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Position Changes

In EHRP, the first step in processing a promotion is to enter the personnel action (NOA 702-0)
into the Data Control page of the HR Processing page group. Next, the user will modify the
applicable Job, Position, Compensation, and Employment pages to reflect the employee's career
advancement.

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.

Promotion

Introduction

In EHRP, the first step in processing a promotion is to enter the personnel action (NOA 702-0)
into the Data Control page of the HR Processing page group.Next, the user will modify the
applicable Job, Position, Compensation, and Employment pages to reflect the employee's career
advancement.

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 promotion.

Step Action

1. Before beginning to process a promotion, sure to make note of the position number to
which the employee will be assigned.
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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
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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Home = Administer Warkforce = Administer Waorkforce (USF) = Use = HR Processing Mewy Window

& Home & Worklist # Help S Sign ouf

HR Processing

Find an Existing Value

EmpliD: |\
Empl Red Nbr:l
Mame: |

Last Mame: |

[T Include History [ Correct History

Basic Search

Step | Action

6. Enter the appropriate variable in the field. (for example, Last Name)
Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "SULLIVAN",

Click the Search button.

9. Select the correct employee.
Click SULLIVAN, DAN

| nois o SULLIYAMN,DAMN SUILLMAMN
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o

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

@ Home fsj Winrkdist s Help S Sign Outl

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

Sullivan,Dan EmpliD: 0078 Empl Redy: 0
Data Control
Actual Effective Date: |11IU4J’QDDU @ Proposed Effective Date: 11/04i2000 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action: HIR ﬂ Hire PAR Status FRO g PROCESSED BY HUMAMN
RESOURCES
*Reason Code: [MNPS (& Mew Position Contact Emplid: al
NO& Code:  |101 Q) career-Cond Appt noa [0 (4
Ext:
Authority (1): |EviA Q] [OFM Delegation Agr Mo [, certno
Authority (2): Q| [ O
RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data?
I Print SF-50 |
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.

@ 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.

Step Action

12. | Inthe Actual Effective Date field, enter the effective date of the promotion.
Enter the desired information into the Actual Effective Date field. Enter
"12/15/2003".

13. Click in the *Action 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.

Page 4




©NDEMAND Training Guide
Position Changes, Extensions, and Miscellaneous

Changes

Step Action

14. | Enter "PRO" (Promotion) in the Action field.
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 "PRQO".

17. Click in the NOA Code field.

18. | Enter "702" (Promotion) in the NOA Code field.
Enter the desired information into the NOA Code field. Enter "702".

19. Click in the NOA Ext field.

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 "MBM".

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

24. | Inthe PAR Request # field, enter the applicable PAR Request number.
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 "0000077352".

25. Click the PAR Remarks link.
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o

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

S Sign Ouf

PAR Remarks
PAR Remarks

Remark CD: EI
al ™ 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 "B44".

27. | Press [Tabl].

28. 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)

j 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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Home = Administer\Waorkforce = AdministerWarkforce (USF) = Use = HR Processing ey Window

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

Sullivan,Dan EmpliD; 0078 Empl Reds: 0

Data Control
Actual Effective Date: IQHSJ’EDDS Proposed Effective Date: 1201452003 EI

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

*Action: PRO Q] Promation PAR Status PRO Q] PROCESSED BY HUMAN
RESOURGES
*Reason Code: [PRO R Promotion Contact Emplid: (=
NOA Code:  |T0Z (@] Promotion :;)tn ol
Authority (1) [MEM Q| [Reg 316.201 (k). Temp appt |-PER fwarker-trainee pom)
Authority (2): < | [
LR Bonupsty Prnt SF-52 | af Biemarks award Date  Tracking Data Retroactive TSP Transfer In Data?
[oonon77352 Print SF-50 |
B save) (QLReturnto Saarch) MNext tab | =] Aincluds History | ([B Correct History |

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

Step Action

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

Q Hame fzj Worklis

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

Sullivan,Dan EmpliD: 0078 Empl Reds: 0

Job Data First [4] 1ot 2 5
=]
Effective Date;  12/15/2003 Transaction #/ Seq: 1 PAR Status:  PROCESSED BY
HUMAMN
RESOURCES
Act Type: Fromotion MOA Code: 70z Empl Status:  Aclive
Position: 00006616 (G  GS- 0305 05 MAIL CLERK ™ Posn Mgmt Red
*Joh Code: 99H018 G5- 0305- 05 MAIL CLERK " position override
*Agency: HE Depatment of HHS Transferred From Agency:
Sub-Agency: |11 Program Support Center Transferred To Agency:
*Business Unit: [FSC00 Program Suppott Center Benefits/FEHB Data
‘Department:  |JPEAFT Administrative Operations Serr FEGLIRetirement/FICA
*Location: 250120025 Boston Depatmental Hierarchy
Tax Location:  [MA (=] Mat Applicable Detall
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. Double-click in the Position field.

j 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

31. Enter the desired information into the Position field. Enter "00000184".

32. | 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

Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

/ Data Control | Persanal Data | Jab W Position | Cornpensation | Employment1 " Erplayment 2

Sullivan,Dan EmpliD: 0078 Empl Red#: 0
LJoh Data
) i =]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: ~ PROCESSED BY
HUMAR
RESOURCES
Act Type: Promotion NOA Code: 702 Empl Status;  Active
Position: 00000184 (G  GS- 0305 05 MAIL CLERK ™ posn Mgmt Rod
*Job Coe: eH0Y GE- 0305- 05 MAIL CLERK ™ position Override
*Agency: HE Depanment ofHHS Transferred From Agency:
Sub-Agency: |11 Pragram Support Genter Transferred To Agency:
*Business Unit; |PSC00 Program Support Genter Benefits(FEHB Data
*Department:  |PEAFT Administrative Operations Sern FEGLIRetirermentiFICa
“Location: 250120025 Boston Departrmental Hieratrcty
Tax Location: |4 <l Mot Applicable Delall
& save) (CiRetun to Search | [ Frevious tab | Next tab | A Include History | |[# Correct History

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

Step | Action
33. | Click the Position tab.
34. | If applicable, click the SF-113G Ceiling checkbox.

;’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)
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o

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

£ Home

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

Sullivan,Dan EmpliD: 0078 Empl Reds: 0

Position Data First (4] 1o 2 D1 Last
=]
Effective Date:  12/15/2003 Transaction #/ Seq: ! PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Promaotion NOA Code: 702 Empl Status:  Active

LEO Position: | ot Appiicable 7] ‘Regular Shiftt, | NotApplicale =]
POk [e183]  Psc Shift Rate [Factor: |
“Pay Group: I g

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

Earnings Program:

Type Appt: |Career (Competitive Svc Perm) j
*Employee Type: IE_Q Excep Hrly

Employee lﬁ Posn Occupied: I Excepted E

ification: . [Famime 7] [Frimary =]
lassilication = Work Schedule: + Job Indicator: ¥
“Reg/Temp: Temparary .
Asastatus:  [Noneemit 71 [ agas to FTE Actual Count
Supervisor Level:  All Other Positions
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

35. | Click the Employee Classification list.
I |

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

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

38. | Select the Type Appt from the dropdown menu.
Click Career (Competitive Svc Perm)

39. Click the *Job Indicator list.

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

e
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

| Data Control | Personal Data | Jah | Fosition W Cornpensation | Employrment1 " Erployment 2

Sullivan,Dan EmpliD: 0078 Empl Red#: 0
Position Data
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Promation NOA Code: 702 Empl Status: Active

LEO Position: INot Applicahle 'I [ SF-1136 Ceiling *Regular Shift: INUtAppllcabIe vl
POk [eie]  psc Shift Rate [Factor: |

*Pay Group: I g
Pay Frequency: Work Period: |W Q' Holiday Schedule: |FEDH0L =Y Federal Holiday Schedule

Earnings Program:

Type Appt: |Career (Caompetitive Svc Perm) j
*Employee Type: IE_ ﬂ Excep Hrly
Employee I :[, Posn Occupied: I Exrepted =
Classification: Work Schedute: | FUIITime ' AT Frimary

*ReqTemp: |Temp0rar\r T
e Lsastatus:  [Noneemnt 71 [ s to FTE Actual Count

Supervisor Level; Al Other Positions

Medical Officer: Mot Applicable *Standard Hours: |4U-UU FTE: I
ﬁ Save QReturn ta Search) Prewvious tab) Hext tab) (45—) @Include Histor\r) @Conect Histol\r)

Step | Action

41. | Click the Compensation tab.
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£ Home

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

Sullivan,Dan EmpliD: 0078 Empl Redy: 0
Compensation Data First (4 102 I Last
+
Effective Date:  12/15/2003 Transaction# / Seq: ! PAR Status: FROCESSED BY =
HUMAMN RESOURCES
Act Type: Frormotian NOA Code: 702 Empl Status:  Active
Pay Rate Determinant: Pay Basis: I Fer Annum | ¥

Pay Plan /*Table/Grade: E |0929 W Step: lﬂ_g Step Entry Date: I
Rtnd PPTable/Grade: l_ I l— Step: IU_ Grade Entry Date: |1 211572003

Base Pay: I Compensation Frequency: Annual
Loc/LEOQ Adjust: ID.DD Annuity Offset Amount:
Adjusted Base Pay: |26.958-DD I” Benefit Base Override FEGLI Base: |
Total Pay: 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
42. | Click the Pay Rate Determinant list.

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

- Pay Basis
- Pay Plan
- Table

- Grade

Step | Action

43. | Select the Pay Rate Determinant from the dropdown menu.
Click Regular Rate
|Regu|arRate ]

44. | Double-click in the Step field.

45. | 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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j 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

46.

amount.

payroll issues.

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

The annuity offset amount must be entered correctly in order to avoid significant

47.

Expecied Pay

Click the Expected Pay link.

48.

Scroll as necessary

Verify the read-only information.

to view the rest of the page.

Click the horizontal scrollbar.

Expected Pay

Geog Location Code: 241360031

& Home

Mardand

Locality Pay Area: a0 WASHINGTON-BALTIMORE
LEO Special Pay Area: & WASHINGTOMN-BALTIMORE
Locality Percentage: 12.74
Change Percent: -100.000
Base Pay With Locality’LEO Adjustment
Hourly: 0.000000 0.000000
Daily: 0.00 0.00
Biweekh: o.oa 0.oo
Monthhe 0.0an 0.000
Annual: 0.000 0.0a0

Total Other/Premium Pay:

Total PSP:

0.on

0.on

Total Pay:

0.on
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Step Action
49, Click the Ok button.

o

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

£ Home

Iy Wiin d oy

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

Sullivan,Dan EmpliD: 0078 Empl Redy: 0

Compensation Data

Effective Date:  12/15/2003 Transaction # | Seq: 1 PAR Statys: PROCESSED BY
HUMAMN RESOLIRCES

Act Type: Promaotion NOA Code: To2

Empl Status:  Active
Pay Rate Determinant: | Regular Rate =l Pay Basis: IF’erAnnum ¥

Pay Plan /*Table/Grade: lE |0929 W Step: lﬂ—ﬂ Step Entry Date: I
Rtnd PP/Table/Grade: l_ I l_ Step: IU_ Grade Entry Date: |1 211672003

Base Pay. I Compensation Frequency: Annual
Loc/LEO Adjust: ID.DD Annuity Offset Amount: I

Adjusted Base Pay: |26.958-DD I” Benefit Base Override FEGLI Base: |
Total Pay: I

Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates
B save) (CQLReturnto Search) Previous tab | Next tab ]| =] Alinclude History) ([B Correst History |

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

Step | Action

50. | Click the Accounting Info link.

Page 14




DEMAND Training Guide
Position Changes, Extensions, and Miscellaneous
Changes

-

Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

@ Home & is » Help S Sign Out

Accounting Information

Job Earnings Distribution:  ByHours " By Percent  None

Compensation 23,587.200000 Standard Hours: 40.00
Rate:
6L Pay Type: | Account Code:  [11010055 @

First (4] 1011 (M Last
Business Unit  Department Joh Code Position Shift Earn Code El
| | af af Y| 52 I Y
GLPayType  Account Code Standard Hours ~ Percent of

Distribution

| | all

Step | Action

51. | Enter or modify the CAN in the Account Code field.
Double-click in the Account Code field.
J11010055 |

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

53. Click the Ok button.
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Iy Wiin d oy

/ Data Control | Personal Data |~ Joh

 Position " Compensation _ Employment1 " Employment 2

Sullivan,Dan EmpliD: 0078 Empl Redy: 0

Compensation Data

Effective Date:  12116/2003

Transaction # | Seq; 1 PAR Status: PROCEESSED BY
HUMAMN RESOURCES
Act Type: Promation HOA Code: 702 Empl Status:  Active
Pay Rate Determinant: | Regular Rate =l Pay Basis: [Fer annum [z

Pay Plan /*Table/Grade: E |0929 W Step: lﬂ_ﬂ Step Entry Date: I
Rtnd PPTable/Grade: l_ I l— Step: IU_ Grade Entry Date: |1 211572003

Base Pay: I Compensation Frequency: Annual
Loc/LEOQ Adjust: ID.DD Annuity Offset Amount:

Adjusted Base Pay: |26.958-DD I” Benefit Base Override FEGLI Base: |
Total Pay: 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

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

Te Yin doy

| Data Control | Personal Data | Jah " Pasition " Carnpensation " Employmant 1 i Employment 2
Sullivan,Dan Emplip: 0078
Employment Data 1

Empl Reds: 0

Effective Date:

12M5/2003 Transaction # | Seq; 1 PAR Status; FPROCESSED BY HUMAN EI
RESOURCES
Act Type: Fromotion NOA Code: roz Empl Status:  Active
EODDt  11/04/2000 Hire NTE Dt: Mand Retire Dt: | G EspDates Filing Posifion Data
Rehire Dt: Separation Dt: Next Review Dt: I Bl apptData
wLeave: [11/042000 Bl Regre:  [11/0412000
RIF: |11m412000 B 1sp

Conv Begin Date: |
: |11m‘”2DDD Career Conv Date: I
LEO: I Sev Pay: |11m‘U2DDD Career-Cond Conv Date: I

WG| Status: IWaitmg b Hon-Pay Hours 0.00
WGL

WGl Due Date: |1 11042001 5]

Last Increase Dt: I B

LE Date: ] Intermittent Days Warked: [0
ﬁ Sawve QReturn to Search) Prewious tab) Mext tab) A él Include Histonr) @Conact History)
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step | Action
55.

Click the Filling Position Data link.

Filling Position Diata
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o

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

£ Home (2 Worklis ? Help 3 Sigh Ouf

Filling Position

EmpliD: 0078 Effective 12/15/2003
Date:

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

posttion Filed 2y [ NN ~ |

Step Action

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

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

Click Career Ladder Promotion

| Career Ladder Pramation |

58. Click the Ok button.
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£ Home g 5 # Help S Sign ouf
Home = Administer\Warkforce = AdministerWorkforce (USF) = Use = HR Processing Tl e Vi d o
| Data Control | Personal Data | Jah " Pasition " Carnpensation " Employmant 1 i Employment 2
Sullivan,Dan Emplip: 0078 Empl Redy: 0
Employment Data 1 | 1 First (] 1of2 I Last
=]
Effective Date:  12/15/2003 Transaction # / Seq: 1 PAR Status; PROCESSED BY HUMAN
RESOURCES
Act Type: Fromotion NOA Code: roz Empl Status:  Active
EODDt:  11/0412000 Hire NTE Dt: Mand Retire Dt: | ~ Bmbales Ml Zesionbas
Rehire Dt: Separation Dt: Next Review Dt: I Bl apptData
‘Leave: [11/0412000 [E] peure:  [11/04/2000 Conv Begin Date: |

RIF: I”IU‘UQUUU El  1sp: |11m‘”2DDD Career Conv Date: I
LEO: I Sev Pay: |11m‘U2DDD Career-Cond Conv Date: I

WGl Status: IWaitmg i Non-Pay Hours 0.on Last Increase Dt: I ﬂ
WG
WGl DueDate: [11/042001 ] | g pate: ] Intermittent Days Warked: [0

ﬁ Sawve QReturn to Search) Prewious tab) Mext tab) A él Include Histonr) @Conact History)
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step | Action

59. | Click the Appt Data link.

60. | If applicable, from the dropdown menu, select the Special Employment Program.
NOTE: This is where the Special Program ID would be entered.
NOTE: Welfare to Work should not be captured here.
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o

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

@ Home 2 Worklist 2 Help S Sign Outl

Appointment Info

Nature of Action Code: 101 Caresr-Cond Appt

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

61. Click the Ok button.

62. | - If applicable, modify the Service Computation Dates.

- If applicable, modify the Service Conversion Dates.

- If applicable, modify the Within Grade Increase Data.

- If applicable, modify LEI (Last Equivalent Increase) Date.

Note: LEI date is the begin date for time counting towards the within grade increase.
The system will calucate the WGI due date based on Hire date or the LEI date entered.
If no LEI date is entered, then the system will calculate the WGI based on the Hire or
EOD date.
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& Home

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

# Help S Sign ouf

Ty Wi
| Data Control | PersonalData |~ Job

" Pasition " Carnpensation " Employmant 1 i Employment 2
Sullivan,Dan Emplip: 0078 Empl Redy: 0

Employment Data 1

First [ 1062 DI Last

=]
Effective Date:  12(15/2003 Transaction # / Seq; 1 PAR Status; PROCESSED BY HUMAN

RESCOURCES
NOA Code: roz Empl Status:  Active

Mand Retire Dt: | El] EmDates

Separation Dt: Next Review Dt: I Bl apptData

wLeave: [11/042000 Bl Regre:  [11/0412000
RIF: |11m412000 B 1sp: |11r04r2000
LEO: | Sev Pay: |11rnmnnn

Act Type: Fromotion

EODDt:  11i04/2000 Hire NTE Dt:

Filling Pasition Data
Rehire Dt:

Conv Begin Date: |

Career Conv Date; I
Career-Cond Conv Date: I

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

WGl Due Date: |1 110472001 @
ﬁSave

Last Increase Dt: I B
LE Date: Bl mntermittent Days Worked: ID

Cl Retun to Search | Previous tab | Next tab |

E‘ Include History @Conact History

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

Step | Action

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

;’A;/’ NOTE: The following fields default based on the position selected:

- Bargaining Unit
- Reports To Position

Step Action
65.

Confirm or enter the appropriate Reports To Position for the employee.
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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 ' Fersonal Data Job \ Position " Compensation " Employment 1 4" Employment 2 \_

Sullivan,Dan Emplip: 0078 EmplReds: O
Employment Data 2 k First [4] 101z D Last
=]
Effective Date;  12/15/2003 Transaction #/ Seq; 1 PAR Statys: PROCESSED BY
HUMAMN RESOURCES
Act Type: Framotion NOA Code: 7oz Empl Status:  Active
Bargaining Unit: | P3C BARGAINING UNIT Probation Date: |11/042001 5]
l— SES Probation
Union Code: @
Date:
Union Anniversary | SupvManager Ed
Date: Probation Date:
Reports To Position: I
Supervisor ID: Begin Date: | @
Tenure: I Conditional :I' Expires Date: EJ
Eh ]
Pay Plan/Grade: 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

66. Click the Tenure list.

Canditional A

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

Permanent

68. | Asapplicable, enter the employee's compensation level in the Comp Level field.
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.

69. | Inthe Probation Date, enter the completion date for the employee's probation, if
applicable.

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

70. | As applicable, enter the employee security information in the Security Info hyperlink.
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& Home

Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o =

| Data Control | Personal Data | Jah " Pasition " Carnpensation " Emmployrientd "y Erployrnent 2 \L

Sullivan,Dan EmpliD: 0073 EmplReds: 0
Employment Data 2
[+1=]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: Promation NOA Code: 702 Empl Status:  Active
Bargaining Unit: |2600 PSC BARGAINING UNIT Probation Date; |11/04/2001 5]
l— SES Probation
Union Code: @
Date:
Union Anniversary | SupvManager Edl
Date: Prohation Date:
Reports To Position: I
Supervisor ID: Begin Date: | Edl
Tenure: Expires Date: @
Phane Mhrs
Pay Plan/Grade: I 4 I Compifrea Level: IUU IUU
RIF Series: I Q) Mon Pay Data Security Info
ﬁ Save QReturn to Search) Previous tab) @Include History @Correct History | |
Data Control | Personal Data | Job | Position | Campensation | Emplovment 1 | Emplayment 2 -

Step | Action

71. | Change the PAR Status according to your role.
Click the Save button.

72. The information is saved.
End of Procedure.

Change to a Lower Grade

Introduction

In EHRP, an employee can be moved to a lower grade. This chapter details the steps the user
would take to process this position change. The first step is to process the appropriate personnel
action (NOA 713-0) on the Data Control page. The next step would be to modify the position and
compensation data.

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 lowering an employee's grade.
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Step | Action
1. Before beginning to process this action, be sure to make note of the position number
to which the employee will be assigned.

-

Home

@ Home 2 worklist # Help S Sign Out

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

@ PenpleTonls

Step | Action

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

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

4, Click the Use link.

5. Click the HR Processing link.
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Home = Administer Warkforce = Administer Waorkforce (USF) = Use = HR Processing Mewy Window

& Home & Worklist # Help S Sign ouf

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr:l

Mame: |

Last Mame: |

[T Include History [ Correct History

Basic Search

Step | Action

6. Enter the appropriate variable in the field. (for example, Last Name)
Click in the Last Name field.

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

Click the Search button.

9. Select the correct employee.
Click SPRINGS, KYLE

0020 0 SPRIMGS KYLE SPRINGS
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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

Springs,kyle EmpliD: 0020 EmplReds: 0
Data Control y
Actual Effective Date: |U1IUSJ’2001 @ Proposed Effective Date: 01/05/2001 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: HIR Q) Hire PAR Status FRO Q| PROCESSED BY HUMAR
RESOURCES
*Reason Code: [MNPS (& Mew Position Contact Emplid: al
NO& Code:  |101 Q) career-Cond Appt noa [0 (4
Ext:
Authority (1): |EviA Q] [OFM Delegation Agr Mo [, certno
Authority (2): Q| [ O
RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data?
I Print SF-50 |

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. Click in the Actual Effective Date field.

@ 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.

Step | Action

12. | Enter the Actual Effective Date of the change in the employee's grade.
Enter the desired information into the Actual Effective Date field. Enter
"12/15/2003".

13. Click in the *Action field.

gl 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.
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Step Action

14, In the Action field, enter "DEM."
Enter the desired information into the *Action field. Enter "DEM".

15. Click in the *Reason Code field.

]

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

17. Click in the NOA Code field.

18. | Enter the NOA Code of "713" (Change to a Lower Grade).
Enter the desired information into the NOA Code field. Enter "713".

19. Click in the NOA Ext field.

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 "N2M".

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

24. | Inthe PAR Request # field, enter the applicable PAR Request number.
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 "0000004081".

25. Click the PAR Remarks link.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

S Sign Ouf

PAR Remarks
PAR Remarks

Remark CD: EI
al ™ 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 "K27".

27. | Press [Tabl].

28. 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 limitation to the amount 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 ZZZ.

-

fa Home

Home = Administer\Waorkforce = AdministerWarkforce (USF) = Use = HR Processing ey Window

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

Springs,kyle Emplip: 0020 Empl Redi: O
Data Control
Actual Effective Date: [1211572003 ) Proposed Effective Date: 1 2/15/2003 =]
Transaction #/ Sequence: r |1_ Hot To Exceed Date: @
*Action: DEM @] cChangeto Lower Grade  PAR Status PRO Q] PROCESSED BY HUMAN
RESOURCES

*Reason Code: [DEM R Change to a lower orade Contact Emplid: (=

NOA Code:  |713 [ Chgto Lower Grade :::\ [0
Authority (1) [M2M Q] [Reg 335102 [
Authority (2): < | |

RARReUesty] Prnt SF-52 | af Biemarks award Date  Tracking Data Retroactive TSP Transfer In Data?

IDDDDDD4DB1 Print SF-40 |

& save) (L Retun to Search Hext tab AlInclude History] | [ Corract History

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

Step Action

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

Q Hame fzj Worklis

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

Springs,Kyle EmpliD: 0020 Empl Redy: O

LJoh Data First [4] 1ot 2 E=l
i i =]
Effective Date;  12/15/2003 Transaction #/ Seq: 1 PAR Status:  PROCESSED BY
HUMAMN
RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713 Empl Status:  Active
Position: 000065497 ﬂ G5 0303 08 ADMINISTRATIVE ASSISTANT T Posn Mgmt Red
*Joh Code: 99H093 - - " 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:  |PEAFZ Administrative Operations Serv FEGLIRetirementiFICA
*Location: 264170061 Mew York - New York 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. Double-click in the Position field.

j 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

31. | NOTE: Be sure to select the position from within your business unit.
Enter the desired information into the Position field. Enter "00000059".

32. | 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

Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

/ Data Control | Persanal Data | Jab W Position | Cornpensation | Employment1 " Erplayment 2

Springs,Kyle Emplip; 0020 Empl Redss 0
LJoh Data
) i =]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: ~ PROCESSED BY
HUMAR
RESOURCES
Act Type: Change to Lower Grade  NOA Code: 73 Empl Status:  Active
Position: 00000059 (@] GS- 0303 09 ADMINISTRATIVE ASSISTANT T posn Mgmt Red
*Job Code: 99H093 - - " position Override
*figency: HE Department of HHS Transferred From Agency:
Sub-Agency: |11 Pragram Support Genter Transferred To Agency:
*Business Unit; |PSC00 Program Support Genter Benefits(FEHB Data
*Department:  |PEAFZ Administrative Operations Sery FEGLIRetirementiFICA
“Location: 364170061 et ok - New york Departrmental Hieratrcty
Tax Location: |4 <l Mot Applicable Delall
& save) (CiRetun to Search | [ Frevious tab | Next tab | A Include History | |[# Correct History

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

Step | Action
33. | Click the Position tab.
34. | If applicable, click the SF-113G Ceiling checkbox.

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

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

Springs, Kyle EmpliD: 0ozo Empl Reds: 0
Position Data
=]
Effective Date:  12(15/2003 Transaction #/ Seq; 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713 Empl Status:  Active

LEO Position: | ot Appiicable 7]  Reguiar Shiftt | MotApplicable =]
POk [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 I j, Posn Occupied: I Campetitive =
Classification: Work Schedule: | FUII Time hal I ) ) Im
*Req/Temp: I Regular e Joh Indicator:

Asastatus:  [Bermn Tl s to FTE Actual Count

Supervisor Level:  All Other Positions

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

35. | Click the Employee Classification list.
I |
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o =

| Data Control | Personal Data | Jah | Fosition W Cornpensation | Employrment1 " Erployment 2

Springs, Kyle EmpllD: 0020 Empl Rcds: 0
Position Data I ast
=]
Effective Date: 1211372003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Change to Lower Grade  NOA Code: 713 Empl Status: Active

LEO Position: INot Applicahle 'I [ SF-1136 Ceiling *Regular Shift: INUtAppllcabIe vl

POk | Shift Rate [Factor: |

*Pay Group: 8 B

onsultan
Pay Frequency: Contractor eriod: IW =Y Holiday Schedule: IFEDHOL Q) Federal Holiday Schedule
_ Expatriate
Earnings Program:
::;:Q?:Pref Type Appt: |Career—Conditi0na\ ({Comp Petrm) =l

*Employee Type: Trainee

Employee Posn Occupied: I Competitiie =
Classification: T - Work Schedule: IFuIITime 'l AT IPrimary 'l
*Reg/Temp: I j . - )

sAstatus:  [Brernp =l I adds to FTE Actual Count

Supervisor Level; Al Other Positions

Medical Officer: Mot Applicable *Standard Hours: |4U-UU FTE: I
ﬁ Save QReturn ta Search) Prewvious tab) Hext tab) E @Include Histor\r) @Conect Histol\r)

Step | Action

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

Springs,Kyle Emplip: 0020 Empl Reds: 0
Position Data First [0 1ot 2 D3 Last
=]
Effective Date:  12115/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713 Empl Status:  Active

LEO Position: INDt Applicable 'l ¥ SF-113G Ceiling *Regular Shift I Mot Applicakle -l
POk [e183]  Psc Shift Rate [Factor: |
“Pay Group: I 4

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: [competiive =
Classification: Work Schedule: | FUII Time hal I ) ) Im
“Reg/Temp: | Regular = Job Indicator:

Asastaus:  [Eem 2l I adds to FTE Actual Count

Supervisor Level:  All Other Positions

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

37. | Click the Type Appt list.
lCareer—CnnditinnaI {Camp Perm) jl

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

39. Click the *Job Indicator list.

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

e
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

| Data Control | Personal Data | Jah | Fosition W Cornpensation | Employrment1 " Erployment 2

Springs, Kyle EmpllD: 0020 Empl Rcds: 0
Position Data
Effective Date: 1211372003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713 Empl Status: Active

LEO Position: INot Applicahle 'I [ SF-1136 Ceiling *Regular Shift: INUtAppllcabIe vl
POk [eie]  psc Shift Rate [Factor: |

*Pay Group: I g
Pay Frequency: Work Period: |W Q' Holiday Schedule: |FEDH0L =Y Federal Holiday Schedule

Earnings Program:

Type Appt: |Career—Conditi0na\ (Camp Perm} j
*Employee Type: IE_Q Exep Hrly

Employee l—_l' Posn Occupied: I CaFEITE [
Classification: - IFuIITime 'l
) R:gs;e:; p:mn m Work Schedule: * Job Indicator:
¥ . =
FLSAStatus:  [Exempt =l I adds to FTE Actual Count

Supervisor Level; Al Other Positions

Frimary

Medical Officer: Mot Applicable *Standard Hours: |4U-UU FTE: I
ﬁ Save QReturn ta Search) Prewvious tab) Hext tab) E @Include Histor\r) @Conect Histol\r)
Step | Action
41. | Click the Compensation 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

Springs, Kyle EmpliD: 0020 Empl Redy: 0
Compensation Data First (4 102 I Last
+
Effective Date:  12116/2003 Transaction # | Seq; 1 PAR Status: PROCEESSED BY EI
HUMAMN RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713 Empl Status:  Active

Pay Rate Determinant:  |IREREMARENG Pay Basis: | Fer Annurm ¥
Pay Plan /*Table/Grade: IGS o0oo |1 2 Step: lﬂ_g Step Entry Date: I
Rind PPTable/Grade: I I I Step: IU_ Grade Entry Date: |1 2152003

Base Pay: I Compensation Frequency: Annual
Loc/LEOQ Adjust: ID.DD Annuity Offset Amount:

Adjusted Base Pay: |!M ,497.00 I” Benefit Base Override FEGLI Base: |
Total Pay: I

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
42. | 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

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

44. | Double-click in the Step field.

45. | Enter the desired information into the Step field. Enter "0".
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=2

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

46. | NO

TE: If the employee is receiving retained pay, enter the retained pay plan, retained

pay table, and retained pay grade in the Rtnd PP/Table/Grade fields respectively.
Enter the step for the retained pay in the second Step field.

47. | If the employee is an annuitant, enter the Annuity Offset Amount. This amount

sho

pay

uld 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

roll issues.

o

Home = Adm

£ Home

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

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

Springs, Kyle EmpliD: 0020 Empl Redy: 0
Compensation Data ] First (4 102 I Last
+
Effective Date:  12/15/2003 Transaction# / Seq: ! PAR Status: FROCESSED BY =
HUMAMN RESOURCES
Act Type: Change to Lower Grade  NOA Code: T3 Empl Status:  Active

Rtnd PPIT:

Pay Rate Determinant: | Regular Rate =l Pay Basis: [Fer annum [z

Pay Plan /*Table/Grade: E IUUUU IT Step: lﬂ_g Step Entry Date: I

able/Grade: l_ I l— Step: IU_ Grade Entry Date: |1 211572003

Base Pay: I Compensation Frequency: Annual
Loc/LEOQ Adjust: ID.DD Annuity Offset Amount: I
Adjusted Base Pay: W I Benefit Base Override FEGLI Base: I—
Total Pay: l—
Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates
B save) (QRetunto Searoh ) [ Previous tab | [ Next tab ) Alinelude History | [[F Corect Histary

Data Contral

| Bersonal Data | Joh | Position | Compensation | Employment 1 | Employviment 2
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Step | Action

48.

Click the Employment 1 tab.

-

£ Home
Home = AdministerWWarkforee = Administer Workfarce (USF) = Use = HR Processing

Dlewy Windoy
j Data Control | Personal Data Job  Position " Carnpensation " Employrment 1 {_Emplayment2
Springs kyle Emplip: 0020
Employment Data 1

Empl Reds: 0

Effective Date:  12(15/2003 Transaction # | Seq; 1 PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Change to Lower Grade  NOA Code: 73 Empl Status:  Active

EODDt:  01/05/2001 Hire NTE Dt Mand Retire Dt: | Ejl EwmDales

Rehire Dt: Separation Dt:

Filling Pasition Data
Next Review Dt: | Edl

Appt Data
‘Leave: [01052001 B Retire;  [01/05/2001
RIF: |n1rnsrzom B 1sp: |u1r05f2001 Career Comv Date: |u1r05f2004
LEO: | Sov Pay: |u1rus;2t|u1

Career-Cond Conv Date: I

Conv Begin Date: |

WGl Status: [NEA,

-

Hon-Pay Hours
WGE

WGl Due Date: | El  Lapate:

0.oo

Last Increase Dt: I B

B Intermittent Days Worked: |0
ﬁ Save QReturn to Search) Previous tab) Mext tab) £ @ Include Hlstory) @Conact Hlstory)
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employvment 2

Step | Action
49.

Click the Filling Position Data link.

Filling Position Diata
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

& Home & Worklist # Help S Sign ouf

Filling Pesition

Emplip: 0020 Effective 12/152003
Date:
Filling Position Data First (0 1o 1 [ Last
Position Filled by: T ~ |

Step | Action

50. Click the Position Filled By list.
I_ -]

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

Click Within Dept - Not Comp Prom

[within Dept - Not comp Prom

52. Click the Ok button.
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£ Home

Iy Wiin d oy
/ Data Control | Personal Data |~ Joh

\ Position " Compensalion ™ Employment 1 Y_Emplayment2

Springs Kyle EmpliD: 0020

Empl Reds: 0
Employment Data 1

First A 10r2 O Las

i i +=]
Effective Dale ISR Transaction# / Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713

Empl Status: Active
Mand Retire Dt: I B EmDates Filling Position Data
Separation Dt: Next Review Dt: l—@ Appt Data

EOD Dt: 01/05/2001 Hire NTE Dt:
Rehire Dt;

‘Leave: [01052001 Bl petire;  [D1/05/2001
RIF: |n1105120m B 1ep: |u1r05;2001
LEO: | Sev Pay: |u1r05r2001

Conv Begin Date: |

Career Conv Date: IU”USI?DU*I
Career-Cond ComvDate: |

WGl Status: INIA % Non-Pay Hours n.0o Last Increase Dt: I [Exn]
WG

\WGI Due Date: Ed . EJ Intermittent Days Worked: [0
LEI Date:

& 5ave)  (CLRetunto Search | [ Previous tab | |8 Next tab )

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

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

Step Action
53. | Click the Appt Data link.

AR

54.

If applicable, from the dropdown menu, select or modify the Special Employment
Program.

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

& Home

I e Wi Oty

Appointment Info

Nature of Action Code: 101 Career-Cond Appt

Current Appointment Auth #1: ByA  OFM Delegation Agr Mo,
, Cert ho

Current Appointment Auth #2:

Benefit Record Number: ID Severance Pay Previous Weeks: IU_

|nmount: Hours: l_ Days: I_

Special Employment Prograrm: | Mot Applicable j
\Welfare to Work: | Mat Applicable |

Step | Action

55. Click the Ok button.
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£ Home

Iy Wiin d oy

/ Data Control | Personal Data |~ Joh

\ Position " Compensalion ™ Employment 1 Y_Emplayment2

EmpliD: 0020 Empl Reds: 0

Springs kyle
Employment Data 1

=]
Fifective Date:  12/15/2003 Transaction # | Seqg: 1 PAR Status: FPROCESSED BY HUMAN
RESOURCES
Act Type: Change to Lower Grade  NOA Code: 73 Empl Status: Active
EODDt:  01/05/2001 Hire NTE DE: Mand Retire Dt: | B EmDates Filing 2osifion Data
Rehire Dt: Separation Dt: Mext Review Dt: I Bl apptData

Leave: [01/052001 [E]  petire;  |01/0572001 Conv Begin Date: |
RIF: |n1105120m B 1ep: |u1r05;2001 Career Comv Date: |u1r05;2004
LEO: I Sev Pay: IU”U5J’QUU1 Career-Cond Conv Date: I

WGl Status: INiA v Non-Pay Hours 0.00 Last Increase Dt: I (Ex1]
WGl
WG| Due Date: | Bl 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

56. | If applicable, modify the Within Grade Increase Data.
Click the WGI Status list.

57. Select the desired WGI Status.
Click Waiting
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& Home

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

# Help S Sign ouf

Te Yin doy
| Data Control | Personal Data | Jah " Pasition " Carnpensation " Employmant 1 i Employment 2
Springs kyle Emplip: 0020 Empl Reds: O
Employment Data 1 | 1 First (] 1of2 I Last
=]
Effective Date:  12(15/2003 Transaction # / Seq; 1 PAR Status; PROCESSED BY HUMAN
RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713 Empl Status:  Active
EODDt:  01/05/2001 Hire NTE Dt Mand Retire Dt: | Ejl EmDates Filing Position Dafa
Rehire Dt: Separation Dt: Next Review Dt: I Bl apptData
‘Leave: [01/052001 | Regire;  [01/0572001 Conv Begin Date: |
RIF: |n1rnsxzom B 1sp: |u1r05r2001 Career Comv Date: |u1r05r2004
LEO: I Sev Pay: ID”DSIQDD1 Career-Cond Conv Date: I
WGl Status: Non-Pay Hours 0.on Last Increase Dt: I ﬂ
WGE
WG| Due Date: | El  LEDpate: ] Intermittent Days Warked: [0
ﬁSave

Cl Retun to Search | Previous tab | Next tab |

E‘ Include History @Conact History

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

Step | Action
58. | Click the Employment 2 tab.
59. | Enter the employee's Union Code, if applicable.

;’A;/’ NOTE: The following fields default based on the position selected:

- Bargaining Unit
- Reports To Position

Step Action
60.

Confirm or enter the appropriate Reports To Position for the employee.
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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 ' Fersonal Data Job \ Position " Compensation " Employment 1 4" Employment 2 \_

Springs,Kyle Emplip: 0020 EmplReds: O
Employment Data 2 k First [4] 101z D Last
_ i =]
Effective Date;  12/15/2003 Transaction #/ Seq; 1 PAR Statys: PROCESSED BY
HUMAMN RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713 Empl Status: Active
Bargaining Unit: | P3C BARGAINING UNIT Probation Date:  |01/05/2002 ]
l— SES Probation
Union Code: @
Date:
Union Anniversary | SupvManager Ed
Date: Probation Date:
Reports To Position: I
Supervisor ID: Begin Date: | @
Tenure: I Conditional :I' Expires Date: EJ
Eh ]
Pay Plan/Grade: 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

61. Click the Tenure list.

Canditional A

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

Permanent

63. | Asapplicable, enter the employee's compensation level in the Comp Level field.
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.

64. | Inthe Probation Date, enter the completion date for the employee's probation, if
applicable.

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

65. | Asapplicable, enter the employee security information in the Security Info hyperlink.
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o =

& Home

| Data Control | Personal Data | Jah " Pasition " Carnpensation " Emmployrientd "y Erployrnent 2 \L

Springs, Kyle Emplip: 0020 EmplRcd#: O
Employment Data 2
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: Change to Lower Grade  NOA Code: 713 Empl Status:  Active
Bargaining Unit: [z500 PSC BARGAINING UNIT Probation Date; |01/05/2002 ]
l— SES Probation
Union Code: ) @
Date:
Union Anniversary | SupvManager Edl
Date: Prohation Date:
Reports To Position: I
Supervisor ID: Begin Date: | @
Tenure: Expires Date: @
Phane Mhrs
Pay Plan/Grade: I 4 I Compifrea Level: IUU IUU
RIF Series: I Q) Mon Pay Data Security Info
ﬁ Save QReturn to Search) Previous tab) Bl @Include History) @Correct Histoly) | |
Data Control | Personal Data | Job | Position | Campensation | Emplovment 1 | Emplayment 2 -

Step | Action

66. | Change the PAR Status according to your role.
Click the Save button.
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dome = Administer Waorkforee = Administer\Workforce (USF) = Use > HR Processing ey Yiind o

£ Home

Marning -- A Change to Lower Grade personnel action may have an impact on WG| Due Date. (1641 614)

Jeterming ifyou need to manually update the WG1 Due Date and adjust it accordingly based on the amount oftime they were in anather
aositionfgrade.

The Wil Due Date is autamatically populated hased on the effective date ofthe Change to Lower Grade (713)

Step Action

67. | NOTE: When saving a Change to a Lower Grade action, you will receive a warning
regarding the WGI due date.
Click the Ok button.

68. The information is saved.
End of Procedure.
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Processing a Change of Appointment (CAO)

As of October 7, all Agencies will have deployed the EHRP system. Since the deployments are
complete, the EHRP team will implement different procedures for processing Changes of
Appointing Office (CAO's). The key difference with this new approach is that the Agencies will
no longer have to utilize the Help PoC system. This procedure will take 2 scenarios into
consideration. The first scenario will be when an employee is moving from one DHHS agency to
another DHHS agency, for example, from FDA to NIH. The second scenario will be when an
employee moves from one Admin Code to another within the same agency, for example moving
from DAFA to DBR within FDA.

NOTE: The Losing Agency or Admin Code should be sure to stop the special pays when
initiating or performing a CAO action.

Processing the CAO as the Losing Agency

Introduction

As of October 7, all Agencies will have deployed the EHRP system. Since the deployments are
complete, the EHRP team will implement different procedures for processing Changes of
Appointing Office (CAO's). The key difference with this new approach is that the Agencies will
no longer have to utilize the Help PoC system. This procedure will take 2 scenarios into
consideration. The first scenario will be when an employee is moving from one DHHS agency to
another DHHS agency, for example, from FDA to NIH. The second scenario will be when an
employee moves from one Admin Code to another within the same agency, for example moving
from DAFA to DBR within FDA.

NOTE: The losing Agency or Admin Code should be sure to stop the special pays when initiating
or performing a CAO action.

Procedure

The following steps detail the procedure for processing a CAO as the Losing agency using the
EHRP system.

Step Action

1. The Gaining Agency contacts the losing agency to initiate the CAO action.

NOTE: The Gaining Agency must communicate the effective date of the action and
the position number the employee will be occupying.

If the employee was entitled to special pay, stop these special pays.

@ Since this employee is changing agencies (or admin codes) within DHHS, the new
agency is unable to see the employee's record due to the security profiles created within
EHRP. Security ultimately determines your access to view the employee's record. Thus,
it is critical that the Agency from which the employee is transferring initiates this
process.
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Step

Action

2.

Process a stop for all special pays using the applicable stop NOAs.

NOTES: The special pays include union dues deduction, subsistence deduction,
quarters deduction, laundry deduction, cost-of-living allowance (COLA), post
differential allowance, uniform allowance and PCA. For additional information about
stopping the special pay see Chapter 12 Section 10a and Chapter 16 Section 4 in your
HR Training Manual.

When the Losing Agency is done with the employee's record, they will initiate the
CAO action with the following the steps.

NOTE: Once the action has been initiated, the losing agency will no longer have
access to the employees record.

-

& Worklist # Help S Sign ouf

Home

—

& Develop Workforce

2 Administer Workforce

@ Compensate Emplovees
& Define Business Rules
@ He Process Menu

& Help PoC Online

W@ FPeopleTools

Step

Action

Click the Administer Workforce link.
[2 Administer warkforce]

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

Click the Use link.

W=

Click the HR Processing link.
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Horne = Administer Waorkforce = Administer Workforce (USF) = Use = HR Processing Mew Window

£ Home 2 worklist # Help S Sign ouf

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr:l

Marne: |

Last Mame: |

[T Include History [ Correct History

Step Action

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

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

10. Click the Search button.

11. | Select the correct employee.
Click WINTER, EVAN

|DD15 o WINTEREVAN WINTER
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home fsj Winrkdist s Help S Sign Outl

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

WIMNTER, EVAN EmpliD: 0013 Empl Redy: 0
Data Control Wi Al
Actual Effective Date: [pei zr2002 ) Proposed Effective Date;  U9/12/2002 =
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: DT (G Data Change PAR Status FRO Q| PROCESSED BY HUMAR
RESOURCES
*Reason Code: [DTA & Data Change Contact Emplid: al
oA Code: 1780 Q] Name Chy fram noa [0 (4
Ext:
Authority (1) |©5M ﬂ |5 ULS.C. 552ale)08). Accu |racy of personnel actions
Authority (2): Q| [ O
RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data
I Print SF-50 |
B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

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

Step Action

12. | 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.

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

@ 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.

Step Action

14. | Enter the Actual Effective Date for the change of appointing office action.
Enter the desired information into the Actual Effective Date field. Enter
"12/15/2003".

15. Double-click in the PAR Status 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.
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Step Action

16. | Change the PAR Status to "INL."
Enter the desired information into the PAR Status field. Enter "INI".

17. Click in the *Action field.

18. Enter "XFR" in the Action code field.
Enter the desired information into the *Action field. Enter "XFR".

19. Click in the *Reason Code field.

20. Enter the desired information into the *Reason Code field. Enter "EER".

-

Home = Administer\Waorkforce = AdministerWarkforce (USF) = Use = HR Processing ey Window

& Home @ Worklis ? Help S Sign ouf

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

WINTER, EVAN EmpliD;: 0015 Empl Reds: 0
Actual Effective Date: IQHSJ’EDDS @ Proposed Effective Date: 1201452003 EI
Transaction #/ Sequence: r |1_ Hot To Exceed Date:
*Action: HFR ﬂ ReassighmentConversinnPAR Status IMI ﬂ IMITIATED
*Reason Code: [EER (Q Contact Emplid: (=]
HOA Code: Q NOA e

Ext:

Authority (1): l— g I I
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 Erint SE-410 |
Bl savel [CQLRetunto Search Mext tab Alinclude History ) | [ Correct History

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

Step Action

21. Click the Job tab.
Job
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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, EVAN EmpliD: 0015 Empl Reds: 0
Joh Data Il First [4] 4
i i =]
Effective Date;  12/15/2003 Transaction # / Seq: 1 PAR Status:  INITIATED
Act Type: ReassignmentiConversion NOA Code: Empl Status:  Active
Position: 00006581 Q| GS- 0303- 09 ADMINISTRATIVE ASSISTANT = posn Mgmt Red
*Job Code: A4HO93 - - " position Override
*Agency: HE Department of HHS Transferred From Agency:
Sub-Agency: |11 Pragram Support Center Transferred To Agency:
‘Business Unit: |P3C00 Program Support Center Benefits/FEHB Data
*Department:  |JPEAFZ Administrative Operations Serv FEGLIREetiramentiF CA
“Location; 364170061 Mew York - MNew York Cepatmental Hierarchy
Tax Location:  |NA =] Mot Applicable Dtail
B save) (CQLReturnto Search) Previous tab | Next tab ]| i) Ainclude History | [ [# Correct History |

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

Step Action

22. Double-click in the Position field.

23. | NOTE: This is the position number that the employee will occupy in the Gaining

Agency.
Enter the desired information into the Position field. Enter *00007007".
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Home = AdministerYWarkforee = Administer Workforce (LUSF) = Use = HR Processing

/ Data Control | Persanal Data | Jab W Position | Cornpensation | Employment1 " Erplayment 2

I e Wi Oty

WINTER, EWAN EmpliD: 0015 Empl Red#: 0
LJoh Data
Effective Date:  12/15/2003 Transaction ¥/ Seq: 1 PAR Status: INITIATED
Act Type: ReassignmentiConversion NOA Code: Empl Status:  Active
Position: 00007007 (A G- 0303- 08 ADMINISTRATIVE ASSISTANT I posn Mgmt Red
*Job Code: 99H083 - - " position Override
*Agency: HE Cepatment of HHS Transferred From Agency:
Sub-Agency: |11 Program Support Center Transferred To Agency:
*Business Unit: [PSC00 Prograrm Support Center Benefits/FEHA Data
‘Department: FPEAFZ Administrative Operations Serv FEGLIRetiramentiF CA
*Location: 364170061 e York - Mew Yark Departmental Hierarch
Tax Location: [N Q] Motapplicable Detall
& 5ave) (CiRetun to Search | [ Frevious tab | Next tab | =] Bl Include History | [[# Correct History |

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

Step | Action

24, Click the Position tab.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use = HR Processing M Window =

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

WINTER, EVAN EmpliD: 0015 Empl Reds: 0
Position Data

Effective Date:  12/15/2003 Transaction #/ Seq; 1 PAR Status:  INITIATED
Act Type: ReassignmentiConversionNOA Code: Empl Status:  Active

LEO Position: INDI Applicable 'l ¥ SF-113G Ceiling *Regular Shift; I Mot Applicable vl
POk e183]  Psc Shift Rate [Factor: |
“Pay Group: I g

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

Earnings Program:

Type Appt: |Career—Conditi0na\ (Camp Perm} j
*Employee Type: IE_ Q Excep Hrly =
Employee | Posn Occupied; | Competiive [~
Classification: Work Schedule: IFuII Time 'I . ) . m
*“Reg/Temp: I Regular M Job Indicator:

FsAStatus:  [Noneempl 7] [ agas o FTE Actual Count

Supervisor Level: Al Other Positions

Medical Officer: Mot Applicable *Standard Hours: |4U nn FTE:I
B save]  (CLRetun to Search | [ @) Previous tab | |38 Naxt tab | (2o ) | Allineluds Histary) ([ Carract History)

Fimtn Crbead | Daveamal Piada | ek | Daeitinn | M aennmmeation | Cenelaoen o 4 1 Seanleoen et 0

Step Action

25. | Click in the *Pay Group field.

26. | Enter the desired information into the *Pay Group field. Enter "GSB".
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o |

@ Home & is » Help S Sign Out

| Data Control | Personal Data | Jah | Fosition W Cornpensation | Employrment1 " Erployment 2

WINTER, EVAN EmpliD: 0015 Empl Red#: 0
Position Data

Effective Date: 1211372003 Transaction #/ Seq: 1 PAR Status:  INITIATED
Act Type: ReassignmentiConversionNOA Code: Empl Status:  Active
LEO Position: INot Applicable 'l ¥ SF-1136 Ceiling *Regular Shift: INUtAppIicabIe vl
POL [183]  pec Shift Rate Factor: |
*Pay Group: IGSB =Y
Pay Frequency: Work Period: |W Ql Holiday Schedule: |FEDH0L K Federal Holiday Schedule
Earnings Program:
Type Appt: |Career—CDnditinna\ (Comp Perm) j
*Employee Type: IE_ =y Excep Hrly =
Employee lﬁ Posh Occupied: I Competitive =
Classification: . IFuIITlme 'l IPrlma 'l
*R::;e:’m.mn Im Work Schedule: + Job Indicator: G
Asastaus:  [Noreernit 7] aggs to FTE Actual Count
Supervisor Level: Al Other Positions
Medical Officer: Mot Applicable *Standard Hours: |4U.UD FTE: I
ﬁ Save QReturn to Search) Previous tab) Mext tab) @Include History @Conect History L

FPimtn Crtend | Davenmal Ciada | lab | Danitine |5 aennmmn e tien | Cvnnleumn o 11 Seaml e et 7

Step | Action

27. Click the Save button.

28. | Contact the Gaining Agency to inform them that the action has been initiated.
End of Procedure.

Processing the CAO as the Gaining Agency

Introduction

As of October 7, all Agencies will have deployed the EHRP system. Since the deployments are
complete, the EHRP team will implement different procedures for processing Changes of
Appointing Office (CAQO's). The key difference with this new approach is that the Agencies will
no longer have to utilize the Help PoC system. This procedure will take 2 scenarios into
consideration. The first scenario will be when an employee is moving from one DHHS agency to
another DHHS agency, for example, from FDA to NIH. The second scenario will be when an
employee moves from one Admin Code to another within the same agency, for example moving
from DAFA to DBR within FDA.

NOTE: The losing Agency or Admin Code should be sure to stop the special pays when initiating
or performing a CAO action.

Procedure
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The following steps detail the procedure for processing a CAO as the Gaining agency using the
EHRP system.

Step | Action

1. The Losing Agency notifies the Gaining Agency that the CAO action has been
initiated.

The Gaining Agency will then follow the steps below to complete the processing of
the action.

NOTE: The person processing this action must have Correct History capability.

-

Home

S Sign Ouf

—
@ Develop Workforce
@ Administer Warkforce
@ Compensate Emplovees
w2 Define Business Rules
W He Process Menu
& Help Pal: Online

W PeopleTools

Step | Action

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

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

4, Click the Use link.

5. Click the HR Processing link.
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Home = Administer Warkforce = Administer Waorkforce (USF) = Use = HR Processing Mewy Window

# Help S Sign ouf

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr:l

Mame: |

Last Mame: |

[T Include History [ Correct History

Basic Search

Step | Action

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

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

NOTE: Be sure Correct History is selected.
Click the Correct History option.

9. Click the Search button.

10. | Select the correct employee.
Click WINTER, EVAN

|DD15 o WINTER EYVAN WINTER |

11. Locate the initiated CAO action.

If necessary, update the Actual Effective Date for the change of appointing office
action.
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o

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, EVAN Emplp: 0015 Empl Reds: O
Data Control Wiew All
Actual Effective Date: 1211572003 [E) Proposed Effective Date: 1 2/15/2003 [+1[=]
Transaction #/ Sequence: r |1_ Mot To Exceed Date:
*Action: lﬁ ﬂ Reassignment/ConversionPAR Status W g IMITIATED
“Reason Code: |EER Q] Employee Request Contact Emplid: =Y
NoACode: | X NOA [al

Ext:

Authority {1): l_ﬂ I I
Authority (2): l_ﬂ I I
l_

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

I Frirat SE=&0 |

B savel (CRetunto Search Mext tab ] Update/Display) | Zflinclude Histary |
Diata Gontrol | Personal Data | Job | Position | Compensation | Employient 1 | Employment 2

Step Action

12. Double-click in the PAR Status field.

13. | Change the PAR Status from INI to either REV or PRO depending on the agency's
policy.
Enter the desired information into the PAR Status field. Enter "PRO".

14. | Verify the data entered on the Data Control page.
Click in the NOA Code field.

15. Enter the desired information into the NOA Code field. Enter "721".

16. Click in the NOA Ext field.

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

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

19. | Enter the desired information into the Authority (1) field. Enter "C1M".

20. Click the PAR Remarks link.
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

# Help S Sign ouf

PAR Remarks
PAR Remarks

Remark CD: EI
1] ™ Insertion Required

Step | Action

21. | 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 "A03".

22. | Press [Tab].

23. Click the Ok button.

_ f" 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 limitation to the amount of remarks that can
be captured.

j 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 Z2ZZ.

-

Horme = Administer Workforee = Administer\Workforce (USF] = Use = HR Processing Mews Windovy

& Homa

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

WIMNTER EVAN EmpliD: 0015 Empl Reds: 0
Actual Effective Date: |1 21512003 @ Proposed Effective Date: 121582003 EI
Transaction #/ Sequence: F |1_ Mot To Exceed Date: @
*pction: HFR ﬂ Reassignment'ConversionPAR Status FRO ﬂ FROCESSED BY HUMARN
RESOURCES
*Reason Code: [EER ] Employee Request Contact Emplic: Q
NOA Code: 721 & Reassignment noa [0 [Q
Ext:
Authority (1): |C1M [} [Reg 351.201 (). RIF-- [nlacement in vacancy.
Authority (2): Q| [ O
RARREuEs] Y Prnt SF-52 | sip Berarie award Data  Tracking Data Retroactive TSP Transfer In Data?
I Print SF-50 |

B save L Return to Search Next tab & Update.fDispIay) lInclude History)

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

Step | Action

24, Click the Personal Data tab.

25. | Review the data on the Personal Data page and modify if necessary.
Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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@ Home ; 5 # Help S Sign Out

Act Type: ReassignmentiConversionNOA Code: 721 Empl Status;  Active

Format Using: |UBA Q] United States

Narme: [ranTER,Evin
Prefix: I j'
First Name: |E\"AN Middle: |

Last Name: |\""‘|NTER Suffix: I =Y

Gender: © Male © Female Citizenship Status: I_ﬂ Ethnic Group: |Asian Indian =l

*Date of Birth:  121/051958 E  pate of Death: | Draft Status: | [~

Disability Code: |95 Q] Mo Handicap Date Entitied ta Medicare:

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

CDUMMIUSA =Y “Type/Description: | PR j' National ID; |400-11-0005

ﬁ Save QReturn to Search) Previous tab) Mext tab) & Update.fDisplay) @ Include History) @’

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

<

Step | Action
26. | Click the Address Information link.
27. | Review the data and modify if necessary.

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

Country: |p9A QJ united States

@ Home 2 Worklist 2 Help S Sign Outl

|»

Address 1: |1 Silver Avenue
Address 2: |

Address 3: |

City: |Ar|mgton

County: I Postal: |22201
State: I\"A Ql virginia  Res Loc Code: I Q

Country: [uza @) united states

Address 1: |

Address 2: |

Address3: |

City: |
County: | Postal: I
State: I ﬂ

4

Step Action

28. Click the Ok button.
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£ Home
WINTER, EWAR EmpliD: 0015 EmplReds: 0 o
=]
Fffective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMARN
RESOURCES

Act Type: ReassignmentiConversionNOA Code: T21 Empl Status: Active

Format Using: |UBA Q] United States

Name: [ranTER, Evar

Prefix: I :I'

First Name: [Evan Middle: |

Last Name: |\""‘”‘”'ER Suffix: I Ql
Gender: © Male © Female Citizenship Status: I_ﬂ Ethnic Group: |A5ian Indian =l
*Date of Birth:  |01/05/1958 ] pate of peath: [ Draft Status: | =
Disability Code: |05 @] Mo Handicap Date Entitled to Medicare: I

Additional Bitth Info  Bddress informatiod  Personal Phone Murnbers  WeteransInfo  Maritallnfo  Education Details

Step | Action

29. Click the Veterans Info link.
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o

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

£ Home

Veterans Infe

Veterans Preference: hal

Veterans Status: | Mot indicated j
Uniformed Service: I—Ll

Military Separation Status: Iﬁ Military Grade: Iﬁ
Military Service Start Date: | G End Date: [

Reserve Categonys: I j

Creditable Military Senvice; I

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

Step Action

30. | Review the data and modify if necessary.
Click the Ok button.

31. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o =

@ Home ; 5 # Help S Sign Out

Diata Canitral " Personal Data Jah | Position | Caornpensation | Employment1 " Erplayment 2

WIMNTER, EWAM Emplip; 00135 EmplRcdy: 0
First [ 1063 D Last
=]
Effective Date;  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: ReassignmentiComersionNoA Code: 721 Empl Status:  Active
Format Using: IUSA Q] United States
Namne: JPINTER, Eviak
Prefix: I j'
First Name: Y Middle: |
Last Name: |W|NTER Suffix: I Q
Gender: © Male © Female Citizenship Status: I_ﬂ Ethnic Group: |Asian Indian =l
*Date of Birth:  |01/05/19528 E  pate of Death: | Draft Status: | =l
o v moan. N8 QD RA Landican [ = hd

Step | Action

32. Click the Job tab.

Job

33. | Review the data and modify if necessary.

34. Click the Position tab.

35. | Review the data and modify if necessary.

36. | Click the Compensation tab.
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£ Home

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

WINTER, EYAN EmpliD: 0015
Compensation Data

Empl Redy: 0

First [4 4
Effective Date:  12/15/2003 Transaction# | Seq 1 PAR Status: PROCESSED BY EI
HUMAN RESOURCES
Act Type: REassignmentiComersionNOA Code: T2 Empl Status:  Active

Pay Rate Determinant: 2egular Rate Pay Basis: Fer Annurm 'l
Pay Plan /*Table/Grade: IGS o0oo IUQ Step: IU_ A step Entry Date:
Rind PPTable/Grade: I I I Step: IU_ Grade Entry Date; |10/11/2001

Base Pay: I Compensation Frequency: Annual
Loc/LEOQ Adjust: 0.oo Annuity Offset Amount:

Adjusted Base Pay: I O Benefit Base Override FEGLI Base: I
Total Pay: I

Other Pay Infarmation Expected Pay Accaounting Infa Hourly Rates

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

o Update/Display) | Hllinclude Histery] (5

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

Step Action
37. | Double-click in the Step field.

38. | Enter the desired information into the Step field. Enter "1".
39. | Review the data and modify if necessary.

40. | Click the Accounting Info link.
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

@ Home & is » Help S Sign Out

Accounting Information

Job Earnings Distribution:  ByHours " By Percent

Compensation 0.000000 Standard Hours: 40.00
Rate:
6L Pay Type: | Account Code:  [11010055 @

First (4] 1011 (M Last
Business Unit  Department Joh Code Position Shift Earn Code El
| | Al af =Y 52 I Y
GLPayType  Account Code Standard Hours ~ Percent of

Distribution

| | all

Step | Action

41. | Enter or modify the CAN in the Account Code field.
Double-click in the Account Code field.
J11010055 |

42. | The Common Account Number (CAN) is a required field.
Enter the desired information into the Account Code field. Enter "1921226R".

43, Click the Ok button.
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o

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

£ Home

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

WINTER, EVAN EmpliD: 0015 Empl Redy: 0

Compensation Data First 4 1

Effective Date:  12/15/2003 Transaction# / Seqp ! PAR Status: FROCESSED BY =l
HUMAN RESOURCES

Act Type: ReassionmentCorversionNOA Code: 721 Empl Status:  Active

Pay Rate Determinant: | Regular Rate =l Pay Basis: Fer Annum 5]

Pay Plan /*Table/Grade: E IUUUU IUQ Step: |1_g Step Entry Date:  |[12/15/2003
RindPPTableGrade: | | | step: |7 | Grade EntryDate; [1071/2001

Base Pay: |35.51 2.000000 Compensation Frequency: Anrual
Loc/LEO Adjust: |5|g?3_00 Annuity Offset Amount:

Adjusted Base Pay: | I” Benefit Base Override FEGLI Base: |41 487.000
Total Pay: IM,dQT uli}

Other Pay Infarmation Expected Pay Hourly Rates
B save)  (CLRetun to Search | (@ Previous tab | Next tab | o Update/Display) | Hllinclude Histery] (5

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

Step Action
44. | Click the Employment 1 tab.

45. | Review the data and modify if necessary.

46. | Click the Employment 2 tab.

47. | Confirm the Reports To Position for the employee.

;’A;/’ NOTE: The following fields default based on the position selected:

- Bargaining Unit
- Union Code
- Reports To Position

Page 68




FERSOMAL NAVIGATOR

DEMAND Training Guide
Position Changes, Extensions, and Miscellaneous

Changes

-

Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

& Home

| Data Control | Personal Data | Jah " Pasition " Carnpensation " Emmployrientd "y Erployrnent 2 \L

WINTER, EWAN EmpliD: 0015 EmplRed#: 0
Employment Data 2
[+1=]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: ReassignmentiConversionNOA Code: 721 Empl Status:  Active
Bargaining Unit: |2600 PSC BARGAINING UNIT Probation Date: |10/ 1/2002 [
l— SES Probation
Union Code: | @
Date:

Union Anniversary | SupwManager Edl

Date: Probation Date:

Reports To Position: IUUUUDDW? SUPPORT SERVICES

SUPERYISOR
Supervisor ID: I Begin Date: | @
Tenure: I i Expires Date: E
Eh [l

Pay PlaniGrate: I Ql I Compifirea Level: IUU ISU one Hhre

HIF Series: I =) Mon Pay Data Security Info
B save) (QLReturnto Saarch) Previous tab | 8 UpdatesDisplay) |l Include Histary ]

Data Contral | Personal Data | Job | Position | Compensation | Employment 1 | Employvment 2

Step | Action

48. Click the Tenure list.

49. | Inthe Tenure field, select the appropriate type of tenure, as applicable.
Click Conditional

Conditional

50. | Asapplicable, enter the employee's compensation level in the Comp Level field.

51. | Inthe Probation Date, enter the completion date for the employee's probation, if
applicable.
NOTE: If this employee is a SES or Supervisor/Manager enter the probation
completion date in the appropriate field.

52. | As applicable, enter the employee security information in the Security Info hyperlink.
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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, EVAN EmpliD: 0015 EmplRedy: 0
Employment Data 2 = ag
=]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMAN RESOURCES
Act Type: ReassignmentiConversionNOA Code: 721 Empl Status:  Active
Bargaining Unit: |2BUU PSC BARGAINING UNIT Probation Date: |10/11/2002 ]
l— SES Probation
Union Code: @
Date:

Union Anniversary I SupwManager El

Date: Probation Date:

Reports To Position: IUUUUDDH' SUPPORT SERVICES

SUPERYISOR
Supervisor ID: I Begin Date: | @
Tenure: Conditional Expires Date: Bl
Fh [ilx]

Pay Plan/Grade: I 4 I Compifrea Level: IUU ISU e

RIF Series: I =) Mon Pay Data Security Info
ﬁ Save QReturn to Search) Previous tab) & Update.fDisplay) 4@ Include History) oo

Data Contral | Personal Data | Jokb | Position | Compensation | Employment 11 Employment 2

Step Action

53. | NOTE: Document the employee identification number (EMPLID) to facilitate future

processing.
Click the Save button.

I)' If the employee is transferring outside of the service area of their current health benefits
- coverage selection, the employee may change their health benefits. See Chapter 15,
Section 3 for details on changing health benefits in EHRP.

Validate the benefits and pay information for the employee.

I/" If the employee is entitled to speical pays for the new position, the special pay items
- must be started. See Chapter 12, Section10a and Chapter 16, Section 4 for details about

how to start special pay or allowances.

Step Action

54, The information is saved.
End of Procedure.
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Extensions

In EHRP, the user may extend an employee's appointment beyond the original not to exceed
(NTE) date. The user must enter the correct personnel action (NOA 760-0) and update the NTE
date in the Data Control page.

Extension of Appointment NTE

Introduction

In EHRP, the user may extend an employee's appointment beyond the original not to exceed
(NTE) date. The user must enter the correct personnel action (NOA 760-0) and update the NTE
date in the Data Control page. The effective date of the extension must be on or before the
appointment expiration date to avoid automatic termination of the employee.

Procedure

The following steps detail the procedure for extending a temporary appointment.

o

Home

@ Home 2 Worklist 2 Help S Sign Outl

—
@ Develop Workforce

w2 Administer Workforce

@ Compensate Ermployees

%2 Define Business Rules

< He Process Menu

& Help Pal Online

@ FPeopleTools
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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 Use link.

4. Click the HR Processing link.

-

Home = Administer Warkforce = Administer Waorkforce (USF) = Use = HR Processing Mewy Window

S Sign Out]

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr:l

Mame: |

Last Mame: |

[T Include History [ Correct History

Basic Search

Step Action

5. Enter the appropriate variable in the field. (for example, Last Name)
Click in the Last Name field.

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

Click the Search button.

8. Select the correct employee.
Click SPRINGS, GREG
loo17 o SPRINGS,GREG ~ SPRINGS
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£ Home i dis S Sign ouf

Home = Administer\Waorkforce = AdministerWarkforce (USF) = Use = HR Processing ey Window

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

SPRINGS GREG EmpliD; 0017 Empl Reds: 0

Data Control

Actual Effective Date: ID1IDSIEDD1 Gl Proposed Effective Date: /052001 [+1=]
Transaction #/ Sequence: r IQ_ Mot To Exceed Date: 1211502003 B
*Action: HFR ﬂ ReassighmentConversinnPAR Status COR ﬂ CORRECTED

*Reason Code: [MRR(Q  Manager Request Contact Emplid: (=]

oA Cote: 101 noa [0 (4

Ext:

Authority (1): |BFS Q] [oPM Delegation Agr Mo [
Authority (2): ﬂ I I

PAR Requesty: Print S_IF'S2 PAR Remarks Award Data Tracking Data Severance Pay

I Print SF-50 |

—

Bl savel [CQLRetunto Search Mext tab Alinclude History ) | [ Correct History

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

Step

Action

Click the Add a new row at row 1 button.

10.

Triple-click the Actual Effective Date object.

11.

Enter the date the extension will be effective in the Actual Effective Date field.
NOTE: This date should either be the NTE date of the previous appointment or a date
prior to the NTE date.

Enter the desired information into the Actual Effective Date field. Enter
"12/15/2003".

12.

Click in the *Action field.

[]

13.

Enter "EXT" (Extension of NTE Date) in the Action field.
Enter the desired information into the *Action field. Enter "EXT".

14.

Click in the *Reason Code field.

15.

Enter the desired information into the *Reason Code field. Enter "EXT".

16.

Click in the NOA Code field.
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Step | Action

17. | In the NOA Code field, enter "760" (Ext of Appt NTE).
Enter the desired information into the NOA Code field. Enter "760".

18. Click in the NOA Ext field.

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

20. Click in the Not To Exceed Date field.

21. Enter the new Not To Exceed Date.
Enter the desired information into the Not To Exceed Date field. Enter "01/15/2004".

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

]

23. | Enter the desired information into the Authority (1) field. Enter "QBK".

24. | Click in the PAR Request# field.

25. | Enter the desired information into the PAR Request# field. Enter "0000087903".

26. Click the PAR Remarks link.

o

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

@ Home 2 Worklist 2 Help S Sign Outl

PAR Remarks

Remark CD: EI
al I Insertion Required
|
|
|
|
|
|
|
|
|
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Step Action
27. | 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 "E37".
28. | Press [Tab].
29. | Click the Ok button.

Coc]

2

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 limitation to the amount of remarks that can
be captured.

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 ZZZz.
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o

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

£ Home

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

SFRINGS,GREG EmplD: 0017 Empl Redg: 0
Data Control
Actual Effective Date:  |121512003 [5] Proposed Effective Date; 12152003 =]
Transaction #/ Sequence: r |1_ Not To Exceed Date: 0152004 B
*Action: EXT ﬂ Extension of NTE Date PAR Status FRO g PROCESSED BY HUMAMN
RESOURCES
*Reason Code: [EXT & Extension of NTE Date  Contact Emplid: al
NOA Code: T80 Q] Extofappt NTE woa  [07Q)
Ext:
Authority (1):  |9BK Ql |Reg 353.301. Restor- |atiun aft recovery fr inj
Authority (2); &l | | —
PAR Request#: P _ISF’52 PAF Hemarke Award Data  TrackingData Severance Pay
IDDDDDB?QDE 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

30. | Change the PAR Status according to your role.
Click the Save button.

31. The information is saved.
End of Procedure.
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Miscellaneous Changes

In EHRP, a user can modify an employee's work schedule. For example, when an employee
moves from one employment schedule (full time) to another arrangement ( part time). The
appropriate personnel action (NOA 781-0) must first be entered on the Data Control page of the
HR Processing page group. The work schedule will be changed on the Position page of the HR
Processing page group.

Change in Work Schedule

Introduction

In EHRP, a user can modify an employee's work schedule. For example, when an employee
moves from one employment schedule (full time) to another arrangement ( part time). The
appropriate personnel action (NOA 781-0) must first be entered on the Data Control page of the
HR Processing page group. The work schedule will be changed on the Position page of the HR
Processing page group.

Procedure

The following steps detail the procedure for processing a Change in Work Schedule.

-

Home

& Home @ Worklist 2 Help S Sign ouf

—
< Develop Waorkforce

2 Administer Workforce

W Compensate Employvees

R Define Buginess Rules

W He Frocess Menu

& Help PoC Online

@ FPeopleTools
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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 Use link.

4. Click the HR Processing link.

-

Home = Administer Warkforce = Administer Waorkforce (USF) = Use = HR Processing Mewy Window

S Sign Out]

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr:l

Mame: |

Last Mame: |

[T Include History [ Correct History

Basic Search

Step Action

5. Enter the appropriate variable in the field. (for example, Last Name)
Click in the Last Name field.

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

Click the Search button.

8. Select the appropriate employee.
Click SPRINGS, LEO
no1s o SPRINGS.LEC SPRINGS
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Home = Administer\Waorkforce = AdministerWarkforce (USF) = Use = HR Processing ey Window

£ Home ) s S Sign ouf

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

Springs,Lea Emplip; 0019 Empl Redi: 0
Data Control
Actual Effective Date: |D1IDSIEDD1 Edl Proposed Effective Date:  U1/05/2001 [+1=]
Transaction #/ Sequence: r |1_ Hot To Exceed Date: @
*Action: HIR Q] Hire PAR Status PRO Q] PROCESSED BY HUMAN
RESOURGES
*Reason Code: [NPS (R Mew Position Contact Emplid: (=
NOA Code:  |101 Q] careercond Appt noa [0 [Q
Ext:
Authority (1): |BWA Q] [0PM Delegation AgrNo |, cert Mo
Authority (2): < | [
LR Bonupsty Prnt SF-52 | pap Remarks Award Date  Tracking Data Retroactive TSP Transfer In Data?
[ Print SF-50 |

& save) (L Retun to Search Hext tab AlInclude History] | [ Corract History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employvment 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.

@ 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.

Step | Action
11. | Enter the Actual Effective Date of the change in the employee's schedule.
Enter the desired information into the Actual Effective Date field. Enter
"12/15/2003".
12. | Click in the *Action 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

13. In the Action field, enter "DTA."
Enter the desired information into the *Action field. Enter "DTA".

14. Click in the *Reason Code field.

15. Enter the desired information into the *Reason Code field. Enter "CWS".

16. Click in the NOA Code field.

17. | Enter the NOA Code of "781" (Change in Work Schedule).
Enter the desired information into the NOA Code field. Enter "781".

18. Click in the NOA Ext field.

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

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

21. | Enter the desired information into the Authority (1) field. Enter "RAH".

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

23. | Enter the desired information into the PAR Request# field. Enter "0000087902".

24. Click the PAR Remarks link.
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

# Help S Sign ouf

PAR Remarks
PAR Remarks

Remark CD: EI
1] ™ Insertion Required

Step | Action

25. | 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 "M20".

26. | Press [Tab].

27. Click the Ok button.

_ f" 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 limitation to the amount of remarks that can
be captured.

j 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 Z2ZZ.

-

Horme = Administer Workforee = Administer\Workforce (USF] = Use = HR Processing Mews Windovy

& Homa

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

Springs,Leo EmpliD: 0018 Empl Reds: 0

Actual Effective Date: [r2rsiz003 &

Proposed Effective Date: e2il5/2003 -EI
Transaction #/ Sequence: F |1_ Mot To Exceed Date: @
“action: DTA [Q]  Data Change PAR Status PRO Q] PROCESSED BY HUMAN
RESOURCES

*Reason Code: |OWS( Q) Change in wark Schedulecantact Emplid: =Y

oA Code: |78 [Q cChy inwark Schedule :::\ [o
Authority (1): |RAH Q) [Reg 752.401 |
Authority (2): Q| |

—

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

IDDDDDS?QDE 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 Job tab.
Jah
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o

/ Data Control | Persanal Data | Jab W Position | Cornpensation | Employment1 " Erplayment 2

Springs,Len EmpliD: 0019 EmplReas:
LJoh Data
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: ~ PROCESSED BY
HUMAR
RESOURCES
Act Type: Data Change NOA Code: ™ Empl Status:  Active
Position: 00006588 Q|  GS- 0303- 09 ADMINISTRATIVE ASSISTANT ™ posn Mgmt Red
*Job Code: 99H093 - - " position Override
*Agency: HE Depanment ofHHS Transferred From Agency:
Sub-Agency: |11 Pragram Support Genter Transferred To Agency:
*Business Unit; |PSC00 Program Support Genter Benefits(FEHB Data
*Department:  |PEAFZ Administrative Operations Sery FEGLIRetirementiFICA
“Location: 364170061 et ok - New york Departrmental Hieratrcty
Tax Location: |4 <l Mot Applicable Delall
& save) (CiRetun to Search | [ Frevious tab | Next tab | =] Bl Include History | [[# Correct History |

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

Step | Action

29. | Select the Position Override checkbox.
NOTE: You must select Position Override in order to modify the Position.
Click the Position Override option.
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o

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

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

Springs,Len Emplip: 0014 Empl Red#: 0
LJoh Data
Effective Date;  12/15/2003 Transaction # / Seq: 1 PAR Status: ~ PROCESSED BY
HUMAMN
RESOURCES
Act Type: Data Change MOA Code: Ta1 Empl Status:  Aclive
Position: 00006598 ﬂ G5 0303 08 ADMINISTRATIVE ASSISTANT T Posn Mgmt Red
*Joh Code: 89H083 Q] - - ¥ “position override
*Agency: HE @] Department of HHS Transferred From Agency:
Sub-Agency: |11 Q] Pragram Suppor Center Transferred To Agency:
“Business Unit: [FSC00 Q) Prograrm Suppott Center Bensfits/FEHA Data
‘Department:  |PEAFZ ﬂ Administrative Operations Sen FEGLIRetirementiFICA
*Location: 364170061 Q) Mew York - New York 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

30. Click the Position tab.
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Home = Administer Waorkforce = Administer Warkforce (USF) = Use = HR Processing Dlesi Win d o |

@ Home ; 5 # Help S Sign Out

| Data Control | Personal Data | Jah | Fosition W Cornpensation | Employrment1 " Erployment 2

Springs,Leo Emplip: 0018 EmplReds: 0
Position Data First (4] 1cr2 I
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Data Change NOA Code: 781 Empl Status:  Active
LEO Position: Hat Applicatie Jad M SFA13G Ceiling ,peoior shit: | NotADBlicable ~|
POL 118379 FHE Shift Rate [Factor:
*Pay Group: IGSEI g GEMERAL SCHEDULE BMYEEKLY
Pay Frequency: BiweeklyB Work Period: |W Q' Holiday Schedule: |FEDHOL =Y Federal Holiday Schedule
Earnings Program: G5 —
Type Appt: |Career—CondltlonaI(Comp Perrm) j
*Employee Type: IE_ ﬂ Excep Hrly
Employee I—Ll Posn Occupied: I Competitive =
Classification: Feau = Work Schedule: I Full Time 4 e I Primary 'l
*Reg/Temp: I j . - )
sAstatus:  [Noreempt  X] [~ pggs o FTE Actual Count
Supervisor Level; Al Other Positions
Medical Officer: Mot Applicable *Standard Hours: |4U-UU FTE: I -
P Savel Q2 Retunto Search | Previous tab | Next tab | Ainclude History| (I Correct History
4 i

Step | Action

31. Click the Work Schedule list.

32. | Select the appropriate Work Schedule type from the dropdown menu.
Click Part Time

33. | Modify the Standard Hours field to reflect the employee's new schedule.
Triple-click the *Standard Hours object.

34. Enter the desired information into the *Standard Hours field. Enter "30.00".
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o

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

£ Home

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

Springs,Leo EmpliD: 0018 EmplReds: 0
Position Data

=]
Effective Date:  12115/2003 Transaction #f Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES
Act Type: Data Change NOA Code: 781 Empl Status:  Active
LEO Position: INDt Applicable 'l ¥ SF-113G Ceiling *Regular Shift; Not Applicable -l
ROt feres Q] Psc 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 Ferm) j
*Employee Type: IE_ g Excep Hrily -
Employee lﬁ Posn Occupied: I Competitive =
Classification: = I Work Schedule: I Fart Time & AR I Primary 'l
Roytony:  [Fewe ] ,‘ N e S
FLSAStats:  |Nonexemit Y| [T agds to FTE Actual Count
Supervisor Level:  All Other Positions
Medical Officer: Mot Applicable *Standard Hours: |3U-UU FTE: I -
FI Savel  (Q Retum to Search | |88 Previous tab | |5 Hest tab | [ ) L inelude Histors'| (P Cormest History ™
4

L3

Step Action

35. Click the Data Control tab.

36. | Change the PAR Status according to your role.
Click the Save button.

37. | The change in work schedule is saved.
End of Procedure.
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Commissioned Corps

If a Commissioned Corps Officer needs to participate in Workflow to request or review actions
for their civilian staff, you must first create a "dummy" job code, a "dummy" position, and hire
the Commissioned Corps Officer as a non-compensated employee. Then the Security
Administrator needs to create a user profile in the EHRP system.

Creating a ""Dummy** Job Code

Introduction

If a Commissioned Corps Officer needs to participate in Workflow to request or review actions
for their civilian staff, you must first create a "dummy" job code, a "dummy" position, and hire
the Commissioned Corps Officer as a non-compensated employee. Then the Security
Administrator needs to create a user profile in the EHRP system.

Procedure

The following steps detail the procedure for creating a "dummy" job code.

o

Home

@ Home 2 Worklist 2 Help S Sign Outl

—
@ Develop Workforce

w2 Administer Workforce

W Compensate Emplovees

w2 Define Business Rules

@ He Process Menu

@ Help Pal Online

W FPeopleTools
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Step | Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[ Manage Pasitions (USF)
3. Click the Setup link.
4. Click the Job Code Table link.

ob Code Tabilel

-

Home = Develop Waorkforce = Manage Positions {JSF) = Setup = Job Code Table

Job Code Table

Find an Existing Value

SetlD: IDHHSDﬂ
Joh Code: I
Description: |

Cccupational Series I g

Official Position Title: |

7 Case Sensitive
[T Include History [ Correct History

Add a Mew Yalug

S Sign Out]

Step Action
5. Click the Add a New Value link.
6. Change or confirm the SETID.

SetlD.

NOTE: The Job Code should be created within the SetID that corresponds with the
Agency for which the Job Code is being created. This should default to your agency's
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Horme = Devalop Waorkforce = Manage Positions (USF) = Setup = Job Code Table Mewy Window

@ Home 2 worklist # Help S Sign Out

Job Code Table

Add a New Value

SetlD: |DHH50g
Job Code:l

Add

Eind an Existing Yalue

Step | Action

7. Click in the Job Code field.

8. NOTE: The job code number is the smart-coded Position Description humber.
NOTE: The job code number should be entered in all caps.
Enter the desired information into the Job Code field. Enter “002980".

9. Click the Add button.
Add

10. In the Effective Date field, enter the date this action was authorized if it differs from
the defaulted date, which is today’s date.

@ 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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o

Home = Develop Workforce = Manane Positions (USF) = Setup = Job Code Table

£ Home

ey Window |

J(.Jclb Code Profile \: Default Compensation \

SetiD: DHHEO

02480

Business Units that use this Setid

First (4 1.0r 1 [#] Last

Joh Code:

LJoh Code Profile

*Effective Date:
Occupational Series:
Official Posn Title Code:
Organization Posn Title Cd:
Job Description:

Job Function Code:

Job Famihr

*Standard Hours:

Workers' Comp Code:

[1211472003 ] -status: [Actve =] =]

(Y
Iy

(Y
| =

Y
*Manager Level: IOther j'

| Q)
[+0 Standard Work Period: |0 Q] Weeky

—

*Comp Freq: IA Q| Annual
oI T O AT lﬁ ™ Medical Checkup Required | |
» B s
» B=1g tadaral A
Step Action
11. | Click in the Occupational Series 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
12. | Enter the desired information into the Occupational Series field. Enter "0142".
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& Home
Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table T Wilin d oy ||
J.f Joh Code Profile \: Default Compensation ‘.
SetlD: DHHSO Job Code: 002480 Business Units that use this Setid
LJoh Code Profile First [ 1.0t 1 [ Las
*Effective Date: |1 21412003 [E] sstatus: | Active | +1=1
Occupational Series: 0142 &
Official Posn Title Code: l_ ﬂ |
OrganizationPosn Title ¢ | QU |
Job Description: I :I
Joh Function Code: I_g
Job Family: l_ Q *Manager Level: I Other :I'
“standard Hours: IW Standard Work Period: IW— ﬂ eekly
Workers' Comp Code: l—
*Comp Freq: IA— ﬂ Annual
RegularTemporary: I vl I Medical Checkup Required | |
» E= g
» B= 1q radaral hd

Step | Action

13. | Click the Default Compensation tab.

| Default Compensation |
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o

@ Home 2 Worklist 2 Help S Sign Outl
Home = Develop Workiorce = Manage Posilions (USF) = Setup = Job Code Table e Yind ov =
f Job Code Profile )‘ Default Compensation \_
SetiD: DHHSO Joh Code: 002480
Default Compensation Wiew All First [ 1.0t 1 (M Last
Effective Date: 1211472003 Status: Active
Salary SetiD: | QA payPlanTableGrade: | | | all &
Minimum Midpoint Maximum
Survey Salary: I = Hourly:
BivwWeekh:
Salary Survey Job Code: I Monthhy:
Annual:

Pay Components
‘Rate Code Details Comp Rate Currency ‘Frequency Percent

[ petaits | ar o

Step Action

14. | Click in the Pay Plan field.

15. | Enter the Pay Plan "ZZ".
Enter the desired information into the Pay Plan field. Enter "ZZ".

16. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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& Home & Worklist # Help S Sign ouf
Fffective Date: 1211472003 Status: Active =
Salary Seti: | A pay planmabieiGrae: [72 (A I q @
Minimum Midpoint Maximum
Survey Salary: I = :;:[Mkhr
eekhy:
Salary Survey Joh Code: I Monthhy:
Annual:
Pay Components Wiew All First [4] 10t 1 [ Last
‘Rate Code Details Comp Rate Currency *Frequency Percent Apply FTE
1 Qpetis | Y C =]
B save [Edd ) 4] Update/Display) | &l Include History) | [ Correct History |
Job Code Profile | Default Compensation | |
Step | Action
17. | Click the Save button.
18. | The "dummy™ job code is saved.
End of Procedure.

Creating a ""'Dummy"* Position

Introduction
If a Commissioned Corps Officer needs to participate in Workflow to request or review actions
for their civilian staff, you must first create a "dummy" job code, a "dummy" position, and hire
the Commissioned Corps Officer as a non-compensated employee. Then the Security
Administrator needs to create a user profile in the EHRP system.

Procedure

The following steps detail the procedure for creating a "dummy" position.
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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 Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Use link.
lJse
4. Click the Position Data link.
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Horme = Devalop Waorkforce = Manage Positions (USF) = Use = Position Data I Wit d o

@ Home ; dis ? Help S Sign Out

Position Data

Find an Existing Value

Paosition Mumber. I

Description: |

Position Status:

|
Business Unit: I—ﬂ
Department: l—g
Job Code: Y
Reparts To Position Mumber|

™ Case Sensitive
™ Include History T~ Correct History

Add 2 Mew Valug

Step | Action

5. Click the Add a New Value link.

Page 95




Training Guide ON

DEMAND

PERSONAL NAVIGATOR

Position Changes, Extensions, and Miscellaneous Changes

o

@ Home 2 Worklist 2 Help S Sign Outl

Home » Develop Workforce = Manage Positions (USF) = Use = Position Data Mew Window

Position Data

Add a New Value

Paosition Mumber. IDDDDDDDD

Add

Find an Existing Yalue

Step Action
6. DO NOT enter a Position Number! It will autogenerate when you save.
Click the Add button.
Add
7. NOTE: The Position Number will remain at "00000000" until the user saves the page

group. At that point, a new position number will be sequentially autogenerated for the
position.

In the Effective Date field, enter the date that this action was authorized if it differs
from the defaulted date, which is today's date.

NOTE: This date must be effective before the effective date of the action. For
example, if the hire date is before the effective date of the position, it will not be
accessible.
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Horme = Develop Waorkforce = Manage Positions (USFY = Use = Position Data Tl Wil o coi

J.f Description ' Work Location " Job Information \ Specific Information | Budget and Incurmbants

Position Number: 00000000

Headcount Status: Current Head Count: 0 out of 0

*Effective Date: |1 21452003 @ “Status: IActive 'I Initialize El
Reason: INEV‘-' Q] MewPosition Action Date: 121142003

‘PositionStatus: | *PPoved | staus pate: [121472008 i) ¥ Key Position
Reports To: I ﬂ

Dotted.Line Report: | (=)

Title: | ShortTitle: |

Long Description: ﬂ

=|  Detailed Job Descrintion
» = i5 Federal

B save £ Next tab Badd) (] UpdaterDisplay ) | ] Include History | | [ Conect History )

Description | YWark Location | Job Information | Soecific Information | Budiget and Incumbents

Step | Action

8. Click the Work Location tab.
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o

Home = Develop Workforce = Manage Positions (USF) = Use = Position Data e Window

£ Home

{ Descriptian_" Work Location *_doh Information " Specific Information | Budget and Incumbents |

Position Number: ooooaoon
Headcount Status: Current Head Count: 0 gut of a

Effective Date: 1214i2003 Status: Active
*Regulatory Region: |USA QJ United States

*Compamy: I ﬂ

*Business Lnit: [orrso @) Dept of Health and Human Sre

Department: I ﬂ
Location Code: I ﬂ

» = 5 rederal

Bl savel (BiPrevious tab | (3 Nest tab EAdd ) () Update/Display) | &0l Include History ) ([ Conect History |

Description |Work Location | Job Information | Specific Information | Budget and Incumbents

Step Action

9. Click in the *Company field.

10. | Enter the Company of "HE."
Enter the desired information into the *Company field. Enter "HE".

11. | Enter the Business Unit.
Click the Lookup Business Unit button.
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Horme = Devalop Waorkforce = Manage Positions (USF) = Use = Position Data I Wit d o

& Home & Worklist # Help S Sign ouf

Lookup Business Unit

Business Unit.l

Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Step | Action

12. | Click the Lookup button.

13. | Select the desired business unit.

NOTE: Business units serve as data filters within the EHRP system. Therefore, this
step is required before the appropriate job code can be selected.

Click Food and Drug Administration

|FDADD Food and Drug Adrninistration I
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data e Window
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£ Home

{ Descriptian_" Work Location *_doh Information " Specific Information | Budget and Incumbents |

Position Number: ooooaoon

Headcount Status: Current Head Count: 0 gut of a

Effective Date: 1211472003 Status: Active
*Regulatory Region: |USA QJ United States
“Companms IHE =Y Department of HHS

*Business Unit: IFDAUU Ql
Department: I =]
Location Code: I (Y]

» = 5 rederal

Bl savel (BiPrevious tab | (3 Nest tab EAdd ) () Update/Display) | &0l Include History ) ([ Conect History |

Description |Work Location | Job Information | Specific Information | Budget and Incumbents

Step Action
14, Click the Job Information tab.

[ Job Information
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Horme = Develop Waorkforce = Manage Positions (USFY = Use = Position Data Tl Wil o coi -

& Home

J Descrigtion | Waork Location | Job Infarmation % Specific Information | Budget and Incurnbents |

Position Number: 0ooooooo
Headcount Status: Current Head Count: 0 out of 0
First 11 [Pl Last
Effective Date: 121412003 Status: Active
Job Code; I ﬂ Manager Level:
*RegiTemp: |Regu\ar j
“FulliPart Time: | Ful-Time =l
*Regular Shift | Mat Applicable =l
Union Code: I ﬂ
Pay Plan: I Ql
Salary Plan: | Q Grade: | Q]  step: I_ Q)
Standard Hours: I Work Period: I =]
» E= s Federal

B save] (EiPrevious tab | (S Next tab [ dd ) 4] Update/Display) | £l Include History) ([ Correct History .
Step | Action
15. | Enter the Job Code.

NOTE: Numerous field values default throughout the Position Data page group but
may be overwritten if necessary.

NOTE: The job code number should be entered in all caps.
Enter the desired information into the Job Code field. Enter "RS8045".
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o

Home = Develop Workforce = Manage Positions (USF) = Use = Position Data Mews Window |

£ Home

j_ Description 4 Work Location | Joh Information "y Specific Infarmation ,” Budget and Incumbents

Position Number: noonooaod
Headcount Status: Current Head Count: 0 out of 0
Effective Date: 121472003 Status: Active
Job Code: IRSBU45 =Y Manager Level:
*Reg/Temp: |R’egu\ar =l
*FulliPart Time: [ Fuil-Time =]
‘Regular Shift: [Motapplicable =l
Union Coue: Y
Pay Plan: I Q)
Salary Plan: I @/ Grade: I Q]  step: I_ aQ
Standard Hours: I Work Period: I ﬂ
» E= s Federal

Bl savel [(BiPrevious tab Next tab [E#.dd) ] Update/Display) | EllInclude History) |[# Correct History |
Fimmmvivdine LLbAcl | mamdime | el hefnvmnmtioos | 5e s nifin hefmvee mdimos | Dl aesd memdd Leses beomoasds -

Step Action
16. Click the Work Location tab.

Work Location
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Horme = Develop Waorkforce = Manage Positions (USFY = Use = Position Data Tl Wil o coi

@ Home 2 \Wiarklis » Help S Sign Out

/ Deseription " Wark Location " Job Infarmation " Specific Infarmation | Budget and Incumbents

Position Number: ooooaoon
Headcount Status: Current Head Count: 0 out of a
First (40 1.0t 1 [M] Last
Effective Date: 1201452003 Status: Active
*Regulatory Region: W Ql United Statas
*Company: lﬁg Department of HHS
*Business Unit: lm Ql Food and Drug Administration

Department: [ <
Location Code: I g

» E= ys Federal
& save (1 Previous tab Next tab Eladd | (A Update.’Dlspla\r) Allinclude HIStOW’) [ Correct HIStOW’)

Description | Work Location | Job Information | Specific Information | Budaet and Incumbents

Step | Action

17. | Click in the Department field.

18. | Enter the DHHS Admin Code in the Department field.
Enter the desired information into the Department field. Enter "DAE".

19. Click in the Location Code field.

20. Enter the Geo Loc Code in the Location Code field.
Enter the desired information into the Location Code field. Enter "011000029".

21. | Click on the US Federal flag link.

=

22. Click in the *Personnel Office ID field.

23. Enter the desired information into the *Personnel Office ID field. Enter "1189".

24. Click the *Terminal ID list.

I |

25. | Select the Terminal ID from the dropdown menu.
Click PSC
IPsc |
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data Mews Window |

{ Descriptian_" Work Location *_doh Information " Specific Information | Budget and Incumbents |

Position Number: ooooaoon
Headcount Status: Current Head Count: 0 gut of a
Effective Date; 12142003 Status: Artive
*Regulatory Region: |USA QJ United States
“Companms IHE Department of HHS
*Business Unit: IFDADD Ql Food and Drug Administration
Department: IDAE =] Ofe Of Internal Affairs
Location Code: ID1 1000029 Q] Edwardsville
* E= s Federal
Position Location: | Headquarters j *Terminal ID:
*Personnel Office ID: |1 1849 ﬂ FDA CHICAGO
Sub-Agency: |36 ﬂ Food and Drug Administration
B savel [BiFievious tab Next tab EAdd ) (48 Update/Display | | 80l Include History ) ([ Conrect History |

Step Action

26. Click the Job Information tab.

Joh Infarmation
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@ Home e is » Help S Sign Out

Horme = Develop Waorkforce = Manage Positions (USFY = Use = Position Data Dlesi Win d o ||

J Descrigtion | Waork Location | Job Infarmation % Specific Information | Budget and Incurnbents |

Position Number: 0ooooooo
Headcount Status: Current Head Count: 0 out of 0

First 11 [Pl Last

Effective Date: 121412003 Status: Active
Job Code; || g Manager Level:
*RegiTemp: |Regu\ar j
*FullPart Time: | Ful-Time =l
*Regular Shift | Mat Applicable =l
Union Code: I ﬂ
Pay Plan: [Ez @l

Salary Plan: |UDDD G Grade: | Q  stem l_ﬂ
Standard Hours: I Work Period: I =]

» E= 5 Federal

B save] (EiPrevious tab | (S Next tab [ dd ) 4] Update/Display) | £l Include History) ([ Correct History

: 5 " -

e DR D o (e o e () e e (e e 0 E e e e o

Step | Action

27. | Click in the Standard Hours field.

28. | Enter the Standard Hours "40."
NOTE: Users are able to increase the available hours in a pay period for a specific job.
For example, if a firefighter position requires 72 hours, the user would enter 72 hours
in the Standard Hours field.
Enter the desired information into the Standard Hours field. Enter "40".

29. | Click in the Work Period field.

30. | Enter the Work Period "W."

Enter the desired information into the Work Period field. Enter "W".
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o

Home = Develop Workforce = Manage Positions (USF) = Use = Position Data e Window

@ Home 2 Worklist 2 Help S Sign Outl

|»

j_ Description 4 Work Location | Joh Information "y Specific Infarmation ,” Budget and Incumbents

Position Number: noonooaod
Headcount Status: Current Head Count: 0 out of 0
view Al First (0 1011 [P Last
Effective Date: 121472003 Status: Active
Joh Code: I g Manager Level:
*Reg/Temp: |R’egu\ar =l
*FulliPart Time: | Fui-Tirme =]
‘Regular Shift: [Motapplicable =l
Union Coue: Y
Pay Plan: IEG Q)
Salary Plan: IDDDD @/ Grade: I Q]  step: |_g
Standard Hours: 40.00 Work Period: IW ﬂ
» E= |5 rederal

Bl savel (BiPrevious tab | (3 Nest tab [E#.dd) ] Update/Display) | EllInclude History) |[# Correct History |

: 5 " -

Frmmmvisdtinm Iavle | anadion | Lab lnfavnnnbinm | D enaifia efneennbion | Pid med ned Do bomonde

Step Action

31. | NOTE: Saving assigns a number to the position.
Click the Save button.

32. | The "dummy" position is created.
End of Procedure.

Non-Compensated Employee Hire

Introduction

Finally, you must hire the Commissioned Corps Officer as a Non-Compensated Employee. The
user will process the Non-Compensated Employee appointment using the following NOA code,
900-7. 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 Non-Compensated Employee Hire.
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Step | Action
1. Before beginning to process any Non-Compensated Employee Hire, 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.

-

Home

@ Home e ? Help S sign Outj

—
< Develop Yyaorkforce
2 Administer Workforce
@ Compensate Emplayees
2 Define Bugsiness Rules
W He Frocess Menu
@ Help Pal: Online

@ FPeopleTools

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 Hire link.

Hire]
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o

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

@ Home 2 Worklist 2 Help S Sign Outl

Hire

Add a New Value

EmpliD: INEW
EmplRed Nor [0
Add
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 ; is # Help S Sign Out
Home = AdministerWorkforee = AdministerWorkforce (USF) = Use = Hire T Wilin d oy
Data Contral FPersonal Data Joh Pasition Compensation Employment 1 Employment 2
EmpliD:  NEW Empl Redy: 0
Data Control
Actual Effective Date: I &l Proposed Effective Date; | = 1212003 [+1=]
Transaction #/ Sequence: I_ I_ Not To Exceed Date:
*Action: HIF Hire PAR Status FRO g FROCESSED BY HUMAMN
RESOURCES
*Reason Code: ﬂ Contact Emplid: g
HOA Code: e :zf‘ [«

Authority (1) l_ﬂ I I
authoriy@: | X | |
O

(RARLTEER It} 72 PAR Remarks Award Data  Tracking Data Refroactive TSP Transfer In Data?

I Frint SF-450 |
B save Next tab ErAdd

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
"12/15/2003".

If" 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.

r;/' 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."

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.

@ 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 "CTE" (Conversion to EHRP) in the Reason Code field.
Enter the desired information into the *Reason Code field. Enter "CTE".
10. | Click in the NOA Code field.
11. | Enter NOA (Nature of Action) Code "900" (Conversion to EHRP).
Enter the desired information into the NOA Code field. Enter "900".
12. | Click in the NOA Ext field.
13. | Enter the NOA Ext (Extension) "7".
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 "7".
14. | Enter the applicable authority in the Authority (1) field.
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Home = Administer Workforce = AdministerWaorkforce (USF) = Use = Hire Tl Wil o coi

& Home

J.f Data Control y Parsonal Data Jah | Position | Caornpensation | Employment1 " Erplayment 2

EmpliD:  NEW Empl Redy: 0

Data Control

Actual Effective Date: |1 211512003 i) Proposed Effective Date; ' 2/ /2003

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

*Action: HIR Hire PAR Status [FRO@] PROCESSED BY HUMAN
RESOURCES

*Reason Code: |CTE Q] Conversionto EHRP Contact Emplid: a

NOA Cose: 1900 [ Comversion to EHRP :;Jtn [[a

authority (1): | Q| [
Authority (2): A | |

—

(RARLTEER It} 72 PAR Remarks Award Data  Tracking Data Refroactive TSP Transfer In Data?

I Print SF-50 |

& save Next tab

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

[ErAdd

Step | Action

15. Click the Personal Data tab.

Personal Data
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o

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

# Help

ﬁ‘z Hame fzj Worklist

Iy Wiin d oy

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

EmpliD:  MNEW EmplRed#: 0

S Sign Ouf

|»

Personal Data

First (4 101 4 [P Last

=]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Hire NOA Code: 900 Empl Status;  Active

Format Using; |psA 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
nec oz moan N6 G Ba Uandican i rdnn o a Ao oo &

Step Action

16. | Click the Prefix list.

17. | From the dropdown menu, select the Prefix for the person being entered.
Click MR

18. | Click in the First Name field.

l |

19. | Enter the desired information into the First Name field. Enter "FRANK".

20. | Press [Tab].

21. | Enter the desired information into the Middle field. Enter "G".

22. | Press [Tab].

23. | 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.

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

24. | Press [Tab].

25. | Enter the Suffix, if applicable.

Enter the desired information into the Suffix field. Enter "JR.".
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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

26. | Click the Male option.

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

-

Horme = Adrminister Workforce = Adrminister \Workforce (USF) = Use = Hire Mewy Window

& Home & Worklist # Help S Sign ouf

Lookup Citizenship Status

Citizenship Status:l_

Addvanced Laokup

Step | Action

28. | Click the Lookup button.

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

(.5, Cltizers |
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Home = AdministerWorkforee = AdministerWorkforce (LUSF) = Use = Hire Dy Wifin d oy ||

& Homa

Data Cantral 4" Personal Data Jab | Pasition ' Cornpensation | Employment 1 Employment 2,

EmpliD;  MEW EmplRed#: 0
Personal Data First [ 1.0t 1 (] Last
=1
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAR
RESOURCES
Act Type: Hire NOA Code: 900 Empl Status:  Active
FormatUsing:  |U3A Q| United States
T [HERSCHELFRANK G
Prefix: MR e
First Name: JFRANK Middle: I
Last Name: |HERSCHE|— Suffix: IJR- =Y
Gender: © Male  Female Citizenship Status: Ih_g Ethnic Group: I =l
*Date of Birth: @ Date of Death: I Draft Status: I j
nic ez 05 Q] KA Uandican e o =l i

Step | Action

30. | Click the Ethnic Group list.
| |

31. | Use the dropdown menu to select Ethnic Group.
NOTE: Upon save, this field will diasappear from view.
Click White, not of Hispanic origin

|White, not of Hispanic arigin J

32. Click in the *Date of Birth field.

33. Enter the desired information into the *Date of Birth field. Enter "08/12/1968".

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

35. Click the Education Details link.

Education Details|
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Home = Administer Workforce = AdministerWaorkforce (USF) = Use = Hire Tl Wil o coi

S Sign Out]

Education Details

Degree: I ﬂ
Year EarnedrExpec‘ted:l GPA: I Graduated
Major Code: I ﬂ Major: |
School Code: I ﬂ School: |

state: | Ql country: [95A/ I™ Minority Institution
Credit Hours: I— Hours Type: I j
Step | Action

36. | 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.

Enter the desired information into the Degree field. Enter "17".

37. | Click in the Year Earned/Expected field.

38. | Enter the desired information into the Year Earned/Expected field. Enter "1997".

39. | Enter the employee's GPA if applicable.
Press [Tab].

40. Enter the desired information into the GPA field. Enter "3.6".

41, Confirm the status of the Graduated checkbox, if known.
Click the Graduated option.

42. | Click in the Major Code field.

43. | Note: The Major Codes are the OPM values.
Enter the desired information into the Major Code field. Enter "089999".

44, Click the Ok button.
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Step | Action

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

-

Act Type: Hire NOA Code: 900 Empl Status;  Active

@ Home g # Help S Sign Out

>

Format Using: |UBA Q] United States

Name: [FERSCHELFRANK G
Prefix: MR =
FirstName:  |PRANK Middie: E

LastMame:  |HERSCHEL Suffix: [or. Q)

Gender: ©* Male " Female Citizenship Status: Iw_ﬂ Ethnic Group: |White, nat of Hispanic origin |
*Date of Birth:  [081211988 ] pate of peath: [ Draft Status: | =
Disability Code: |05 @] Mo Handicap Date Entitled to Medicare: Edl

Additional Bitth Info  Address Information  Personal Phone Murnbers — Veterans Info  Maritalinfo  Education Details

ClJuntn.l:IUSA =Y “TypeDescription: | PR :l' National ID:

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

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

4

Step | Action

46. Click in the National ID field.

I

47. | Enter the National 1D, which is the employee's Social Security Number (SSN).
Enter the desired information into the National ID field. Enter "105831425".

48. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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Horme = AdministerWorkforee = Administer\Waorkforce (USF) = Use = Hire Dlesi Win d o |

& Home

Diata Canitral " Personal Data Jah | Position | Caornpensation | Employment1 " Erplayment 2

EmpliD:  NEW Empl Rcd#: 0

Personal Data

=1
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAR
RESOURCES

Act Type: Hire NOA Code: 900 Empl Status:  Active

Format Using: IUSA &/ United States

Name: [FERSCHELFRANK G

Prefix: MR e

First Name: [FRANK Middle: &

Last Name: |HERSCHE|— Suffix: IJR- Q
Gender: * Male © Female Citizenship Status: Irﬂ Ethnic Group: |White, nat of Hispanic origin =l
*Date of Birth:  |08/12/19628 [ pate of Death: | Draft Status: | [
LEER RS [ T e ] Ble Lamrdinne P AN A mE_Eo s tH hd

| Il

Step | Action

49, Click the Job tab.
Job
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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
=]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMAMN
RESOURCES
Act Type: Hire NOA Code: 400 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 Diept of Health and Human Srve Benefits/F EHE Data
‘Department: FEGLIRetirementFICA
*Location: Cepattmental Hierarchy
Tax Location:  |MA g Mot Applicable Detail
B save] [EiPrevious tab Next tab Bk Add

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

Step Action

50. Enter the desired information into the Position field. Enter *00000196".

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

51. | 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 = AdministerWaorkforce (USF) = Use = Hire Tl Wil o coi

/ Data Control | Persanal Data | Jab W Position | Cornpensation | Employment1 " Erplayment 2

EmpliD:  NEW Empl Red#: 0
LJoh Data
) ! =]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMARMN
RESOURCES
Act Type: Hire NOA Code: 900 Empl Status:  Active
Position: 00000156 Q) - - ™ posn Mgmt Red
*Joh Code: - - O Position Override
*figency: Transferred From Agency: I g
Sub-Agency: Transferred To Agency:
*Business Unit; |DHHS0 Diept of Health and Human St Benefits/F EHB Data
‘Department: FEGLIIRetitermentFICA
“Location: Depattrnental Hierarcty
Tax Location: [N Q) Notapplicable Detail
B save] [(EiFievious tab Next tab ErAdd

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

Step | Action

52. Click the Position tab.
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o

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 K J First [4 1ot 1 [M] Last
=]
Effective Date:  12/15/2003 Transaction #/ Seq; 1 PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Hire 800 Empl Status:  Active

LEO Position: | ot Appiicable 7] ‘Regular Shiftt, | NotApplicale =]

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_ ﬂ —

Employee lﬁ Posn Occupied: I Cornpetitive E
Classification: = | Work Schedule: IFuIITime 'l e, IF'rimary 'l
RegTemp:  [Feaular = ; o [nonexempt 7] '

ELSASLItE: LICNEXE A “1 I Adds to FTE Actual Count

Supervisor Level:  All Other Positions

Medical Officer: Mot Applicable *Standard Hours: I‘WUU FIE: I

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

Step Action

53. | Click in the *Pay Group field.

54. | Enter the Pay Group - "CCN". The Employee Type field will automatically default
to "C" for Commissioned Corps.
Enter the desired information into the *Pay Group field. Enter "CCN".
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-

Home = Administer Workforce = AdministerWaorkforce (USF) = Use = Hire Tl Wil o coi

| Data Control | Personal Data | Jah | Fosition W Cornpensation | Employrment1 " Erployment 2

EmpliD:  NEW Empl Red#: 0
Position Data i 1
=]
Effective Date:  12/15/2003 Transaction #/ Seq: 1 PAR Status: PROCESSED BY HUMAN
RESOURCES

Act Type: Hire NOA Code: a0 Empl Status: Active
LEO Position: INot Applicahle 'I [ SF-1136 Ceiling *Regular Shift: INUtAppllcabIe vl
POk [eie]  psc Shift Rate [Factor: |
*Pay Group: ICCN =Y
Pay Frequency: Work Period: IW ﬂ Holiday Schedule: I ﬂ
Earnings Program:

Type Appt: |Career (Competitive Sve Perm) j
*Employee Type: I_ ﬂ

| Cormpetitive j

Emplovee I—Ll Posn Occupied:
Classification: 5 IFuIITime 'l IPrima 'l
*R::;eﬁp:mn Im Work Schedule: + Job Indicator: G

4 a -

Asastatus:  [Noneemst  Z] [ pgus to FTE Actual Count

Supervisor Level; Al Other Positions

Mot Applicable *Standard Hours: |4U-UU FTE:I

Medical Officer:
& save ) Previous tab | [ (28 Next tab IM)
Step | Action
55. | Click the Compensation tab.

Campensatian
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DEMAND
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Iy Wiin d oy

/ Data Control | Personal Data |~ Joh

 Position " Compensation _ Employment1 " Employment 2

EmpliD:  NEW Empl Redy: 0

Compensation Data

Effective Date:  12116/2003

Transaction# | Seq: 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: Hire NOA Code: 400 Empl Status:  Active

Pay Rate Determinant:

b Pay Basis: IF’EI’ Annum =
Pay Plan /*TablefGrade: |G5 IUUUU IUQ Step: lﬂ_ﬂ Step Entry Date: I

Rtnd PPTable/Grade: l_ I l— Step: IU_ Grade Entry Date: |1 211572003

Base Pay: I Compensation Frequency: Annual
Loc/LEOQ Adjust: Q.00 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

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

B Add

Step Action

56. | Click the Accounting Info link.
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Home = Administer Workforce = AdministerWaorkforce (USF) = Use = Hire Tl Wil o coi

@ Home & is » Help S Sign Out

Accounting Information

Job Earnings Distribution:  ByHours " By Percent

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

First (4] 1011 (M Last
Business Unit  Department Joh Code Paosition Shift Earn Code El
| | af af Y| 52 I Y
GLPayType  Account Code Standard Hours ~ Percent of

Distribution

| | all

Step | Action

57. Click in the Account Code field.

58. Enter the CAN in the Account Code field.
Enter the desired information into the Account Code field. Enter "1921R411".

;,'r/' 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. 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

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

DEMAND

PERSONAL NAVIGATOR

£ Home

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

EmpliD:  MNEW EmplRed#: 0
Compensation Data First (4 10r 1 [M] Last
+
Effective Date:  12/15/2003 Transaction # | Seq: 1 PAR Status: PROCESSED BY EE=]
HUMAMN RESOURCES
Act Type: Hire NOA Code: 400 Empl Status:  Active
Pay Rate Determinant: | Regular Rate =l Pay Basis: [Fer annum [z

Pay Plan /*Table/Grade: E IUUUU H Step: lﬂ_ﬂ Step Entry Date: I
Rtnd PPTable/Grade: l_ I l— Step: IU_ Grade Entry Date: |1 211572003

Base Pay: I Compensation Frequency: Annual

Loc/LEOQ Adjust: Q.00 Annuity Offset Amount:

Adjusted Base Pay: I O Benefit Base Override FEGLI Base: I
Total Pay: I

Other Pay Infarmation Expected Pay

fcconnfing Infa Hourly Rates

B s=ave] (EiPrevious tab Next tab

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

Bradd)

Step Action

60. | Change the PAR Status according to your role.
Click the Save button.
61. | The information is saved.

After the Commissioned Corps Non-Compensated Hire action is completed, you do
not need to transmit the employee address to Payroll.
End of Procedure.
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