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Introduction
In EHRP, an employee's premium pay must be entered in the HR Processing page group.
Premium pay includes retention allowances, COLAs, physician special pay (PSP), physician

comparability allowances (PCA) and post differentials.
Special pay will be entered on the Other Pay Information sub-page, accessed from the hyperlink

on the Compensation page of the HR Processing page group.
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Imminent Danger Pay
Imminent Danger Pay Start/Change

Procedure

A https:/pollux. hrs.psc.gov: 7003 /servletsficlientserviet/tst/Zcmd=startl - Microsoft Internet Explorer, ‘:”E|

File Edt “iew Favorites Tools Help

Home

*

@ Home @ Worklist 2 Help

—
@ Develop Workforce
@ Administer Workforce
@ Compensate Employess
© MonitorWorkplace
@ Define Business Rules
@ He Process Menu
& Help FoC Online

@ PeopleTools

@j é 0 Inkernst

Step | Action

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

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

3. Click the Use link.

4. Click the HR Processing link.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help l'('

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

HR Processing

Find an Existing Value

Empl Red Nor.| |

Mame |

Last Mame: |

include History [ Correct History

@Done é 0 Inkernst

Step Action

5. Enter the desired information into the EmplID field. Enter "00008575".

6. Click the Search button.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

@ Home

Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control
Actual Effective Date: 0172312005 |G Proposed Effective Date: 1 1/22/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [xFR Q]  ReassignmentiComversionPAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: [¥FF [&]  Realignment Contact Emplict: [ K
NOA Code: ﬂ Reassignment :zn @g =
Authority (1): g |Reg 330608, Agency | |CareerTransitinn Program |
authority 2: || | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@j é 0 Inkernst
Step Action
7. Click the Add a new row at row 1 button.
8. Click the Calendar icon button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control
Actual Effective Date: I:lﬂ Pronnserd Eferti Nate- 14012008 ==]
x|
Transaction #/ Sequence: l:l l:l
*Action: [« 5 M W F PRO|Q] PROCESSED BY HUMAN
|_1| A RESOURCES
y . QU [
Reason Code: | | s 4 55 7T 8 g Y
10 11 12 13 14 15 16 =
i NOA =)
noncode: | |A 17 18 19 20 21 22 23 -, [
Authority (1): I:Ig 24 25 26 27 28 29 30
oty 2z | Q[ oo | | ]
PAR Request: PANEF-52 | e oonvnsts ssmsst rtn Tomebin Pates Soummnnn Do v
@javascript:selectDay(S)j é & Internet
Step Action
9. Click the desired date.

Page 4
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help ;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control ViewAll  |= [{] 1520 I 35|
Actual Effective Date: 014232005 ] Proposed Effective Date; 0 1/23/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l
*Action: [ PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
‘ReasonCode: | | Contact Emplict: [ K
NoAcode: | |4 ::?: [
Authority (1): | |Q | | |
Authority 2): | Q] | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
ﬁj é 0 Inkernst

Step Action

10. | Press [Tab].

11. Enter the desired information into the *Reason Code field. Enter "DTA".

12. | Press [Tab].

13. Enter the desired information into the NOA Code field. Enter "997".

14. | Press [Tab].

15. Enter the desired information into the NOA Ext field. Enter "A".
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control
Actual Effective Date: 014232005 ] Proposed Effective Date; 0 1/23/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [D7a @) Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: |DTA |Q]  Data Change Contact Emplict: [ K
NOACode: 997 [&  Miscellaneaus Entiflement NOA ﬂ 0
Ext:
Authority (1): || | | | |
autnority 2: | | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@Done é 0 Inkernst

Step Action

16. | Click the Compensation tab.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

@ Home

Y

Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o

/ Data Control | Personal Data |~ Johb \ Paosiion " Corpensation " Employment 1 " Employment2 )
CURRAN,KATHLEEM M EmpliD:  0ODO0E5TS EmplRcd#: 0
Compensation Data
Effective Date:  01/23/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =

HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: Pay Basis:
Pay Plan / ‘Table/Grade: g o000 Q) Q  step: g Step Entry Date: |0/07i2004 ||
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: [03/08/1999 |
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| ity Offset
AdustedBasePay: 1252 00| ClgenefitBase Override FEGLIBase: |79.971 000 |
P _
@jDone é 0 Inkernst
Step Action
17. | Click the Other Pay Information link.

I [
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help .-""

Horre = Administer Warkforce = Administer Workforce (USF) = Use = HR Processing Mew Window

@ Home

Other Pay Information

Other Pay

*Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount
[ &
v
A 4
@Done é 0 Inkernst

Step Action

18. | Click the Lookup Earnings Code button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help l'('

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home @ Worklist 2 Help

Lookup Earnings Code

Earnings Code:D

| Laakup | | Clear | | Cancel | Basic Lookup

@Done é 0 Inkernst

Step Action

19. | Click the Lookup button.

20. Click the Search Results table.

|ﬂ Imminent Danger Pay
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Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help i
@ Home
Home = Administer Workforce = Administer Workforce (USF) = Use = HR Processing e Wind o 1
Other Pay Information
Other Pay
*Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
A it
ﬂ Imminent Danger Pay l:l e
v
< | >
@jDone é 0 Inkernst
Step Action
21. | Press [Tab].
22. | Enter the desired information into the Pay Period Amount field. Enter "50.00".
23. | Press [Tab].
24. | Click the OK button.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

@ Home

Y
j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) |
CURRAN KATHLEEM b EmpliD; 00008575 EmplRed#: 0
Compensation Data
¥
Effective Date:  01/23/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: |Regu|arRate "| Pay Basis:
Pay Plan /*Table/Grade: ﬂ ﬂ g Step: g Step Entry Date: @
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: @
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t 8
Adjusted Base Pay: l:l [ Benefit Base Override FEGLI Base: I:I
Total P [z ]
Expected Pay Accounting Info
w
@j é 0 Inkernst
Step Action
25. | Click the Save button.
26. | End of Procedure.

Imminent Danger Pay Stop

Procedure
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DEMAND

PERSONAL NAVIGATOR

= | https:ffpollux. hrs. psc.gov: 7003 /servletsficlientservlet/tst/?cmd=startl - Microsoft Internet Explorer *
File Edt “iew Favorites Tools Help '1.'

o

Home

@ Home

—
@ Develop Workforce
@ Administer Workforce
@ Compensate Employess
& MonitorWorkplace
& Define Business Rules
@ He Process Menu
& Help FoC Online

@ PeopleTools

@ é 0 Inkernst

Step Action

1. Click the Administer Workforce link.
[ Administer Warkfarce]

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

3. Click the Use link.

[

4. Click the HR Processing link.

Page 12
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

3

o

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

HR Processing

Find an Existing Value

Empl Red Nor.| |

Mame |

Last Mame: |

include History [ Correct History

@Done é 0 Inkernst
Step Action
5. Enter the desired information into the EmplID field. Enter "00008575".
6. Click the Search button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control
AclualEfiecti/eiDate: @ Proposed Effective Date; U 1/23/200%
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@ 2 ?
“Action: [oTA]&)  Data change PAR Status: [PRoJQJ PROCESSED BY HUMAN
RESOURCES
‘Reason Code: [DTA || Data Change Contact Emplic: [ .
NOA Code: ﬂ Migcellaneous Entitlernent NOA |
Ext:
Authority (1: | |Q | | |
Authority2: | |Q | | | ]
PAR Request#: PrintSF-52 | pup pamarke duard Nata Tracking Nata  Gavaranca Paw _
@Done é 0 Inkernst
Step Action
7. Point to the object.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help .-:;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control
Actual Effective Date:  [1/23/2005 |5l Proposed Effective Date;  U1/232005
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@ ?
“Action: D74 &) Date Change PAR Status: [PRoJQJ PROCESSED BY HUMAN
RESOURCES
*Reason Code: Q] Data Change Contact Emplic: [ .
NOA Code: ﬂ Mizcellaneous Entitlement NOA ﬂ B
Ext:
Authority (1: | |Q | | |
Authority 2 || | | | | ]
PAR Request#: PrintSF-52 | pup pamarke duard Nata Tracking Nata  Gavaranca Paw _
@jDone é 0 Inkernst

Step Action

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

9. Click the Calendar icon button.
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DEMAND
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control
Actual Effective Date: I:lﬂ Pronnserd Eferti Nate- 14012008 =1
x|
Transaction #/ Sequence: l:l l:l 2005
*Action: [« 5 M PG PRO|Q] PROCESSED BY HUMAN
|_1| A RESOURCES
y . QU [
Reason Code: | | s 4 55 7T 8 g Y
10 11 12 13 14 15 16 =
i NOA =)
noncode: | |A 17 18 19 20 21 22 23 -, [
Authority (1): l:lg 24 25 26 27 28 29 30
oty 2z | Q[ oo | | ]
PAR Request: PANEF-52 | e oonvnsts ssmsst rtn Tomebin Pates Soummnnn Do v
@javascript:selectDay(S)j é & Internet

Step Action

10. Click the desired date.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help ;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control ViewAll  |= [{] 1521 I 35|
Actual Effective Date: 020052005 ] Proposed Effective Date; 0 2/03/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l
*Action: [ PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
‘ReasonCode: | | Contact Emplict: [ K
NoAcode: | |4 ::?: [
Authority (1): | |Q | | |
Authority 2): | Q] | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
ﬁj é 0 Inkernst

Step Action

11. Enter the desired information into the *Action field. Enter "DTA".

12. Enter the desired information into the *Reason Code field. Enter "PRA".

13. | Press [Tab].

14. Enter the desired information into the NOA Code field. Enter "997".

15. | Press [Tab].

16. Enter the desired information into the NOA Ext field. Enter "B".

17. | Press [Tab].
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DEMAND
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home

é 0 Inkernst

Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
CURRAMN KATHLEEM M EmpliD: 00008575 EmplRcd#: 0
Data Control
Actual Effective Date: 020052005 ] Proposed Effective Date; 0 2/03/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [D7a @) Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
‘Reason Code: |PFA Q] Payroll Related Action  Contact Empiic: [ K
NOA Code: ﬂ Miscellaneous Entitlement Immminent Danger Pay Stap NOA ﬂ §
Ext:
Authority (1: | [Q | | |
Authority 2): | Q] | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@jDone

Step

Action

18.

Click the Compensation tab.

Page 18
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

@ Home

Y
Horne » Administerworkforce = Administer Workforce (USF) = Use = HR Processing M Wind o
/ Data Control | Personal Data |~ Johb \ Paosiion " Corpensation " Employment 1 " Employment2 )
GURRAN, KATHLEEN M EmpliD: 00008575 EmplRcd#: 0
Compensation Data
Effective Date: 02/05/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY F=
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: Pay Basis:
Pay Plan / ‘Table/Grade: g o000 Q) Q  step: g Step Entry Date: |0/07i2004 ||
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: |03/05/1999 |E]
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: I:I ity Offset
AdustedBasePay: 1252 00| ClgenefitBase Override FEGLIBase: |79.971 000 |
Ennm bl
@jDone é 0 Inkernst
Step Action

Click the Other Pay Information link.
I’Tﬂmmurm.—:|
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help .-""

Horre = Administer Warkforce = Administer Workforce (USF) = Use = HR Processing Mew Window

@ Home

Other Pay Information

Other Pay

*Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount

mminent Danger Fay - . .
Q' mminertD P 50.000 1300.00 1300.00

T
< 2
@ Done é 0 Inkernst

Step Action

20. Click the Delete row 1 button.
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‘A HR Processing - Microsoft Internet Explorer

File Edt ‘“iew Favorites Tools  Help .-?(.
A

rkiorce = Administer Workforce (USF) = Use = HR Processing ey Windaw

tion

Microsoft Internet Explorer
P | Delete current/selected rows From this page? The delete wil oocur when the transaction
Description \'/ is saved,

minent Danger Pay
)

< [

@ javascripk:submitAction_maind{document. maind, '$1CField134delete$0$407; é & Internet

Step | Action

21. Click the OK button.
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A HR Processing - Microsoft Internet Explorer, L=|ead
G

File Edt “iew Favorites Tools Help

o

tkforce = Administer Workforce (USF) = Use = HR Processing

@ Home

Mew Window:

tion

First (4] 1.0f 1 [P] Last
Description Pay Period Amount Quoted Expected Amount
Annualized
Amount [+]1=1
< T
@Done é 0 Inkernst
Step Action
22. | Release the mouse button.
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A HR Processing - Microsoft Internet Explorer,
File Edt “iew Favorites Tools Help

o

Horre = Administer Warkforce = Adrinister \Workforce (USF) = Use = HR Processing Mew Window

@ Home

Other Pay Information

iOther Pay

*Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount
[ &
v
< | >
@ Done é 0 Inkernst

Step Action

23. Click the OK button.
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DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home
Y
j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) b |
CURRAN KATHLEEM b EmpliD; 00008575 EmplRed#: 0
Compens:
¥
Effective Date: 02/05/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: |Regu|arRate "| Pay Basis:
Pay Plan /‘Table/Grade: ﬂ oooo Q) g Step: g Step Entry Date: |03/07/2004 ||
Rtnd PP/ Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: |03/081999 |[E]
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t 8
ndustedBasePay: 952100 | [BenefitBase override FEGLIBase: | 0521000 |
Total Pay: [aszion ]
Other Pay Information Expected Pay Accounting Info
w
@ é 0 Inkernst
Step Action
24. | Click the Save button.

[
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

¥
@ Home
Home = AdministerWorkforce » Administer Workforee (USF) = Use = HR Processing M Wind o
Warning -- This personnel action is in the middle ofthe pay period and will affect Other Pay amounts. {1641 213)
@Done

é 0 Inkernst

Step Action

25. Click the Ok button.

26. End of Procedure.
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Danger Pay
Danger Pay Start

Procedure

= | https:ffpollux. hrs. psc.gov: 7003 /servletsficlientservlet/tst/?cmd=startl - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help '1.'

Home

@ Home

—
@ Develop Workforce
@ Administer Workforce
@ Compensate Employess
& MonitorWorkplace
& Define Business Rules
@ He Process Menu
& Help FoC Online

@ PeopleTools

@ é 0 Inkernst

Step | Action

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

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

3. Click the Use link.

4. Click the HR Processing link.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

3

o

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

HR Processing

Find an Existing Value

Empl Red Nor.| |

Mame |

Last Mame: |

include History [ Correct History

@Done é 0 Inkernst
Step Action
5. Enter the desired information into the EmplID field. Enter "00008969".
6. Click the Search button.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home
A
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TEST REBECCAE EmpliD: 000088968 EmplRcd#: 0
Data Control
Actual Effective Date:  |11/13/2004 |G Proposed Effective Date: ' /1 2/2004 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [oTa]&)  Dpata changs PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: |PFA[Q]  Payroll Related Action  Contact Emplid: [ K
NOA Code:  |925 | Q] state TaxWithholding - StartiChg :zn Ql —
Authority (1): || | | | |
autnority 2: | | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@jDone é 0 Inkernst
Step Action
7. Click the Add a new row at row 1 button.

8. Click the Calendar icon button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TEST REBECCAE EmpliD: 000088968 EmplRcd#: 0
Data Control
Actual Effective Date: I:lﬂ Pronnserd Eferti Nate- 14012008 =1
x|
Transaction #/ Sequence: l:l l:l
*Action: [ F PRO|Q] PROCESSED BY HUMAN
|_1| A RESOURCES
" : QU [
Reason Code: | | s 4 55 7T 8 g Y
10 11 12 13 14 15 16 =
i NOA =)
noncode: | |A 17 18 19 20 21 22 23 -, [
Authority (1): I:Ig 24 25 26 27 28 29 30
manority @z | Q[ oo | | ]
PAR Requests: PANEF-52 | e oonvnsts ssmsst rtn Tomebin Pates Soummnnn Do v
@javascript:selectDay(S)j é & Internet
Step Action
9. Click the desired date.
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Training Guide ON
Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help i ;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TEST REBECCAE EmpliD: 000088968 EmplRcd#: 0
Data Control ViewAll  |= [{] 1520 I 35|
Actual Effective Date: 014232005 ] Proposed Effective Date; 0 1/23/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l
*Action: [ PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
‘Reason Code: | | Contact Emplict: [ K
NoAcode: | |4 ::?: [
Authority (1): | |Q | | |
Authority 2): | Q] | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@j é 0 Inkernst

Step Action

10. | Press [Tab].

11. Click in the *Reason Code field.

12. | Press [Tab].

13. | Press [Tab].

14. | Press [Tab].
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Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

_.:‘l
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control
Actual Effective Date: 014232005 ] Proposed Effective Date; 0 1/23/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [D7a @) Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: |PFA[Q]  Payroll Related Action  Contact Emplid: [ K
NOA Code: ﬂ Miscellaneous Entitlement Dianger Pay Start NOA ﬂ l |
Ext:
Authority (1): || | | | |
autnority 2: | | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@jDone

é 0 Inkernst

Step Action

15. | Click the Compensation tab.
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DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home

Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
J Data Control |~ Personal Data |~ Joh \ Paosiion " Corpensation " Employment 1 " Employment2 )
BUNMELL,REBECCAE EmpliD; 00002363 EmplRed#: 0
Compensation Data
¥
Effective Date:  01/23/2005 Transaction # | Seq: 1 PAR Status: FPROCESSED BY F=
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| ity Offset
AdjustedBase Pay: 095500 | ClgenefitBase Override FEGLIBase:  |00.09° 000 |
Ennm bl
@Done é 0 Inkernst
Step Action

Click the Other Pay Information link.
I’Tﬂmmurm.—:|
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Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help g

Horre = Administer Warkforce = Adrinister \Workforce (USF) = Use = HR Processing Mew Window

@ Home

Other Pay Information

iOther Pay

*Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount
ﬂ Post Differential 25% 21588.00 21517.60
¥
< e
@j Done é 0 Inkernst

Step Action
17. Click the Add a new row at row 1 button.

18. | Click the Lookup Earnings Code button.
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Processing Premium Pay

DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help l'('

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

Lookup Earnings Code

Earnings Code:D

| Laakup | | Clear | | Cancel | Basic Lookup

@Done é 0 Inkernst

Step Action

19. | Click the Lookup button.

20. Click the Search Results table.

21. Click the Search Results table.
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FERSOMAL NAVIGATOR

Training Guide
Processing Premium Pay

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

Hamme = Administer Workiorce = Administer Workforce (USF) = Use = HR Processing

Other Pay Information

iOther Pay

*Earnings Description
Code

[Pos &1 Post Differential 25%
[

Pay Period Amount

Mewy Window:

Quoted Expected Amount
Annualized
Amount

21588.00 21517.60

3
< | >
@Done é °Internet
Step Action
22. Click the OK button.
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Processing Premium Pay

DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home
Y
j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) b |
BUNMELL,REBECCAE EmpliD; 00002363 EmplRed#: 0
Compensation Data
¥
Effective Date:  01/23/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: |Regu|arRate "| Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t 8
AdustedBasePay: 095900 | [BenefitBase override FEGLIBase:  |20.05° 000 |
Oiher Payinformalior Expected Pay Accounting Info
w
@ Compensation Daka é 0 Internet
Step Action
23. | Point to the object.
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DEMAND
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Training Guide

Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

@ Home

Y
j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) |
BUNMELL,REBECCAE EmpliD; 00002363 EmplRed#: 0
Compensation Data
¥
Effective Date:  01/23/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: |Regu|arRate "| Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t
Adjusted Base Pay: l:l [ Benefit Base Override FEGLI Base: I:I
Total P [lorgs1o0 ]
Expected Pay Accounting Info
w
@j é 0 Inkernst
Step Action
24. | Click the Save button.
25. | End of Procedure.

Danger Pay Change

Procedure
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Processing Premium Pay

DEMAND

PERSONAL NAVIGATOR

= | https:ffpollux. hrs. psc.gov: 7003 /servletsficlientservlet/tst/?cmd=startl - Microsoft Internet Explorer *
File Edt “iew Favorites Tools Help '1.'

o

Home

@ Home

—
@ Develop Workforce
@ Administer Workforce
@ Compensate Employess
& MonitorWorkplace
& Define Business Rules
@ He Process Menu
& Help FoC Online

@ PeopleTools

@Done é 0 Inkernst

Step Action

1. Click the Administer Workforce link.
[ Administer Warkfarce]

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

3. Click the Use link.

[

4. Click the HR Processing link.
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DEMAND Training Guide

Processing Premium Pay

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

3

o

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

HR Processing

Find an Existing Value

Empl Red Nor.| |

Mame |

Last Mame: |

include History [ Correct History

@Done é 0 Inkernst
Step Action
5. Enter the desired information into the EmplID field. Enter "00008969".
6. Click the Search button.
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DEMAND

PERSONAL NAVIGATOR

Training Guide ON
Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control
Actual Effective Date: 0172320058 @ Proposed Effective Date: 01423520048
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@ ?
“Action: D74 &) Date Change PAR Status: [PRoJQJ PROCESSED BY HUMAN
RESOURCES
‘Reason Code: |PRA|Q|  Payroll Related Action  Contact Emplid: [ .
NOA Code: ﬂ Mizcellaneous Entitlement NOA ﬂ B
Ext:
Authority (1: | |Q | | |
Authority (2 || | | | | ]
PAR Request#: PrintSF-52 | pup pamarke duard Nata Tracking Nata  Gavaranca Paw _
@jDone é 0 Inkernst

Step Action

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

8. Click the Calendar icon button.
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FERSOMAL NAVIGATOR

Training Guide
Processing Premium Pay

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control
Actual Effective Date: I:lﬂ Pronnserd Eferti Nate- 14012008 =1
x|
Transaction #/ Sequence: l:l l:l
“Action: [ S PRO|QJ PROCESSED BY HUMAN
|_1| A RESOURCES
" : QU [
Reason Code: | | s 4 55 7T 8 g Y
10 11 12 13 14 15 16 =
i NOA =)
noncode: | |A 17 18 19 20 21 22 23 -, [
Authority (1): I:Ig 24 25 26 27 28 29 30
manority @z | Q[ oo | | ]
PAR Requests: PANEF-52 | e oonvnsts ssmsst rtn Tomebin Pates Soummnnn Do v
@javascript:selectDay(S)j é & Internet
Step Action
9. Click the desired date.
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Processing Premium Pay

DEMAND

PERSONAL NAVIGATOR

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help ;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control ViewAll  |= [{] 1521 I 35|
Actual Effective Date: 020062005 ] Proposed Effective Date; 0 2/08/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l
*Action: [ PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
‘Reason Code: | | Contact Emplict: [ K
NoAcode: | |4 ::?: [
Authority (1): | |Q | | |
Authority 2): | Q] | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
ﬁj é 0 Inkernst

Step Action

10. Enter the desired information into the *Action field. Enter "DTA".

11. Click in the *Reason Code field.

12. | Press [Tab].

13. Enter the desired information into the NOA Code field. Enter "997".

14. | Press [Tab].

15. Enter the desired information into the NOA Ext field. Enter "C".

16. | Press [Tab].
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Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

_.:‘l
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control
Actual Effective Date: 020062005 ] Proposed Effective Date; 0 2/08/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [D7a @) Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: |PFA[Q]  Payroll Related Action  Contact Emplid: [ K
NOA Code: ﬂ Miscellaneous Entitlement Dianger Pay Change NOA ﬂ l |
Ext:
Authority (1): || | | | |
autnority 2: | | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@jDone

é 0 Inkernst

Step Action

17. | Click the Compensation tab.
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DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home

Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
J Data Control |~ Personal Data |~ Joh \ Paosiion " Corpensation " Employment 1 " Employment2 )
BUNMELL,REBECCAE EmpliD; 00002363 EmplRed#: 0
Compensation Data
¥
Effective Date:  02/06/2005 Transaction # | Seq: 1 PAR Status: FPROCESSED BY F=
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| ity Offset
AdjustedBase Pay: 095500 | ClgenefitBase Override FEGLIBase:  |00.09° 000 |
Ennm bl
@Done é 0 Inkernst
Step Action

Click the Other Pay Information link.
I’Tﬂmmurm.—:|
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Processing Premium Pay

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

Hamme = Administer Workiorce = Administer Workforce (USF) = Use = HR Processing

Other Pay Information

iOther Pay

*Earnings Description
Code

[Pos [&1  Post Differential 25%
Elﬂ Danger Pay

Pay Period Amount

Mewy Window:

Quoted Expected Amount
Annualized
Amount

21588.00 21517.60

A
<9 | k)
@Done é °Internet
Step Action
19. | Click the OK button.
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Processing Premium Pay

PERSONAL NAVIGATOR

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

w
@ Home
Y
j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) |
BUNMELL,REBECCAE EmpliD; 00002363 EmplRed#: 0
Compensation Data View All First (4] 1021 O
¥
Effective Date: 02/06/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: | Regular Rate b | Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t
AdustedBasePay: 00500 | [lpenefitBase Override FEGLIBase: |05 (00 |
Total P [lorgs1o0 ]
Expected Pay Accounting Info
w
éj' Compensation Data —

é 0 Inkernst

Step Action
20. Click the Save button.

[

21. End of Procedure.

Danger Pay Stop

Procedure
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FERSOMAL NAVIGATOR
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Processing Premium Pay

File Edt “iew Favorites Tools Help

e | https:/{pollux. hrs. psc.gov: 7003 /servletsficlientservlet/tst/?cmd=starth - Microsoft Internet Explorer

o

@ Home

Home

—
@ Develop Workforce

@ Administer Workforce

@ Compensate Employess
© MonitorWorkplace

@ Define Business Rules
@ He Process Menu

& Help FoC Online

@ PeopleTools

@jDone é 0 Inkernst
Step Action

1. Click the Administer Workforce link.

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

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

[

4. Click the HR Processing link.
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DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help l'('

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

HR Processing

Find an Existing Value

Empl Red Nor.| |

Mame |

Last Mame: |

include History [ Correct History

@Done é 0 Inkernst

Step Action

5. Enter the desired information into the EmplID field. Enter "00008969".

6. Click the Search button.
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Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help .-:;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control
Actual Effective Date: 2162005 | 5] Proposed Effective Date:  V2/06/2003
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@ ?
“Action: D74 &) Date Change PAR Status: [PRoJQJ PROCESSED BY HUMAN
RESOURCES
‘Reason Code: |PRA|Q|  Payroll Related Action  Contact Emplid: [ .
NOA Code: ﬂ Mizcellaneous Entitlement NOA ﬂ B
Ext:
Authority (1: | |Q | | |
Authority 2 || | | | | ]
PAR Request#: PrintSF-52 | pup pamarke duard Nata Tracking Nata  Gavaranca Paw _
@jDone é 0 Inkernst

Step Action

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

8. Click the Calendar icon button.
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Training Guide ON

DEMAND

PERSONAL NAVIGATOR

Processing Premium Pay

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control
Actual Effective Date: I:lﬂ Pronnserd Eferti Nate- 14012008 ==]
x|
Transaction #/ Sequence: l:l l:l
*Action: [ F PRO|Q] PROCESSED BY HUMAN
|_1| A RESOURCES
" : QU [
Reason Code: | | s 4 55 7T 8 g Y
10 11 12 13 14 15 16 =
i NOA =)
noncode: | |A 17 18 19 20 21 22 23 -, [
Authority (1): l:lg 24 25 26 27 28 29 30
oty 2z | Q[ oo | | ]
PAR Request: PANEF-52 | e oonvnsts ssmsst rtn Tomebin Pates Soummnnn Do v
@javascript:selectDay(S)j é & Internet
Step Action
9. Click the desired date.
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DEMAND

FERSOMAL NAVIGATOR

Training Guide

Processing Premium Pay

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

@ Home

Y

Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o

/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control
Actual Effective Date:  |02/18/2005 |G Proposed Effective Date: /1 /2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l
“Action: [« PAR Stalus: [PRoJQJ PRoCESSED BY HUMAN

RESOURCES
‘ReasonCode: | | Contact Emplict: [ K
NoAcode: | |4 ::?: [ 1
Authority (1): || | | | |
authority 2: || | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@ é 0 Inkernst
Step Action
10. | Press [Tab].
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DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home

Y

Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2

BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0

Data Control

Actual Effective Date: 02 62005 ] Proposed Effective Date; 2 8/2005 +=]

Transaction #/ Sequence: l:l Not To Exceed Date: l:l

*Action: (D74 [@ Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN

RESOURCES

‘Reason Code: | | Q Contact Emplict: Y

NoAcode: | |4 ::?: [

Authority (1): || | | | |

authority 2: || | | | | ]

PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M

é 0 Inkernst

Step Action

11. | Point to the object.
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Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help ;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control ViewAll  |= [ 1522 I 3|
Actual Effective Date: 02 62005 ] Proposed Effective Date; 2 8/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l
*Action: [D7a @) Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
‘ReasonCode: | | Contact Emplict: Y
NoAcode: | |4 ::?: [
Authority (1): || | | | |
autnority 2: | | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
ﬁj é 0 Inkernst

Step Action

12. Enter the desired information into the *Reason Code field. Enter "PRA".

13. | Press [Tab].

14. Enter the desired information into the NOA Code field. Enter "997".

15. | Press [Tab].

16. Enter the desired information into the NOA Ext field. Enter "9".

17. | Press [Tab].
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DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home

Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 000088968 EmplRed#: 0
Data Control
Actual Effective Date:  |02/18/2005 |G Proposed Effective Date: /1 /2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [oTa]&)  Dpata changs PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: |PFA[Q]  Payroll Related Action  Contact Emplid: [ K
NOA Code: ﬂ Miscellaneous Entitlernent Danger Pay Stop NOA Eﬂ B
Ext:
Authority (1 ||| | | | |
authority 2: || | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@Done é 0 Inkernst
Step Action
18. | Release the mouse button.

Page 54



ONIDEMAND

FERSONAL NAVIGATOR Training GUide
Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

_.:‘l
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
BUMNMELL,REBECCAE EmpliD: 00005964 EmplRed#: 0
Data Control
Actual Effective Date: 02 62005 ] Proposed Effective Date; 2 8/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [D7a @) Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: |PFA[Q]  Payroll Related Action  Contact Emplid: [ K
NOA Code: ﬂ Miscellaneous Entitlernent Danger Pay Stop NOA Eﬂ B
Ext:
Authority (1): ||| | | | |
Authority 2): | Q] | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@j javascripk: submitAction_maind{document. maind, '#ICPanel4"y

é 0 Inkernst

Step Action

19. | Click the Compensation tab.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home

Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
J Data Control |~ Personal Data |~ Joh \ Paosiion " Corpensation " Employment 1 " Employment2 )
BUNMELL,REBECCAE EmpliD; 00002363 EmplRed#: 0
Compensation Data
¥
Effective Date: 0271872005 Transaction # | Seq: 1 PAR Status: FPROCESSED BY F=
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| ity Offset
AdjustedBase Pay: 095500 | ClgenefitBase Override FEGLIBase:  |00.09° 000 |
Ennm bl
@Done é 0 Inkernst
Step Action

Click the Other Pay Information link.
I’Tﬂmmurm.—:|
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A HR Processing - Microsoft Internet Explorer,
File Edt “iew Favorites Tools Help

o

Horre = Administer Warkforce = Adrinister \Workforce (USF) = Use = HR Processing Mew Window

@ Home

Other Pay Information

iOther Pay

‘Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount
D4 Q] Post Differential 25% 21588.00 2151760

Elﬂ Danger Pay

T
< \ >
@ Done é 0 Inkernst

Step Action

21. Click the Delete row 1 button.
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‘A HR Processing - Microsoft Internet Explorer

File Edt ‘“iew Favorites Tools  Help

A
tkforce = Administer Workforce (USFY = Use = HR Processing Mew Windam
tion
s Microsoft Internet Explorer
P | Delete current/selected rows From this page? The delete wil oocur when the transaction
Description \'/ is saved,
=]
st Differential 25%
nger Pay
)
< 3
@javascript:submitnction_mainﬂ(document.ma\nD,'$ICFieId13$daleta$1$$0‘)j é & Internet

Step | Action

22. Release the mouse button.
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A HR Processing - Microsoft Internet Explorer,
Fie Edt Wiew Favorites Tools  Help .-""

o

Horme = Administer Workforce = AdministerYWorkforce (USF) = Use = HR Processing I Widin d o

@ Home

Dther Pay Information

Other Pay

*Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount

g Post Differential 25% 21588.00 2151760
oKk | v
A | 4
@Done é 0 Inkernst

Step Action
23. | Click the OK button.

Page 59




Training Guide ON
Processing Premium Pay

DEMAND

PERSONAL NAVIGATOR

A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home
Y
j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) b |
BUNMELL,REBECCAE EmpliD; 00002363 EmplRed#: 0
Compensation Data
¥
Effective Date: 02/15/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HUMAN RESOURCES
Act Type: Data Change NOA Code: 997 Empl Status:  Active
Pay Rate Determinant: |Regu|arRate "| Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t 8
AdustedBasePay: 00500 | [lpenefitBase Override FEGLIBase: |05 (00 |
Total Pay: [lorgs1o0 ]
Other Pay Information Expected Pay Accounting Info
w
@ é 0 Inkernst
Step Action
24. | Click the Ok button.
25. | End of Procedure.
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Home Leave

Home Leave is leave granted to Federal employees who are stationed overseas after they have
been abroad for a period of two years. This is in addition to regular sick and annual leave that
Federal employees earn.

This topic will provide instructions for establishing the service agreement and the PAR action for
processing a start, change or stop of Home Leave in EHRP.

Starting Home Leave

Procedure

A https:/fpollux. hrs.psc.gov: 7003/serviletsficlientserviet/tst/7cmd=start& - Microsoft Internet Explorer

File Edt “ew Favorites Tools Help "f'

Home

€ Home @ Worklist  Help

—_—
© Develop Workforce
& Administer Workfarce
@ Compensate Employeas
& MonitorWorkplace
O Define Business Rules
& He Process Menu
@ Help PoC Online

Q@ PeopleTools

@_1 é O Inkernst

Step | Action

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

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

3. Click the Use2 link.
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Step | Action

4. Click the Service Agreements link.

A Service Agreements - Microsoft Internet Explorer

File Edt Wew Favorites Tools  Help

Homea = Administer Workforce = Adrminister Workforce (USF) = Use2 = Service Agreements Mlew Window:

@ Home & Worklist 2 Help S Sign Out

Service Agreements

Find an Existing Value

Search By:| EmpllD v
Advanced Search

@Done é O Inkernst

Step | Action

5. Click the Search By list.
[ EmpiiD v|

6. Click an entry in the list.
Select Name, unless you know the EmplID.
|Name "
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A Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help 1','

o

Horne = Administer Waorkforce = AdrinisterWorkforce (JSF) = Use2 = Service Agreements Mew Window

@ Home @ Worklist 2 Help

Service Agreements

Find an Existing Value

MHame H

Advanced Search

&]one B @ wrenet
Step Action

7. Enter the desired information into the Name field. Enter "TEST".

8. Click the Search button.

9. Click the Search Results table.

| TESTJAMET JACKSOMN |
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A Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help ",'
@ Home
Horme = Administer Workforce = Administer Workforce (USF) = UseZ? = Service Agreemeints e Wind o M
{ Semice Agreements
TEST,JANET JACKSOMN Employee |p: 00100504 Empl Redi: a
Service Agreements view Al First [ 1.0t 1 [F] Last
Service Agreement ServiceDate: | B =]
Type:
Effective Date: l:lﬂ Exec PSP Percentage: l:l
. l:l@ Scarcity Code: |:|
|
@Done é 0 Inkernst »
Step Action
10. | Click an entry in the list.
11. | Click an entry in the list.
12. | Click the Choose a date button.
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A Service Agreements - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help F ;'
@ Home
~
Horme = Administer Workforce = Administer Workforce (USF) = UseZ? = Service Agreements e Wind o
{ Serice Agreerments
TEST,JANET JACKSOMN Employee |p: 00100504 Empl Red#: 0
Service Agreements First (4 1.0t 1 [F] Last
*Service Agreement |H0me Leave v‘ Service Date: l:l@ EI
p ] []
Effective Date: @ Exec PSP Percentage:
[5ervice agreements] x| Scamende:l:l
End Date: March || 2005 »
1 2 3 4 5
B 7 8 910 1112 =
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30
w

@jDone é 0 Inkernst

Step Action

13. Click the desired date.

14, Click the desired date.

15. Click the desired date.
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2l Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help ""
g
@ Home
i = = |
TESTJANMET JACKSOM Employee |p: 00100504 Empl Red#: a
Service Agreements First (4 1.0t 1 [
*Service Agreement | Haome Leave v Service Date: E}E El
Type:

Effective Date: @ Exec PSP Percentage: l:l
Scarcity Code: I:l
End Date: [ =

ﬁ Save, QReturn to Search
@ Done é 0 Inkernst

£

Step Action

16. Click the Save button.
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2l Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help ""

@ Home
- = I A
TESTJANET JACKSON Employee ID; 00100504 EmplRed#: 0
Service Agreements | First [ 1.0f 1 [ Last
*Service Agreement | Home Leave hd Service Date: 03/20i2007 ,@;E EI
s []
Effective Date: 0312012005 @ Exec PSP Percentage:

Scarcity Code:
T ny Coce:|_|

ﬁ Save, QReturn to Search ¥
@java%ubmitnction_mainﬂ(document.ma\nD, ‘#ICSave'); é & Internet »
Step Action
17. | Click the Administer Workforce (USF) link.
| |
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= | https:ffpollux. hrs. psc.gov: 7003 /servletsficlientservlet/tst/?cmd=startl - Microsoft Internet Explorer.

File Edt “iew Favorites Tools Help ""
@ Home
Hame = Administer Workforce = Admini: Workforce (USF)
—
DDl e oo [aAummmterWormrce (USF)
ini D Useld
(aAdmm'SterWDrmrce © Autamatic Actions (USF) @
& Caormpensate Employees © Manage Performance (USF) ap
& Monitar Waorkplace [OCESS)
O Define Business Rules @ Inguire
& He Process Menu @ Report
& Help FoC Online @ HHS
@ HHE Report
@ PenpleTools
Done Internet
| S ®

Step Action

18. Click the Use link.

19. | Click the HR Processing link.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

@ Home

Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TESTJAMNET JACKSOMN EmpliD: 00100504 EmplRed#: 0
Data Control
Actual Effective Date:  [P2/06/2005 |G Proposed Effective Date:  1~/08/2005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: @
[Data Contral
*Action: [HR &) Hire PAR Status: [PRO| QT PROTERSED BY HUMAN
RESOURCES
*Reason Code: [NFS[Q]  New Position Contact Emplict: [ K
NOACode: |10 [ careerappt noa [0 [Q —
Ext:
Authority (1): [ACM|Q [CS CertNo. 200 | |
authority 2: || | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@jDone é 0 Inkernst
Step Action
20. | Release the mouse button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home

Actual Effective Date: @ Proposed Effective Date:  "~/02/200% +1=1

Transaction #/ Sequence: l:l Not To Exceed Date: l:l@

*Action: [HiR &) Hire PAR Status: [PROJQ] PrROCESSED BY HUMAN
RESOURCES

‘Reason Code: |[NP5|Q|  New Position Contact Emplic: [ .

NOA Code: ﬂ Career Appt :2!1 Eg

Authority (1): |ACM Q] [c5 CertNo. 200 | ] |
amnority2: || | | |

PAR Requests#: (P =2 | PAR Remarks Award Data  Tracking Data  Severance Pay

Frint SF-50

[]

& s=ve)  [CiReturn to Search ) Next tab ) iz Ainclude History | [ [# Correct History |
] Expert Entry
:
@ é ® Internet

Step Action

21. Click the Add a new row at row 1 button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

Data Control

7005 5

Transaction # /| Sequence: l:l
*Action: =Y PAR Status:

Actual Effective Date:

*Reason Code: l:lg
Noacode: | |

Proposed Effective Date:
Not To Exceed Date:

Contact Emplid:

aunority (1 || Q| |

amnority2: || | |

PAR Request#: Frint SF-52

L 1

Frint SF-50

& s=ve)  [CiReturn to Search ) Next tab )
] Expert Entry

| FAR Remarks Award Data  Tracking Data  Severance Pay

Y
View All
033142005 EI
L 1
[PROJQ] PrROCESSED BY HUMAN
RESOURCES
[ &
noa | [&
Ext:
[ Upste Dipi=y ) [ nslude History ) ([#Conrest History)
o

@ javascripk:submitAction_main0{document. maind, '$1CField4$newd0s 40",

é 0 Inkernst

Step

Action

22.

Click the desired date.
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A HR Processing - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help !';'

-

@ Home

Data Control View All = [{ 10z D 2|

Actual Effective Date: 0372012005 @_E Proposed Effective Date: 02720/2008 EI

Transaction #/ Sequence: l:l Not To Exceed Date: l:l
*Action: [« PAR Status: [PROJQ] PrROCESSED BY HUMAN

RESOURCES

*Reason Code: l:lg Contact Emplid: l:lﬂ
noacode: | | Noa [ [q]

Ext:

authority (1: || | | | |
munory 2: || | | |

PAR Requests#: (P =2 | PAR Remarks Award Data  Tracking Data  Severance Pay

Frint SF-50

& s=ve)  [CiReturn to Search ) Next tab ) iz Ainclude History | [ [# Correct History |
] Expert Entry

=

@j é 0 Inkernst

Step

Action

23.

Press [Tab].

24.

Press [Tab].

25.

Enter the desired information into the NOA Code field. Enter "910".

26.

Press [Tab].

217.

Press [Tab].

28.

Press [Tab].
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help .-:;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TESTJAMNET JACKSOMN EmpliD: 00100504 EmplRed#: 0
Data Control View All |=
Actual Effective Date: 0302012005 |l Proposed Effective Date; 0202005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [D7a @) Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: Q] Payroll Related Action  Contact Emplic: [ K
NOA Code: Q] Hame Leave NOA Ql —
Ext:
Authority (1): || | | | |
autnority 2: | | | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@jDone é 0 Inkernst

Step Action

29. | Click the Compensation tab.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home

Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
J Data Control |~ Personal Data |~ Joh \ Paosiion " Corpensation " Employment 1 " Employment2 )
TESTJANET JACKSON EmpliD: 00100504 EmplRcd#: 0
Compensation Data
¥
Effective Date:  03/2002005 Transaction # | Seq: 1 PAR Status: FPROCESSED BY F=
HUMAN RESOURCES
Act Type: Data Change NOA Code: 910 Empl Status:  Active
Pay Rate Determinant: Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| ity Offset
AdjustedBase Pay: |75 00| ClgenefitBase Override FEGLIBase:  |04.751 000 |
Ennm bl
@Done é 0 Inkernst
Step Action

Click the Other Pay Information link.
I’Tﬂmmurm.—:|
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A HR Processing - Microsoft Internet Explorer,
Fie Edt Wiew Favorites Tools  Help .-""

@ Home

Horre = Administer Warkforce = Adrinister \Workforce (USF) = Use = HR Processing Mew Window

Other Pay Information

iOther Pay

*Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount
(Y
v
A 4
@Done é 0 Inkernst

Step Action

31. | Click the Lookup Earnings Code button.
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A HR Processing - Microsoft Internet Explorer,
File Edt “iew Favorites Tools Help l'('

o

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

Lookup Earnings Code

Earnings Code:D

| Laakup | | Clear | | Cancel | Basic Lookup

@Done é 0 Inkernst

Step Action

32. | Click the Lookup button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help ",'
@ Home
A
Home = Administer Workforce = Adrrinister\Workforce (USF) = Use = HR Processing ey Windaw
LOOKUp Earnings Code
Earnings Code:l:l
| Laakup | | Clear | | Cancel | Basic Lookup
Looky
Searults
Wiew All 1-100 ot 114 [M] Last
ngs Code Description
,____D__S; ADMIN UMCONTREOLLABLE OT 05%
A0 Admin Uncantrollable OT 10%
Als Admin Uncantrollable OT 15%
A20 Admin Uncantrollable OT 20%
A28 Admin Uncontrollable OT 25%
AL AnALABILITY PAY
B Imrminent Danger Pay
BEP Beeper Pay
c10 Costof-Living Allow 10%
1 Costof-Living Allow 11.5%
C15 Cost-oft-Living Allovw 15% ¥
@javascript:submit.ﬂction_mainﬂ(document.ma\nD, ‘#ICSearch’); é & Internet

Step Action

33. Release the mouse button.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

S
&

[RELY DLNEY DldnNULy Fdy | U

RS2 Eeqg Sched Standby Pay 15% £
ES3 Een Sched Standby Pay 20%
RS54 Ren Sched Standby Pay 25%
s05 Superisory Differential 5%
510 Superdsory Differential 10%
5815 Supendsory Differential 15%
520 Supervisory Differential 20%
525 Supendsory Differential 25%
IST TEST
LIPH Unifarm Allowance Per Haur
LIFE Unifarm Allowance Pay Period
i} Home Leave 0 Days
W0 Horme Leave 10 Days
Wis Horme Leave 15 Days
WS Haorme Leave 5 Days
*f0]5=arch RBSLl“IShJLL TIME STATUS - DOCTORS
w02 FULL TIME DEMTISTS 1
¥03 FULL TIME DEMTISTS2
w04 GEOQGRAPHIC PAY - DOCTORS
¥05 GEQGRAPHIC PAY DEMTISTS 1
W06 GEQGRAPHIC PAY DEMTISTS 2 l |
¥O7 FOST GRAD - DEMTISTS 2
w08 EXEC. RESP. SERY CHEIF MD v
@javascript: submitaction_mainDidocument. maind, #ICRows3") é & Internet
Step Action
34. | Click the Search Results table.
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A HR Processing - Microsoft Internet Explorer,
File Edt “iew Favorites Tools Help

o

Horre = Administer Warkforce = Adrinister \Workforce (USF) = Use = HR Processing Mew Window

@ Home

Other Pay Information

iOther Pay

*Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized

ﬂ Home Leave 15 Days

Amount

< |
@Done é 0 Inkernst

|

|

Step Action

35. Click the OK button.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

Home = AdministerWorkforce » Administer Workforee (USF) = Use = HR Processing M Wind o

@ Home

Warning -- You must enter the Effective Date and Senice Date on the Service Agreements page. (20002,33)

hen a Home Leave Start action is entered, you must also go to the Service Agreements menu option and enter an Effective Date and Service
DCate forthe Service Agreement Type of "Hame Leave".

@Done é 0 Inkernst

Step Action

36. Click the Ok button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

Y
j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) b |
TESTJANET JACKSOMN EmpliD; 00100504 EmplRed#: 0
Compensation Data
¥
Effective Date: 0372072005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HUMAN REBOURCES
Act Type: o= Change NOA Code: 910 Empl Status:  Active
Pay Rate Determinant: |Regu|arRate Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l : Q Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t
AdustedBasePay: 0475 00| [lpenefitBase Override FEGLIBase: |05\ (00 |
Total Pay: [ersron ]
Diner Payinformalior Expected Pay Accounting Info
w
@ é 0 Inkernst
Step Action
37. | Release the mouse button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

Compensation Data

@ Home

A
+
Effective Date: 01372072005 Transaction # / Seq: 1 PAR Status: FROCE3I3IED BY =]
HUMAN RESOURCES
Act Type: Data Change NOA Code: 910 Empl Status:  Active
Pay Rate Determinant: | Regular Rate b | Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: ﬂ Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l Step: l:l Grade Entry Date:
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t
AdustedBasePay: 0475 00 | [lpenefitBase Override FEGLIBase: |0./%1 (00 |
Diher Pay informaior Expected Pay Accounting Info
E Save QReturn to Search) (B Previous tab) Next tab) B @ Include History) @Conact History)
[CJExpert Entry v
@ é 0 Inkernst
Step Action

38.

Click the Save button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

Home = AdministerWorkforce » Administer Workforee (USF) = Use = HR Processing M Wind o

@ Home

Warning -- You must enter the Effective Date and Senice Date on the Service Agreements page. (20002,33)

hen a Home Leave Start action is entered, you must also go to the Service Agreements menu option and enter an Effective Date and Service
DCate forthe Service Agreement Type of "Hame Leave".

@javascript:submit.ﬂction_mainﬂ(document.ma\nD, FICOK; é & Internet

Step Action

39. Click the Ok button.

Page 83




Training Guide ON

Processing Premium Pay

2l Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help ",'
@ Home
Y
Horme = Administer Workforce = Administer Workforce (USF) = UseZ? = Service Agreemeints e Wind o
{ Serice Agreerments
TEST,JANET JACKSOMN Employee |p: 00100504 Empl Redi: 0
Service Agreements First (4 1.0t 1 [
‘Service Agreement |{glEliENE Service Date: l:l@ EI
pn []
Effective Date: l:lﬂ Exec PSP Percentage:
]
Scarcity Code:
End Date: l:l@
)
@Done é 0 Inkernst
Step Action

40.

Click the Choose a date button.
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Processing Premium Pay

2l Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help ",'
@ Home
~
Horme = Administer Workforce = Administer Workforce (USF) = UseZ? = Service Agreemeints e Wind o
{ Semice Agreements
TEST,JANET JACKSOMN Employee |p: 00100504 Empl Redi: 0
Service Agreements First (4 1.0t 1 [
‘Service Agreement |H0me Leave v‘ Service Date: l:l@ EI
pn []
Effective Date: l:lﬂ Exec PSP Percentage:
— < semenycane |
Scarcity Code:
End Date:
1 2 3 4 5
B 7 8 910 1112 =
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30
w

@ javascripk:selectDay(32); é & Internet

Step Action

41, Click the desired date.
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2l Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help ",'
@ Home
A
Horme = Administer Workforce = Administer Workforce (USF) = UseZ? = Service Agreemeints e Wind o
{ Serice Agreerments
TEST,JANET JACKSOMN Employee |p: 00100504 Empl Redi: 0
Service Agreements First (4 1.0t 1 [
‘Service Agreement | Home Leave hd Service Date: l:l@ EI
pn []
Effective Date: 0312012005 @ Exec PSP Percentage:
Scarcity Code: I:l
End Date: l:l@
)
@Done é 0 Inkernst

Step Action

42, Click the Choose a date button.
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2l Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help ""
~
Horme = Administer Workforce = Administer Workforce (USF) = UseZ? = Service Agreemeints e Wind o
{ Serice Agreerments
TEST,JANET JACKSOMN Employee |p: 00100504 Empl Redi: 0
Service Agreements L First (4 1.0t 1 [
*Service Agreement |Home Leave b Service Date: l:l@
pn []
Effective Date: 0312012005 @ Exec PSP Percentage:
Scarcity Code: I:l
End Date: l:l@ 1 7 131 4 5
B 7 8 910 11 12
13 14 15 16 17 18 19 B
20 21 22 23 24 25 26
7 28 29 30
4] Curent Date [») v
< |
@javascript:selectDay(SZ)j é & Internet

Step Action

43, Click the desired date.
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A Service Agreements - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o
@ Home
A
TESTJANMET JACKSOM Employee |p: 00100504 Empl Redi: a
Service Agreements First (4 1.0t 1 [F] Last
‘Service Agreement | Home Leave A Service Date: @ EI
s []
Effective Date: @ Exec PSP Percentage:
Scarcity Code:
P S L
ﬁ Save, QReturn to Search
v
@jDone é 0 Inkernst
Step Action
44. | Click the Save button.

45,

End of Procedure.

Home Leave Stop

Procedure
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= | https:/{pollux. hrs. psc.gov: 7003 /servletsficlientservlet/tst/?cmd=starth - Microsoft Internet Explorer
File Edt “iew Favorites Tools Help '1.'

o

Home

@ Home

—
@ Develop Workforce
@ Administer Workforce
@ Compensate Employess
© MonitorWorkplace
@ Define Business Rules
@ He Process Menu
& Help FoC Online

@ PeopleTools

@ é 0 Inkernst

Step Action

1. Click the Administer Workforce link.
[ Administer Warkfarce]

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

3. Click the Use link.

[

4. Click the HR Processing link.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help l'('

Horne = Administer Workforce = Administer\Workforce (JSF) = Use » HR Processing Plew Window

@ Home

HR Processing

Find an Existing Value

Empl Red Nor.| |

Mame |

Last Mame: |

include History [ Correct History

@Done é 0 Inkernst

Step Action

5. Enter the desired information into the EmplID field. Enter "00100504".

6. Click the Search button.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help .-:;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TESTJAMNET JACKSOMN EmpliD: 00100504 EmplRed#: 0
Data Control View All |=
Actual Effective Date: 0312012005 | Proposed Effective Date; 0202005
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@ ?
*Action: D74 &) Date Change PAR Status: [PRoJQJ PROCESSED BY HUMAN
RESOURCES
*Reason Code: Q] Payroll Related Action  Contact Emplid: [ .
NOA Code: Q| Hame Leave NOA Ql L
Ext:
Authority (1): || | | | |
Authority 2: | |Q | | | ]
PAR Request#: PrintSF-52 | pup pamarke duard Nata Tracking Nata  Gavaranca Paw _
@jDone é 0 Inkernst

Step Action

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

8. Click the Calendar icon button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Horme
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TESTJAMET JACKSOMN EmpliD: 00100504 EmplRed#: 0
Data Control ViewAll = [ 142
Actual Effective Date: I:lﬂ Pronnserd Eferti Nate- 14012008 =1
x|
Transaction #/ Sequence: l:l l:l
*Action: [« S M W T F FROJQ| PROCESSED BY HUMAN
|_1| A RESOURCES
" : QU [
Reason Code: | | s 4 55 7T 8 g Y
10 11 12 13 14 15 16 =
) NOA Q)
noacode: || 17 18 19 20 21 23 23 Ext: [
Authority (1): I:Ig 24 25 26 27 28 29 30
oty 2z | Q[ oo | | ]
PAR Request: PANEF-52 | e oonvnsts ssmsst rtn Tomebin Pates Soummnnn Do v
@javascript:selectDay(S)j é & Internet
Step Action
9. Click the desired date.
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A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help ;'
@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TESTJAMNET JACKSOMN EmpliD: 00100504 EmplRed#: 0
Data Control View All = [ 10z D 5
Actual Effective Date: 0410112005 ] Proposed Effective Date; 00172005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l
*Action: [ PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
‘ReasonCode: | | Contact Emplict: [ K
NoAcode: | |4 ::?: [
Authority (1): | |Q | | |
Authority 2): | Q] | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@j é 0 Inkernst

Step Action

10. Enter the desired information into the *Action field. Enter "DTA".

11. Click in the *Reason Code field.

12. | Press [Tab].

13. Enter the desired information into the NOA Code field. Enter "910".

14. | Press [Tab].

15. | Press [Tab].
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home
Y
Horme = Adrminister Workiorce = Administer Workforee (USF) = Use = HR Processing e Wind o
/ Data Contral Y Personal Data y*  Job ' Posiion " Cornpensation | Employment 1 Employment2
TESTJAMET JACKSOMN EmpliD: 00100504 EmplRed#: 0
Data Control View All |=
Actual Effective Date: 0410112005 ] Proposed Effective Date; 00172005 +=]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
*Action: [D7a @) Data change PAR Status: [PRoJQJ PRoCESSED BY HUMAN
RESOURCES
*Reason Code: Q] Data Change Contact Emplict: [ K
NOA Code: ﬂ Home Leave NOA ﬂ §
Ext:
Authority (1 ||| | | | |
Authority 2): | Q] | | | ]
PAR Request#: PANtSF-52 | 645 Dammarin fuwsmvd Mistn Trasbing Mete  Covnvansn Do M
@Done é 0 Inkernst

Step Action

16. | Click the Compensation tab.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home
Y
Horme = Adrminister Workiorce = Administer Workforce (USF) = Use = HR Processing e Wind o
/ Data Control | Personal Data |~ Johb \ Paosiion " Corpensation " Employment 1 " Employment2 )
TESTJANET JACKSON EmpliD: 00100504 EmplRcd#: 0
Compensation Data
¥
Effective Date:  04/01/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HUMAN RESOURCES
Act Type: Data Change NOA Code: 910 Empl Status:  Active
Pay Rate Determinant: Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| ity Offset
AdjustedBase Pay: |75 00| ClgenefitBase Override FEGLIBase:  |04.751 000 |
Ennm bl
@ Done

é 0 Inkernst

Step Action

17. | Click the Other Pay Information link.
I |
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

@ Home
A
Horre = Administer Warkforce = Administer Workforce (USF) = Use = HR Processing Mew Window
Other Pay Information
Other Pay
"Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount
ﬂ Home Leave 15 Days
u

v
A 4
@Done é 0 Inkernst

Step Action

18. Release the mouse button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help ",'
@ Home
A
rkiorce = Administer Workforce (USF) = Use = HR Processing ey Windaw
tion
First (4] 1.0f 1 [P]
Description Pay Period Amount Quoted Expected Amount
Annualized
Amount [+]1=1
me Leave 15 Days
)
< [E3
@javascript:submitnction_mainﬂ(document.ma\nD,'$ICFieId13$daleta$0$$0‘)j é & Internet

Step Action
19. Click the Delete row 1 button.
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‘A HR Processing - Microsoft Internet Explorer

File Edt ‘“iew Favorites Tools  Help

tkforce = Administer Workforce (USF) = Use = HR Processing

Mew Window:

tion

of 1 [] Last

Microsoft Internet Explorer |z| '

Delete current/selected rows From this page? The delete will occur when the transaction

Q
is saved,

Description

=1

me Leave 15 Days

L]
é 0 Inkernst

@ javascript:submitAction_maind{document. maind, '$1CField134delete$0$407;

Step | Action

20. Click the OK button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help l'('

o

tkforce = Administer Workforce (USF) = Use = HR Processing

@ Home

Mew Window:

tion

First (4] 1ot 1 [P] Last
Description Pay Period Amount Quoted Expected Amount
Annualized
Amount EI
)
< =
@Done é 0 Inkernst

Step Action
21. Click the OK button.

Page 99



DEMAND

PERSONAL NAVIGATOR

Training Guide ON
Processing Premium Pay

A HR Processing, - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

Home = AdministerWorkforce » Administer Workforee (USF) = Use = HR Processing M Wind o

@ Home

Wiarning - You must enter the Effective Date, Service Date, and End Date on the Service Agreements page. (20002 34)

hen a Home Leave Stop action is entered, you must also go to the Service Agreements menu option and enter an Effective Date, Service
Date, and End Date for the Service Agreement Type of "Home Leave".

@Done é 0 Inkernst

Step Action

22. Click the Ok button.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

Y

j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) b |
TESTJANET JACKSOMN EmpliD; 00100504 EmplRed#: 0
Compensation Data

+
Effective Date:  04/01/2005 Transaction # / Seq: 1 PAR Status: FROCESSED BY =
HU.MAN RESOURCES
ACTTYpE: —ata Change NOA Code: 910 Empl Status:  Active
Pay Rate Determinant: |Regu|arRate Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l : Q Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t 8
AdustedBasePay: 0475 00| [lpenefitBase Override FEGLIBase: |05\ (00 |
Total Pay: [arsron ]
Other Pay Information Expected Pay Accounting Info
w
@ é 0 Inkernst
Step Action
23. | Point to the statusbar.
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

-

@ Home
A
j Dala Control ' Personal Data Joh \ Paosiion " Cornpensation _ Employment1 " Employment2 ) b |
TEST JAMET JACKSOM EmpliD: 00100504 EmplRcd#: 0
Compensation Data
¥
Effective Date:  04/01/2005 Transaction # | Seq: 1 PAR Status: FPROCESSEDBY F=
HUMAN RESOURCES
Act Type: Data Change NOA Code: 910 Empl Status:  Active
Pay Rate Determinant: |Regu|arRate "| Pay Basis:
Pay Plan /*Table/Grade: l:l l:l l:l Step: g Step Entry Date: l:l
Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l
Base Pay: l:l Compensation Frequency: Annual
Loc/LEO Adjust: |:| Annuity Offset A t
AdustedBasePay: 0475 00| [lpenefitBase Override FEGLIBase: |05\ (00 |
Total Pay: [arsron ]
Other Pay Information Expected Pay Accounting Info
w
@ é 0 Inkernst
Step Action
24. | Click the Save button.

[
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A HR Processing - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

Compensation Data

@ Home

A
+
Effective Date: 04/01/2005 Transaction # / Seq: 1 PAR Status: PROCESSED BY EI
HUMAN RESOURCES

Act Type: Data Change NOA Code: 910 Empl Status;  Active

Pay Rate Determinant: Pay Basis:

PayPlan /TablefGrade: [05]  [0000 ] [15 | step: [5_|Ql step Entrypate: [03/052005 ]

Rtnd PP/Table/Grade: l:l l:l l:l Step: l:l Grade Entry Date: l:l

Base Pay: (2074 000000 Compensation Fr !

Loc/LEO Adijust: |:| Annuity Offset A t | |

Adjusted Base Pay: l:l [Ipenefit Base Override FEGLIBase: l:l

Total Pay:

Other Pay Information Expected Pay Accounting Info
&) s=ve]  [QlReturn to Search) [ Previous tab | Next tab ) B UpdatasDisplay) [ =) [ Correct History)
LExp5zieptry i
)
@ javascripk:submitAction_main0{document. maind, '#ICSave');

é 0 Inkernst

Step

Action

25.

Click the Administer Workforce (USF) link.
I |
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= | https:ffpollux. hrs. psc.gov: 7003 /servletsficlientservlet/tst/?cmd=startl - Microsoft Internet Explorer.

File Edt “iew Favorites Tools Help ""
@ Home
Hame = Administer Workforce = Admini: Workforce (USF)
DDl e oo [OAdmmmterWoerrce wsp  ©OUse
ini D Useld
(aAdmm'SterWDrmrce © Autamatic Actions (USF) @
& Caormpensate Employees © Manage Performance (USF) ap
& Monitar Waorkplace [OCESS)
O Define Business Rules @ Inguire
& He Process Menu @ Report
& Help FoC Online @ HHS
@ HHE Report
@ PenpleTools
@ é 0 Inkernst

Step Action

26. Click the Use2 link.

27. | Click the Service Agreements link.
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2l Service Agreements - Microsoft Internet Explorer
G

File Edt “iew Favorites Tools Help

@ Home

Hamme = AdministerWorkiorce = Administer Workforce (USF) = Use2 = Service Agreements

{ Serwice Agreements

TESTJANET JACKSON Employee

Mewy Window:

D 00100504 EmplReds: O

First (4 1.0t 1 [F] Last

Service Agreements

Service Date: @ EI

Exec PSP Percentage: l:l

*Service Agreement |{g/digN8:

Type:
Effective Date:  |03/2012005 |E]

Scarcity Code: |:|

£

é 0 Inkernst

@ Done

Step Action

28. Click the Choose a date button.
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2l Service Agreements - Microsoft Internet Explorer

File Edt “iew Favorites Tools Help

@ Horme
~
Horme = Administer Workforce = Administer Workforce (USF) = UseZ? = Service Agreements e Wind o
{ Semice Agreements
TESTJANET JACKSOMN Employee Ip: 00100504 Empl Red#: i)
Service Agreements First (4 1.0t 1 [
*Service Agreement | Home Leave v Service Date: |03/20/2007 |E7] =]
posg []
Effective Date: 031202005 @ Exec PSP Percentage:
Scarcity Code: |:|
End Date: [ 18
L 2
3 4 5 B T 8 9
10 11 12 13 14 15 16
17 18 18 20 21 22 23 v

@ javascript:selectDay(s); é & Internet

Step Action

29. Click the desired date.
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A Service Agreements - Microsoft Internet Explorer,

File Edt “iew Favorites Tools Help

o

{ Serwice Agreements

TESTJANET JACKSON Employee

Service Agreements

Hamme = AdministerWorkiorce = Administer Workforce (USF) = Use2 = Service Agreements

*Service Agreement | Home Leave

Type:

Effective Date:  |03/2012005 |E]

@ Home

D 00100504 Empl Redé:

Mewy Window:

1]

First (4 1.0t 1 [F] Last

Service Date: @

Exec PSP Percentage: l:l

Scarcity Code: |:|

+=]

@j Done

é 0 Inkernst

Step

Action

30.

Click the Save button.

L]

31.

End of Procedure.
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Premium Pay

In EHRP, an employee's premium pay must be entered in the HR Processing page group.
Premium pay includes retention allowances, COLAs, physician special pay (PSP), physician
comparability allowances (PCA) and post differentials.

Special pay will be entered on the Other Pay Information sub-page, accessed from the hyperlink
on the Compensation page of the HR Processing page group.

Processing Premium Pay

Introduction

In EHRP, an employee's premium pay must be entered in the HR Processing page group. The
special pays that this procedure references are ongoing special pays, rather than one-time
payments, such as awards.Special pay will be entered on the Other Pay Information sub-page,
accessed from the hyperlink on the Compensation page of the HR Processing page group. The
user will need to know the appropriate NOAC and extension to use for the premium pay
personnel action.

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.

NOTE: This procedure provides guidance on processing ongoing special pay for employees.

Procedure

Premium pay are special ongoing entitlements that an employee may receive, such as Retention
Allowance, Post Differentials, COLA's. For the purpose of this exercise we will process a
Retention Allowance.
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= | https:/{pollux. hrs. psc.gov: 7003/servletsficlientservlet/tst/?cmd=starth - Microsoft Internet Explorer

File Edt “ew Favorites Tools Help {."
y A ] ; : T A

@ Back v () @ @ ;_lj p Search “;\\'(’ Favorites e Media @ D}_{ T &2 E J .‘3

Address @ https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links

GOOSIQ = hi % Search Web  ~ @ @ 37 blocked E Options

@ Home 1 5 2 Help S Sign Out

Home

—_—
@ Develop Workforce
@ Administer Workfarce
O Compensate Employaas
@ MonitorWiorkplace
© Define Business Rules
& He Process Menu
@ Help PoC Onling

Q@ PeopleTools

& 5 @ meernet

= Inb... W Re... Desktop 7 "(l-tr' 28T 10:55 AM

Step Action

1. Click the Administer Workforce link.
[ Administer Warkfarce]

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

3. Click the Use link.

[

4. Click the HR Processing link.
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A HR Processing - Microsoft Internet Explorer,

File Edt Wiew Favorites Tools  Help {."
y A ( L ; : e TR

@ Back v () @ @ ‘l_ﬂ p Search 7 Favorites e Media @ D-:__{v & 5 H J .‘3

Address IE https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links

GOOSIQ = hi % Search Web  ~ @ @ 37 blocked 8] AutaFil E Options

Horne = Administer Wiorkforce = Administer\Workforce (USF) = Use » HR Processing Mew Window

@ Home @ Worklis 2 Help S Sign Out

HR Processing

Find an Existing Value

S
Ernpl Red tubr| |

Mame |

Last Mame: |

Cinclude History [ Carrect History

Basic Search

&] Dore 2 & Internet
/4 start o | @ o

Step Action

5. Enter the desired information into the Name field. Enter "test".
6. Click the Include History option.

(include Histo

7. Click the Search button.

8. Click the Search Results table.
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A HR Processing - Microsoft Internet Explorer,

File Edt “ew Favorites Tools Help -:,"
» - ~ T
@ Back v () \ﬂ @ ) /'.j Search ‘2‘:\;{ Fawvarites 0 Media @ D:r_< - L__; = J ‘3
Address |€| https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links
GOOS]Q = hi % Search Web  ~ @ @ 37 blocked E Options
@ Home
P
Home = AdministerWaorkforce = Administer Waorkforce (USF) = Use = HR Processing ey Window:
J.f Data Control 4 Personal Data Joh ' Posiion " Corpensation |~ Employment1 " Employment2
TEST BRITTANY LEWIS EmpliD: 00100507 EmplRcd#: 11
Data Control View All = [ 10z D 5
Actual Effective Date: 310612005 | B3] Proposed Effective Date;  12/08/2005 =]
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
“Action: [DTa]@)  Datas change PAR Status: [ProJQ] PrRoCESSED BY HUMAN
RESOURCES
*Reason Code: Q] Data Change Contact Emplict: [ =
— = v
&] Dore 2 & Internet

¥ &@@ IOICIADIE] veskor ” & s 28T 1101 AW

Step Action

9. Click the Add a new row at row 1 button.
10. Enter the desired information into the Actual Effective Date field. Enter
""03/20/2005".

11. | Press [Tab].

12. | Enter the desired information into the *Action field. Enter "pay".

13. | Enter the desired information into the *Reason Code field. Enter "pay".

14. | Press [Tab].

15. Enter the desired information into the NOA Code field. Enter "810".

16. | Press [Tab].

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

18. | Press [Tab].

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

20. | Press [Tab].

Page 111




DEMAND

PERSONAL NAVIGATOR

Training Guide ON
Processing Premium Pay

A HR Processing - Microsoft Internet Explorer,

File Edt “ew Favorites Tools Help ","
\ " a | A B
Q- © BB G ot Syromin @ @ 2- 25 LB
Address IE https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links
GOOSIQ = hi % Search Web  ~ @ @ 37 blocked E Options
@ Home
J.( Data Control “y_ Personal Data Joh | Paosition " Cornpensation | Employment1 | Employment2 ~
TEST,BRITTANY LEWIS EmpliD: 00100507 EmplRed#: 0
Data Control View All
Actual Effective Date: 03/20/2008 @ Proposed Effective Date: 03/20¢2005 EI
Transaction #/ Sequence: l:l Not To Exceed Date: l:l@
‘Action: [Py [Q]  PayRate Change PAR Status: [PrROJ&] PROCESSED BY HUMAN ||
RESOURCES
*Reason Code: Q]  PayRate Change Contact Emplict: [ &
NOA Code: Al chgin Alowance Differential ::’t“ [o ]y
Authority (1): |¥PG [Q] [5U.5.C.5754. | [Retention Alowance. | 2

o Inbo

Step Action

21. | Click the Compensation tab.
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2 HR Processing - Microsoft Internet Explorer,

File Edt “ew Favorites Tools Help .-':'
9 A ) ] : jm
o Back - d @ @ 1.] p Seatch \E’/\f Favorites e Media @ &%v = E J .3
Address @ https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links
GOOSIQ' I j % Search Web  ~ @ @37 blocked EAutoFill EOptions y )
Fay Naus et | ray pais, - - v
Pay Plan /‘Table/Grade: - Step: Elg Step Entry Date: | 13/06/2005 B
Rtnd PP Table/Grade: l:l l:l l:l Step: EI Grade Entry Date: |[03/06/2005
Base Pay: 81,670.000000 Compensation Frequency: Annual
Loc/LEO Adjust: Annuity Offset A t
Adjusted Base Pay:  |21570.00 O eneit Base override  FEGLIBase: 81,670.000
Total Pay: 122,506.00
Other Pay Information Expected Pay Accounting Info
[ QyReturn to Search | |24 Pravious tab | | ZE] Update/Display ] [ /= [ Correct History)
[CJExpert Entry
b
@]avascrlpt:submltnctlon maind{docurment. maind,'DERIYED WIP_GYT_OQTHPAY _SEC_PE$0'; é & Internet

7;‘-;35:‘.‘.‘ 5 ) ] q - Micrn, ., A 11:41 AM

Step Action

22. | Click the Other Pay Information link.
Other Pay Inforrmatior
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A HR Processing - Microsoft Internet Explorer,

File Edt “ew Favorites Tools Help

oBacK @ d @ @ L;j /C)Search “‘S‘_\\'{’Favorites eMedia @ D}%v :; E J .‘3

Address @ https:ffpoliu. hrs. psc. gov: 7003 servietsficlientserviet fbst i Fomd=starta

v| G0 Links *

GOOSIQ = hi % Search Web  ~ @ @ 37 blocked E Options

tion

-

thforce = Administer iWorkforce (USF) = Use = HR Processing

Mew Windom:

First 10f1 [F] L

|Show niexk row (inactive button)l

Description Pay Period Amount Quoted Expected Amount |
Annualized
Amount [+]1=1
st Differential 25% 20415.00 20347.60
L]
< £
&] Dore 2 & Internet

= Inb:

Step

Action

23.

Point to the Add a new row at row 1 object.
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A HR Processing - Microsoft Internet Explorer, z|
File Edt “ew Favorites Tools Help ﬁ'
o Back - -\-) @ @ (;] p Search “5\\'{’ Favorites QMedia @ Bv .i_; E I_J .3
Address @ https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links
GOOSIQ = I j % Search Web  ~ @ @ 37 blocked ‘E AutoFill E Options 40

& Home

Horne = Administer Workforce = Administer\Workforce (USF) = Use = HR Processing Mew Window

Lookup Earnings Code

Earnings Code:D

| Loakup | | Clear | | Cancel | Basic Lookun

&] Dore 2 & Internet

r".’. start 7 Connected - ... 1 Inbox - Micro @ Resend Funct... /¥ HR Pro ’(.q‘ 2 1125 aM

Step | Action

24. | Click the Lookup button.

25. Click the Search Results table.
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A HR Processing - Microsoft Internet Explorer,

File Edt “ew Favorites Tools Help 't."

@Back 2 d @ @ ‘_h /g Search “‘S‘_\\'{’Favorites eMedia ﬁ; [£<v :\?_ E J .‘3
Address IE https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links

GOOSIQ = hi % Search Web  ~ @ @ 37 blocked E Options

Horne = Administer Wiorkforce = Administer\Workforce (USF) = Use » HR Processing Mew Window

@ Home

Lookup Earnings Code

Earnings Code:l:l

| Loakup | | Clear | | Cancel | Basic Lookun

Search Results

View All 1-100 ot 114 [ Last
ADS ADMIN UNCONTROLLABLE OT 05%
A0 Admin Uncontrollable OT 10%

AS Adrmin Uncontrollable OT 15%

Azl Admin Uncontrollable OT 20%

AZG Admin Uncontrollable OT 25%

& 5 @ meernet

= Inb:

Step Action

26. | Point to the object.

Use the scroll bar to scroll down the search results to select the appropriate earnings
code.
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A HR Processing - Microsoft Internet Explorer,

File Edt “ew Favorites Tools Help 't."

@ Back ~ d @ @ { h /g Search “s\\'\f’ Favorites e Media ﬁ; [2( - :\?_ E J .‘3

Address @ https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links
GOOSIQ = ’—;| % Search Web  ~ @ @ 37 blocked E Options

E10 Retention Allowance 10% el
Ei1 Eetention Allowance 11%

R12 Eetention Allowance 12%

R13 Retention Allowance 13%

E14 Retention Allowance 14%

Ei15 Retention Allowance 15%

E16 Eetention Allowance 16%

R17 Eetention Allowance 17 %

R18 Retention Allowance 18%

E18 Eetention Allowance 18%

R20 Retention Allowance 20%

R21 Eetention Allowance 21% N |
R22 Eetention Allowance 22%

R23 Retention Allowance 23%

B4 Eetention Allowance 24%

R25 Retention Allowance 25%

RET Retention Allowance M
& 2 & Internet

Step Action

27. Click the Search Results table.
For this exercise, we will use R25.
Iﬂ Eetention Allowance 25% |
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A HR Processing - Microsoft Internet Explorer,

File Edt “ew Favorites Tools Help
oBacK @ d @ @ {h pSearch “‘S‘_\\'{’Favorites eMedia @ &%v :; E J .3

Address @ https:ffpoliu. hrs. psc. gov: 7003 servietsficlientserviet fbst i Fomd=starta

j %SearchWeb = @ @37blncked EAutoFill EOptions y )

v| G0 Links *

Google - |
‘Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount
g Post Differential 25% 20418.00 20347.60
R25[Q]  Retention Allowance 25% 20418.00 2034750
v
\ >
2 & Internet

= Inb:

Step Action

28. Click the OK button.
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A HR Processing, - Microsoft Internet Explorer,
File Edt Wiew Favorites Tools  Help :?
@ Back ~ () \ﬂ @ 'h /'-\‘ Search ‘z:r\;( Favorites w Media ej( Dfé - L__,’_ o J ‘3
Address |€| https:ffpollux, hrs, psc.gov: 7003 serviets/iclientserviet ftst Fomd=starte: v| (1) Links
GOOS]Q = hi % Search Web  ~ @ @ 37 blocked E Options

S :

@ Home

Fay nawe ueuen =l — | ray pazia., v

Pay Plan /*Table/Grade: l:l l:l l:l Step: Elg Step Entry Date: l:l

Rtnd PP/Table/Grade: l:l l:l Step: l:l Grade Entry Date: l:l

Base Pay: l:l Compensation Frequency: Annual

Loc/LEO Adjust: |:| Annuity Offset A

Adjusted Base Pay: l:l O enent Base override  FEGLIBase: I:I

Total Pay: [zzs0600 ]

Other Pay Information Expected Pay Accounting Info
(@ save) | (CiRetum to search ) (= Frevious tab ) (& Next tab) B UpdateiDisplay] || [B Correct History)
O} Entry
w
éj]avascrlpt:submltnctlonfmalntl(document.ma\nU, ‘#ICSave"); L] é & Internet
(@ b, | 0 Res... Desktop > ’(_ )-'tf' 2 1107 AM
Step Action
29. | Click the Save button.
CETR
30. | End of Procedure.

Physician Special Pay (PSP) Processing

Introduction

This topic outlines the procedure that needs to be followed when processing the Physician Special
Pay (PSP) for eligible employees. Once the service agreement has been received, the data entry

into EHRP can be completed.

Processing a PSP in EHRP is a 2-step process. The user must first go to the Service Agreements
page to enter the type of agreement and effective dates of the agreement. Then, the PAR action
will be completed, along with the entry of the specific pay items. Use the Data Control page to
add a row for the action, and the Other Pay Information hyperlink on the Compensation page to

enter the PSP codes that apply.

Procedure

The following procedures must be completed when processing a PSP.
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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 Administer Workforce link.
[ Administer Warkfarce]
2. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)
3. Click the Use2 link.
4. Click the Service Agreements link.

Service Adreements)
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Home = Administer Workforce = Administer Workforce (USF) = Use? = Service Agreements M Window

£ Home (2 Winrklis 3 Sigh Ouf

Service Agreements

Find an Existing Value

Search Ev:IEmpIID |
Empin: |l
Advanced Search

Step Action

5. Click the Search By list.

=]

6. Select the desired entry.
Click Last Name.

|Last Name [
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o

Home = Administer Workforce = Administer Workforce (USF) = Use? = Service Agreements M Window

£ Home (2 Worklis ? Help 3 Sigh Ouf

Service Agreements

Find an Existing Value

Search By, |LastMame 'l

Last Name: |

Advanced Search

Step Action

7. Enter the desired information into the Last Name field. Enter "Winter".

8. Click the Search button.

9. Scroll as necessary and click the desired entry in the Search Results table.
Click the link for Winter, Fred.
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£ Home & Worklist # Help S Sign Out
Home = Administer Workforce = Administer Workforce (USF) = Use2 = Service Agreements D Win d oy
( Senice Aqresments
WINTER,FRED Emplayee Ip: 0016 Empl Rcd#: i}
*Service Agreement |[{EemEEOMETIII0E] Service Date: I E EI
Type:
Effective Date: l— B Exec PSP Percentage: l—
ETES l— @ Scarcity Code: I_

B save]  [CQlReturn to Search

Step Action
10. | Click the *Service Agreement Type list.
=l
11. | Select the desired entry in the list.
Click Physician's Special Pay.
[Physician's Special Pay |
12. | Enter the desired information into the Effective Date field. Enter "12/01/2003".
13. | Press [Tab].
14. | Click in the End Date field.
15. | Enter the desired information into the End Date field. Enter "12/31/2005".
16. | Enter the Executive Pay percentage amount in the Exec PSP Percentage field and the

appropriate code into the Scarcity Code field, if applicable.

2

The Exec PSP Percentage field relates to the percentage of time a Chief of Staff or a
Service Chief is contracted to spend in that role. The system will derive the scarcity
percentage by subtracting the Executive percentage from 100.

When an employee eligible for PSP is part time, their PSP is prorated based on the
number of hours they work. When an employee eligible for PSP has dual roles in
scarcity and executive pay, their PSP is prorated based on the percent of time they work
in each category. The prorating calculation occurs when the user enters the PSP
amounts.
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@ Home
Horme = Administer Workforee = Adrminister'Workforce (USF) = Use2 = Service Agreements Mews Windovy
{m\\_
WINTER,FRED Employee Ip: 0016 Empl Rcds: i}
*Service Agreement IRelocatiun Bonus =l Service Date: |11IU1QUU3 (2] *=]
Type:
Effective Date: lm B Exec PSP Percentage: I_
T lm 5 Scarcity Code: l_

B save] [CQlRetun to Search

Step | Action

17. | Once the data associated with the service agreements has been captured, the PSP
personnel action must be completed and the pay specifics must be entered.

Click the Administer Workforce (USF) link.

[AdministerWaorkforce (USFY
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@ Home
Home = Administer Workforce = Rdmini: Workforce (USF)

———

DDl Ui e [OAdministerWDrkforce (USF)

ini D Usez

(a ARSI EATES O autarriatic Actions (USF) .

& Compensate Ernployees @ Wanage Performance (USF) o -

< Define Business Rules epa

< He Process Menu @ HHS

w2 Help Foc Online

& PeopleTools

Step Action

18. Click the Use link.

19. | Click the HR Processing link.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

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

WINTER FRED EmpliD: 0016 Empl Redy: 0
Data Control y
Actual Effective Date: [pei zr2002 ) Proposed Effective Date;  U9/12/2002 =
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: DT (G Data Change PAR Status FRO Q| PROCESSED BY HUMAR
RESOURCES
*Reason Code: [DTA & Data Change Contact Emplid: al
oA Code: 1780 Q] Name Chy fram noa [0 (4
Ext:
Authority (1) |©5M ﬂ |5 ULS.C. 552ale)08). Accu |racy of personnel actions
Authority (2): Q| [ O
RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data?
I Print SF-50 |

B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

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

Step Action

20. | NOTE: The Data Control page will be populated with the most recent personnel
action performed for the selected employee. You can use the Search feature to enter
search criteria to locate another employee, if desired.

Click the Add a new row at row 1 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.

Step | Action

21. Click the Calendar icon button.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

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

WINTER, FRED EmpliD: 0016 Empl Redy: 0
Data Control
Actual Effective Date: IQXUSQDD3 El Dronneod Cffacthn Dot 00/12/2002
= —
i : |1 1
Transaction #/ Sequence: I_ I_ W el
*Action: ﬂ g T F 5 F’ROS PROCESSED BY HUMAMN
T8 8 & L§_| 5 RESOURCES

. . Q : Q
Reason Code: A 7 8 91011 12 13 al

14 15 16 17 18 19 20
NOA Code: < Noa  [Q

2122 23 24 15 6 W7

authority (1 | A | 22 29 30 A
Authority (2): l_ =Y | @ e B 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 | & Allinclude History) ([ Correct History |

Ext:

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

Step Action

22. Select the desired date.
Click 8.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

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

WINTER FRED EmpliD: 0016 Empl Redy: 0
Data Control
Actual Effective Date: IQJ’UBQDDS @ Proposed Effective Date: 120812003 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date:
“pction: Q PAR Status FRO Q| PROGESSED BY HUMAN
RESOURCES
*Reason Code: ﬂ Contact Emplid: ﬂ
NOA Code: Ql 'E‘::‘ ey
Authority (1): al | |
Authority (2): Q| [ O
RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data®?
I Print SF-50 |
B save) (QRetunto Search) Next tab | ] Allinclude History) ([ Correct History |

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

Step Action

23. Click in the *Action field.

24, Enter the desired information into the *Action field. Enter "PAY".

25. Click in the *Reason Code field.

26. Enter the desired information into the *Reason Code field. Enter "MER".

27. Click in the NOA Code field.

[]

28. Enter the desired information into the NOA Code field. Enter "850".

29. | Press [Tab].

30. Enter the desired information into the NOA Ext field. Enter "B".
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;’Ai} NOA Extension Description
A = PSP Start
B = Length of Service Increase
C = PSP Stop (Cancel) *
D = PSP Correction Amount
E = PSP Contract Amendment
F = Terminate PSP **

* NOA 850C is used to cancel all PSP as of the effective date of the PSP.

** NOA 850F is used to terminate or stop all pay factors associated with PSP as of the
effective date of the termination action.

Step | Action
31. | Press [Tabl].
32. | Enter the desired information into the Authority (1) field. Enter "V1P".

& Home

Home = AdministerWarkforee = Administer Workfarce (USF) = Use = HR Processing

J{ Data Control % Personal Data Job | Position ' Cornpensation " Employment1 " Employment2

[ Wiind o

WINTER, FRED EmpliD: 0016 Empl Redy: 0
Actual Effective Date: I‘\EIDBIEUUB @ Proposed Effective Date: 121082003 EI
Transaction #/ Sequence: F |1_ Mot To Exceed Date: @
*Action: PaY Q] PayRate Ghange PAR Status PRO Q| PROCESSED BY HUMAN
RESOURCES
*Reason Code: [MER (R Merit Contact Emplid: (=)
NOA Code:  |850 & MDIDDS Special Pay woa [B @
Ext:

authority ¢t 17 Q] | [
authority @ | A | [ O

RARREAUESTE It} 72 PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data?
I Print SF-50 |
ﬁ Save QReturn to Search Mext tab @Include History @Correct History

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

Step | Action
33. | Click the Compensation tab.

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

j_Data Control . Personal Data Job

 Pasition " Compensation " Employrment 1 " Employment 2

WINTER,FRED EmpliD; 0016 Empl Rcdy: 0
on Data
Effective Date:  12/08/2003 Transaction# / Seq: ! PAR Status: FROCESSED BY =
HUMAMN RESOURCES
Act Type: Pay Rate Change NOA Code: 250 Empl Status: Active

Pay Rate Determinant:

Pay Basis: IF’erAnnum -
Pay Plan /*Table/Grade: IGS IDUUD IDg Step: l‘l_ﬂ Step Entry Date: I'I 0iz00

Rtnd PP/TableiGrade: l_ I l_ Step: IU_ Grade Entry Date: |1 012001

Base Pay: |35.51 4.000000 Compensation Frequency: Annual
Loc/LEO Adjust: IS,QTS.DD Annuity Offset Amount: I
Adjusted Base Pay: |=M 497.00 I Benerit Base Override  FEGLI Base: |41 497.000
Total Pay: |41,49T.DD
Other Pay Information Expected Pay Accounting Info Hourly Rates
& 5ave) (CiRetun to Search | [ Frevious tab | Next tab | =] AllInclude History) ([ Correct History |

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

Step | Action
34. | Click the Other Pay Information link.

[Other Pay Inforrmatior]
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

Other Pay Information

view sl First [0 10t
Earnings Code Description Pay Period Amount Quoted Expected Amount
Annualized
Amount
Y
4 »

Step Action

35. | Enter the desired information into the Earnings Code field. Enter "Y04".

36. | Press [Tab].

37. | NOTE: When processing a PSP, users must only select one PSP category (PSP
earnings code) and enter the PA amount on that one earnings code.
Enter the desired information into the Pay Period Amount field. Enter *100".

38. | Press [Tab] to automatically populate the fields.

39. Click th OK hutton.
| OK ]
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

DEMAND
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£ Home

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

WINTER,FRED

EmpliD: 0016 Empl Redy: 0
Compensation Data
Effective Date: 120872003 Transaction # | Seq; 1 PAR Status: PROCEESSED BY EI
HUMAMN RESOURCES
Act Type: Pay Rate Change NOA Code: 850 Empl Status:  Active

Pay Rate Determinant: | Regular Rate =l Pay Basis: [Fer annum [z
Pay Plan | *Table/Grade: IGS IUUUU IUQ Step: |1_ Q] step Entry Date: |1 0142001
Rind PPTable/Grade: I I I Step: IU_ Grade Entry Date: |1 or1720

Base Pay: |35.51 4.000a00 Compensation Frequency: Anrual
Loc/LEO Adjust: IS,Q?E.DD Annuity Offset Amount:
Adjusted Base Pay: |!M ,497.00 I” Benefit Base Override FEGLI Base: |41 ,A497.000
Total P: IM 097.00
1 Expected Pay Accounting Infa Hourly Rates
B save)  (CLRetun to Search | (@ Previous tab | Next tab | =] Allinelude History) ([F Correct History |

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

Step Action

40. | Change the PAR Status according to your role, if necessary.
Click the Save button.

41. | The Physician Special Pay processing is completed.
End of Procedure.
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& Length of Service increases are part of an automatic process. The user will not have to
check for anniversary dates.

The PSP NOA's cannot be corrected or cancelled using NOA 0010 or 0020. In order to
correct or cancel the PSP, the applicable PSP NOA must be processed. See the NOA
table on page 12-14 of this procedure for applicable NOA codes.

The following edits have been built into the processing of PSP in EHRP:

1. The employee's receiving PSP must be in a PSP eligible Occupational Series. Doctors
must have the 602 Occ. Series. Dentists must have 680.

2. The physicians must be in PSP eligible pay plans. They must NOT belong to the
following Pay Plans: ES, SL, ST, EL, EX, or AD.

3. If the employee has PSP they are not eligible for PSP.
4. The employee must be within Grades 13 and 15 including those grades.

5. If the employee's scarcity dollars have reached the maximum, they cannot receive Post
Grad PSP dollars. (Only applies to Dentist 2)

6. The employee cannot be a reemployed annuitant under FERS or CSRS.

7. The Doctors pay rate determinant must be one of the following: Special & Superior
Qualifications, Special Rate or Retained Pay - SES Removal.

8. Dentists must either be in the Regular Rate or Superior Qualifications Rate pay rate
determinant.

Manual Procedure for Stopping PSP

Introduction

PSP is generally terminated through an automated process based on the Service Agreement end
date. However, in the event that the PSP needs to be terminated prior to that date, the following
process must be completed.

You must process a PAR using NOA code " 850 ", NOA ext " C".

Procedure

The following procedures must be completed when manually stopping PSP.

Page 133



Train

ing Guide

Processing Premium Pay

ONDEMAND

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 Administer Workforce link.
[ Administer Warkfarce]
2. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)
3. Click the Use link.
R
4. Click the HR Processing link.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home (2 Winrklis 3 Sigh Ouf

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

WINTER, FRED EmpliD: 0016 Empl Redy: 0
Data Control
Actual Effective Date: [frainer200a &) Proposed Effective Date; 1 2/08/2003 =
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: Pay (G PayRate Change PAR Status FRO Q| PROCESSED BY HUMAR
RESOURCES
*Reason Code: [MER Q]  Merit Contact Emplid: al
NOA Code: 830 Q] MD/DDS Special Pay noa [B[Q
Ext:
Authority (1): V1P Q) [5Us.co8371. [38us.c.Pay
Authority (2): Q| [ O
RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data?
I Print SF-50 |

B save) (QRetunto Search) Next tab | & Allinclude History) ([ Correct History |

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

Step Action

5. NOTE: The Data Control page will be populated with the most recent personnel
action performed for the selected employee.

You can use the Search feature to enter search criteria to locate another employee, if
desired.

Click the Add a new row at row 1 button.

6. Click the Calendar icon button.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

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

WINTER FRED EmplD: 0016 Empl Redg: 0
Data Control 2 -
Actual Effective Date: [ 21052003 1) Dronncad Fffactie Nata:  12/03/2003 [+1=]
: i | e
Transaction #/ Sequence: December =] 2003 =
*Action: Ql S M T T F 5 PRO Q] PROGESSED BY HUMAN
23l ¢ RESOURGES
e . Q) Q
Heasonicore: q 7 8 910 11 12 13 al
14 158 16 17 18 18 20
) l_ HO& Q)
NOA Code: & 21 22 23 24 25 26 77 Ext: [
aathortyen: | & [ | |28 29 30 3
Authority {2): =Y I 4] Current Date [#) 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 | & Allinclude History) ([ Correct History |

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

Step Action

7. Enter the effective date of the PSP action in the Actual Effective Date field.
Select the desired date
Click 4.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

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

WINTER, FRED EmpliD: 0016 Empl Redy: 0
Data Control
Actual Effective Date: |12ID4J’2DDZ3 @ Proposed Effective Date: 12/04i2003 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date:
“pction: Q PAR Status FRO Q| PROCESSED BY HUMAR
RESOURCES
*Reason Code: ﬂ Contact Emplid: ﬂ
HOA Code: Ql :::‘ e
Authority (1): ﬂ I I
Authority (2): Q| [ O
RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data?
I Print SF-50 |
B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

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

Step Action

8. Click in the *Action field.

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

Step | Action

9. Enter the desired information into the *Action field. Enter "PAY".

10. Click in the *Reason Code field.

11. Enter the desired information into the *Reason Code field. Enter "MER".

12. Click in the NOA Code field.

[]

13. Enter the desired information into the NOA Code field. Enter "850".

14. | Press [Tab].

15. Enter the desired information into the NOA Ext field. Enter "C".
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DEMAND

PERSONAL NAVIGATOR

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

WINTER FRED

EmplD: 0016 Empl Redg: 0

Data Control

Actual Effective Date: |1 200412003 3 Proposed Effective Date; | 2042003

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

*Action: PAY Q]  PayRate Change PAR Status FRO Q| PROCESSED BY HUMAR
RESOURCES

*Reason Code: [MER Q]  Merit Contact Emplid: l—ﬂ

NOA Code:  |350 @  MD/DDS Special Pay noa [oflQ

Ext:

authority ¢1: | X | |
Authority (2): l_ﬂ I I
O

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 | & Allinclude History) ([ Correct History |

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

Step Action
16. | Click the Compensation tab.

[" Compensation |
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Home = Administer Workforee = Administer Workforce (LUSF) = Use = HR Processing

Iy Wiin d oy

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

WINTER, FRED
Compensation Data

EmpliD: 0016 Empl Redy: 0

Effective Date: 120872003 Transaction # | Seq; 1 PAR Status: PROCEESSED BY EI

HUMAMN RESOURCES
Act Type: Pay Rate Change NOA Code: 850 Empl Status:  Active

Pay Rate Determinant: | Regular Rate =l Pay Basis: [Fer annum [z
Pay Plan i *Table/Grade: IGS IUUUU IUQ Step: |1_ Q] step Entry Date: |1 0142001
Rind PP/ Table/Grade: I I I Step: IU_ Grade Entry Date: |1 or1720

Base Pay: |35.51 4.000a00 Compensation Frequency: Anrual
Loc/LEO Adjust: IS,Q?E.DD Annuity Offset Amount:
Adjusted Base Pay: |!M ,497.00 I” Benefit Base Override FEGLI Base: |41 ,A497.000
Total Pay: IM,DQT Ju]
Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates
B save)  (CLRetun to Search | (@ Previous tab | Next tab | =] Allinelude History) ([F Correct History |

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

Step Action

17. | Click the Other Pay Information link.

[Sther Pay Inforrmation|
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o

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

£ Home

Other Pay Information

Earnings Code Description Pay Period Amount Quoted Expected Amount
Annualized
Amount
104 Q] GEOGRAPHIC PAY- DOCTORS |1UU-DDD 2600.00 2600.00

4

Step Action
18. | Double-click in the Earnings Code field.

19. | Press [Delete].

20. Click the OK button.
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Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

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

WINTER,FRED

EmpliD: 0016 Empl Redy: 0
Compensation Data
Effective Date: 12i04/2003 Transaction # | Seq; 1 PAR Status: PROCEESSED BY EI
HUMAMN RESOURCES
Act Type: Pay Rate Change NOA Code: 850 Empl Status:  Active

Pay Rate Determinant: | Regular Rate =l Pay Basis: [Fer annum [z
Pay Plan i *Table/Grade: IGS IUUUU IUQ Step: |1_ Q] step Entry Date: |1 0142001
Rind PP/ Table/Grade: I I I Step: IU_ Grade Entry Date: |1 or1720

Base Pay: |35.51 4.000a00 Compensation Frequency: Anrual
Loc/LEO Adjust: IS,Q?E.DD Annuity Offset Amount:
Adjusted Base Pay: |!M ,497.00 I” Benefit Base Override FEGLI Base: |41 ,A497.000
Total P: IM 497.00
Expected Pay Accounting Infa Hourly Rates
B save)  (CLRetun to Search | (@ Previous tab | Next tab | =] Allinelude History) ([F Correct History |

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

Step Action

21. | Change the PAR Status according to your role, if necessary.
Click the Save button.

22. | The PSP procedure is stopped manually in EHRP.
End of Procedure.
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Physician's Comparability Allowance (PCA) Processing

The following topics explain the procedures for processing the Physician's Comparability
Allowance (PCA) for eligible employees. Once the service agreement has been received, the data
entry into EHRP can be completed.

PCA Processing

Introduction

Processing a PCA in EHRP is a 2-step process. The user must first go to the Service Agreements
page to enter the type of agreement and effective dates of the agreement. Then, the PAR action
will be completed along with the entry of the specific pay items. Use the Data Control page to
add a row for the action, and use the Other Pay Information hyperlink on the Compensation page
to enter the PCA code that applies.

Procedure

The following procedures must be completed when processing a Physician's Comparability
Allowance (PCA) for eligible employees.

o

Home

@ Home 2 Worklist 2 Help S Sign Outl

—
@ Develop Workforce

w2 Administer Workforce

W Compensate Emplovees

w2 Define Business Rules

@ He Process Menu

@ Help Pal Online

W FPeopleTools
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Step | Action

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

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

3. Click the Use2 link.

4. Click the Service Agreements link.

-

Horne = Administer Waorkforce = Administer Workforce (USF) = Use? = Service Agreements ey WWind oy

& Home & Worklist # Help S Sign ouf

Service Agreements

Find an Existing Value

Search Ely:IEmpIID 'l
EmpliD: I
Advanced Search

Step Action

5. Click the Search By list.

6. Select the desired entry.
Click Last Name.
|Last Name |
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o

Horre = Administer Waorkforce = Administer Workforce (USF) = Use? = Service Agreements Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Service Agreements

Find an Existing Value

Search By: |LastMame 'l

Last Name:||

Advanced Search

Step Action

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

8. Click the Search button.

9. Scroll as necessary and click the desired entry in the Search Results table.
Click the link for Winter, Dennis R.
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o

@ Home 2 Worklist 2 Help S Sign Outl

s

Horme = Administer Workioree = Administer Workforce (USF) » Use2 = Service Agreements ey Yind o

{ Serice Agreements
WINTER,DEMMIS R Employee |p: 00055307 Empl Redi: 1]

Service Agreements view Al First [0 1081 ] Last
‘Service Agreement. N ~ | Service Date: | &) =]
Tyne: I—

Effective Date: @ Exec PSP Percentage:
Scarcity Code: I—
End Date: Bl

ﬁ Save QRetum to Search

4 |

Step Action

10. | Click the *Service Agreement Type list.

11. | Select the desired entry.
Click Physician's Comp. Allowance.
|thsician's Comp. Allowance ||

12. Click in the Service Date field.

13. Enter the desired information into the Service Date field. Enter "03/15/2004".

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

Step | Action

14, Click in the Effective Date field.

15. Enter the desired information into the Effective Date field. Enter "03/15/2004".

16. Click in the End Date field.

17. Enter the desired information into the End Date field. Enter "03/16/2004".
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Step | Action

18. Click the Save button.

-

& Home = 5 # Help S Sign ouf
Home = AdministerYWarkforee = AdministerWaorkforce (USF) = Use2 = Service Agreements e Widind o
Saved
[ Service Agreements
WINTER,DENMNIS R Emplayee Ip: 00055307 Empl Red#: 0

Service Agreements

*Service Agr t I'fhysm\an's Comp. Allowance JEa| Service Date; 103/15/2004 (e EI
Type:
Effective Date; 03152004 Exec PSP Percentage: I

Scarcity Code:
End Date: a3 62004 [ carcity Codes [

E Save QRetum to Search

4 |

Step | Action

19. | Click the Administer Workforce (USF) link.
[&drinister Waorkforce (USF)|
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o

£ Home

Home = Administer Workforce = Rdmini: Workforce (USF)
T h A
DDl Ui e [OAdministerWDrkforce s SUse
ini D Usez
(a ARSI EATES O autarriatic Actions (USF) .
& Compensate Ernployees @ Wanage Performance (USF) o -
< Define Business Rules epa
< He Process Menu @ HHS

w2 Help Foc Online

& PeopleTools

Step Action

20. Click the Use link.

21. | Click the HR Processing link.
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o

Home = AdministerWorkforee = AdministerWorkforce (USF) » Use = HR Processing I Wifin d o

@ Home 2 Worklist 2 Help S Sign Outl

s

| Data Contral Y Personal Data y~  Job | Position ' Cornpensation " Employment1 " Employment 2

WINTER,DEMMIS R EmpllD: 00055307 Empl Redy: 0

Actual Effective Date: lm@ Proposed Effective Date;  1/11/2004 =]

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

*Action: lﬁﬂ Diata Change PAR Status lﬁﬂ FROCESSED BY HUMARN
RESOURCES

*Reason Code: [DTA (@] Data Change Contact Emplic: <

NOACode:  [300 Q) Chg in Data Element :::\ o e

Authority (1): |COM Q] [5U5.C. 552a(e)5) [

Authority (2): l_ﬂ I I
l_

PAR Request#: —IPrim 5F-57 | PAR Remarks Award Dats Tracking Dats Retroactive TSP Transfer In Data?

I Print SF-40 |

Step Action

22. | NOTE: The Data Control page will be populated with the most recent personnel
action performed for the selected employee.

You can use the Search feature to enter search criteria to locate another employee, if
desired.

Click the Add a new row at row 1 button.

23. Enter the effictive date of the PCA action in the Actual Effective Date field.
Double-click in the Actual Effective Date field.

24. Enter the desired information into the Actual Effective Date field. Enter "15".

25. Click in the *Action field.

[]

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

Step | Action

26. Enter the desired information into the *Action field. Enter "PAY".

27. Click in the *Reason Code field.

28. Enter the desired information into the *Reason Code field. Enter "MER".
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29. Click in the NOA Code field.

30. Enter the NOA Code 958.
Enter the desired information into the NOA Code field. Enter "958".

31. Click in the NOA Ext field.

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

o

Home = Administer Workforce » Administer Workforce (USF) » Use > HR Processing e Wiind o

@ Home 2 Worklist 2 Help S Sign Outl

| Data Contral Y Personal Data y~  Job | Position ' Cornpensation " Employment1 " Employment 2

WINTER,DEMMIS R EmplD: 00055307 Empl Redy: 0

Actual Effective Date: lm@ Proposed Effective Date; 0=/ 15/2004 =]
Transaction #/ Sequence: F |1_ Hot To Exceed Date: @
*Action: Wﬂ Pay Rate Change PAR Status Imﬂ PROCESSED BY HUMARN
RESOURCES
*Reason Code: Iﬁ A Merit Contact Emplid: =Y
NOA Code: [958 | FCA Start NTE ::n Y]

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

PAR Request#: Print 5F-52 PAR Rernarks Award Data  Tracking Data Retroactive TSP Transfer In Data?

I Print SF-&0 |

Step | Action
33. | Click the Compensation tab.
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o

Home = AdministerWorkforee = AdministerWorkforce (USF) » Use = HR Processing I Wifin d o

s

j Data Control | Personal Data |~ Jaoh  Paosition " Cornpensation ' Employment 1" Employment 2

WWINTER,DENNIS R EmpliD; 00055307 Empl Rcdy: 0
on Data
F
Effective Date:  03/1372004 Transaction# | Seq: 1 PAR Status: FROCESSED BY EE=]
HUMAMN RESOURCES
Act Type: Pay Rate Change NOA Code: 299 Empl Status: Active

Pay Rate Determinant: Pay Basis: IF’erAnnum -
Pay Plan | *Table/Grade: IGM IUUUU |1 4 Step: IU_ Q] step Entry Date: IUQIQ 212002
Rtnd PP/Table/Grade: I I I Step: IU_ Grade Entry Date: IDBI2 611950

Base Pay: |95-503-UDUUUU Compensation Frequency: Annual
Loc/LEO Adjust: |21 ,231.00 Annuity Offset Amount: I

Adjusted Base Pay: |1 16,738.00 I Benefit Base Override  FEGLI Base: |1 16,738.000
Total Pay: |115,739.DD

Other Pay Infarmation Expected Pay Accounting [nfo Hourly Rates -

Step Action

34. | Click the Other Pay Information link.
Other Pay Inforrmatior
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o

Home = AdministerwWorkforee = AdministerWorkforce (USF) » Use = HR Processing I Wifin d o

@ Home 2 Worklist 2 Help S Sign Outl

Other Pay Information

vigw sl First [0 1064
Earnings Code Description Pay Period Amount Quoted Expected Amount
Annualized
Amount
<
1 »

Step Action

35. | Enter the applicable PCA Earnings Code.
NOTE: All PCA codes begin with the letter Z.
Enter the desired information into the Earnings Code field. Enter "Z4B".

36. | Press [Tab].

37. | Click in the Pay Period Amount field.
l |

38. | Enter the pay period amount of the PCA pay.

NOTE: When processing a PCA, select one PCA earnings code and enter the PA
amount on that one earnings code.

Enter the desired information into the Pay Period Amount field. Enter "820.00".

39. Click the OK button.

40. | If necessary, change the PAR Status according to your role.
Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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o

j Data Control | Fersonal Data Jah  Position " Cornpensation _ Employrment1 " Employrment 2

£ Home

WWINTER,DEMMIS R EmpliD: 00055307 Empl Redy: 0

Compensation Data

First (4 102 I Last

¥

Effective Date:  023i15/2004 Transaction # | Seg; 1 PAR Statys: PROCESSED BY EI
HUMAMN RESOURCES

Act Type: Pay Rate Change NOA Code: 899 Empl Status:  Active

Pay Rate Determinant: | Regular Rate = Pay Basis: IPer annum 7]

Pay Plan /*Table/Grade: W IUUUU |14 Step: lﬂ_g Step Entry Date: IUWHHUU2
Rtnd PP/Table/Grade: l_ I I Step: IU— Grade Entry Date: IUE’szﬁﬂ 980

Base Pay: |95.503-UUUUUU Compensation Frequency: Annual
Loc/LEO Adjust: |21 ,231.00 Annuity Offset Amount:
Adjusted Base Pay: |1 16,739.00 I Benefit Base Override FEGLI Base: |1 16,739.000
Total Pay: |139,059.DD
Dther Pay information Expected Pay Accounting Info Hourly Rates
B save)  (QRetun to Search ) (@ Previous tab | (8 Next tab ) [ 0ot ) | Elinslude History) (B Conrest History |

-

Step Action

41, Click the Save button.

42. | The PCA is processed.
End of Procedure.

Manual Procedure for Stopping PCA
Introduction

EHRP has an automated termination process for PCA based on Service Agreement End date.
However, if the user needs to process a PCA stop prior to the Service Agreement End date, they
should follow this process. Then you must process a PAR using NOA code " 959 ", NOA ext " 0

Procedure

The following procedures must be completed when manually stopping PCA.
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o

Home

£ Home

—_—
@ Develop YWorkforce

@ Administer Workforce

@ Compensate Employess
@ Define Business Rules
@ He Process Menu

@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Administer Workforce link.
[ Administer Warkfarce]
2. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)
3. Click the Use link.
R
4. Click the HR Processing link.
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o

Home = AdministerWorkforee = AdministerWorkforce (USF) » Use = HR Processing I Wifin d o

@ Home 2 Worklist 2 Help S Sign Outl

s

| Data Contral Y Personal Data y~  Job | Position ' Cornpensation " Employment1 " Employment 2

WINTER,DAYID B. EmpliD: 00083008 Empl Redy: 0

Actual Effective Date: Ibm 112004 B Proposed Effective Date;  U1/11/2004 =]

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

“Action: PAY Q] PayRate Change PAR Status PRO Q| PROCESSED BY HUMAN
RESOURCES

*Reason Code: [ADJ Q] Adjustment Contact Emplid: Q

NOA Code: |94 @] Payadi :3: [olal

Authority (1): |G @l |R’eg 531.205. Payconv |attime of annual pay adj

Authority (2): |ZLM [Q) [E0 13322 Dated |December 20,2003

RARREUESTE It} 7 PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data?

I Print SF-40 |

Step Action

5. The employee's Data Control page appears.

NOTE: The Data Control page will be populated with the most recent personnel action
performed for the selected employee.

Click the Add a new row at row 1 button.

6. If necessary, enter the effective date of the PCA action in the Actual Effective Date
field and then select the *Action field..
Click in the *Action field.

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

Step | Action

7. Enter DTA in the *Action field.
Enter the desired information into the *Action field. Enter "DTA".

8. Click in the *Reason Code field.

9. Enter DTA in the *Reason Code field.
Enter the desired information into the *Reason Code field. Enter "DTA".
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10. Click in the NOA Code field.

11. Enter the desired information into the NOA Code field. Enter "959",

12. Click in the NOA Ext field.

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

14. | No legal authority is required in the Authority (1) field.

-

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

& Home

|»

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

WINTER,DAVID B. EmpliD: 00083008 Empl Redy: 0

Data Control

e T [o3r7r2004 [ Proposed EffectiveDate: 011112004 ==
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: DTA @] Data Change PAR Status FRO Q] PROCESSED BY HUMAN
RESOURCES
*Reason Code: [DTA Q] Data Change Contact Emplid: (=]
NOA Code: 1259 & PCAStap noa [0
Ext:

avthoriy (1 | X | |
Authority (2): l_ﬂ I I
.

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

I Print SF-50 |

Step Action

15. | Click the Compensation tab.
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o

Home = AdministerWorkforee = AdministerWorkforce (USF) » Use = HR Processing I Wifin d o

£ Home

j Data Control | Personal Data |~ Jaoh  Paosition " Cornpensation ' Employment 1" Employment 2

WINTER,DAVID B EmpliD; 00083003 Empl Rcdy: 0

Compensation Data

¥

Effective Date: 03/17/2004 Transaction# | Seq: 1 PAR Status: PROCESSED BY =
HUMAMN RESOURCES

Act Type: Data Change NOA Code: 959 Empl Status: Active

Pay Rate Determinant: d i Pay Basis: I Fer Annum =
Pay Plan | *Table/Grade: IGS IUUUU |1 4 Step: |1_ Q] step Entry Date: IUBIQ 412003
Rtnd PP/Table/Grade: I I I Step: IU_ Grade Entry Date: IDBI2412003

Base Pay: |73-457-UDUUUU Compensation Frequency: Annual
Loc/LEO Adjust: IQ,SB?.DD Annuity Offset Amount; I

Adiusted Base Pay:  [53,334.00 I Benert Base Override FEGLIBase:  |93,934.000
Total Pay: |83,334.UU

Other Pay Infarmation Expected Pay Accounting [nfo Hourly Rates -

Step Action

16. | Click the Other Pay Information link.
Other Pay Inforrmatior

17. | Delete the applicable PCA Earnings Code, if necessary.
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Home = AdministerwWorkforee = AdministerWorkforce (USF) » Use = HR Processing I Wifin d o

@ Home 2 Worklist 2 Help S Sign Outl

Other Pay Information

Earnings Code Description Pay Period Amount Quoted Expected Amount
Annualized
Amount
<

4

Step Action

18. | Upon completion of deleting the PCA Earnings Code, click the OK button.
Click the OK button.

19. | If necessary, change the PAR Status according to your role.
Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.
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o

j Data Control | Fersonal Data Jah  Position " Cornpensation _ Employrment1 " Employrment 2

£ Home

|»

WINTER,DAYID B EmpliD: 00083003 Empl Redy: 0

Compensation Data

¥

Effective Date: 02311772004 Transaction # | Seg; 1 PAR Statys: PROCESSED BY EI
HUMAMN RESOURCES

Act Type: Data Change NOA Code: 959 Empl Status:  Active

Pay Rate Determinant: | Regular Rate = Pay Basis: IPer annum 7]

Pay Plan /*Table/Grade: E IUUUU |14 Step: |1_g Step Entry Date: |0312412903
Rtnd PP/Table/Grade: l_ I I Step: IU— Grade Entry Date: IUBQ‘WU03

Base Pay: |?3.457-UUUUUU Compensation Frequency: Annual
Loc/LEO Adjust: IQ,SE?.DD Annuity Offset Amount:

Adjusted Base Pay: |B3.334-DD I Benefit Base Override  FEGLI Base: |83.334.DDD
Total Pay: |B3,334.DD

Other Pay Infarmation Expected Pay Accounting Infa Hourly Rates
& save) (CiRetun to Search | [ Frevious tab | Next tab | =] Allinclude History) ([B Correct History |

-

Step Action

20. Click the Save button.

21. | The procedure is complete.
End of Procedure.
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Allowing a Comm Corps Officer to Participate in Workflow

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

Administrator needs to create a user profile in the EHRP system.

Procedure

The following steps detail the procedure for creating a "dummy" job code, creating a "dummy"
position, and hiring the Commissioned Corps Officer as a Non-Compensated Employee.

-

Home

fa Home

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

@ FPeopleTools

& Wiorklist

* Help

S Sign Ouf

Step Action
1. Click the Develop Workforce link.
2. Click the Manage Positions (USF) link.

[2 Manage Positions (USF)
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Action

3.

Click the Setup link.

ob Code Tablel

Click the Job Code Table link.

-

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

Job Code Table

Find an Existing Value

SetiD: [prHs0 Q)
Joh Cade: |

Description: |

Cccupational Series I ﬂ

Official Position Title: |

[T aze Sensitive
[~ Include History [~ Carrect History

Add a Mew Yalue

S Sign Ouf

Step

Action

Click the Add a New Value link.

Add 2 Mew value
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o

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: IDHHSD@
Job CDdE'I

Add

Find an Existing Yalue

Step Action

6. Change or confirm the SETID.
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.
Click in the Job Code field.

7. NOTE: The job code number is the smart-coded Position Description number.
NOTE: The job code number should be entered in all caps.
Enter the desired information into the Job Code field. Enter "002880".

8. Click the Add button.

Add
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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: nozasn Business Units that use this Setid

Joh Code Profile View Al First [ 1061 ] Last

*Effective Date: [(271 22003 B sstatus: [Active ~| =]
Occupational Series: I g

Official Posn Title Code: I g |
Organization Posn Title Cd: I g |

Job Description: I :I
Job Function Code: Y

Job Famiby: [ =Y *Manager Level: I Other |

*Standard Hours: [+0 Standard Work Period: [V Q Weeky
Workers' Comp Code: I

*Comp Freq: IA Q| Annual

Regular/Temporary: I -] " Medical Checkup Required
» Eysp

» E= g radaral

Step Action

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

Page 162




©N|DEMAND Training Guide

Processing Premium Pay

o

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

LJoh Code Profile

*Effective Date: |12.l’1 22003 @ Status: | Active VI

Occupational Series: |_g W lm |

Official Posn Title Code: I_ﬂ r s MoT T F &

Organization Posn Title Cd: I_ﬂ r 7 ; ; 13 1: 12

Job Description: I_ 14 15 16 17 18 19 20 ﬁ

Job Function Code: [ ; i; ig ;‘ 23 49 Zy

Job Famity: Y |

*Standard Hours: [sooo— (4] Current Date [ Q) Weeky

Workers' Comp Code: l_

“Comp Freq: IA—ﬂ Annual

Regular/Temporans I vl ™ Medical Checkup Required | |
» Eysp

» B=1¢ tadaral A

Step Action

10. | Select the desired entry.
Click 8.
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Home = Develop Workforce = Manane Positions (USF) = Setup = Job Code Table

£ Home

ey Window |

J(.Jclb Code Profile \: Default Compensation \

SetiD: DHHEO

nozasn

Business Units that use this Setid

First (4 1.0r 1 [#] Last

Joh Code:

LJoh Code Profile

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

Job Function Code:

Job Famihr

*Standard Hours:

Workers' Comp Code:

[12082003 ] -status: [Actve =] =]

(Y
Iy

(Y
| =

Y
*Manager Level: IOther j'

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

—

*Comp Freq: IA Q| Annual
oI T O AT lﬁ ™ Medical Checkup Required | |
» B s
» B=1g tadaral A
Step Action
11. | Click in the Occupational Series field.
3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.
Step | Action
12. | Enter the desired information into the Occupational Series field. Enter "0342".
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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: nozasn Business Units that use this Setid
*Effective Date: [(2:0812003 B sstatus: |Active ~| =]
Occupational Series: IFHI@

Official Posn Title Code: I ﬂ |
Organization Posn Title Cd: I ﬂ |

Job Description: | =
Job Function Code: Y
Job Famiby: [ =Y *Manager Level: I Other |

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

*Standard Hours:

Workers' Comp Code: I

*Comp Freq: IA Q| Annual

Regular Temporary: I -] " Medical Checkup Required

» E= 50

» E= g radaral -

Step Action

13. | Click the Default Compensation tab.

[Default Campensation|
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@ Home
Home = Develop Workforce = Manage Positions (USF) = Setup = Job Code Table e Window |
f Job Code Profile )‘ Default Compensation \_
SetiD: DHHSO Joh Code: 0oz&s0

Default Compensation

Effective Date: 1210872003 Status: Active
Salary SetiD: I QA payPlanTableGrade: | | | all &
Minimum Midpoint Maximum
Survey Salary: I = Hourly:
BivwWeekh:
Salary Survey Job Code: I Monthhy:
Annual:

Pay Components

First (4 1011 [M] Last
‘Rate Code Details Comp Rate Currency ‘Frequency Percent Apply FTE

1] Q| petals | [ r EHE

Step Action

14. | Click in the Pay Plan field.

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

16. | Scroll as necessary to view the Save button.
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Effective Date: 1200852003 Status: Active =
‘ Salary SetD: | Q) payPlanTable/Grade: |22 | [ al '«
Minimum Midpoint Maximum
Survey Salary: [ = :;:[Mkhr
eekhy:
Salary Survey Joh Code: I Monthhy:
Annual:

Pay Components All First [ 10814 [P Last

*Rate Code Details Comp Rate Currency *Frequency Percent Apply FTE

1] QA Details | = Y O EE

B save EAdd) | UpdatesDisplay ] | Ellinclude History) | [ Correct History
Job Code Profile | Default Compensation

4

Step Action
17. Click the Save button.
18. End of Procedure.
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