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ke Introduction to EHRP

Navigation in EHRP Section 3
Menu When you logon to EHRP, you are given a list of options in a menu for

Paths to Pages

Page Groups

navigating through the database. Menus allow users to choose the pages they
wish to use and give access to various features available for each page. Use,
Setup, Process, Inquire, and Report are high-level menu items that are
available on most pages.

Use - allows a user to complete a business task, e.g., request a promotion.
Setup - provides access to relevant setup tables. Setup tables contain the
valid values, such as award type, for EHRP users. EHRP users see the setup
values via drop down list boxes.

Process — allows a user to execute related processes and view EHRP
automated processes.

Inquire- allows a user to view relevant, display only pages that provide key
information to management.

Report - allows a user to print and generate reports.

Because your role determines your access to pages, you may be able to access
only a limited number of pages. If you feel you need to access additional
pages, contact your designated Help PoC.

A path to a page is steps you use to access the page. For example, Home >
Administer Workforce > Administer Workforce (USF) > Use > Hire is the
path used to access the Hire page group.

Page groups or components are used to organize pages in a logical fashion. A
particular topic may contain too much information to be displayed on one
page, and therefore it requires multiple pages to be grouped together. Once
you finish entering data on one page, click the folder tab of the next page to
open it. You can also click the hyperlinks at the bottom of the page to access
sub-pages in the group.

The Hire page group (shown below) consists of seven components — Data
Control, Personal Data, Job, Position, Compensation, Employment 1 and
Employment 2 - and various hyperlinks.
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Pages A page is the image that appears after selecting options from the menu list,
such as Administer Workforce >Administer Workforce (USF) Use >Hire. On
this page, you would process a new hire transaction. Pages provide the means
through which data is entered into the system, and they allow users to view
this information.
ggg S Sign out
Home > Administer Workiorce = Administer Waorldoree (USF) > Use > Hire Dl \ind o
[Data Cumrul\' Personal Data Job " Position 3'_5‘0mpensatiun "/ Employment1 Emp‘UYmEﬂlE_"..
EmpliD:  MEW Empl Rcd#:
Actual Effective Date: 110172001 [ Proposed Effactive Date:  11/01/2001 =]
Transaction #/ Sequence: |1_ |1_ % Not To Exceed Date: &
*Action: HIR Hire PAR Status 'ﬁ g Processed by Human Resources
*Reasuncude:lmﬂ New Position Contact Emplid: Ql
NoACode:  [100 &) cCarserappt NOAExt: [0 7]
Authority (1) Wg |Reg 315.601. Appthased IUTI swe in Panama.
authority 2z [ Q) | |
PAR Femjuast: Rl il | PAR Remarks Award Data Tracking Data Retroactive TSP Transfer In Data?
Print 5F-50
Bave) (B0 | (BB Next tab (Bbadd)
Data Contral | Personal Data | Job | Position | Compensation | Emplovment 1 | Employment 2
Hyperlinks In addition to fields on a page, sometimes there are other objects that do not
display information or allow the user to enter information into them. These
objects are known as hyperlinks. Hyperlinks are used as a way of accessing
another page. For example, clicking the Address Information hyperlink pulls up a
page with fields that enables address data to be entered or viewed. At times it
is beneficial to use hyperlinks rather than simply displaying all the
information on the page because it alleviates congestion of fields and keeps
data that is not frequently referenced out of sight.
New Window It is possible to have more than one window of EHRP open at one time. This

can be very useful when you need to switch between two pages. Once you
access the first window you need, you may access the second window by
clicking the New Window hyperlink located in the top right corner of the page.
At this point, you have the same menu items available to you when selecting
the first window. Be sure to save your work in both open windows.
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Fields Fields, sometimes referred to as controls, are single items of information
displayed on pages. The field may be represented in various ways, such as a
text box, checkbox, radio button, etc., but it is still one piece of information.

e View-Only Fields - Often users add or edit data in fields by entering
values or selecting a choice from a list. However, there are times
when users may only be allowed to view the information, not modify
it. These view-only fields are displayed slightly differently on the
pages. They appear gray rather than dark, and it is impossible to alter
their values.

e Default Fields - Users will also notice that it is common for some
information to default on the page, whether or not the field is view-
only. On many occasions the information needed in a field is
repetitive from session to session or may be related to another field
that has been previously entered. To make data entry more efficient
these fields have been populated. For example, it is often necessary to
enter the current date. Therefore the field could be designed to
retrieve the current date from the computer’s internal calendar.

Data Entry e Dates - Users should enter dates in the eight-character MMDDYYY'Y

Formats format. For example, if the date April 2, 2001 must be entered, simply
type “04022001”. EHRP will then format the date to display 04/02/2001.
It is not necessary to type the slashes. However, you could type “4/2/01”.
EHRP will then format the date to display 04/02/2001. Slashes do not
need to be entered when you type a digit in each space in the fields. But if
you choose to enter the shorter dates, the slashes must be used.

PeopleSoft determines whether the century is 1900 or 2000 based on the
last two digits of the year. If the last two digits of the year are 50 or less,
then 2000 is the century; if the last two digits of the year are greater than
50, then 1900 is the century. For example, if you enter "4/2/76", then
04/02/1976 will display. If you enter "04/02/12", then 04/02/2012 will
display.

e Social Security Numbers - The format for entering a person's Social
Security Number is ######## (the nine digits of the number without
entering the two dashes). Once the user tabs out of the field, EHRP will
format the number to read #H##-##-H##.

It is imperative that you check your entries for errors before saving. Try to
avoid misspellings at all times. Once data is entered into EHRP, it becomes
part of an employee’s record and a correction action is required to alter any
information.
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Searches A field or a combination of fields distinctively identifies every table in the

EHRP database. For example, the EmplID 0067 uniquely identifies a
particular employee. EHRP provides search dialog boxes that are used to
search for data when you want to display a page. The fields that uniquely
identify your data are called keys. To display a page, you would enter the key
data values for which to search on the search page, so that the system can
retrieve the correct row of data. For example, when navigating to the Personal
Data page, the Find an Existing Value dialog box appears. You would enter
the values to perform your search, such as EmplID, Empl Rcd Nbr, Name or

S gign out
Home > Administer Workforce > Adrminister Workforce (USF) = Inguire > Personal Data Mew Window

Personal Data

Find an Existing Value

EmpliD:
Empl Red Mbr,

Mame: |

Lasthamea: |
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Lookup If you are unsure of which value to enter in a field, there may be a Lookup to

assist you. You can search for available values by clicking the Q) icon next
to a particular field. A Lookup page appears prompting you to enter search

criteria. For example, if you clicked Q) next to the Department field you
could lookup existing departments to locate the correct entry.

—

Home > Administer Yiorkforce > Administer Wiorkforce (USF) = Use > HR Processing Iew VWindow e

S sign out

HR Processing

Lookup

Search By. |Department s

Department:

Search Results [%

Wiew All 1100 of 110 [B] Last
Department Description Company Location SetlD Location Code
B PROGRAM SUPPORT CENTER HE (blank) (hlank)

BA OFFICE OF THE DIRECTOR HE (blanky (hlank)

PAZ QOFFICE OF BUDGET AMD FINAMNCE HE (hlanky (hlank}

PBAZ QOFFICE OF MARKETING HE (blanky (hlank)

PBAS QFFICE OF MANAGEMENT OPERATION  HE (hlanky (hlank)

BAB QFFICE OF BUDGET & MANAGEMENT HE (hlanky (hlank}

PAC QFFICE OF MARKETING HE (blanky (hlank)

PAE OFFICE OF MANAGEMENT OPERATION  HE (hlank) (hlank)

FB HUMAN RESOURCES SERVICE HE (hlank) (blank)

PBA QFFICE OF THE DIRECTOR HE (hlank) (blank)

PEE SYSTEMS DESIGN & AMALYSIS DM HE (hlank) (blank)

PBC SYSTEMS EMNGINEERING & MAINTENA HE (blank) (blank)

PBE SYSTEMS INTEGRITY DIVISION HE (blank) (blank)

PBF BUSINESS SYSTEMS ENGINEERINGD  HE (blank) (blank) LJI

When the Lookup Department dialog box appears, you can click
or press Enter to see a list of all valid departments. Or, you can type in the full
or partial department name in the Description field to find the value you need.

If a value that you need is not on the table, you should contact the designated
Help PoC.
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Calendar
Function

Shortcuts

When a field prompts the user to enter a date, the date may be entered via
typing a date or selecting one from a calendar. To access the calendar, click

the al icon. After clicking the icon, a calendar pops up. Alternatively, you
can press Alt+5 while in the field containing the calendar prompt to open the
calendar. The calendar highlights the current day. Clicking a different
number within the month changes the highlighted day. As soon as the day is
clicked, it is entered into the field. However, the month and year may also be
changed with the mouse.

October | |2001 =]
- (T F 5

12 3 4 5 B
S8 9 10 11 12 13
14 1% 16 17 18 13 240
21 82 23 24 25 2k Y

28 29 [20] 3

4| Current Date |

In addition to using the mouse to navigate in EHRP, there are other
alternatives available for your use. A few shortcuts are listed below for your
use. When you use any of the key combinations shown below, the designated
action will occur.

Key Button or Link Action
Alt+5 ) Opens calendar prompt
Opens the lookup page
Q
Alt+7 Inserts row in a grid or
- scroll area
Add
Alt+8 El Deletes a row in a grid
or scroll area
Alt+. Next in grid, scroll or
search page results list
Alt+, Previous in grid, scroll
or search page results
list
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Alt+’ View all rows of data in
a grid, scroll area or
search page results list
Enter Activates the Okay
button
Activates the Lookup
button on the Lookup
page
Activates the Search
button on the Search
page
Esc @ Activates the cancel
button

Federal Data PeopleSoft has pages within the database that are only used by Federal

Flags Government customers. When a page displays Z= US Federal icon, you must
click it to enter federal-specific data. For example, on the Position Data page,

once you click the E=US Federal icon, you can enter the Occupation Series,
Parenthetical Title, etc.

-

Home > Develop Waorkioree > Manage Positions (USF] > Use > Position Data Mew Window

@ Home S gign out

{ Description "\ 1Afark Locaion /' Job Infarmation  Specific Information '/ Budget and Incumbents |

Position Number: 00000003 EMPLOYEE RELATIONS SPEC

Headcount Status: Filled Current Head Count: 1 out of 1

*Effactive Date: 010101940 (U] *Status: Active ~ =1
Reason: MEW Q) Mew Position Action Date:  01/01/1840

*Position Status: IWI Status Date: IW ¥ Key Position
Reports To: l_ aQ

Dotted-LineRepor: | Q)

Titte: [EMPLOVEE RELATIONS SPEC shortTie: | I

Long Description: =

ﬂ Detailed Job Description

* E= s rederal

Occupational Series: 0230 Q] Ermploves refations Medical Officer: | N/A =

Parenthetical Title: | LI Exempt Type: |N/A =

Organization Posn Title Cd: =)

Pasition Occupied: I Competitive Ll

eotinst e — P — LI
- -

HR Training Manual 3/17/2003 1-13 Navigation in EHRP



Introduction to EHRP

Include History ~ With Include History, an EHRP user views all data, including history.
Mode However, as with Update/Display mode, a user can only update existing
future-dated rows.

Rows can be inserted in Include History mode with an effective date greater
than or equal to the current row.

o

Home = Administer wiotkioree = Administer Workforce (USF) > Lse = HR Processing Dlew Wfind o

S Sign Out

HR Processing

Find an Existing Value

Search By [ EmpliD )
EmpliD: 0n&7

¥ Include Histary I~ Correct Histary

Advanced Search

Search Results
101

EmpliD Empl Rcd Nbr Mame Last Name

oog7 O KingsleyAnn KINGSLEY

Save and After entering information into EHRP, a user has two options. One option is
Cancel to save the data, and the second is to cancel it.
E Save . .
Save - In order to save the data, the user must click the Save icon.

If the user exits the system without saving the action(s) just completed, the
work will be lost. This point is important to note in regard to long procedures
(e.g., hire and pay action functions). A user must commit to seeing the
procedure through to completion with a save before exiting the system or
moving to another task. Also, if the user times out of EHRP before
information is saved, it will be lost.

Cancel - To close a transaction without saving it, the user can cancel the

action. This can be done by clicking the Hnﬂhyperlink, which will return

the user to the initial menu. The transaction will be cancelled and the page
group will be closed without saving any changes.
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Warnings and
Errors

The EHRP system is designed with functionality that enhances the user’s
ability to enter accurate information for processing in the system. Two types
of messages may appear in order to give the user a warning when data may
have been entered incorrectly.

Warnings

In certain areas of the system, there are “soft edits” that are built in to verify
that certain relevant pieces of information have been entered. While these
items of information are helpful to have recorded in EHRP, they are not
necessary in order to save an action.

An example pertains to entering dependents for an employee. After entering
the dependent’s name, address, etc., a field on the Personal Profile tab gives
the user the opportunity to enter the dependent’s birthdate.

S gign Out

[ Wind o 2]

Home > Compensate Emnloyees > Administer Base Benefits > Use >

/| Hame | Address Personal Profile \L
CYRJEAMMNINE E Emplayee ID: 00000001
Personal Profile il First (] 1072 D Last
E3 =
Dependent/Beneficians Cyr Johnny D m
Relationship to Employee: 5o 8
FEHB Participant: |N_ Dependent's Fed Plan Type: ql
‘ Birthdate: Bl > Birth Country: Ql al

Birth Location: |

Student [ Disabled [ Smoker [

Student Status Date: B

*Gender: Male -
*Marital Status: Single e
Marital Status Date:

Occupation: [ Medicare Entitled Date: El
Date of Death: @ Riders/Orders [T Phone Mumbers
First (€] 1.0t [ Last
Country  “National ID Type Description National ID :B"ma“’
Usa | Ql[PR @] Social Security Nurnber 123-45-67689 ¥ =

& save) (QiRetuinto Search ) (45 NextinList] (1=
— _

If the user decides not to enter a birthdate for the dependent and saves the
action, the following warning message appears:
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Home = Compensate Employees = Administer Bazse Benefitz = Use = Dependent/Beneficiary

arning -- Birthdate should he entered for dependent (Dependent 013, C3000,508%

| 0k || Cancel |

At this warning, the user has two options:

1. Clicking OK will allow the save action on the record, without a
birthdate being input into the system.

2. Clicking Cancel will return the user to the previous page and will
allow the entry of the field referred to in the warning. After
completing that field, the record may be saved without seeing the
warning message.

Errors
In EHRP, an error message will appear when a user attempts to save a record
that contains insufficient or incorrect data. Unlike warnings, errors must be

corrected before the system will allow the user to save a record.

An example is shown below pertaining to the entry of an employee’s
dependent. Note how the dependent’s first name has not been entered.

—

S gign out
Home > Compensate Employees = Administer Base Benefits > Use > i Tews Vind o
fW\ Address Personal Profile
HEMDERSOM,PAULR Employee ID: 00000024
Dependent Beneficiaries nd | First (4 10¢ 1 [ Last
*DependentBeneficiary ID: IF EI
*Relationship to Employee: | Son j *DepBenef Type: IW'

Format Using:  [USA [Q] United States

Name: |

B save) (CtRetum to Search | (+ENextinList) |15 Frevious in List )

Marne | Address | Personal Profile
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In entering a dependent on the employee record, the user neglected to enter a
first name for the employee’s son. Upon attempting to save the record, the
following error appears.

Microzoft Internet Explorer | X

& First Mame iz required. [1000,308)

The first name field must be entered.

ak.

Clicking OK will return the user to the page where the entry is necessary.
Unlike the warning described above, this error will prevent the saving of the
record until the requirement (in this case, the entry of a first name) is met.
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