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Introduction

A conversion changes an employee to another appointment under either the same or a different
authority, in the same agency without a break in service. For example, in EHRP, when an
employee is to be converted from a GS (General Excepted Appointed Service) to an SES (Senior
Executive Service) position, the user must enter the applicable personnel action (NOA 542-0).
The data in the HR Processing page group must also be updated to reflect the change in the

employee's position.
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Conversion to SES Career Appointment

A conversion changes an employee to another appointment under either the same or a different
authority, in the same agency without a break in service. For example, in EHRP, when an
employee is to be converted from a GS (General Excepted Appointed Service) to an SES (Senior
Executive Service) position, the user must enter the applicable personnel action (NOA 542-0).
The data in the HR Processing page group must also be updated to reflect the change in the
employee's position.

Conversion to SES Career Appointment

Introduction

In EHRP, when an employee is to be converted from a GS (General Excepted Appointed Service)
to an SES (Senior Executive Service) position, the user must enter the applicable personnel action
(NOA 542-0). The data in the HR Processing page group must also be updated to reflect the
change in the employee's position.

Procedure

The following steps detail the procedure for converting an employee to a SES appointment.

Step Action

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

NOTE: Be sure all special pays are stopped on the prior appointment before
proceeding.
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£ 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 Warkfarce]
3. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)
4, Click the Use link.
R
5. Click the HR Processing link.
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Horme = Administer Workforce = Administer Workforce (USF) = Use = HR Processing Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr'l
MNarme: |

LastName: |

[~ Include History [~ Carrect History

Step

Action

Enter the appropriate variable in the field. (i.e. Last Name)
Click in the Last Name field.

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

Click the Search button.

Select the appropriate employee.
Click WINTER, BETTY

|DEI'I 2 0 WINTER,BETTY WINTER
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

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

WINTER,BETTY EmplD: 0012 Empl Redg: 0
Data Control viewal = [ g2 O =)
Actual Effective Date: [r2i08r2003 & Proposed Effective Date: | 2/08/2003 =
Transaction #/ Sequence: |2_ |1_ Mot To Exceed Date: @
*Action: OTA ﬂ Data Change PAR Status FRO g PROCESSED BY HUMAMN
RESOURCES
*Reason Code: |CWS Q] Change in Wark Schedulecontact Emplid: <l
NOA Code: 939 Q| Home Address Change LITeZ3 |5_ﬂ
Ext:

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

RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data geperance Pay
I Print SF-&0 |
B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

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

Step Action

10. | 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.

11. | Triple-click the Actual Effective Date object.

12. Enter the effective date of the conversion in the Actual Effective Date field.
Enter the desired information into the Actual Effective Date field. Enter
"12/15/2003".

13. Click in the *Action field.

14. | In the Action field, enter "PRO" (Promotion).
Enter the desired information into the *Action field. Enter "PRO".

15. Click in the *Reason Code field.

16. Enter the desired information into the *Reason Code field. Enter "PRO".

17. Click in the NOA Code field.

[]

18. | Enter the NOA Code of "542" (Conversion to Senior Exec Service Career).
Enter the desired information into the NOA Code field. Enter "542".

19. Click in the NOA Ext field.

[
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Step | Action

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

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

[]

22. | Enter the desired information into the Authority (1) field. Enter "NRM".

23. | If applicable, enter the Authority (2).
Click in the PAR Request# field.

24. | Enter the desired information into the PAR Request# field. Enter "0000052608".

25. Click the PAR Remarks link.

-

S Sign Out]
Home = AdministerWarkforee = Administer Workfarce (USF) = Use = HR Processing Il WAl O
PAR Remarks
PAR Remarks igs All First [0 1.0t 1 [M] Last
Remark CD: EI
(=] ™ Insertion Required

Step | Action

26. | 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 "A15".
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

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

WINTER BETTY Emplp: 0012 Empl Redy: 0
Actual Effective Date: |1 201512003 i Proposed Effective Date; | 2/12/2003
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action: FRO Q]  Pramotion PAR Status PRO Q) PROCESSED BY HUMAN
RESOURCES
*Reason Code: [PRO Q] Promotion Contact Emplid: al
NOA Code: 542 Q] Convto SES Career Appt HO&A ID_ﬂ
Ext:
Authority (1) |NRM ﬂ |Reg 317.304. Convto SES |frc|m careercareer-cond.
Authority (2): Q| [ O
RARRequest PAMSF52 | sipBaraie award Data  Tracking Dats Retroactive TSP Transfer In Data?
IDDDDDSZEDB 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

27. Click the Job tab.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

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

WWINTER,BETTY EmpliD: 0012 Empl Redy: O
LJoh Data
i ) =]
Effective Date;  12/15/2003 Transaction # / Seq: 1 PAR Status: ~ PROCESSED BY
HUMAMN
RESOURCES
Act Type: Fromotion MOA Code: 542 Empl Status:  Aclive
Position: 00006568 (R £50201-00  Birecwr, Humsn Resources ™ posn Mgmt Red
*Job Code: 99H093 - - " position override
*Agency: HE Department of HHS Transferred From Agency:
Sub-Agency: |11 Pragram Support Center Transferred To Agency:
*Business Unit: [FSC00 Program Suppott Center Benefits/FEHB Data
‘Department:  |PEAFZ Administrative Operations Serv FEGLIREetirementiF ICA
L ocation: 364170061 Mew York - Mew York Cepatmental Hierarchy
Tax Location:  |NA =] rat Applicable 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

28. Double-click in the Position field.

_’If; 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

29. | Inthe Position field, enter the SES position number to which the employee is being
converted.
Enter the desired information into the Position field. Enter "00000086".
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

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

WINTER, BETTY EmpliD: 0012 Empl Reds: 0
LJoh Data
=]
Effective Date;  12/15/2003 Transaction #/ Seq: 1 PAR Status:  PROCESSED BY
HUMAMN
RESOURCES
Act Type: Fromotion MOA Code: 542 Empl Status:  Aclive
Position: 0o0gooseE ﬂ GS5- 0343- 13 MGMT ANMALYST [l Posn Mgmt Red
*Job Core: 340333 G5- 0343- 13 MGMT AMALYST " position Override
*Agency: HE Department of HHS Transferred From Agency:
Sub-Agency: |11 Pragram Support Center Transferred To Agency:
‘Business Unit: |P3C00 Prograrm Suppott Center Bensfits/FEHA Data
‘Department:  |PEY 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

30. Click the Position tab.

31. | If applicable, click the SF-113G Ceiling checkbox.

j NOTE: The following fields will populate based on the position selected:
- LEO Position
- Regular Shift
- POI
- Pay Group
- Work Period
- Holiday Schedule
- 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

WINTER BETTY EmpliD: 0012 Empl Redy: O
Position Data I First (4 1otz D Last
=]
Effective Date: 12(15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Framotion 542 Empl Status:  Active

LEOPosition: Mot Appicable [7] | ‘Regular Shiftt, | NotApplicale =]
POL: e183]  psc Shift Rate Factor: |
*Pay Group: I g

Pay Frequency: Work Period: [/ | | Holicay Schedule; [FEDHOL & Federal Holiday Schedule

Earnings Program:

Type Appt: |Career—Cunditiuna\ (Comp Perm) j
*Employee Type: IE_Q Excep Hrly

Employee lﬁ Posn Occupied: I SES General E
i ion; 7 IFuIITime 'l IPrima 'l
Classification Work Schedule: + Job Indicator: n

“Reg/Temp: IHeguIar 8
e FLsastaus:  [Eempt 2l I Adds to FTE Actual Count

Supervisor Level: SUpEnisoror Manager

Medical Officer: Mot Applicable Standard Hours:  [#0.00 FIE: |
@ s=ve]  (CLRetun to Search | [ Previous tab | |3 Nast tab | [ ) | Ellinlude History) ([ Carrect History)

Step Action

32. | Click the Employee Classification list.
I |

33. | Select the Employee Classification from the dropdown menu.
NOTE: This field is only used for Indian Preferance.
Click the blank field

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

35. | Select the Type Appt from the dropdown menu.
Click Executive (Except NonPerm)
[Executive (Except MonPerm) |

36. Click the *Job Indicator list.

37. | Select the Job Indicator from the dropdown menu.
NOTE: The default is Primary.
Click Primary

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

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

|»

Iy Wiin d oy

WINTER,BETTY EmpliD: 0012 Empl Redy: O

Position Data

PAR Status: FPROCESSED BY HUMAN
RESOURCES
Active

Effective Date:  12/15/2003 Transaction #/ Seq; 1

Act Type: Promaotion NOA Code: 543 Empl Status:

LEO Position: INDt Applicable 'l ¥ SF-113G Ceiling *Regular Shift INotAppIicabIe -l
POk [e183]  Psc Shift Rate [Factor: |

*Pay Group: I_ g

Pay Frequency: Work Period: [/ | | Holicay Schedule; [FEDHOL & Federal Holiday Schedule
Earnings Program:
| Executive (Except MonPermj

Type Appt:

*Employee Type: IE_ g Excep Hrly
Employee I | Posn Occupied: [sEs General
Classification: Work Schedule: | FUII Time | ) )
*Req/Temp: I Regular e Joh Indicator:

Asastaus:  [Eem Tl s to FTE Actual Count

Supervisor Level: SUpEnisoror Manager
*Standard Hours: I‘WUU FTE:I

Medical Officer: Mot Applicable

& save)  (CLRetun to Search | (@ Previous tab | Next tab | & Alinclude History) ([ Correct History |
-

Step Action

38. | Click the Compensation tab.
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£ Home

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

/ Data Control | Personal Data |~ Joh

 Position " Compensation _ Employment1 " Employment 2

WINTER,BETTY

EmpliD: 0012 Empl Redy: 0
Compensation Data

First (4] 10r3 ast

¥
Effective Date:  12/15/2003 Transaction # | Seq; 1 PAR Status: PROCESSED BY EI

HUMAMN RESOURCES
Empl Status:  Active

; & Pay Basis: |F'erAnnum =
Pay Plan /*Table/Grade: IES o0oo |U4 Step: IU_ @ step Entry Date: I
Rind PP/ Table/Grade: I I I Step: IU_ Grade Entry Date: |1 2152003

Act Type: Promation NOA Code: 542

Pay Rate Determinant: Feqgular Rate

Base Pay: |1 33,800.000000 Compensation Frequency: Anrual
Loc/LEO Adjust: IB,?DU.DD Annuity Offset Amount:
Adjusted Base Pay: |!M ,497.00 I” Benefit Base Override FEGLI Base: |1 42,500.000
Total Pay: |142,SDD i}
Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates

B save) (QLRetunto Search ] (@) Previous tab | (8 Naxt tab )

Allinclude History ) [[3 Correct History

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

Step

Action

39.

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
40. | Select the Pay Rate Determinant from the dropdown menu.
Click Regular Rate
41. | Double-click in the Step field.
42.

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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_ I/" 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

43.

If the employee is an annuitant, enter the Annuity Offset Amount as a per hour value.

_ I}I The annuity offset amount must be entered as a PER HOUR value not an annual amount.

This value must entered correctly in order to avoid significant payroll issues.

Step Action
44. | Use the Add a new row button to enter additional earnings codes.
45. | Click the Expected Pay link.
46. | View the read-only information.

NOTE: DO NOT use the data on this page for pay verifications.
Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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Expected Pay

Geog Location Code: 241360031

Mardand

Locality Pay Area: 20 WASHINGTOMN-BALTIMORE

LEO Special Pay Area: 8 WASHINGTOMN-BALTIMORE

Locality Percentage: 1274

Change Percent: 263.511

Base Pay With Locality EO Adjustment

Hourly: £4.110000 B3.280000
Dailys 51288 546.24
Biweekhy: 5,128.80 5,462.40
Monthhs 11,112,400 11,835.200
Annual: 133,348.800 142,022.400
Total Other/Premium Pay: 0.oa
Total PSP: 0.on
Total Pay: 142,022.40

Expected Results have heen reduced

s

4

Step

Action

47.

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

DEMAND

PERSONAL NAVIGATOR

Iy Wiin d oy

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

WINTER, BETTY
Compensation Data

EmpliD: 0012 Empl Redy: 0

Effective Date:  12116/2003 Transaction # | Seq; 1 PAR Status: PROCEESSED BY EI

HUMAMN RESOURCES
Empl Status:  Active

Pay Rate Determinant: | Regular Rate =l Pay Basis: [Fer annum [z
Pay Plan /*Table/Grade: IES IUUUU |U4 Step: IU_ @ step Entry Date: I
Rind PPTable/Grade: I I I Step: IU_ Grade Entry Date: |1 2152003

Act Type: Promation NOA Code: 542

Base Pay: |1 33,800.000000 Compensation Frequency: Anrual
Loc/LEO Adjust: IB,?DU.DD Annuity Offset Amount:
Adjusted Base Pay: |!M ,497.00 I” Benefit Base Override FEGLI Base: |1 42,500.000
Total Pay: |142,SDD i}
Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates
B save)  (CLRetun to Search | (@ Previous tab | Next tab | =] Allinelude History) ([F Correct History |

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

Step Action

48. | Click the Accounting Info link.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

Accounting Information

Job Earnings Distribution: ' ByHours " By Percent * None

Compensation 41,350.400000 Standard Hours: 40.00
Rate:
GL Pay Type: I Account Code: |1 1010055 =Y

First (4 1.0f 1 [P Last
Business Unit  Department Job Code  Position Shift Earn Code [+][=]
| Q| =Y =Y all 2 I =
GLPayType  Account Code Standard Hours ~ Percent of

Distribution

| | Q]

Step Action

49, Double-click in the Account Code field.
[11010055 |

50. | Enter the CAN in the Account Code field.

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

Enter the desired information into the Account Code field. Enter "1921T101".

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

DEMAND

PERSONAL NAVIGATOR

Iy Wiin d oy

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

WINTER, BETTY
Compensation Data

EmpliD: 0012 Empl Redy: 0

Effective Date:  12116/2003 Transaction # | Seq; 1 PAR Status: PROCEESSED BY EI

HUMAMN RESOURCES
Empl Status:  Active

Pay Rate Determinant: | Regular Rate =l Pay Basis: [Fer annum [z
Pay Plan /*Table/Grade: IES IUUUU |U4 Step: IU_ @ step Entry Date: I
Rind PPTable/Grade: I I I Step: IU_ Grade Entry Date: |1 2152003

Act Type: Promation NOA Code: 542

Base Pay: |1 33,800.000000 Compensation Frequency: Anrual
Loc/LEO Adjust: IB,?DD.DD Annuity Offset Amount:

Adjusted Base Pay: |!M ,497.00 I” Benefit Base Override FEGLI Base: |1 42,500.000
Total Pay: |142,SDD i}

Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates
B save)  (CLRetun to Search | (@ Previous tab | Next tab | =] Allinelude History) ([F Correct History |

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

Step Action

52. | Click the Employment 1 tab.
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Home = Administer Workforee = Administer Workforce (LUSF) = Use = HR Processing

/ Data Control | Personal Data |~ Joh

Iy Wiin d oy

WINTER,BETTY

EmpliD:
Employment Data 1

oo12

Empl Reds: 0

\ Position " Compensalion ™ Employment 1 Y_Emplayment2

Fifective Date:  12/15/2003 Transaction # | Seqg: 1 PAR Status: FPROCESSED BY HUMAN
RESOURCES
Act Type: Promation NOA Code: 542 Empl Status: Active
EODDt:  10/11/2001 Hire NTE Dt Mand Retire Dt: | B EmDates Eiling osifion Data
Rehire Dt: Separation Dt: Mext Review Dt: I Bl ApptData
Leave: 10112001 B petire; 101172000 Conv Begin Date: |
RIF: |1 o200 B rep: |10r1112001 Career Comv Date: |10r1112004
LEO: I Sev Pay: |1U”1f2991 Career-Cond Conv Date: I
WGl Status: IWamng v Non-Pay Hours 0.00 Last Increase Dt: I (Ex1]
WG
WG| Due Date: |1 02002002 B L@ Date: El mtermittent Days Worked: IIJ
B 5ave)  (QRetun to Search | (@ Previous tab | Next tab | =] £l Include History | [[# Correct Histary |
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

53.

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 Worklis ? Help 3 Sigh Ouf

Filling Position

EmpliD: 0012 Effective 12/15/2003
Date:

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

posttion Filed 2y [ NN ~ |

Step Action

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

55. | From the dropdown menu, select the correct method by which the position has been
filled.
Click Career Ladder Promotion

| Career Ladder Pramation |

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

£ Home

Iy Wiin d oy

/ Data Control | Personal Data |~ Joh

\ Position " Compensalion ™ Employment 1 Y_Emplayment2

WINTER,BETTY EmpliD: 0012 Empl Reds: 0
Employment Data 1 First @ 1012 O
=]
Fifective Date:  12/15/2003 Transaction # | Seqg: 1 PAR Status: FPROCESSED BY HUMAN
RESOURCES
Act Type: Promation NOA Code: 542 Empl Status: Active
EODDt:  10/11/2001 Hire NTE Dt Mand Retire Dt: | B EmDates Filing 2osifion Data
Rehire Dt: Separation Dt: Mext Review Dt: I Bl ApptData
Leave: 10112001 B petire; 101172000 Conv Begin Date: |
RIF: |m:11:20m B 1ep: |10r1112001 Career Comv Date: |10r1112004
LEO: I Sev Pay: |1 0r11/2001 Career-Cond Conv Date: I
WGl Status: IWamng v Non-Pay Hours 0.00 Last Increase Dt: I (Ex1]
WG
WG| Due Date: |1 02002002 B L@ Date: El mtermittent Days Worked: IIJ
B 5ave)  (QRetun to Search | (@ Previous tab | Next tab | =] £l Include History | [[# Correct Histary |

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

Step Action

57. | Click the Appt Data link.

AR

58. | If applicable, from the dropdown menu, select the Special Employment Program.

NOTE: This is where the Special Program 1D would be entered.
NOTE: Welfare to Work should not be captured here.
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Home = Administer Workforee = Administer Workforce (LUSF) = Use = HR Processing

DEMAND

PERSONAL NAVIGATOR

£ Home

Iy Wiin d oy

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_

|Amuurrl: Hours: I Days: I—

Special Employment Program: | Mot Applicable j
\Welfare to Work: | Mot Apnlicable =l

Step Action

59. Click the Ok button.

60. | If applicable modify the Service Computation Dates.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

/ Data Control | Personal Data |~ Joh

\ Position " Compensalion ™ Employment 1 Y_Emplayment2

EmpliD: 0012 Empl Reds: 0

WINTER,BETTY
Employment Data 1

First €] 1cr3 D | as

=]
Fifective Date:  12/15/2003 Transaction # | Seqg: 1 PAR Status: FPROCESSED BY HUMAN
RESOURCES
Act Type: Promation NOA Code: 542 Empl Status: Active
EODDt:  10/11/2001 Hire NTE Dt Mand Retire Dt: | B EmDates Filing 2osifion Data
Rehire Dt: Separation Dt: Mext Review Dt: I Bl apptData

Leave: 10112001 B petire; 101172000 Conv Begin Date: |

RIF: |m:11:20m B 1ep: |10r1112001 Career Comv Date: |10r1112004
LEO: I Sev Pay: |1U”1f2991 Career-Cond Conv Date: I

WGl Status: IWamng v Non-Pay Hours 0.00 Last Increase Dt: I (Ex1]
WGE
WG| Due Date: |1 02002002 B L@ Date: El mtermittent Days Worked: IIJ

B 5ave)  (QRetun to Search | (@ Previous tab | Next tab | =] £l Include History | [[# Correct Histary |

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

Step Action

61. | Modify the Within Grade Increase Data, if applicable, to N/A.

NOTE: SES employees do not receive WGIs. They receive salary adjustments.
Click the WGI Status list.

62. | Click N/A
iy

63. | Modify the LEI date, if applicable.
NOTE: The LEI Date is the date of the last equivalent increase for this employee
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Home = Administer Workforee = Administer Workforce (LUSF) = Use = HR Processing

DEMAND

PERSONAL NAVIGATOR

£ Home

Iy Wiin d oy
j Data Control ' Fersonal Data Job \ Position " Compensalion ™ Employment 1 Y_Emplayment2
WINTER,BETTY EmplD: 0012

Empl Reds: 0
Employment Data 1

First €] 1cr3 D | as

) i =]
Fifective Date:  12/15/2003 Transaction # | Seqg: 1 PAR Status: FPROCESSED BY HUMAN

RESOURCES
NOA Code: 542 Empl Status: Active

Mand Retire Dt: | B EmDates
Separation Dt: Next Review Dt: I Bl ApptData

Leave: 1071172001 Bl petire;  [10/11/2001

RIF: |m:11:20m B 1ep: |10r1112001

Act Type: Fromotion

EOD Dt: 10/11/2001 Hire NTE Dt:

Filling Pagition Data
Rehire Dt;

Conv Begin Date: |

Career Conv Date: |1Uf11f2004
LEO: I Sev Pay: |1 0r11/2001 Career-Cond Conv Date: l—
WG| Status: v

Hon-Pay Hours o0.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 |

Alinclude History | | B Correct History

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

Step Action

64. | Click the Employment 2 tab.
65. | Enter the employee's Union Code, if applicable.

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

- Bargaining Unit
- Reports To Position

Step Action
66.

Confirm or enter the appropriate Reports To Position for the employee.
NOTE: The Reports To Position field is required for automatic actions
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Conversions

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

o

£ Home (2 Winrklis 3 Sigh Ouf

|»

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

WINTER,BETTY Emplip: 0012 EmplRedy: 0
Employment Data 2 k y First [4] 1orz D Last
=]
Effective Date: 12/15/2003 Transaction #/ Seq; 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: Pramotion NOA Code: 542 Empl Status: Active
Bargaining Unit: | EEEE INELIGIBLE TO JOIN Probation Date: |10/11/2002 ]
l— SES Probation
Union Code: @
Date:
Union Anniversary | SupvManager Ed
Date: Probation Date:
Reports To Position: I
Supervisor ID: Begin Date: f Bt
Tenure: I Conditional :I' Expires Date: EJ
Eh ]
Pay PlaniGrade: I = I Compifrea Level: IDD IDU 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
67. | Click the Tenure list.
68. In the Tenure field, select None.
Click None
69. | Asapplicable, enter the employee's compensation level in the CompLevel field.
Double-click in the Comp/Area Level field.
70. | Enter the desired information into the Comp/Area Level field. Enter "408".

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
71. | Enter the completion date for the employee’s probation in the SES Probation field.
72. | Asapplicable, enter the employee security information in the Security Info hyperlink.

Page 23
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Conversions

o

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

£ Home

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

WINTER,BETTY Emplip: 0012 EmplRedy: 0

Employment Data 2
Effective Date;  12/15/2003 Transaction #/ Seq; 1 PAR Statys: PROCESSED BY

HUMAMN RESOURCES
Act Type: Framotion NOA Code: 242 Empl Status:  Active
Bargaining Unit: | EEEE INELIGIBLE TO JOIN Probation Date: |10/11/2002 ]
l— SES Probation
Union Code: @
Date:

Union Anniversary | SupvManager Ed
Date: Probation Date:

Reports To Position: I
Supervisor ID: I Begin Date: | @

Tenure: I Mone :I' Expires Date: EJ

Pay Plan/Grade: I_ﬂ I Compifrea Level: IDT |4IJE: Phone Mbrs

RIF Series: I ﬂ Mon Pay Data Security Infa
B save] (ClRaturnto Search | [ Previous tab | =] A includs History | ([ Correct History | | |
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 -

Step Action

73. | Change the PAR Status according to your role and then click Save.
Click the Save button.

74. | The conversion is complete.
End of Procedure.
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