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Introduction

In addition to the EHRP PAR pages that are central to the business process, management
information can be obtained in condensed formats from the following:
Inquire Pages

Job Summary

Personal Data

Multiple Jobs

Nid Lookup

Reports

Request for Personnel Action

Notice of Personnel Action

Public Queries
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Management Information

Inquire pages are queries that are built into EHRP for users to access easily. Since EHRP is used
in a browser format, the inquires can be printed using the Print button on the browser tool bar.
Inquire pages display information in a view only mode.

Reports provide data about groups of employees, based on the criteria specified. EHRP provides a
process for the printing of reports.

Job Summary Inquire Page

Introduction
Reports provide data about groups of employees, based on the criteria specified. EHRP provides a
process for the printing of reports.

Procedure

The following procedures show how to display the Job Summary Inquire Page in order to
review an employee’s job history.

-

Home

@ Home 2 worklist # Help S Sign Out

—
& Develop Workforce

2 Administer Workforce

@ Compensate Emplovees

& Define Business Rules

@ He Process Menu

& Help PoC Online

W@ FPeopleTools

Page 1



Training Guide ON
Information Tools

DEMAND

PERSONAL NAVIGATOR

Step | Action

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

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

3. Click the Inquire link.

4. Click the Job Summary link.

-

Home = Administer Waorkforce = Administer Waorkforce (USF) = Inguire = Job Summary Mewy Window

S Sign Out]

Job Summary

Find an Existing Value

EmpliD: 1
Empl Red Mor: ]

Mame: |

Last Mame: |

Alternate Character Name:l
Personnel Status: | |

Step Action

5. Click in the field by which you want to search.

Click in the Last Name field.

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

Click the Search button.

8. Select the desired entry to display the Job Summary page.
Click Winter, Betty.
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@ Home

Horme = Administer Waorkfores = Administer Waorkforce (USF) = Inguire = Job Summary e YYind o
{ Job Surmary |

WINTER,BETTY Emplovee o 00z EmpiRed: U

Job Information Al First (0 140t [B] Last

General Job Information Wk Location Compensation

Eff Date Sequence Action Action Reason

120082003 i Data Change Change in'Waork Schedule

1200852003 ih| Data Change Carrection-Pay Rate

06M 252002 ih| Data Change Data Change

1012001 11 Hire Mew Position

QL Return to Search | (45 Nextin List | (5 Frevious in List |

Step | Action

9. Click the Job Information tab to view the Job Information page.

[ Jok Information |

10. | Click the Work Location tab to view the Work Location page.

11. | Click the Compensation tab to view the Compensation page.

12. | Click the Component link to display additional information regarding compensation.

Components
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Home = Administer Workforee = Administer Workforce (USF) = Inguire = Job Summary Mews Window

£ Home

Salary Components

WINTER,BETTY 1D: ooz Empl Rod#: 0

Compensation Rate: 41,350.400000%3) JsoD

Compensation Fregquency: A Annual

Pay Components

Rate Code Seq Details Comp Rate Currency Frequency Points Percent Rate Code Group
1 0 Details

Step Action

13. | Click the Details link to show the Changes page of the Pay Components page group.
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£ Home

Home = Administer YWorkforce = Administer Workforce (USF) = Inguire = Jobh Summary

Iy Wiin d oy

Comp Rate Code

Comp Rate Code:

Description
I Base Pay [~ Use Highest Rate

Rate Code Type:

Rate Code Class:

Step Action
14, Click the OK button.
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Home = Administer Workforee = Administer Workforce (USF) = Inguire = Job Summary Mews Window

£ Home

Salary Components

WINTER,BETTY 1D: ooz Empl Rod#: 0

Compensation Rate: 41,350.400000%3) JsoD

Compensation Fregquency: A Annual

Pay Components

Rate Code Seq Details Comp Rate Currency Frequency Points Percent Rate Code Group
1 0 Details

Step Action

15. Click the OK button.
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£ Home (2 Winrklis 3 Sigh Ouf
Home = Administer orkforce = Administer Workforce (USF) = Inguire = Job Summary M Window
{ Job Summary |
WINTER,BETTY Employee p: 0012 Empl Rod#: 0
Job Information view Al First (0 1404 [P] Last
General Job Information Wiork Location Compensation
Eff Date Sequence Annual Rt Monthhy Rt Daily Rt Hrhy Rate Currency g:f:g:t Components
1210872003 21 $41,350.400 $3,445.870 §19.880000 uso 0.000 Companents
1210872003 11 $41,350.400 3445870 §159.880000 uso 0.000 Companents
0651 2/2002 11 $39,561 600 $3,296.800 $19.020000 UsD 0.000 Companents
10M 152001 11 $37,648.000 $3,137.330 $18.100000 uso 0.000 Companents

CLReturn to Search)| | +Z Mexctin List | |+ Previous inList |

Step Action

16. Click the Return to Search button.

17. | Continue to search for additional information, if necessary.
End of Procedure.

Personal Data Inquire Page

Introduction

Reports provide data about groups of employees, based on the criteria specified. EHRP provides a
process for the printing of reports.

Procedure

The following steps show how to display the Personal Data page in order to provide a summary
of an employee's personal data.
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o

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 Inquire link.
4, Click the Personal Data link.

Fersonal Datal
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Horme = Administer Waorkforce = Administer Workforce (USF) = Inquire = Personal Data Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Personal Data

Find an Existing Value

EmpliD: I
Empl Red Nbr'l

Marne: |

LastName: |

Dasic Search

Step

Action

Click in the field in which you want to search.

Click in the Last Name field.

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

Click the Search button.

Select the desired entry to display the Personal Data page.
Click Winter, Evan.
lon1s o WINTER.EVAN WINTER |
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Home = Administer Workforee = Administer Workforce (USF) = Inguire = Personal Data Mews Window

£ Home

J( Personal Data ' Joh Dalal  Job Data2 " Employment Data )

I WINTER EVAN 1D: 0o01a Effective Date: 06/12/2002

Name: Gender: Fernale

Marital Status: Race: Handicap: Mo Handicap

Country: ||_ Q]
Address 1:
Address 2:
Address 3:

City:
County: Postal:

State: Res Loc Code: (=

DOB: Citizenship Date Entitled
Place: Status: to Medicare
: Country: Draft Status:
State: ountry: g -

Step Action

9. Click the Job Datal tab to display the Job Datal page for the Personal Data view.
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Home = Administer Workforee = Administer Workforce (USF) = Inguire = Personal Data Mews Window
/ FersonalData " Job Datal “ Job DataZ  EmploymentDala |
I WINTER, EViah D 005 Effective Date:  06/12/2002
Position: 00006591 G5 0303 =N ADMIMISTRATIVE ASSISTANT  BenefitsiFEHB Data
Joh Code: 98H093 B
Employee Type: Excep Hrly Type of Appointment: CareerConditional (Comp Perrm)
Empl Class: Posn Occupied: Competitive
RegTemp: Reaular Work Schedule: Full Time
Supervisor Level: Other Holiday Schedule:
Company: HE Department of HHS LEO Position: MIA,
- 11 Program Support Center

Sub-Agency: 2 2 Standard Hours: 40.00
Department:  PEAF2
Location: J64170061 FLSA Status: MNonexempt
Tax Location 1A Mot Applicable Regular Shift: A,
Code:

Eersonal Data | Job Datat | Job Data2 | Emploviment Data

Step Action

10. | Click the Benefits/FEHB Data link to display data on Benefits/Retirement.
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Iy Wiin d oy

Benefits/iRetirement Data

Benefits Employee Status: Active
BAS Group ID:

Benefit Program;  GYT FEDERAL GOWT EMPLOYEES

FPermanent

I FEGLI Code: Basic Only

Annuitant Indicator: Retirement Plan:

Mot 9 FERS and FICA
Applicable

Previous Retirement Coverage: FERS Coverage:
Mever Covered

Automatically Covered By FERS
Annuity Commencement Date:

CSRS Annuity Offset Amount:

Frozen Service: 0000

Step Action
11. Click the OK button.
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£ Home (2 Wiorklis S Sign Out]
Home = Administer Workforee = Administer Workforce (USF) = Inguire = Personal Data Mews Window
/ FersonalData " Job Datal “ Job DataZ  EmploymentDala |
I WINTER EVAN D: 0015 Effective Date:  06/12/2002

Position; 00006591 G5 0303 =N ADMIMISTRATIVE ASSISTANT  BenefitsiFEHBE Data

Job Code: 98H093 - -

Employee Type: Excep Hrly Type of Appointment: CareerConditional (Comp Perrm)

Empl Class: Posn Occupied: Competitive

RegTemp: Reaular Work Schedule: Full Time

Supervisor Level: Other Holiday Schedule:

Company: HE Department of HHS LEO Position: MIA,

- 11 Program Support Center

Sub-Agency: 2 2 Standard Hours: 40.00

Department:  PEAF2

Location: J64170061 FLSA Status: MNonexempt

Tax Location 1A Mot Applicable Regular Shift: A,

Code:

Eersonal Data | Job Datat | Job Data2 | Emploviment Data

Step Action

12. | Click the Job Data2 tab to display the Job Data2 page for the Personal Data view.

| Jobh Data2 |

13. | Click the Employment Data tab to display the Employment Data page for the
Personal Data view.
l" Employment Data \\|

14. Continue to search for additional information, if necessary.
End of Procedure.

Multiple Jobs Inquire Page

Introduction
Reports provide data about groups of employees, based on the criteria specified. EHRP provides a
process for the printing of reports.

Procedure

The following steps show how to display the Multiple Jobs Inquire Page in order to view a
summary of an employee's jobs and changes in employment status.
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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 Inquire link.
4. Click the Multiple Jobs link.
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£ Home

Home = Administer Workforce = Administer Workforce (USF) = Inguire = Multiple Jobs

Multiple Jobs

2 Winrklist

Find an Existing Value

EmpliD: I

MName: |

Last Name: |

Department SetiD: Y
Department: I ﬂ

Alternate Character Name:l

Personnel Status: |

# Help S Sign Ouf

Mewy Window

Step

Action

Click in the EmplID field.

Click in the field by which you want to search.

Enter the desired information into the EmplID field. Enter "0015".

Click the Search button to view the Employee page of the Multiple Jobs view.
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£ Home 2 Winrklist # Help S Sign Ouf
Home = Administer Yorkforee = Administer Workforce (USF) = Inguire = Multiple Jobs M Window
J Multiple Jobs
WINTER, EVAN Ernplovee o 0015

Multiple Jobs Wiew Al First [0 1 of 1 [ Last

As Of Date: 1001172001

Job Information Wie All First [ 1.0t 1 (] Last
Employes Position Data Job Information

Empl Rcd¥  Short Name Job Indicator Effective Date Sequence

1} Active Primary 10011/2001 11

a Save QRetum to Search

Step Action

8. Click the Position Data tab to view the Position Data page of the Multiple Jobs
view.

| Posttion Data |

9. Click the Job Information tab to view the Job Information page of the Multiple
Jobs view.

| Job Information |

10. Click the Return to Search button.

11. | Continue to search for additional information, if necessary.
End of Procedure.

Nid (National ID-SSN) Lookup Inquire Page

Introduction
Reports provide data about groups of employees, based on the criteria specified. EHRP provides a
process for the printing of reports.

Procedure

The following steps display the Nid Lookup page that allows a user to lookup an employee using
the first 6 digits of the National ID (SSN).
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Home

& Homa

—_—
@ Develop Workforee

@ Administer Warkforce

@ Compensate Employees
< Define Business Rules
@ He Process Menu

@ Help FoC Online

@ FPeopleTools

S Sign Outl

Step | Action
1. Click the Administer Workforce link.
[ Administer Warkfarce|
2. Click the Administer Workforce (USF) link.
[ Administer Warkfarce (USF)|
3. Click the Inquire link.
4. Click the Nid Lookup link.

Page 17




DEMAND

PERSONAL NAVIGATOR

Training Guide ON
Information Tools

Home = Administer Workforee = Administer Workforce (USF) = Inguire = Nid Lookup Mews Window

{ Search hy Mational ID Y

National ID:
‘Sgarchin; | EMployess =] Search.. |

@ Home 2 Worklist 2 Help S Sign Outl

View Al First (€] 1061 [#] Last
Mational ID EmpliD Hame Country National ID Type

Step Action

5. Enter the first 6 digits of the National ID (SSN) into the National ID field. Enter
"100110".

Q Using the first 6 digits of the National ID (SSN) to search is useful as the EHRP system
. does not use National ID as a search key.

Step | Action

6. Click the *Search in list.

7. Select the desired entry.
Click Employees.

8. Click the Search... button.

9. The requested information is displayed. Continue to search for additional information
as necessary.

End of Procedure.
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Printing Multiple SF-50's
EHRP enables the user to print standard reports, available on the Report menu. Depending on

which report the user selects, there may be one or more parameters that enable you to more
specifically identify which data you want on your report.

Procedure

The following steps detail the procedure for generating multiple SF-50's from the Report menu.

-

Home

@ Home 2 worklist * Help S sign Outj

—
< Develop Waorkforce
@ Adrminister Workforce
W@ Compensate Employees
@ Define Business Rules
@ He Process Menu
@ Help PoC Onling

@ PeopleTools

Step Action

1. Click the Administer Workforce link.
[2 Administer warkforce]

2. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)

3. Click the Report link.

4, Click the Notice of Personnel Action link.
Motice of Persaonnel Action
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Home » Administer Workforce = Administer Workforce (USF) = Report = Notice of Personnel Action Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Notice of Personnel Action

Find an Existing Value

Run Contral ID:||

™ Case Sensitive

Advanced Search

Add 2 Mew Valug

Step Action

5. Click on the Add a New Value hyperlink to create a new Run Control, or use an
existing one.

NOTE: If you are using an existing Run Control, click on the Search button and select
the Run Control from the list.
Click the Add a New Value link.

Add & Mew Value

Enter the desired information into the Run Control ID field. Enter "tws".

Click the Add button.
Add
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£ Home 2 Winrklist # Help S Sign Ouf
Home = Administer Workforce = Administer Workforce (USF) = Report = Notice of Personnel Action Mews Window
J( Parameters \: Select Data \
Run Control ID:  tws Reporthanager  Process wMonitor Run

|‘PARTy'pe: FEDERALWIF RECORDS 7]
| ¥ Employee [~ OPF [ Payrol [ hility

Filter
| & On-line  within Batch Program —I
EmpliD: SSN: Name:
PAR Status: Department: Location: NOA Code:
[ U U
PAR Status
=
& save Next tab [EkAdd | ([ Coect History

FParameters | Select Data

Step Action

8. At the Parameters page, select the criteria to use for generating the SF-50's. Some of
the choices include:

Copies Requested - Employee, OPF, Payroll, Utility

Filter Criteria - EMPLID, SSN, Name, PAR Status, Department, Location, NOA
Code

PAR Status Date Range

Click the Payroll option.

9. Click in the Name field.

10. Enter the desired information into the Name field. Enter "JONES".

11. Click the Filter button.
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Home = Administer Workioree » Administer Workforce (USF) = Eeport = Notice of Personnel Action Mews Window

£ Home

Parameters Select Data \_

Run Control ID: s Report Manager Process Monitar Run

Fittered PAR Data y
PAR Type EmpllD HameRequisition Type SSNiStatus Effective Date
- Federalwi 000002493 JOMES, ZACHARY a00-04-001 4 0470872002 g
-7 Federalwi noooozg4 JOMES, YOLANDA 200-01-0089 061272002 0
-7 Federalwi 0oooo294 JOMES,ELAINE 200-01-0005 0411052002 e
-7 Federalwi nooooz94 JOMES,ELAINE 200-01-0005 0470972002 e
™ Federalwi nooooz2g4 JOMES,ELAINE 200-01-0005 0450872002
Add Al Add Selected Remove Selected | | Remave All |
Selected PARs to Print First (4] 101 1 [P] Last
PAR Type EmpliD Mame/Requisition Type SSN/Status Effective Date
O
B save] (CQlReturnto Search | [E Previous tab | Eadd
Parameters | Select Data
a 3

Step Action

12. | Based on the criteria selected on the first page, you will see a list of Filtered PAR
Data that will reflect the employee records included within your search.
Click in the checkbox next to the PARS you want to print.

0

(? NOTE: If you mistakenly select a PAR you DO NOT want to print, click in the checkbox
to the left of the PAR and click on the Remove Selected pushbutton.

Step Action

13. | Click the Add Selected button to move the selected records to the bottom of the page.

Add Selected

14. | Once you ensure that the PAR's you want to print appear at the bottom of the page,
you can click the Run button to run the report.
Click the Run button.

Run
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Home = Administer Workioree » Administer Workforce (USF) = Eeport = Notice of Personnel Action Mews Window
Saved
Process Scheduler Request
User ID: LNICHOLS Run Control ID: tws
Server Name: _:Iv Run Date: |1 2112003 (e
Recurrence: ¥! Run Time: I 1:32:04PM
Titme Zone: - Reset to Current Date/Time |
Process List
Select Description Process Name Process Type “Type “Format
¥ REGQUEST FOR PERSONAL ACTION FGSFE052 SQR Report I 'I I 'I

Step Action
15. Click the Server Name list.
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Home = Administer Workioree » Administer Workforce (USF) = Eeport = Notice of Personnel Action Mews Window

£ Home

Process Scheduler Request

User ID: LNICHOLS Run Control ID: tws

Server Narne: RunDate:  |12111/2003 =]
F‘SNT 1 Run Time: |1:38:D4PM

Resetto Current DatefTime |

Recurrence:

Time Zone:

Process List

Select Description Process Name Process Type *Type *Format

¥ REQUEST FOR PERSONAL ACTION FGEF5E052 SQR Report I 'I I 'I

Step Action

16. | Select PSUNX from the drop down menu.
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£ Home

Home = Administer Workioree » Administer Workforce (USF) = Eeport = Notice of Personnel Action Mews Window
Process Scheduler Request

User ID: LNICHOLS Run Control ID: tws

Server Name: PSUNA ~| RunDate: |1 211172003 [em]

Recurrence: ¥! Run Time: I 1:32:04PM

Titme Zone: - Reset to Current Date/Time |

Process List

Select Description Process Name Process Type “Type “Format

¥ REQUEST FOR PERSONAL ACTION FGSFE052 SQR Report I 'l I 'l

Step Action
17. | Click the OK button to be routed back to the Select Data page.
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Home = Administer Workioree » Administer Workforce (USF) = Eeport = Notice of Personnel Action Mews Window

Parameters Select Data \_

Run Control ID:  tws Report Mananer Process Monitor -

Process Instance: 203076

Filtered PAR Data
PAR Type EmpllD HameRequisition Type SSNiStatus Effective Date
- Federalwi 000002493 JOMES, ZACHARY 300-04-0014 04/08/2002 g
-7 Federalwi noooozg4 JOMNES, YOLANDA 200-01-0099 0622002 0
-7 Federalwi 0oooo294 JOMES ELAIME 200-01-0005 04/1002002 e
-7 Federalwi nooooz94 JOMES ELAIME 200-01-0005 04/0972002 e
™ Federalwi nooooz2g4 JOMES, ELAIME 200-01-0005 04082002
Add Al Add Selected Remove Selected | | Remave All |
Selected PARs to Print irst (4] 10t1 (]
PAR Type EmpliD Mame/Requisition Type SSNiStatus Effective Date
T Federalw 00000294 JOMES YOLAMDA 200-01-0099 06122002 e
B save] (CQlReturnto Search | [E Previous tab | Eadd) (5

Parameters | Select Data

a 3

Step Action

18. Click the Process Monitor link.
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Home = PeopleTools = Process Monitor = Inguire = Process Requests e Window

J(Prucesa List ' SemerList

£ Home

useriD: [LNICHOLS & process | | Last: |1_|Day3__|. Hefreshl

Type:
Server I j‘ Process I j' Instance: | to |
Name: Run Status:
™ View Job ltems V' Save On Refresh
1 First (4 1303 [ Last
Instance Seq. Process Type Process Name User Run Date/Time Run Status  Details
121172003 1:38:04PM .
203076 S50R Report FGSF5052 LMICHOLS EST Details
203075 SOR Report FGEFA042 LMICHOLS (2003 RIESIEUS el Success Details
203074 SOR Report FGSFE052 LMICHOLS :5281401’2003 AR Success Details

Go hackto Motice of Personnel Action

ﬁ Save

Process List| Server List

Step Action

19. | Asthe job progresses, the status will change from Initiated to Queued to Posting to
Success. You can click the Refresh pushbutton periodically to monitor the progress.

When you see the Success status, your job is done.

Click the Details link for the desired report.

Page 27




Training Guide
Information Tools

ONDEMAND

PERSONAL NAVIGATOR

o

Home = PeopleTools = Process Monitor = Inquire = Process Requests

Process Detail

Instance:

Name:

203076
FGEFS052

Type:

£ Home

S Sign Ouf

Iy Wiin d oy

SOR Report

Description: REQUEST FOR PERSONAL ACTION

Run Control ID: tys «
Location: Server @
Server: PSUNK c
" Delete Request
Recurrence: e
Request Created On: 12/11/2003 1:38:40FM EST Parameters Transfer
Run Amytime After: 12M11/2003 1:38:.04PM EST hessage Log
Began Process At 12/11/2003 1:38:49PM EST Batch Timings
Ended Process At 12/11/2003 1:38:50PM EST View LogTrace
Step Action
20. | Click the View Log/Trace link to go to the Report/Log Viewer. You will see a
listing of SF-50's. Click the print button and the SF-50's will begin printing.
21. | End of Procedure.

Printing One SF-50 for One Employee

EHRP enables the user to print standard reports, available on the Report menu. Depending on
which report the user selects, there may be one or more parameters that enable you to more
specifically identify which data you want on your report.

Procedure

The following steps detail the procedure for generating one SF-50 for an employee.
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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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o

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

EmnpliD: |\
Empl Red Nbr'l

Marne: |

LastName: |

[~ Include History [~ Carrect History

Step

Action

Click in the field in which you want to search.
Click in the Last Name field.

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

Click the Search button.

Click the desired link contained in the Search Results.
Click JONES,ZACHARY.

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

£ Home

J( Data Control % PersonalData y Job  Fosition | Compensation " Employment1 " Employment 2

JONES ZACHARY EmpliD: 00000283 Empl Redy: 0
Data Control
Actual Effective Date: IU‘UUBQDM &l Proposed Effective Date;  U+/08/2002 [+1=]
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action: HIR g Hire PAR Status FRO g PROCESSED BY HUMAMN
RESOURCES
*Reason Code: [MNPS (& Mew Position Contact Emplid: al
NO& Code:  |101 Q) cCareer-Cond Appt noa [0 (4
Ext:
Authority (1): |BviA Q] [OFM Delegation Agr Mo [, certno

Authority (2): l_ﬂ I I
l_

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

I 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

9. Click the Print SF-50 button at the bottom of the Data Control page.

Print SF-50
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

Print Parameters

& File © Printer
File: % OutputDirectory%

Printer:  %DefaultPrinter¥%

Step Action

10. | You will see the Print Parameters page. The Print To defaults to File.
Click the OK button.
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Home = Administer Workforee = Administer Workforce (USF] = Use = HR Processing Mews Window
Saved
J( Data Control _ Personal Data Job | Position ' Compensation | Employment1 " Employment 2
JOMES, ZACHARY EmpliD: 00000283 Empl Redy: 0
Data Control
Actual Effective Date: IU‘UUBQDM &l Proposed Effective Date;  U+/08/2002
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action; HIR Q] Hire Microsoft Internet Explorer (x| PSED BY HUMAN

CES
*Reason Code: [NPS Q] Mew Position 'E SF50 now posting to the Report Manager, (0,0}
L]

NoACode:  |101 (& career-cond: noa [0 Q

Ext:
Authority (1):  |B¥A Q) IOPM Delegatic .

Authority (2): ﬂ I I

—

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

I 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

11. | You will see the following message.
Click the OK button.
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J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

JOMES ZACHARY

EmplD: 00000293 Empl Redg: 0

Data Control

Actual Effective Date: IU‘UUBQDM &l Proposed Effective Date;  U+/08/2002

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

“Action: HIR (@) Hire PAR Status [FRO@] PROCESSED BY HUMAN
RESOURCES
*Reason Code: [NPS Q] New Position Contact Emplid: <l
NO& Code:  |101 Q) career-Cond Appt noa [0 Q
Ext:
Authority (1): |BvA Q] |OPM Delegation Agr Mo | Cert Mo
Authority (2): Q| |

—

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

| Print SF-60_|

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

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

Step Action
12. Click the Home link.

Harne
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Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

£ Home

2 Winrklist

# Help

S Sign Ouf

Step Action
13. | Click the PeopleTools link.
14. | Click the Process Monitor link.
15. | Click the Inquire link.
16. | Click the Process Requests link.

Frocess Reguests
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@ Home
Home = PeopleTools = Process Monitor = Inguire = Process Requests e Window
J( Process List {_ SemerList |

UseriD: [[NICHOLS @) process | | Last: |1_|Day3__|. Hefreshl

Tyne:
Server j‘ Process | j Ins‘tance:l to |

Name: Run Status:
™ View Job ltems V' Save On Refresh

1 First (4 1.4 0f 4 [ Last
Instance Seq. Process Type Process Name  User Run Date/Time Run Status  Details
203077 SOR Report FGEFEN52 LNIGHOLS Lzsr;mous 2P Deetails
203076 SOR Report FGEFA042 LMICHOLS 1E28I'1f1r2003 2R Success Details
2030745 SOR Report FGSFE052 LMICHOLS :5281111’2003 2 e Success Details
203074 SQR Report FGSFE052 LMICHOLS :EQSI_:_DQDDS 7Rl Success Details
Esave

Frocess List| Server List

Step Action

17. | Asthe job progresses, the status will change from Queued to Posting to Success. You
can click the Refresh pushbutton periodically to monitor the progress. When you see
the Success status, your job is done.

Click the Details link for the desired report.
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Home = PeopleTools = Process Monitor = Inguire = Process Requests e Window

Process Detail

Instance: 203077 Type: SOR Report
Name: FGEF5052 Description: REQUEST FOR PERSOMNAL ACTION
Run Control ID: PS_cYT_SF_REPORT «
Location: Server @
c
Server: PSUNK
" Delete Request
Recurrence: r
Request Created On: 12/11/2003 1:52:53PM EST Parameters Transfer
Run Anytime After:  12/11/2003 1:52:53PM EST Messane Log
Began Process At: 12/11/2003 1:53:06PM EST Batch Timings
Ended Process At: 12iM11/2003 1:53:31PM EST View LogTrace

Step Action

18. | Click the View Log/Trace link.
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: | ReportflLog Viewer - Microsoft Internet Explorer

File Edit View Favorites  Tools  Help -;,"
' N . - »
Back - 2 ¢ 1 b ) u» 0 . =
@ </ & lj 1 O </ » ’,: -_lj /- Search S @ Favorites & Media €}
= >
Address |@ https:/ipollu.hrs.psc. govi7003/serd address ‘@ https: ffpollux. hrs.psc.gov: 7003 servlets/psreports/tst /4 78075 findex. V| Go Links >

¥

Google - - 8 Google -
J

-

Instance: 479397
Name: FGSFE052 Name: FGSF5052

Status: Success

Server: PEUNX

Run Control ID: PS_GvT_SF_REPORT

Location: Server

Server: PSUNK

Recurrence:

Message Log

Request Created On: 0272872005 3:09:5

Trace File
Run Anytime After: 0372852005 3:09:5

Began Process At:  03/28/2005 3100

fasf5052 479397.PDF

Ended Process At:

03728/2005 31002
<

+| Epsearchweb - 3 [ED37 blocked
Report/Log Viewer

Type:

Run Cntl ID:
Submitted By:
Recwrence:

REQUEST FOR PERSONAL ACTION
Name ~ Size CreationDate

1357 2005-03-

bytes 15:10:03

0
bytes 15:09:59

13193 2005-03-

bytes 15:10:03

2005-03-

»

SQF Report
D3 GVT_SF_BEPC
MEDG

28

28

28

=]

| ¥

@ Done

é 0 Internet

@ https: ffpallusx. hrs.psc.gowv: 7003 serviets/psreports kst /478078 findex. html

é 0 Inkernst

Step Action

19. | Point to the fgsf5052_479397.PDF object.

[fasf5052 479397.PDH
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Q- Q- ¥ @ & S

File Edit  View Favorites

Tools

Help

GBack M Iﬂ IELI _h /.__\J Search ‘?__Jfl}(Favoritas wMedia e}

Address |@ https:ffpollux. hrs, psc.gov: 7003 ser

Address ‘@ https: ffpolux. hrs. psc, gov: 7003 serviets psreports st {47807 8/FgsfS0 V| Go

Google - - &

Google - v| @gseachweb - FB  ED37 blocked

2} https:#ipollux. hrs. psc.gov: 7003/serviets/psreportsitst/4 1B07Bifgsfs. .. |Z||E| §| _J

[]
"

23

d
Links **

»

-

B seveacoy [ @J ] \.":; |:[:j'] Select Text ||:| L.:‘J' £ One FOF, many files. |

= [P 9 > O3 £7
& - 1 [O1) e % ®
Name: FGSFE052 2 NOTIFICATION OF PERSONNEL ACTION
[
£ -
= [Formrm [ [Er ey
8 - 11-D4-1957 030620015
1] SA Code | 540, e of Actan A ol 60w of dcim.
Run Control ID: PS_GYT_SF_REFORT e et
e e
Location: Server 0 - _
8 S B s
. =3
Server: PSURNK B TR Feais T m T TTG oA T
=) SUPV HELP DESK SPECIALIST . "
Recurrence: i PC:O1PO0L Posigom: 00000001
B e E e B B T [ o
Taxc Fay VIR Lociar A4 | 13T Ad Tk Pay | 130 Civar Fay | 20 Hr4.00 |!ﬂ‘iiFnﬂ m‘-ﬂ%?faa E2 T

Request Created On: 0272872005 3:09:5

Run Anytime After: 0372852005 3:09:5

ox Division
aourzas Fanctional Br

X

f
el 3

Began Process At:  03/28/2005 3100 m-ﬁ_:;»:m{__mﬂ_m" m——— H‘;; — H..m. ’5_|n_rmm’_m‘k: >
Ended Process At:  03/28/2005 3:10:2 8.5x11in
1af1 C 7
© o U
@] Crane é 0 Internet
@ é 0 Inkernst
Step Action

20. | The SF-50 appears as a PDF document. By clicking the print icon, you will be able to
print the document.
21. | End of Procedure.

Generating Public Queries
Introduction

The following procedure demonstrates the process for generating public queries. Public queries
are reports that were customized by the central EHRP team within the EHRP Query Tool for

public use.

Procedure

The following steps detail the procedure for generating a public query.
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o

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

£ Home

S Sign Ouf

Step Action
1. Click the PeopleTools link.
2. Click the Query Manager link.
3. Click the Use link.
lJse
4. Click the Query Manager link.

Guery hlanage
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Home = PeopleTools = Query Manager = Use = Query Manager

£ Home

Gluery Manager
Find an Existing Query

2 Winrklist

# Help

S Sign Ouf

Iy Wiin d oy

*Query Type:

Search by: |MName

Create Mew Query

j |hegina wiith

=

User j

Step Action

5. Click the Search By list for the first criteria.

=

6. Select the desired entry.
Click Name.

Press [Tab].

=

Click the Search By list for the second criteria.

9. Select the desired entry.
Click begins with.
T

10. | Press [Tab].

11. | Enter the desired information into the Search by field for the third criteria. Enter

IIHEII.

12. | Press [Tab].

13. | Click the *Query Type list.

=

14. | Select the desired entry.
Click User.
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Step | Action

15. Click the Search button.

16. | Click the Run link for the desired query.
Click Run for the HE00O06 -

Tenure Changes.

Run

3 Query - Microsoft Internet Explorer = | Ellil

File Edit ‘“iew Faworites Taools Help | ﬁ"

J Back - J - IJ @ '_lj | P ) search \3\\'( Favarites @Media {‘} | 4 - \_f\_ > |
Address I@_‘] https:.r;’castor.hrs.psc.gov,l’servIets;’icIientservlet;’trgJ‘?ICType=Query&ICAction=Ij Go | Links > | plews Window ||
HEO0006 - HE0006 - Tenure Changes =

automatic action Type: [ MMM ~ |

. l— Duery Type:
Department Setll [ =

View Results
[t tyve | e |1 | o s | w1 | postion | Doser | Actonot |

Run
¢ Eun -
LI ¢ hRun
@oere BEEL T S
HEDOO? HEODOOT - Savings Bonds Fuhlic Delete Rename Run
HEOQO0S HEOOOE - TSP missing deduction Fublic Delete Eename Run
HEOO0S HEOOD4 - Can Changes Fuhlic Delete Rename Run
HEDO10 HEDO10 - Staffing Runs Fuhlic Delete Rename Run
HEDO1 124 HEDO11A- Probation Date Period Fuhlic Delete Rename Run
HEOO118 HEDO11B- SES Probation Date Fuhlic Delete Rename Run
HEOO11C HEOO11C- MarSupy Probation Dt Fublic Delete Eename Run
HEDO12 HEDO12 - Health Benefit Field Fublic Delete  Eename REun

Step | Action

17. | A separate window displays that allows you to enter the parameters for the selected
query.
Click the Automatic Action Type list.

=]
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Query - Microsoft Internet Explorer = | Ellil

File Edit ‘“iew Faworites Taools Help | ﬁ'

'L)Back - J - Iﬂ @ -_;j | /I_-Ij Search \5\\'\/ Favorites @Media €‘3| <] = :’\; *

Address I@ https:,l’;’castor.hrs.psc.gov,l’servIets;’icIientservlet;’trgJ‘?ICType=Query&ICAction=Ij Go | Links > | plews Window
HEO0006 - HEO006 - Tenure Changes =
Autarmnatic Action Type: j
. Career T Exception - Duery Type:
DeEEilEal: Career Tenure Conversion Br

View Results Manual Wl

Retro-active WG|
SES Probation Termination
Standard Probation Termination
Super. Probation Termination
‘Wil Postponed or Denied
WGHWIO Min. Perfarmance
Within Grade Increase

[T an e | e

=t
|&] pone lililg & Internet 4
HEQOO? HEOQOOT - Savings Bonds Fublic Delete Eename
HEOO0S HEOODS - TSP missing deduction Fuhlic Delete Rename
HEDO0Y HEDODY - Can Changes Fuhlic Delete Rename
HEDO10 HEDO10 - Staffing Runs Fuhlic Delete Rename
HEOO11A HEOO11A- Probation Date Period FPublic Delete  Rename
HEOO11B HEOO11B- SES Frobation Date Fublic Delete Eename
HEOOM1& HEOO11C- MarSupy Probation Dt Fuhlic Delete Rename

HEOO12 HEOD12 - Health Benefit Field Public Delete  Rename

|»

Step

Action

18.

Select the desired entry.
Click Within Grade Increase.

[wiithin Grade Increase J
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/2 Query - Microsoft Internet Explorer § =10l x|
File Edit ‘“iew Faworites Taools Help | ﬁ'

'L)Back - J - IJ @ -_;j | /I_-Ij Search \3\\'( Favorites @Media €‘3| <] = :’\; * |

Address I@ https:,l’;’castor.hrs.psc.gov,l’servIets;’icIientservlet;’trgJ‘?ICType=Query&ICAction=Ij Go | Links > | plews Window
HEO0006 - HE0006 - Tenure Changes =

|»

Automatic Action Type: |Wlth|n Grade Increase j
Duery Type:
Department SetlD: I Ty Ty

View Results
[T 48 Tyve | ame |1 | o R | oy 1 | postion | oser | Actondt |

Run
¢ EUn -
LI g Run
|&] pone lililg & Internet 4 ﬁ
HEQOO? HEOQOOT - Savings Bonds Fublic Delete Eename Run
HEOO0S HEOODS - TSP missing deduction Fuhlic Delete Rename Run
HEDO0Y HEDODY - Can Changes Fuhlic Delete Rename Run
HEDO10 HEDO10 - Staffing Runs Fuhlic Delete Rename Run
HEDO1 14 HEDO114A- Probation Date Period Fuhlic Delete Rename Run
HEOO11B HEOO11B- SES Frobation Date Fublic Delete Eename Run
HEOOM & HEOO11C- MarSupy Probation Dt Fuhlic Delete Rename Run
HEDO12 HEDO12 - Health Benefit Field Fuhlic Delete REenam Eun
[RET YT Moadimim e mam e mm o m ol mad e [P [N . [ . L. A

Step Action

19. | Click in the Department SetlD field.

20. | Enter the desired information into the Department SetlD field. Enter "PSCO00".

21. Click the View Results button.

Yiew Results

22. | Scroll as necessary to view the results.

23. | Scroll as necessary to view the top of the page that contains the Excel Spreadsheet
and CSV Text File links.

24. | Select the desired option to display the data in an Excel spreadsheet or as a text file.
Click the Excel SpreadSheet link.
[Excel SpreadSheet
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/3 Query - Microsoft Internet E =]

Edit  Wiew Favorbes  Tools  Help | .‘:’

eBack - J - Iﬂ @ -_;j | /»_-j Search \5\\'( Favorites @Media €‘3| <] = \_f\_ *

Address |e_"| https:,l’;’castor.hrs.psc.gov,l’servIets;’icIientservlet;’trgJ‘?ICType=Query&ICerNameﬂ Go | Links > | plews Window

HEO0006 - HEO006 - Tenure Changes

-

Autarmnatic Action Type: |Wlth|n Gradalncraace ~|

Departrment SetiD: IPSCDD -

L P Some fileg can hamm your computer. |f the file infarmation belaw
Miew Results \{/ looks suspicious, or pou do nat fully trust the source, do not open or

Dovnload results in . Exc File type:  Microsoft Excel Worksheet

File Download

x| Duery Type:
save this file
File name: trg

Frarm: castar.hrs.psc.gav

& This type of file could ham your computer if it contains

|»

malicious code Eun
Run
I Ad Type ml ‘Would vou like to open the file or save it to pour computer? B
|— Wiithir Open | Save I Cancel ore Info Run
; Run
||% Downloading from site: https:f/casto ¥ slwaps ask before opening this pe of file Run
HEQOO7 - Bavings Honds Uple  Delele efame  Run
HEOO0S HEOODS - TSP missing deduction Fuhlic Delete Rename Run
E000Y HEDODY - Can Changes Fuhlic Delete Rename Run
E0010 HEDO10 - Staffing Runs Fuhlic Delete Rename Run
HEDO1 14 HEDO114A- Probation Date Period Fuhlic Delete Rename Run
HEOO11B HEOO11B- SES Frobation Date Fublic Delete Eename Run
HEOOM1& HEOO11C- MarSupy Probation Dt Fuhlic Delete Rename Run
HEDO12 HEDO12 - Health Benefit Field Fuhlic Delete REenam Eun
Step | Action
25. | AFile Download warning displays.

Click the Open button to open the file as an Excel spreadsheet.

26. | The query displays in the selected format.

The attached icon displays a list of current public queries available. This list includes

the Name, Purpose, Parameters, and Date Provided for each public query.

End of Procedure.
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