,
if applicable.

- Select the Veterans Status from the dropdown menu.

- Select the Uniformed Service or Public Health Service from the dropdown menu.
- Select the Military Separation Status from the dropdown menu.

- Select the Military Grade from the dropdown menu.

44. | - Enter the Military Service Start Date.

- Enter the Military Service End Date.

- Select the Reserve Category from the dropdown menu.

- Enter the Creditable Military Service (months/year).

- Confirm the status of the Veterans Preference RIF checkbox.
To save time, these steps will be completed for you.
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-

Horme = Adrminister\Workforee » Administer\Workforce (USF) = Use > Hire e Wiind o

& Homa

Veterans Infe

‘Yeterans Preference: had

Veterans Status: | Mot indicated =l

Uniformed Service: I j'
Military Separation Status: I j' Military Grade: Iﬁ
Military Service Start Date: | Bl End Date: |

Reserve Categony: I j

Creditable Military Service: I

™ Motify Military Pay Center [~ Veterans Preference RIF
[ Military Service Verified [” Disabled Veteran

Step | Action

45, Click the Ok button.
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£ Home 2 Wnrklis S Sign Out]
=
EmpliD: ~ NEW Empl Rcd#: 0
Personal Data 4 First [ 1.0t 1 (] Last
=]
Effective Date;  12/04/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Status:  Active
Format Using: IUSA G United States
Narne: JJONES NATHAN
Prefix: MR e
First Name: |MATHAN Middle: |
Last Name: |J0NES Suffix: I =y
Gender: © Male " Female Citizenship Status: Irﬂ Ethnic Group: |White, nat of Higpanic origin =l
*Date of Birth:  |06/07/1966 [ pate of Death: | Draft Status: | [
Disability Code: |05 Q| no Handicap Date Entitled to Medicare: Edl

Additional Hirth Infi~ Address Infarmation  Personal Phone Mumbers  ¥eferansinfd  Maritalinfo  Education Details

Step Action
46. | Click the Education Details link.
Education Details|
47. | - Enter the Degree the employee earned in the Degree field.

- In the Year Earned/Expected field, enter the year of degree completion .
- Enter the employee's GPA if applicable.

- Confirm the status of the Graduated checkbox, if known.

- Enter the Major Code.

Note: The Major Codes are the OPM values.

To save time, these steps will be completed for you.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home (2 Winrklis ? Help 3 Sigh Ouf

Education Details

Degree: |13 Q]  Bachelor Degree

Year Earned/Expected:|| 934 GPA: W ¥ Graduated
Maijor Code: [020501 =Y Major:  |SOIL SCIENCES

School Code: |1 304 g School; IEDWARD WATERS COLLEGE

State: | Y Country: [USA & I™ Minority Institution
Credit Hours: [~ Hours Type: | (SUAE

Step Action

48, Click the Ok button.

f" Note: To view or modify the Education information once the employee has been hired,
- the user would need to go to Home>Develop Workforce>Manage
Competencies>Use>Education and update the necessary information.

Note: The Education details hyperlink is not enabled when entering the hire in INI. The
Processor must be sure to enter the education details prior to changing the PAR status to
PRO and saving the action.

Step | Action

49. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.

50. | Confirm the default of "PR" or modify the Type/Description field.
NOTE: The Type/Description field indicates the type of National ID. "PR™ is used for
SSN.
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Act Type: Hire NOA Code: 130 Empl Status:  Active -
Format Using: W Q| United States
Namne: JJONES NATHAN
Prefix: MR e
First Name: |MATHAN Middle: |
Last Name: |J0NES Suffix: I Q
Gender: © Male © Female Citizenship Status: Irﬂ Ethnic Group: |White, not of Hizpanic ofgin =l
*Date of Birth:  |08/07/1986 [ pate of Death: | Draft Status: | [
Disability Code: Eﬂ Mo Handicap Date Entitled to Medicare: Edl
Additional Birth Info~ Address Information  Personal Phone Mumbers  Weterans Info  Maritalinfo  Edicafion Detaiig
Country:[VsA & *Typeescription: | PR = National ID:
B savel  [(BiPrevious tab | (58 Next tab B add
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2
Step Action
51. | Click in the National ID field.
52. | Enter the National ID, which is the employee's Social Security Number (SSN).
Enter the desired information into the National ID field. Enter "105668735".
53. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home

|»

Data Control " Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmpliD:  MNEW EmplRed#: 0
Personal Data
=]
Effective Date:  12/04/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Status;  Active
Format Using; IUBA Q] United States
Narme: [ronEs HaTHAN
Prefix: MR e
First Name: |NF\TH9‘\N Middle: |
Last Name: |J0NES Suffix: I =Y
Gender: * Male © Female Citizenship Status: I"_ﬂ Ethnic Group: |#"hie, not of Hispanic orgin =l
*Date of Birth:  |D507/1966 E|  pate of Death: [ Draft Status: | =
nec oz moan N6 G Ba Uandican i rdnn o a Ao oo & A

Step Action

54, Click the Job tab.
Job
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home @ Worklis S Sign Out

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

EmpliD:  MEWY Empl Redy: 0

LJoh Data First [4] 10r 1 [P Last
=]
Effective Date:  12/04/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMAMN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Status:  Active
Position: ﬂ - - N Posn Mgmt Rcd
*Job Code: - - I position Override
*Agency: Transferred From Agency: I ﬂ
Sub-Agency: Transferred To Agency:
*Business Unit: |DHHS0 Dept of Health and Human Sric Benefits/FEHB Data
“Department: FEGLIRetirementFICA
*Location: Cepattmental Hierarchy
Tax Location:  |MA g Mot Applicable Detail
B save] [EiPrevious tab Next tab [k Add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

55. Enter the desired information into the Position field. Enter *00000057".

I)' NOTE: The following fields on this page will populate based upon the Position that has
- been entered:

- Job Code (formerly the "PD#")

- Agency

- Sub-Agency

- Business Unit

- Department (formerly the "Admin Code")
- Location (formerly the "GeolLoc Code™)

- Tax Location

Step | Action

56. | The Position Override checkbox will allow the user to modify the position
management data for this employee. This function is to be used on a limited basis for
extreme EXCEPTIONS. If the box is checked, the employee's data must be
maintained manually, and automatic action functionality will be disabled for this
employee record.

57. | Click in the Transferred From Agency field.

58. | Enter the desired information into the Transferred From Agency field. Enter "AG".
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59. Click the Benefits/FEHB Data link.

-

Horme = Administer\Workforee » AdministerWorkforce (USF) = Use > Hire Il WAl O

# Help S Sign ouf

[»

Benefits/FEHB Data

Benefit Record Number: ID Benefits Employee Status: Active
BAS Group ID: | Ql
Benefit Program: IGW g FEDERAL GOWT EMFLOYEES
" Permanent Elig Fid 1:
" Continuing Coverage Elig Fid 2:
C Temporary Appointment > 1y1 Elig Fid 3:
" Temp Appt < 1yr + FedSvc > 1yr Elig Fid 4:
' Not Eligible Elig Fid 5:
Elig Fld 6:
Elig Fid 7:
Elig Fid 8:
| FEHB Date: 12052004 @
Elig Hd 9:

o

Step | Action

60. Click the Ok button.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home (2 Winrklis 3 Sigh Ouf

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

EmpliD:  NEW Empl Reds: 0
=]
Effective Date;  12/04/2003 Transaction # / Seq: 1 PAR Status: ~ PROCESSED BY
HUMAMN
RESOURCES
Act Type: Hire MOA Code: 130 Empl Status:  Active
Position: 0oogoosy ﬂ G3- 0201- 15 SPECIALINITIATIVES [l Posn Mgmt Red
MANAGER
+ Job Code: GEH122 GS- 0201- 15 SPECIAL INITIATIVES I position Override
MANAGER
*Agency: HE Department of HHS Transferred From Agency: |45 (Q
Sub-Agency: |11 Frogram Support Center Transferred To Agency:
*Business Unit; [PSC00 Program Support Center HenefitsiF EHA Diatd
‘Department:  |FBA Office Of The Director FEGLIRetirarmentiFICA
*Lncation: 241360031 Rockville Deparmental Hierarch
Tax Location:  |MNA Q] notapplicable Detall
B save (5 Previous tab Next tab [ Add

Data Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Employviment 2

Step Action

61. Click the FEGLI/Retirement/FICA link.
FEGLIIRetirementhICﬂ

62. | - Confirm the default of "CO0" ("Basic Only") or modify the FEGLI Code.

- Confirm the default of "K" ("FERS and FICA") or modify the Retirement Plan.

- Select the FERS Coverage from the dropdown menu, if applicable.

- Select the Previous Retirement Coverage from the dropdown menu, if applicable.
- Confirm the default of "9" (Not Applicable) or modify the Annuitant Indicator.

- Enter the Annuity Commencement Date, if applicable.

63. | For CSRS Frozen Service, enter the appropriate service time, if applicable.
Confirm the default of "N™ or modify the FICA Status-Employee field.

j NOTE: In CSRS Frozen Service, this time span can be entered as a four-number code.
- The first and second positions indicate the number of years, while the third and fourth
positions indicate the number of months. For example, a time span of 5 years and 3
months would be entered in CSRS Frozen Service as 0503.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

£ Home

FEGLI/Retirement Data/FICA

FEGLI Code: [0l Basic only
Post 65 Basic Life Reduction: Y

r Living Benefits Coverage Amount:

Retirement Plan: IK_g FERS and FICA
FERS Coverage: | Automnatically Covered By FERS x|
Previous Retirement Coverage: I Mever Covered j
Annuitant Indicator: IQ_ Al wMotepplicable
Annuity Commencement Date: I @
CSRS Frozen Service: IUUUU
| FICA Status-Employee: IN_ al

Step Action

64. Click the Ok button.
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

EmpliD:  NEW Empl Reds: 0
=]
Effective Date;  12/04/2003 Transaction #/ Seq: 1 PAR Status:  PROCESSED BY
HUMAMN
RESOURCES
Act Type: Hire MOA Code: 130 Empl Status:  Active
Position: 0oogoosy ﬂ G3- 0201- 15 SPECIALINITIATIVES [l Posn Mgmt Red
MANAGER
+ Job Code: GEH122 GS- 0201- 15 SPECIAL INITIATIVES I position Override
MANAGER
*Agency: HE Department of HHS Transferred From Agency: |45 (Q
Sub-Agency: |11 Frogram Support Center Transferred To Agency:
*Business Unit: [PSC00 Program Suppart Center Benefits/FEHA Data
‘Department:  |PBA Office Of The Director FEGLIRelirementi 1G4

*Lncation: 241360031 Rockville Deparmental Hierarch
Tax Location: [N Q] Motapplicable Detall

B save (5 Previous tab Next tab [ Add

Data Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Employviment 2

Step

Action

65.

Click the Position tab.
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Home = AdministerWorkforee = AdministerWorkforce (USF) = Use = Hire Llew \Windaw =

j Data Control ' Fersonal Data Job | Position Y Compensation | Employment1 " Employment 2

EmpliD:  MEWY Empl Redy: O
Position Data First [4 1ot 1 [M] Last
=]
Effective Date:  12/04/2003 Transaction #/ Seq; 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Status:  Active
LEO Position: Mot Appiicable [ } -Reguiar Shittt | MotApplicable =1
POL e183]  psc Shift Rate [Factor: |
*Pay Group: I 4
Pay Frequency: Work Period: IW g Holiday Schedule: I ﬂ
Earnings Program:
Type Appt: |Career (Competitive Svec Perm) j
*Employee Type: I_ g —
Employee lﬁ Posn Occupied: I Cornpetitive El
Classification: = | Work Schedule: IFuIITime 'l e, IF'rimary 'l
RegTemp:  [Reaular | \ I .
ELSASLItE: EEuH Zl I adds to FTE Actual Count
Supervisor Level: SUpEnisoror Manager
Medical Officer: Mot Anplicable “Standard Hours:  [40.00 FiE:

B s=2ve]  ((EiPrevious tab Next tab B Add
-

Step Action

66. | Click the SF-113G Ceiling checkbox, if applicable.
Click the SF-113G Ceiling option.

;’A;/’ NOTE: The following fields will populate based on the position selected:
- LEO Position
- Regular Shift
- POI
- Pay Group
- Work Period
- Reg/Temp
- Posn Occupied
- Work Schedule
- FLSA Status
- Supervisor Level
- Medical Officer
- Standard Hours (Also known as Base Hours. Be sure this value is per week.)

Step | Action

67. | Click the Employee Classification list.
I =
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Step | Action

68. | Select the Employee Classification from the dropdown menu, if applicable.
NOTE: This field is only used for Indian Preference.
Click the blank field.

69. | Click the Type Appt list.
ICareer(CDmpetitive Swe Perm) jl

70. | Select the Type Appt from the dropdown menu.
Click Career-Conditional (Comp Perm)
[Career-Conditional (Comp Perm) |

-

Home = AdministerWarkforce = Administer\Workforce (USF) = Use = Hire ey Window

& Home ; dis % Help S Sign ouf

|»

j Data Control | Personal Data Jab | Position Yy Cornpensation | Employrent1 " Erployment 2

EmpliD:  MEW Empl Rcdy: O
Position Data First (4 1 or 1 [P] Last
=]
Effective Date:  12/04/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Status:; Active

LEO Position: INUl Applicable 'l ¥ SF-1136 Ceiling *Regular Shift: INgtAppncamg vl
POk [e1ea]  psc Shift Rate [Factor: |

*Pay Group: I g
Pay Frequency: Work Period: IW g Holiday Schedule: I g

Earnings Program:
*Employee Type: I_ QJ

I - Posn Occupied; | Competiive
p o . I Full Time 'l
Classification: Work Schedule: *Job Indicator:

*Reg/Temp: IReguIar v .
FLSAStatus:  [Erempi 2l I adds to FTE Actual Count

Supervisor Level: Supenisoror Manager

Type Appt: |Career—Conditi0na\ (Comp Perm)

Medical Officer; Mot Applicable *Standard Hours: |4U-UU FTE: |
B save] [((EPrevious tab Next tab [ dd

Step Action

71. | Click the Compensation tab.
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£ Home

Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

j Data Control ' Fersonal Data Job  Position " Compensation _ Employment1 " Employment 2

EmpliD:  NEW Empl Redy: 0
Compensation Data First (4 10r 1 [M] Last
+
Effective Date: 120472003 Transaction # | Seq: 1 PAR Status: PROCESSED BY EE=]
HUMAMN RESOURCES
Act Type: Hire NOA Code: 130 Empl Status:  Active

Pay Rate Determinant: [ RIEIMRENG Z Pay Basis: | Fer Annurm |
Pay Plan /*Table/Grade: IGS o0oo |1 5 Step: IU_ Step Entry Date: I
Rind PPTable/Grade: I Y I Q I QA step: IU_ Q] Grade Entry Date: |1 20472003

Base Pay: I Compensation Frequency: Annual
Loc/LEOQ Adjust: 0.oo Annuity Offset Amount:
Adjusted Base Pay: l— O Benefit Base Override FEGLI Base: I—
Total Pay: I
Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates

B s=ave] (EiPrevious tab Next tab B Add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2

Step Action
72. | Click the Pay Rate Determinant list.

Regular Rate

;,'r/' NOTE: The following fields default based upon the position selected:

- Pay Basis
- Pay Plan
- Table

- Grade

Step | Action

73. | Select the appropriate Pay Rate Determinant from the drop-down menu.
Click Regular Rate

I =]

74. | Double-click in the Step field.

75. | NOTE: For those employees that do not have a step,"0" should be entered in the Step
field.

Enter the desired information into the Step field. Enter "0".
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f" NOTE: The page can not be saved until the Step is entered. After the Step is entered,
- the following fields will populate:

- Step Entry Date
- Base Pay

- Loc/LEO Adjust
- Total Pay

- FEGLI Base

Step Action

76. | If the employee is an annuitant, enter the Annuity Offset Amount. This amount
should be entered based on the employee's compensation frequency. If the employee's
compensation frequency is annual, the annuity offset amount should be an annual
amount.

@ The annuity offset amount must be entered correctly in order to avoid significant payroll
issues.

Step | Action

77. | Click the Accounting Info link.

-

Home = AdministerWarkforce = Administer\Workforce (USF) = Use = Hire Pleww Window

@ Home 2 worklist * Help

Accounting Information

Job Earnings Distribution: " By Hours " By Percent * None

Compensation 0.000000 Standard Hours: 40.00
Rate:
GL Pay Type: I Account Code: | ﬂ

k First (4] 1011 (M Last
Business Unit  Department Joh Code Paosition Shift Earn Code El
| U alf alf =Y I Y
GLPayType  Account Code Standard Hours ~ Percent of

Distribution

| | all
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Step | Action

78. Enter the CAN in the Account Code field.
Click in the Account Code field.

79. Enter the desired information into the Account Code field. Enter "1921024R".

@ The Common Account Number (CAN) is a required field and must be entered to process
the appointment. Once the Hire has been HR Processed, if the CAN was keyed
incorrectly, it is the Personnelist's responsibility to process a 002 correction and correct
the CAN. Your Agency's Financial Management personnel would need to correct the
CAN to insure that the funds are allocated appripriately. If a CAN is new and does not
yet exist in EHRP, the EHRP team would need to obtain an official file updated from
Financial Management to load the new value into EHRP.

Step | Action

80. Click the Ok button.

o

Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

@ Home 2 Worklist 2 Help S Sign Outl

j Data Control ' Fersonal Data Job  Position " Cormpensation _ Employment1 " Employment 2

EmpliD:  MNEW Empl Redy: 0
Compensation Data

First (4 10t 1 [M] Last

¥
Effective Date: 12042003 Transaction # | Seq: 1 PAR Status: PROCESSED BY EI

HUMAMN RESOLIRCES
Empl Status:  Active

Pay Rate Determinant: I Regular Rate j Pay Basis: IF’er Annurm j'
Pay Plan /*Table/Grade: lE IUUUU |1 il Step: IU— Step Entry Date: I
Rtnd PP/Table/Grade: l_ Ql I =Y I Al step: IU_ Q| Grade Entry Date: |1 2i04/2003

Act Type: Hire NOA Code: 130

Base Pay: I Compensation Frequency: Annual
Loc/LEO Adjust: 0.o0 Annuity Offset Amount:
Adjusted Base Pay: I O Benefit Base Override FEGLI Base: I
Total Pay: I
Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates

B save] (B Previous tab Nest tab B add

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2

Step | Action

81. | Click the Employment 1 tab.
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Home = AdministerWorkforee = AdministerWorkforce (LUSF) = Use = Hire

Dy Wifin d oy

j_Data Control . Personal Data Job

 Pasition " Cornpensatian " Employrment 1 {_Emplayment2

EmpliD:  MEW
Employinent Data 1

Empl Reds: 0

Effective Date:  12/04/2003 Transaction #/ Seq: 1

PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Hire NOA Code: 130 Empl Status:  Active

EOD Dt: Hire NTE Dt: Mand Retire Dt: | EJ| ExDates Filing Position Data

Rehire Dt: Separation Dt: Next Review Dt: I Bl ApptData

"Leave: |1 21042003 Bl Ratire: |1 arn4izo03 | ] Conv Begin Date: | Edl

RIF: |1 uo4rnng & pep: |1 2n4rz0n3 [

Career Conv Date: 12104i2006 [l
LEO: I

Sev Pay: |1 204iz2003 ] Career-Cond Conv Date: Edl

WG| Status: IWaitmg v Hon-Pay Hours 0.00
WGl
WG| Due Date: | El LEDate:

B save (5 Previous tab Next tab

Last Increase Dt: I B
B Intermittent Days Worked: ID

Eadd)
Data Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Emploviment 2

Step | Action
82.

Click the Filling Position Data link.

Filling Fosition Datal
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

@ Home 2 Worklist 2 Help S Sign Outl

Filling Position

EmpliD: MEW Effective 12/04/2003
Date:

Filling Position Data Wigw Al First (0 106 1 [M] Last

Position Filled By: Mot Anplicable

Step Action

83. | Click the Position Filled By list.

Mot Applicahle

84. | From the dropdown menu, select the correct method by which the position has been
filled.

Click Outside Dept, Comp Prom

|Dutside Dept, Comp Prom |

85. Click the Ok button.
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Home = Administer Workforee = Administer Workforce (LUSF) = Use = Hire

Iy Wiin d oy

/ Data Control | Personal Data |~ Joh

\ Position " Compensalion ™ Employment 1 Y_Emplayment2

EmpliD:  MEW
Employment Data 1

Empl Reds: 0

Fffective Date:  12/04/2003 Transaction #/ Seq: 1

PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Hire NOA Code: 130 Empl Statys: Active
EOD Dt: Hire NTE Dt: Mand Retire Dt: I @ Exp Dates  Filling Position Data
Rehire Dt: Separation Dt: Next Review Dt: I Bl ApptDate
4 eave: |1 2042003 B patire: |1 am4iz003 | [l Conv Begin Date: | Edl
RIF: |1 zo4rz003 B 1ep: |1 20412003 [

Career Conv Date: 12/04/2006 [
LEO: I

Sev Pay: |1 2/04i2003 Bl Career-Cond Conv Date: Edl

0.0

WGI Status: IWamng v Non-Pay Hours
WG

WG| Due Date: | Bl L@ Date:

B s=2ve]  ((EiPrevious tab Next tab

Last Increase Dt: I [Exn]
E intermittent Days Worked: ID

EkAdd
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action
86.

Click the Appt Data link.

AR
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Home = Administer Workforce = Administer Workforce (USF) = Use = Hire e Window

@ Home @ Worklist 2 Help

Appointment Info

Nature of Action Code:

Current Appointment Auth #1:

Current Appointment Auth #2:

Benefit Record Number: IU Severance Pay Previous Weeks: IU_

| Amount: Hours: I— Days: I—
Special Employment Program: | Mot Applicable j
\Welfare to Work: | Mot Apnlicable =l

S Sign Ouf

Step Action

87. | Click the Special Employment Program list.
[ 1ot Applicable k|

88. | From the dropdown menu, select the Special Employment Program, if applicable.
NOTE: This is where the Special Program ID would be entered.
Click Pay

89. | NOTE: Welfare to Work should not be captured here.
Click the Ok button.

90. In the Service Computation Dates section,

- Modify the Leave date, if applicable.

- Modify the RIF (Reduction in Force) date, if applicable.

- Enter the LEO (Law Enforcement Officer) date, if applicable.
- Modify the Retire date, if applicable.

- Modify the TSP (Thrift Savings Plan) date, if applicable.

- Modify the Sev (Severance) Pay date, if applicable.

for the employee's prior creditable service.

severance pay computation.

_ f" NOTE: The Service Computation Dates will default to the hire date. Modify the dates

NOTE: The severance pay service computation date is for establishing the employee's
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91. | - Enter the Conv (Conversion) Begin Date, if applicable.
- Enter the Career Conv Date, if applicable.
- Enter the Career-Cond Conv Date, if applicable.
92. | The WGI Status will default to "Waiting."

NOTE: The WGI Due Date will populate automatically. THIS IS WGI DUE DATE
NOT WGI START DATE.
Modify the LEI Date, if applicable.

_ f" NOTE: The LEI Date is the date of the last equivalent increase for this employee. It is

the begin date for the time counting towards the within grade increase. In the case of a
transfer which represents a promotion, the LEI date will be the date of the transfer.

o

Home = Administer\Workforee » AdministerWorkforce (USF) = Use > Hire e Wiind o

& Homa & Worklis ? Help S Sign Outl

j_Data Control . Personal Data Jab  Pasition " Cornpensatian " Employrment 1 {_Emplayment2

EmpliD:  MEW Empl Reds: 0
Employinent Data 1 First [0 1.0t 1 [M] Last
=]
Effective Date:  12/04/2003 Transaction # | Seq; 1 PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Hire NOA Code: 130 Empl Status:  Active

EOD Dt: Hire NTE Dt: Mand Retire Dt: | EJ| EmDates Filing Position Dafa

Rehire Dt: Separation Dt: Next Review Dt: I Ell  ApptData

‘Leave: |1 2i04r2003 Bl Retire: |1 20472003 Conv Begin Date: |

RIF: |12mmnn3 B 1ep: |12rnmnn3 Career Comv Date: |12rnmnna
LEO: I Sev Pay: |12ID4I2003 Career-Cond Conv Date: I

WGl Status: IWaitmg 57 HNon-Pay Hours 0.oo Last Increase Dt: I B
WGl
WG| Due Date: | El LEDate: Ell mtermittent Days Worked: |0
B save (5 Previous tab Next tab Eradd

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2

Step | Action
93. | Click the Employment 2 tab.
94. | NOTE: The following fields default based on the position selected:

- Bargaining Unit
- Reports to Position
- Union Code
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Horme = Administer Waorkforee = Administer Workforce (USF) = Use = Hire e YYind o ||

& Homa

j_Data Control . Personal Data Jab  Pasition " Compensation " Erployment 14" Employment 2 \L

EmpliD:  MEW EmplRedy: 0
Employment Data 2
Effective Date:  12/04/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY -EI
HUMAMN RESOURCES
Act Type: Hire NOA Code: 130 Empl Status:  Active
Bargaining Unit: [ezee INELIGIBLE TQ JOIN Probation Date: | )
l— SES Probation
Union Code: @
Date:
Union Anniversary | SupwManager Edl
Date: Prohation Date:
Reports To Position: I ﬂ
Supervisor ID: I Begin Date: | @
Tenure: I j' Expires Date: @
Eh ]
Pay Plan/Grate: I al I CompiArea Level: I02 IMU Sre i
RIF Series: I g Mon Pay Data Security Info
B s=2ve]  ((EiPrevious tab B Add
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 -

Step | Action

95. | This field will default from the Position.
Click in the Reports To Position field.

96. Click the Tenure list.

97. | Inthe Tenure field, select the appropriate type of tenure.
Click Permanent

Permanent

98. | Enter the employee's compensation area and level in the Comp Level field as
applicable.

NOTE: Users should no longer enter any data related to the Comp Area Field. The
entire Comp Level code should be entered into the Comp Level field only.

f" NOTE: In EHRP, the Comp Level is a 3 digit code. Therefore, when a user enters a 3
- character Comp Level Code, the Payroll Interface will automatically add a "0" to the
beginning of the Comp Level Code when transmitting that data to Payroll.
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99. In the Probation Date field, enter the completion date for the employee's
probation.

NOTE: If this employee is a SES or Supervisor/Manager enter the probation
completion date in the appropriate field.

100. As applicable, enter the employee security information in the Security Info
hyperlink.

@ Home S Sign Ouf
Home = AdministerWorkforce = AdministerWorkforce (JSF) = Use = Hire Tl Wilin d oy ||
j Data Control | Personal Data Job  Position " Compensation " Erployment 14" Employment 2 \L
EmpliD:  MEW EmplReds: 0

Employment Data 2

Effective Date:  12/04/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY EI

HUMARN RESOURCES

Act Type: Hire NOA Code: 130 Empl Status: Active

Bargaining Unit: |8888 INELIGIBLE TO JOIN Probation Date: | B

Union Code: l— A5 l—@

Date:

Union Anniversary | SupvManager Edl

Date: Probation Date:

Reports To Position: IEIEIEIDEIEIZE g SUPY MGMT ASST

Supervisor ID: I Begin Date: I @

Tenure: Brmanen Expires Date: EJ

Pay Plan/Grate: I_ﬂ l_ CompiArea Level: lE IMU Ehone bibre

RIF Series: l_g Mon Pay Data Security Infa

B s=2ve]  ((EiPrevious tab B Add
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 -
Step Action

101. Return to the Data Control tab and change the PAR Status according to your
role.

Click the Data Control tab.

102. NOTE: Document the employee identification number (EMPLID) to facilitate
processing benefits and pay documents.
Click the Save button.

103. After the Transfer is completed, you must ensure that the address information
is transmitted to Payroll. In order to do this, process a Data Change action to
capture the address information you entered during the Hire process.

End of Procedure.
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TSP Setup - Transfer

Introduction

In order to later capture the employee's Thrift savings Plan election, you must set them up under
the Savings Plan.

Procedure

The following steps detail the procedure for capturing the employee's Thrift Savings Plan
election.

-

Home

S Sign Out]

—_—
& Develop Workforce
@ Administer Workforce
@ Compensate Employees
< Define Business Rules
@ He Process Menu
@ Help PoC Online

@ PenpleTonls

Step | Action

1. Click the Compensate Employees link.
[ Compensate Employees|

2. Click the Administer Base Benefits link.
[2 Administer Baze Benefits]

3. Click the Use link.

Page 76




ONDEMAND Training Guide
Appointments
Step | Action
4. Click the Savings Plans link.

-

Haome = Compensate Employees = Administer Base Benefits = Use = Savings Plans Mewy Window

- Help

Savings Plans

Find an Existing Value

EmpliD: 1
Empl Red Mor: ]

Mamme: |

Last Mame: |

Alternate Character Name:l

Fersonnel Status: | =l
[ Include History [~ Caorrect History

S Sign Out]

Step

Action

Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "MONROE".

Click the Search button.

Select the appropriate employee’s record.
Click MONROE, SUSAN R

The Plan Type field (TSP) will default to "42".
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& Home @ Worklist % Help S Sigh Ouf
Home = Compensate Employees = Administer Base Benefits = Use = Savings Plans e Window
{m\_
MOMNROE,SUSAN R ID: 00083393 Empl Red#: 0

I Highly Compensated

Find |Wiew Al First [ 10t 1 [P Last

*Plan Type: |42 ﬂ Thrift Savings Flan EI
Find | view Al First [0 10t 1 [P Last
*Coverage Begin Date: I @ *TSP Status Date: I @ *Deduction Begin Date: I @EI
*TSP Status Code: Y *Hlection Date; | 12/022003 5]
Participation Election: ¢ Elect Cwae O Terminate
Benefit Plan: ﬂ Option:
@ Flat Amount | ] @ Flat Amount | 5]
" Percent of Gross " Percent of Gross I
Employee Status: Active Ainnual Excess Credits:
Benefit Program: GOVT
a Sawve QReturn to Search) 4= Hextin List) = A él Include History] @Conect History
4 »

Step Action

10. | Click in the *Coverage Begin Date field.

11. | Enter the Coverage Begin Date (same as Effective date of the Hire); this date will
also populate the Deduction Begin Date and Election Date fields.

Enter the desired information into the *Coverage Begin Date field. Enter
"11/14/2003".

12. Click in the *TSP Status Date field.

13. | Enter the TSP Status Date. (same as Effective date of Hire)
Enter the desired information into the *TSP Status Date field. Enter "11/14/2003".

14. | Click the Lookup TSP Status Code button.
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o

dome = Compensate Emplovees = Administer Base Benefits = Use = Savings Plans

£ Home

Select one of the following values:

E |[Etiuinle (FERS & cSRS)
|1—\Wait\ng 2 Open Season
E\Waitmm Open Season

[0 [rut Applicable

2 [Stopped Before Gvt Cantrib.
[T [Stonped v Stats Prior

[ [Participant, Mo Gv Cantrib
[t |Participating (FERS & CSRS)

ey Wiind oy

Step Action
15. Select the correct value for the TSP Status Code field.

Click Eligible (FERS & CSRS)
[E TEliuible (FERS & CSRS) |
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g
@ Home
Home = Compensate Employees = Administer Base Benefits = Use = Savings Plans e Window
(Eietions
MOMNROE,SUSAN R D: 00083393 Empl Red#: 0

I Highly Compensated

Find |Wiew Al First [ 10t 1 [P Last

*Plan Type: |42 ﬂ Thrift Savings Flan EI
ind | iew A First [ 10t 1 M Last
“Caverage Begin Date: [11714/2003 E] 16D Status Date: ~ [11/1472003 [ *Deduction Begin Date: [1171272003 [E]+][=]
TSP Status Code:  [E (@ *Hlection Date; | 12/022003 5]
Participation Election: ¢ Elect Cwae O Terminate
Benefit Plan: ﬂ Option:
@ Flat Amount | ] @ Flat Amount | 5]
" Percent of Gross " Percent of Gross I
Employee Status: Active Ainnual Excess Credits:
Benefit Program: GOVT
a Sawve QReturn to Search) 4= Hextin List) = A él Include History] @Conect History
4 »

Step Action

16. | Inthe Participant Election field, select the Waive radio button.

In this example the employee Status Code is E for eligible to contribute, but is not
contributing.

Click the Waive option.

17. Click the Save button.

18. | The employee's Thrift Savings Plan election is saved.
End of Procedure.
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Change in Appointing Office/Rehire in Different OpDiv

There are two instances when an HR user may try to hire an employee who is already on the
EHRP database: A change between appointing offices or OpDiv's and rehiring an employee
whose record is already on the database. EHRP will not allow an HR user to process a hire of an
employee whose social security number is already on the database. Security will be limited to the
losing agency or the agency the employee was last employed by.

The following procedures identifies the steps necessary to do a CAO or rehire.

NOTE: Fields that are not required are not listed within the procedure. Optional fields that an
end-user may choose to complete are not detailed.

Rehire

Introduction

In EHRP, the user will process the CAO when an employee moves between OpDiv's. Security
will prevent the gaining agency from retrieving the employee's record until the losing agency has
initiated a PAR action with position information for the gaining agency. Therefore, it is extremely
important that the gaining agency contact the losing agency as soon as a selection is made.
NOTE: Fields that are not required are not listed within the procedure. Optional fields that an
end-user may choose to complete are not detailed.

Procedure

The following steps detail the procedure for processing a CAO.
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Home

£ Home

—_—
@ Develop YWorkforce
@ Administer Workforce
@ Compensate Employess
@ Define Business Rules
@ He Process Menu
@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Administer Workforce link.
[ Administer Warkfarce]
2. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)
3. Click the Use link.
R
4. Click the HR Processing link.
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Horme = Administer Workforce = Administer Workforce (USF) = Use = HR Processing Mew Window

@ Home @ Worklist * Help

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr'l
MNarme: |

LastName: |

[~ Include History [~ Carrect History

S Sign Ouf

Step

Action

Select the appropriate employee's record.
Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "HILL".

Click the Search button.

Select the desired employee.
Click HILL, ZELDA
loogs 0 HILLZELDA  HILL
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£ Home

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

HILL ZELDA EmpliD: 0046 Empl Redy: 0
Actual Effective Date: 1210572003 ) Proposed Effective Date:  10/11/2001 [+1[=]
Transaction #/ Sequence: r |1_ Mot To Exceed Date: l— @
“Action: [TWE' @] Terminated with Benefits PAR Status [REv/al revieweD
“Reason Code: [TWE Q] Terminated With Benefits Cantact Emplic: Y
NOACode:  [355 @ Terminated with Bensits :::\ [T

Authority {1): ﬂ I I
Authority (2): ﬂ I I

PAR Request#: Print SF-52 PAR Rernarks Award Data  Tracking Data Retroactive TSP Transfer In Data?

I Frirat SE=&0 |

B savel QL Retun to Search Hext tab llinclude History ) | [B Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action
9. NOTE: The Data Control page will be populated with the most recent personnel action
performed for the selected employee.
Click the Add a new row at row 1 button.
10. | Triple-click the Actual Effective Date object.
11. | Inthe Actual Effective Date field, type the date the reinstatement is to become

effective in the system.
Enter the desired information into the Actual Effective Date field. Enter
"12/10/2003".

;";} NOTE: The Proposed Effective Date field is populated by default with the date entered

in the Actual Effective Date field. Since human resources personnel processing a
request have final authority on when the action becomes effective, and they will enter the
official actual effective date, but the proposed effective date will remain unchanged.

NOTE: The Transaction #, will populate with a value of "1."

Step | Action
12. | Click in the *Action field.
13. | Enter "REH" (Rehire), in the Action Code field.

Enter the desired information into the *Action field. Enter "REH".
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Step | Action
14. Click in the *Reason Code field.
15. Enter the desired information into the *Reason Code field. Enter "REH".
16. Click in the NOA Code field.
17. | Enter NOA (Nature of Action) Code "140" (Reinstatement Career).
Enter the desired information into the NOA Code field. Enter "140".
18. Click in the NOA Ext field.
19. Enter the desired information into the NOA Ext field. Enter "0".

I)' NOTE: The NOA Ext has been carried over from the IMPACT 4-digit NOA codes. If,
: for example, the NOA Code in IMPACT was "1400," the NOA Code in EHRP is "140"

with a NOA Ext of "0."

Step Action
20. | Click in the Authority (1) field.
21. | Enter the applicable authority in the Authority (1) field.
Enter the desired information into the Authority (1) field. Enter "KQM™".
22. | Enter Authority (2), if applicable.
Click in the PAR Request# field.
23. | Inthe PAR Request # field, enter the applicable PAR Request number.
Enter the desired information into the PAR Request# field. Enter "0000957043".
24. | Click the PAR Remarks link.

FAR Rermatks|
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@ Home 2 Worklist 2 Help S Sign Outl

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

PAR Remarks

PAR Remarks First (4] 101 1 [#] Last

Remark CD: EI
al ™ Insertion Required

Step

Action

25.

Enter the desired information into the Remark CD field. Enter "MO01".

Enter the applicable Remark CD (Code) and tab out of the field to see the text of the

remark.

26.

Press [Tab].

27.

Click the Ok button.

; I/" NOTE: To add additional remarks, use the Add a new row button to insert a row.

NOTE: If the Remark CD contains a "****", you must replace the asterisks with
specific information. (i.e. this field may prompt you to enter date)

; I/" NOTE: To enter a freeform remark, enter "ZZZ" in the Remark CD field. Enter

applicable remark text in sentence format. Text should fill the line. Once the line is filled,
move to the next line. There is no autowrap feature. Do not hyphenate across lines. If a
word requires hyphenation, move it to the next line. Do not use bullets or dashes. The
"ZZZ" remark can only be used once for each personnel action.

The system does not generate or suggest mandatory remarks that need to be entered in
accordance with the NOA Code you are processing. Use the appropriate remarks based
on OPM processing guidelines. There will no longer be HHS specific remarks for entry,
except for the freeform ZZZ.
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Horme = Administer\Workforce = Administer \Waorkforce (JSF) = Use » HR Processing e Wiind o

& Homa

J.f Data Control 4 Personal Data Jab | Pasition ' Cornpensation | Employment 1 Employment 2,

HILL ZELDA EmpliD: 0046 Empl Redy: 0
Actual Effective Date: |12I1DJ’2003 @ Proposed Effective Date: 1210i2003 EI
Transaction #/ Sequence: F |1_ Mot To Exceed Date: @
*pction: REH Q) Rehire PAR Status PRO Q) PROCESSED BY HUMAN
RESOURCES
*Reason Code: |[REH @] Rehire Contact Emplic: Q
noACode: /140 Q] Reins-Career noa [0 [Q
Ext:

Authority (1) [<am (@ | |
Authority (2): ﬂ I I

PAR Request#; Print SF-52 | @i Bormaria Award Data Tracking Data Retroactve TSP Transfer In Data?

IDDDDQS?MB Print SF-50 |

B save L Return to Search) Next tab) Bl lInclude History) [ Comrect Histoly)

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step | Action

28. | Click the Tracking Data link.

29. | Enter any necessary Comment or review comments make by management.
NOTE: There is a 30 character limit in the Comment field.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

Job Tracking Info

EmpliD: EmplRedg: 0
Effective Date: 12/10/2003 Ccurrent Status: PROCESSED BY HUMAN RESOURCES
Action: Rehire Reason Code: Rehire

Override Emplid of
*Action Taken Status User ID Operator Tracking Name Comment
i Row

12/056/2003  Processed SCASSIDY

4

Step Action

30. Click the Ok button.

@ The Job Tracking Info page is to be used only for entering and reviewing comments.
Only the Comment field should be used. Notes made by colleagues in relation to this
particular action may be read and entered on this page.

NOTE: There is a 30 character limit in the Comment field. Insert additional rows to add
comments beyond 30 characters.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

J( Data Control _ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

HILL.ZELDA EmplD: 0046 Empl Redg: 0
Data Control
Actual Effective Date: |12.I’1DJ’2DDZ3 @ Proposed Effective Date: 121102003 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action: REH g Rehire PAR Status FRO g PROCESSED BY HUMAMN
RESOURCES
*Reason Code: |[REH Q] Rehire Contact Emplid: al
NOACode:  |140 Q] Reins-Career noa [0 (4
Ext:

Authority (1) |<aM (@] | [
Authority (2): ﬂ I I

—

RARRequest PAM SF52 | pap Remarks Award Data Tracking Datd Retroactive TSP Transfer In Data?
IDDDDQE?DdE Print SF-50 |
B save) (QRetunto Search) Next tab | & Allinclude History) ([ Correct History |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

31. Click the Personal Data tab.

32. | NOTE: This page will be populated with information from the previous PAR record.
Modify the data as necessary.

Scroll as necessary to view the rest of the page.

Click the horizontal scrollbar.
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Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay -

£ Home

Format Using: ILJSA Q] United States

Namne: JHILLZELDA
Prefix: I j'
First Name: |zelda Middle: |

Last Name: |H‘” Suffix: I Q

Gender: © Male  Female Citizenship Status: Irﬂ Ethnic Group: |Chinese =l
*Date of Birth:  |05/05/1969 ] pate of Death: | Draft Status: | [
Disability Code: |05 Q| Mo Handicap Date Entitled to Medicare: Edl

Additional Birth Infa Address Infarmation  Personal Phone Mumbers  Yeterans Info Marital Infa Education Details

country:|U54 & *Typeescription: | PR = Mational ID; [100-17-0001

B save) (CQLReturnto Search) Previous tab | Next tab ]| =] Alinclude History ) ([B Corret History ]
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2

4

Step Action

33. Click the Address Information link.

34. | NOTE: This page will be populated with information from the previous PAR record.
If any of the employee's address data has changed, modify the data.

Scroll as necessary to view the rest of the page.

Click the horizontal scrollbar.
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Country: [Psa Al urited states .
Address 1: |1 Barton Street
Address 2: |
Address 3: |
City: |Ar|mgton
County: | Postal: [22201
State: [z Q) virginia  Res Loc Code: [[51032005 Ql
Country: [usa &) United States
Address 1: |
Address 2: |
Address 3 |
City: |
County: | Postal: I
State: I ﬂ
Step Action
35. | Click the Ok button.

Page 91




Training Guide ON

DEMAND

PERSONAL NAVIGATOR

Appointments

o

HILLZELDA EmpliD: 0046 Empl Red#: 0

£ Home

|»

Personal Data

=]
Effective Date;  12/10/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Rehire HOA Code: 140 Empl Status:  Terminated With Pay

Format Using: IUSA G United States

Narne: JHILLZELDA

Prefix: I j'

First Name: |zELDA Middle: |

Last Name: |H”—|— Suffix: I =y
Gender: © Male  Female Citizenship Status: Irﬂ Ethnic Group: |Chinese =l
*Date of Birth:  |05/05/1968 [ pate of Death: | Draft Status: | [
Disability Code: |05 Q| no Handicap Date Entitled to Medicare: Edl

Additional Birth [nfo FPersonal Phone Mumbers Veterans [nfo harital Info Education Details

Step

Action

36.

Click the Veterans Info link.

Page 92




DEMAND

FERSOMAL NAVIGATOR

Training Guide
Appointments

o

£ Home

S Sign Ouf

Home = Administer Workforee = Administer Workforce (LUSF) = Use = HR Processing

Veterans Infe

Yeterans Preference:
‘Yeterans Status:

Uniformed Service:

Reserve Categons:

L

|Nat indicated

I :Iv

[

Military Separation Status: I j' Military Grade: I j‘
Military Service Start Date: | Eil

End Date: |

Creditable Military Senvice; I

™ Motify Military Pay Center
™ Military Service Verified

[

™ Weterans Preference RIF
[ Disabled Veteran

Step

Action

37.

NOTE: This page will be populated with information from the previous PAR record.
If any of the employee's data has changed, modify the data.
Click the Ok button.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use = HR Processing M Window =

£ Home

Data Control " Personal Data Job | Position ' Compensation | Employment1 " Employment 2

HILL ZELDA EmpliD: 0046 EmplRed#: 0
Personal Data Al First €] 102 D Last
=]
Effective Date:  12/10/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay
Format Using; IUBA Q] United States
Narme: [HLLZELDA
Prefix: I j'
First Name: |Ze|da Middle: |
Last Name: |H‘” Suffix: I =Y
Gender: © Male * Female Citizenship Status: I"_ﬂ Ethnic Group: |Chinese =l
*Date of Birth:  |05/05/1969 & pate of Death: [ Draft Status: | =]
reecnmm s INE Q] e Uandican PoCd o rane i mEe oo Gl bt

Step Action

38. Click the Job tab.
Jaoh

39. | Enter the Position number.
NOTE: Be sure to select the position from within the appropriate business unit.

T}I NOTE: The following fields on this page will populate based upon the Position that has
- been entered:

- Job Code

- Agency

- Sub-Agency

- Business Unit

- Department (formerly the "Admin Code")
- Location (formerly the "GeolLoc Code™)

- Tax Location

Step Action

40. | The Position Override checkbox will allow the user to modify the position
management data for this employee. This function is to be used on a limited basis for
extreme EXCEPTIONS. If the box is checked, the employee's data must be
maintained manually, and automatic action functionality will be disabled for this
employee record.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

j/ Data Control " Personal Data ™~ Joh

" Position ' Compensation | Employment1 " Employment 2

HILL ZELDA

EmpliD: 0046 Empl Redy: O
LJoh Data
=]
Effective Date:  12/10i2003 Transaction # / Seq: 1 PAR Status: PROCESSED BY
HUMAMN
RESOURCES
Act Type: Rehire MOA Code: 140 Empl Status:  Terminated With Pay
Position: DDUUDDS'I ﬂ G35- 16594- 11 PRINTING SFECIALIST [l Posn Mgmt Red
* Job Code: 95H258 GS- 1654- 11 PRINTING SPECIALIST ™ position Override
*Agency: HE Department of HHS Transferred From Agency: al
Sub-Agency: |17 Pragram Support Center Transferred To Agency:
*Business Unit: |P3C00 Prograrm Suppott Center Bensfits/FEHA Data
‘Department:  |PEF3 Media Arts Branch FEGLIRetirementiFICA
*Location: 241360031 Rochyille Depatmental Hierarch
Tax Location:  |MNA Q| motApplicable Detail
ﬁ Sawve QReturn to Search) Prewious tab) Mext tab) A @ Include History) @Conect History)

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

41, Click the Benefits/FEHB Data link.

42. | Select the appropriate radio button to indicate FEHB Eligibility.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

|»

Benefits/FEHB Data

Benefit Record Number: ID_ Benefits Employee Status: Active
BAS Group ID: [Tl
Benefit Program: Wﬂ FEDERAL GOVT EMPLOYEES
 Permanent EigRdt: [ |
" Continuing Coverage Elig Fld 2: l—
" Temporary Appointment > 1 yr Elig Fld 3: l—
" Temp Appt < 1y1 + FedSve > 1yr Elig Fid 4: l—
 Not Eligible Elig Fid 5:
Elig Fld 6:
BigRd7: [ |
| FEHB Date: i —
Elig Fid 9:
&

Step Action

43, Click the Ok button.

EI/" NOTE: The value in the Benefit Record Number field will default to "0". This is correct
- for nearly evey hire action you do, with one exception: For Consultants, enter the value
of "1".
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home (2 Winrklis 3 Sigh Ouf

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

HILL ZELDA EmpliD: 0046 Empl Reds: 0

Job Data First 4] 102 O
=]
Effective Date:  12/10i2003 Transaction # / Seq: 1 PAR Status: PROCESSED BY
HUMAMN
RESOURCES
Act Type: Rehire MOA Code: 140 Empl Status:  Terminated With Pay
Position: 0o0goost ﬂ G35- 16594- 11 PRINTING SFECIALIST [l Posn Mgmt Red
 Job Code: 95H258 GS- 1654- 11 PRINTING SPECIALIST ™ position Override
*Agency: HE Department of HHS Transferred From Agency: al
Sub-Agency: |17 Pragram Support Center Transferred To Agency:
*Business Unit: |P3C00 Prograrm Suppott Center Bensfits/FEHA Data
‘Department:  |PEF3 Media Arts Branch FEGLIRetirementiFICA
*Location: 241360031 Rochyille Depatmental Hierarch
Tax Location:  |MNA Q| motApplicable Detail
ﬁ Save QReturn ta Search) Prewvious tab) Hext tab) @ Include History @Conect History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

44, Click the FEGLI/Retirement/FICA link.
FEGLIIRetirementhICﬂ

45. | - Confirm the default of "C0" ("Basic Only") or modify the FEGLI Code.

- Confirm the default of "K" ("FERS and FICA") or modify the Retirement Plan.

- Select the FERS Coverage from the dropdown menu, if applicable.

- Select the Previous Retirement Coverage from the dropdown menu, if applicable.
- Confirm the default of "9" (Not Applicable) or modify the Annuitant Indicator.

46. | For CSRS Frozen Service, enter the appropriate service time, if applicable.

;’A;/’ NOTE: In CSRS Frozen Service, this time span can be entered as a four-number code.
The first and second positions indicate the number of years, while the third and fourth
positions indicate the number of months. For example, a time span of 5 years and 3
months would be entered in CSRS Frozen Service as 0503.

Step Action

47. Confirm the default of "N" or modify the FICA Status-Employee field.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

FEGLI/Retirement Data/FICA

FEGLI Code: oo Q) Dasic + Option A
Post 65 Basic Life Reduction: =Y

r Living Benefits Coverage Amount:

Retirement Plan: IK_Q FERS and FICA
FERS Coverage: | automnatically Covered By FERS x|
Previous Retirement Coverage: I Mever Covered j
Annuitant Indicator: IQ_ A motepplicable
Annuity Commencement Date: I
CSRS Frozen Service: 0000
| FICA Status-Employee: IN_ al

Step Action

48, Click the Ok button.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use = HR Processing M Window
j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2
HILL ZELDA EmpliD: 0046 Empl Reds: 0
LJoh Data
=]
Effective Date:  12/10i2003 Transaction # / Seq: 1 PAR Status: PROCESSED BY
HUMAMN
RESOURCES
Act Type: Rehire MOA Code: 140 Empl Status:  Terminated With Pay
Position: 0o0goost ﬂ G35- 16594- 11 PRINTING SFECIALIST [l Posn Mgmt Red
 Job Code: a5H258 GS- 1654- 11 PRINTING SPECIALIST ™ position Override
*Agency: HE Department of HHS Transferred From Agency: al
Sub-Agency: |11 Pragram Support Center Transferred To Agency:
*Business Unit: [FSC00 Program Suppott Center Benefits/FEHB Data
‘Department:  |PEF3 Media Arts Branch FEGLIRetirementiFICA
L ocation: 241360031 Rockyille Cepatmental Hierarchy
Tax Location:  |MNA Q| motApplicable Detail
ﬁ Save QReturn ta Search) Prewvious tab) Hext tab) @ Include History @Conect History
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2
Step Action
49. | Click the Position tab.
Position
50. | Click the SF-113G Ceiling checkbox, if applicable.

j NOTE: The following fields will populate based on the position selected:
- LEO Position
- Regular Shift
- POI
- Pay Group
- Holiday Schedule
- Work Period
- Reg/Temp
- Posn Occupied
- Work Schedule
- FLSA Status
- Supervisor Level
- Medical Officer
- Standard Hours (Also known as Base Hours. Be sure this value is per week.)
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Home = Administer Workforce = AdministerWorkforce (USF) = Use = HR Processing M Window =

£ Home

j Data Control ' Fersonal Data Job | Position Y Compensation | Employment1 " Employment 2

HILL ZELD#A, Emplip: 0046 Empl Reds: 0
Position Data ) First [ 1oz B Last
=]
Effective Date:  12(10/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HLUMAN
RESOURCES

Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay
LEO Position: INDt Applicable 'l ¥ SF-113G Ceiling *Regular Shift; WMot Applicable -l
pot: [+183 FEe Shift Rate Factor:
*Pay Group: IGSEI ﬂ GEMERAL SCHEDULE BMWYEEKLY
Pay Frequency: BiveeklyB Work Period: |W Al Holiday Schedule: |FEDH0L =Y Federal Holiday Schedule
Earnings Program: G5 —

Type Appt: |Career—CundmunaI(Cump Perm) j
*Employee Type: IE_ g Excep Hrily -
Employee lﬁ Posn Occupied: I Cornpetitive El
Classification: = I Work Schedule: I Full Time o AR I Primary 'l
RegTemp:  [Reaular | \ . [Bemet  H .

ELSASLats: EREMA Zl 7 adds to FTE Actual Count
Supervisor Level:  All Other Positions
Medical Officer: Mot Applicable *Standard Hours: |4U-UU FTE: I -

FI Sawel [ Return to Search | [ Previous tab | (8 Next tab | =] Allinclude History | (I Correct History
4 3

Step Action

51. | Click the Employee Classification list.
I |

52. | Select the Employee Classification from the dropdown menu, if applicable.
NOTE: This field is only used for Indian Preference.
Click the blank field.

53. | Click the Type Appt list.
ICareer—CnnditinnaI {(Comp Perm) jl

54. | Select the Type Appt from the dropdown menu.

|Nnnpermanent (Comp MonPerm) |

55. Click the *Job Indicator list.

56. | Select the Job Indicator from the dropdown menu.
Click Primary

Primary
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Home = Administer Workforee = Administer Workforce (LUSF) = Use = HR Processing

Iy Wiin d oy

/ Data Control | Personal Data |~ Joh
HILL ZELDA

EmpliD:

0046

| Position Y Compensation | Employment1 " Employment 2

Empl Redy: 0

|»

Position Data
Effective Date:  12/10/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay
LEO Position; | Mot Appiicable 7]

POI: |41 a3 PSC

“Pay Group: |GSE| =Y
Pay Frequency: BiweeklyB

Earnings Program: GS

Y

*Employee Type: Excep Hrly
Employee I -
Classification:

*RegTemp: IHeguIar 8

Supervisor Level: Al Other Positions

Medical Officer: Mot Applicable

FI Sawel [ Return to Search | [ Previous tab | (8 Next tab |
]

7 er. -
¥ SF-113G Ceiling “Regular Shift

Mot Applicable 'l

Shift Rate /Factor:

GEMERAL SCHEDULE BWEEKLY

Work Period: IW Al Holiday Schedule: IFEDHOL =Y

Federal Holiday Schedule

Type Appt:

|Nunpermanem (Zomp NonPerm)

Posn Occupied: I Cornpetitive

0 I Full Time b
Work Schedule: *Job Indicator:
|E><emm :I' " Adds to FTE Actual Count

*FLSA Status:

*Standard Hours: I‘WUU

el

=] Allinclude History | (I Correct History

L3

Step

Action

57.

Click the Compensation tab.
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£ Home

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

j Data Control ' Fersonal Data Job  Position " Compensation _ Employment1 " Employment 2

HILL,ZELDA EmpliD: 0046
Compensation Data

Empl Redy: 0

First (4 102 I Last

¥

Effective Date: 12110/2003 Transaction # | Seq; 1 PAR Status: PROCEESSED BY EI
HUMAMN RESOURCES

Act Type: Rehire HOA Code: 140 Empl Status: Terminated wWith Pay

Pay Rate Determinant:  |IREREMARENG Pay Basis: | Fer Annurm ¥
Pay Plan | *Table/Grade: IGS 0000 |1 1 Step: |1_ Q] step Entry Date: |1 0142001
Rind PPTable/Grade: I I I Step: IU_ Grade Entry Date: |1 or1720

Base Pay: |42.975-UUUUUU Compensation Frequency: Anrual
Loc/LEOQ Adjust: |5,4?5.DD Annuity Offset Amount:

Adjusted Base Pay: |48.451 .00 I” Benefit Base Override FEGLI Base: |48.451 .noo
Total Pay: |48,451 uli}

Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates
B save)  (CLRetun to Search | (@ Previous tab | Next tab | Alinelude History | [[F Corect Histary

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employviment 2

Step Action
58. | Click the Pay Rate Determinant list.

Regular Rate

;,'r/' NOTE: The following fields default based upon the position selected:

- Pay Basis
- Pay Plan
- Table

- Grade

Step | Action

59. | Select the Pay Rate Determinant from the dropdown menu.
Click Regular Rate

60. | Double-click in the Step field.

61. | NOTE: For those employees that do not have a step,"0" should be entered in the Step
field.

Enter the desired information into the Step field. Enter "0".
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f" NOTE: The page can not be saved until the Step is entered. After the Step is entered,
- the following fields will populate:

- Step Entry Date
- Base Pay

- Loc/LEO Adjust
- Total Pay

- FEGLI Base

Step Action

62. | If an employee is an annuitant, enter the Annuity Offset Amount.
Click in the Annuity Offset Amount field.

H

63. | Click the Expected Pay link.

64. | Click the Accounting Info link.

65. | The Common Account Number (CAN) is a required field and must be entered to
process the appointment.
Enter the CAN in the Account Code field .

o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

Q Hame = Worklis ? elp > Sign Ouf]

Accounting Information

Job Earnings Distribution: © By Hours By Percent

Compensation 48,297 600000 Standard Hours: 40.00
Rate:
GL Pay Type: I Account Code: |1 1010055 =

Wi All First (4 10r 1 [M] Last
Business Unit  Department Job Code  Position Shift Earn Code [+][—]
| ] | =Y Q al 2 I =
GLPayType  Account Code Standard Hours ~ Percent of

Distribution

| | A
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Step Action
66. Click the Ok button.

-

& Home

Home = Administer\Warkforce = Administer\Warkforce (USF) = Use = HR Processing Pleww Window

| Data Control | Personal Data |~ Jaok

B save) (CLReturnto Search) Previous tab | Next tab |

D

ata Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

 Position " Cornpensation _ Employrent1 " Erployment 2

HILL ZELDA
Compensation Data

EmpliD: 0046 Empl Reds: 0

Effective Date: 12110/2003

Transaction # | Seq: 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: Rehire NOA Code: 140 Empl Status:  Terrninated With Pay
Pay Rate Determinant: |Retained Grade - Same Posn j Pay Basis: IF‘erAnnum x

Pay Plan i *Table/Grade: lE IUUUU |11 Step: IU_ Step Entry Date: |1 or1720m
Rtnd PP/Table/Grade: I_g I Ql I A step: lﬂ_g Grade Entry Date: |1 001142001

Base Pay. I Compensation Frequency: Annual
Loc/LEO Adjust: |5,475 oo Annuity Offset Amount: I
Adjusted Base Pay:  [18.451.00 I Benefit Base Override  FEGLIBase:  |+5.451.000
Total Pay: |43.451.DD
Other Pay Infarmation Expected Pay Errounding infd Hourly Rates

=] AllInclude History) ([ Correct History |

Step

Action

67.

Click the Employment 1 tab.

Employment 1

Page 104




ONIDEMAND

FERSOMAL NAVIGATOR

Training Guide
Appointments

Home = Administer Workforee = Administer Workforce (LUSF) = Use = HR Processing

j Data Control  Fersonal Data

\ Position " Compensalion ™ Employment 1 Y_Emplayment2
HILL ZELDA EmpllD: 0048
Employment Data 1

Iy Wiin d oy

Joh

Empl Reds: 0

Fifective Date:  12/10/2003

Transaction ¥ | Seqg: 1

PAR Status: PROCESSED BY HUMAN EI
RESOURCES
Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay
EODDt:  10/11/2001 Hire NTE Dt: Mand Retire Dt: | [ EmbDates Filling Position Data
Rehire Dt:  12/10/2003 Separation Dt:

NextReview Dt | Bl apptData
‘Leave; |"D””3Um El  Retire:

rRE [lonzoon Bl rep:
teo: |

|10 172001
|10r1112001 Career Comv Date: |10r1112004
Sev Pay: |1U”1f2991 Career-Cond Conv Date: I

Conv Begin Date: |

WGI Status: IWamng v Non-Pay Hours n.on
WG

WGl DueDate: [107202002 ] | py pate:
B s=ve

Last Increase Dt: I [Exn]
E intermittent Days Worked: ID

QL Return to Search | [ &4 Previous tab | ({38 Next tab |

=] £l Include History | [[# Correct Histary |
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action
68.

Click the Filling Position Data link.

Filling Fosition Datal
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

Filling Position

EmpliD: 0046 Effective 12/10/2003
Date:

Filling Position Data “Wiewy All First 1t 1 (M Last

posttion Filed 2y [ NN ~ |

Step Action

69. | Click the Position Filled By list.
|_ ]

70. | Select the appropriate value from the dropdown.
Click Outside Dept-Not Comp Prom
|Outside Dept-Mot Comp Prarm |

71. Click the Ok button.
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@ Home
Home = Administer Workforee = Administer Workforce (LUSF) = Use = HR Processing

Iy Wiin d oy
j Data Control  Fersonal Data Job \ Position " Compensalion ™ Employment 1 Y_Emplayment2
HILL ZELDA EmpllD: 0048

Employment Data 1

Empl Reds: 0

Fffective Date:  12M10/2003 Transaction ¥ | Seqg: 1

PAR Status: PROCESSED BY HUMAN -EI
RESOURCES
Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay
EODDt 101142001 Hire NTE Dt: Mand Retire Dt: | Ej EmDates Filling[osiionData
Rehire Dt:  12/10/2003 Separation Dt:

Next Review Dt I @

Appt Data
Leave: 10112001 B petire; 101172000 Conv Begin Date: |
RIF: |m:11:20m B 1ep: |10r1112001

Career Conv Date: |1Uf11f2004
LEO: I

Sev Pay: |1U”1f2991 Career-Cond Conv Date: I

WGI Status: IWamng v Non-Pay Hours n.on
WG

WGl DueDate: [107202002 ] | py pate:

B s=ve

Last Increase Dt: I [Exn]
E intermittent Days Worked: ID

QL Return to Search | [ &4 Previous tab | ({38 Next tab |

=] £l Include History | [[# Correct Histary |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action
72. | Click the Appt Data link.
73. | Confirm or modify the Special Employment Program, if applicable.

Page 107



Training Guide ON
Appointments

DEMAND

PERSONAL NAVIGATOR

o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home fsj Winrkdist - Help S Sign Outl

Appointment Info

Nature of Action Code: 10

Current Appointment Auth #1: BiA  OPM Delegation Agr No.
,Cert Mo

Current Appointment Auth #2:

Benefit Record Number: IU Severance Pay Previous Weeks: IU_

| Amount: Hours: I— Days: I—
Special Employment Program: | Mot Applicable j
\Welfare to Work: | Mot Apnlicable =l

Step Action

74. Click the Ok button.

_ I/" NOTE: This is where the Special Program ID would be entered.

NOTE: Welfare to Work should not be captured here.

Step | Action

75. | In the Service Computation Dates section, modify the Leave date, if applicable.
NOTE: The Service Computation Dates will default to the hire date, modify if the the
employee has creditable service.

76. | - Modify the RIF (Reduction in Force) date, if applicable.

- Enter the LEO (Law Enforcement Officer) date, if applicable.
- Modify the Retire date, if applicable.

- Modify the TSP (Thrift Savings Plan) date, if applicable.

- Modify the Sev (Severance) Pay date, if applicable.

77. | NOTE: The WGI Status will default to "Waiting."

NOTE: The WGI Due Date will populate automatically. THIS IS WIGI DUE DATE
NOT WIGI START DATE.

Modify the LEI Date, if applicable.

NOTE: The LEI Date is the date of the last equivalent increase for this employee.
This is usually the date of the last WGI.
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Home = AdministerWorkforee = AdministerWorkforce (LUSF) = Use = HR Processing

Dy Wifin d oy
j_Data Control . Personal Data Jab  Pasition " Cornpensatian " Employrment 1 {_Emplayment2
HILL ZELDA EmpliD; 0046 Empl Reds: 0
Employiment Data 1

Effective Date:  12(10/2003

Transaction # | Seq; 1

PAR Status: FPROCESSED BY HUMAN EI
RESOURCES
Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay
EOD Dt: 10f11/2001 Hire NTE Dt: Mand Retire Dt: | B Exp Dates  Filling Position Data
Rehire Dt 12/10/2003 Separation Dt:

NextReview Dt | Edl

fppt Datd

‘Leave: [10/11/2001 B Retire;  [10/11/2001
pE [lomE0ot B yep: [rorrzo01 & Career Comv Date: [ror 2004 &
LEO: I Sev Pay: |1DI11I2001 Career-Cond Conv Date: I

Conv Begin Date: |

WG| Status: IWaitmg v Hon-Pay Hours 0.00
WGE

WGl Due Date: |1 052002002 @ LEl Date:
ﬁ Save

Last Increase Dt: I B
B Intermittent Days Worked: ID

C} Retun to Search | Previous tab | HNext tab |

8 Al include History | |[# Correct Histary |
Data Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Employment 2

Step | Action
78.

Click the Employment 2 tab.
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£ Home

Home = Administer Workforce = AdministerWorkforce (USF) = Use = HR Processing M Window =

j Data Control ' Fersonal Data Job \ Position " Compensation " Employment 1 4" Employment 2 \_

HILL ZELDA EmpliD: 0048 EmplReds: 0
Employment Data 2
=]
Effective Date: 12/10/2003 Transaction #/ Seq; 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay
Bargaining Unit: [ Probation Date: |10/11/2002 ]
l— SES Probation
Union Code: @
Date:

Union Anniversary | SupvManager Ed

Date: Probation Date:

Reports To Position: IUUUUUU28 4l

Supervisor ID: Begin Date: f Bt

Tenure: I Conditional :I' Expires Date: EJ

Eh ]

Pay Plan/Grade: I = I Compifrea Level: IDD IDUU STV ST

RIF Series: I g Mon Pay Data Security Infa
B save) (CQLRetunto Saarch) Previous tab | Allinclude History) [ Correct History | |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 -

Step

Action

79.

Click the Tenure list.

Canditional A

80.

Select the appropriate type of tenure.
Click Permanent

Permanent |

81.

Enter or modify the employee's compensation area and level in the Comp Level field
as applicable.

T}I NOTE: In EHRP, the Comp Level is a 3 digit code. Therefore, when a user enters a 3
: character Comp Level Code, the Payroll Interface will automatically add a "0" to the
beginning of the Comp Level Code when transmitting that data to Payroll

NOTE: Users should no longer enter any data related to the Comp Area Field. The entire
Compl Level code should be entered into the Comp Level field only.

Step | Action
82. | Enter the completion date for the employee's probation in the in the Probation Date
field, if applicable.
NOTE: If this employee is a SES or Supervisor/Manager enter the probation
completion date in the appropriate field.
83. | Asapplicable, enter the employee security information in the Security Info hyperlink.
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Horme = Administer Waorkforee = Administer Workforce (USF) » Use = HR Processing e YYind o ||

& Homa

j_Data Control . Personal Data Jab  Pasition " Compensation " Erployment 14" Employment 2 \L

HILL ZELDA EmpliD: 0048 EmplRedy: 0
Employment Data 2 k y First (4 1orz I Last
, ] [+1[=]
Effective Date:  12/10/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: Rehire NOA Code: 140 Empl Status:  Terminated With Pay
Bargaining Unit: I Probation Date: |1 0/11i2002 @
l— SES Probation
Union Code: @
Date:

Union Anniversary | SupwManager Edl

Date: Prohation Date:

Reports To Position: |ounuoozs QJ sUPY MGMT ASST

Supervisor ID: I Begin Date: | @

Tenure: Conditi Expires Date: (]

Eh ]

Pay Plan/Grate: I al I CompiArea Level: IUD IUUU Sre i

RIF Series: I g Mon Pay Data Security Infa
B 5ave)  (QRetun to Search | (@ Previous tab | =] Alinclude History] ([ Correct History |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 -

Step | Action

84. | Return to the Data Control tab and change the PAR Status according to your role.

Click the Data Control tab.

85. | Click the Save button.
NOTE: Document the employee identification number (EMPLID) to facilitate
processing benefits and pay documents.

86. | If education information requires updates, use the following navigational path:
Home\Develop Workforce\Manage Competencies (GBL)\Use\Education
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

DEMAND

PERSONAL NAVIGATOR

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

HILLZELDA

EmplD: 0046 Empl Redg: 0

Data Control

Actual Effective Date: |1 21102003 3] Proposed Effective Date: 121012003

Transaction #/ Sequence: r |1_ Mot To Exceed Date: @

*Action: REH[Q] Rehire PAR Status PRO Q] PROCESSED BY HUMAN
RESOURCES

*Reason Code: |[REH Q] Rehire Contact Emplid: al

NOACode: /140 Q] Reins-Career noa [0 (4

Ext:

Authority (1): K@M Q] [Reg 315.401 [

Authority (2): l_ﬂ I I
l_

PAR Request#: 4|Print SF-52 PAR Rernarks Award Data  Tracking Data Retroactive TSP Transfer In Data?

IDDDDQS?MS Print SF-&0 |

B save) (QRetunto Search) Next tab | & Allinclude History) ([ Correct History |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action
87. Click the Home link.

Harne
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£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

2 Winrklist

# Help

S Sign Ouf

Step Action
88. | Click the Develop Workforce link.
89. | Click the Manage Competencies (GBL) link.
[2 Manage Competencies (GBLY
90. Click the Use link.
Llse
91. Click the Education link.
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Home = Develop Workforce = Manage Competencies (GBL) = Use = Education Mew Window

@ Home @ Worklist * Help

Education

Find an Existing Value

EmpliD: ||—
MName: |

Last Name: |

Department SetiD: Y
Department: I ﬂ

Alternate Character Name:l
Personnel Status: | j

S Sign Ouf

Step Action
92. | Select the appropriate employee.
Click in the Last Name field.
I |
93. | Enter the desired information into the Last Name field. Enter "HILL".
94. | Click the Search button.
95. | Select the desired employee.
Click HILL, ZELDA
96. | NOTE: This page will be populated with information from the previous PAR record.

If any of the employee's education data needs to be updated, modify the data.
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Home = Develop Waorkforce = Manage Competencies (GBL) = Use = Education e Window

@ Home 2 Worklist 2 Help S Sign Outl

J( Professional Ed. and Training \_

HILL ZELDA Emplovee D: 0046

Professional Education First [ 10t 1 [} Last
Country: |USA =Y United States =]
‘Degree: I ﬂ
Expected

Major Code: I g Major:
School Code: I g School:

State: | =Y I~ Minority Institution

Year Earned! I GPA: I " Graduated
|
|

» = i5 Foderal

First (4] 1.0t 1 ] Last

Course Title School Name Course Date
| | Bl =]
& save] Qi Retum to Search | (45 Nest in List | [ 15 Previous in List |

Step Action

97. Click the Save button.

98. The information is saved.
End of Procedure.

TSP Setup - Rehire

Introduction
In order to later capture the employee's Thrift Savings Plan election, you must set them up under
the Savings Plan

Procedure

The following steps detail the procedure for capturing the employee's Thrift Savings Plan
election.

Page 115




Training Guide
Appointments

ONDEMAND

PERSONAL NAVIGATOR

o

£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

2 Winrklist

# Help

S Sign Ouf

Step Action

1. Click the Compensate Employees link.
[ compensate Emplovees|

2. Click the Administer Base Benefits link.
[ Adrminister Base Benefits]

3. Click the Use link.

R
4. Click the Savings Plans link.

Savings Plansg|
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Home » Compensate Employees = Administer Base Benefits = Use = Savings Plans Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Savings Plans

Find an Existing Value

EmpliD: 1
Empl Red Mor ]

Mame: |

Last Name: |

Alternate Character Name.l
Personnel Status: | j
[T Include History [ Correct History

Dasic Search

Step Action

5. Select the appropriate employee's record.
Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "HILL".

Click the Search button.

8. Select the desired employee.
Click HILL, TOBY M

9. The Plan Type "42" (TSP) will default.

10. | Enter the Coverage Begin Date (same as Effective date of the Hire); this date will
also populate the Deduction Begin Date and Election Date fields.

11. | Enter the TSP Status Date. (same as Effective date of Hire)
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£ Home

Iy Wiin d oy
{ Elections %
HILLTOBY M D: 00083395 Empl Red#: 0
I Highly Compensated

First (4] 1.0r 1 [P] Last
==

*Plan Type: |42 Q] Thrift Savings Flan

First (4] 1.0 1 [F] Last
*Coverage Begin Date: |1 204/2003 ] +TSP Status Date:

TSP Status Code:  [E Q)
“wave O Terminate

I12ID4I2003 El  ‘Deduction Begin Date: |12ID4I2003 @EI

‘Hlection Date:  [12/04/2003 ]

Participation Election: " Elect

Benefit Plan:

Option:
Employee Status: Active
Benefit Program: GOVT
(@ save) (CiRetunto Search) (+8 Nextin List) (12 Freviou Lot [ 000e 0o ) | Elinlude History ) ([ Conest History

4

Step Action

12. | Click the Lookup TSP Status Code button.
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dome = Compensate Emplovees = Administer Base Benefits = Use = Savings Plans ey Yiind o

£ Home (2 Winrklis 3 Sigh Ouf

Select one of the following values:

E |[Etiuinle (FERS & cSRS)
|1—\Wait\ng 2 Open Season
E\Waitmm Open Season

[0 [rut Applicable

2 [Stopped Before Gvt Cantrib.
[T [Stonped v Stats Prior

[ [Participant, Mo Gv Cantrib
[t |Participating (FERS & CSRS)

Step Action

13. | Select the correct value for the TSP Status Code field.
Click Eligible (FERS & CSRS)
[E [Eligible FERS & C5RE) |

14. In the Participant Election field, select the Waive radio button.
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@ Home
Home = Compensate Employees » Administer Base Benefits = Use = Savings Plans e Window
{ Elections %
HILLTOBY M ID: 00083385 Empl R 0
I Highly Compensated
*Plan Type: |42 Q| Thrift Savings Plan +1[=]

First [ 10t 1 M Last
“Coverage Begin Date: [12042003 E| +1sp Status Date: [120412003 Bl “Deduction Begin pate: |1 270472003 EI[+][=]

TSP Status Code:  [E (@ ‘Hlection Date; |1 2/042003 5]
Participation Election: " Elect & waive  Terminate

Benefit Plan: Option:

Employee Status: Active
Benefit Program: GOVT
B save) (QRetunto Search ) (45 NestinList) (1o L) [ 000e 0o ) | Elinlude History ) ([ Conest History

4

Step Action

15. Click the Save button.

16. The information is saved.
End of Procedure.
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Concurrent Hire

In EHRP, the Concurrent Hire function allows an employee to be assigned to multiple

appointments (positions).
NOTE: Fields that are not required are not listed within the procedure. Optional fields that an end-

user may choose to complete are not detailed.
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