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Introduction

The ability to change large amounts of data, as well as key sizable repetitive workloads, reduces
processing time and increases operational efficiency.

An EHRP enhancement, Mass Mask Actions, helps users minimize manual keying of changes.
Mass Mask virtually eliminates the need to key DHHS specific actions (the 9xxx Nature of
Action Codes). The 9xxx NOAs constitute approximately 40% of keying necessary to process
personnel actions in DHHS.

This enhanced capability includes two kinds of processing:

- Mass Actions - which make the same changes to large groups of records without manual
keying.

- Mask Actions - which holds certain information constant for large groups of records while only
the data that is different is manually keyed.
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Mass Actions

Leave Category Change Mass

A Mass process is run each pay period to update employees annual leave category to the
increased accrual level as they become eligible. Users do not process leave category changes
manually.

The mass process evaluates the employee's Leave Service Computation Date (SCD) to determine
their eligibility for leave accrual increases at 3 years and 15 years. The process compares the
current pay period date to their Leave SCD to calculate the number of years. The program also
determines if the employee is in the Senior Executive Service (SES) since SES employees are in a
different benefit plan.

If the employee is eligible for a leave accrual increase, the program will insert a row into the
Leave Plans (Annual Leave) page updating the Effective Date, Election Date and Benefit Plan.
Process Schedule

The process will run on the first day of each pay period, Sunday. The Effective Date will be the
first day of the current pay period. For example, an employee with a Leave SCD date of
10/22/1999 would have had a leave effective date of 11/03/2002.

Process Check

Users may use Mass Mask Query to generate a report to determine what has been processed or
what errors have occurred. The query navigational path and query name follow.

Home > PeopleTools > Query Manager > Use > Query Manager

Query Name: HE_MASS_MASK_STATUS.

Please see Information Tools in Chapter 18 for instructions on how to use the Mass Mask
Query function and reports.

Temporary Employee

NOTE: Annual leave categories for temporary employees are the same as permanent employees.
Payroll adjusts the actual accrual of leave for each temporary employee based on the hours
worked by that employee.

Manuel Leave Category Changes

Introduction
PAR Actions are not keyed for manual leave category changes. Users enter the employee's leave
category change directly on the Leave Plans page.

Procedure

The following steps detail the procedure for processing manual leave category changes.

Page 1



Training Guide
Mass/Mask Actions

DEMAND

PERSONAL NAVIGATOR

o

£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
& Monitor Workplace

< Define Business Rules
@ Self Service

< He Process Menu

@ Help PoC Online

@ PeopleTools

Step Action

1. Click the Compensate Employees link.
[ compensate Emplovees|

2. Click the Administer Base Benefits link.
[ Adrminister Base Benefits]

3. Click the Use link.

| Jzg
4, Click the Leave Plans link.
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Home = Compensate Employees = Administer Base Benefits = Use = Leave Plans Mew Window

£ Home (2 Winrklis 3 Sigh Ouf

Leave Plans

Find an Existing Value

EmpliD: 1
Empl Red Mor ]

Mame: |

Last Name: |

Alternate Character Name.l
Personnel Status: | j
[T Include History [ Correct History

Dasic Search

Step Action

5. Search for the desired employee.
Click in the Last Name field.

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

Click the Search button.

8. Select the desired employee.
Click WINTER, ADAM

WINTER ADAM
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Home = Compensate Employees = Administer Base Benefits = Use = Leave Plans

{ Leave Plans (USA)

WINTER ADAM

ONDEMAND

PERSONAL NAVIGATOR

£ Home

Ip: 0011 Empl Red#: a

Find | 4
“Plan Type: Eﬂ Sick EI

Coverage Election * Elect © wave ( Terminate
*Effective Date: Ed]
Benefit Plan: g

*Hlection Date;  [01/1472004 ] =]

Optn:
Employee Status: Leare
Benefit Program: FEDERAL GOVT EMPLOYEES
(@ save)l (QLRetumto Search ] (1S MetinList] [+ ] [0 ) |l ineluds History) ([ Carract History)

Step Action

9. Click the Add a new row at row 1 button.

10. Click the Choose a date button.
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WINTER ADAM

*Plan Type: Eﬂ Sick

Benefit Plan: =N

Employee Status: Leave

Benefit Program: FEDERAL C

(B save) [QRetunto Search ) (45 Mextin List)

£ Home

Home = Compensate Employees = Administer Base Benefits = Use = Leave Plans

{ Leave Plans (USA)

Ip: 0011

Coverage Election * Elect © wave ( Terminate

*Effective Date: 01/ 4i2004 )

x|

IJanuary - | | 2004 'l

12 3
45 B 7 8 910
11 12 13[14] 15 16 17
1818 20 21 22 23 24
25 26 27 28 29 30 31

(4] Current Date [»)

Iy Wiin d oy

Empl Red#: a

Optn:

[F=] Al includ History | | [B Correct History |

Step

Action

11.

Click 19

Click the desired date.
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ONDEMAND
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£ Home

Iy Wiin d oy
{ Leave Plans (USA)
WINTER ADAM ;0011 Empl Reds 0
PlanType: |50 Q] sick =1
Coverage Election * Elect  waive ( Terminate *Election Date; |01 42004 [&] =]
*Effective Date: 011952004 @
Benefit Plan: g Optn:
Employee Status: Leave
Benefit Program: FEDERAL GOWT EMPLOYEES
(@ save)l (QLRetumto Search ] (1S MetinList] [+ ] [0 ) |l ineluds History) ([ Carract History)

Step Action

12. Click the Choose a date button.
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@ Home
Home = Compensate Employees » Administer Base Benefits = Use = Leave Plans e Window
{ Leave Plans (USA)

WINTER ADAM Ip: 0011 Empl Rod#: 0

st

First [4] 102 OO L

|n1r1 42004 B =]

4 5 &

7

8

January 'l IQDDtil

2
8

1M 12 13 [14 15 16 1

18 18 20 21 22 23 1.
25 26 27 28 29 30 ¥

4] Cument Date [#)

PlanType: |30 Q] Sick
Coverage Election * Elect © wave ( Terminate D
*Effective Date: 0119/2004 [
Benefit Plan: g Optn:
Employee Status: Leave
Benefit Program: FEDERAL GOWT EMPLOYEES
(B save) [CiRetunto Seareh | (4= MextinList ) [+ 9=

=

1y

4

Step Action

13. Click the desired date.
Click 19
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@ Home
Home = Compensate Employees = Administer Base Benefits » Use = Leave Plans e Window
( Teave Plans (U8R
WINTER ADAM Ip: 0011 Empl Rcd#: 0

*Plan Type: Eﬂ Sick =1

First [4] 102 D Last

Coverage Election “EHect wawe O Terminate *Election Date: |g1;1 /2004 [ =

*Effective Date: 011952004 @
Benefit Plan: =) Ontn:

Employee Status: Leare
Benefit Program: FEDERAL GOWT EMPLOYEES
B save) (QRetumto Saarch ) [+ Nestin List ) (15 Frevious inLizt) [0 ) |l ineluds History) ([ Carract History)

Step Action

14, Click in the Benefit Plan field.

15. Enter the desired information into the Benefit Plan field. Enter "SL4".

16. Click the Save button.

17. The informatoin is saved.
End of Procedure.

Page 8




©N|DEMAND Training Guide

Mass/Mask Actions

Performance Ratings Mass

Performance Ratings Mass

Users may request the automated entry of performance ratings for large groups of employees
within their Agencies.

The Mass process updates appraisals of employees in the group with the same rating for the same
rating period as specified by the Agency. Employees whose ratings differ are adjusted manually.
For example, if 80 % of the Agency employees have a satisfactory rating then this process would
allow you to assign a satisfactory rating to all applicable employees in your Agency, then
manually modify ratings for the 20% of employee's whose rating differs from satisfactory.
NOTE: It is recommended that the Agency Mass action request specify the rating that applies to
the highest percentage of employees in the group.

Rating Update Criteria

The criteria that this process uses to determine which employee ratings to update are as follows:
- The employee was hired more than 90 days ago.

- Employees are in the following pay plans: GS, GM, GN, WS, WG, WL, WN, WD, XP, XS, XL,
XD, and XN.

- The employee's tenure has a value other than NONE.

Procedure

The Agency submits a request via an EHRP Help POC Ticket with the following information:
The Effective Date of the rating.

The Performance Plan End Date (Agency determined)

The Business Unit (Agency) for which the process will be run

The Begin Date of the appraisal period

The End Date of the appraisal period

The Rating Scale the agency employs, either A or H

The Rating to be assigned to all applicable employees within the Agency

Process Check

Users may use Mass Mask Query to generate a report to determine what has been processed or
what errors have occurred. The query navigational path and query name follow.

Home > PeopleTools > Query Manager > Use > Query Manager

Query Name: HE_MASS_MASK_STATUS.

Please see Information Tools in Chapter 18 for instructions on how to use the Mass Mask
Query Function and reports.

Manual Entry of Performance Ratings

Introduction

Users will need to manually modify the performance rating for employees whose rating differs
from the specified rating used in the Agency Employee Performance Appraisal Mass.
Performance ratings are keyed manually on the Employee Appraisal page.

Procedure

The following steps detail the procedure for processing Performance Ratings manually.
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ONDEMAND
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o

£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
& Monitor Workplace

< Define Business Rules
@ Self Service

< He Process Menu

@ Help PoC Online

@ PeopleTools

2 Winrklist

# Help

S Sign Ouf

Step Action
1. Click the Administer Workforce link.
[ Administer Warkfarce]
2. Click the Manage Performance (USF) link.
[2 Manage Performance (USF)
3. Click the Use link.
R
4. Click the Employee Appraisal link.

Ermplovee Appraisal
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Horme = Administer Workforce = Manage Performance (JSF) = Use = Employee Appraisal M Window

@ Home 2 Worklist 2 Help S Sign Outl

Employee Appraisal

Find an Existing Value

EmpliD: 1

EmplRedMor ||

Narne: |

Last Name: |

Personnel Status:l j

[T Include History [ Correct History

Step Action

5. Enter the Employee ID to pull up the employee record.
Enter the desired information into the EmplID field. Enter "0243".

6. Click the Search button.
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o

@ Home

Home = Administer Workforce = Manage Performance (USF) » Use = Employee Appraisal Mews Window |
{ Employee Appraisal 1 %

Greenherg,Zelda Employes ID: 0243 EmplRed# 0 [+1=]

*Effective Date: |D1f1 4iz0nd | ] Review Type: |Sunerwsorv Rating 'I

From/To Date | @ | @ Hext Review Date: I @

Performance Plan:  STANDARD OPM Rating of Record Pattern H

Rating Scale: IH ﬂ OFM Rating of Record Pattern H OPM Pattern: H

Review Rating: (Y OPM Rating:

Company: HE 11 Program Suppoart Center Position: aoooT184

Department: FEAFT Supervisor:  Other

Joh Code: 00P0D4y PP-Grade:

ST First (40 10f 1 [¥] Last
*Review Level: I j EI
Reviewer ID: ﬂ

Comment: I i‘
-

B savel [ Return to Search =] A include History | [[B Correct History)

-

Step Action

7. Enter the effective date of the appraisal in the Effective Date field.
Click the Choose a date button.
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Home = Administer Workforce = Manage Performance (USF) » Use = Employee Appraisal Mews Window
{ Employee Appraisal 1 %

Greenberg, Zelda

*Effective Date: |D1I1 arz0nd

Employee

Ip; 0243 EmplReds: 0

Review Type: ISUDENISDI’YRSIII’]Q 'I

From/To Date I
Performance Plan:  STANDARD
Rating Scale: IH (=]
Review Rating: I_ ﬂ

Company: HE 11
Department: FEAF1
Joh Code: ooro4y

x|

IJanuary hd |2004 'l

12 3
45 B 7 8 910
11 12 13[14] 15 16 17
1818 20 21 22 23 24
25 26 27 28 29 30 31

Current Date [»)

Hext Review Date: I— @

H

H OPM Pattern: H
OPM Rating:
Position: 00007184
Supervisor:  Other
PP-Grade:

First [0 106 1 [F] Las

*Review Level: I

—

Reviewer ID: ﬂ

Comment: I

& save) (L Retun to Search

(%] A include History | [[B Correct History)

Step Action

8. Click the desired date.

Click 15
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@ Home @ worklist 2 Help S Sign Out
Home = Administer ¥orkforce = Manage Performance (USF) = Use = Employee Appraisal M Window =
{ Employee Appraisal 1 %
vigw sl First [ 4.0t 4 [P Last
Oreenberg,Zelda Ermnlayee ID: 0243 EmplRcds: O +1=1
*Effective Date: |D1f1 siz0nd ] Review Type: |Sunerwsorv Rating 'I
From/To Date | @ | @ Hext Review Date: I @
Performance Plan:  STANDARD OPM Rating of Record Pattern H
Rating Scale: IH ﬂ QP Rating of Record Pattern H OPM Pattern: H
Review Rating: (Y OPM Rating:
Company: HE 11 Program Suppoart Center Position: aoooT184
Department: FEAFT Supervisor:  Other
Job Code: nor047 PP-Grade:

view Al First (4] 1081 [#] Last

*Review Level: I j EI
Reviewer ID: ﬂ
Comment: I i‘
-
B savel [ Return to Search =] Hlinclude History) |3 Comect History]

-

Step Action

9. In the From/To Date fields, enter the period of time for which the employee is being
appraised.
Click in the From Date field.

10. Enter the desired information into the From Date field. Enter "11/14/2003".

11. Click in the From/To Date field.

12. Enter the desired information into the From/To Date field. Enter *01/14/2004".

13. If known, enter the date of the next review in the Next Review Date field.

14. | Click the Lookup Rating Scale button.
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Horme = Administer Workforce = Manage Performance (JSF) = Use = Employee Appraisal M Window

£ Home (2 Winrklis 3 Sigh Ouf

Lookup Rating Scale
Rating Scale: |

Description: |

| Lookup | | Clear | | Cancel | Basic Lookup

Step Action

15. | Click the Lookup button.

16. | Select the Rating Scale from the list.
Click OPM Rating of Record Pattern H
| OFPM Rating of Record Pattern H|
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Home = Administer Workforce = Manage Performance (USF) » Use = Employee Appraisal Mews Window

{ Employee Appraisal 1 %

DEMAND

PERSONAL NAVIGATOR

£ Home

|»

First (4 1.0r 1 ] Last
Greenberg, Zelda Emplayee D 0243 EmplRod: D 1=
*Effective Date: Im (] Review Type: IW
From/To Date frinazo0s B Joinazoos Bl Next Review Date: | El
Performance Plan:  STANDARD OPM Rating of Record Pattern H
Rating Scale: IH—ﬂ QP Rating of Record Pattern H OPM Pattern: H
Review Rating: I_ﬂ OPM Rating:
Company: HE 11 Program Suppoart Center Position: aoooT184
Department: FEAFT Supervisor:  Other
Job Code: nor047 PP-Grade:

First [0 1.0t 1 [M] Last

*Review Level: I j EI
Reviewer ID: ﬂ

Comment: I i‘
-

B savel [ Return to Search =] A include History | [[B Correct History)

Step Action

17. | Click the Lookup Review Rating button.
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Horme = Administer Workforce = Manage Performance (JSF) = Use = Employee Appraisal M Window

@ Home 2 Worklist 2 Help S Sign Outl

Lookup Review Rating

Review Rating: I_

Description: |

Short Descnptlnn'l

| Lookup | | Clear | | Cancel | Basic Lookup

Step Action

18. | Click the Lookup button.

19. | Select the Review Rating from the list.
Click Fully successful or equivalent
| Fully successiul Ureuuivalent|
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Home = Administer Workforce = Manage Performance (USF) » Use = Employee Appraisal Mews Window |

{ Employee Appraisal 1 %

Greenberg Zelda Employee ID: 0243

Empl Rcds: D

*Effective Date: |D1f1 siz0nd ] Review Type: |Sunerwsorv Rating 'I

FromToDate 111412003 B [01r 472004 ] NextReviewDate: | [
Performance Plan:  STANDARD OPM Rating of Record Pattern H

Rating Scale: IH—ﬂ OFM Rating of Record Pattern H OPM Pattern: H

Review Rating: |3_ﬂ Fully successful or eguivalent OPM Rating: 2 Levellll
Company: HE 11 Program Support Center Position: 00007184
Department: FEAFT Supervisor:  Other

Job Code: ooro4y PP_Grade:

X First (40 10f 1 [¥] Last
*Review Level: I j EI
Reviewer ID: ﬂ

Comment: I i‘
-

B savel [ Return to Search =] A include History | [[B Correct History)

Step Action

20. Click the Save button.

21. | The performance rating is saved.
End of Procedure.
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Union Dues Mass

Changes in Union dues deduction amounts do not require actions by Users. All Union changes
are processed automatically by the Union Mass process. This mass action automatically creates
stop/change transaction for all employees affected by deduction changes in the Union Master.
Schedule

This mass process is executed as updates are entered into the EHRP Union Configuration
Tables.

Automatic Payroll Transactions

Changes made to the Union Master will automatically create the following payroll transactions:
- 9504 - Union Dues Stop Mass

- 9511 - Union Dues Change Mass

- 9510 - Individual Start

- 9501 - Individual Stop - Outside BU

- 9502 - Individual Stop - EE Requested

- 9503 - Individual Stop - Union Requested

Process Check

Users may use Mass Mask Query to generate a report to determine what has been processed or
what errors have occurred. The query navigational path and query name follow.

Home > PeopleTools > Query Manager > Use > Query Manager

Query Name: HE_MASS_MASK_STATUS.

Please see Information Tools in Chapter 18 for instructions on how to use the Mass Mask
Query function and reports.

Manual Dues Start/Stop

Introduction
PARs are not required for Union Dues Deductions. Users may start or stop employee Union
deductions manually on the General Deductions Data page.

Procedure

The following steps detail the procedure for processing Union deduction starts and stops
manually.
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o

£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
& Monitor Workplace

< Define Business Rules
@ Self Service

< He Process Menu

@ Help PoC Online

@ PeopleTools

2 Winrklist

# Help

S Sign Ouf

Step Action
1. Click the Compensate Employees link.
[ compensate Emplovees|
2. Click the Maintain Payroll Data (USF) link.
[2 Maintain Payroll Data (JSF)
3. Click the Use link.
R
4, Click the General Deduction Data link.

General Deduction Data
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Home » Compensate Employees = Maintain Payroll Data (USF) = Use = General Deduction Data Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

General Deduction Data

Find an Existing Value

Search EYZIElelD ‘l
EmpliD: I

[~ Include History [~ Carrect History

Arvanced Search

Step Action

5. Enter the Employee ID to pull up the employee record or click on the Search By list
to perform a search for the employee by Name or other criteria.
Enter the desired information into the EmplID field. Enter "0103".

6. Click the Search button.
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Home = Compensate Employees = Maintain Payroll Data (USF) = Use = General Deduction Data Mews Window

{ General Deduction Data

BARCROFT,CHAD ID: 0103
Compamy: HE  Deparment of HHS
General Deduction First (4] 1ot 1 [P] Last

“Deduction Code: | =Y =]

Deduction Details First (0 1.0t 1 [M] Last

*Effective Date: [ El Take anall Paygroups EE=
Distribution Cud: I

‘Deduction Calculation |Defau\t to Deduction Table j Distributian Information

Routine:

Deduction End Date: | i Deduction Rate or %: |

Loan Interest %: I Flat/Addl Amount: I

Goal Amount; I Current Goal Balance: I

This data was last updated by on
a Sawve QReturn to Search A& AQ Include History) @Conect History]

Step Action

7. To start Union dues deduction, insert a row on the Deduction Code row.
Click the Add a new row at row 1 button.

Enter the desired information into the *Deduction Code field. Enter "0023",

Enter the Effective Date.
Click the Calendar icon button.
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Home = Compensate Employees = Maintain Payroll Data (JSF] = Use = General Deduction Data M Window
{ General Deduction Data
BARCROFT,GHAD D: 0103

Company: HE  Department of HHS
General Deduction

*Deduction Code: IUU?3 =Y

Deduction Details

“Effective Date: |01 1472004 [ Take on all Paygroups

Distribution Cd: Im 02 -
IDefau\t WD BT

“Deduction Calculation
Routine:
Deduction End Date: L w o |

| 45 6 7 8 8910 —
Loan Interest %: | 11 12 13 [14] 15 16 17
——

hution Information

18 19 20 21 22 23 24 mm |

29 26 27 28 29 30 A

Goal Amount:

This data was last updated by

4] Current Date [w)

a Sawve 'QReturn to Search A& AQ Include History) @Conect History]

Step

Action

10.

Click the desired date.
Click 15
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@ Home
Home = Compensate Employees = Maintain Payroll Data (USF) = Use = General Deduction Data Mews Window
{ General Deduction Data
BARCROFT,CHAD ID: 0103
Compamy: HE  Deparment of HHS
General Deduction i | 5 2 o
“Deduction Cove: [0023 Q] AFGE LOCAL 1916 +1=1
Deduction Details i fiy
*Effective Date: |U1 Asi2004 [ Take on all Paygroups [ [+1=]
Distribution Cud: I
‘Deduction Calculation | Default to Deduction Table =l Distribution Infarmation

Routine:

Deduction End Date: I (] Deduction Rate or %: I
Loan Interest %: I Flat/Addl Amount: I
Goal Amount; I Current Goal Balance: I

This data was last updated by on
a Sawve QReturn to Search A& AQ Include History) @Conect History]

Step Action

11. Click the Save button.

12. | To stop Union dues deductions, insert a row on the most effective-dated row for the
applicable deduction.
Click the Add a new row at row 1 button.

13. Enter the Effective Date.
Click the Calendar icon button.
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@ Home
Home = Compensate Employees = Maintain Payroll Data (LUSF) = Use = General Deduction Data M Window
 General Deduction Data 4
BARCROFT,GHAD D: 0103

Company: HE  Department of HHS
General Deduction

‘Deduction Code: [0023 Q) AFGE LOCAL 1916

Deduction Details

“Effective Date: [ors17z008 ) Take on all Paygroups [+1=1

Distribution Cd: Im e

‘Deduction Calculation Defaultto D g 5 bution Infarmation
Routine;

Deduction End Date: 12 3] |

Loan Interest %:

45 B 7 8 910 ——
1 12 13[14 15 16 17
181920 21 22 73 24| heer |

[V

Goal Amount:
29 26 27 28 29 30 A
This data was last updated by Online O 0171452004
4] Current Date [w)
a Sawve 'QReturn to Search A& @Include History) @Conect History]

Step Action

14, Click the Year list.

15. Select the desired Year.
Click 2005

16. Click the desired date.
Click 15
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Home = Compensate Employees = Maintain Payroll Data (JSF] = Use = General Deduction Data M Window
{ General Deduction Data
BARCROFT,GHAD D: 0103

Compamy: HE  Deparment of HHS

General Deduction

“Deduction Cove: [0023 Q] AFGE LOCAL 1916
Deduction Details 5
*Effective Date: |D1 1612005 [ Take on all Paygroups M
Distribution Cud: I
‘Deduction Calculation |Defau\t to Deduction Table j Distribution Information
Routine:
Deduction End Date: | i Deduction Rate or %: |
Loan Interest %: I Flat/Addl Amount: I
Goal Amount; I Current Goal Balance: I
This data was last updated by Online Opr on 0171442004
a Save QReturn to Search F} @Include History) @Conect History]

Step Action

17. | Enter the Deduction End Date. This must be equal to the Effective Date.
Click in the Deduction End Date field.

18. Enter the desired information into the Deduction End Date field. Enter *01/15/2005",

19. | Press [Tab].

20. | Click the Deduction Stop Reason list.
an jl

21. | Enter the type of action being processed.
Click Union Due Stop - Union Request
|Uni0n Due Stop - Union Reguest

22. | Changes to Union dues deductions amounts do not require any action by the User.
These changes are processed automatically by the Union Mass.
Click the Save button.

23. | The Union dues start/stop information is saved.
End of Procedure.
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Mask Actions

The ability to change large amounts of data, as well as key sizable repetitive workloads, reduces
processing time and increases operational efficiency.

An EHRP enhancement, Mass Mask Actions, helps users minimize manual keying of changes.
Mass Mask virtually eliminates the need to key DHHS specific actions (the 9xxx Nature of
Action Codes). The 9xxx NOAs constitute approximately 40% of keying necessary to process
personnel actions in DHHS.

This enhanced capability includes two kinds of processing:

- Mass Actions - which make the same changes to large groups of records without manual keying.
- Mask Actions - which holds certain information constant for large groups of records while only
the data that is different is manually keyed.

Awards Mask

Introduction

Users may enter cash and time-off awards more efficiently for their employees by using the
Awards Mask capability. This facility allows a user to enter data and initiate a process to Run that
will automatically update the employee record.

NOTE: The user must enter similar award types with the same effective date. For example, a user
would use the Awards Mask capability to process a group of individual cash awards with an
effective date of 04/18/03.

NOTE: Users may also enter an award directly into an employee record. A User might choose to
enter the data directly when there are only a few to process.

Procedure

The following steps detail the procedure for processing awards using the Mask Capability
functionality.

Page 27



Training Guide
Mass/Mask Actions

DEMAND

PERSONAL NAVIGATOR

o

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
& Monitor Workplace

< Define Business Rules
@ Self Service

< He Process Menu

@ Help PoC Online

@ PeopleTools

£ Home

Step Action
1. Click the He Process Menu link.
2. Click the HHS Custom Processes link.
[2 HHE Custom Processes|
3. Click the MassMask link.
4. Click the Employee Awards link.

Ermploves Awards)
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Home = He Process henu = HHS Custom Processes = Masshiask = Employee Awards Mew Window

£ Home (2 Winrklis 3 Sigh Ouf

Employee Awards

Find an Existing Value

Run Cantral ID:|

™ Case Sensitive
[T Include History [ Correct History

Add 3 Mew Yalue

Mo matching values were found.

Step Action

5. Enter the desired information into the Run Control ID field. Enter "CASHAWD",

6. Click the Search button.
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o

£ Home 2 Worklis ? Help S Sign Out]
Home = He Process Menu = HHS Custom Processes = Masshiask = Employee Awards Mews Window
{ Employee Awards
Run Control ID: CASHAWD Report Manager Process Monitor Run
Avard Type: | = Effective Date: [01/16:2004 5]

Award Earnings End

*EmpliD Name “Amount Group Date Remark
d q | [ G|
M [Ekdd) (] Update/Display |
J »

Step Action

7. Select the Award Type.
Click the Award Type list.

| =

8. Select the desired Award Type.
Click Individual Cash Award
[Individual Cash award |

9. Enter the Effective Date of the action group.
Click the Choose a date button.

@ 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
Home = He Process Menu = HHS Custom Processes = Masshiask = Employee Awards Mews Window
{ Employee Awards
Run Control ID: CASHAWD Report Manager Process Monitor Run
Award Type: | Individual Cash Award | Effective Date: |01r1 712004 B
T

S

IJanuary - |2004 'l
5 F 5

Award Earnings End
Group Date 1 7 1

*EmpliD Name “Amount Remark

1] Ql | I =] 45 6 7T 8 910
1112 13 14 15 [16] 17
181820 21 22 23 24
25 26 27 28 29 30 31

4] Curent Date [»)

B save) [Ekdd) (] Update/Display |
J »

Step Action

10. Click the desired date.
Click 19
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o

@ Home @ wWorklist 2 Help S Sign Out
Home = He Process Menu = HHS Custom Processes = Masshiask = Employee Awards Mews Window
{ Employee Awards
Run Control ID: CASHAWD Report Manager Process Monitor Run
Award Type: | Individual Cash Award | Effective Date: |01r1 ar2004 B

Award Earnings End

*EmpliD Name “Amount Group Date Remark
d q | [ G|
M [Ekdd) (] Update/Display |
J »

Step Action

11. | Click in the *EmplID 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 *EmplID field. Enter "0079".

13. | Press [Tab].

14. | Enter Award Amount (hours or dollars).
Enter the desired information into the *Amount field. Enter "300.00".

15. | If applicable, enter the Award Group indicator.

16. | For Time-Off Awards, enter the Earnings End Date.

17. Click in the Remark field.

18. | Enter remarks if applicable.This remark will be loaded as a "ZZZ" remark for cash
awards.

For Time-Off Awards, the remark will be a "T29". Enter the amount of hours for the
award.

Enter the desired information into the Remark field. Enter "ZZZ".
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Step | Action

19. | Click the Add a new row button to insert another employee's award information.
Click the Add a new row at row 1 button.

20. | Continue to repeat the process until all employees have been entered.
To save time, these steps will be completed for you.

21. | When all the employees' data has been entered, click the Run button.
Click the Run button.

Run

o

Horme = He Process Menu = HHS Custor Processes = Masshask = Employee Awards Dles Window

€ Homa & Worklist ® Help S Sign Ouf

Saved
Process Scheduler Request

User ID: 80ABSIDY Run Control ID: CASHAWD

Server Name: I | ponpate: 0171602004 Bl
Recurrence: 71 Run Time: |1 0:56:37AM
Time Zone: hd Resetto Current DaterTime |

Process List
Select Description Process Name Process Type *Type *Format
¥ HE_AWARDS HE_AWARDS Application Engine I(None) 'l (Mone) - Eﬁ

Step | Action

22. Click the Server Name list.

23. Select the PSUNX server.

24, Click the Ok button.

25. | Note the Process Instance number, located below the Run button on the Employee
Awards MassMask page.
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-

& Homa g g S Sign Ouf
Home = He Process Menu = HHS Custarn Processes = Masshask = Employee Awards Dles Window
Saved
{ Ernployee Awards

Run Control ID: CASHAWD Eeport Manager Process onitor

Process Instance:203080

Award Type: | Individual Cash Award j Fffective Date: |D1I1 952004 [

*EmpliD HName *Amount Remark

1 [oo7a Q) sullivan,Evan |a00.000  f7zZ
2 [o046 QJ HILL ZELDA |200.000 |77z

B save [Edd ) (] Update/Display) | £l Include History | [[# Corre

a4 L3

Step | Action

26. Click the Process Monitor link.

@ If an action is in progress when the process is run, the Mask will insert a row at the most
current processed or corrected row. When the action in progress is completed, it is the
HR Processors responsibility to modify the rows as applicable.

I)' Users may use Mass Mask Query to generate a report to determine what has been
- processed or what errors have occurred. The query navigational path and query name
follow.

Home > PeopleTools > Query Manager > Use > Query Manager
Query Name: HE_MASS_MASK_STATUS.

Please see Information Tools in Chapter 18 for instructions on how to use the Mass
Mask Query function and reports.
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Step

Action

27.

Be sure the Process HE_ AWARDS shows a Run Status of "Success".
A Run Status of "Success" demonstrates that the process has completed.
End of Procedure.

Health Benefits Mask

Introduction

Users may enter start/change health benefit actions more efficiently for their employees by using
the Health Benefits Mask capability. This allows a user to enter data and initiate a process that
will automatically update the employee's health benefits record. This functionality will be
particularly helpful during Federal Employees Health Benefits (FEHB) Open Season.

NOTE:

Users can still enter data for FEHB actions for individual employees, but Par Actions are

not keyed. The data is entered on the Health Benefits page.

Procedure

The following steps detail the procedure for processing Health Benefits using the Mask
functionality.

o

Home

€ Homa & Worklist  Help S Sign Ouf

—
@ Develop Workforce

@ Administer Warkforce

@ Compensate Emplovees

&2 Manitar Workplace

R Define Business Rules

w2 Self Service

@ He Process Menu

@ Help Pal Online

@ FPeopleTools
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Step | Action

1. Click the He Process Menu link.

2. Click the HHS Custom Processes link.
[ HHE Custom Pracessed

3. Click the MassMask link.

4. Click the Health Benefit Mask link.

-

Home = He Process Menu = HHS Custam Processes = Masshask = Health Benefit Mask Mewy Window

& Home & Worklist # Help S Sign ouf

Health Benefit Mask

Find an Existing Value

Run Control ID:|

™ Case Sensitive

Advanced Search

Add a Mew Yalug

Step Action

5. Enter the desired information into the Run Control ID field. Enter "FEHB".

6. Click the Search button.
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@ Home @ worklist 2 Help S Sign Out
Home = He Frocess Menu = HHS Custom Processes = Masshiask = Health Benefit Mask Mews Window
{ Heath Benefit Mask %
Run Control ID: FEHB Report Manager Process Monitor Run
NOA Code: 952 NOA Code Ext: 0 Effective Date: [01/2202004 Ed]
First (40 1.0f 1 [M] Last
P Plan
EmpliD Name Tvpe Benefit Plan Code
1] Q) [ &l al =]
B save) Bk Add ] |l Update/Display

Step Action

7. Enter the Effective Date for the action group. (This date will be populating the
Coverage Begin Date, Deduction Begin Date and the Election Date fields on the
Health Benefits page.)

NOTE: The Effective Date of the action group applies to all employees included in
the mask.

Click the Choose a date button.

@ 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
Home = He Frocess Menu = HHS Custom Processes = Masshiask = Health Benefit Mask Mews Window
{ Heath Benefit Mask Y
Run Control ID: FEHB Report Manager Process Monitor Run
NOA Code: 952 NOA Code Ext: 0 Effective Date: [01/2202004 Ed]
T
=

January 'l IQDD4 'l

EmpliD Hame Plan oo efit plan COverad:
Type Code 1 23

1] 4 [al] Y 4 5 6 7 8 810
1112 13 14 15 16 17

18 19 20 21 [22] 23 24

26 26 27 28 29 30 3

4] Curent Date [»

B save) Bk Add ] |l Update/Display

Step Action

8. Click the desired date.
Click 26
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o

@ Home @ worklist 2 Help S Sign Out
Home = He Frocess Menu = HHS Custom Processes = Masshiask = Health Benefit Mask Mews Window
{ Heath Benefit Mask %
Run Control ID: FEHB Report Manager Process Monitor Run
NOA Code: 952 NOA Code Ext: 0 Effective Date: [01/2662004 Ed]

e Al First (40 1.0f 1 [M] Last

# Plan Coverage
EmpliD Name Tvpe Benefit Plan Code
1] q e are =&
M [ Add | | E] Update/Display

Step Action

9. Click in the *EmplID 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

10. | Enter the desired information into the *EmplID field. Enter "0079".

11. | Click in the Plan Type field.

12. | Enter the desired information into the Plan Type field. Enter "10".

13. | Press [Tab].

14. | Enter the Benefit Plan (Carrier code)
Enter the desired information into the Benefit Plan field. Enter "10".

15. | Press [Tab].

16. | Enter the desired information into the Coverage Code field. Enter "2".

17. | Click the Add a new row button to insert another employee's health benefit
information.
Click the Add a new row at row 1 button.
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Step | Action

18. | Continue to repeat the process until all employees have been entered.
To save time, these steps will be completed for you.

19. | When all employees' data has been entered, click the Run button.
Click the Run button.

Run

-

Horme = He Process Menu = HHS Custom Processes = Massiask = Health Benefit Mask Dewy indoy

@ Home G Worklis ? Help S Sign Ouf

Saved
Process Scheduler Request

User ID: BOASHBIOM Run Control ID: FEHE

Server Name: I | ponpate: 01722004 [
Recurrence: 7! Run Time: I 216:54PM
Time Zone: = Resgetto Current DateTime |

Process List

Select Description Process Name Process Type *Type *Format
W  HE_HLTH_ELCT HE_HLTH_ELCT Application Engine I(Nune) 'l I(Nune) 'l Eﬂ

Step | Action

20. Click the Server Name list.

21. Select the PSUNI X server.
Click PSUNX

PSLUNK

22. Click the Ok button.

23. Note the Process Instance number. This number is found below the Run button on
the Health Benefits Mask page.
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o

@ Home @ worklist 2 Help S Sign Out
Home = He Process Menu = HHS Custom Processes = Massilask = Health Benefit Mask e Yind ov
Saved
{ Heath Benefit Mask %
Run Control ID: FEHB Report Manager Process honitor

Process Instance:203081

NOA Code: 962 NOA Code Ext: 0 Effective Date: |01/262004 5]

e Al First (4 1.3 0i 3 [P Last

EmplID Name ?;’; Benefit Plan Eg‘;’age
1 Wﬂ Sullivan,Evan Wﬂ Im—ﬂ |2_ﬂ =1
2foote &) WINTERFRED [o@fic i &l [F[=]
sfooe7 Q) REEDADAM [malfc @l & [F[=]
Esave) Bl add) (] Updaterbisplay

Step Action

24. Click the Process Monitor link.

25. | Be sure the Process (HE_HLTH_ELCT) shows a Run Status of Success.
A Run Status of Success demonstrates that the process has completed.
End of Procedure.

Employee Realignment Mask

Introduction

A mask template is available to Users for the initiation of an employee Realignment. The Mask
process will update the employee's record and the employee's current position to reflect the new
Department ID (Admin Code).

The following data will appear on the Data Control Page for the realignment action:

- Effective Date

- Action: POS (Position Change)

- Reason: REO (Reorganization/Restructure)

- NOA Code: 790 (Realignment)

- NOA Extension: 0

- Legal Authority: UNM

Procedure
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The following steps detail the procedure for processing Mask employee realignments.

-

Home

@ Home ; dis # Help S Sign Out

—_—
& Develop Workforce
@ Administer Workforce
@ Compensate Employees
< Manitar Workplace
@ Define Business Rules
@ Self Service
@ He Process Menu
@ Help FoC Online

@ FPeopleTools

Step | Action

1. Click the He Process Menu link.

2. Click the HHS Custom Processes link.
[ HHE Custom Processes]

3. Click the MassMask link.

4. Click the Employee Realignments link.

[Ernplovee Realignrments]
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Home = He Process Menu = HHS Custom Processes = Massilask = Employee Realignments

£ Home

S Sign Ouf

Mewy Window

Employee Realignments

Find an Existing Value

Run Cantral ID:|

™ Case Sensitive
[T Include History [ Correct History

Advanced Search

Add 3 Mew Yalue

Step Action

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

6. Click the Search button.
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@ Home @ wWorklist 2 Help S Sign Out
Home = He Process Menu = HHS Custom Processes = Masshiask = Employee Realignments Mews Window
{ Emp. Realignment
Run Control ID: REALIGN Report Manager Process Monitor Run

Effective Date: |01/22/2004 ]

HowLocation  guthorty 1Descr - Part 1 Authori

- ol all ] —

*EmpliD Name *Setid “New Department

B save

4 L3

Step Action

7. Enter the Effective Date. (The date would be the same for all employees being
realigned.)
Click the Choose a date button.

DEMAND

PERSONAL NAVIGATOR

@ 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
Home = He Process Menu = HHS Custom Processes = Masshiask = Employee Realignments Mews Window
{ Emp. Realignment
Run Control ID: REALIGN Report Manager Process Monitor Run

Effective Date: |01/22/2004 ]
‘

= |
E— ]
5 M T T F 5

M :
*EmpliD Name artment NevwLocation ., ority 1 Descr - Part 1 Authori

T2 3 Code

1] 4 4 5 6 78 91| [ A | —

11 12 13 14 15 16 17

18 19 20 21 [22] 23 24

256 26 27 28 29 30 M

4] Current Date [»)

B save

4 L3

Step Action

8. Click the desired date.
Click 26
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o

@ Home @ wWorklist 2 Help S Sign Out
Home = He Process Menu = HHS Custom Processes = Masshiask = Employee Realignments Mews Window
{ Emp. Realignment
Run Control ID: REALIGN Report Manager Process Monitor Run

Effective Date: |01/26/2004 []

Mew Location

*EmpliD Name *Setld *New Department Code Authority 1 Descr - Part 1 Authori

o -l Al all —
B save

] 3

Step Action

9. Click in the *EmplID 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

10. | Enter the desired information into the *EmplID field. Enter "0108".

11. | Press [Tab].

12. | Enter the SetID of the new department to which the employee is being realigned.
Enter the desired information into the *SetID field. Enter "NI1HO00".

13. | Press [Tab].

14. | Enter the desired information into the *New Department field. Enter "HN252".

15. | Enter the New Location Code when applicable. If this field is left blank, the old value
will carry over.

16. | Click in the Authority 1 Descr - Part 1 field.

Page 46




FERSOMAL

DEMAND Training Guide

NAVIGATOR

Mass/Mask Actions

Step | Action

17. | Enter the description for the "UNM" legal authority that will appear on the employee’s
record.
Enter the desired information into the Authority 1 Descr - Part 1 field. Enter
"POSITION CHANGE".

18. | Press [Tab] twice to select the New Account Code field.
Press [Tab].

19. | Press [Tab].

20. | Enter the new CAN if applicable. If this field is left blank the old value will carry
over.
Enter the desired information into the New Account Code field. Enter "1921131R".

21. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
8 =

22. If desired, enter a remark in the New Description field. This will be treated as the
'ZZZ' remark.

23. | Click the Add a new row button to insert another employee's information.
Click the Add a new row at row 1 button.

24. | Continue to repeat the process until all employees have been entered.
To save time, these steps will be completed for you.

25. | When all employees' data has been entered, click the Run button.

Click the Run button.

Run
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o

Home = He Process Menu = HHS Custom Processes = Masshiask = Employee Realignments Mews Window

£ Home

Process Scheduler Request

User ID: SCASEIDY Run Control ID: REALIGN

Server Name: _:Iv Run Date: |U1 1222004 (e
Recurrence: ¥! Run Time: I 3ET3MPM
Time Zone: hd Reset to Current Date/Time |

Process List

Select Description Process Name Process Type “Type “Format
¥  HE_REALIGN HE_REALIGMN Application Engine I(None) 'I (Mone) = Eﬂ

Step Action

26. Click the Server Name list.

27. Select the "PSUNX" server.
Click PSUNX

PSUNK

28. Click the Ok button.

29. | Note the Process Instance number. (This number is found below the Run button on
the Employee Realignments page)
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o

£ Home (2 Worklis S Sign Out]
Home = He Process Menu = HHS Custom Processes = Masshiask = Employee Realignments Mews Window
Saved
{ Emp. Realignment
Run Control ID: REALIGR Report Manager Process honitor

Process Instance:203082

Effective Date: |01/26/2004 []

Mew Location

*EmpliD Name *SetiD  “New Department ' Authority 1 Descr - Part 1 Authori
1 |n1oa Q| REED,GEORGE INIHDD Q| [Hrizs2 al| & [PosITION CHANGE |
2 |n111 Q) BARCROFT,GEORGE INIHDD @ [Hrzaz all & [Posimion cHanGE |

B save

4

Step Action

30. Click the Process Monitor link.

31. | Besure the process HE_ REALIGN shows a Run Status of Success.
A Run Status of Success demonstrates that the process has completed.
End of Procedure.
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