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Concurrent Hire

Introduction  In EHRP, the Concurrent Hire function allows an employee to be assigned to
multiple appointments (positions).

If an employee has an appointment with one agency that is being converted
into EHRP and other appointments with agencies still on IMPACT, all
appointments will be converted to EHRP.

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.

Navigational = Home =» Administer Workforce = Administer Workforce (USF) =
Path Use = Concurrent Hire

1;,3 vigational e The =\ icon represents a look-up prompt. Clicking this button will
1ps allow you to look up all possible entry options for this field.
{ }‘ ' . C g . .
~ L e The 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.

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

The employee’s EmplID number must be known before moving forward.

The employee’s current appointment numbers must be known to insure the
correct assignment of the record number in EHRP. The HRS Help Desk will
be contacted to access the Paymaster to determine the current appointment
numbers.
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PROCESSING A CONCURRENT HIRE FOR AN EMPLOYEE WITH HISTORY IN EHRP

Procedure

The following steps detail the procedure for processing a concurrent hire
where the employee already exists in EHRP.

Contact the HRS Help Desk to determine what the highest appointment
number is for this employee.

NOTE: You must know this information before you begin the processing of the
concurrent hire.

Follow the navigational path:

Home =» Administer Workforce = Administer Workforce (USF) =
Use = Concurrent Hire

The following Concurrent Hire sub-page appears:

w

Home = Administer Warkforce = Administer Warkforce (USF) = Use > Concurrent Hire

Concurrent Hire

Add a New Value

EmpllD: | Q)
Empl Red Nbr:ID

Add

On the Concurrent Hire Add a New Value sub-page, enter the employee’s
EmplID.
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4 When the employee’s EmplID is entered, Empl Red Nbr will populate with
the next number in sequence based on the number of appointments this
employee has. Since EHRP begins numbering with 0, if this is their third
appointment, the field will populate with a 2.

NOTE: One difference between IMPACT and EHRP is the record number.

In IMPACT, the first appointment had a record number of 1, the second had a
record number of 2 and so on. In EHRP, the first appointment has a record
number of 0, the second has a record number of 1 and so on.

NOTE: The key difference between a concurrent hire and a new hire is the

record number. For a new hire it is 0 and for the second appointment a
record number of 1 will appear.

5 Click L_Add_|

The following Data Control page appears:

.

Home = AdministerWorkforee = Administer Warkforee (USF) = Use = Concurrent Hire Mew Window
{ Data Conrol Y Job ' Puosifion / Compensation © Employment1  Employment2
Young,Ted EmplD: 0004 EmplRcd#: 1
Data Control
Actual Effective Date: | B Proposed Effective Date:  11/28/2001 ==
Transaction # | Sequence: I_ I_ Not To Exceed Date: @
*Action: JADL Concurrent Appointment  PAR Status: FRO ﬂ Processed by Human Resources
*Reason Code: I Q Contact Emplid: Ql
NOA Code: | al *NOAExt: |0~
Authority (1): | Ql | |
Authority (2): | Ql | |
PAR Request#: =
e SRS PAR Remarks Award Data Tracking Data Retroactive TSP Transfer In Data?
I Print 5F-50

Beve) (= | |1 Net tab Ebadd
e o P ot e Rl

NOTE: The Concurrent Hire page group consists of only 6 pages as
opposed to 7 pages in a Hire action. Personal Data is not included, because
it was already completed in conjunction with the Hire action.

6 In the Actual Effective Date field, type the date the appointment is to
become effective in the system.
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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, they will enter the official actual effective date, but the
proposed effective date will remain unchanged.

7 Type the NTE date for the action in the Not to Exceed Date field, if
applicable.

NOTE: The Action field automatically populates with “ADL”’ meaning
concurrent appointment.

8 Enter “ADL” (Additional Job) in the Reason Code field.

9 Enter the applicable NOA Code based upon the type of concurrent hire.
10 Enter the NOA Ext (Extension).

11 Enter the applicable legal authority in the Authority (1) field.

12 Enter an Authority (2) if applicable.

13 In the PAR Request # field, enter the applicable PAR Request number.

NOTE: This field is not required but can be used for PAR request tracking
purposes.

14 To enter PAR Remarks, click the hyperlink of the same name.

The following PAR Remarks sub-page appears:
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15

16

Mandatory
Remarks

- o

PAR Remarks

Remark CD: EI

(Y

[T Insertion Reguired

| oK || cCancel|

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

To add additional remarks, use the 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: 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. .

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

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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Procedure
(cont’d)

17

18

19

20

21

When you are finished entering your PAR Remarks, click to
return to the Data Control page.

Click on the Tracking Data hyperlink.

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

The following Job Tracking Info sub-page appears:

Home > AdministerWorkfarce > Administer Workforce (USF) > Use > Concurrent Hire e Window

o Sign Out

Job Tracking Info
EmplID: EmplRcd#: 0
Effective Date: 08/01/2001 Current Status: Processed by Human Resources

Action:  Concurrent Appointment Reason Code: Additional Job

Override Emplid of
*Action Taken Action Dt Ovrd Status User ID Operator Tracking Name Comment

Emplid Row
07772001 {mi Frocessed DDUDASKO [ [

07712001 r Processed DDUDASKO O I

Cancel

Enter any necessary Comment.

Click to return to the Data Control page.
NOTE: The Personal Data tab is not accessable for secondary appointments.
Only the agency with which the employee has the primary appointment can

access and modify the Personal Data.

Click on the Job tab to move to the next page.
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The following Job page appears:
@ Home
Home = Adrinister Workforce = Administer Workforee (USF) = Use = Concurrent Hire NewWindow
,‘_5a_ra_f)n_nfﬁ_1‘ Job % Posifion  Compensation | Employment 1 Employment2 |
Young, Ted EmpliD: 0004 EmplRed#: 1
Joh Data
Effective Date: Transaction #/ Seq: PAR Status: Processed by Hurman EIEI
Resaurces
Act Type: Concurrent Appointment  NOA Code: Empl Status:  Active
Position: Q) = y I Posn Mgmt Rcd
*Job Code: ey 2 s " Position Override
*Agency: @ Transferred From Agency: I_
Sub-Agency: I_ g Transferred To Agency: I_
"Business Unit: [DHHS0 A Dept of Health and Human Srve Benefits/FEHE Data L
*Department: g EEGLIRetirermentFICA
*Location: g Departmental Hierarch
Tax Location:  |MA ﬂ Mot Applicable Detail
Bl save] (@ Previous tab ) [ Naxt tab Eadd
22 Enter the number of the Position the employee will encumber in the Position

field.

NOTE: Be sure to select the position from within your business unit.

NOTE: The following fields on this page will populate based upon the
Position that you have entered:

e Job Code (formerly the “PD#”)

Agency

Sub-Agency

Business Unit

Department (used to be the “Admin Code”)
Location (used to be the “GeoLoc Code”)
Tax Location

23 Click the Benefits/ FEHB Data hyperlink.
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The following sub-page appears:

BenefitsiFEHB Data
Benefit Record Number: ID Benefits Employee Status:
BAS Group ID: [
Benefit Program: Wﬂ Federal Govt Emplovees
€ Permanent BligFld 1: |
" Continuing Coverage Bighd2: |
& Temporary Appointment > 1y1 Elig Fid 3: I
 Temp Appt < 1yT + FedSve > 1yr Elig Fid 4: I
' Not Eligible EligFlas: |
EligFld6: |
EigFd7: |
EligFla g |
FEHB Date: | B '
EligFid9: |
24 In the Benefit Record Number field, enter the next appointment number in

the sequence of appointment numbers.

NOTE: This number will be the highest appointment number provided by the
HRS Help Desk plus 1. For example, if the employee had an appointment
number of 3 as provided by the HRS help desk, the benefit record number will
be 4. This number will be passed to the payroll system as a short-term
solution to the issue of the IMPACT appointment number not being in sync
with the EHRP Record number.

25 Click to return to the Job page.
26 Click on the Position tab.
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The following Position page appears:

@ Home S sign Out

Home > i = i (USF) = Use > Concurrent Hire Neww i dow
| Data Control Job f Posiion Y Compensation / Employment1 " Employment2

Young, Ted EmpliD: 0004 Empl Red#: 1

Position Data
Effective Date: Transaction #/ Seq: PAR Status:  Processed by Human
Resourtes
Act Type: Coneutrent Appointrment  NOA Code: Empl Status:  Active

LEO Pasition: I ~|  SF-1136 Ceiling Regular Shift: NatApplicable 2
PoI: Q) Shifl Rate fFactor:

“Pay Group: =Y
Pay Frequency: Work Period: Q) Holiday Schedule: Ql

Earnings Program: N
Type Appt: |Career (d\‘.\mpetllwe Swe Fermy j
*Employee Type: r Y]
— 'ﬁ Posn Occupied: | |
Classificati Work Schedule:  [FllTime ] - icator: | Secondary ]
*RegiTemp: [Regular =l P 'ﬁduh Indicator:
o |Unwalidvalue)  T1 [ pags to FTE Actual Count

Supervisor Level:

Medical Officer: *Standard Hours: FTE:

B save] (BFrevious tab | (G Hext tab Bhadd

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

el

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

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

28 Enter the applicable Pay Group.

29 Select the Employee Classification from the dropdown menu.
NOTE: This field is only used for Indian Preference.

30 Select the Type Appt from the dropdown menu.

31 Click on the Compensation tab.
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The following Compensation page appears:
@ Home
Home = Administer Workioree > Administer Workforce (USF) > Use > Concurrent Hire Mew Window
| Data Contral Job | Pasitioh " Compensation y Ermplogmant 1 Emplojment2
Young, Ted EmpliD: 0004 EmplRed#: 1
Compensation Data
Effective Date: Transaction # [ Seq: PAR Status:  Processed by Human EIE
Resources
Act Type: Concurrent Appointment  NOA Code: Empl Status:  Active
Pay Rate Determinant; |Regu|arRate J Pay Basis: IF’erAnnum >
Pay Plan i*Table/Grade: [ | Q| @ [ @l step: [ A StepEntryDate: | (]
Rind PPTableGrade: | | Q) al [ &l step: [0 /Q Grade Entry Date: | [0}
Base Pay: Compensation Frequency: Annual
LocALEO Adjust: 0.00 Annuity Offset Amount:
Adjusted Base Pay: [~ Benefit Base Override FEGLI Base:
Total Pay:
Other Pay Information Ezpecied Pa Accounting Info
B szve) (B Previous tab ] (S Hewt tab Ekadd)
Data Control | Job | Position | Compensation | Emplovment 1 | Employment 2
NOTE: The following fields default based upon the position selected:
e Pay Basis
e Pay Plan
e Table
e Grade
32 Select the Pay Rate Determinant from the dropdown menu.

33 Enter the Step.

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

NOTE: The page can not be saved until the Step is entered. After the Step is
entered, the following fields will populate:
e Step Entry Date
Base Pay
Loc/LEO Adjust
Total Pay
FEGLI Base
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If the employee is an annuitant, enter the Annuity Offset Amount.

NOTE: This amount should be entered based on the employee’s compensation
frequency. If the employee’s compensation frequency is annual, the annuity

offset amount should be an annual amount

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

Q. significant payroll issues.
g &

Procedure
(cont’d)

35 Click on the Expected Pay hyperlink to display payroll information.

The following sub-page appears:

Expected Pay
Geog Location Code:
Locality Pay Area:
LEOQ Special Pay Area:
Locality Percentage: 0.000.00
Change Percent: 0.000
Base Pay With Localityl EO Adjustment
Hourhy: n.oo n.oo
Daihr n.0o 0.oo
Biweekhr n.oo n.oo
Monthhy n.0o 0.oo
Annual: n.oo 0.o0
Total OtherPremium Pay: n.oo
Total Pay: 0.00
Expected Results have heen reduced
| 0K || Cancel |
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36 Verify the read-only information.
37 Click to return to the Compensation page.
38 Click on the Accounting Information hyperlink.
39 The following Accounting Information sub-page appears:
40 Enter the CAN in the Account Code field noted by the arrow.
Home = AdministerwWorkforee > Administer Workforee (USF) > Lise > HR Processing
Accounting Infermation
Job Earnings Distribution:  ByHours ByPercent { None
Compensation 42118.00 UsD Wﬂrd Hours: 40.00
Rate:
GL Pay Type: I Account Code: I Q)
Wi All |= [ 401 [ =|
Business Unit  Department Joh Code Position Shift Earn Code E'
A Ql Ql Q Hoa
GL Pay Type Account Code Standard Hours  Percent of
Distribution
| | |
Common The Common Account Number (CAN) is a required field and must be entered to
Account process the appointment. Once the Hire has been HR Processed, if the CAN was
Number 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
{:5"‘—,' load the new value into EHRP.
Procedure
(cont’d)
41 Click to return to the Compensation page.
42 Click on the Employment 1 tab.
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The following page appears:

LH9%

Lauil

€} Home
Home = Administer Workforce = Administer Workforce (USF) = Use = Concurrent Hire

S Sign Cut

Hew Yindow
| DataContral v Job Position " Compensation f Employment 1 | Emplayment 2
Young, Ted

Emplip: 0004

Employment Data 1

Empl Red#: 1

! First [4] 1001 [ Last
Effective Date: Transaction #) Seq:

+|[=]
PAR Status;  Processed by Human =]
Resources
Act Type: Concurrent Appointment  NOA Code: Empl Status:  Active
EOD Dt: Hire NTE Dt: Mand Retire Dt: || Bl ExpDates Filling Position Data
Rehire Dt: Separation Dt:

Next Review Dt: Eil
*Leave: Bl Retire: El Conv Begin Date: &
RIF: El 1sp: Bl Career Conv Date: ]
LEO: Bl sevpay El Career-Cond Conv Date: ]

Anpt Data

WG Status: Waiting i Non-Pay Hours 0.00
WGl
WGI Due Date: El  Leipate:

B Savel (B Previous tab ) [ Next tab

Last Increase Dt: El
Intermittent Days Worked: ,U_

EkAdd
Data Control | Job | Position | Compensation | Employrment 1 | Employment

43 Click the Filling Position Data hyperlink.

The following sub page appears:

Filling Position

EmplD; MEW Effective 04/11/2002

Date:

Filling Position Data

Pasition Filled By: &%

44

If necessary, select the correct method by which the position has been filled
from the dropdown menu.

45 Click to return to the Employment 1 page.

46 Click the Appt Data hyperlink.
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The following sub-page appears:

Appointment Info

Hature of Action Code:

Current Appointment Auth #1;

Current Appointment Auth #2:

Benefit Record Humber: IIII Severance Pay Previous Weeks: IIZI_

Amount: I Hours: I Days: I_

Special Employiment Program: | Mot Applicable j
Welfare to Work: | Mot Applicable |
- 0K | | Cancel |
47 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.

48 Click to return to the Employment 1 page.
49 Click on the Employment 2 tab.
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The following page appears:
%g S gign Out
R Home > Administer Workforce > Administer Workforce (USF) > Use > Concurrent Hire Mew Window
[ DataContral ¥ Job  / Paositon | Cao fion . Empl T E 7
Young, Ted EmplD: 0004 Empl Red®: 1
Employment Data 2 1 of
Effective Date: Transaction #/ Seq: PAR Status:  Processed by Human EI
Act Type: Concurrent Appointrment  NOA Code: Empl Status: E;;DQUWES
Bargaining Unit: I_ﬂ Probation Date: I—@
Union Code: l_g g;s:mhatinn (o]
Union Anniversary SumiManager Bl
Date: Probation Date:
Reports To Position: l—g
Supervisor ID: Y BeginDate: | G
Tenure: hd Expires Date: I— El
Pay Plan/Grade: |_g ,_ CumplAreaLewl:,_ I_ Chnng Hors,
RIF Series: I_g IMon Pay Data Security Infg
Bsave) (B Previous tab ) [ b Badd)
Data Control | Joh | Position | Compensation | Employment 1 | Employment 2 1
NOTE: The following fields default based on the position selected.:
e Bargaining Unit
e Reports To Position
50 Enter the employee’s Union Code, if applicable.
51 Confirm or enter the appropriate Reports To Position for the employee.
52 As applicable, enter the employee’s compensation area and level in the
Comp Level field.
NOTE: In IMPACT this variable is a 4 digit code. In EHRP, the Comp Level
is a 3 digit code. Therefore, the interface will add a “0” to the front of the value
entered in the Comp Level field.
53 In the Probation Date, enter the completion date for the employee’s
probation.
NOTE: If this employee is a SES or Supervisor/Manager enter the probation
completion date in the appropriate field.
54 As applicable, enter the employee security information in the Security Info
hyperlink.
55 Return to the Data Control tab and change the PAR Status according to your role.
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56 Click B savel

PROCESSING A CONCURRENT HIRE FOR AN EMPLOYEE WITH NO HISTORY IN EHRP

Procedure The following steps detail the procedure for processing a concurrent hire
when there is no data in EHRP currently for the employee:

1 Contact the HRS Help Desk to determine what the highest appointment
number is for this employee. This information must be known before you
begin the processing of the concurrent hire.

2 Follow the navigational path:

Home =» Administer Workforce = Administer Workforce (USF) =

Use =» Hire
3 The following Hire sub-page appears:
Hire
Add a New Value
EmpllC: fJEW
Empl Rcd Nhr:llil
Add

NOTE: Do not change the Empl Rcd Nbr. It must remain “0.”

4 Click L_Add_|.

The following Data Control page appears:
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Data Cantral Ferzonal Data Joh Position Compensation Emplayment 1 Employment 2
EmpliD:  NEW EmplRcd®: 0
Actual Effective Date: [ B Proposed Effective Date:  05/15/2001 =
Transaction # | Sequence: l_ I_ Mot To Exceed Date: I @
*Action: HIR Hire PAR Status: Iﬁﬂ Processed by Human Resources
*Reason Code: l_g Contact Emplid: I Ql
NOACode: [ & woa [0 7]
Ext:
authority (1: [ @ | |
authority 2 [ Q) | [
PAR Requests: MI PAR Rermarks Aweard Data Tracking Data Accrued Leave
I Print SF-50 |
B save Mext tab E-'-ﬂ)
NOTE: The EmplID will default in as “New” until B save) is clicked.
EHRP will then autogenerate a sequential EmplID for the employee. Do not
save until all required fields are completed.
5 In the Actual Effective Date field, type the date the appointment is to
become effective in the system.
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 to add a
row. When entering a second row with the same Effective Date, the
“Transaction #” will increase to 2.
6 Enter the applicable reason code in the Reason Code field.
7 Enter the applicable NOA (Nature of Action) Code in the NOA Code field.
8 Enter the NOA Ext (Extension).

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.”
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9 Enter the applicable legal authority in the Authority (1) field.
10 Enter Authority (2), if applicable.
11 In the PAR Request # field, enter the applicable PAR Request number.

NOTE: This field is not required but can be used for PAR request tracking
purposes.

12 To enter PAR Remarks, click the hyperlink of the same name.

The following PAR Remarks sub-page appears:

PAR Remarks
Remark CD: EI
|_ﬂ [T Insertion Reguired
|
|
|
|
|
|
|
|
|

| oK || cCancel|

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

text of the remark.

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

Mandatory The system does not generate or suggest mandatory remarks that need to be
Remarks entered in accordance with the NOA Code you are processing. Use the
appropriate remarks based on OPM processing guidelines. There will no
Q. longer be HHS specific remarks for entry, except for the freeform ZZZ.
(4 R
Procedure
(cont’d)
15 When entry of the PAR Remarks is complete, click to return to the
Data Control page.
16 Click the Tracking Data hyperlink.
The following Job Tracking Info sub-page appears:
Jobk Tracking Info
I Override Emplid of
05152001 - Processed [kingsley Emp“ld_ .
17 Enter any necessary Comment or review comments made by management.

NOTE: There is a 30 character limit in the Comment field.

Job Tracking The Job Tracking Info page is to be used only for entering and reviewing

Info comments. Only the Comment field should be used. Notes made by
colleagues in relation to this particular action may be read and entered on this

G age.

g P
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Procedure .
(cont’d) Click to return to the Data Control page.
18
19 Click on the Personal Data tab.
The following Personal Data page appears:
W Jab Paosition Compensation  Ermployrment1  Employment 2
EmplD:  NEW EmplRcd#: 0
Personal Data
=]
Effective Date: Transaction #/ Seq: PAR Status:  Processed by Human
Resources
Act Type: Hire NOA Code: Empl Status:  Active
Format Using: Wﬂ United States
Name: |
Prefiz: I 'l
First Name: | Middle: |
Last Name: | Suffix: I QJ
Gender:  Male * Female Citizenship Status: I_g Ethnic Group: | =]
“Date of Birth: | Bl oateorpeatn: | Draft Status: | =l
Disability Code: Eg Mo Handicap Date Entitled to Medicare: I @
Additional Birth Info Address Information  Personal Phone Mumbers  Weterans Info Marital Info Education Details
'Coumry:mg *Type/Description: IPR 'l National ID: I
20 From the dropdown menu, select the Prefix for the person being entered.
21 Enter the First Name.
22 In the Middle field enter the employee’s middle name or middle initial, as
applicable.
23 Enter the Last Name.
24 Enter the Suffix, if applicable.
NOTE: The Name field (grayed out) will populate with the employee’s full
name.
25 Select the appropriate radio button for Gender.
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26

27
28

29

Multiple
Disabilities

(¢
f,_f,’ ¢
Procedure

(cont’d)

30

Enter the Citizenship Status.

NOTE: The default is “1” for US citizen. Other valid statuses are limited to

the zollowing:

Alien Permanent
Alien Temporary
Perrmanent Resident
Emplovment Wisa
Canadian Citizen
Other

Mot Indicated

Use the dropdown menu to select Ethnic Group.
Enter the Date of Birth.
Enter the Disability Code, if applicable.

Note: This field will default with “05,” i.e., “No Handicap.”

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

Click the Address Information hyperlink.
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31

32

33

34

35

The following Address Information sub-page appears:

Address Information

Country: [Usa Q) United States
Address 1: I
Address 2: I
Address 3: I
City: |

County: I Postal: I
State: I ﬂ

Country: |U8A A United States

Address 1: |

Address 2: |
Address 3: |

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

| 0K || Cancel |

Confirm the default country of USA.

Enter the address in the Address 1 field.

NOTE: There is a 25 characters restriction in the Address 1 field.
Enter the City.

Enter the Postal (ZIP) code.

Enter the State.
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NOTE: To enter the Mailing Address, follow the same steps as the primary
address. There is a 25 characters restriction in this address field as well.
NOTE: If the employee uses a different mailing address from his or her
primary address, complete the Mailing Address area. The Mailing Address
field is for information purposes only so it will not go to payroll. It could be
used to record an employee’s foreign address.
36 Click to return to the Personal Data page.
37 Click the Veterans Info hyperlink.
NOTE: If there is no Veterans information, you may skip down to enter the
details. The Veterans Info defaults to None.
The following Veterans Info sub-page appears:
Veterans Info
Veterans Preference: | Mone j
Veterans Status: [ Mot indicated =]
Uniformed Senvice: | j
Military Separation Status: | =] miitary Grade: | ~]
Military Service Start Date: | E EndDate: | ]
Reserve Category: | =
Creditable Military Service: I
I Notify Military Pay Center ™ veterans Preference RIF
I Military Service Verified I”' Disabled Veteran
| 0K || Cancel |
38 If applicable, change the Veterans Preference from the “None” default using
the dropdown menu.
39 Select the Veterans Status from the dropdown menu.
40 Select the Uniformed Service or Public Health Service from the dropdown
menu.
41 Select the Military Separation Status from the dropdown menu.
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42 Select the Military Grade from the dropdown menu.
43 Enter the Military Service Start Date.
44 Enter the Military Service End Date.
45 Select the Reserve Category from the dropdown menu.
46 Enter the Creditable Military Service (YRMO).
47 Confirm the status of the Veterans Preference RIF checkbox.
48 Click to return to the Personal Data page.
49 Click the Education Details hyperlink.
NOTE: The Education Details subpage 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..
The following Education Details sub-page appears:
Education Details
Degres: I Q)
Year EarnedJExpected:l_ GPA: I_ I Graduated
Major Code: I 4 Major: |
School Code: I Q) School: |
State: | Ql Country: [UsaQ ™ Minority Institution
Credit Hours: I_ Hours Type: | i
| 0K || Cancel|
50 Enter the employee’s Degree.
51 Enter Year Earned/Expected.
52 Enter the employee’s GPA if applicable.
53 Confirm the status of the Graduated checkbox, if known.
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55

56

57

58

59

60

61

Enter the Major Code.

Note: The Major Codes are the OPM values.

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

Note: The Education details hyperlink is not enabled when entering the hire

in INI. The Processor must be sure to enter the education details prior to
changing the PAR status to PRO and saving the action.

Click to return to the Personal Data page.
Confirm the default of “USA” or modify the Country field, if applicable.
Confirm the default of “PR” or modify the Type/Description field.

NOTE: The Type/Description field indicates the type of National ID. “PR”
is used for SSN.

Enter the National ID, which is the employee’s Social Security Number
(SSN).

Click on the Job tab to move to the next page.

The following Job page appears:

Diata Control Personal Data Joh Y Pasition Compensation Employment 1 Employment 2
EmplD:  MNEW EmplRcd® 0
Job Data
+
Effective Date: Transaction #! Seq: PAR Status: Frocessed by Human EI
Resources
Act Type: Hire HOA Code: Empl Status: Active
Position: I Q) - - [T Posn Mgmt Red
*Job Code: | Q - - " Position Override
*Agency: I Q) Transferred From Agency: I QJ
Sub-Agency: I g Transferred To Agency: I
*Business Unit: |DHH9” QJ Diept af Health and Human Snic BenefitsiFEHE Data
*Department: | g FEGLIRetirement/FICA
*Location: I g Cepartmental Hierarch
Tax Location: | oY} Detail
B save Frevious tab Mext tab Bk Add

Enter the Position number.
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NOTE: The following fields on this page will populate based upon the
Position that has been entered.:
o Job Code (formerly the “PD#”)
Agency
Sub-Agency
Business Unit
Department (formerly the “Admin Code”)
Location (formerly the “GeoLoc Code”)
Tax Location

62 Click the Benefits/ FEHB Data hyperlink.

The following sub-page appears:

BenefitsiFEHB Data
Benefit Record Number: IIJ Benefits Employee Status:
BAS Group ID: | Q)
Benefit Program: IG\FI' ﬂ Federal Govt Employvees
© Permanent BigHd 1: |
 Continuing Coverage Elig Fld 2: I
' Temporary Appointment > 1yr Elig Fid 3: I
 Temp Appt < 19T + FedSve > 1yT Elig Fid 4: |
{% Not Eligible Elig Fid 5: |
Elig Fid 6: I
Elig Fid 7: I
Elig Fid 8: I
FEHB Date: | B 9
Elig Fid 9: I
63 In the Benefit Record Number field, enter the next appointment number in

the sequence of appointment numbers.

NOTE: This number will the highest appointment number provided by the
HRS Help Desk plus 1. For example, if the employee had an appointment
number of 3 as provided by the HRS help desk, the benefit record number will
be 4. This number will be passed to the payroll system.
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NOTE: When hiring someone from Pay Plan ED, EE, EI, EH, EF, EG, the
Benefit Record Number must have a number other than “0”.

64 Select the appropriate radio button to indicate FEHB Eligibility.

65 Click [ oK ] to return to the Job page.

66 Click the FEGLI/Retirement/FICA hyperlink.

The following sub-page appears:

FEGLIIRetirement DatafFICA
FEGLI Code: [co'al  Basic oniy
Post 65 Basic Life Reduction: (Y
r Living Benefits Coverage Amount: I
Retirement Plan; IK_ﬂ FERS and FICA
FERS Coverage: |Autnmaticallv Covered By FERS j
Previous Retirement Coverage: | Mever Covered j
Annuitant Indicator: IQ_ ﬂ Mot Applicable
Annuity Commencement Date: I ﬂ
CSRS Frozen Service: gooo
FICA Status-Employee: Y
Ik | Cancel |
67 Confirm the default of “C0” (“Basic Only”’) or modify the FEGLI Code.
68 Confirm the default of “K” (“FERS and FICA”) or modify the Retirement
Plan.
69 Select the FERS Coverage from the dropdown menu, if applicable.
70 Select the Previous Retirement Coverage from the dropdown menu, if
applicable.
71 Confirm the default of “9” (Not Applicable) or modify the Annuitant
Indicator.
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73

74

75

Enter the Annuity Commencement Date, if applicable.
For CSRS Frozen Service, enter the appropriate service time, if applicable.
NOTE: In CSRS Frozen Service, this time span can be entered as a four-

number code. The first and second positions indicate the number of years,

while the third and fourth positions indicate the number of months. For
example, a time span of 5 years and 3 months would be entered in CSRS

Frozen Service as 0503.

Click to return to the Job page.

Click the Position tab.

The following Position page appears:

Data Contral Fersanal Data Job I.f Fosition \'. Compensation Employment 1 Employment 2
EmpliD:  MEW Empl Rcd®: 0
Position Data
=]
Effective Date: Transaction #/ Seq: PAR Status:  Processed by Human
Resources

Act Type: Hire NOA Code: Empl Status:  Active

LEO Position: I 'l ¥ SF-113G Ceiling *Regular Shift: I Mot Applicable vl

POL: | =Y Shift Rate fFactor: | [

*Pay Group: I QJ

Pay Frequency: Work Period: I Q] Holiday Schedule: I QJ

Earnings Program:

Type Appt: |Career (Competitive Sve Perm) j

*Employee Type: I_ g

Employee Iﬁ Posn Occupied: I J
Classification: Work Schedule: IFuII Time 'l +Job Indicator: IPrimary 'l
“RegiTemp: [Reguiar = FLSAStatus:  [Grwal ] .

: (nvalidaluel  ¥| 17 aggsto FTE Actual Count

Supervisor Level:

Medical Officer: *Standard Hours: I FTE: I
B save Frevious tab Mext tab Bk add
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NOTE: The following fields will populate based on the position selected:
e LEO Position

Regular Shift

POI

Pay Group

Holiday Schedule

Work Period

Reg/Temp

Posn Occupied

Work Schedule

FLSA Status

Supervisor Level

Medical Officer

Standard Hours (Also known as Base Hours. Be sure this value is

per week.)

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

77 Enter the applicable pay group in the Pay Group field.

78 Select the Employee Classification from the dropdown menu.
NOTE: This field is only used for Indian Preference.

79 Select the Type Appt from the dropdown menu.

80 Select the Job Indicator from the dropdown menu.
NOTE: The default is “Primary.”

81 Click on the Compensation tab.
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The following Compensation page appears:
Data Control ' Personal Data Joh Position "~ Cornpensation ' Employfent 1y Employiment 2
EmplD:  NEW EmplRcd#®: 0
Compensation Data
Effective Date: Transaction # | Seq: PAR Status:  Processed by Human EI
Act Type: Hire NOA Code: Empl Status: Ecetis\;foeurces
Pay Rate Determinant: |Regu|arRate =l Pay Basis: Im
Pay Plan /*Table/Grade: I_ﬂ Q) I_ﬂ Step: ID_g Step Entry Date: I [Ext]
Rtnd PP/Table/Grade: l_g QJ l_g Step: lﬂ_g Grade Entry Date: I [Exi]
Base Pay: l— Compensation Frequency: Bivweakly
Loc/LEO Adjust: 0.00 Annuity Offset Amount: |
Adjusted Base Pay: I [ Benefit Base Override FEGLI Base: I
Total Pay: |
Other Pay Information Expected Pay Accounting Info
B save Frevious tab Mext tab M}
NOTE: The following fields default based upon the position selected:
e Pay Basis
e Pay Plan
o Table
o Grade
82 Select the Pay Rate Determinant from the dropdown menu.
83 Enter the Step.
NOTE: For those employees who do not have a step, enter a “0” in the Step
field.
NOTE: The page can not be saved until the Step is entered. After the Step is
entered, the following fields will populate:
e Step Entry Date
e Base Pay
o Loc/LEO Adjust
o Total Pay
e FEGLI Base
84 If the employee is an annuitant, enter the Annuity Offset Amount.

NOTE: This amount should be entered based on the employee’s compensation
frequency. If the employee’s compensation frequency is annual, the annuity
offset amount should be an annual amount.
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Pay Impacts

Q

& T

Procedure
(cont’d)

85

86

87

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

significant payroll issues.

Click on the Expected Pay hyperlink to display payroll information.

The following sub-page appears:

Exzpected Pay

Geog Location Code:
Locality Pay Area:
LEO Special Pay Area:

Locality Percentage: 0.000.00
Change Percent: n.o0a0
Base Pay With LocalityLEO Adjustment
Hourhys 0.00 n.ao
Daihy 0.oo n.oo
Biweekhr 0.00 n.ao
Monthhy: 0.oo 0.o0
Annual: 0.00 0.00
Total OtherPremium Pay: 0.00
Total Pay: 0.oo
Expected Results have heen reduced
| 0Ok | | Cancel |

Verify the read-only information.

NOTE: DO NOT use the data on this page for pay verifications.

Click to return to the Compensation page.
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88 Click on the Accounting Information hyperlink.
The following sub-page appears:
Home = AdministerWorkforce = Administer Workforce (USF) = Use > HR Processing
Accounting Infermation
Job Earnings Distribution: " ByHours ByPercent  * None
Compensation 42 118.00 WE=]n] Standard Hours: 40.00
Rate:
A
GL Pay Type: I Account Code: ] Q
L

Business Unit  Department Joh Code Position Shift Earn Code El

| a al al A i I BV

GL Pay Type Account Code Standard Hours  Percent of

Distribution

| | Q]
89 Enter the CAN in the Account Code field noted by the arrow.
Common The Common Account Number (CAN) is a required field and must be entered to
Account process the appointment. Once the Hire has been HR Processed, if the CAN was
Number 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
' J "a"'—}‘ - team would need to obtain an official file updated from Financial Management to
- load the new value into EHRP.
Procedure
(cont’d)
20 Click to return to the Compensation page.
91 Click on the Employment 1 tab.
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The following page appears:

Data Control Fersonal Data Joh Fosition

Compensation I{ Employment1 % Employment 2

EmpliD;  MEW

EmplRcds: 0O
Employiment Data 1

First (4] 10t 1 [M] Last

PAR Status: Processed by Human -EI

Effective Date:  04/11/2002 Transaction #/ Seq: 1

Act Type: Hire

Resources
NOA Code: 100 Empl Status:  Active
EOD Dt: Hire NTE Dt: Mand Retire Dt: I @ Exp Dates  Filling Position Data
Rehire Dt: Separation Dt: Next Review Dt: I EJ  ApptData

L eave: |04x11x2002 El  Retire: |n4x11x2002 (i)
RIF: |u4:11:2002 E] 1sp: |u4:11:2002 B
LEO: | El  sevpay |u4:11:2002 B

Conv Begin Date: I @
Career Conv Date: I @
Career-Cond Conv Date: I @

WGl Status: IWaiting 'l Hon-Pay Hours 0.00
WGI:

Last Increase Dt: | Bl
WGl Due Date: I @ LEI Date:

I B  Intermittent Days Worked: |D

B save] (EFievious tab ) |5 Next tab) E )]
92 Click the Filling Position Data hyperlink.
The following sub page appears:
Filling Position
EmpllD: NEV/ Efective 041112002
Date:
Filling Position Data First (4] 1011 DY Last
=]
[T g Career Ladder Prorofion
93 From the dropdown menu, select the correct method by which the position
has been filled.
4 Click to return to the Employment 1 page.
95

Click the Appt Data hyperlink.
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96

97

98

929

100

101

102

The following sub-page appears:

Appointment Info

HMature of Action Code:

Current Appointment Auth #1;

Current Appointment Auth #2:

Benefit Record Humber: IIII Severance Pay Previous Weeks: IIII_

Amount: I Hours: I Days: I_

Special Employment Program: | Mot Applicable j
Welfare to Work: |Nnmpp|icable |
| Ok || Cancel |

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

NOTE: This is where the Special Program ID would be entered.

NOTE: Welfare to Work should not be captured here.

Click to return to the Employment 1 page.

In the Service Computation Dates section, modify the Leave date, if
applicable.

Modify the RIF (Reduction in Force) date, if applicable.
Enter the LEO (Law Enforcement Officer) date, if applicable.

Modify the Retire date, if applicable.

Modify the TSP (Thrift Savings Plan) date, if applicable.
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103 Modify the Sev (Severance) Pay date, if applicable.
NOTE: The Career Cony (Conversion) Date will default to 3 years from the
effective date when the conditional tenure is selected on the Employment 2
page.
NOTE: The WGI Status will default to “Waiting.”
NOTE: The WGI Due Date will populate automatically. THIS IS WIGI DUE
DATE NOT WIGI START DATE.
104 Click on the Employment 2 tab.
The following page appears:
Data Contral Ferzonal Data Joh Pasition Compensation Emplayment 1 |'( Employment 2 \I_
EmpliD:  MEW EmplRcd®: 0
Employment Data 2
Effective Date: Transaction # [ Seq: PARStatus:  Processed by Human EI
Act Type: Hire NOA Code: Empl Status: E;ioeurces
Bargaining Unit: I—ﬂ Probation Date: l—@
Union Code: Y g;&‘::'mhaﬁon =
Union Anniversary I Sup\;ﬂ\l‘lanager @
Date: Probation Date:
Reports To Position: I Ql
Supervisor ID: I =Y Begin Date: l— (]
Tenure: I T l Expires Date:
PayPlaniorade: | | Q) [ | compmreaLever| | [ | Ehone hbrs
RIF Series: l_g Maon Pay Data Security Info
B save Previous tab M
NOTE: The following fields default based on the position selected:
e Bargaining Unit
e Reports To Position
105 Enter the employee’s Union Code, if applicable.
106 Confirm or enter the appropriate Reports To Position for the employee.
NOTE: The Reports To Position field is required for automatic actions.
107 In the Tenure field, select the appropriate type of tenure.
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108 As applicable, enter the employee’s compensation area and 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 Compl Level code should be entered into the Comp Level
field only.

109 In the Probation Date, enter the completion date for the employee’s
probation.

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

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

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

112 Click B gavel

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

Address After the Hire action is completed, you must ensure that the address
Information information is transmitted to Payroll. In order to do this, process a Data

(-: vem— Change action to capture the address information you entered during the Hire
& v process.

113 Follow the navigational path:

Home =» Administer Workforce =» Administer Workforce (USF) =
Use = HR Processing

114 Access the employee record for the person you just hired.
NOTE: If you do this immediately after saving the Hire action, the same
employee record will be available.
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115 Click on the [+ to add a row.
116 Use the same effective date as the Hire action.
117 Select the Action “DTA” (Data Change).
118 Select the Reason Code “PRA” (Payroll Related Action).
119 Select the NOA Code 999, extension 5.

120 Click B 8ave]

Data Cantrol Personal Data Job Position Compensation Employment 1 Employment 2
Springs Zelda EmpliD: 0018 Empl Red#: 0

viewAll <[4 1012 1 2|
Actual Effective Date: 1052001 [l Proposed Effective Date;  [1/05/2001 =]
Transaction #/ Sequence: |2_ F Mot To Exceed Date: I @
Action: IDTA ﬂ Diata Change PAR Status: IPRO g Processed by Human Resources
‘Reason Code: [°RA Q) Payroll Related Action  Contact Emplid: | QJ
NOA Code: IQQQ ﬂ Home Address ChoiSpecial Rate OT Update *NOA Ext: |5 'l

mthority (1 | Q| |
atnority2: | Q| |

PAR Requesti: U EaT | PAR Remarks Award Data  Tracking Data Retroactive TSP TransferIn Data?
I Print SF-&0 |
ﬁ Save QReturn to Search Mext tab 4] Update/Display

Leave Plan All employees need to be enrolled in leave plans (annual and sick), which

Enrollment must be entered in the Administer Base Benefits module of the system.
Follow the procedure below for detailed instructions on how to enroll the

G, employee in the applicable leave plans. Other benefits will be covered in

& 0 subsequent chapters.

Procedure The following steps detail the procedure for enrolling an employee into leave
plans in EHRP:

121 Follow the navigational path:

Home =» Compensate Employees =» Administer Base Benefits =
Use =» Leave Plans
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122 Select the appropriate employee’s record.

The following Leave Plans page appears:

I m——

fHome * Compensate Employees = Administer Base Benefils > Use = Leave Plans [ Wind o
[ Leave Flans (USA)
Sullivan,Adam ID: 0050 Empl Rcd#: 1]
Eind | View Al First [ 4004 [ 5t
PanType: |50 Q] Sick =1
view Al First [0 10r 1 D] Last
Coverage Election Elect " wawe  Terminate *Election Date:  [11125:2001 | 1] E3(
“Effective Date: [ ®
Benefit Plan: |_ Ql optn:
Employee Status: Active
Benefit Program: Federal Govt Employees % Currency:  USD

| | Al inelude Histary | (B Correct History |

|

& save] (CiRetumn to Search) |45 NextinList] (15 Pravious inList)

123 In the Plan Type field, select the applicable leave plan.

124 In the Coverage Election field, be sure the Elect radio button is selected to
establish the new Leave benefit.

125 The Election Date field will default to today’s date.

126 In the Effective Date field, enter the date on which the employee is eligible
for the new leave benefit.

NOTE: This date should be identical to the date of the hire.

127 In the Benefit Plan field, enter the appropriate leave plan based on the
employee’s eligibility.
NOTE: Since both sick and annual leave plans require enrollment, the
process must be repeated.

128 In the Plan Type box, use the |T|, as indicated by the arrow above, to insert a
new row.

NOTE: To modify Coverage information, click the in the Coverage box.
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130

131

TSP Setup

132

133

134

Select the appropriate leave plan in the Plan Type field.

Follow the same steps to enter the coverage election, effective date, and
benefit plan as shown above.

Click | @ save],

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

Follow the navigational path:

Home =» Compensate Employees = Administer Base Benefits =
Use =>» Savings Plan

Select the appropriate employee’s record.

The following Savings Plan page appears:

S49

AL

@ Home £ ] 3 Sign Out

Home = Compensate Emaloyees = Administer Base Benefits = Use = Savings Plans New Window

[ Elecions \ Rollovers | Trvestients '/ Beneficiaries |

Springs,Zelda ;0018 Empl Redg: 0
™ Highly Compensated

PlanType: P2 & Thiif Savings Flan =]
I First (40 1014 [®] Last
*Coverage Begin Date: 05022002 B 1sp status Date: 061202003 EY|  "pequction Begin Date:  [D5/12(2002 @EIEI

TSP Status Code: £ Q) ‘Blection Date;  |15/02/2002 ]
Participation Election: ' Elect ~ * Waive  (” Terminate
Benefit Plan: Option:
Employee Status: Active
Benefit Program: GOVT

(@save) [QRetumio Search ) | Al include History

Elections | Rollovers | Investments | Beneficiaries

The Plan Type “42” ( TSP) will default.
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135 Enter the Coverage Begin Date (same as Effective date of the Hire); this date
will also populate the Deduction Begin Date and Election Date fields.

136 Enter the TSP Status Date. (same as Effective date of Hire)

137 Select the correct value from the dropdown menu for the TSP Status Code
field.

138 In the Participant Election field, select the “Waive” radio button.

139 Click (B save],
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