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Introduction

EHRP is a position-driven human resource system rather than an employee-driven system. By
basing the system's database contents on the position itself, the Department can track information
related to the position, such as location, regardless of whether or not there is an actual employee
in that particular position. In this configuration, when the position is vacant, the common thread
that binds the human resource data together is not lost.

Position Management is the process of assigning data to positions and moving employees in and
out of those positions as appropriate.

The information used to maintain and track positions in EHRP will serve the Department in many
areas of human resources including organization planning, budgeting, recruitment, and career
planning. While some of these benefits will not be used at this time, they are potential
components for inclusion with later releases of the system.
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Job Codes

Job codes are templates within the system used for grouping similar positions in a logical manner.
A single job code can have many positions and thus many employees linked to it within EHRP.
Many employees may share the same job code, even though they may have different positions
and perform work in different admin codes, locations and Agencies.

Creating a Job Code

Introduction

In EHRP, there are four pages in the Job Code page group. Information captured on the OF-8 is
entered into the first and third pages of this page group to create a job code.

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.

Some of the information tracked at the job code level within EHRP includes:

-Job Title

-Occupational Series

-Pay Plan

-Pay Table

-Grade

-Supervisory Level

-PATCOB Code

-Functional Classification

-FLSA Status

-POI

-LEO

Procedure

The following steps detail the procedure for creating a job code.
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£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

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

ab Code Tahlel
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Home = Develop Workforce = Manage Positions (JSF) = Setup = Job Code Table Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Job Code Table

Find an Existing Value

SetiD: IDHHSD@
Job Code: I
Description: I

occupational Series:[ (@

oficial Position Title: |

™ Case Sensitive
™ Include History T~ Correct History

Add 2 Mew Valug

Step Action
5. Click the Add a New Value link.

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

NOTE: The Job Code should be created within the SetlD that corresponds with the

Agency for which the Job Code is being created. This should default to your agency's
SetID. You can change the SetID .
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Home = Develop Workforce = Manage Positions (JSF) = Setup = Job Code Table Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Job Code Table

Add a New Value

SetiD: DHHS T G
Job Code:

Add

Find an Existing Yalue

Step Action

7. Press [Tab].

8. Enter the Job Code number you wish to add into the Job Code field. Enter "RS8045".
Note: The job code number is the smart-coded Position Description number and
should be entered in all caps.

9. Click the Add button.
Add

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

@ The Calendar icon represents a date prompt. Clicking this button will produce a pop-up
calendar for reference. To select a specific date from the pop-up calendar as the field
entry, simply click on the date. Use the arrows to move through the months and years.
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£ Home 2 Winrklist # Help S Sign Ouf
Home = Develop Workforce = Manage Positions (USF = Setup = Job Code Table e Wind owy -
J(.Jclb Code Profile \: Default Compensation \
SetlD: DHHs0 Job Code: RS8045 Business Units that use this Setid
Joh Code Profile view Al First (0 1.0 1 [ Last
*Effective Date: |1210312003 Bl sstatus: |Active ~| =]
Occupational Series: l_ g
Official Posn Title Code: I_ﬂ |
Organization Posn Title Cd: l_ g |
Job Description: I :I
Job Function Code: I_g
Job Family: |—g *Manager Level: IOther j'
*Standard Hours: [sooo— Standard Work Period: [V Q Weeky
Workers' Comp Code: l_
*Comp Freq: IA Q| Annual
oI T O AT lﬁ ™ Medical Checkup Required | |
r E= ygp
» E= ik radaral <
Step Action
11. | Click in the Occupational Series field.
12. | Enter the desired information into the Occupational Series field. Enter "0201".
13. | Press [Tab].
14. | Enter the desired information into the Official Posn Title Code field. Enter "07".
15. | Press [Tab].
NOTE: The Official Posn Title Code description will default to the Organization
Posn Title Code description and the Job Description. If an Organization Posn Title
Code is selected, the Organization Posn Title Code description will update. The Job
Description can be overwritten, if necessary.
16. | Click the *Manager Level list.
17. | Select the desired entry.
Click Supv/Mgr.
18. | Enter the value of "40.00" for the Standard Hours and "W" for the Standard Work
Period of Weekly, if necessary.
NOTE: For a part-time position, this field would be modified. For positions without
hours, enter "1". The standard hours is based on a weekly versus a biweekly tour.
19. | Click the Regular/Temporary list.
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Step | Action

20. | Select the desired entry.
Click Regular.

21. Click the USA icon button.
rE

-

& Homa ) g S Sign Outl
Home = Develop Warkforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J.f Job Code Profile Y Default Compensation
SetlD: DHHSO Joh Code: R38045 Business Units that use this Setid
*Effective Date: [r2i03r2003 B statys: [Active -] +1=1
Occupational Series: Wg HR Specialist
Official Posn Title Code: Irg |Human Resources Officer
Organization Posn Title Cu: I_ﬂ |Human Resources Officer
Job Description: |Human Resources Officer :l
Job Function Code: I—ﬂ
Job Family: | al “Manager Level; | Suprtor 'l ]
“Standard Hours: IAD.DD Standard Work Period: IW— Q] Weeky
Workers' Comp Code: l_
*Comp Freg: IA— ﬂ Annual
Regular Temporary: lm ™ Medical Checkup Required
¥ B ysa
| Union Code: l_ ﬂ -

Step | Action

22. | Scroll as necessary to view the information contained in the USA icon.
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Workers' Comp Code:

|
IA G snnual

£ Home

*EEO-1 Job Category: IND EED-1 Reporting
*EEO-4 Joh Category: | Mo EEO-4 Reparting
*EEOQ-5 Joh Category: | Mo EEO-5 Reporting
*EE0.6 Job Categony { Mo EEO-6 Reparting
IPEDS-S .Job Categony: IND IPEDS-E Reporting
Standard Occupational l— =Y

Classif:

EEQ Job Group:

—

*FLSA Status: Monexempt 'l
*Tipped: Mat Tipped 'l

Lo Lol L] e I

*Comp Freq:
I T O I Regular | ™ Medical Checkup Required
T Eysa
Union Code: =)

» E= 5 Federal

& save

Joh Code Profile | Default Compensation

EAdd) (4 UpdatesDisplay] | EllInclude History) | [ Correct History |

4

Step Action
23. | Click the *FLSA Status list.
24. | Select the desired entry.
Click Exempt.
25. | Click the US Federal icon button.
=

Page 7




Training Guide
Position Management

ONDEMAND

PERSONAL NAVIGATOR

o

Workers' Comp Code:

£ Home

|
IA G snnual

*Comp Freq:
I T oo IReguIar -] ™ Medical Checkup Required
v E= ysa
Union Code: =)

*EEQ-1 Job Categony
*EEO-4 Job Category:
*EEO-5 Joh Category:
*EE0-6 Joh Categony:
IPEDS-S Job Categony:
Standard Occupational

Classif:
EEO Job Group:

|Nu EED-1 Reporting

|Nu EED-4 Reporting

INU EED-5 Reporting

{ Mo EEO-6 Reparting

[Mo IPEDS-5 Reparting
Q

Lo Lol L] e I

*FLSA Status: Exempt 'l
*Tipped: Mat Tipped 'l
¥ E= us Federal
Agency: IFg Department of HHS
Sub-Agency: I_ﬂ
POL: [ QJ -
Step Action
26. | Scroll as necessary to view the information contained in the US Federal icon.
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@ Home 2 Worklist 2 Help S Sign Outl

s

Agency: IFg Department of HHS
Sub-Agency: [

PoI; [T

Bargaining Unit: l_ (=Y,

Pay Basis: IPerAnnum j
Fund Source: f =l

Performance Plan: Q)

?:II enthetical | I " Employee Financial Interests

e

PATCOB Code: |Admimstrative j ™ Executive Financial Disclosure

Functional Class:| Not Applicabl = ™ 1n Actions

Sensitivity Code: | Non Sensitive =] Target Grade: |

LEO Position: | =]

Classification I al

Standard: -
Classifier: |

Date Classified: |1 200372003 @ Classification Authority:

Classification Factors

Step Action
27. | Click in the Sub-Agency field.
28. | Enter the desired information into the Sub-Agency field. Enter "11".
29. | Press [Tab].
30. | Enter the desired information into the POI field. Enter "4183".
31. | Press [Tab].
32. | Enter the desired information into the Bargaining Unit field. Enter "0018".
33. | Click the Fund Source list.
=
34. | Select the desired entry.
Click Appropriated Funds.
|Appropriated Funds |
35. | Click the PATCOB Code list.
=
36. | Select the desired entry.

Click Professional.

|Prnfessional |
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37. | Confirm the Position Sensitivity Code default of "Non Sensitive" or select the
appropriate code from the drop down menu.

If the job code is for a law enforcement officer (LEO), select the LEO Position from
the drop down menu.

38. | If the OF-8 indicates that an Employee Financial Interests or Executive Financial

Disclosure background investigation is required, check the checkbox.

Check the 1A Actions checkbox if the OF-8 indicates that classification findings will
support a request to increase allocations.

Enter the Target Grade if the job code is for a career ladder job code and represents
the target grade.

-

£ Home (= Worklis - Help S Sign Ouf

* = ys Federal -

Agency: IFg Department of HHS

Sub-Agency: Wﬂ Prograr Support Center

POL: [s1e37 Q) pec

Bargaining Unit: lmg PROFESSIONAL MGRS ASSOC

Pay Basis: [ Per annum =l

Fund Source: |Appropriated Funds j

Performance Plan: =Y

?:II enthetical I j [ Employee Financial Interests
e
DATCOB Code: [T " Executive Financial Disclosure

[ 1a Actions

Functional Class:| Mot Applicable |

Sensithity Code: | Non Sensitive =] Target Grade:

LEO Position: | |

Classification I ﬂ

Standard: | |
Classifier: I

Date Classified: |1 2032003 [ Classification Authority:

Classification Factors

Step Action

39. | Scroll as necessary to view the Default Compensation tab at the top of the screen.
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@ Home
Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J(.Jclb Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Business Units that use this Setid

LJoh Code Profile

*Effective Date: [(2:032003 B sstatus: |Active ~|

Occupational Series: W@ HR Specialist | |
Official Posn Title Code: Irﬂ |Human Resources Officer

Organization Posn Title Cd: I_ﬂ |Human Resources Officer

Joh Description: |Human Resources Officer :l

Job Function Code: (Y

Job Famiy: Y “Manager Levet: |SupvMar =]

*Standard Hours: IW Standard Work Period: |0 Q] Weeky

Workers' Comp Code: l_

“Comp Freq: IA— ﬂ Annual

RegularTemporary: lm " Medical Checkup Required

v E= ysa

| Union Code: l_ Q .

Step Action

40. | Click the Default Compensation tab.
[ Default Compensation |
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£ Home (2 Wwiorklis ? [Help 3 Sigh Ouf
Home = Develop Workiorce = Manage Posilions (USF) = Setup = Job Code Table e Yind ov =
f Job Code Profile )‘ Default Compensation \_
SetiD: DHHSO Joh Code: R38045
Default Compensation Wiew All First [ 1.0t 1 (M Last
Effective Date: 1210372003 Status: Active
Salary SetiD: P5c00|A payPlanTableGrade: | | | all &
Minimum Midpoint Maximum
Survey Salary: I = Hourly:
BivwWeekh:
Salary Survey Job Code: I Monthhy:
Annual:
Pay Components Wiew All First (4] 1011 [ Last
‘Rate Code Details Comp Rate Currency ‘Frequency Percent Apply FTE
1] A Details | [T =Y O =]

Step Action

41. | Click in the Pay Plan field.

42. | Enter the desired information into the Pay Plan field. Enter "EG".

43. | Press[Tab].

44, Enter the desired information into the Table field. Enter "0000".

45. | Press [Tab].

46. Enter the desired information into the Grade field. Enter 00",

47. | Press [Tab].
The salary survey information appears in the Salary Survey area.
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@ Home
Home = Develop Workiorce = Manage Posilions (USF) = Setup = Job Code Table e Yind ov =
f Job Code Profile )‘ Default Compensation \_
SetiD: DHHSO Joh Code: R38045
Default Compensation . First (4 10r 1 [M] Last
Effective Date: 1210372003 Status: Active
Salary SetiD: P5c00|A pay PlanTablefGrade: [EG A [pona oo @)
Minimum Midpoint Maximum
I 2 §6.710000 $51.270000  §95.830000
Survey Salary: = Hourly:
Biveekiy: $636.80 §4,101 60 $7.666.40
Salary Survey Job Code: | Monthh:  $1,163.070 $3,586.800 $16,610.530
Annual:  $14,000.000 $107,000.000 $200,000.000
Pay Components All First (4 1011 [M] Last
‘Rate Code Details Comp Rate Currency ‘Frequency Percent Apply FTE
1] Q| petails | [ Q m =]

Step Action

48. | Scroll as necessary to view the Save button at the bottom of the screen.
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@ Home @ worklist 2 Help S Sign Out
Effective Date: 1210372003 Status: Active =
‘ Salary SetiD: P5C00|Q| pay PlanTable/Grade: [EG | Q [ooon” @ fon @y
Minimum Midpoint Maximum
4 J6.710000 $41.270000  §95.830000
Survey Salary: [ = Hourty:
BivWeekhy: $536.80 $4,101.60 §7.666.40
Salary Survey Job Code: | Monthly:  $1,163.070 $2,226.800 $15,610.530
Annual:  §$14,000.000 $107,000.000 $200,000.000
Pay Components First [ 10814 [P Last
*Rate Code Details Comp Rate Currency *Frequency Percent Apply FTE
1] Q Details | Y <l O =1
B save EAdd) | UpdatesDisplay ] | Ellinclude History) | [ Correct History

Job Code Profile | Default Compensation

4

Step Action

49, Click the Save button.

50. | The job code is created.
End of Procedure.

Modifying Job Code Data

Introduction

You can modify data on an active job code. You need to navigate to the appropriate page and
field and make the necessary changes.

Note: Changes made to job code data will not be automatically applied to related positions and
employees. Manual updates to the positions and employees are required.

Procedure

To modify data on an active job code, perform the following steps.
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@ Home 2 Worklist 2 Help S Sign Outl

Home

—
@ Develop YWorkforce
@ Administer Workforce
@ Compensate Employess
@ Define Business Rules
@ He Process Menu
@ Help PoC Online

@ PeopleTools

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Setup link.
4. Click the Job Code Table link.
5. NOTE: The SetlID should default to your agency's SetID. Confirm or enter the SetID.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.
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Home = Develop Workforce = Manage Positions (JSF) = Setup = Job Code Table Mew Window

£ Home

Job Code Table

Find an Existing Value

SetiD: IDHHSD@
Job Code: I

Description: I

occupational Series:[ (@

oficial Position Title: |

™ Case Sensitive
™ Include History T~ Correct History

Add 2 Mew Valug

Step Action
6. Press [Tab].

7. Enter the desired information into the Job Code field. Enter "RS8045",

8. Click the Search button.
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£ Home

Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J(.Jclb Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Husiness Units that use this Setid
*Effective Date: [(2:032003 B sstatus: |Active ~| =]
Occupational Series: Wﬂ HR Specialist

Official Posn Title Code: ID? =Y |Human Resources Officer
Organization Posn Title Cd: I =Y, |Human Resources Oficer

|Human Resources Officer :I

Job Description:

Job Function Code: Y

Job Family: I Q) *Manager Level: ISuvaMgr j'
[+0 Standard Work Period: |0 Q] Weeky

*Standard Hours:

Workers' Comp Code: I

» E= g radaral

*Comp Freq: IA Q| Annual
Regular Temporary: IRegular vl " Medical Checkup Required | |
» Eysp

Step Action

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

10. 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.

Page 17



Train

DEMAND

PERSONAL NAVIGATOR

ing Guide ON

Position Management

Home = Develop Warkforce = Manage Positions (USF) = Setup = Job Code Table Mews Window

o

£ Home

J(.Jclb Code Profile \: Default Compensation \

SetlD: DHHEO Job Code: R38045 Business Units that use this Setid

LJoh Code Profile View All First (4] 102 D Last

*Effective Date: [(2:0812003 B -status: |Active ~| =]

x|
Occupational Series: W@ k WI@
Official Posn Title Code: IU? (=) F S M T W T F S
Organization Posn Title Cd: I ﬂr} 7 ; ;% 1: 12 12
Job Description: |Humem Res 14 15 16 17 18 19 20 Eli
wrmimes. 18 | [1E2usny
Job Family: | Q _gr =
*Standard Hours: [+0 (4] Current Date [») Q Weeky
Workers' Comp Code: I
*Comp Freq: IA Q| Annual
oI T O AT lm ™ Medical Checkup Required | |
> E= gy
» B=1g tadaral A
Step Action
11. | Navigate as necessary and click on the desired date.
12. | Continue to navigate to the appropriate pages and fields and make any other necessary

changes.

E’ Note: Changes made to job code data will not be automatically applied to related

positions and employees. Manual updates to the positions and employees are required.
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Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J( Job Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Business Units that use this Setid
*Effective Date: [(21672003 B sstatus: |Active ~| =]
Occupational Series: W@ HR Specialist
Official Posn Title Code: Irﬂ |Human Resources Officer
Organization Posn Title Cd: I_ﬂ |Human Resources Officer
Joh Description: |Human Resources Officer :l
Job Function Code: (Y
Job Famihy: Y *Manager Level: [supaiar =]
*Standard Hours: IW Standard Work Period: |0 Q] Weeky
Workers' Comp Code: l_
“Comp Freq: IA— ﬂ Annual
RegularTemporary: lm " Medical Checkup Required | |
» E= 50
» E= g radaral -

Step Action
13. | Scroll as necessary to view the Save button.
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@ Home 2 Winrklist S Sign Ouf
=
*Effective Date: [r2i222003 ] +statys: [Active -] [+1=1
Occupational Series: I0201 Q) HR Specialist
Official Posn Title Code: ID? Q] |Human Resources Officer
Organization Posn Title Cd: I QJ |Human Resources Officer
Job Description: |Human Resources Officer :l
Job Function Code: I ﬂ
Job Famihy: [ al *Manager Level: [supaviar =]
*Standard Hours: [+ Standard Work Period: [/ K Veekly
Workers' Comp Code: I
“Comp Fregq: |A Ql annual
RegularTemporary: IRegular -] " Medical Checkup Required
» B yusa
» E= ys Federal
&) save]  [CLRetun ta Saarch [Ekadd llinclude History ] | [# Correct History,

Joh Code Profile | Default Compensation

4

Step Action

14, Click the Save button.

15. | The job code data for an active job code is modified.
End of Procedure.

Inactivating Job Codes

Introduction

To retain an accurate system history, an end-user should never delete a job code. Instead, when a
job code is no longer needed, it should be inactivated.

Note: Before inactivating a job code, a user must first inactivate each position associated with the
job code.

Procedure

To inactivate a job code, perform the following steps.
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@ Home 2 Worklist 2 Help S Sign Outl

Home

—
@ Develop YWorkforce
@ Administer Workforce
@ Compensate Employess
@ Define Business Rules
@ He Process Menu
@ Help PoC Online

@ PeopleTools

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Setup link.
4. Click the Job Code Table link.
5. NOTE: The SetlID should default to your agency's SetID. Confirm or enter the SetID.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.
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Home = Develop Workforce = Manage Positions (JSF) = Setup = Job Code Table Mew Window

£ Home

Job Code Table

Find an Existing Value

SetiD: IDHHSD@
Job Code: I

Description: I

occupational Series:[ (@

oficial Position Title: |

™ Case Sensitive
™ Include History T~ Correct History

Add 2 Mew Valug

Step Action
6. Press [Tab].

7. Enter the desired information into the Job Code field. Enter "RS8045",

8. Click the Search button.
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@ Home
Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J(.Jclb Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Husiness Units that use this Setid
*Effective Date: [(2:032003 B sstatus: |Active ~| =]
Occupational Series: Wﬂ HR Specialist

Official Posn Title Code: ID? g |Human Resources Officer

Organization Posn Title Cd: I (= |Human Resources Officer

Joh Description: |Human Resources Officer :l

Job Function Code: Y

Job Famihz I Q) *Manager Level; I Suprtgr ‘l

*Standard Hours: [+0 Standard Work Periog: [ (X Weeky

Workers' Comp Code: I

*Comp Freq: IA Q| Annual

Regular/Temporary: IReguIar vl ™ Medical Checkup Required | |
» Eysp

» E= g radaral

Step Action

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

Step | Action

10. Click the Choose a date button in order to enter the Effective Date for when the Job

Code should be inactivated.
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@ Home
Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J(.Jclb Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Business Units that use this Setid

Joh Code Profile viewall  First (1] 14

*Effective Date: [(2:0812003 B -status: |Active ~|
£
Occupational Series: |E'2'J1 SN W G -
Official Posn Titiecode: |07 (| [1| [N W F S
1203 4 5 @
Organization Posn Title Cd: | =
rganization HFosn e I- 7 g 910 11 12 13
Job Description: |Humem Res 14 15 16 17 18 19 20 Eli
21 23 23 24 25 26 27
Job Function Code: Y o 29 30 o
Job Family: | =Y or T
*Standard Hours: [+0 (4] Current Date [») Q iieekly
Workers' Comp Code: I
*Comp Freq: IA Q| Annual
Regular/Temporary: IRegular -] " Medical Checkup Required | |
> E= gy
» = 11c cadaral bt

Step Action

11. | Navigate as necessary and click on the desired date for when the Job Code should be
inactivated.
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@ Home
Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J( Job Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Business Units that use this Setid
*Effective Date: [(21672003 B sstatus: |Active ~| =]
Occupational Series: W@ HR Specialist
Official Posn Title Code: Irﬂ |Human Resources Officer
Organization Posn Title Cd: I_ﬂ |Human Resources Officer
Joh Description: |Human Resources Officer :l
Job Function Code: (Y
Job Family: Y *Manager Level: [supaiar =]
*Standard Hours: |4D.EIEI Standard Work Period: IW— Q iieekly
Workers' Comp Code: l_
“Comp Freq: IA— ﬂ Annual
RegularTemporary: lm " Medical Checkup Required | |
» E= 50
» E= g radaral -

Step Action

12. Click the *Status list.

&

13. | Click the Inactive entry in the Status list.

14. | Scroll as necessary to view the Save button.
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LJoh Code Profile

£ Home

*Effective Date: [r2i152003 B -status: =
Occupational Series: Wg HR Specialist
Official Posn Title Code: Irg |Human Resources Officer
Organization Posn Title Cd: I_g |Human Resources Officer
Job Description: |Human Resources Officer :l
Job Function Code: I—ﬂ
Job Famiy: Y “Manager Levet; |SupMar =]
*Standard Hours: IW Standard Work Period: |0 |[X] Weeky
Workers' Comp Code: l_
*Comp Freq: IA— ﬂ Annual
RegularTemporary: [Reguiar =] I Medical Checkup Required
r E=ysa
» E= ys Federal
Esave]  [CRetun to Search s Allinclude History | |[# Correct History:

Joh Code Profile | Default Compensation

4

Step Action

15. Click the Save button.

16. | The job code that is no longer needed is inactivated.
End of Procedure.

Reactivating Inactive Job Codes

Introduction
Inactive job codes can be reactivated, if necessary.

Note: After reactivating the job code, a user can then reactivate the associated positions, if
necessary.

Procedure

To reactivate an inactive job code, perform the following steps.
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@ Home 2 Worklist 2 Help S Sign Outl

Home

—
@ Develop YWorkforce
@ Administer Workforce
@ Compensate Employess
@ Define Business Rules
@ He Process Menu
@ Help PoC Online

@ PeopleTools

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Setup link.
4. Click the Job Code Table link.
5. NOTE: The SetlID should default to your agency's SetID. Confirm or enter the SetID.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.
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Home = Develop Workforce = Manage Positions (JSF) = Setup = Job Code Table Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Job Code Table

Find an Existing Value

SetiD: IDHHSD@
Job Code: I
Description: I

occupational Series:[ (@

oficial Position Title: |

™ Case Sensitive
™ Include History T~ Correct History

Add 2 Mew Valug

Step Action
6. Press [Tab].
7. Note: The Job Code number should be entered in all caps.
Enter the desired information into the Job Code field. Enter "RS8045".

8. Click the Search button.
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@ Home
Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J(.Jclb Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Husiness Units that use this Setid
*Effective Date: [(2:032003 B sstatus: |Active ~| =]
Occupational Series: Wﬂ HR Specialist

Official Posn Title Code: ID? g |Human Resources Officer

Organization Posn Title Cd: I (= |Human Resources Officer

Joh Description: |Human Resources Officer :l

Job Function Code: Y

Job Famihz I Q) *Manager Level; I Suprtgr ‘l

*Standard Hours: [+0 Standard Work Periog: [ (X Weeky

Workers' Comp Code: I

*Comp Freq: IA Q| Annual

Regular/Temporary: IReguIar vl ™ Medical Checkup Required | |
» Eysp

» E= g radaral

Step Action

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

Step | Action

10. Click the Choose a date button in order to enter the Effective Date for when the Job

Code should be activated.
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@ Home
Home = Develop Warkforce = Manage Positions (USF) = Setup = Job Code Table Mews Window |
J(.Jclb Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Business Units that use this Setid
Job Code Profile view Al First (€] 14
*Effective Date: |12I08I2003 @ Status: | Active VI
=
Occupational Series: I'U'TI &l r IDecemher v”ZDDS :[v
official Posn Title Code: 07 (@) [} IR Wl F s
1 213 4 5 6
Organization Posn Title Cul: I ﬂr} 7 @ glﬁ| M 17 12
Job Description: |Humem Res 14 15 16 17 18 19 20 Eli
2022 23 24 25 26 27
Job Function Code: Y e 25
Job Family: | Q or
*Standard Hours: |4D.E|El (4] Current Date [») Q Weeky
Workers' Comp Code: I
*Comp Freq: IA Q| Annual
RegularTemporary: IREgL”ar vl ™ Medical Checkup Required | |
» B s
» B=1g tadaral A

Step Action

11. | Navigate as necessary and click on the desired date for when the Job Code should be
activated.
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@ Home
Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
J( Job Code Profile \: Default Compensation \
SetlD: DHHEO Job Code: R38045 Business Units that use this Setid
*Effective Date: [(21672003 B sstatus: |Active ~| =]
Occupational Series: W@ HR Specialist
Official Posn Title Code: Irﬂ |Human Resources Officer
Organization Posn Title Cd: I_ﬂ |Human Resources Officer
Joh Description: |Human Resources Officer :l
Job Function Code: (Y
Job Famihy: Y *Manager Level: [supaiar =]
*Standard Hours: IW Standard Work Period: |0 Q] Weeky
Workers' Comp Code: l_
“Comp Freq: IA— ﬂ Annual
RegularTemporary: lm " Medical Checkup Required | |
» E= 50
» E= g radaral -

Step Action

12. Click the *Status list.

&

13. | Click the Active entry in the Status list.

14. | Scroll as necessary to view the Save button.
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LJoh Code Profile

£ Home

“Effective Date: [rzre003 Bl -status: *1=]
Occupational Series: I0201 Q) HR Specialist

Official Posn Title Code: IU? g |Human Resources Officer

Organization Posn Title Cd: I QJ |Human Resources Officer

Job Description: |Human Resources Officer :l
Job Function Code: I ﬂ
Job Famihz I =Y *Manager Level; I Suprtor ‘l
*Standard Hours: |m 0n Standard Work Period: IW Q Weeky
Workers' Comp Code: I
“Comp Fregq: |A QJ annual
RegularTemporary: | Regular vl ™ Medical Checkup Required
» E=ygp

» E= s Federal

B savel [l Retum to Search Eladd) 2 Alinclude History] |[# Correst Histary]

Joh Code Profile | Default Compensation

4

Step Action

15. Click the Save button.

16. | The job code that was inactive is reactivated.
End of Procedure.
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Positions

Positions are all of the jobs within a department, both encumbered and vacant. There is a one-to-
one relationship between Positions and employees in that a Position cannot be filled by more than
one employee. An exception to this rule is if two employees job share one Position.

In EHRP, there are five pages in the Position Data page group. Information is entered into the
first four pages of the page group. Many of the fields on these pages default from the associated
job code.

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.

Position numbers are sequentially auto-generated by the system in the order that the positions are
created. Position numbers, unlike Job Code numbers, have no inherent meaning tied to them.
Position numbers are assigned sequentially to newly established Positions by EHRP in the order
that the Positions are saved, no matter what the location of the user or from what job code the
Position is established.

For example, if an HR staff member at FDA creates a position for job code #2B2740 and an HR
staff member at CMS creates a position for job code #7B2730, then the position number for the
1st position would be "1" and the position number for the 2nd position would be "2." Then when
the FDA HR Staff creates another position for job code #2B2740, the position number will be
ng

Determining if a Position Already EXxists

Introduction

Positions are all of the jobs within a department, both encumbered and vacant. There is a one-to-
one relationship between Positions and employees in that a Position cannot be filled by more than
one employee. An exception to this rule is if two employees job share one Position.

Procedure

The following steps detail the procedure to determine whether a specific position already exists in
the system or to determine the position number for a position.
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£ 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 Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Use link.

R
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o

Home = Develop Warkforce = Manage Positions {(LSF) = Use

—_
& Administer Training (GBEL) (OUSE Position Data

< Budget Training (GBL) R
© Manage Competencies < Setup Denartraental Buret
(GBL) 2 Inguire

) Manage Faculty Events W Report

2 Manage Positions

[6 Manage Positions (LUSF)

& Plan Careers

& Plan Successions (GBEL)
& Plan Successions (USF)
© RecruitWorkforce (GEL)
& RecruitWorkforce (LSF)

Step Action

4, Click the Position Data link.
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Home = Develop Workforce = Manage Positions (LSF) = Use = Position Data

DEMAND

PERSONAL NAVIGATOR

£ Home

Mewy Window

Position Data

Find an Existing Value

Search By: | Position Number 3|

Fosition Mumber. I

[~ Include History [~ Carrect History
Arvanced Search

Add a Mew Yalue

Step Action

5. Click the Advanced Search link.
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Home » Develop Workforce = Manage Positions (USF) = Use = Position Data Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Position Data

Find an Existing Value

Paosition Mumber. I

Description: |

Fosition Status: | =l
Business Unit: I—ﬂ

Department: I—g

Joh Code: I_ﬂ

Reports To Position Mumber. I

7 case Sensitive
[ Include History [~ Caorrect History

Add a Mew Yalug

Step Action

6. Click in the Business Unit field.

Enter the desired information into the Business Unit field. Enter "PSC00".

Click the Search button.

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

10. | Note the position number and job code number.
End of Procedure.

Creating a Position

Introduction

Before you create a position, you should determine whether or not a specific position already
exists in the system. You can also determine a position number for a position. The topic prior to
this one, "Determining if a Position Already Exists", will help you to do this.

Procedure

The following steps detail the procedure for creating a position.
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-

& Homa

Home

—_—
@ Develop Workforee

@ Administer Warkforce

@ Compensate Employees
< Define Business Rules
@ He Process Menu

@ Help FoC Online

@ FPeopleTools

S Sign Outl

Step

Action

Click the Develop Workforce link.

Click the Manage Positions (USF) link.
[ Manage Paositions (USF)

Click the Use link.

Click the Position Data link.
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Home » Develop Workforce = Manage Positions (USF) = Use = Position Data Mew Window

£ Home

Position Data

Find an Existing Value

Paosition Mumber. I

Description: |
Fosition Status: | =l
Business Unit: I—ﬂ

Department: I—g

Joh Code: I_g

Reports To Position Mumber. l—

7 case Sensitive
[ Include History [~ Caorrect History

Add a Mew Yalug

Step Action

5. Click the Add a New Value link.
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Home » Develop Workforce = Manage Positions (USF) = Use = Position Data Mew Window

£ Home (2 Worklis ? Help 3 Sigh Ouf

Position Data

Add a New Value
Paosition Mumber. IDDDDDDDD

Add

Find an Existing Yalue

Step Action

6. Do not enter a Position Number. It will autogenerate when you save.
Click the Add button.
Add

Er" NOTE: The Position Number will remain at “00000000" until the user saves the page
- group. At that point, a new position number will be sequentially autogenerated for the
position.
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data e Window

£ Home

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Number: 00000000
Headcount Status: Current Head Count: 0 out of 0

First [0 1.0t 1 [} Last
*Effective Date: [(2i032003 B -status: [Active -] Initialize =]
Reason; Wg Mew Position Action Date: 12/03/2003

*Position Status: IWI Status Date: IW Edl ¥ Key Position
Reports To: I g

Dotted.Line Report: | (=]

Title: | ShortTitle: |

Long Description: ﬂ

~|  Detailed Job Descrintion

» B= 5 Federal

B save Neset tab B Add ) [ Update/Display | | 2l Inelude History ) | [ Corract History |

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

Step Action

7. Click the Choose a date button.

Q If a user is creating a new position, the Initialize button is displayed on the Description

. page of the Position Data page group. A user should select this button if the s/he wants
to copy all or many of the characteristics of a similar existing position. When a user
clicks the Initialize button, a dialog box appears, prompting the user for the Position
Number of the position s/he wants to copy. Upon clicking the Initialize button, the
system populates the pages with the position information of the position that was
selected. A user may override any information that does not apply to the new position as
necessary.

NOTE: This feature serves as a valuable time-saver when a user is required to create
numerous similar positions.

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

£ Home

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

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

First [0 1.0t 1 [} Last

*Effective Date: [20372003 B status:  [Aetve 7] Initialize =]

x
Reason: [NEW Q) X Action Date: 12/03/2003
IDecember '”2003 'l

*Position Status: [approvea M T W TEF 5 Ell ¥ Key Position
Reports To: | | 1 2 |_3| 41 5 B

I 7 o8 810 11 12 13
DRtteU S Reppt 1 |14 15 15 17 18 19 20

Title: I 21 22 23 24 25 36 17 hort Title: I

28 28 30 N ﬂ

Long Description:

4] Current Date [¥)

~|  Detailed Job Descrintion
» E= 5 Federal

B save = Newt tab [EAdd ) (] Update/Display) | El Include History ) ([# Correct History |

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

Step Action

8. NOTE: This date must be effective before the effective date of the action. For
example, if the hire date is before the effective date of the position, it will not be
accessible.

Click the desired date.
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data e Window

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Number: ooooooon

Headcount Status: Current Head Count: 0 out of 0
*Effective Date: I1 200172003 & +Status: |Active vl Initialize
Reason: INEV\' Q] MewPosition Action Date: 12/03/2003

*Position Status: IWI Status Date: IW Edl ¥ Key Position
Reports To: I g

Dotted.Line Report: | (=]

Title: | ShortTitle: |

Long Description: ﬂ

~|  Detailed Job Descrintion
» E= 5 Federal

B save = Newt tab [EAdd ) (] Update/Display) | El Include History ) ([# Correct History |

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

Step Action

9. Click the Work Location tab.

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

£ Home

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

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

Effective Date: 1210142003 Status: Active
*Regulatory Region: |USA QJ United States

*Compamy: I ﬂ

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

Department: I ﬂ
Location Code: I ﬂ

» E= s Federal
Bl savel [(BiPrevious tab Next tab EAdd ) () Update/Display) | &0l Include History ) ([ Conect History |

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

Step Action

10. | Click in the *Company 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

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

12. | Enter a Business Unit if a default entry does not appear.
NOTE: Business units serve as data filters within the EHRP system. Therefore, this
step is required before the appropriate job code can be selected.
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data e Window

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

Position Number: ooooaoon

Headcount Status: Current Head Count: 0 gut of a

Effective Date: 12/01/2003 Status: Active
*Regulatory Region: |USA QJ United States

*Companms IHE =Y

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

Department: I ﬂ
Location Code: I ﬂ

» E= 5 rederal

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

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

Step Action

13. Click the Job Information tab.
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data Mews Window |

£ Home

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

Position Number: noonooaod
Headcount Status: Current Head Count: 0 out of 0
First [ 1.0t 1 [F] Last
Effective Date: 120172003 Status: Active
Joh Code: || g Manager Level:
*Reg/Temp: |R’egu\ar =l
*FulliPart Time: [ Fuil-Time =]
‘Regular Shift: [Motapplicable =l
Union Coue: Y
Pay Plan: I Q)
Salary Plan: I @/ Grade: I Q]  step: I_ aQ
Standard Hours: I Work Period: I ﬂ
» E= s Federal

Bl savel [(BiPrevious tab Next tab [E#.dd) ] Update/Display) | EllInclude History) |[# Correct History |
ik 1

e b omnmdimin | Laln hnfmvimnmtioe | e s nifin lefmvee mbimon | D aed moedd s bnomoeds hd

Step Action

14. | The Job Code number should be entered in all caps.
Enter the desired information into the Job Code field. Enter "RS8042".
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data Mews Window |

£ Home

j Description 4 Work Location | Joh Information Y Specific Infarmation ,” Budget and Incumbents

Position Number: noonooaod
Headcount Status: Current Head Count: 0 out of 0
Effective Date: 1210152003 Status: Active
Job Code: IRSBU‘12 =Y Manager Level:
*Reg/Temp: |R’egu\ar =l
*FulliPart Time: [ Fuil-Time =]
‘Regular Shift: [Motapplicable |
Union Coue: Y
Pay Plan: I Q)
Salary Plan: I @/ Grade: I Q]  step: I_ aQ
Standard Hours: I Work Period: I ﬂ
» E= ys rederal

Bl savel [(BiPrevious tab Next tab [E#.dd) ] Update/Display) | EllInclude History) |[# Correct History |
Fimmmvivdine LUt Acle | omamdime | el hefrvmnmtioos | 5e s nifin hefmvee mdimos | Dl aesd memdd Lesiss beomoasds -

Step Action

15. | Click the Description tab.
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data e Window

@ Home 2 Worklist 2 Help S Sign Outl

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

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

Wiew All First [0 1.0t 1 [} Last
*Effective Date: [Fz:0172003 B -status: [Active -] Initialize =]
Reason; Wg Mew Position Action Date: 12/03/2003

‘PositionStatus: | APEroved 7] status pate: [120172005 i)  Key Pasition
Reports To: I =]

Dotted-Line Report: | (=]

Title: |Public Health Analyst S L

Long Description: ﬂ

~|  Detailed Job Descrintion

» B= 5 Federal

B save Neset tab B Add ) [ Update/Display | | 2l Inelude History ) | [ Corract History |

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

Step Action

16. | Click in the Reports To field.

17. NOTE: The data contained in this field enables EHRP to drive automatic actions, like
Within Grade Increases. This information can be overwritten at the employee level, if
necessary.

Enter the desired information into the Reports To field. Enter "00000008".

18. | The Official Position Title from the job code is the default. Enter the Title of the new
position if the default value is not correct.

Enter a Short Title or a Long Description for the title, if applicable.

If more detailed text is required, click on the Detailed Job Description link and enter
the appropriate description.

19. Click the US Federal icon button.

y BE=

20. | Scroll as necessary to view the information contained in the US Federal icon.

21. | The Occupational Series defaults from the job code. The Date Position
Established defaults to the effective date.
Click the Position Occupied list.

K

22. | Select the desired entry.
Click Competitive.

[Campetitive |

23. | Select and change the Medical Officer and Exempt Type if applicable.
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Step | Action

24. | Scroll as necessary to view the Work Location tab.

o

Home = Develop Workforce = Manade Positions (USF) = LUse = Position Data Dy Wifin d oy | |

€ Homa

 Descripfion y_Work Lacation * Jah Infarmation ~ Specific Information ; Budget and Incurbents |

Position Number: 00000000

Headcount Status: Current Head Count: 0 out of 0

*Effective Date: |1 200112002 Bl -Status: IActive -] Initialize ==
Reason: Wﬂ Mew Position Action Date: 12/03/2003

*Position Status: [Approved =] status Date: |1 22003 ¥ Key Position

Reports To: II]DI]I]I]I]I]B g FINAMCIAL MGMT SPECIALIST

Dotted-Line Report: | QJ
Title: |Public Health Analyst T L

Long Description: ﬂ

|  Detailed Joa Descrigtion

¥ E= 5 Federal
Occupational Series: 0685 @ Fublic health program specialist Medical Officer: INIA 4
Parenthetical Title: I ﬂ Exempt Type: INIA -

Organization Posn Title Cd: Ql
(©

Pnsitinn Orcunied:

Step | Action

25. Click the Work Location tab.
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data e Window

@ Home 2 Worklist 2 Help S Sign Outl

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

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

Effective Date: 12/01/2003 Status: Active
*Regulatory Region: |USA QJ United States

*Company: IHE =Y Department of HHS

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

Department: I ﬂ
Location Code: I ﬂ

» = 5 rederal

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

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

Step Action

26. Click in the Location Code field.

27. Enter the desired information into the Location Code field. Enter "010000000".

28. | Click the Expand section button.

=

29. | Confirm or modify the Sub-Agency.
NOTE: The Sub-Agency is equivalent to a DHHS Agency, e.g., NIH. The sub-agency
from the job code is the default.

30. Click the *Terminal ID list.

B

31. | Select the desired entry.
Click PSC.

[Psc |
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data e Window

o

£ Home

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

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

Effective Date: 12/01/2003 Status: Active
*Regulatory Region: |USA QJ United States

*Companms IHE =Y Department of HHS

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

Department: I ﬂ
Location Code: |01nuounuo =Y Alabarna

~ = 5 Federal

Position Location: | Headquarters j *Terminal ID:

*Personnel Office ID: I Q)

Sub-Agency: |34 ﬂ Health Resources and Services

Bl savel [(BiFievious tab | (5 Next tab EAdd ) (48 Update/Display | | 80l Include History ) ([ Conrect History |

Step

Action

32.

Click the Job Information tab.

[ Job Information |

33.

Confirm the value in the Reg/Temp and Full/Part Time fields. The values default
from the job code. These fields are not to be used to identify the work schedule.

Page 51




Training Guide ON
Position Management

DEMAND

PERSONAL NAVIGATOR

o

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

@ Home 2 Worklist 2 Help S Sign Outl

|»

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

Position Number: noonooaod
Headcount Status: Current Head Count: 0 out of 0
First [ 1.0t 1 [F] Last
Effective Date: 1200212003 Status: Active
Job Code: IRSBEMZ g Public Health Analyst Manager Level: Al Other Positions
‘Reg/Temp: |R’egu\ar j
*FulliPart Time: [ Fuil-Time =]
‘Regular Shift: [Motapplicable =l
Union Coue: Y
Pay Plan: IGS Q)
Salary Plan: IDDDD @/ Grade: |1 4 4] Stem |_g
Standard Hours: I Work Period: I ﬂ
» E= |5 rederal

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

Step Action

34. | Click the *Regular Shift list.

=

35. | Select the desired entry.
Click 1.

[ |

36. Click in the Grade field.

37. Enter the desired information into the Grade field. Enter "40".

38. | Press [Tab].

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

40. Click the US Federal icon button.

=

41. | Scroll as necessary to view the information contained in the US Federal icon.

42. Confirm or modify the Bargaining Unit, Work Schedule, Fund Source, and FLSA
Status.
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;’Ai} The Bargaining Unit from the job code is the default.
Work Schedule is the Federal work schedule identifier.
The Fund Source from the job code is the default.

The Target Grade from the associated job code is the default. This field is indicative of a
career ladder job code.

& Homa

Horme = Develop Wirkforce = Manage Positions (USF) = Use = Position Data Plew Yin doy =
j_ Description 4 Work Lacation | Job Infarmation " Specific Infarmation ,~ Budoet and Incurbents

Position Number: 0ooooooo

Headcount Status: Current Head Count: 0 out of 0

Effective Date: 120172003 Status: Active
Joh Code: IRSBUM Q) Public Health Analyst Manager Level:  All Other Positions
*Reg/Temp: |Regu\ar =l
*FulliPart Time: | Full-Tirme [
‘Regular Shift; | MatApplicable =l
Union Code: I g
Pay Plan: IGS Q) =
Salary Plan: IDDDD Q) Grade: |1 4 Q]  step: I_ Q)
Standard Hours: 40.00 Work Period: IW QJ eekly
Mon Tue Wed Thu Fri Sat Sun
IE.EIEI IB oo IE.EIEI IE.EIEI g.00 I I
¥ E= )5 rederal
Bargaining Unit: |DS=15 Ql Personnel Action Request Nbr: | hd

Step | Action
43. | Click the Specific Information tab.

| Specific Information |
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o

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

£ Home

j_ Description 4 Work Location "~ Joh Information " Specific Information _ Budget and Incumbents

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

First [0 1.0t 1 [M] Last

Effective Date: 12/0172003 Status: Active

Max Head Count: |1_

Mail Drop ID: I ¥ Budgeted Position
\Work Phone: | " Confidential Position
Health Certificate: I j [~ Joh Sharing Permitted
Signature Authority: I j

» E= 5 Federal

B save (5 Previous tab Next tab ErAdd) |2 Update/Display ) | Ellinclude History | | & Correct History

Description | Wark Location | Job Information | Specific Information | Budoet and Incumbents

Step Action

44, Click the US Federal icon button.

==

45. | Scroll as necessary to view the information contained in the US Federal icon.

46. | Select and modify the Sensitivity Code, Security Clearance, or LEO/Fire Position,
if necessary. The Sensitivity Code and the LEO/Fire Position from the job code is
the default.

Click the Drug Test (Applicable) checkbox, if necessary.
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£ Home (2 Worklis 3 Sigh Ouf
-
Effective Date: 1210172003 Status: Active
Max Head Count: |1
Mail Drop ID: | I Budgeted Position
Work Phone: [ " Confidential Position
Health Certificate: I j [ Job Sharing Permitted
Signature Authority: I j
¥ E= 15 Federal
Sensithity Code: | Moderate Risk Public Trust j I~ Seasonal
Security Clearance: |Nut Required j " Drug Test (Applicable)
LEOFire Position: | Mot Applicable =l E BTy Ce e
I Mobility Position
Language Required: | j
™ Procurement Integ Posn
[FET TS HETE I q [ Presidential Appt Posn
Training Program; | =)
StaffiLine Position: IL_

B savel [ Previous tab | [ Nest tab EAdd) | UpdatesDisplay ] | Ellinclude History) | [ Correct History

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

4

Step Action

47. | Saving assigns a number to the position.
Click the Save button.

48. | The position is created.
End of Procedure.

Modifying Position Data

Introduction
When you modify position data, changes made to the position data will not be automatically
applied to related employees. Manual updates to the employees are required.

Procedure

To modify data on an active position, perform the following steps.
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PERSONAL NAVIGATOR

o

£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Use link.
lJse
4. Click the Position Data link.
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Home » Develop Workforce = Manage Positions (USF) = Use = Position Data Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Position Data

Find an Existing Value

Paosition Mumber. I

Description: |

Fosition Status: | =l
Business Unit: I—ﬂ

Department: I—g

Joh Code: I_g

Reports To Position Mumber. I

7 case Sensitive
[ Include History [~ Caorrect History

Add a Mew Yalug

Step Action

5. Click in the Job Code field.

Enter the desired information into the Job Code field. Enter "002880".

Click the Search button.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.
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o

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

£ Home

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

Position Number: 00000631 SUPPORT SERVICES SUPERVISOR
Headcount Status: Open Current Head Count: 0 out of 1

: First [ 1012 D Last
*Effective Date: [ronennns B status:  [Aotve ] EE=]
Reason: Y Action Date: 12/03/2003

*position Status: IApproved Bl siatus Date: |n1m1r1 940 [ [ Key Position
Reports To: I g
Dotted.Line Report: | (=

Title: [sUPPORT SERVICES SUPERVISOR Shart Title: [suPPoRT 2E
Long Description: ﬂ

~|  Detailed Job Description
» E= s Federal

&) save]  [CLRetun ta Saarch Hext tab [k add 2 Include History ) | [@ Correct History

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

Step Action

8. Click the *Position Status list.

[=]

@ The Calendar icon represents a date prompt. Clicking this button will produce a pop-up
calendar for reference. To select a specific date from the pop-up calendar as the field
entry, simply click on the date. Use the arrows to move through the months and years.

Step | Action

9. Select the desired entry.
Click Proposed.

10. | Click in the Reports To field.

11. | Enter the desired information into the Reports To field. Enter "00000045".

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

13. Click the Choose a date button.
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o

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

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Humber: 00000631 SUPPORT SERVICES SUPERVISOR
Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [20372003 B status: Aot 7] =

x|
Reason: | a Action Date:  12/03(2003
ason IDecember '”2003 'I fon Bate
T AN

*Position Status: [Approved M B ¥ Key Position
Reports To: | | 1 2 |_3| 4 5 8

— 7 8 910 11 12 13
DRt S Reppt 1 |14 15 16 17 18 19 20

Title: |SUPPORTE 123 23 24 25 36 27 hort Title: |

28 28 30 N ﬂ

Long Description:

(4] Current Date [¥)

~|  Detailed Job Description
» = 5 Federal

B save) (CQLReturnto Search) Next tab ]| Bladd) [E Ainclude History | [ [# Correct History |

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

Step Action

14, Click the desired date.
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o

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

£ Home

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

Position Humber: 00000631 SUPPORT SERVICES SUPERVISOR
Headcount Status: Open Current Head Count: 0 out of 1

; First (4] 1062 D Last
*Effective Date: [ramerznn: Bl status: [stive = =]
Reason: Y Action Date: 12/02/2003
“Position Status: IApproved 'l Status Date: |n1rn1r194n B V| Key Position
Reports To: I g
Dotted.Line Report: | (=

Title: [sUPPORT SERVICES SUPERVISOR Short Title: [

Long Description: ﬂ

~|  Detailed Job Description

» = s rederal

&) save]  [CLRetun ta Saarch Hext tab [k add 2 Include History ) | [@ Correct History

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

Step Action

15. Click the Ok button.

16. | The data for an active position is modified.
End of Procedure.

Changing Reports to Information

Introduction

Changing Reports To information is a two-step process. First, the position number must be
changed at the Position level. Second, the Reports To information must be changed at the
employee level.

Procedure

The following steps detail the procedure for changing Reports To information.
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o

£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
& Monitor Workplace

2 Define Business Rules
@ Self Service

< He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Use link.
lJse
4. Click the Position Data link.
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o

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

@ Home 2 Worklist 2 Help S Sign Outl

Position Data

Find an Existing Value

FPaosition Mumber. ||

Description: |

Fosition Status: | =l
Business Unit: I—ﬂ

Department: I—g

Joh Code: I_g

Reports To Position Mumber. I

7 case Sensitive
[ Include History [~ Caorrect History

Add a Mew Yalug

Step Action

5. Click in the Job Code field.

Enter the desired information into the Job Code field. Enter "01P001",

Click the Search button.

8. Select the appropriate position.
Click SUPV HELP DESK SPECIALIST
|SUF'V HELF DESK SPECIALIST'
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data Mews Window |

£ Home

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Humber: 0oogooot SUPY HELP DESK SPECIALIST

Headcount Status: Overallocated Current Head Count: 2 put of 1

*Effective Date: e B sttes: Aot ] EE=]
Reason: [NEWQ]  New Position Action Date:  01/01/1840

*position Status: IApproved Bl siatus Date: |n1m1r1 940 [ [ Key Position
Reports To: I g

Dotted.Line Report: | (=

Title: ISUF‘V HELF DESK SPECIALIST Short Title; I

Long Description: ﬂ

~|  Detailed Job Description
» B= 5 Federal

B save]  (CLReturn to Search | [+E Nextin List ) Ehadd Allinclude History
Mext tab [ Carrect History

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

-

Step Action

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

10. | Update the Effective Date.
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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DEMAND

PERSONAL NAVIGATOR

o

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

|»

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

Position Humber: 0oogooot SUPY HELP DESK SPECIALIST
Headcount Status: Overallocated Current Head Count: 2 put of 1

*Effective Date: [or1am00e B states:  [Petve =

Ed
Reason: Y Action Date:  01/13/2004
ason I.January '”2004 'I fon Bate
o TR

*Position Status: [Approved MoT B ¥ Key Position

Reports To:

T2 3
. 4 5 6 7T 8 910
Dotted-Line Report: 1 12 14 15 16 17

Title: SUPYHELF 18 19 20 21 22 23 24 hort Title: |

25 28 27 28 2% 30 31 ﬂ

Long Description:

(4] Current Date [¥)

L

~|  Detailed Job Description
» = 5 Federal

B save) (QLRetumnto Search) (45 NextinList] (12 1= ) E ] Allinclude History)
Mext tab [ Carrect History

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

Step Action

11. Click the desired date.
Click 14
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data e Window

£ Home

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Humber: 0oogooot SUPY HELP DESK SPECIALIST
Headcount Status: Overallocated Current Head Count: 2 put of 1

First [ 1012 D Last
*Effective Date: [orsamnne B states:  [otve ] EE=]
Reason: [ Action Date: (011132004

*position Status: IApproved Bl siatus Date: |n1m1r1 940 [ [ Key Position
Reports To: I g

Dotted.Line Report: | (=

Title: ISUF‘V HELF DESK SPECIALIST Short Title; I

Long Description: ﬂ

~|  Detailed Job Description

» BE= s rederal

B save]  (CLReturn to Search | [+E Nextin List ) Ehadd Allinclude History
Mext tab [ Carrect History

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

Step Action

12. | Click in the Reports To 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

13. | Make any necessary changes to the Reports To field.
Enter the desired information into the Reports To field. Enter *00000042".
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data

|»

Iy Wiin d oy

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

Position Number: 00000001 SUPY HELP DESK SPECIALIST
Headcount Status: Cwerallocated Current Head Count: 2 out of 1

*Effective Date: |n1r1 412004 B  status: IActlve -] =
Reason: Y Action Date:  11/12/2004

PositionStatus: | A9proved =] status pate: [0101/1940 ' Key Position
Reports To: IM =]

Dotted.LineReport: | &

Title: |3UPY HELP DESK SPECIALIST Short Title: |—
-]

Long Description:

~|  Detailed Job Description

» = 5 Federal

B save) (QLRetumnto Search) (45 NextinList] (12 1= ) E ] Allinclude History)

Mext tab [ Carrect History
Description | Work Location | Job Information | Specific Information | Budget and Incumbents [
-

Step Action

14, Click the Save button.
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data e Window |
Saved

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Humber: 0oogooot SUPY HELP DESK SPECIALIST

Headcount Status: Overallocated Current Head Count: 2 put of 1

*Effective Date: [prramnne B states:  [Potve ] =

Reason: Y Action Date:  01/13/2004

“Position Status: [Approved =] status Date: [otmrgan [ Key Position

Reports To: IUUUUUU42 ﬂ MGMT AND PROG ANALYST

Dotted.Line Report: | (=

Title: [SUPVHELP DESK SPECIALIST ShortTites  |SUPYHELP |

Long Description: =l

~|  Detailed Job Description
» E= s rederal

B save) (QLRetumnto Search) (45 NextinList] (12 1= ) E ] Allinclude History)
Mext tab [ Carrect History

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

Step Action

15. Click the Home link.
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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

S Sign Ouf

Step Action
16. | Click the Administer Workforce link.
[ Administer Warkfarce]
17. | Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)
18. | Click the Use link.
19. | Click the HR Processing link.
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Horme = Administer Workforce = Administer Workforce (USF) = Use = HR Processing Mew Window

£ Home (2 Winrklis 3 Sigh Ouf

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr'l

Marne: |

LastName: |

[~ Include History [~ Carrect History

Step Action

20. | Click the Correct History option.

[ Correct History

21. Click the Search button.

22. | Select the appropriate employee.
Click SAMPSON, ELAINE

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

DEMAND

PERSONAL NAVIGATOR

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

SAMPSONELAMNE

EmplD: 00000298 Empl Redg: 0

Data Control

Actual Effective Date: Ibm 42002 5] Proposed Effective Date;  U+/14/2002

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

“Action: P [Q)  PayRate Change PAR Status [FRO@] PROCESSED BY HUMAN
RESOURCES

*Reason Code: [OTH & Other Contact Emplid: l— al

NOA Code: 1918 & au0 noa [0 Q

Ext:

Authority (1): |[RMM Q] [Reg 550.151 [

Authority (2): l_ﬂ I I
l_

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

I Print SF-&0 |

B save) (QRetunto Search) Next tab | o Update/Display) | Hllinclude Histery] (5

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

Step Action

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

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

SAMPESOMN ELAIME EmpliD: 00000288 Empl Redy: O
LJoh Data
=]
Effective Date:  04/14/2002 Transaction # / Seq: 1 PAR Status: PROCESSED BY
HUMAMN
RESOURCES
Act Type: Pay Rate Chanoe MOA Code: 18 Empl Status:  Aclive
Position: 00006967 ﬂ GS5- 0305- 04 MAIL CLERK [l Posn Mgmt Red
*Job Code: 0oP238 - - " position override
*Agency: HE Department of HHS Transferred From Agency:  |CL
Sub-Agency: |11 Pragram Support Center Transferred To Agency:
*Business Unit: [FSC00 Program Suppott Center Benefits/FEHB Data
‘Department:  |PEC Division Of Payroll FEGLIREetirementiF ICA
L ocation: 241450031 Silver Spring Cepatmental Hierarchy
Tax Location:  |NA =] rat Applicable Detail
& save 2 Return to Search) Frevious tab) MNext tab) @Update.ﬁ’Disp\ay) AlInclude History) &

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

Step Action

24. | Click the Position Override option.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

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

SAMPESON ELAIME EmpliD: 00000288 Empl Redy: O
LJoh Data
Effective Date;  04/14/2002 Transaction # / Seq: 1 PAR Status: ~ PROCESSED BY
HUMAMN
RESOURCES
Act Type: Pay Rate Chanoe MOA Code: 18 Empl Status:  Aclive
Position: 00006967 ﬂ GS5- 0305- 04 MAIL CLERK [l Posn Mgmt Red
*Joh Code: ooP238 Q) - - M position override
*Agency: HE @] Department of HHS Transferred From Agency:  |CL
sub-Agency: |11 @ Program Support Center Transferred To Agency:
‘Businass Unit: [PSC00 Q) Program Suppott Center Benefits/FEHB Data
‘Department:  |PEG ﬂ Division Of Payroll FEGLIREetirementiF ICA
L ocation: 241450031 ﬂ Silver Spring Cepatmental Hierarchy
Tax Location:  |NA =] rat Applicable Detail
& save 2 Return to Search) Frevious tab) MNext tab) @Update.ﬁ’Disp\ay) AlInclude History) &

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

Step Action

25. | Click the Employment 2 tab.
| Ernplayrment 2 |
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

o

£ Home

j Data Control  Fersonal Data Job \ Position " Compensation " Employment 1 4" Employment 2 \_

SAMPESOMN ELAIME EmpliD: 00000298 EmplRedy: 0
Employment Data 2 First (4] 1ors O Last
+
Effective Date: 04/14/2002 Transaction #/ Seq; 1 PAR Status: PROCESSED BY EI
HUMAMN RESOURCES
Act Type: Fay Rate Change NO& Code: 818 Empl Status:  Active
Bargaining Unit: | =Y Probation Date: | B
Union Code: I ﬂ E;S:mhatinn @
Union Anniversary | SupvManager Ed
Date: Probation Date:
Reports To Position: IDDUUDDZE ﬂ SUPERWISORY COMPUTER
SPEC
Supervisor ID: I 4 Begin Date: | Edl
Tenure: IF’ermanent j' Expires Date: Bl
Pay Plan/Grade: l_ﬂ l_ Compifrea Level: lH IUU B g
RIF Series: I ﬂ Mon Pay Data Security Info
ﬁ Save QReturn to Search) Previous tab) & Update.fDispIay) @Include History) (@’—) oo
Nata Cantral | Prrsnnal Data 1 inkb | Positinn | Caomoensation | Fmolovment 11 Fmolovment 2 b
Step Action
26. | Modify the Reports To Position number.
Double-click in the Reports To Position field.
googooz3
27. | Enter the desired information into the Reports To Position field. Enter "00000028".
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

j Data Control ' Fersonal Data Job \ Position " Compensation " Employment 1 4" Employment 2 \_

SAMPESON ELAIME EmpliD: 00000298 EmplRedy: 0
Employment Data 2
=]
Effective Date;  04/14/2002 Transaction #/ Seq: 1 PAR Status: PROCESSED BY
HUMAMN RESOURCES
Act Type: Pay Rate Change NOA Code: g18 Empl Status:  Active
Bargaining Unit: | =Y Probation Date: | B
l— SES Probation
Union Code: ﬂ @
Date:
Union Anniversary | SupvManager Ed
Date: Probation Date:
Reports To Position: IDDDDDDZE ﬂ SUPERWISORY COMPUTER
SPEC
Supervisor ID: I 4 Begin Date: | Edl
Tenure: I Pertnanent j' Expires Date: Bl
FPh ]
Pay Plan/Grade: I 4 I Compifrea Level: IUU IUU e
RIF Series: I ﬂ Mon Pay Data Security Info
ﬁ Save QReturn to Search) Previous tab) & Update.fDispIay) @Include History) @’ oo
Nata Cantral | Prrsnnal Data 1 nkb | Positinn | Caomoensation | Fmolovment 11 Fmolovment 2 b

Step Action

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

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

SAMPESOMN ELAIME EmpliD: 00000288 Empl Redy: O
LJoh Data
=]
Effective Date;  04/14/2002 Transaction # / Seq: 1 PAR Status: ~ PROCESSED BY
HUMAMN
RESOURCES
Act Type: Pay Rate Chanoe MOA Code: 18 Empl Status:  Aclive
Position: 00006967 ﬂ GS5- 0305- 04 MAIL CLERK [l Posn Mgmt Red
*Joh Code: ooP238 Q) - - M position override
*Agency: HE @] Department of HHS Transferred From Agency:  |CL
sub-Agency: |11 @ Program Support Center Transferred To Agency:
‘Businass Unit: [PSC00 Q) Program Suppott Center Benefits/FEHB Data
‘Department:  |PEG ﬂ Division Of Payroll FEGLIREetirementiF ICA
L ocation: 241450031 ﬂ Silver Spring Cepatmental Hierarchy
Tax Location:  |NA =] rat Applicable Detail
& save 2 Return to Search) Frevious tab) MNext tab) @Update.ﬁ’Disp\ay) AlInclude History) &

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

Step Action

29. Uncheck the Position Override checkbox.
Click the Position Override option.

Page 75




DEMAND

PERSONAL NAVIGATOR

Training Guide ON
Position Management

o

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

£ Home

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

SAMPESON ELAIME EmpliD: 00000288 Empl Redy: O

Job Data First [4] 10r6 O Las
i i =]
Effective Date;  04/14/2002 Transaction # / Seq: 1 PAR Status: ~ PROCESSED BY
HUMAMN
RESOURCES
Act Type: Pay Rate Chanoe MOA Code: 18 Empl Status:  Aclive
Position: 00006967 ﬂ GS5- 0305- 04 MAIL CLERK [l Posn Mgmt Red
*Joh Code: 0oP238 - - " position override
*Agency: HE Department of HHS Transferred From Agency:  |CL
Sub-Agency: |11 Pragram Support Center Transferred To Agency:
‘Business Unit: |P3C00 Program Support Center Benefits/FEHB Data
‘Department:  |PEC Division Of Payroll FEGLIREetirementiF ICA
L ocation: 241450031 Silver Spring Cepatmental Hierarchy
Tax Location:  |MNA Q| motApplicable Detail
& save 2 Return to Search) Frevious tab) MNext tab) @Update.ﬁ’Disp\ay) AlInclude History)

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

Step Action

30. | NOTE: Changes made to position data will not be automatically applied to related
employees. Manual updates to the employees are required.
Click the Save button.

31. | The change to Reports To information is saved.
End of Procedure.

Inactivating Positions

Introduction
To retain an accurate system history, an end-user should never delete a position. Instead, when a
position is no longer needed, it should be inactivated.

Procedure

To inactivate a position, perform the following steps.
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Home

£ Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Use link.
lJse
4. Click the Position Data link.
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Home » Develop Workforce = Manage Positions (USF) = Use = Position Data Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Position Data

Find an Existing Value

Pasition Mumber. I

Description: |

Fosition Status: | =l
Business Unit: I—ﬂ

Department: I—g

Joh Code: I_g

Reports To Position Mumber. I

7 case Sensitive
[ Include History [~ Caorrect History

Add a Mew Yalue

Step Action

5. Click in the Job Code field.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.

Step | Action

6. Enter the desired information into the Job Code field. Enter "002880",

7. Click the Search button.

8. Click the desired entry in the Search Results table.
| SUPPORT SERYVICES SUPERYISOR Proposed |

9. Select the appropriate position.
Click SUPPORT SERVICES SUPERVISOR
|SUF'F'ORT SERWVICES SUPERVISOR'
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data Mews Window |

£ Home

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Humber: 00000631 SUPPORT SERVICES SUPERVISOR
Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [fz0ez003 B status:  [Rotve 7] =]

Reason: [a Action Date: 12022003
*Position Status: [Froposed =] status pate: [rzmemo0s ¥ Key Position
Reports To: [ooono00s @ svsTEMS ACCOUNTANT

Dotted-LineReport: | @

Title: |SUPPORT SERWICES SUPERVISOR Short Title: [surFORT 5B
Long Description: ﬂ

~|  Detailed Job Description
» = 5 Federal

B save) (CLReturnto Search | [ 4= Het i List | (45 Previous inList ) Elendd) [ Alinclude History
Mext tab [ Carrect History

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

-

Step Action

10. | Click the Budget and Incumbents tab.
| Budgetand Incumbents |

11. | Verify that the position is not encumbered.

12. | Click the Description tab.

Page 79




Training Guide ON
Position Management

DEMAND

PERSONAL NAVIGATOR

o

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

£ Home

|»

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

Position Number: 0000063 SUPPORT SERVICES SUPERVISOR

Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [fz0ez003 B status:  [Rotve 7] =]

Reason: Y Action Date: 12/02/2003

“Position Status: IProposed 'l Status Date: |1 2/08/2003 B V| Key Position

Reports To: [oooonoos @] svSTEMS ACCOUNTANT

Dotted.Line Report: | (=

Title: [SUPPORT SERVICES SUPERVISOR Short Title: [suPPoRT SE

Long Description: ﬂ

~|  Detailed Job Description

» = 5 Federal

B save) (CLReturnto Search | [ 4= Het i List | (45 Previous inList ) Elendd) [ Alinclude History
Mext tab [ Carrect History

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

-

Step Action

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

14, 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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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data e Window

|»

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Humber: 00000631 SUPPORT SERVICES SUPERVISOR
Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [z082003 B status: Aot 7] =

Bl

Reason: | a Action Date:  12/03(2003
ason IDecember '”2003 'I fon Bate
T T F ¢

*Position Status: [Froposed M B ¥ Key Position
Reports To: Jooooooos | 1 203 4 5 b

— 7 8 910 11 12 13
Dotted-Line Report: { {14 15 15 17 18 19 20

Title: ISUPPORTE 2 22 23 24 25 26 27 hort Title; ISUF’PORTSE

28 28 30 N ﬂ

Long Description:

(4] Current Date [¥)

~|  Detailed Job Description
» = 5 Federal

B save) (CLReturnto Search | [ 4= Het i List | (45 Previous inList ) Elendd) [ Alinclude History
Mext tab [ Carrect History

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

Step Action

15. Click the desired date.
Click 15
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data Mews Window |

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

Position Humber: 00000631 SUPPORT SERVICES SUPERVISOR
Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [2182003 B status: Aot 7] =]

Reason: [a Action Date: 12022003
*Position Status: [Froposed =] status pate: [rzmemo0s ¥ Key Position
Reports To: [oooonoos @] svSTEMS ACCOUNTANT

Dotted.LineReport: | &

Title: |SUPPORT SERWICES SUPERVISOR Short Title: [surFORT 5B
Long Description: ﬂ

~|  Detailed Job Description
» = 5 Federal

B save) (CLReturnto Search | [ 4= Het i List | (45 Previous inList ) Elendd) [ Alinclude History
Mext tab [ Carrect History

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

-

Step Action

16. Click the *Status list.

17. Click Inactive.
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data e Window

|»

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Number: 00000631 SUPPORT SERVICES SUPERVISOR

Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [raneain: Bl -status:

Reason: [a Action Date: 12022003
*Position Status: [Froposed =] status pate: [rzmemo0s ¥ Key Position
Reports To: [ooono00s @ svsTEMS ACCOUNTANT

Dotted-LineReport: | @

Title: |SUPPORT SERWICES SUPERVISOR Short Title: [surFORT 5B
Long Description: ﬂ

~|  Detailed Job Description
» = 5 Federal

B save) (CLReturnto Search | [ 4= Het i List | (45 Previous inList ) Elendd) [ Alinclude History
Mext tab [ Carrect History

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

Step Action

18. Click the Save button.
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dome = Develop \Warkforce = Manage Positions {JSF) = Use = Position Data ey Yiind o

@ Home 2 Worklist 2 Help S Sign Outl

Marning -- Position is inactive. Mo incumbent updates will be made. {1000,190)

nactive positions are assumed ta have no current incumbents. Ifyou expect incumbent updating to take place, the position must first be re-
activated by changing effective status to ‘Active’.

Step Action

19. | Users will receive a warning that confirms there are no employees attached to the
position.
Click the Ok button.

20. | The position that is no longer needed is inactivated.
End of Procedure.

Reactivating Inactive Positions

Introduction
Inactive positions can be reactivated, if necessary.

Procedure

To reactivate an inactive position, perform the following steps.
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Home

£ Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Use link.
lJse
4. Click the Position Data link.
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Home » Develop Workforce = Manage Positions (USF) = Use = Position Data Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Position Data

Find an Existing Value

FPaosition Mumber. ||

Description: |

Fosition Status: | =l
Business Unit: I—ﬂ

Department: I—g

Joh Code: I_g

Reports To Position Mumber. I

7 case Sensitive
[ Include History [~ Caorrect History

Add a Mew Yalue

Step Action

5. Click in the Job Code field.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.

Step | Action

6. Enter the desired information into the Job Code field. Enter "002880",

7. Click the Search button.

8. Select the appropriate position.
Click SUPPORT SERVICES SUPERVISOR
[SUFFORT SERVICES SUFERVISOR]
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data Mews Window |

£ Home

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Number: 0000063 SUPPORT SERVICES SUPERVISOR

Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [izitez003 B status:  |nactve =] =]
Reason: Y Action Date: 12/02/2003

“Position Status: IProposed 'l Status Date: |1 2/08/2003 B V| Key Position

Reports To: [oooonoos @] svSTEMS ACCOUNTANT

Dotted.Line Report: | (=

Title: [SUPPORT SERVICES SUPERVISOR Short Title: [suPPoRT SE

Long Description: ﬂ

~|  Detailed Job Description

» E= 5 rederal

&) save]  [CLRetun ta Saarch +E Previous inList [Ekadd AllInclude History,
Mext tab [ Carrect History

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

-

Step Action

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

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

|»

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

Position Humber: 00000631 SUPPORT SERVICES SUPERVISOR
Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [roriEn0s Bl status: et 7] =]

x|
Reason: | a Action Date:  12/03(2003
ason IDecember '”2003 'I fon Bate
T AN

*Position Status: [Froposed M B ¥ Key Position
Reports To: Jooooooos | 1 203 4+ 5 b

T 8 81011 1213
Dotted-Line Report: I |

14 158 16 17 18 18 20

Title: ISUPPORTE 2 22 23 24 25 26 27 hort Title; ISUF’PORTSE

28 28 30 N ﬂ

Long Description:

(4] Current Date [¥)

~|  Detailed Job Description
» = 5 Federal

B save) (CLReturnto Search | [ 4= Het i List | (45 Previous inList ) Elendd) [ Alinclude History
Mext tab [ Carrect History

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

Step Action

11. Click the desired date.
Click 22
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Home = Develop Waorkforce = Manage Positions (USF) = Use = Position Data e Window

|»

J( Description _Work Location ' dob Information | Specific Information | Budget and Incumbents

Position Humber: 00000631 SUPPORT SERVICES SUPERVISOR
Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [2222003 B stotus:  |nactve =] =]

Reason: [a Action Date: 12022003
*Position Status: [Froposed =] status pate: [rzmemo0s ¥ Key Position
Reports To: [ooono00s @ svsTEMS ACCOUNTANT

Dotted-LineReport: | @

Title: |SUPPORT SERWICES SUPERVISOR Short Title: [surFORT 5B
Long Description: ﬂ

~|  Detailed Job Description
» = 5 Federal

B save) (CLReturnto Search | [ 4= Het i List | (45 Previous inList ) Elendd) [ Alinclude History
Mext tab [ Carrect History

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

Step Action

12. Click the *Status list.

=

13. Click Active.
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Home = Develop Workforce = Manage Positions (USF) = Use = Position Data Mews Window |

J( Description _Work Location ' dob Information ' Specific Information | Budget and Incumbents

Position Number: 00000631 SUPPORT SERVICES SUPERVISOR

Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: [iazaann: Bl status: =]
Reason: Y Action Date: 12/02/2003

*Position Status: [Pronosed =]  status pate: [12092003 3] ¥ Key Position

Reports To: [oooonoos @] svSTEMS ACCOUNTANT

Dotted.Line Report: | (=

Title: [SUPPORT SERVICES SUPERVISOR ShortTite: | SUPPORT SE

Long Description: ﬂ

~|  Detailed Job Description
» = 5 Federal

B save) (CLReturnto Search | [ 4= Het i List | (45 Previous inList ) Elendd) [ Alinclude History
Mext tab [ Carrect History

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

-

Step Action

14, Click the Save button.

15. | The inactive position is reactivated.
End of Procedure.

Page 90




©N|DEMAND Training Guide

Position Management

Position Management Information Tools

In addition to the EHRP Position Management pages, an end-user can obtain Position
Management information in condensed formats from the following:

Inquire Pages

Position History

Vacant Budgeted Positions

Reports

Active/lnactive Positions

Active Position History

Incumbent History

Vacant Position Report

Exception Override Report

OF8 Report

Inquire pages are queries that are built into EHRP for users to easily access. Since EHRP is
accessed in a browser format, the inquiries can be printed using the Print button on the browser
tool bar. Inquire pages will allow the user to view data that meets inquiry criteria.

Reports are also queries that are built for users to easily access data. Reports can be printed, as
well.

Position History Inquire Page

Introduction

The Position History inquire page provides information on incumbents currently and previously
assigned to a position. Included are position entry and end dates, and salary information.

The view also contains a hyperlink (Current Position Data) that provides detailed summary
information for the position.

Procedure

The following steps detail the procedure for generating the Position Management Inquire pages.
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£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Inquire link.
4. Click the Position History link.

Fiosition Histan
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Home = Develop Workforce = Manage Positions (USF) = Inquire = Position History Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Position History

Find an Existing Value

Search By: | Position Number 3|

Position Numberl
Advanced Search

Step Action

5. Click the Search By list.

=

6. Select the desired entry.
Click Description.

|Descriptinn |
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o

Home = Develop Workforce = Manage Positions (USF) = Inquire = Position History Mew Window

£ Home (2 Worklis ? Help 3 Sigh Ouf

Position History

Find an Existing Value

Search By: |Description =l

Description:]

™ Case Sensitive

Arvanced Search

Step Action
7. Enter the desired information into the Description field. Enter "Mail Clerk".
8. Click the Search button.
9. Click the desired entry in the Search Results table.
MAIL CLERK]
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Home = Develop Workforce = Manage Positions (USF) = Inquire = Position History Mews Window
{ Position History
Position Number: 00000007 MAIL CLERK Current Pasition Data

ooog Duda,D

Compensation Rate SalPlan Grade Step
Position Entry Date: 1001072001 26,644.2000005F USD  Annual Components 0023 05 1
Position End Date: 101472001 26,644.2000005F USD Annual Components 0023 0s 1
Exit Reason: Change to Lower Grade

B save]  [CQlReturn to Search

Step Action

10. Click the Current Position Data link.
Current Position Data
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Home = Develop Waorkforce = Manage Positions (USF) = Inguire = Position History Mews Window

£ Home

Current Position Data

Position Number: ooooooay MAIL CLERK

Company. HE Departrment of HHS

Business Unit: PSC00 Program Support Center
Department: FEAF1 Administrative Operations Serv
Joh Code: 99H0149

Salary Plan: 0023 04

Max Head Count: 1

Current Head Count: 0

Headcount Status: Open

Step Action

11. | Click the Return button to return to the Position History view.
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@ Home @ wWorklist 2 Help S Sign Out

Home = Develop Workforce = Manage Positions (USF) = Inquire = Position History Mews Window
{ Position History

Position Number: 00000007 MAIL CLERK Current Position Data

First [0 1.0t 1 [M] Last
ooog Duda,D
Compensation Rate SalPlan Grade Step

Position Entry Date: 1001072001 26,644.2000005F USD  Annual Components 0023 05 1

Position End Date: 101472001 26,644.2000005F USD Annual Components 0023 0s 1

Exit Reason: Change to Lower Grade

B save]  [CQlReturn to Search

Step Action

12. | Click the Return to Search button to search for additional Position History.

QReturn o Search |

13. | Continue to search by the desired category, if desired.
End of Procedure.

Vacant Budgeted Positions Inquire Page

Introduction

The Vacant Budgeted Positions inquire page provides information on each vacant position in a
selected department (admin code). This view contains three pages: Position Information, Job
Code Information, and Work Location. Using the three pages of this view, HR Staff can

determine what positions are vacant in a particular admin code and specific attributes of those
positions.

Procedure

The following steps detail the procedure for generating the Vacant Budgeted Positions pages.
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£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Inquire link.
4. Click the Vacant Budgeted Positions link.

Eacant Budgeted Positions
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Home » Develop Workforce = Manage Positions (USF) = Inguire = Vacant Budgeted Positions Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Vacant Budgeted Positions

Find an Existing Value

Search EVZISEIID ‘l

SetiD: pHHSD

Advanced Search

Step Action

5. Click the Search By list.

6. Select the desired entry.
Click Company.
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Home » Develop Workforce = Manage Positions (USF) = Inguire = Vacant Budgeted Positions Mew Window

£ Home (2 Worklis ? Help 3 Sigh Ouf

Vacant Budgeted Positions

Find an Existing Value

Search Ev:lCompanv -]
company: [
Advanced Search

Step Action
7. Enter the desired information into the Company field. Enter "HE".
8. Click the Search button.
9. Click the desired entry in the Search Results table to view the Position Information
page.
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Home = Develop Workforce = Manage Positions (USF) = Inguire = Wacant Budgeted Positions Mews Window

@ Home 2 Worklist 2 Help S Sign Outl

J( ‘acant Budgeted Posilions \_

Setld:  ACFOD  Department: KAB-3 Total Count: 0

view &l First (0 1061 [¥] Lag

Pasition Information Jobcode Infarmation otk Location

Position Posn Status Reports To g‘lﬂa:r:ead FullPart RegTemp

B save] [l Return to Search

4 L3

Step Action

10. Click the Jobcode Information tab.

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

12. | Click the Return to Search button to search for additional information.
You can also save the search for future reference by clicking the Save button..

lClF!raturn o Search |

13. Continue to search as desired.
End of Procedure.

Active/lnactive Positions Report

Introduction
The Active/lnactive Positions Report provides information on active or inactive positions in a
specific department (admin code) as of a specified date.

Procedure
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£ Home

Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
& Monitor Workplace

< Define Business Rules
@ Self Service

< He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.
[2 Manage Positions (USF)
3. Click the Report link.
4. Click the Active/lInactive Positions link.

Ective!lnactive Fasitions|
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Home = Develop Workforce = Manage Positions (USF) » Report = Activednactive Positions Mew Window

£ Home (2 Winrklis 3 Sigh Ouf

Activellnactive Positions

Find an Existing Value

Run Cantral ID:|

™ Case Sensitive

Advanced Search

Add 2 Mew Valug

Step Action

5. Click the Add a New Value link.

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

Click the Search button.
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@ Home
Home = Develop Warkforce = Manage Positions (USF = Report = Activednactive Positions Mews Window
{ Activelinactive Positions
Run Control ID:  TWS ReportManager  Process Monitor Run
As Of Date: [0111 412004 ]

Active Opt: [ |

B save) Bk Add | (2] UpdateiDisplay

Step Action

8. Click the Choose a date button.

Page 104




DEMAND Training Guide
Position Management

o

@ Home
Horme = Develop Workiorce = Manage Posilions (USF) = Report = Activednactive Positions e Yind ov
{ Activelinactive Positions
Run Control ID: TWS Reporthanager  Process Monitor Run
As Of Date: [o1r1arz004 [
Active Opt: I Choose a date E]
anuary hd |2DD4 'l

12 3
45 B 7 8 910
1 12 13[14] 15 16 17
1819 20 21 22 23 24
25 26 27 28 20 30 31

4] Current Date ¥

B save Bk Add | (] Update/Display

Step Action

9. Click the desired date.
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£ Home (2 Worklis ? Help 3 Sigh Ouf
Horme = Develop Workiorce = Manage Posilions (USF) = Report = Activednactive Positions e Yind ov
{ Activelinactive Positions
Run Control ID: TWS Reporthanager  Process Monitor Run
As Of Date: [o1rr&rz004 [

Active Opt: [ |

B save) Bk Add | (2] UpdateiDisplay

Step Action

10. | Click the Active Opt list.

11. | Click an entry in the list.

12. Click the Run button.

Run
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Home = Develop Warkforce = Manage Positions (USF) = Report = Activednactive Positions Mews Window
Saved

Process Scheduler Request

User ID: THENSOM Run Control ID: TWS

Server Name: _:Iv Run Date: |U1 n4rz004 (e

Recurrence: ¥! Run Time: |1 2:38:28PM

Titme Zone: - Reset to Current Date/Time |

Process List

Select Description Process Name Process Type “Type “Format

¥ Activellnactive Positions FGHRO25 SOR Report Weh = PDF - Eﬂ

Step Action
13. Click the Server Name list.

14. | Click an entry in the list.
15. | Click the Ok button.
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@ Home
Home = Develop Warkforce = Manage Positions (USF = Report = Activednactive Positions Mews Window
Saved
{ Activelinactive Positions
Run Control ID:  TWS ReportManager  Process Monitor Run
Process Instance: 203079
As Of Date: [o1rr&rz004 [
Active Opt: IEIDlh 'I
B save) Bk Add | (2] UpdateiDisplay

Step Action

16. Click the Process Monitor link.

17. Click the Process Monitor link.
—
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@ Home
Home = PeopleTools = Process Monitor = Inguire = Process Requests e Window
J( Process List {_ SemerList |

useriD: [THENSON | & process ~| Last: 1 [oas = Refresh|

Type:
Server I j' Process j' Ins‘tance:l to |

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

of 1 [ L

Instance Seq. Process Type Process Hame User Run Date/Time Run Status  Details
203078 SOR Report FGHROZE THENSON Eg}‘”m”“ (=28l

Success Details

Go hack to Activednactive Positions

ﬁ Save

Process List| Server List

Step Action
18. Click the Process Detail link.
D etails
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Home = PeopleTools = Process Monitor = Inguire = Process Requests e Window

£ Home

Process Detail

Instance: 203078 Type: SOR Report
Name: FGHRO2A Description: Activelinactive Positions
Run Control ID: TWi3 L
Location: Server @

c
Server: PSUNK

" Delete Request
Recurrence: r
Request Created On: 01/14/2004 12:39:00PM EST Parameters Transfer
Run Amytime After: 01M14/2004 12:38:28PM EST hessage Log
Bepan Process At:  01/14/2004 12:39:09PM EST Batch Timings
Ended Process At:  01/14/2004 12:39:27PM EST View LogTrace

Step Action

19. | Click the View Log/Trace link.

20. End of Procedure.
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