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CHAPTER 1

OVERVIEW OF BASIC EMPOWHR

FUNCTIONALITY

Learning Objectives:

'

A L N Y

Identifying the key modules in EmpowHR

Describing when and how EmpowHR sends data to and
receives data from NFC

Describing the Position Management process, including

how a Job is related to a Position

Identifying the roles involved in the PAR Processing
workflow

Distinguishing the Payroll Processing Cycle from one
pay period to the next

Listing the key elements of Managing Performance

24-Nov-09
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CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY

EMPOWHR SYSTEM

EMPOWHR SYSTEM

EmpowHR is a Human Capital Management system that supports and achieves effective delivery of
critical HR components in a single enterprise system. It provides comprehensive employee information
enabling agencies to: make critical decisions concerning work force utilization, forecast workforce
turnover and placement, and project future resource budget allocations on a fiscal year basis, for
optimum achievement of agency mission goals.

Page 2
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CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
EMPOWHR SYSTEM

POSITION MANAGEMENT

EmpowHR is a position-driven system. Position Management is used to assign data to positions and

move employees in and out of those positions as appropriate.

PAR PROCESSING

The PAR processing module is used by Human Resources (HR) for processing and submitting
personnel action requests (any action requiring an SF-50 and SF-52).

© 24-Nov-09 Page 3




CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
EMPOWHR SYSTEM

PAYROLL DOCUMENTS

Payroll Documents allow HR to enter information related to the employee’s personal data.

SELF SERVICE

-Employee Self Service offers employees direct online access to HR information such as benefits and
compensation data. ESS provides the ability to initiate an online training request or other request (e.g.

address, email, emergency contact information, etc.)

-Manager Self Service provides managers with tools and information with to administer certain aspects
pertaining to employees’ professional development. Managers are able to enter and view HR

information on employees. Managers may only view employees who report to them.

MANAGE PERFORMANCE

Manage Performance, which includes performance plans, progress reviews, and performance appraisals,
is a guide to recognize and reward quality of work performance and develop those employees that are
not performing proficiently by providing training and counseling. HR can view and edit performance

documents, and monitor the performance process through queries and reports.

E PERFORMANCE
ePerformance is a self service evaluation application for managers, employees, and HR administrators.

ePerfomance can be used as a tool for planning, collaboration, communication, assessment, and

monitoring evaluations for two purposes: performance and development.

REPORTING

Reporting enables users to access business intelligence information from within a specific module or it

can be accessed using records from multiple modules using a Reporting tool such as Query.

Page 4 © 24-Nov-09




CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
EMPOWHR/NFC PROCESSING

EMPOWHR/NFC PROCESSING
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CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY

EMPOWHR/NFC PROCESSING

{ Status

NFC Auto
Action

NFC Auto

Short Name

Notes

System generated
actions such as 893,
880, and 894’s and
actions that applied in
EPIC

Rolled Back

Rolled Back

Initiated by the user
ot by the system for
actions that applied
during the current
processing pay period

Ready Future

Rdy-Future

Effective in a future
pay period and held
until the effective
processing pay period

HCUP Hold

HCUP Hold

History Override
package is waiting for

action

In Progress

InProgress

New action waiting

for completion

Data Load

Data Load

Records loaded
during an agency
migration to
EmpowHR or a

special request load

Applied at NFC

Applied

Action applied on the
NFC PPS and can be
viewed in IRIS

Sent to NFC

Sent to NFC

Picked up and is in
the batch
transmission to NFC

Applied —
Loading to

Appl-WList

Needs to be

reconciled

Page 6
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CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
EMPOWHR/NFC PROCESSING

{ S ETS Short Name Notes

Worklist

Ready for NFC | NFC Ready Action is saved and

Transmission ready to be sent to
NFC

Not Applied at NotApplied Action rejected by

NFC PINE edits

Disabled from Xmit Disab Export error

NFC indicating the item is

Transmission not included in FESI

mapping; an IR may
be required

Non-NFC Non-NFC Agency use and not

(Internal) sent to NFC

Invalid Value Invalid Value WIP Status in HCUP
packages only
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CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
POSITION MANAGEMENT AND INFORMATION FLOW

POSITION MANAGEMENT AND INFORMATION FLOW

EmpowHR allows agencies to add, change, inactivate, reactivate, and delete or restore position data for
immediate update to EmpowHR. Position data established in EmpowHR is edited through an overnight
validation process before being updated in PMSO in the NFC PPS.

A new Job Code should be created in the system for a new position as needed. Information at the Job
Code level defaults to the position level and the information on the position defaults to the employee
record. The Job Code and position numbers are assigned by the application. These numbers are used

when assigning an employee to a position.

EmpowHR also provides agencies report generation and online inquiry capabilities for Position

Management data and allows for complete control and management of position data.

CREATING A JoB CODE AND POSITION DATA FLow

Job Code > Position > FESI > PMSO > PPS Corporate Database

-.
Payroll/Personnel

Corporate
Database

Page 8 © 24-Nov-09




CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAR PROCESSING

PAR PROCESSING

HR PROCESSING

The PAR processing module is used by Human Resources (HR) for processing and submitting

personnel action requests (any action requiring an SF-50 and SF-52).

WORKFLOW

EmpowHR workflow automates, streamlines, and controls the flow of information through departments
and throughout the organization. Workflow routes personnel actions through a cycle established by the
HR office. The automated workflow process ensures the request goes through all the stages the agency

requires prior to processing the action.

HR personnel are assigned roles and each role has a function related to the agency established stages for
creating and processing actions created in EmpowHR. It follows a prescribed path from the initiation of
the action through final approval and entry. HR also uses workflow to send actions to other HR

personnel for approval and to send actions to NFC. Each organization has is own set of roles/rules for

handling the workflow of PAR actions based on the organizations needs and NOA codes.

© 24-Nov-09 Page 9




CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAYROLL DOCUMENTS

PAYROLL DOCUMENTS
Payroll documents allow HR to enter information related to the employee’s personal data.
PAYROLL/PERSONNEL PROCESSING CYCLE

The Payroll/Personnel Processing Cycle illustrates the daily processing of payroll/personnel
transactions effective for Pay Period 09. Note that processing begins the 2" week of Pay Period 09 and
is completed after the 1st week of Pay Period 10. Listed below are the symbols used on the
Payroll/Personnel Processing Cycle.

Pay Period 09
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
April 27 28 29 30 May 1 2 3

he first pass of PINE for the current pay period processes on the second Monday of the pay period.

PINE

Pay Period 10

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
May 11

Payroll/Personnel transactions are processed through PINE every Monday through Friday and the first Saturday of each pay period.
These transactions must be entered before the first pass of PAYE which is the first Thursday or Friday of the following pay peri

Time and Attendance (T&A) Reports are processed through TIME on the first Monday through Saturday of the followi ay period.
T&As must be transmitted before the first pass of PAYE which is the first Thursday or Friday of the following pay period. All T&As
should be transmitted to NFC no later than the Tuesday following the last.day of the pay period.

!
PAYE is processed on the first Thursday after the pay period
It is again processed on either Friday or Saturday for
exceptions or special circumstances.

18

(
EFT Payday Payday for pay
BEAR processes on for pay period period 09
the Sunday after 09
PAYE runs

Payroll/Personnel transactions are processed through PINE every Monday through Friday and the first
Saturday of each pay period. The first pass of PINE for the current pay period processes on the second

Page 10 © 24-Nov-09




CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAYROLL DOCUMENTS

Monday of the pay period. These transactions must be entered before the first pass of PAYE which is
the first Thursday or Friday of the following pay period.

Time and Attendance (T&A) Reports are processed through TIME on the first Monday through
Saturday of the following pay period. T&As must be transmitted before the first pass of PAYE which is
the first Thursday or Friday of the following pay period. All T&As should be transmitted to NFC no
later than the Tuesday following the last day of the pay period.

PAYE is processed on the first Thursday after the pay period. It is again processed on either Friday or

Saturday for exceptions or special circumstances.
BEAR processes on the Sunday after PAYE runs.

Ditect Deposit/Electronic Funds Transfer (DD/EFT) payday is the second Monday of the following
pay period. Payday (official) is the second Thursday of the following pay period.

% NOTE: NO RETROACTIVE EFFECTIVE DATING FOR PAYROLL ACTIONS EXCEPT FOR FEHB.

@

PAYROLL PROCESSING DATA FLow

Payroll Documents > FESI > PINE > Payroll / Personnel Corporate Database > IRIS > PINQ

-

e
= Q-
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CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAYROLL DOCUMENTS
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CHAPTER 1 — OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAYROLL DOCUMENTS

Chapter 1 Exercises

Exercise 1-1 - Payroll/Personnel System Flow

The objective of this exercise is to demonstrate an understanding of the general
flow of data to the NFC Payroll/Personnel Corporate Database.

1. Fill in the missing labels from the following diagram:

Legend \

- Real Time Qgpﬂ:‘)t(;
Weekly

Executable
- Processes

T —
Manage
Performance

S ——
Position
Managemen
Reporting

PPS Entry
System

Payroll/Personnel
Corporate
Database

-
D
s

Reports
\/\

Download
Files

>

Accounting
Files
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CHAPTER 2

EMPOWHR NAVIGATION

Learning Objectives:

& Applying knowledge gained from Using the Menu to
navigate through the system.

4 Manipulating data to Perform a Search.

£ Otganizing data to compile reports.

24-Nov-09
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CHAPTER 2— EMPOWHR NAVIGATION

LOGGING IN

ACCESSING EMPOWHR

Security is critical for core business applications. Typically, not every group in the organization should
have access to all functions or have access to all data within the function. EmpowHR provides security
features to ensure that agencies sensitive application data does not fall into the wrong hands. The
application security menu can apply to all users, including employees, managers, customer, and

contractors. Group users, according to defined roles, can have different degrees of access.

LOGGING IN

EmpowHR is accessed via a Website address. In addition, the Web address can be added as a shortcut
from the desktop or as an Internet Explorer Favorite. EmpowHR requires everyone to enter an
assigned, unique User ID and Password. The security access attached to the User ID is based on the
tasks an individual performs. Passwords are changed when the user changes his/her system login
password. Multiple pages can be opened simultaneously without the need for a second User ID.
Commonly used EmpowHR pages from many applications can be added to My Favorites.

Page 16
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CHAPTER 2 — EMPOWHR NAVIGATION

Pro

1.

cedure: Logging In

Enter the Uniform Resource Locator (URL) specific to the agency. The

warning banner displays.

2. Click the I agree to the above button. The EmpowHR Sign In page is displayed

USDA United States Department of Agriculture

| National Finance Center . i
e A
v 4
L <
o™
smmmrmeeEEeEEeEEE == WARNING * v

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

| IAGREEtothe above |

[ | DO NOT agree to the above ]
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gov | White House

LOGGING IN

© 24-Nov-09
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CHAPTER 2— EMPOWHR NAVIGATION

LOGGING IN

USDA United States Depariment of Agriculture

—‘ﬁ National Finance Center \\ \

D PER

— : OW
OLUTIONS

\\‘__, &m

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

xxxxxxxxxxxxxxxxxxxxxxx WARNING %% === e e e s e e e
User ID:|
Password:
Sign In
Did you forget vour password?
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gov | White House

3. Enter the EmpowHR User ID in the User ID field.

4. Enter the password assigned by the Security Officer in the Password field.

5. Click the EmpowHR Sign In button. The Home page displays.

Page 18

© 24-Nov-09




CHAPTER 2 — EMPOWHR NAVIGATION
LOGGING IN

a Employee-facing registry content - Microsoft Internet Explorer _ ||5l| X|
File Edit View Favorites Tools Help | -
Qeak ~ © - ] & ‘M/':)Search ¢ Favorites E}‘[ - ; ZR A @ i

Address I@httoﬁ Jficamstest.usda.gov/psp/EMPOWHR TRN/EMPLOVEEHRMS/h/
INDY US Dept of Agriculture

Menu -]
Search:

1 My Favarites

> Employee Self Service

[ PAR Processing

> Position Management

0 Payroll Documents

[ HR Reports

0 Payroll Processing

[ Manage Performante

[ Non-Emplayee Processing
1 Workdorce Development

> Organizational Develapment
> EmpowHR Setup Tables (HD)
> EmpowHR User Security (HD)
> Set Up HRMS

D Wiorklist

- Reporting Taols

- Change bty Passward

- My Persanalizations

- My Syster Profile

- ity Dictionary

|- EmpowHR Documentation

© 24-Nov-09 Page 19




CHAPTER 2— EMPOWHR NAVIGATION
LOGGING OFF

LOGGING OFF

& Procedure: Logging Off

1. To log off of EmpowHR, select the Sign out link on the Navigation Header.

Worklist MutiChannel Conzole Add to Favorites Sign out
7
Help

2. The EmpowHR Sign In page displays.

USDA  united states Department of Agricuiture
@ National Finance Center

WARNING

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARNING
User ID: | TRAINING 1 |
Password: ‘
Sign In
Did vou forget your password?
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.qov | White House
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CHAPTER 2 — EMPOWHR NAVIGATION
USING THE MENU

USING THE MENU

The Menu displays functions available based on the roles assigned by the agency’s security officer. This

menu displays a hierarchical view of the application menu.

MENU GROUP The first level of 2 menu.
MENU The second level of a2 menu.
MENU ITEM The third level of 2 menu. A list of items to access.

The fourth level on the menu. A group of related pages that are

CONDY IR displayed by selecting tabs on the top of each page.

MenuGroup |— [ narkforce Development

[+ Competency Management

Menu = Career Planning

[ Track Competenciesf&ccomps

[+ Prepare EvaluationiCareer Plan

» Career Reports
— Career Plan

Component  —». — Career Training

= |ndividual Development Plan

Menu Item —>

These four levels can be drilled down to reach the specific functions needed.
Use the Menu Group to navigate within EmpowHR.

The options on the Menu Group with the triangle to the left are called Menus.
A Menu can expand and display other options within that group.

Expand and display the options in a Menu Group by selecting the small triangle next to the name of the

group or by selecting the Menu Group name.

Notice that when moving the mouse over any option on the Menu Group, the Menu name changes to a
link.
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CHAPTER 2— EMPOWHR NAVIGATION

USING THE MENU

Hover the mouse over a Menu Group for a second and a screen tip displays. The screen tip displays a

very brief explanation of the functionality within the Menu Group.

& Procedure: Using the Menu

1. Click the small triangle to the left of Workforce Development in the Menu
Group. The next level down, called Menus, displays. Notice they are indented
and also have a triangle to the left. In this example, Career Planning is the Menu
contained in the Workforce Development Menu Group.

Menu Group

Menu

/

— ' Workforce Development

[ Competency Management

= Career Planning
[ Track CompetenciesiAccomps
[ Prepare EvaluationiCareer Plan

» Career Reports
— Career Plan
— izareer Training

— |ndividual Develapment Flan

2. Click the small triangle to the left of the Career Planning Menu. The next level
down, called Menu Items, displays. Notice they are indented and also have a
triangle to the left. These are the Menu Items contained in the Career Planning

Menu.

Menu Group

Menu

-

Menu Items

—

-—» =WWorkforce Development

[ Competency Management

= Career Planning
[ Track CompetenciesfAccomps
[> Prepare EvaluationiCareer Plan

* Career Reports
— Career Plan
— Career Training

— |ndividual Develapment Plan

Page 22
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CHAPTER 2 — EMPOWHR NAVIGATION

USING THE MENU

3. Click the small triangle to the left of the Career Reports Menu Item. The next
level down, called Components, displays. The hyphen in front of these items
indicates they are components. The Component is the final level of the Menu

Group.

Menu Group [ =~ Workforce Development

[> Competency Management

Menu — == Career Planning

[ Track CompetenciesfACcomps
Menu ltems > [> Prepare EvaluationiCareer Plan

* Career Reports

— |ndividual Develapment Plan

— CareerPlan
Component —» — Career Training
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CHAPTER 2— EMPOWHR NAVIGATION
COMMON MENU COMPONENTS

COMMON MENU COMPONENTS

CHANGING YOUR PASSWORD

& Procedure: Changing Your Password

1. Select Change My Password. The Change Password page displays.

Search:

©)
[ My Favarites
I» Employee Self Service Change Password
[ Manager Self Service
[* PAR Processing
[> Position Management
[ Payroll Documents
[ HR Reports
[= Payrall Processing
[ Manage Performance . )
[> Mon-Employee Processing Current Password: I
[ Warkforce Development I

User ID: EMPTD198
Description.  MNFC APPROVER

[» Organizational Development “New Password:

[ EmpowHR Setup Tahles I
(HDY *Confirm Password:

[ EmpowHR Llser Security
(HD)

[> Set Up HRMS Change Password |

[= WWarklist

[> Reporing Tools

— Change My P July
— My Personalizations

2. Enter the current password in the Current Password field.
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CHAPTER 2 — EMPOWHR NAVIGATION

Search:
&)

[> My Favorites

[ Emplovee Self Service

[ Manager Self Service

[ PAR Processing

[ Position Managemeant

[ Payrall Documents

[ HR Reports

[ Payroll Processing

[ Manage Performance

[ Mon-Employee Pracessing

[= Workforce Development

[ Qrganizational Development

[ EmpowHR Setup Tahles
(HD}

[ EmpowHR User Security
HD

[ Set Up HRMS

[= wyorklist

Change Password

User ID: EMFTD188

Description:  NFC APPROVER

CoMMON MENU COMPONENTS

*Current Password: w

*New Password: |

*Confirm Password: |

Change Password |

Enter the new password in the New Password field.

Search:

| ©)

[+ My F avarites

[ Employee Self Service

[> Manager Self Service

[ PAR Processing

[ Position Management

[> Payroll Documents

[* HR Reports

[> Payroll Frocessing

[> Manage Performance

[ Man-Employee Processing

[ Wyarkforce Dewvelopment

[ Qrganizational Development

[» EmpowHR Setup Tables
(HD

[ EmpowHR User Security
(HO)

[ Set Up HRMS

[+ wwarklist

[ Reparting Tools

Change iy
— My Personalizations

Change Password
Uzer D EMPTD198

Description: NFC APPROVER

*Current Password: |-uuu

*New Password:

*Confirm Password: |

Change Password |

NOTE: NO HISTORY IS MAINTAINED FOR THE PASSWORD. THE SAME TWO

PASSWORDS CAN BE ALTERNATELY USED.
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4. Re-enter the new password in the Confirm Password field.

Search:

| ©)

b My Favorites Change Password

[ Employee Self Service

[ Manager Self Service User IO
I PAR Frocessing ' EMPTO198

[> Pogition Management Description:  NFC APPROVER

[ Payroll Documents

[* HR Repors

[ Payroll Processing

[ Manage Perfarmance

[» Man-Emplovee Processing

[ Waorkforce Development

[ Qrganizational Development

[ EmpowHR Setup Tables
HD}

[» EmpowHR User Security
(HDY Change Passward

[ Set Up HREMS

[ \Warklist

[» Reporing Tools

*Current Password: |-uuu

*Hew Password: |uuuuuu

*Confirm Password: LITTITTITITT]

5. Click the Change Password button. The Password Saved page displays.

Search:

| ©)
[+ Wy Favarites

[ Employee Self Senvice Password Saved
[ Manager Self Service
[ PAR Frocessing

[= Position Management
[= Payroll Documents

[ HR Reports

[> Payroll Processing m
[ Manage Performance

[= Mon-Emplovee Processing
[= Workforce Development

“ Your password has successfully heen changed.

6. Click the OK button. The password has successfully been changed.
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ORIENTATION TO THE WORKSPACE
USING THE NAVIGATION BAR

The Navigation Header displays in the upper right of every window. It remains static as the user
navigates through the application.

Worklist Add to Favorites Sign owt

e Seclect the Home link to navigate back to the menu displayed at login.

e Seclect the Worklist link to view items needing completion, correction, or verification. Each
user has an individual Worklist

e Use the Add to Favorites link to save a frequently visited pages within EmpowHR.

e Sclect the Sign out link to exit EmpowHR.

WORKLIST

Turl,Carla Ellis US Dept of Agriculture
=i
Mew window | Help | B
Worklist for NP216E
workustriters:[ ]
Customize | Find | View Ail | 8 First [4] 125 or 35 I Last
posed
Erom Date From Work Item Worked By Activity Effective Org Structure Link Priority
Date
Tu ozr28r2008 EAT RSN 7 npc HrsPLSTY 02/03/2008 2070010000 | | ~
o 1212012007 PAR Approved 2 NFG_ASSISTY 12/03/2007 907040002015000000 | I =
wo 1212072007 FAR ApprOved  Z_NFG_ASSISTA 0110372008 9040130000 | | —
Thi | |
I 01/30/2006 PAR Approved  Z_NFG_ASSISTI 2070010000 [ |
wo 0153112008 PAR Approved  Z_NFC_ASSIST1 | | —
32 021082008 PAR AppiUved  Z_NFC_ASSIST1 1200872007 | | —
£ 0200612008 PAR Approved 2 NFC_ASSISTY 02/0172008 9040100000 | I =l
m 04/10/2008 PAR Approved  Z_NFC_ASSIST1 03/20/2008 9070400030 | | ~
B 04/23/2008 PAR Reviewed  Z_NFC_ASSIST1 04/21/2008 907040010015000000 | | ~
Tu oazarzoos PARPRONS  pam ero) Mot aspiisa 007020004015000000 Wark worked | Reassi PN ||
Tu 04232008 FARPRONGL  Can (oro) oL Appiisu 507030000, Markworked | Reassion [
Applied

Tu 04232008 /REEO N par PRO) NotApplied 207020008025000000 WarkWorked | Reassign  [[ ¥
Tu oarz3rz008 ARERE N par pRO)Not Applisa 2070050020 WarkWorked | Reassign | ~
Tu oarzarzoos EARPRONS pam pRO)NotApplied 207005001000000000 WarkWorked | Reassign | ~

2312 TERFRDIT ark Werked | Reassi n -~
i arrzarzoos FAR PR FAR (PRO) Mot Appiiad 5070100000 Markworked | Reassion _[[ =]
2 Ratazh

The Worklist displays transactions and provides a status for each.
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Worklist items include transactions created in the following applications:

EmpowHR
EPIC
EPP/ESS
BEAR

Other HR front end systems

ACTION STATUS:

APPLIED: A new transactions applied to the NFC database, clearing the PINE edits
NOT APPLIED: A new transaction that failed the PINE edit process

CANCELLATION APPLIED: Cancellation of a previously applied transaction where the
cancellation cleared the PINE edits.

CANCELLATION NOT APPLIED: Cancellation of a previously applied transaction where
the cancellation failed the PINE edits

CORRECTION APPLIED: Correction of a previously applied transaction where the
correction cleared the PINE edits

CORRECTION NOT APPLIED: Correction of a previously applied transaction where the
correction failed the PINE edits.

NOTE: THE WORKLIST FILTER IS USED TO SELECT A SPECIFIC TPYE OF WORK ITEM FOR
REVIEW.

FUTURE ACTIONS: ACTIONS WITH FUTURE EFFECTIVE DATES REMAIN IN EMPOWHR WITH A
STATUS OF RDY FUTURE. FUTURE ACTIONS ARE SENT TO NFC IN THE PAY PERIOD THEY ARE
EFFECTIVE.
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USING MY FAVORITES

Using My Favorites from the Menu is helpful when there are frequently used pages. Adding a site to
My Favorites allows direct navigation to that page within EmpowHR. The pages can be organized in
the most useful order by editing the sequence. Pages can also be deleted from My Favorites.

ADDING FAVORITES

& Procedure: Adding Favorites

1. Navigate to the component or page to be added to My Favorites.

Home Worklist MultiChannel Conzole Add to Favorites Sign out

2 Select Add to Favorites from the navigation bar. The Add to Favorites page

displays.

Add to Favorites

Flease Enter a Unigue Description far this Favorite

*Description: |Change by Fassword

ok | Cancel
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3. Click the OK button. The component or page selected is now added to My
Favorites.

- 101 10 1
— Edit Favaorites
[ Employee Self Service

[ Manadger Self Service
M~ PLAR Proaraccinm
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EDITING FAVORITES

& Procedure: Editing Favorites

1. To organize the list of favorites, select the My Favorites menu group.

2. Select Edit Favorites. The Edit Favorites page displays.

— Mew Window | Heln | Customize Page | u,
7 My Favorites Edit Favorites
— Auard Tracking

— Career Plan

— Change My Passward
— Personal Infarmation
— Training Summary

Click the Sawve button after editing or deleting favorites.

" Emiployee Self Senice [hward Tracking | Dekte |
:i y:g?ﬁﬁ:zﬁ;wme [career Pian Delete
'; Egi;gﬁ'y‘g?ﬂ;ii‘gem [change Wy Fassword Delete
:; :R HE‘PDHS [Personal Information Delete
> Payrall Prguuessmg [Training Summary Delete
[ Manage Performance
3. In the Sequence number column, enter the number next to the page in the order
they should display below My Favorites.
pens 8|
Search: plew Window | Help | Gustomize Pase | 05,
®

My Faarites Edit Favorites
— Award Tracking
— CareerPlan

— Charge My Password Click the Save hutton after editing or deleting favorites

- Parsonal Information
— Training Summary

*Favorite Sequence number

~ Edit Favofitas
1> Employee Self Semvice [pwara Tracking [ 1 [ Deete |
'; gsgapgrz’c:i!‘izmm [Career Flan | 4 _Desle
I'i ';Z:JSR”D"SESI:E‘;'QE”‘ [change iy Passward | 3 Delete
E :R R9|p0"t5 [Personal Information [ 5 | Dekte
ecruiting
> Paytoll Processing [Training Summary [ 3 | Dekte
I Manage Performance
4. Click the Save button.
5. Select Home from the navigation bar. The Home page displays.

Search:

®)

[+ My Favorites

[ Employee Self Senice
[ Manager Self Service

[ PAR Processing

[- Position Management
[+ Payroll Documents
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0. Expand My Favorites. The pages display in the sequence chosen.

Menu

Search:

©

Pavard Tracking
— Chandge My Password
— Training Sumimary
— Career Plan

— Persaonal Infarmation
— Add to Favorites

it Favorites
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DELETING FAVORITES

& Procedure: Deleting Favorites

1. To delete a favorite page from My Favorites, select the My Favorites menu
group.

2. Select Edit Favorites. The Edit Favorites page displays.

Search:
®

7 iy Favorites Edit Favorites
= Award Tracking
= Change by Password
— Training Sumrmary
— CareerPlan 5 e |Find | i

Click the Save button after editing or deleting favorites.

_Letsonalininrmation *Favorite Sequence nhumber
I Employee Seer\rice [lsward Tracking | 1 Delete_|
E E:gagrircgggiﬁzmce |change My Passwaord | z Delete_|
E E:;:gﬁ%??ﬂ;%i’;’;em |Training Summary | 3 Delete |
b HR Reports |Career Plan | 4 Delete_|
E E:;rroulllngrgocessing |Personal Information | 5 Delete |

[» Manage Performance

3. Click the Delete button next to the favorite to be removed. A dialog box displays.

search: Py Wind:

®

» My Favorites Edit Favorites
— Awvard Trackirg
— Chandge by Password
— Training Summary
— CareerPlan i o |Find | B First ({15065 [F] Last

*Favorite Sequence humber

Click the Save button after editing or deleting favorites

— Personal Information

enice |Award Tracking

» Employee Sel

1 Delete
> Manager Self Service

|

- PAR Processing |Change My Passward | 7 Delete
|
[

» Position Management Training Summa 3 Delete
> Payroll Documents I 5 "
> HR Reparts [Carzer Plan 4 Ceete |

+ Recruiting N

> Payroll Processing Microsoft Internet EXPIOFEr X

> Manage Performance

» Non-Employes Processin

+ Time and Lahar 2

> North American Payrall \‘/

> Payroll Interface

+'Watkforee Development

> Otganizational Developme (04 | Cancel |

» Lahor Relations

> EmpowHR Setup Tables
(HD)

> EmpowHR User Security

Delete currentyselected rows from this page? The delete will occur when the transaction is saved.

4, Click the OK button to delete the selected favorite. The selected favorite is
removed from the My Favorites list.
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Search:
®

[ My Favorites Edit Favorites
~ #ward Tracking

— Change hy Password

— Click the Save hutton after editing or deleting favorites.
— Training Summary

— Career Plan
_ Personal Information *Favorite Sequence number
= ZFavorite sequence humber

— EditF
[> Emplovee Self Service |Award Tracking I 1 %I
[> Manager Self Service —
I PAR Processing |Tra|n|ng Surmmary | 3 %I
[> Position Management Career Flan 4 Delete
[> Payroll Documents I I —I
I» HR Reports |Personal Information | 5 Delete_|
[ Recruiting
[ Payrall Processing
[ Manage Perfarmance

5. Click the Save button to save the current My Favorites list.
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USING THE PAGE BAR

Use the Page bar to open multiple EmpowHR sessions, access context specific Help files, and quickly
copy a link to the clipboard. The Page bar displays above the Workspace and below the Navigation Bar.

VWorklist MuliChannel Congole Add to Favorites Sign out

New Window | Help | Customize Page | nsh

The New Window link opens multiple instances of EmpowHR. A duplicate page, called a child
window, opens. This can be useful when working on multiple functions at once. When the duplicate

page is opened, it is completely independent and allows navigation to any area of EmpowHR.
The Help link displays context sensitive online help.

The Customize Page link allows personalization of the tabs for easier navigation. This is available

only on certain pages.

The http icon copies the URL of the current page location to the clipboard. This feature is useful, for
example, when sending the URL of a page to a colleague via e-mail or as part of a word document.
Select the http icon and paste the URL into a word document or email.
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PERFORMING A SEARCH (FIND AN EXISTING VALUE)

Most search pages in EmpowHR are very similar. There are two types of searches available, the Basic
Search and the Advanced Search.

PERFORMING A BASIC SEARCH

Use the Basic Search to quickly look for records.
& Procedure: Performing a Basic Search

1. To perform a basic search, navigate to the desired page. In this example, the HR
Processing page displays. The default on most pages is the Advanced Search.

Search:
b Wy Favoriies HR Proc_:essmg USF _
> Employae Self Senvice Enter any infarmation vou have and click Search. Leave fields blank for a list of all values.
[» Manager Self Senice
= PAR Processing { Find an Existing Value
— Hire Employee
- Update Reports To EmpliD: heging with
— Mass Reports to Update I 2 _I Il
- Address Processing Empl Red Hbr: |= | |
Adjudication Information Name: |beg|ns with ;”

— Who has the PAR

— HR Processing Last Name: |begins with ;”

— Update Applied Action ) . o

— Garrect Annlied Action Social Security Humber: = I

- Cancel Applied Action Sub-Agency: ; ith |

— History Override pency: |beglns Wlth_”

= Create Mew Oprid " Include History [~ Correct History [~ Case Sensitive

— Employee Password Reset

— Mass Actions
— Deparlrmental Transfer ﬂl Clear Save Search Criteria

— Employee Security
Clearance

Q

2. Select the Basic Search link. The same page displays but limits the search to one
field in this example.
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Search:
©)

HR Processing USF

[+ hiy Favorites K - . :
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

[ Emplovee Self Service
[ Manager Self Service

I PAR Processing Find an Existing Value

— Hire Employes

— Update Reports To Search by: [EmpliD _= | egins Withl

Empl Red Mhr

— Mass Reports to Update
— Address Processing [ Include Hist

— Adjudication Infarrmation
Last Mame
Search |@Name

AR
i H - Social Security Rurmber
— Update Applied Action Sub-Agency

— Correct Applied Action

— Cancel Applied Action
— Histnre Cvarricq

3. In the Search by drop-down list, choose the appropriate option.
4. Enter the criteria in the begins with field.

5. Click the Search button. The Search Results display.

Search:

[+ hiy Favarites HR Processing USF

[: Employes Self Service Enter any inforrnation you have and click Search. Leave fislds blank for 3 list of all values.
[ Manager Self Service

= PAR Processing ind an Existing Value ',

— Hire Ernployee
- Update Reponts To - mbegms with [TrRa)

- Mass Reports to Update Search by:
— Address Processing ™ Include History ™ Correct History

— Adjudication Information

R
Search | Advanced Search

— Update Applied Action
— Correct Applied Action

Search Results

— Cancel Applied Action Only the first 300 results can be displaved. Enter mare information above and search again to reduce the number of search results.
— History Overtide wigw All 1100 61300 [3] Last
- Create New Oprid Last Name EmpliD Empl Red Nbr Mame Micile Name N 1D Format Sub-Agency]
- Emulee Passwnd RSl TRaiNING 1785380 CINDY TRAINING (blank)  X00k40300 40
 Daparrmental Transiar TRAINING 1785380 CINDY TRAINING (alank) 0280 a0
_ —p—Emmo 26 Securt TRAINING 1785400 CINDY TRAINING (alank) 000288 90
Clearance TRAINING 1785410 CINDY TRAINING (alank) NOO0H0287 a0

[ Position Management TRAINING 1785420 CINDY TRAINING (alank) WHE0E0296 90

> Payroll Documents TRAINING 1785430 CINDY TRAINING (alank) OOC0C0205 8D

I HR Reparts TRAINING 1785440 CINDY TRAINING (blank) X 0294 a0

1> Payroll Pracessing TRAIMING 1785450 CIMDY TRAIMING (blank) 3003000203 ag

1P IEREER PERMHIENES TRAINING 1785460 CINDYTRAINING (blank) 100040292 90

[ Nor-Emplovee Processing

e R TRAINING 17854710 CINDY TRAINING (alank) Y0291 a0

b Organizational Development | TRAINING 1785480 CINDY TRAINING (alank) Ke0280 90

- EmpowHR Setup Tables TRAINING 1785430 CINDY TRAINING (alank) 0028 90
(HD) TRAINING 1785500 CINDY TRAINING (alank) ooet0288 a0

> EmpowHR User Security TRAINING 17855110 CINDY TRAINING (alank) WHH00287 90
{HD) TRAIMING 1785520 GINDY TRAINING (hlank) K6 an

> S IR TRAINING 1785530 CINDY TRAINING (1lank) Xoec0285 90

[ Wiorklist

0. Select the link for the desired record. The selected record displays.
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Search: Mews Window | Help | Custarnize Page | 5,
' by Favorites 1 Data Control _Personal Data ' Job 'y Fosifion & Y 1y 2 | BenefitData |
© Employee Self Senice
- 4R Processing TRAINING,CINDY EmplD: 178538 EmpiRed Nbr: 0
— Hire Employee
- Update Reporls T
~ Mass Reports 1o Undate
_ adtress Processing Effective Date; 03042007 Proposed Effective Date: [13/03/2007 [6oTo Rov] =
~ Adiudication Information ertectveseq [T [T Transaction Status | PPIEd =
— Update Applied Action Auth Date 0310412007 Contact Emplid:
- Correct Apnlied Action i
— Cancel Applied Action *Action: PR ReassignmentiConversion PARStatus: 770 Processed
~ History r . =
U‘sénate ?Vfg‘fé . Reason Code: [PRO agencyType | Federal
— Undate NFC Flags
— Create Mew Oprid
- Emploves Password Resel NOA Code: |21 Reassignment

— Mass Actions
— Departrmental Transfet
— Emnployee Security

Authority (1 [NIM [REG 335102380 CITE I

Authority (2: [ I

Clearance
b Position Management NTE Date: PAR Request #
[ Payroll Documents
> HR Reports Print SF-52 PAR Rematks  Award Data  Tracking Data
[ Payrall Pracessing
E Hanage Performance PrntsF-s0_ | SPPAWehsie

b Warkforce Development

b Organizational Development

b EmpowHR Setup Tables
(HD)

i EmpowHR User Seeurity

{HD) 1 savefl’ CuRetumto Search [ Y| Previous inLList | 4] Hextin List Previous tab Mexttab Upeate Dizplay | | ] Include History | 5 Correct History
[ Set Up HRMS —— -
(et Data Control | EorotmetData | Job | Position | € | 11 2| Benefit Data

7. Click the Return to Search button to view other results or enter different criteria.
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PERFORMING AN ADVANCED SEARCH

When a component is selected, the system often displays a Find an Existing Value page used to perform
an advanced search. Additional fields may display on the page, dependent upon the type of search. The

Advanced Search page enables multiple field searches and searches using operators.

Following is a list of all the operators that can be used:

WILDCARD DEFINITION

begins with The data starts with a specific character or
characters
contains The data contains specific characters

= The data is equal to

not= The data is not equal to

< The data is less than

<= The data is less than or equal to

> The data is greater than

>= The data is greater than or equal to
between The data is within a range of two values
in The data is within a field
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& Procedure: Performing an Advanced Search

3.

To perform an Advanced Search, navigate to the desired page. In this example, the

HR Processing page displays. The default on most pages is Advanced Search.

(Menu &
Search:
©)

[+ My Favarites

[» Employee Self Service

[ Manager Self Service

[~ PAR Processing

— Hire Emploves

— Update Reports To

— Mass Repotts to Update
— Address Processing

— Adjudication Information
— WWho has the PAR

- HR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Ovattide

— Create Mew Oprid

— Employee Password Reset
— Mass Actions

— Departmental Transfer

— Employee Security
Clearance

HR Processing USF

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

{ Find an Existing Value

EmpliD: | begins with = | [

Empl Red Nbr: [= =

Name: [begins with = | |

Last Name: [begins with = | |

Social Security Humber: = I

Sub-Agency: |begins with ;l | Q

[~ Include History [~ Correct History [~ Case Sensitive

Basic Search [ggave Search Criteria)

Enter all known criteria using the above operators. Using as much information as

is known will narrow

plenu ___________H|
Search:
&)

> My Favorites

> Employee Self Sernvice

> Manager Self Sernvice

7 PAR Processing
— Hire Emplayee
— Update Reports To
— hlass Reports to Update
— Address Processing
— Adjudication Information
— Who has the PAR

— Update Applied Action

— correct Applied Action

— ancel Applied Action

— History Sverride

— Create Mew Oprid

— Employee Password Resef]

— Mass Actions
— Departmental Transfer
— Employee Security

the results.

HR Processing USF
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value |

EmpliD: [ begins with = ||

Empl Red Nbr: [= =

Hame: [ enins with = ||

Last Name: [ begins with v | [rRal

Social Security Number: = |

Sub-Agency: [ enins with = || aQ

[ Include History [ Correct History [ Case Sensitive

Search | Clear |Elasic Search Save Search Criteria

Click the Search button. The results of the search display.
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Search:
b My Favorites HR Processing USF
b Employee Self Sarvice Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[> Manager Self Service
= PAR Processing { Find an Existing Value

— Hire Emploves

— Update Reports To EmpliD: [begins with = ||

— Mass Reports to Update

— Address Processing Empl Red Nbr: |= = [

— Adjudication Inf i "

- uaicaon nU';malun Narme: Ibegmswlth;”

Last Name: [begins with = | [TRal

— Updste Applied Action ] ] .

— Correct Applied Action Social Security Number: =

— Cancel Applied Action Sub-Agency -

— Histary Overtide gency: [egins with S @

— Create Mew Optid " Include History [~ Correct History [~ Case Sensitive

— Employee Password Reset)

— Mass Actions

~ Departmental Transfer Search Clear | Basic Search Save Search Criteria

— Employee Security

Clearance Search Results

[ Position Management Only the first 300 results can be displaved. Enter mare infarmatian above and search again to reduce the number of search results.
I Payroll Documents Wigw All 1100 of 200 [] Last
[» HR Reports
[ Payroll Processing 'mpllD Empl Rcd Hbr Name e al ID Format Sub-Agency|
[> Manage Performance 1785380 CINDY TRAINING TRAIMING  (blank) HAEHAE0300 a0
[> Mon-Employee Processing 1785390 CIMDY TRAIMING TRAIMING (blank) HOR0299 a0
[ Workforce Developrnent 1785400 CIMDY TRAIMIMNG TRAIMIMNG (blank) FOUEHX-0298 40
[ Organizational Development 1785410 CIMDY TRAINING TRAINING (blank) 10861060297 a0
3 'f':”Dp)”WHR ity Uzl 17854210 CINDY TRAIMING TRAINING (blank) OOCGRN20E a0
> EmpowHR User Security 1785420 CIMDY TRAIMING TRAIMING (blank) a0

(HD} 17354410 CIMDY TRAIMIMG TRAIMIMNG (blank) a0

4. Select a link from the Search Results. The item details display.

Search: Mew Window | Help | Customize Pare |
® Ci

b My Favarites { Data Control " PersonalData j  Jdob " Position | N 1Y 2 | BenefitData

I Erployee Self Service .

[ Manager Self Setvice TRAINING CINDY EmpliD: 178540 EmplRcd Nbr: 0

<~ PAR Processing
~ Hire Employee ! 2
~ Updale Reports To , . ; . 5o ToRo
CpetalcRenotelo Effective Date: 030472007 Proposed Effective Date: [[310472007

— Address Processing Effective Se 1 [ Transaction Status ~ [Applist =
— Adjudication Information o [0

—Who has the PAR Auth Date 030472007 Contact Emplid:

— Update Applied Action “hction: PR ReassignmenyConversion PARStatus:  |7FO Processed by Human Resaurces
~ ConectAplied Adion *Reason Code: [FRO! AgencyType  [Federal | =

— Cancel Applied Action
— History Override

~ Creale Hew Oprid NOA Code: |21 Reassignment

— Employee Passivord Resef Authority (1) [N3M]  [REG 33510285 CITE [
— Mass Actions
— Deparimental Transfer Authority (2): | [

— Emplovee Security

Clearance NTE Date: PARRequest |1

> Posttion Management -

b Payrall Documents Print SF-52 PARRemarks AwardData  Iracking Data
I HR Reports

I Payroll Processing Frint SF-50 | GPPA Wehsite

> Manage

- Mon-Employee Processing
I Workforce Development
> Organizational Development
> EmpowHR Setup Tables

HD;

[ émp)nWHR User Security &) save | SLReturnto Search | 5] Previous in List | +[=] Mext in List | Previous tab | | = Next tab UpdateDisplay |- 2 Include History | [ Correct History
(D) -

[ SetUp HRMS Data Control | Personal Data | Job | Position | | 11 2| Benhefit Data

I Wnrklist

NOTE: THE SEARCH BUTTON EXECUTES THE SEARCH.

@ THE CLEAR BUTTON CLEARS ALL ENTERED SEARCH CRITERIA FROM THE FIELDS ON THE PAGE
AND RESETS THE PAGE.

THE SAVE SEARCH CRITERIA LINK SAVES THE PARAMETERS USED TO RETRIEVE THE CURRENT
SEARCH RESULTS.
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@,
t@ NOTE: @ THE LOOK UP ICON, , DISPLAYS NEXT TO SEVERAL FIELDS IN EMPOWHR. THE

LoOK UP ICON SEARCHES THE SYSTEM FOR ALL POSSIBLE VALUES ASSOCIATED WITH THE
FIELD.

USING WILDCARDS IN A SEARCH

When performing an inquiry, a user can utilize wildcards in many of the fields. The wildcards allow a
broad search of many different data combinations when the user does not know a complete value or is
unsure of how to spell something. If the user does not enter a wildcard, the system assumes an exact

match is required.

EmpowHR applications support three wildcard features when searching for data in character fields.

These wildcards can be helpful in finding the exact information a user desires to process.

Wildcards cannot be used in every instance or in every application. For example, wildcards are not
viable in date fields.

WILDCARD DEFINITION

% (percent sign) Match one or more characters.

_ (underscore) Match any single character.

S%N Will return any name that begins with the
letter S and ends with the letter N.

_man Will return all names ending in “man”

%man%o Users can combine wildcards. This example

returns any name that contains “man” ...

(like Manuel or Sandmanson or Hillman)
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SAVING A SEARCH

Save the criteria when results from a search are useful and can be used in future searches. Use the Save

Search Criteria link to preserve the search criteria for future use.

& Procedure: Saving a Search

To save search criteria, navigate to the desired page. In this example, the HR

Processing page displays.

Search:
®

[ My Favarites

[> Employee Self Service

[> Manager Self Service

= PAR Processing
— Hire Employes
— Update Reports Ta
— Mass Reports to Update
— Address Processing
— Adiudication Infarmation
—Who has the PAR
—HR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Histary Override
— Create Mew Ontid
— Emplovee Password Reset
— Mass Actions
— Departmental Transfer
— Emplovee Security

Clearance

[> Position Management

[> Payrall Docurments

[ HR Reports

[> Payroll Processing

[> Manage Perfarmance

[» Mon-Emplovee Processing

[ Warkforce Development

[> Organizational Development

[> EmpowHR Setup Tahles
(HD}

> EmpowHR User Security

(HD}

HR Processing USF

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Walue %

EmplID: [beging with = | [
Empl Red Nbr: |: ;l |
Narme: [begins with = | [
Last Name: [begins with =] [TRal

Social Security Humber: =
[begins with =] Q

™ Include History [~ Correct History [~ Case Sensitive

Search | Clear |ElaswcSearch 52w Search criterid

Search Results

Sub-Agency:

Cnly the first 200 results can be displayed. Enter more information above and search again to reduce the number of search results.
1-100 of 200 [p] Last

Wigw All

EmpliD Empl Bcd Hbr Name Last Name Middle Name National ID Format Sub-Agency|
1785380 CIMDY TRAIMIMNG TRAIMING (blank) FOSEH-0300 a0
1785390 CIMDY TRAIMING TRAIMING (blank) oL HH-0299 a0
1785400 CINDY TRAIMNING TRAIMING (blank) OO0 0298 g0
1785410 CIMDY TRAIMING TRAIMING  (blank) PO 0297 a0
17354210 CIMDY TRAIMIMNG TRAIMING (blank) FOULHX- 0296 a0
1785430 CIMDY TRAIMING TRAIMING (blank) oL K- 0295 a0
1785440 L0294 a0

UMDY TRAINING TRAINIMNG (blank)

Select the Save Search Criteria link. The Save Search As page displays with the

chosen criteria.
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Search:
b My Favorites ® HR Processing USF
[ Employvee Self Senice
[> Manager Self Senice Save Search As
= PAR Processing
— Hire Emplavee Mame the search and then click Save.

— Update Reports To

— Mass Reports to Update ﬁ — - D—
_ address Frocessin Hame of Search: Wlames heginning with TRAI

= Adjudication Information
—who has the PAR The saved search will contain these values:

— HR Pr 5

— Update Applied Action EmpliD: beging with
— Correct Applied Action Empl Rcd Hbr: =
— Cancel Applied Action Name: begins with

— i le i . . .
g'rset;te S ;s\%deri q Last Name: heging with TRAI
— Lreate Mew Uprid . -
- Employes Password Reset Social Security Number: =
— Mass Actions Sub-Agency: hegins with
— Departmental Transfer
— Employee Security
Clearance |
== s Save
b Position Management & Eeturn to Advanced Search
[> Payroll Documents

3. In the Name of Search field, enter a unique name.

4. Click the Save button. A confirmation page displays.

Search:

) :
b My Favorites HR Processing USF

[ Employee Self Service
[ Manager Self Service Save Search As
= PAR Processing
— Hire Employee Search saved as Mames heginning with TRAL
— Update Reports To
— Mass Repors to Update Eeturn to Advanced Search
— Address Processing

— Adjudication Infarmation
—Whio has the PAR

— HR Proc

5. Select the Return to Advanced Search link. The Employee Password Reset —

Find an Existing Value page with the Use Saved Search drop-down list displays.
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Search:
> My Favarites HR Prot_:essm_g USF . .
> Emplayee Self Service Enter any information you hawve and click Search. Leave fields blank for a list of all values.
> Manager Self Semice
7 PAR Processing Find an Existing Yalue
— Hire Employee

— Mass Repaorts to Update
— Address Processin —5
— Adjudication Information EmpliD: begins with v ||

—'Wha has the PAR Empl Rcd Nbr: |: LI |

i)
— Undate Applied Acfion Name: [heging with = ][
— Carrect Applied Action . " "
- Cancel Applied Action Last Name: [begins with v | [TRal
— History Crverride Social Security Number: = l—
- Create Mew Oprid —
- Employee Password Resef| — Sub-Agency: | begins with ;II Q
— Mass Actions . . -
_ Deparmental Transier ™ Include History [~ Correct History [~ Case Sensitive
— Employee Security

LClearance Search | Clear |Basic Search Save Search Criteria Delete Saved Search
 Pnsitinn Manansmeant

$ NOTE: TO ACCESS A SAVED SEARCH, SELECT THE DESIRED OPTION FROM THE USE
@ SAVED SEARCH DROP-DOWN LIST.
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DELETING A SEARCH

Use the Delete Saved Search link to remove a saved search.
& Procedure: Deleting a Search

1. To delete a saved search, navigate to the desired page. In this example, the HR
Processing page displays.

Search:

; @ HR Processing USF
L My Favorites Ent infarmati h d click Search. Leave fields hlank for a list of all val
I>Emp|0\,ree Calf Service Mer amy INTormation you hawve ana clic earcn. Leave Nields planktara lIstof allvalues.

[> Manager Self Service
= PAR Processing

— Hire Emplovee

~ Update Reports To Use Saved Search: | Names heginning with TRAI = |
— Mass Reports to Undate
— Address Processing EmpliD: ; T .
— Adjudication Infarmation P |beg|ns th—”
— \tiho has the PAR Empl Red Nbr: |= =] [

— Update Applied Action Name: [ egins with ||

— Correct Applied Action Last Mame: | heging with LI |TRAI
— Cancel Anplied Action . .
— History Cverride Social Security Humber: = |

— Create Mew Oprid Sub-ARENCY: - ——
— Emploves Password Resef gency: |beg|ns with | fao Q

— Mass Actions " Include History [ Correct History [~ Case Sensitive
- Departrnental Transfer

— Ermploves Security
Clearance Search | Clear |Elasic Search Save Gearch Criteria Delete Saved Search

| Find an Existing Value |

2. Select the Delete Saved Search link. The Delete Saved Searches page displays.

Menu  H
Search:
&

> My Favorites HR Processing USF

[ Employee Self Service
I Manager Self Senice Delete Saved Searches
= PAR Processing
— Hire Employee Selectthe searches to be deleted, then click Delete.
— Update Reports To
— Mass Reports to Undate ; heginning with TRAI
— Address Processing

— Adjudication Infarmation
—Who has the PAR
— HR Proc ing

Celete  |Raturn to Advanced Search

— pdate Applied Action

— Correct Applied Action
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Select the desired saved search to remove.

Menu  H
Search:
&

[ My Favorites HR Processing USF

[ Employee Self Service
I Manager Self Senice Delete Saved Searches
= PAR Processing
— Hire Employee Selectthe searches to be deleted, then click Delete.
— Update Reports To
— Mass Reports to Update  rlames beginning with TRA D
— Address Processing

— Adjudication Infarmation
—Who has the PAR
= HR Pro ng

— pdate Applied Action
— Correct Applied Action

Delete |Return to Advanced Search

Click the Delete button. The search name is removed from the list.

Search:
)

b My Favorites HR Processing USF

[ Employee Self Service
I Manhager Self Service Delete Saved Searches
= PAR Processing
— Hire Employes There are no saved searches.
— Update Reports To
—Mass Reports to Update Eeturn to Advanced Search
— Address Processing

— Adjudication Information
—Who has the PAR
— HF Pro ng

Select the Return to Advanced Search link. The Advanced Search page displays

and the deleted search is no longer listed in the Use Saved Search drop-down list.
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COMMON NAVIGATION FEATURES
TABS

Use the Component page to view or edit the details of a record.

& Procedure: Using Tabs

1. Select the PAR Processing menu group.

Select HR Processing. The HR Processing — Find an Existing Value page

displays.

Search:
®

[ My Favorites
[ Employee Self Service
[* Manager Self Senica
7 PAR Processing
— Hire Employee
— Update Reports To
— Maszs Reports to Update

— Address Processing

— Adjudication Infarmation
—Who has the PAR

-HRPF ing

— Update Applied Action
— carrect Applied Action
— Cancel Applied Action
— History Cwerride

— Create Mew Oprid

— Employves Password Reset

HR Processing USF
Enter any information wou have and click Search, Leave fields blank far a list of all values.

J Find an Existing Value

EmpliD: [begins with =]
Empl Rcd Nbr: [= =1
Name: [begins with =]
Last Hame:

[begins with = | [TRAI
Social Security Number: = I
[begins with = || Q

" Include History [ Correct History [~ Case Sensitive

Sub-Agency:

~ Mass Actions Search | Clear |Elasic Search Sawve Search Criteria
— Depatttmental Transfer
3. Perform a search.
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Search:

 ®

[+ My Favarites

[- Employee Self Senice

[> Manager Self Service

= PAR Processing
— Hire Employee
— Update Reports Ta
— Mass Reparts to Update
— Address Processing
- Adjudication Infarmation
—Who has the PAR

CoMMON NAVIGATION FEATURES

HR Processing USF
Enter any infarmation you have and click Search. Leave flelds blank for a list of all values.

(' Find an Existing Value

EmpliD:

Empl Rcd Nbr:

Name:

|beginswith;||
EEA
|beginswith;||

Last Name:

[begins with = | [Tral

Social Security Number: = I

[begins with =] a
I Inciude History [~ Correct History [~ Case Sensitive

— Update Applied Action

— Correct Applied Action

- Cancel Applied Action

— Histary Cwerride

— Create Mew Oprid

- Employee Password Resed
— Mass Actions

— Departmental Transfer

- Employee Security

Sub-Agency:

Search | Clear |Elasic Search Save Search Criteria

Search Results

Clearance
> Position Management Only the first 200 results can be displayed. Enter more information above and search again to reduce the number of search results
[> Payrall Documents “iew Al 1-100 of 300 [)] Last
I HR Reports EmpliD Empl Red Nbr Name Last Name

[ Payrall Processing

[ Manags Parformante 1725380 CIMNOY TRAIMING TRAIMIMG  (hlank 00300 an
> Morn-Erngloyee Processing 1785340 CIMDY TRAIMIMNG TRAIMNIMNG  (hlank Fo¢0299 a0
T e i 1785400 CINDY TRAINING TRAINING (blank) WOC0208 80
[> Organizational Development 1785410 CIMDY TRAIMING TRAIMING  {blank) 0247 an
4. Select a record from the Search Results. The desired record displays.
[Meru B
Search: Mews Window | Help | Custarnize Page | 5,
' by Favorites ® { Data Controf nalData | Job Y Posiion G Y 1Y 2 | Benefit Dat; 2
[ Emplovee Self Service
L PR Processing TRAINING, CIND' EmpiD: 178541 EmplRedNbr: 0

— Hire Employee

— Update Repors To

— Mass Reports to Update

— Address Processing
udication Information

Effective Date; [03/104/2007
enectveseq | 1 [ 1)
manpate  [09002007  contactbmptit: |

*Action: PR

Proposed Effective Date: |03/04/2007

Transaction Staus  [Fepiee =21

pdate Anplied Actian
— Correct Applied Action
— Cancel Apnlied Acfion
— Histary Override
— Update NFC Flags

PARStatus: """ Pracessed

agencyType  |Federal @

ReassignmentiConversion
*Reason Code: [PRO

— Create Mew Oprid
- Emploves Password Resel NoA Code: |21 Reassignment
~ Mass Agtions

Authority (1) [NIM [REG 235102386 CITE I

Authority (2): [ I

— Departrmental Transfer
— Emnloyee Security

Clearance
> Position Management NTE Date: PARRequest# |
[ Payroll Documents
b HR Reports Ml PARRemarks Award Data  TrackingData  Jusfification
b Fayroll Processing
© Manage Performance Print SF-50 |

WEIELE GPPAWEDS it
b ployes Pr ing

> Workforce Development

b Organizational Development

> EmpowHR Setup Tables
HD)

[ EmpowHR User Security
(HD)

[5) Save | LReturnto Search | (%] Previous in List | 45| Mextin List Previous tah Mextish UpciatzDizplay | | 2 Include History | & Correct History
[ SetUp HRMS

" Warklist Data Control | Personal Data | Job | Position | G | 1
1 Reporting Tools

2| Benefit Data

5. Tabs display at the top of many component pages. Each tab represents a category
of related information for this menu component. The active tabs have black text
on a white background and the inactive tabs have blue text on a tan background.

Select the tab desited to view that information.
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Page 50

searc
®

b My Favorites
© Employee Self Service
> PAR Processing
— Hire Emplovee
— Update Reports To
- Mass Reports to Undate
— Address Processin
— Adjudication Information

i

~ Undate Applied Acfion
~ Correct Applied Action

- Cancel Applied Action

- History Override

~ Undats NFC Flags

~ Create New Oprid

~ Emplovee Passwiord Reset

- Mass Actions

- Denartmental Transfer

~ Emploves Security
Clearance

b Pasition Management

1 Payroll Documents

b HR Reports

b Payroll Pracessing

[ Manage Performance

b Nar-Ernplayee Processing

b Warkforce Development

[ Organizational Development

b EmpowHR Setup Tables

{HD)
b EmpowHR User Seeurity

(HD)
[ Get LUp HRMS

New Window | Help | Customize Page | 5,

[ Data Control | PersonalData | Job  } Position |

¥ 1

2 | Benefit Data |,

TRAINING, CINDY EmpliD: 178541 EmplRed?:

[Employment Data 1

Effective Date:

030412007 Transaction# Seq 1

PAR Status: Processed
NOA Code: 721

ReassignmentConversionEmpl Status:

EODDt: 09181994 Hire NTE Dt
Rehire Dt:

Action Type: Active

Exp Dates
Separation Dt:

Retire:  [12001/1384
rE: [1200171984 TSP
Sew Pay:

Next Revieve Dt;

fppi Data
Leave: [12/0111952 Cori Begin Date:

—
—

Career Tenure Date:

WGl Status: Mo Last Increase Dt:

SCDWGE  |01/21/2007

IS Save | C\Returnte Search | 1] Previous inList | 5] Nextin List Frevious tah

Data Control | Personal Data | Job | Position | €

Nexttah Updlal=/Dizpiay | J2 Inchude History

[ Correct Histary

| 1] 2| Benefit Data
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CALENDAR ICON

Click the Calendar icon & to enter dates.
& Procedure: Using the Calendar Icon

1. Click the Calendar icon to expand the calendar. Drop-down lists enable the

selection of a particular month or a particular year from a list.

/ DataControl 4 PersonalData '  Job ' Position | Compensation | Employment1 |

TRAIMIMNG, CIMNDY EmpliD: 178544

Data Control

Effective Date: Previous Effective DateF'TUPDS_EdI
5 Effective

Date:
Dctober > | 2005 -
eoctveseq | | | =200
5 M T W T F 5 |
Auth Date |nam 412007 Q
1 2 3
*Action; [ Qe 4 5 B 7 8 910 PAR Status:
*Reason Code: I Q 1213 14 15 16 17 Agency Type
18 19 20 21 22 23] 24
NOA Code: | Q 25 26 27 28 28 30 A
Authority {(1): | Q |_
(] Current Date [k
Authority (2): | Q |_ -

2. Select a specific date. The date is entered in the field.

/ DataControl ' PersonalData ' Job Y Posion Y Compensation | Ermployiment 1

TRAIMING, CINDY EmpliD: 178445

Effective Date; W 01172009 [z Previous Fffective DMEPTDPDS_EﬂI
Effective
Date:

Effective Seq |_1 I_1
AuthDate 1002372009 [ contact Emplid: | Q
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DowNLOAD 10O EXCEL

Use the Download button to export data into Microsoft Excel.

Tracking History

Customize | Find'| i
Tracking Data Y User Information -

%" Comments

First E 1of1 E Last

T Override Emplid of
;racgfk T‘:ﬂ?‘uﬁ Action Dt Ovrd %us User ID Operator Tracking MName
Emplid Row
1 05/08/2006 FPRO LOAD LOAD

& Procedure: Download to Excel

1. To download a list into Excel, navigate to the desired page. In this example, the
HR Processing USF — Find an Existing Value page displays.

HR Processing USF
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y

EmpilD: begins with +
Empl Rcd Hbr: = w

Social Security Number:| pegins with

Name: begins with + ||
Last Name: begins with + ||
Sub-Agency: begins with Q

[ I Correct History [ |Case Sensitive

Search | Clear | Basic Search Save Search Criteria
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Perform a search.

HR Processing USF
Enter any infarmation vou have and click Search. Leave fields hlank for a list of all values.

j Find an Existing Value

EmplID: | begins with v | |
Empl Red Nbr: = =1 ]
Name: | begins with = ||
Last Name: | begins with _w | [TRa

Social Security Mumber: = |
Sub-Agency; | beains with | | Q
" Include History [~ Correct History [~ Case Sensitive

Search Clear | Basic Search Save Search Criteria

Search Results
Only the first 300 results can he displayved. Enter moare infarmation above and search again to reducet

Wiew Al 1-100 of 200 |I| Last
EmpliD Empl Rcd Hbr Name Last Name Middle Hame National ID Format Sub-Agency
1785380 CIHDY TRAIMING TRAIMING (blank - HH-0300 50
1785390 CIMOY TRAIMING TRAIMIMNG (hlank) 0299 a0
1785400 CIMHDY TRAIMING TRAIMING (blank HoOHH-0298 50
1785410 CIMOY TRAIMING TRAIMIMNG (hlank) 0297 a0
1785420 CIHDY TRAIMING TRAIMING (blank M- 0296 50

Select a record from the Search Results. The record displays.
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[ DataControl % PersonalData | Job | Posiion } Compensation ;" Employment1 | Employment2 | Benefit Data

EmplID: Empl Red#: 0

Effective Date: Transaction Status:
Effective Seq:

Auth Date:

*Action: Pay Rate Change PAR Status: Processed by Human Resources

*Reason Code: Other

NOA Code: Pay Adjustment,
Authority (1):

Authority (2):

Not To Exceed Date: Vacancy Number: Work Study Program

Print SF-52
PAR Remarks Award Data
Print SF-50

Justification

4. Select the Tracking Data link. The PAR Tracking Data page displays.

PAR Tracking Data

EmplID: Empl Red#: 0 SSH:
Effective Date:  01/08/2006 Transaction # | Sequence: 11 Transaction Status: Data Load
Action: FAY PayRate Change

PAR Status: FRO Processed by Human Resources
Reason Code: OTH Other

NOA Code: 894 Pay Adjustment,

Tracking History
Tracking Data %" User Information

' Comments

P Override Emplid of
Irsck “Action Action Dt Ovrd PAR User ID Operator Tracking HName
Seq# Taken Status .
Emplid Row
1 05/08/2006 PRO LOAD LOAD

5. Click the Download button. The File Download dialog box displays.
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Do you want to open or save this file?

@ j MName: ps.xls
[Hl Type: Microsoft Excel Worksheet, 632 bytes

From: icamsamdc.usda.gov

Open ] [ Save ] [ Cancel

Abways ask before opening this type of file

harm your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialty
gave this file. What's the rsgl?

0. Click the Open button. The data displays in an Excel spreadsheet.

E T E &+ | @ https: fficamsamdc.us. .. |
A B C D E F G H
1 Track|*Action Action Dt Ovrd [ PAR Status |User ID| Override Operator Emplid | Emplid of Tracking Row | Name
2 | Seq# | Taken
3 1| 5/8/2006(N PRO LOAD [N LOAD
4
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ADD A NEw ACTION

Use Employee Self Service, Manager Self Service, PAR Processing, Position Management, Payroll

Documents or Manage Performance to add information or a new action to the database.

& Procedure: Add a New Action

1. To add a new action, navigate to the desired page. In this example, the HR
Processing USF — Find an Existing Value page displays.

HR Processing USF

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y

EmpilD: begins with
Empl Rcd Nbr: = w

Social Security Number:| pegins with

Name: begins with + ||
Last Name: begins with + ||
Sub-Agency: begins with Q

[ I Correct History [ |Case Sensitive

Search | Clear | Basic Search Save Search Criteria

2. Perform a search.
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HR Processing USF
Enter any information wou hawe and click Search. Leawve fields hlank for a list of all values.

/ Find an Existing Value |

EmpliD: [begins with = | |
Empl Rcd Nbr: |= =1
Mame: | begins with > | [
Last Name: | beging with = | [TRal

Social Security Number: = |
Sub-Agency: | begins with = | | aQ,
[ Include History [~ Correct History [~ Case Sensitive

Search | Clear IEIaSic Search Save Search Criteria

Search Results

Only the first 300 results can he displayed. Enter more information above and search again to reduce the number of search results.
Wiew All 1-100 of 300 [p] Last

EmpliD Empl Rcd Nbr Hame Last Hame Middle Name National 1D Format Sub-Agency|
1785380 CINDY TRAIMIMG TRAINING (hlank) FE04- 0300 80
1785390 CINDY TRAIMIMG TRAIMNING  (hlank) FRA-AA-0299 a0
1785400 CINDY TRAIMIMG TRAINING (hlank) FoO0- 0208 80
1785410 CINDY TRAIMIMG TRAIMNING  (hlank) FRA-AA- 0297 a0
1785420 CINDY TRAIMIMG TRAINING (hlank) F0- 0206 80
1785430 CINDY TRAIMIMG TRAIMNING  (hlank) PR 0295 a0
1785440 CINDY TRAIMIMG TRAINING (hlank) OO0 0204 80
1785450 CINDY TRAIMIMG TRAIMNING  (hlank) PR 0293 a0
1785460 CINDY TRAIMIMG TRAIMIMNG fhlank OO0 0292 80
1785470 CINDY TRAIMIMG TRAIMING (ilank PR 0291 a0
3. Select a record from the Search results. The record displays.

{ Data Control Y PersonalData °  Job " Position ) Gompensation " Employment1 " Employment 2 | Benefit Data ',

TRAIMIMNG, CINDY EmpliD: 178552 EmplRcd Nbr:

Effective Date: |D3f04f200? Proposed Effective Date: |UBIU412EIU? -mﬂ To Ro
Effective Seq |_1 |_1 Transaction Status |App\ied j‘
Auth Date [pamarzon Contact Emplid:

*Action: HFR ReassignmentiConversion PAR Status: PRO Processed

*Reason Code: IPRO Agency Type I Federal [~ I

NOA Code: I?21 Reassignment
Authority (1) [H2 |REG 335.102i45 CITE |

Authority (2): | | |
NTE Date: | PARRequest # |

Print SF-52 | PAR Rematks  Award Data  TrackingData  Justification

Print F-50 | GPPAVehsite

& save | CLReturn to Search | +E] Previous in List | 4[] Mext in List | Frevious tab | (=8 Mext tab UpdsteDizplay | | JE] Include History | [E# Correct Histary

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

4. Click the + button. A blank duplicate row displays.
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Data Control | PersonalData j  Job | Position | Compensation | Employment1 | Employment2 ) Benefit Data |

TRAINING,CINDY EmpliD: 178552 Empl Red Nbr: 0

+
Effective Date: Previous Effective DateProposed e El ml =
Effective
Date:
Effective Seq l_ l_ Transaction Status ‘”P’“WESE]
Auth Date 031022007 Contact Emplid: a I Rollback Indicator Wiew Current SING Ertors
*Action: Y ReassignmentiConversian PAR Status: PROQ  processed
‘Reason Code: | |4 Agency Type Pl 7] ey pup Tiaguing Comments
NOA Code: Q NOA Code Prew:
Authority (1): Q I I Auth (1) Prev:
Ruthority (2): a | [ 2nd Auth Prev:
NTE Date: E  parRequests |1 I~ Work Study Program
Print 5F-52 Process Monitor  PAR Remarks. fward Data  Tracking Data  Justification {justification
Cormments
PrintsF-50_| walidate Eds | view gl Enors  GPPawenaite
Add Attachmant] Red Pencil |
& save | E\Returnto Search | +[E] Previous in List | 4] Nest in List Frevious tab | | Next tab UpeisteDisolay | | 2] mnelude History | B2 Correct History:
Data Contral | Personal Data | Job | Position | S on | 1] 2| Benefit Data

> NOTE: THE NUMBER OF ACTIONS OR ROWS INDICATED IS HIGHER AND CAN BE
@ VIEWED BY NAVIGATING BETWEEN THE DIFFERENT ACTIONS OR ROWS.
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EFFECTIVE DATE

These date fields are used to organize information within the EmpowHR system chronologically.
Effective Date fields allow the user to record both historical and future occurrences, such as the creation

of an account, the inactivation of a department, or the updating of an address.

& Procedure: Enter an Effective Date

1. Select the PAR Processing menu group.

2. Select the HR Processing component. The HR Processing USF — Find an
Existing Value page displays.

HR Processing USF
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value %

EmpllD: begins with
Empl Rcd Nbr: = "

Social Security Number:| hegins with

Name: begins with ||
Last Name: begins with + ||
Sub-Agency: begins with Q

[ICorrect History [|Case Sensitive

Search | Clear | Basic Search Save Search Criteria

3. Perform a search.
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HR Processing USF
Enter any information you have and click Search. Leave fields hlank for a list of all wvalues.

/ Find an Existing Value

EmplID: [ beging with > ||
Empl Red Nbr: |= =1
Name: [beging with ||
Last Name: [begins with = | [TRaI

Social Security Number: = |
Sub-Agency: | beging with _~ | | Q
[~ Include History [~ Correct History [~ Case Sensitive

Search | Clear |Elasic Search B Save Search Criteria

Search Results

Cinly the first 300 results can be displayed. Enter mare information above and search again to reduce the number of search results.
e All 1-100 of 300 m Last

EmpliD Empl Bcd Nbr Hame Last Hame Middle Name National ID Format Sub-Agency|

1785380 CINDY TRAIMING TRAINING (hlank WAL 0300 40
1785390 CINDY TRAIMING TRAINING (blank) WOLee0299 a0
1785400 CINDY TRAIMING TRAINING ¢hlank WOUeC0298 40
1785410 CINDY TRAIMING TRAINING  (blank) WOO0L0297 a0
1785420 CINDY TRAIMING TRAINING  chlank) WOOHL0296 40
1785430 CINDY TRAIMING TRAINING (blank) WOLOC0295 a0
1785440 CINDY TRAIMING TRAINING  (hlank) WOUeC0294 40
1785450 CINDY TRAIMING TRAINING  (blank) WOO0e0293 40
1785450 CINDY TRAIMING TRAINING  chlank) WOOHL0292 00
1785470 CINDY TRAINING TRAINING chlank WOERH-0201 an

4, Select a record from the Search Results. The record displays.

— - 3
[ DataControl  PersonalData j°  Job 7 Position § Compensation " Employment 1 ) Employment2 " Benefit Data

EmpliD: Empl Rcd#: 0 SSN:
Find | View All First [4] 1ofz I Last

Effective Date: i’ Transaction Status: =

Effective Seq:
Auth Date: | 04/30/2008 |51

*Action: Q PAR Status: |FRO Q Processed by Human Resources

*Reason Code:

Q
NOA Code: Q
Authority (1): Q
Authority (2); Q

Not To Exceed Date: B vacancy Number: [ work Study Program

Print SF-52 ; ificati
PAR Remarks Award Data Tracking Data Justification
Add Attachment
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5. Enter the effective date in the Effective Date field.

0. Update any other information necessary pertaining to the effective date.

{ DataControl " PersonalData ) Jab | Posiion | Compensation | Employment1 ' Employment2 | Benefit Data |

TRAINING, CINDY EmplD: 178542 EmplRcd Nbr: 0

Effective Date: |1318/2007 [ Proposed Effective Date; |13/18/2007 [ ml

Effective Seq |_1 |_1 Transaction Status InProgressjv
ButhDate 03182007 B contact Emplid: | Q

“Action: lM Q Auard PAR Status: I% QU Processed

*Reason Code: 003 2 Reforral Bonus Agency Type IFederaI j'

NOA Code: 848 Applicant Referral Bonus

puthority (1) [998 10 [No Legal Authority Code [Required
nuthority2y | Q| |
NTE Date: 5 parRequest# |

Print SF-52 PAR Remarks Award Data  Tracking Data  Justification

Frint SF-50 GPPAWebsite
Add Aﬂachmentl

B save | S\ Return to Search | +[E] Previous in List | +[E] Mext in List | Frevious tab | | (S8 Mext tab UpdateDisplay || 42 Include History | B Correct History

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

7. Click the Save button. The effective dated information is saved.

SEQUENCING

If entering more than one action for the same effective date, each action must have a sequential

authentication date. NFC does not use EmpowHR Sequence Number field for that function.
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REQUIRED FIELDS

Required fields are designated by an asterisk next to the mandatory field. These fields may not be blank.
An error message is received when they are not completed.

& Procedure: Entering Required Fields

1. Select the PAR Processing menu group.

2 Select the HR Processing. The HR Processing USF — Find an Existing Value
page displays.

HR Processing USF
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y

EmpilD: begins with
Empl Rcd Hbr; = w

Social Security Number:| pegins with

Name: begins with + ||
Last Name: begins with + ||
Sub-Agency: begins with Q

[ I Correct History [ |Case Sensitive

Search | Clear | Basic Search Save Search Criteria

3. Perform a Search.
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HR Processing USF

Enter any infarmation yvou have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value

EmpliD: [ begins with = | |
Empl Red Nbr: = =
Name: [ begins With;”
Last Name: [ begins with = | [TRal

Social Security Humber: = |

Sub-Agency:

[ begins With;” Q

" Include History [ Correct History [~ Case Sensitive

Search

Clear | Basic Search Save Search Criteria

Search Results

Only the first 300 results can be displayed. Enter more information above and search again to reduce t

Wien All

1-100 of 200 |I| Last

EmpliD Empl Rcd Mbr Name

Last Hame Middle Name National ID Format Sub-Agency

1785380 CIEDY TRAINING TRAIMING (blank) FEH-RH-0300 ao
1785390 SO TERAINING TRAIMING  (hlank PR 0299 a0
1785400 CIHDY TRAINING TRAIMING (blank) F-M-0298 a0
1785410 CIMDY TRAINING TRAIMIMNG (hlank) FRR-RH-029T ao
1785420 SO TERAINING TRAIMIMNG  (blank PR 0206 a0

Select a record from the Search Results. The record displays.

[ DataControl | PersonalData | Job ' Position § Compensation i Employment1 } Employment2 j BenefitData |

EmpliD:

Empl Rcd#: 0 SSN:

Find | View All

Effective Date: £

Transaction Status:

First [4] 10rz I Last

FH[E

Effective Seq:
Auth Date:

B ction: Q

eea son Code:

Q
NOA Code: Q
Authority (1): Q
Authority (2); Q

Not To Exceed Date:

Print SF-52
Add Attachment

04/30/2008 |[5

PAR Status: |PRO Q Processed by Human Resources

Eﬂ Vacancy Number: L work Study Program

PAR Remarks Award Data Tracking Data Justification
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In this example, there is an asterisk next to the Action and Reason Code fields
identifying them as required fields and must be populated before continuing. An
error message displays when they are not completed and the required fields are
highlighted in red.

EmplID: Empl Rcd#: 0 S5N:
Find | View All First (4] 4 or2 B | ast

Effective Date: [04/30/2008 [ Transaction Status: =

Effective Seq: |
AuthDate:  |04/30/2008 |5

*Action: | [

= .
Reason Code: - Q T Highlighted fields are required. (15,30}

PRO|Q  processed by Human Resources

!
HOA Code: Q o Enter data into the highlighted fields.
puterty (1%

Authority (2); Q
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MY PERSONALIZATIONS

The Menu choice My Personalizations allows users to customize the EmpowHR experience. Users can

establish settings that are applied when they log in regardless of machine or physical location.

Personalizations
Chris Imhoff

Standard settings are in effect.

Changes to Perzonalization settings reguire yvou to log off and log back on in order to take effect.

Personalization Categories

Description Personalize Option

General Options Personalize Option |
Regional Settings Fersonalize Option |
System & Application Messages Personalize Option |
Mavigation Fersonalizations Fersonalize Option |

Restore Defaults

To review or change the personalized options, click the Personalize Option button for the category. An
Explain link for each item provides additional information about the various selections. Use the

Personalizations page to make the following choices:

OPTION ‘ DEFINITION

General Options o .. .
p Accessibility features for assistive technologies, such as screen readers;

the number of minutes a page is held in browser cache.

Regional Settings Afternoon designator (PM or pm); date format for displayed dates;
local time zone selection; morning designator (AM or am); time
format for displayed time.

System & Application Displays a warning message when a user tries to leave a transaction
Messages without saving changes.

Navigation Collapse of menu each time the user opens a transaction page; “Tab
Personalizations over” option to indicate page elements to skip when using the [Tab]

key to move around the pages (e.g. entering a date and skipping the
calendar icon using the [Tab] key).
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NAVIGATION TIPS

TERMINOLOGY ‘ DEFINITION
Sign In Page Enter the User ID and Password to log into the system. The
EmpowHR User ID and Password are the same as the
network User Name and Password.
Homepage The EmpowHR page displayed after sign in. It contains the

menu items available to the uset.

Left Navigation Menu

Consists of folder drop-downs and can be collapsed or
hidden to make more room.

Universal Navigation Header

Menu in upper right corner of EmpowHR

Pages Actual data entry page, grouped under Components.

Search Dialog Page Used to select valid values to retrieve data to display a valid
value for a field.

Search Key Fields Found on the Search Dialog Page.

Search Key Values Found in the Search Key Fields.

Search Topic Name Used to identify the field/page.

Partial Search

Allows entry of partial values to perform a search.

Search Results

List displayed after clicking the button. Search results are
limited to 300 records.

Basic Search

Limited search.
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Button or Link

DEFINITION

NAVIGATION TIPS

=] Add a Row/Delete a Row

= Drop-down field

Add Multiple Rows

1] Calendar

r Checkbox

* Indicates A Required Field (Next to Field Name)
o bl Previous Record/Next Record

Look Up

+[E] Previous in List

Previous Record In List

2] Mexdt in List

i

Next Record In List

%, Refresh Refreshes Page (Calculates Formulas/Values)
® E Drill Down To Detail (May result in a New Window)
New Window Link that displays a new window

B save

Save Record

S\ Return to Search

Returns to Previous Search Page

LpdateDisplay

Allows For Recall of Existing Record For Revision or Review

Mext tab

Navigates to Next Tab in Component

A Include History

Includes History with Effective Date information

Previous takb

Returns to Previous tab

[&F Correct History

Allows correction of information on record.

[=] Motify

eI

Sends E-mail Notification
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TERMINOLOGY ‘ DEFINITION
%
_ Wildcard for fields in Search Pages.
T Shortcut to enter today’s date into the Date field.

[Alf] + “x”

Using [Alt] with the underlined letter on the tab takes the user to the
hyperlink for that page at the bottom of the current page. Press [Entet]
to move to that page.

[Alt] + Tab

Toggle between open windows on the PC.

[Alt] + Left Arrow

Moves backward through previously viewed page.

[Alt] + Right

Moves forward through previously viewed pages.

Arrow
[Alt] + Down Moves selected item down in the browser Favorites list (once the user is
Arrow within the Organize Favorites dialog box).

[Alt] + Up Arrow

Moves selected item up in the browser Favorites list (once the user is
within the Organize Favorites dialog box).

[Alt] + D Selects the text or URL in the address bar of the browser.
[Alt] + E Opens the Edit Menu Drop-down from the Toolbar.
[Alt] + F Opens File Menu Drop-down from the Toolbar.
[Alt] + H Opens the Help Menu Drop-down from the Toolbar.
[Alt] +T Opens the Tools Menu Drop-down from the Toolbar.
[Alt] +V Opens the View Menu Drop-down from the Toolbar.
[Ctr]] + B Opens the Organize Favorites dialog box for the browser.
[Ctrd] +C Copies highlighted text.
[Ctr]] + D Adds the current page to the browser Favorites.
[Ctrd] + F Opens the Find on this Page Search.
[Ctrd] +] Opens or Closes a PeopleTools Info Window.
[Ctrd] + L Opens or Closes the list of browser Favorites.
[Ctrd] + N Opens a New Window — identical to current Search page (tiled).
[Ctrl]] + P Prints the current page.
[Ctr]l] + W Closes the current active Window (same as windows “X”).
[Ctrd] +V Pastes highlighted text where cursor has been placed in field.
[Ctr]] +Y Toggles the Menu Open and Closed (Expanded and Contracted).
[Ctrd] + K Provides a list of HOT KEYS!
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DEFERRED PROCESSING FOR DATA VALIDATION

Several pages in EmpowHR operate in deferred processing mode. Most fields on these pages are not
updated or validated until the page is saved or refreshed by clicking a button, link, or tab. Delayed
processing has various implications for the field values on the page. For example, when a field contains a
default value, any value entered before the system updates the page overrides the default. The system
checks data validity in one of three ways.

1. When data is entered, such as a social security number, the system checks to determine if it is valid or a
duplicate immediately upon leaving the field.

2. When saving a record containing a required field, the system checks to determine if it is left blank or is
in error, the system will alert the user to complete or correct it.

3. When the action does not pass the PINE edits after NFC processing.

*Action:

*Reason Code:

An asterisk next to a field = an EmpowHR required field

First: [Kathy

Last: |r-a1|:Kinneyr

Yellow highlighted field = an NFC required field

First: [Kathy Middle:
Last: |ru1|:Kinney Surffix: W
Hame: McKinney Kathy

Pref First Hame |

White fields = EmpowHR optional fields. May be required by the process but not by the system.
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SELECTING THE MENU GROUP

EmpowHR contains Navigation Pages that serve as alternatives to the Menu. Navigation Pages are
accessed by selecting the Menu Group name on the Menu.

& Procedure: Selecting the Menu Group

1. The Navigation pages are in a graphical format that enables users to view the
equivalent options on the Menu. The Navigation Pages incorporate icons to make
it easier to navigate.

2. The options on Navigation pages are organized in folders. Options are embedded

in folders, and folders and their components are displayed in a graphical format.

3. Items are accessed on the folder level or the Component level by clicking either
links.

4. Select the Workforce Development link from the main menu. The Workforce
Development navigation page displays with its Menu Groups, Items, and
Components.

[ —
Search: Al Meny =
(] Workforce Development

[ My Favorites
| Eplten S e Perform Competency Managemert and Per formance Management, maintain Facuity Events and Caresr PIE
© PAR Processing Competency Management Career Planning
o Position Management Define Competencies and accomplishments; &ssion them 1o roles and employees and identify Cortains pages for feating career plans, evalusting employees, planning successions
b Payroll Documents wihich employes is the best match for = given role; Track National Yacationl Qualifications (K- S OO
' HR Reports specific). Prepare Evaluation/Career Plan
b Payroll Processing #ssion Role Competencies Career Reports
> Manage Performance Irack Person Competencies

5. Match Competencies to Roles

Berform Competency Search

> Careet Planning
b Organizational Development
b EmpowHR Setup Tables

b EmpowHR User Security

(HD)
[ Get LUp HRMS
b Wiarklist
> Reporting Toals
|- Change My Password
|- My Personalizations
|- My Systern Profile
|- oy Dictionary
|- EmpowHR Documentation

5. Select the Career Planning link or folder. The Career Planning menu group
displays.
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Search:
® Career Planning
[+ My Favorites 5 5 B B
|- Employee Self Service Cortains pages for creating career plans, evaluating emplovess, planning successions.
[ PAR Pracessing Track Competencies/Accomps Prepare EvaluationiCareer Plan Career Reports
I> Position Management Track Employee competencies, educalional degrees, Mairtsin career dats; Define and maintain career details
I> Payrall Documents honars and awarcs, languages: assessment data for French Public Sector emplayees T
I HR Reports =] Eelucstion = Creste Carser Plan resr Traning
> Payroll Processing Honors and Awards = Inclividual Development Plan

GuzgEs
nses and Certi

I Manage Performance
[ Nor-Employee It
orkfarce O prient
Management
g

[ Trac|
Competencies/Accomps
> Prepare
EvaluationiCareer Plan
[ Career Reporis
[ Organizational Development

0. Select the Career Reports link or folder. The Career Reports menu items
displays.

Search:

® Career Reports

[+ My Favorites X . :
Provides reports containing career details

[> Employee Self Service

[» PAR Processing E Career Plan areer Trainin

[> Pasition Management Lists an employee's career plan as entered by different itz an emploves's training plan to meet caresr goals
[+ Payroll Documents evaluators

[ HR Reports

[> Payrall Processing
[ Manage Performance
[> Mon-Employee Processing
= Warkforce Development
[ Competency Management
= Career Planning
[ Track
CompetenciesfAccomps
[» Prepare
EvaluationfCareer Plan

7. Select the Career Training link or icon. The Career Training page displays.

Search:
®

[> Wy Favorites Career Training

[ Employee Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
[ PAR Processing

I Position Management / Find an Existing Value {_Add a New Yalue |

[z Payroll Documents

[» HR Reports

b Payroll Processing Run Control ID: | begins with v ||

[ Manage Ferformance
[+ Mon-Ermployes Processing
= Workforce Development

" Case Sensitive

I Competency Management Search | Clear |Elasic Search Save Search Criteria
= Career Planning
[ Track
CompetenciesfAccomps Find an Existing Value | Add a Mew Yalue
[> Prepare

EvaluationCareer Plan
+ Career Reports
— Career Pl
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The navigation path displays at the top of the Navigation page and enables quick

navigation to any page that is visited. It is used to navigate back to a previous page.

search: [

®

> Wy Favarites
> Employee Self Service
> PAR Processing
> Position Management
> Payroll Documents
> HR Reports
> Payroll Processing
> Manage Pedormance
> Mon-Employee Processing
ZWarkforce Development
[> Competency Management
= Career Planning
[> Track
CompetenciesfAccomps
[- Prepare
EvaluationfCareer Plan

ree

— Career Training

— Individual
Develonment Plan

Provides reports containing career details

E" Career Plan E Career Training
Listz an employvee's career plan as entered by different Listz an employee's training plan to meet career goals

evaluators
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USING THE NAVIGATION CENTER

Each Navigation Center is unique and contains options related to a specific application.

Use the Navigation Center page to view options related to a specific application.
& Procedure: Using the Navigation Center

1. Select the Workforce Development menu group from the menu. The
Workforce Development folder displays in the Navigation Center.

Search:

&) Workforce Development
Perform Competency Management and Performance Management, mairtain Faculty Everts and Career Planring

Competency Management Career Planning

Define Competencies and sccomplishments; Assign them to rolss and smployess and Contains pages for creating career plans, evaluating smployess, planning successions
idertify which employee is the kest match for a given role; Track Mational Vocetional
Qualifications (K-specitic)

[> My Favorites
[> Employee Self Service
I Manhager Self Service
I- PAR Processing

> Position Management
[> Payroll Documents

Revigw Career Summaries
Track Competenciesifecomps

I HR Reports ssitn Role Competencies Prepare EvalustiorsCaresr Flan
I Recruiting Track Person Competencies e

Match Competencies to Roles
Perform Competency Search
Define W@ Lk

Review NvQ Information Uk

VG Reports LUK

©> Payroll Pracessing

I Manage Performance

> Non-Employee Processing
[ Time and Labor

[ Morth American Payroll

[ P: Il Interface

> Competency Management
> Career Planning

2. Select the desired Menu Group name or icon. This will drill-down to the Menu.

Search:

® Career Planning
> My Favorites
1> Employee Self Service
> Manager Self Service
> PAR Processing
> Position Management
> Payroll Documents
> HR Reparts
> Recruiting
> Payroll Processing
> Manage Performance

Cortains pages for creating Gareer plans, evaluating employees, planning successions.

Track CompetenciesiAiccomps

Track Employee competencies, educational degrees,
honors and swards, langusges

Review Career Summaries
Displays employee career, employmert, compensation,
trairing, and famiy details

Prepare EvaluationiCareer Plan

Maintsin career dets; Define and maintain career
assessment data for French Public Sector employses
= Create Career Plan

[> Non-Employee Processing
> Time and Labar

[ North American Payrall

[ Payroll Interface

I Competency Managerment
[ Career Planning

Career Reports
Frovides reports containing career details

areer Plan
areer Training
divicdual Development Plan

Select the desired menu item.
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Search:

® Career Reports

[ My Favorites
Provides reports containing career details

> Employee Self Service

[ Manager Seif Service = Career Plan =l Career Training = Individual Development Plan

Lists an employee's indiviciual developmrt plan (CF)
informatian

[ PAR Processing Lists an employes's carser plan s entered by different Lists an emplayee's training plan to mest career goals
[ Position Management evalugtors

[+ Payroll Docurnents

[ HR Reports

[ Recruiting

- Payroll Processing

[ Manage Performance

[ Non-Employee Processing
[ Time and Lahor

[ Morth American Payroll

(- Payroll Interface

I Competency Management
[> Career Planning

I Arnanizational Navalnnmant

4. The components display.

Individual Development Plan

[ Wy F avorites
[ Employee Self Service Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

> Manager Self Service
[ PAR Processing {~ Find an Existing Value {_ Add a New Value
[> Pasition Management

[ Payroll Documents
I HR Reparts Search by: Run Control ID begins with||

[ Recruiting
[ Payroll Processing
[ Manage Perfarmance
[» Mon-Employee Processing Search IAdvanced Search
[ Tifme and Lakor
[ Marth American Payroll
> Payroll Interface
= Workforce Development
[» Competency Management
= Careet Planning
[ Review Career
Summaties
[ Track
CompetenciesiAccomps
[ Prepare
Evaluation/Career Plan

I case Sensitive

Find an Existing Yalue | Add a Mew Value

= Career Reports
— Careet Plan

?‘ NOTE:TO NAVIGATE BACKWARDS, USE THE MENU ON THE LEFT.
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USING REPORTS

SCHEDULING A REPORT AND REPORT MANAGER

& Procedure: Scheduling a Report and Report Manager

1. Select the HR Reports menu group.

%, Select the POI Report component. The POI Report — Find an Existing Value
page displays.

Search:

®
[ My Favarites POl Report
[> Employee Self Service Enter any infarmation you have and click Search. Leave fields blank for 3 list of all values.
[ PAR Processing
[ Position Managerment | Find an Existing Value "{__Add a New valug |
[ Payroll Documents
~ HR Reports
— PAR Error Messanes Search by: Run Control ID hegins with |
— Reports Ta List
— OF8 Report USF
— PMS0 Error Messages

— POl Repont Search |Advanced Search

[ Case Sensitive

— Payroll Doc Error
Messages
— Payroll Doc Errar Msg (HDG

Find an Existing VYalue | Add a Mew Walue

[ Pawenll Proraccing

2. Select the Add a New Value tab.

Search:

| ®

[ My Favorites

[ Employee Self Service
[: PAR Processing j/_ Find an Existing Walue " Add a New Value
[ Position Management
[ Payroll Documents

POl Report

=~ HR Reports Run Conitrol ID: |
— PAR Error Messages
— Reports To List
Feporis To List el

— OF8 Report USF
— P30 Error Messages

— POl Repo Find an Existing Walue | Add a Mew Yalue
— Payroll Doc Error
Messages

— Payroll Doc Errar sg (HOG

3. Enter a unique Run Control ID:

4. Click the Add button. In this example, the POI Report page displays.
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Search:

[+ hity Favorites POl Report

[ Employee Self Service
[ PAR Processing

[> Position Management
[> Payroll Documents

=~ HR Repaorts
— PAR Error Messanges
— Reports To List Agency: |lme Q

— OF8 Report LISF
— PMS0 Error Messages
ot Sub-Agency: I_Q POI:I Q
— Payroll Doc Errar
Messadges Email ID: I
— Payroll Doc Error bsg (HOY
[= Payraoll Processing
[> Manage Performance
[> Mon-Employee Processing

I WEHATEIEE D ElamiSi I” POI Report wiFilled Positions

[> Organizational Development

I EmpowHR Setup Tables I POI Report wiFilled wifacant Positions
(HD

[ EmpowHR User Security [ POI Report wiFilled wiacant winactive Positions
(HD

[ Set Lp HRMS Run Report | Report Manager

[= Warklist

[ Reparting Toals
— Chanoe bty Password

5. Enter parameters and select a report. Click the Run Report button. The Process
Scheduler Request page displays.

Search:
> My Favorites POl Report

> Employee Self Service
> PAR Processing

> Position Management
> Payroll Documents

> HR Reports
— PAR Error Messates
— Reports To List Agency: AG QL

— OF8 Report USF

— PME0 Error Messages
art Sub-Agency: |90 O POL |531 7 aQ

Payrall Dac Error

Messages Email ID: |

— Payroll Doc Error Msg (HCG K
5 Payroll Processing Microsoft Internet Explorer X|
> Manage Performance
> Mon-Employee Processing
> \Wiorkforce Develaprent 'E The selected reports are sent to Report Manager, (99999,209)
» Organizational Developrment =
» EmpowHR Setup Tables

{HD)

> EmpowHR User Security
(HD)

> SetUp HREMS

> Waorklist

> Reporting Tools

- Chanoe by Password
— bl Paraanalizatinne

6. Click the OK button.
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Search:

I My Favorites { POl Report

[ Employee Self Service
[ PAR Processing
[> Position Management
[> Payroll Documents
< HR Reports
— PAR Error Messades
— Reports To List
— OF8 Report LUSFE Agency: S

— PME0 Error Messages
Sub-Agency: [0 O Pok[5317

— Payroll Doc Error
Messanes Email ID: |
— Payroll Doc Error Msg (HDY
[ Payroll Processing
[> Manage Perforrmance
[» Mon-Employee Processing

I Workfarce Development [ POI Report willed Positions

[» Organizational Development

[» EmpowHR Setup Tables I~ POl Report willed wivacant Positions
HD)

[ EmpowHR User Security ™ pol Report wFilled wifacant winactive Positions
(HD)

[ Set Up HRMS Run Repart Feport ianager

[ Warklist

[> Reporting Tools
— Chande Wy Password
— My Personalizations

8. Select the Report Manager link. The Report Manager page displays.

penu __________&
Zearch:
)

st % Ewplorer Y Administration ) Archives

> My Favorites
> Employee Self Service
> PAR Processing

> Position Management Folder: _ ,l Instance: I to: — Refresh

> Payroll Documents
7 HR Repotts Name: Created 0n:| [ Last: |_1 IDavB hd I
— PAR Error Messages
— Reports To List
— DF8 Report USE
— PMSO Error Messages Report Report Description Folder Name

Process
Instance

— Payroll Doc Errar
Messages

— Payroll Doc Error Msg (HDY
> Payroll Processing
> Manage Performance
> Mon-Employee Processing
= WWorkforce Development
> Organizational Development
> EmpowHR Setup Tahles

9.  Select the Administration tab. The Report List page displays.
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Search: t
b Wy Favorfies J List Y Explorer |} ation | Archives
[ Employee Self Service
[» PAR Processing
[> Position Management User ID: IEMPTD339 Type: | ~ | Last: |_1| Days > | Refresh
[» Payrall Documents Status: -~ | Folder: ~ | Instance: to:
= HR Repors i I =l I = ) I i I
— PAR Etror Messages Repaort List
- Repors To List Renort B
- OFf Report USF Select  EHOM S pescription Request Date/Time Format ~ Status  Details
— PME0 Error Messages = e
10/2312009 Acrobat
= 1373121377717 POl Report Filled Positions Posted Details
- 1211 2:52PM (*.pdn)
Payroll Dot Error
Messages - 1072352009 Acrobat .
(HDY Pl Report Filled Posiiions . Details
— Pavioll Dot Error Msg (HD - 137312137770 POIReport Filled Positions 191181 GPM * oy FPosted Details
[+ Payroll Processing 10/2312009 Acrobat
> Manage Perfarmance = 137311 137769 POl Report Filled Positions 1307 3TPM a0 Posted Details
[> Mon-Employee Processing
e B e - 137310 127768 POl Report Fillsd Positions HE?%ER; ?f;%%a‘ Posted Details
[> Organizational Develapment
> Err?pUWHR Setup Tables B L2s 200 eonet
= 137308 137766 POl Report Filled Positions 11365440 * pdf] Posted Details
(HD) ] .
b E_';”DD)UWHR User Security - 137307 127765 POl Report Fillsd Positions Hgg‘ggﬂa ?f;%%a‘ Posted Details
[+ Set Lp HREMS v
[ Worklist Select All Dieselect All
[ Reparting Toals
| Ch2nge Eanasswurd %ICIickthe delete button to delete the selected reporiis)
— My Personalizations
— b Swatarm Profila

10.  Select the link for the desired report under the Description column. The report
displays in a separate window.
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Chapter 2 Exercises

Exercise 2-1 - Changing Passwords

The objective of this exercise is to change a password.
1. Select Change My Password.

2.  Complete the Change My Password page using the current password and new
password.

3. Save the new password. Please remember the password.

4, Sign out of EmpowHR.
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Exercise 2-2 - Adding a Favorites Page

The objective of this exercise is to add a favorite to My Favorites.

1. Signin to EmpowHR.

2. Navigate to My Personalizations.

3. Turn Automatic Menu Collapse on.

4,  Save My Personalizations to My Favorites.

5. Sign out of EmpowHR.
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Exercise 2-3 - Adding a Favorites Page

The objective of this exercise is to add a favorite to My Favorites.

Sign in to EmpowHR.

Select Workforce Development >Career Planning > Career Reports

Add the following to My Favorites:
e (Career Plan
e Career Training

e Individual Development Plan
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Exercise 2-4 - Adding a Favorites Page

The objective of this exercise is to add a favorite to My Favorites.

1.  Select Employee Self Service > View

2. Add the following to My Favorites:
e DPersonal Information
e Award Tracking
e Training Summary

¢ Job Information
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Exercise 2-5 - Deleting Favorites

The objective of this exercise is to delete favorites.

1. Select My Favorites.

2. Delete the following from My Favorites:

e Individual Development Plan
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Exercise 2-6 - Organizing My Favorites

The objective of this exercise is to organize My Favorites.

1. Select My Favorites.

2. Organize favorites in the following order:
0. + Change My Password
* My Personalizations
* Award Tracking
* Individual Development Plan
Training Summary
¢ Career Training

* Job Information

N ek =
L]

¢ Personal Information

3. Save the change.
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Exercise 2-7 - Adding Favorites using
Navigation Center

The objective of this exercise is to add a favorite to My Favorites using the
Navigation Center.

1. Select Position Management.

2.  How many direct components are located in the Navigation Center?

3. Add Job Codes to My Favorites from the Navigation Center.

4, Add Position Information to My Favorites from the Navigation Center.

© 24-Nov-09 Page 85




CHAPTER 2— EMPOWHR NAVIGATION

USING REPORTS

Exercise 2-8 - Performing a Basic Search

The objective of the exercise is to perform a Basic Search.

Select PAR Processing > HR Processing

Select EmplID

Perform a basic search using Employee ID provided by the instructor

What is the employee’s name?
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Exercise 2-9 - Perform an Advanced Search with
operators

The objective of the exercise is to perform an advance search using operators

1. Select PAR Processing > HR Processing

2. Select Last Name

3. Search for Last names beginning with TRAI
4. How many records are retrieved?
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Exercise 2-10- Saving Search Criteria

The objective of the exercise is to save search criteria.
1. Save the search from the previous exercise.

2. Name the search Employee Name.

Page 88 © 24-Nov-09




CHAPTER 2 — EMPOWHR NAVIGATION
USING REPORTS

Exercise 2-11- Performing an Advanced Search
using wildcards

The objective of the exercise is to perform an advanced search using wildcards.

1. Select PAR Processing > HR Processing
2. Search for EmplIDs that contain “182”.
3. How many records are retrieved?
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Exercise 2-12 - Saving Search Criteria

The objective of the exercise is to save search criteria.
3. Save the search from the previous exercise.

4. Name the search Training Employees.
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Exercise 2-13 - Deleting Save Search Criteria

The objective of the exercise is to delete a saved search.

1. Delete saved search Employee Roles.
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CHAPTER 3

POSITION MANAGEMENT

Learning Objectives:

& Creating a new Job Code
4 Modifying an Existing Job Code
& Creating a new Position

& Modifying an existing Position
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ADDING A JoB CODE

Position Management is the process of assigning data to positions and moving employees in and out of
those positions as appropriate. A Job Code and a Position must exist before a personnel transaction

involving a position change is processed.

EmpowHR Position Management is a tool for maintaining on-line Job Code and Position data and does
not replace management responsibility for submitting documents required for establishing Position
Descriptions. A new Job Code is created in the system for a new position as needed. EmpowHR
maintains a data history for Job Codes. Information at the Job Code level defaults to the Position level,

and information at the Position level defaults to the employee record.

Job codes (Master Records) are used for grouping similar positions in a logical manner. A single Job
Code can have one position or many positions. Positions (Individual Position, IP) are classified duties
for the position within a department, both encumbered and vacant. Thus, many employees are linked.
Many employees may share the same Job Code, even though they have different positions and perform

work in different administrative codes, locations and organizations.

The Job Code number is a six digit number automatically assigned by EmpowHR when the Job Code

information is saved. The user does not create this numbet.

ASPD (Agency Specific Position Description) Job Codes are standardized Job Code templates stored in
a library in EmpowHR. When an ASPD is created, it only exists in EmpowHR. There is no import or

export interface for this data.
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& Procedure: Adding a Job Code - Job Code Profile Page

1. Select the Position Management menu group.

2. Select the Job Codes component. The Job Codes USF — Find an Existing Value page
displays.

US Dept of Agriculture
Enaim ;_3:_.@1-!“) Home Worklist Sign out
Search: L) Mew Window | Help | &,
I My Favorites Job Code USF
[ Employee Self Service Enter any information you have and click Search. Leave fields blank for a list of all values

I» Manager Self Senvice

I» PAR Processing

= Position Management
— Mass QIF Update

| Find an Existing Value " Add a New Value |

— Drganizational Position SetlD: ‘ begins with H |Q
Titles
Job Code: [begins win S| |
— Paosition Information Agency: ‘ begins with + H |Q
— Office Information Profile - -
- Classification Standards Sub-Agency: [ begins with v | [}
USF ) —
 Occupational Series USF Personnel Office ID: ‘ begins with + H |Q
- Official Position Titlss USF | pay Plan: |begins with v | [
— Oraanizational Posn Titles
USF Salary Administration Plan: | begins with + | e
I Payroll Documents . PR
b HR Reports Salary Grade: ‘ begins with H |Q
[ Payroll Processing Master Record Number :NFC}:‘ begins with |+ H |Q
> Training Administration ) —
> Manage Performance Occupational Series: ‘ begins with v | |Q

I» Non-Employee Processing

& Time and Labor Organization Position Title: ‘ begins with |+ H |

[> Warkforce Development ASPD O
I> Organizational Development
b Tra?nsn Subsidy g | Oinclude History [¥] Correct History [] Case Sensitive

[» EmpowHR Setup Tables

(HD) Search Clear | Basic Search Save Search Criteria
[ EmpowHR User Security QQ

(HD)
[- et Up HRMS Find an Existing Value |.Add a Mew Value
[ SetUp SACR
> Worklist

3. Select the Add a New Value tab. The Job Codes — Add a New Value page displays.
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Emecral @ Hnme Wnrkhst _g out
Search: L’ Mew Window | Help | 12,
[ My Favorites Job Code USF
[ Employee Self Service
[- Manager Self Senvice [ Eind an Existing Value | Add a New Value

[ PAR Processing
== Position Management

— Mass OIP Update SetlD: COMMNCYL
— Organizational Position .
Titles Job Code: NEW
Agency: A _|Q
— Position Infarmation .
— Office Information Profile Sub-Agency: Q
— Classification Standards Personnel Office ID: Q,
USE
— Occupational Series USF Master Record Number (NFC): q,
— Official Position Titles USF Pay Plan:
— Organizational Posn Titles ay blan: G5 A
USF Salary Administration Plan: Q,
[» Payroll Documents
[ HR Reports Salary Grade: Q,
[» Payroll Processing
[> Training Administration
[» Manage Performance Add

[ Non-Employee Processing

[> Time and Labor

[» Warkforce Development

[> Organizational Development

[» Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[- Set Up SACR

> Worklist 2

Find an Existing Value | Add a New Value

® | SUB-AGENCY IS A REQUIRED FIELD FOR A JOB CODE. AN ICON IN THE MASTER RECORD
@ NUMBER (NFC) FIELD PROVIDES THE ABILITY TO LOOK UP NFC MASTER RECORD NUMBERS
FOR SEARCHING FOR A JOB CODE.

>

Enter or select a sub-agency in the Sub-Agency field.

e

Click the Add button. The Job Code Profile page displays.

?‘ NOTE: FIELDS HIGHLIGHTED IN YELLOW ARE NFC MANDATORY FIELDS. FIELDS
@ HIGHLIGHTED IN LAVENDER ARE NFC OPTIONAL FIELDS. ALL OTHER FIELDS ARE USED IN
EMPOWHR ONLY.
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US Dept of Agriculture

|{1:_~2;]'—!R)

=13

{ Job Code Profile '|_Default Compensation | Affected Positions and Emplids |

Home Worklist Sign out

Mew Window | Help | Customize Page | 15,

SetiD: COMMN  Job Code:  NEW Business Units that use this Setid _Create JobCode from ASPD

Job Code Profile

*Effective Date: [ *Status: Transaction Status:

Official Posn Title Code: Q |

Official Title Prefix:

Organization Posn Title Cd: I:lQ | |

Detailed Jobcode Description

Master Record Number {NFC) “FLSA Status:

*Reason Code: NEW Q Agency Type: Federal SO
Occupational Series: Q

Job Family: l:lq *Supervisory Status: | 8 Other v [[Imedical Checkup Required

¥ E= ys Foderal
Agency: [ Q. Department of Agriculture AsPD? [ Created from ASPD:
Sub-Agency: ’ﬁ @ Office of Chief Financial Officer
Paosition Location:
POL [ a
Pay Basis: |Per Annum v‘
Fund Source: [ ~|
Parenthetical Title: | - ‘
PATCOB Code:
Functional Class: |Not Applicable R
Agency Use:

Professional Category:
Classification Standard: l:lq Class Standard Issued Date
Classifier: l:l Classification Standard Code [

Classification Authority: Target Grade: ]

Classification Factors

Classification Factor: Factor Level: Points: Weight (%)

[a

Date Classified: El Early Retirement Code

HE

OPM Certification l:l Salary Grade:  Min Points: Max Points: Total Points:
Number: 0 0

Position Classification Stds:

Updated on: Updated By:

& save | [=] Notify B Add Update/Display | J&] Include Histery | [ Correct History

Job Code Profile | Default Compensation | Affected Positions and Emplids

e THE CREATE JOB CODE FROM ASPD BUTTON CREATES A N
CRITERIA FROM AN EXISTING ASPD JoB CODE TEMPLATE.

EW JoB CODE USING
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e THE GO To ROW BUTTON NAVIGATES TO A SPECIFIC ROW IN HISTORY. THIS
BUTTON IS NOT USED WHEN CREATING A NEW JOB CODE.

e THE MASTER RECORD NUMBER (NFC) FIELD IS POPULATED FROM THE NFC
POSITION MANAGEMENT SYSTEM (PMSO).

e THE FLSA STATUS DROP-DOWN LIST INDICATES THE FLSA STATUS FOR THIS JOB
CODE.

e THE ASPD? CHECKBOX DESIGNATES A JOBCODE AS AN ASPD JoB CODE TEMPLATE.

e THE CREATED FROM ASPD FIELD INDICATES THE ASPD THAT THE JOBCODE WAS
CREATED FROM IF IT IS APPLICABLE.

e THE UPDATED ON FIELD INDICATES THE DATE OF THE CHANGE ON RECORD.

e THE UPDATED BY FIELD INDICATES THE USER MAKING THE CHANGE.

10.

11.

12.

13.

14.

15.

16.

17.

18.

Enter an effective date in the Effective Date field.

Verify the default of Aezzve in the Status field.

Verify the default of New in the Reason Code field.

Enter or select an occupational series in the Occupational Series field.

Enter or select an official position title code in the Official Posn Title Code field.

Select a supervisory status from the Supervisory Status drop-down list.

Select an FLSA status from the FLSA Status drop-down list.

If this Job Code is to be designated as an ASPD Job Code template, select the ASPD
checkbox.

Enter or select an agency in the Agency field.

Enter or select a sub-agency in the Sub-Agency field.

Enter or select a Personnel Office Indicator in the POI field.

Select a functional class from the Functional Class drop-down list.

Enter the date classified in the Date Classified field.
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& Procedure: Adding a Job Code - Default Compensation Page

1. Select the Default Compensation tab. The Default Compensation page displays.

US Dept of Agriculture
Brrow K IR

Home WWorklist
3

Sign out

New Window | Help | Gustomize Page | &,

/ Job Code Prafile | Default Compensation ' Affected Positions and Emplids |

SetlD: COMMM Job Code:
Default Compensation

NEW

Effective Date: Status:  Active PlIndicator: InProgress
Pay Plan/Table/Grade: [Ta Q Q
Minimum Midpoint Maximum
Hourly:
BiWeekly:
Monthly:
Annual:

|Optional Interdisciplinary Classification

[4] 4 o5 1 [*] Last
+
Occupational Series =

Official Posn Title Code Q

Interdisciplinary Code

Parenthetical Title
Offcial Tite Prefix

Replaces Job Code l:lQ Max Number of 1A l:l

Financial Disclosure Required o @

[ Promotion Plan [ Not to be Filled Concurrently

[ priver License Required

[ Typing (25) Required
[] Physical Required

[[]Typing (40) Required

Remarks

Customize | Find | View Al | 88 First [ 1 of Languages  Customize | Eind | View All| # st o
1 [¥ Last Last
*Not to Be Filled Concurrently

Langquage Required

I g

Job Code Tracking

DateTime Stamp UserID
1

Description

B save | [=] Notify B Add
B save | E vty |

Update/Display | J£]l Include History | [&F Correct History
Job Code Profile | Default Compensation |

Affected Positions and Emplids

2. Enter or select a pay plan in the Pay Plan field.
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3. Enter or select a table in the Table field.
4. Enter or select a grade in the Grade field.

5. Select the Affected Positions and Emplids tab. The Affected Positions and Emplids
page displays.

® | NOTE: THE AFFECTED POSITIONS AND EMPLIDS TAB ARE POPULATED AFTER POSITIONS
@ ARE CREATED FOR THE JOB CODE AND EMPLOYEES ARE HIRED INTO THE POSITIONS.

Empcow HIER) Home: VWorklist _Sign out

=13
Mew Window | Help | Customize Page | o5,

J Job Code Profile '} Default Compensation |~ Affected Positions and Emplids

SetlD: COMMN Job Code: NEW

Customize | Find | # First E 1 0f1 E| Last
Position Humber EmpliD Name
1

Bl save | [=] Notify ErAdd Update/Display | J2] Include History | [ Correct History

Job Code Profile | Default Compensation | Affected Positions and Emplids

6. Click the Save button. A new Job Code has been successfully established.

f. NOTE: SELECT THE JOB CODE PROFILE TAB OR THE JOB CODE PROFILE LINK AT THE
@ BOTTOM OF THE PAGE TO RECORD AND VERIFY A JOB CODE.

/" Job Code Profile ' Default Compensation | Affected Positions and Emplids |

SetlD: COMMMN Job Code: 001261 Business Units that use this Setid
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ADDING A JOB CODE FROM AN ASPD TEMPLATE

Standardized Job Code templates are stored in a library in EmpowHR as ASPD Job Codes. When an

ASPD is created, it only exists in EmpowHR. There is no import or export interface for this data.

New Job Codes can be created from the standard ASPD Job Code templates.
& Procedure: Adding A Job Code From An ASPD Template

1. Select the Position Management menu group.

2. Select the Job Codes component. The Job Codes USF — Find an Existing Value page
displays.

3. Select the Add a New Value tab. The Job Codes — Add a New Value page displays.

Brarow IR Ho

me Worklist Sign out
search: ~ New Window | Help | 15,
[> My Favorites Joh Code USF
[ Employee Self Service
I Manager Self Senvice |/ Eind an Existing Value ) Add a New Value
[ PAR Processing

[~ Position Management

— Mass OIP Update SetiD: COMMY
— Organizational Position .
Titles Job Code: NEW
Agency: AG_|Q
— Position Infarmation
— Office Information Profile Sub-Agency: Q
— Classification Standards Personnel Office ID: Q,
USF
— Occupational Series USF Master Record Number (NFC): Q,
— Official Position Titles USF Pay Plan:
— Drganizational Posn Titles ay blan: G5 A
USF Salary Administration Plan: Q,
[» Payroll Documents
[ HR Reports Salary Grade: Q,

[» Payroll Processing

[> Training Administration
[» Manage Performance Add
[ Non-Employee Processing
[> Time and Labor

[ Workforce Development

[> Organizational Development
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[ Set Up HRMS

[- Set Up SACR

[+ Waorklist

Find an Existing Value | Add a New Value

4. Enter or select a sub-agency in the Sub-Agency field.
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5. Click the Add button. The Job Code Profile page displays.

6. Click the Create Job Code from ASPD button. The Pick the source ASPD page
displays.
—fﬁi-f;‘ﬂl@ Home Workiist Sign out
=

Mew Window | Help | Customize Page | 15,

Pick the source ASPD

ASPD Q
oK Cancel

7. Enter or select an ASPD Job Code number in the ASPD field.

8. Click the OK button. The Job Code page displays with the fields populated by the ASPD

Job Code template.
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S Dept of Agriculture

i;‘_“’;"EHR')

=
Mew Window | Help | Customize Page | 15,

{ Job Code Profile "{__Default Compensation )" Affected Positions and Emplids

SetiD: COMMM  Job Code:  NEW Business Units that use this Setid

Job Code Profile

*Effective Date: 09/032008 [ *Status: Transaction Status: F=

*Reason Code: NEW  Q Agency Type: Federal Go To Row
Occupational Series: 0510 @ accounting

Official Posn Title Code: oot Q@ |
Official Title Prefix:

Organization Posn Title Cd: l:lq | |

Detailed Jobcode Description

Job Family: |:|Q *Supervisory Status: |8 0ther v [ medical Checkup Required
Master Record Number (HFC) *FLSA Status:

¥ = ys rederal
Agency: ’K ., Department of Agriculture Created from ASPD:  F30413
Sub-Agency: [177 @ ForestSenice
Position Location:
PO [ a
Pay Basis: ‘PerAnnum "‘
Fund Source: ‘ b ‘
Parenthetical Title: \ v
PATCOB Code: Frofessional
Functional Class: |Not Applicable v
Agency Use: ’7

Professional Category:
Classification Standard: l:lq Class Standard Issued Date

Classifier: J SHELLY Classification Standard Code [
Date Classified: 10M15/2004 [+ Early Retirement Code

Classification Authority:  Title 5, G5 Class System Target Grade:

[Classification Factors

Classification Factor: Factor Level: Points: Weight (%): [=]
Lo

OPM Certification | | Salary Grade:  Min Points: Max Points: Total Points: 0

Number: 03 0 0

Position Classification Stds:

Updated on: Updated By:
B save | [=] Nofify Ex Add UpdateDisplay | /2] Include History | [&# Correct History ‘

Job Code Profile | Default Compensation | Affected Positions and Emplids

9. Enter or select an effective date in the Effective Date field.
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10. Confirm the remaining fields on the remaining tabs.

11.  Click the Save button. A new Job Code is successfully established.
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MODIFYING A JOB CODE

4.

Job Code data can be modified by locating an existing Job Code and clicking (+). A new document or
row is created and the previous record is preserved as history. If a data element is modified on the Job
Code, the modification applies to all positions.

Procedure: Modifying a Job Code

Select the Position Management menu group.

Select the Job Codes component. The Job Codes USF — Find an Existing Value page
displays.

_ ome Wnrklist _ ign out

Eneou i 1)

search: ~ New Window | Help | /&,
[> My Favorites Job Code USF
[» Employee Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values

[» Manager Self Semvice
[» PAR Processing

= Position Management
— Mass OIF Update

{ Find an Existing Value {_Add a New Value |

— Organizational Position SetlD: begins with |+ Q,
Titles -
Job Code: begns wi'
— Position Information Agency: begins with |+ aQ,
— Office Information Profile
- Classification Standards Sub-Agency: begins with |+ Q
USF ) :
_ Decupational Series USE Personnel Office ID: begins with |+ Q,
— Official Position Titles USF Pay Plan: begins with Q
— Drganizational Posn Titles
USF Salary Administration Plan: | begins with |+ [}
[ Payroll Documents . "
- HR Reports Salary Grade: begins with |+ Q,
[> Payroll Processing Master Record Humber (NFC):| begins with |+ Q
[> Training Administration
[ Manage Performance Occupational Series: begins with |+ Q

[» Non-Employee Processing

[> Time and Labor

[> Worlforce Development ASPD O

E _?[rg:gi\tzggig?éyDevelopmem [include History  [¥] Correct History [[] Case Sensitive

[ EmpowHR Setup Tables
(HD}

[» EmpowHR User Security
(HD}

[ Set Up HRMS Find an Existing Value | Add a Mew Value

[ SetUp SACR

[> Waorklist

Organization Position Title: | begins with

Search | Clear ‘Easm Search Save Search Criteria

Enter the search criteria on the Find An Existing Value page.

Click the Search button. The Search Results display.

© 24-Nov-09 Page 105



CHAPTER 3— POSITION MANAGEMENT
MODIFYING A JOB CODE

Dept of Agriculture

IR

Sign out

Mew Window | Help | 12,

Job Code USF

Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value {_Add a New Value

SetiD: ‘beginswitn V||NFC ‘Q
Job Code: ‘begiﬂs with v|| ‘

Agency: ‘begiﬂs with v||AG ‘Q
Sub-Agency: ‘begiﬂs with v||90 ‘Q
Personnel Office 1D: ‘begiﬂs with v|| ‘Q
Pay Plan: ‘begins with v|| ‘Q
Salary Administration Plan: ‘begins with v|| ‘Q
Salary Grade: ‘begins with V||09 ‘Q
Master Record Number(NFC}:‘ begins with v|| ‘Q
Occupational Series: ‘hegins with v||0510 ‘Q

Organization Position Title: ‘negms with |« || ‘
ASPD O
[include History [¥] Correct History [ Case Sensitive

Search | Clear |Elasi|:Search Save Search Criteria

Search Results
1-18 of 18

Occupational Serie:

116073 AG 90 5317 589147 0510 [ 0000 09 SYS ACCTNT
116083 AG 90 5317 501052 0510 Gs 0000 09 SYS ACCTNT
117022 AG 90 5317 589133 0510 Gs 0000 09 SYS ACCTNT
126562 AG 90 5317 588107 0510 cs 0000 09 SYS ACCTNT
126572 AG 90 5317 586127 0510 cs 0000 09 SYS ACCTNT
126580 AG 90 5317 590140 0510 cs 0000 09 SYS ACCTNT
126884 AG 90 5317 587157 0510 cs 0000 09 SYS ACCTNT
127016 AG 90 5317 586126 0510 cs 0000 09 SYS ACCTNT
127183 AG 90 5317 588103 0510 cs 0000 09 SYS ACCTNT
127330 AG 90 5317 590092 0510 cs 0000 09 SYS ACCTNT
127386 AG 90 5317 588038 0510 Gs 0000 09 SYS ACCTNT
127451 AG 90 5317 SB7154 0510 Gs 0000 09 ACCTINT
127464 AG 90 5250 009883 0510 6s 0164 09 STAFF ACCTNT
127490 AG 90 5317 598009 0510 Gs 0000 09 SYS ACCTNT
127498 AG 90 5317 501065 0510 6s 0000 09 SYS ACCTNT
127501 AG 90 5317 596011 0510 5} 0000 09 SYS ACCTNT
127541 AG 90 4892 AFM00E 0510 68 0164 09 ACCTNT
135785 AG 90 5317 blank) 0510 cs 0000 09 blank)

Find an Existing Value | Add a New Value

5. Select the link for the desired record. The Job Code Profile page displays.
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S Dept of Agriculture

{ Job Code Profile "{__Default Compensation )" Affected Positions and Emplids

MODIFYING A JOB CODE

New Window | Help | Customize Page | B,

SetlD: NFC Job Code:

Job Code Profile

127541

Business Units that use this Setid

*Effective Date: *Status: Transaction Status: =l
*Reason Code: Agency Type: Federal M
Occupational Series: Accounting M

Official Posn Title Code: \

Official Title Prefix:

Organization Posn Title Ca: l:l |

Detailed Jobcode Description

Job Family: l:l =Supervisory Status: Medical Checkup Required

Master Record Number (NFC) 3FM00S *FLSA Status:
¥ E= ys Federal

Agency: Department of Agriculture ASPD? Created from ASPD:

Sub-Agency: [eo” Office of Chief Financial Officer

Position Location:
POL:

=

Pay Basis:
Fund Source:
Parenthetical Title:

PATCOB Code: Professional

Functional Class:

Agency Use:

Professional Category:

Classification Standard: l:l

L]
—

Title 5, G5 Class System

Class Standard Issued Date

Classifier: Classification Standard Code

Date Classified: Early Retirement Code

Classification Authority: Target Grade:

[Classification Factors

Classification Factor: Factor Level: Points: Weight (%) =1
L2
OPMcertification | | Salary Grade:  Min Points: Max Points: Total Points: 0
Number: 09 0 0
Position Classification Stds:
Updated on: Updated By:

B save | 2\ Return to Search | +[E] Previous in List | +[E] Next in List | [=] Notify | B Add | JF] UpdateMisplay | /2] Include History | E4

Job Code Profile | Default Compensation | Affected Positions and Emplids

6. Review the current record.
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7. Click the + button.
8. Enter or select an appropriate date in the Effective Date field.
9. Modify the applicable fields.

10. Click the Save button.

% Correction
@ NOTE: IS USED TO UPDATE EMPOWHR ONLY. THIS INFORMATION DOES NOT
TRANSFER TO NFC. IS USED TO CREATE A NEW RECORD TO PRESERVE THE INTEGRITY

OF THE DATA RECORDS. THIS INFORMATION IS SENT TO NFC.

Page 108 © 24-Nov-09




CHAPTER 3 — POSITION MANAGEMENT
ADDING A POSITION

ADDING A POSITION

Positions are both encumbered and vacant. There is a one-to-one relationship between positions and

employees; therefore, only one employee can permanently fill a position.

The Position number is an eight digit number automatically assigned by EmpowHR when the position
information is saved. The user does not create this number.

& Procedure: Adding a Position — Completing the Description Tab

1. Select the Position Management menu group.

2. Select the Position Information component. The Add/Update Position Info — Find
an Existing Value page displays.

US Dept of Agriculture
LS _’_‘1]:’@ Home Workiist Siqn out
Search: L) Mew Window | Help | &5,
> My Favorites Add/Update Position Info
[ Employee Self Service Enter any informatien you have and click Search. Leave fields blank for a list of all values
I Manager Self Senice
b P RSN | Find an Existing Value " Add a New Value |
= Position Management
— Mass OIF Update
— Organizational Position Position Number: ‘ begins with + H |
Titles
~ Job Codes SetiD: ‘ beagins with + HCOMMN |Q
— Position Information Job Code: ‘ begins with + H |Q
— Office Information Profile o —
— Classification Standards Description: ‘ begins with |+ H |
USF .
— Occupational Series USF Sub-Agency: ‘ begins with v H |Q
— Dfficial Position Titles USF Personnel Office ID: ‘ begins with |+ H |Q
— Oraanizational Posn Titles
USF Salary Grade: ‘ begins with v H |
Eag’;!gjﬁgmems NFC 1P #: [begins with v la
I Payroll Processing Master Record Number:NFC}:‘ begins with v | |Q
1> Training Administration »
I> Manage Perfarmance Position Status: = "| | "|
bR I B PR T Department: begins with v | |Q
1> Time and Labor
[ Workforce Development Reports To Position Number: ‘ begins with v || |
[ Organizational Development ) —
S Trs?nsn Subsidy . | Occupational Series: ‘ begins with H |Q
® %TDD)OWHR FRIETELE [include History [¥] Correct History [[] Case Sensitive
[» EmpowHR User Security
(HD} Search Clear | Basic Search Save Search Criteria
[ Set Up HRMS -
[ Set Up SACR
> Worklist _, Find an Existing Value | Add a New Value 2

3. Select the Add a New Value tab. The Description page displays.
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US Dept of Agriculture
Home Worklist Sign out

Mew Window | Help | Customize Page | 15,

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

*Eff Date: 09/0312008 (5] *Status: Trx Status:

*Reason: NEW Q New Position Action Date:  09/03/2008 Agency Type: Federal

*Position Status: | APProved v Status Date: _Eﬂ [¥IKey Position Initialize
Job Information

Business Unit.  STDBU Standard BU for USDA Master Record #
Job Code: Q Supervisory
Status:
Official Title *Reg/Temp:
*Regular Shift: A v

Title: | ‘ Short Title: l:l Position Remarks

Detailed Position Description
Work Location

*Reg Region: usa |9 United States *Agency: ’7 Q,

Department | @ Org Stru Departmental Hierarchy
Location; ’7 a

Reports To: l:IQ

Reporting Data: FY: 2009
Pay Plan: ’_ @, Salary Admin Plan: Q Grade: Q
standardHours: [ |

¥ E= ys rederal

Occupational Series:

Parenthetical Title:
Organization Posn Title Cd: aQ | |

Competitive Area: l:l Competitive Level: @ Justification Function Code
Date Position Established:  |00/03/2008 |5 Reason Code

Position Audited By: I:IQ Hot To Exceed Date: [5
Position Audit Date: I

Bargaining Unit: 8888 Q

Target Grade: ’_
Work Schedule: | Full Time v| FLSA Status
Fund Source: | Appropriated Funds V| Agency Fund Source: l:IQ

Obligated To ID: [ a
Obligation Expiration: l:lE‘J

Position Location r Q Interdis Assign CodelSeries Q Series
Personnel Office ID: Q Customs Officer Pay Reform ACT [
Sub-Agency: l_ aQ
B save | [=] Notify | ‘ (=8 Next tab | Ex Add | Llunatan’D'Bp\ay| A Include History | [EP Correct History

Description | Specific Information | Budaet and Incumbents | MFC Fields and Tracking Data

" NOTE: FIELDS HIGHLIGHTED IN YELLOW ARE NFC MANDATORY FIELDS. FIELDS
@ HIGHLIGHTED IN LAVENDER ARE NFC OPTIONAL FIELDS. ALL OTHER FIELDS ARE USED IN
EMPOWHR ONLY.
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4. Enter or select the effective date in the Effective Date field.

5. Verify the default of Aczve in the Status field.

6. Verify the default of New in the Reason field.

7. Enter or select the appropriate Job Code. The remaining Job Information populates from
the Job Code, including Salary Plan and Agency.

% Initialize

@ NOTE: IS USEDTO COPY INFORMATION FROM AN IDENTICAL POSITION

INTO THE CURRENT POSITION.

8. Enter the department in the Department field. The Org Stru populates from the
Department.

9. Enter or select the location in the Location field.

10.  Enter or select the position supervisor in the Reports To field.

11.  Enter a competitive level in the Competitive Level field.

12.  If applicable, enter a not to exceed date in the Not To Exceed Date field.

13.  Enter a bargaining unit in the Bargaining Unit field.

14.  Select an FLSA status from the FLSA Status drop-down list.

15.  Enter a position location in the Position Location field; H for Headquarters, and F for
tield.

16.  Confirm the Personnel Office ID in the Personnel Office ID field.

17.  Confirm the Sub-Agency in the Sub-Agency field.
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Procedure: Adding a Position - Completing the Specific
& Information Page

1. Select the Specific Information tab. The Specific Information page displays.

Enipe o ALY

=13

_ ome Wnrkhst _g out

Mew Window | Help | Customize Page | o5,

/ Description | Specific Information {_Budget and Incumbents | NFC Fields and Tracking Data |

Paosition Number: 00000000
Headcount Status: Current Head Count: 0 out of 0
Specific Information Find | View All Firs
Effective Date: 09/03/2008 Status: Active
Job Profile ID Q
Max Head Count: 1 [T update Incumbents
) Include Salary PlaniGrade
Mail Drop 1D:
Work Phone: [¥] Budgeted Position
Health Certificate: £ [ confidential Position
Signature Authority: v [ Job sharing Permitted
Position Pool ID: Q
*Pre_Encumbrance Indicator: |Immediate v Calc Group {Flex Service): Q
*Encumber Salary Option: Salary Step he Academic Rank: Q
Encumber Salary Amount: 0.000
*Classified Indicator: Classified '+ FTE: 0.000000| [] Adds to FTE Actual Count
¥ B |5 Federal
Sensitivity Code: Mon Sensitive b [[] seasonal
Computer Sensitivity | NonComputer-ADP v [intelligence Position
Security Clearance | Mot Required b [ Mobility Position
LEQ/Fire Position; Mot Applicable > [IProcurement Integ Posn
Language Required: M DPresidemia\ApptPUsn
Training Program: Q, JEmergency Response Official
StaffiLine Position:  |L Drug Test (Applicable) | Mot Applicable v
B save | [=] Notify | Previous tab Mext tab B Add Update/Display | =] Include History | [ Correct History

Description | Specific Infermation | Budaet and Incumbents | MFC Fields and Tracking Data

2. The Budgeted Position checkbox defaults to selected for a permanent position. If the
position is temporary, deselect the Budgeted Position checkbox.

3. Select a sensitivity code from the Sensitivity Code drop-down list.
4. Select computer sensitivity from the Computer Sensitivity drop-down list.
5. Select a security clearance from the Security Clearance drop-down list.
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6. Select an LEO/Fire Position indicator from the LEO/Fire Position drop-down list.

7. Select a drug test option from the Drug Test (Applicable) drop-down list options.
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Procedure: Adding a Position - Completing the NFC Fields and
& Tracking Data Page

1. Select the NFC Fields and Tracking Data tab. The NFC Fields and Tracking Data
page displays.

US Dept of Agriculture
Entrme v FET R

i Home Worklist Sign out
3

Mew Window | Help | Customize Page | 15,

[ Description " Specific Information )" Budgel and Incumbents §™ NFC Fields and Tracking Data _

Position Number: 00000000

Headcount Status: Current Head Count: 0 out of 0
First 4] 1 o1 [ Last
Effective Date: 09/03/2008 Status: Active =
Financial Mot Required w Classification ‘ v‘
Disclosure: Review:
Position Classification ‘ 7 ‘
Schedule: Action:
Request Received Date: B Project Duty r Accounting a
_ ) ) Indicator: Station Code:

Classification Std Applied Date: Vacancy ‘ v‘

Review:
Agency Use: Grade Basis: | =

Position Tracking Data Customize | Fin First [] 1 of 1 [M] Last
DateTime Stam User ID Reason Status Description
;

B save | [=] notify | Previous tab [ErAdd | 5 UpdateDieplay | JZ Include History | [EF Correct History

Description | Specific Information | Budget and Incumbents | NFC Fields and Tracking Data

2. Select a financial disclosure from the Financial Disclosure drop-down list.

3. Select a classification review from the Classification Review drop-down list.

4. Select a classification action of New Position from the Classification Action drop-down list.

5. Enter as accounting station code in the Accounting Station Code field.

6. Select a vacancy review of New Position/ New FTE from the Vacancy Review drop-down
list.
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Procedure: Adding a Position — Reviewing the Budget and
& Incumbents Page

1. Select the Budget and Incumbents tab. The Position Information page displays.
N
=0
Mew Window | Help | Customize Page | &,
/ Description | Specific Infermation | Budget and Incumbents Y_WFC Fields and Tracking Data |
Position Number: 00000000
Headcount Status: Current Head Count: 0 out of 0
Earnings Deductions Tax Cdn Tax Total
0.000 0.000 0.000 0.000 0.00
Current Incumbents Customize | Find | @ First (1] 1 or1 [ Last
Empl
EmpliD Red? HName Job Data
0 Job Data
B save | =] Notify | Previous tab | (=% Mext tab Er4dd | JE Update/Display | JZ] Include History | [EF Correct History
Description | Specific Infarmation | Budget and Incumbents | NFC Fields and Tracking Data

The Current Incumbents group box information populates when an employee is added to
the position.

3. Click the Save button. The Office Information page displays.
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US Dept of Agriculture
l'lﬂﬁi‘_"_‘.]@ Home Worklist Sign out
3

Mew Window | Help | Customize Page | 15,

{ Office Information

Position Number 90343384 ACCTNT Full ime/Part time:  F
Dept 936407

Curr Incumbent

Email Id

Office Information

F
“Effective Date  |09/03/2008 |5 Position site status =]

Primary Address Other Address

oficeta | |& Daysat [ | | fomceis | % paysatotner| |
Primary:

Agency Agency

Off Ph Off Ph

Dept Dept

Site Id Site Id

Address Address

City County City County

State Zip State Zip

B save | 2 Return to Search | [=] Motify |
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Procedure: Adding a Position — Completing the Office
& Information Page

1. Enter the Office ID in the Office ID field. The Primary Address group box information
populates.

2. Enter the number of Days at Primary location.

3. Click the Save button. A new position has been successfully established.

{ Office Information 1

Position Number 90343384 ACCTNT Full time/Parttime: F
Dept 936407

Curr Incumbent

Email Id

4. Confirm that the Trx Status field is set to NFC Ready.

‘ Field Description H

Office ID Primary Address group box is populated by the Office ID number.
Days at Primary Specity the number of days the incumbent works at the primary duty
location.
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MODIFYING A POSITION

& Procedure: Modifying a Position

4,

Select the Position Management menu group.

Select the Position Information component. The Add/Update Position Info page

displays.

Ereon ¥ 11
Menu O

[ |®

[> My Favorites
> Employee Self Service
> Manager Self Service
> PAR Processing
= Position Management
— Mass OIF Update
— Organizational Position
Titles
— Job Codes
— Office Information Profile
— Classification Standards
UsF
— Dccupational Series USFE
— Official Position Titles USF
— Drganizational Posn Titles
USF
[ Payroll Documents
[ HR Reports
[ Payroll Processing
[> Training Administration
[» Manage Performance
[» Non-Employee Processing
[> Time and Labor
[ Workforce Development
[ Organizational Development

[ EmpowHR Setup Tables
(HD}

[» EmpowHR User Security
(HD}

[ SetUp HRMS

[ SetUp SACR

[ Warklist

Search: L

[> Transit Subsidy —

US Dept of Agriculture

Add/Update Position Info
Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value {_Add a New Value |

Position Number:
SetlD:

Job Code:
Description:
Sub-Agency:
Personnel Office ID:
Salary Grade:

HFC IP #:

|begins with v |

Master Record Number :NFC):‘ begins with H

Position Status:

Department:

Reports To Position Number: ‘ begins with v ||

Occupational Series:

| begins with v | coMuN e

‘ begins with H |Q

‘negms with vH |

‘negins with "H |Q

‘ begins with H |Q

‘neglns with vH |

‘ begins with |+ H |Q
la

- & | "]

begins with vH |Q
|

‘ begins with |+ H |Q

[Jinclude History  [¥]Correct History [ Case Sensitive

Search | Clear |Easm Search Save Search Criteria

Find an Existing Value | Add a New Value

Viorklist

Sign out

Mew Window | Help | o5,

Enter the position number to be modified in the Position Number field.

Click the Search button. The desired position Description page displays.

Page 118

© 24-Nov-09




CHAPTER

3 — POSITION MANAGEMENT
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MODIFYING A POSITION

Sign out

Mew Window | Help | Customize Page | 15,

Job Information

Position Information [4] 1 or1 [M Last
Position Humber: 90343384 ACCTNT =
Headcount Status: Current Head Count: 0 out of 0

*Eff Date: 09/0312008 (5] *Status: Trx Status:
*Reason: NEW Q New Position Action Date:  09/03/2008 Agency Type: Federal
“Position Status: | APProved | ¥|  statys Date; |09/03/2008 i Key Position

Business Unit.  3TDBU Standard BU for USDA Master Record #

Job Code: ACCTNT Supervisory All Other Positions
Status:

Official Titte ~ ACCTNT “Reg/Temp:

*Regular Shift: | /A v

Title: [accnT | short Title: ACCTNT

Work Location

Position Remarks
Detailed Position Description

Date Position Established:
Position Audited By:
Position Audit Date:
Bargaining Unit:

Work Schedule:

Fund Source:

Obligated To ID:
Obligation Expiration:
Position Location

Personnel Office ID:

Sub-Agency:

Bl save | L\ Return to Search | [=] Motify |

*Reg Region: United States *Agency: |AG QU Department of Agriculture
Department: 936407 a Org Stru Departmental Hierarchy
Location: 350710048 Q  SANTAFE, NM
Resorso: [ ]t
Reporting Data: FY: 2000
Pay Plan: ’EQ Salary Admin Plan: [0000 &, Grade:
Standard Hours:
> E= us Federal
Occupational Series: 0510 Accounting
Parenthetical Title:
Organization Posn Title Cd: Q | |
Position Occupied: | Competitive v| PAR Nbr: l:l
Competitive Area: DCompeﬁﬁve Level: 0024 O Justification Function Code 315 Financial Management Operations

09/03/2008 [5) Reason Code CB  Commercial Code B
l:lq Mot To Exceed Date: [
B
TITT
Target Grade: ’_
(Full Time v FLSA Status
|Appr0priated Funds v| Agency Fund Source: l:lq

L =
[ &

Fa
5317 Q. USDA-OCFO-NFC
[a0 @ Office of Chief Financial Off

Mext tal

Description | Specific Information | Budget and Incumbents | NFC Fields and Tracking Data

Interdis Assign Code/Series &}
Customs Officer Pay Reform ACT []

Series

E‘+Auu| uuumarmsmay| £ Include Higtory | =7

5.

Review the data to be modified.
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6.

7.

8.

Click the + to insert a new action ot row.

Modity the position information.

Click the Save button.

NOTE:

Correction

IS USED TO UPDATE EMPOWHR ONLY. THIS INFORMATION DOES NOT

TRANSFER TO NFC. IS USED TO ADD A NEW ACTION OR ROW AND SAVES THE ORIGINAL
INFORMATION AS HISTORY.
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JoB CODE REASON/STATUS CODE COMPARISON

Reason Status Description Send Time
Data Limit

to Empow

NFC HR
INACTIVATE | INACTIVE | Inactivates a Job Code Yes 18 months;
temporarily. the Job

o ) Code is then
Updates the position data in

Positi M . . set to
osition Management to inactive Abolish
and displays the date.
NEW ACTIVE Create a new Job Code. Yes N/A
REACTIVATE | ACTIVE Reactivates an inactivated Job Yes
Code in the NFC database. When
the Job Code is abolished, it
cannot be reactivated.
UPDATE ACTIVE Updates certain Job Code Yes N/A

information on the database for
active Job Codes.

ABOLISH ACTIVE Used for History Override Yes
packages only. EmpowHR sends
the abolished job.

Updates the position data in
Position Management to inactive
and displays the date.
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POSITION REASON/STATUS CODE COMPARISON

Reason Status Description Send Time
Data Limit
to EmpowHR
NFC
ABOLISH INACTIVE | Marks the position for deletion Yes None. When
from the NFC database on an the user saves
18-month cycle. EmpowHR the Job Code
sends abolished positions to as abolish, it is
NFC on a regular basis and transmitted to
maintains the data for history NFC.
purposes
INACTIVATE | INACTIVE Inactivates a position Yes
Temporarily. EmpowHR sets a
6—month limit from the date a
position becomes inactive to
move the position to abolish.
NEW ACTIVE Creates a new position. Yes N/A
REACTIVATE | ACTIVE Reactivates an inactivated Yes When the
position in the NFC database. position is
abolished, it
cannot be
reactivated.
UNABOLISH | ACTIVE Used for History Override Yes
packages only. EmpowHR
sends the abolished position to
NFC as new.
UPDATE ACTIVE Updates certain position Yes N/A
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Reason Status Description Send Time
DE]] Limit

to EmpowHR
NFC

information on the database for
active Job Codes.

CHANGE ACTIVE Send as new to NFC; if the Yes N/A
position has been removed from
PMSO but is still in EmpowHR,
use this code to recreate the
record in NFC
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PAR PROCESSING

Learning Objectives:
& Hiring a New Employee
#” Updating an existing employee’s record

4 Adding an Individual Time Off Award to an employee’s

record
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PAR PROCESSING

The PAR processing module is the mechanism for processing personnel actions.

The PAR Processing workflow automates, streamlines and controls the flow of information through
departments and throughout the organization. Workflow routes requests by sending personnel actions
through a cycle established by the HR office. The automated workflow process ensures the action

request goes through all the stages the agency requires until the action is processed.

Work-In-Progress Short Descriptions
Status
APP Approved
CAN Canceled
DIS Disapproved
INI Initiate
PRO Processed
REQ Requested
RET Returned
SIG Approved/Signed
WTH Withdrawn
COR Correction
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HIRE ACTION

Procedure: Hire an Employee — Completing the Data Control

& Page

1. Select the PAR Processing menu group.

2. Select the Hire Employee component. The Hire Employee USF — Add a New Value
page displays.

Emeconh @ A dome | womst | Senowt |

I PAR Processing -
— Action Table Setup

i
~ Ora Structure Mass Hire Employee USF

Chanage
— Update Reports To { Add a New Value
— Mass Reports to Update
— Address Processing .
- Adjudication Infarmation EmpllD:
— Schools Empl Red Nbr:| 0
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Reset
— Mass Actions
— Departmental Transfer
— Emplovee Security
Clearance

I» Position Management

[» Payroll Documents

I HR Reports

I» Payroll Processing

[ Training Adrministration

I> Manage Performance

I» Non-Employee Processing

I Time and Labor

[» Workforce Development

[» Organizational Development

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD}

[ EmpowHR User Security
(HD}) ~

New Window | Help | &,

NEW

Add

3. Verify the default of New in the EmplID field.

4. Verify the default of 0 in the Empl Rec Nbr field.

5. Click the Add button. The Data Control page displays.
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!__::?E:f;{,‘ﬁl@ Home | Workiist | MultiChannel Console | Add to Favorites
=13
Mew Window | Help | Customize Page | 15,
{ Data Control {_PersonalData | Job " Position | Compensation |” Emplayment 1 " Employment2 )" Benefit Data |
EmpliD:  NEW Empl Red Nbr: - 0
Eind 1 view Al First (4] 1 or1 [F Last
Effective Date: el Proposed Effective Date: El Go Ta Row =
Effective Seq Transaction Status
Auth Date 0912912008 |5 Contact Emplid: Q
*Action: Hire paRstaws: N initiated
*Reason Code: Q Agency Type Federal A
NOA Code: Q
Authority (1): Q
Authority (2): Q
NTE Date: 5/ pARRequest#
M PAR Remarks  Award Data  Tracking Data Justification
GPPA Website
Add Atachment
& save | ‘ (=5 Next tab s Add
Data Control | Personal Data | Job | Position | Compensation | Employment 1| Employment 2 | Benefit Data
6. Enter or select an effective date for the new hire in the Effective Date field.
7. Enter or select an authentication date for the new hire in the Authorization Date field.
8. Enter or select a reason code for the new hire in the Reason Code field.

9. Confirm the agency type in the Agency Type field.

10.  Enter or select the nature of action code in the NOA Code field.

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

12.  If applicable, enter or select the not to exceed date in the NTE Date field.
13.  Enter the personnel action request number in the PAR Request # field.

14.  Select the PAR Remarks link. The PAR Remarks page displays.
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PAR Remarks

EmpID  NEW Empl Red #
Effective Date 00/04/2008 Effseq NOA Code
Find | view Al First 4] 1.or1 [M] Last
Remark CD: =
Q Insertion Required
oK cancal

15. Enter or select the remark code in the Remark CD field.

16. Edit the remarks.

17. Click the OK button. The Data Control page displays.
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&

Procedure: Hire an Employee — Completing the Personal Data
Page

Select the Personal Data tab. The Personal Data page displays.

.!.__kl:(.ﬂ.@ Home | Workiist | MultiChannel Console | _Add to Favorites | _Sign g
=13

Mew Window | Help | Customize Page | o5,

[ Data Control | PersonalData | Job | Position | Compensation | Employment 1 | Employment2 | Benefit Data |

EmpliD:  NEW Empl Red# 0
Find | View Al First (] 1 o1 [ Last
Effective Date: Transaction# |Seq PAR Status: Initiated =
NOA Code: Action Type:  Hire Empl Status:  Active
First: Middle:
Last: Suffix: o
Name:

Pref First Name

=
Gender: O Male @ Female *Country: United States
. ¥
Draft Status: Citizenship: 1@ US Citizen/Naturalization
“Date of Birth: 21
Disability Code: 05 |\ No Handicap RNO: Q
Date of Death:
[Hispanic [ native American [ asian [l african American [ Hawaiian Pacific Islander [white
Additional Birth Infa Address Info Phone Mbrs Veterans Info Marital Info Education Details
Country: |HSA & *Type/Description: | PR b SSH:
B save | Previuustab‘ (5 Mext tab B Add

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

Enter the first name in the First field.

Enter the last name in the Last field.

Select the Gender from either the Male radio button or Female radio button.

Enter the date of birth in the Date of Birth field.

Enter of select a disability code in the Disability Code field.
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7. Enter or select a Race or National Origin in the RNO field.
8. Enter or select citizenship status in the Citizenship Status field.
9. Enter the Social Security Number in the SSN field.

10.  Select the Address Info link. The Enter Address Information page displays.

Enter Address Information

EmpliD:  NEW |

PAR Records will not be marked Ready if you Edit or Insert an Address Record.

Address Information Find First [4] 1 o1 ] Last
Effective Date: ’— _| 4
Record Origin: HR Entered Online Transaction Status:

Only Enter If Not Using Direct Deposit

Address 1: Address 1:
Address 2: Address 2:
Address 3: Address 3:

city: r  a City: Q
State: [ State:

Zip Code: Zip Code:

County: County:

Country:  [USA O United States Country:  |USA @ United States

OK Cancel

11.  Enter the street address on the Address 1, Address 2, and Address 3 lines.
12.  Enter the city in the City field.

13.  Enter the state in the State field.

14.  Enter the zip code in the Zip Code field.

15.  Confirm the county in the County field.

16.  Confirm the country in the Country field.

17. Click the OK button. The Personal Data page displays.
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e Procedure: Hire an Employee — Completing the Veterans
Information

1. Select the Veterans Info link. The Veterans Info page displays.

Veterans Info

Veterans Preference: MNone 3

Veterans Status: Nota Veteran v
Uniformed Service: v

Military Separation Status: *|  military Grade: v
Military Service Start Date: i End Date: b
Reserve Category: MNone v

Creditable Military Service:
[ notify Military Pay Center

Veterans Preference RIF | Non-Vetern »
[T mititary Service Verified

[ pisabled Veteran
2. Select a veteran preference from the Veterans Preference drop-down list.
3. Select a veteran status from the Veterans Status drop-down list.
4. Select a military branch from the Uniformed Service drop-down list.
5. Select a military separation Status from Military Separation Status the drop-down list.

6. Select a military grade from Military Grade the drop-down list.

7. Enter or select the date military service began in the Military Service Start Date field.
8. Enter or select the date military service ended in the End Date field.
9. Select a uniform service status from the Reserve Category drop-down list.

10.  Enter the creditable military service in the Creditable Military Service field.
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11.

12.

13.

14.

15.

HIRE ACTION

Select a veteran preference reduction in force from the Veterans Preference RIF drop-
down list.

If applicable, select the Notify Military Pay Center checkbox.
If applicable, select the Military Service Verified checkbox.
If applicable, select the Disabled Veteran checkbox.

Click the OK button. The Personal Data page displays.
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Procedure: Hire an Employee - Completing the Education
& Information

1. Select the Education link. The Education Details page displays.

Education Details

Find | View All_ First 4] 4 o1 [ Last

Highest Level of Education is displayed first. Highest Level of Education is transmitted to NFC.

EmpllD  MNEW

*Education Level: Q
v

Year Acquired

** Enter only for Post High School Education

Education Major

Major Specialization

Country: USA Q& State: Q
School Code: Q
OK Cancel

2. Enter or select the education level in the Education Level field.
3. Select the year the education level was acquired from the Year Acquired drop-down list.
4. Select the education major from the Education Major drop-down list.
5. Select the major specialization from the Major Specialization drop-down list.
6. Enter or select the school country in the School Country field.
7. Enter or select the school state in the School State field.
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8. Enter or select the school in the School Code field.

9. Click the OK button. The Personal Data page displays.
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& Procedure: Hire an Employee — Completing the Job Page

1. Select the Job tab. The Job page displays.

_ ome Wnrkhst _g out

Mew Window | Help | Customize Page | o5,

B o ETEL)

=13

[ DataControl |/ PersonalData | Job Y _ Position | Compensation | Employment 1 | Employment2 | Benefit Data |

EmpliD:  NEW Empl Red#: 0

First [4] 1 of4 [*] Last

Effective Date: Transaction# |Seq PAR Status: Initiated

+
NOA Code: Action Type:  Hire Empl Status:  Active =
Position: Q - - Position Management Record
Refresh Position Data O position Override
Job Code: - -
Agency: Losing/Gaining Dept.: Q
Sub-Agency:
Business Unit:  STDBU Standard BU for USDA
Department:
Location; Departmental Hierarchy
Tax Location: FY: Detail
NFC Job Information
Previous Class Action b

Previous Sub-Agency Q

B zave | [=] Motify | Previous tab | (S Mext tab Sk Add

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

2. Enter the position number in the Position field. The remaining job related field populates.

3. Enter the losing or gaining department in the Losing/Gaining Dept field

4. If applicable, select the NFC Job Information link. The NFC Job Information page
displays.
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'a__:';?ﬂff;{,"ﬁ. D Home Worklist Sign out
3

Mew Window | Help | Customize Page | 15,

NFC Job Infermation

Previous Sub-Agency: Q

Classification Action Code: v

Retained Occup Function: -
Retained Occup Series: Q

LI Coverage Amt {In Thousands):

TSP Eligibility: w

Annual Leave Category: - Leave Earning Status

Salary Share Code: Mot Applicable w [ annual Leave 45-Day Indicator

COLA/Post Differential: Mone hd

special Employee Pay Code:| MOT APPLICABLE L

Wage Board Shift Rate:

Quarters Deduction Code: - Quarters Deduction Amount:

0K Cancel

5. Enter or select a previous sub-agency in the Previous Sub-Agency field.
6. Select a classification action code from the Classification Action Code drop-down list.
7. Select a retained occupation function from the Retained Occup Function drop-down list.
8. Enter or select retained occupation series in the Retained Occup Series field.
9. Enter a life insurance coverage amount in the LI Coverage Amt (In Thousands) field.

10.  Select the thrift savings plan eligibility from the TSP Eligibility drop-down list.
11.  Select the annual leave category from the Annual Leave Category drop-down list.
12.  Select the salary share code from the Salary Share Code drop-down list.

13. Select the COLA or post differential from the COLA /Post Differential drop-down list.
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14.  Select the special employee pay code from the Special Employee Pay Code drop-down
list.

15.  Enter the wage board shift rate in the Wage Board Shift Rate field.

16.  Select the quarters deduction code from the Quarters Deduction Code drop-down list.
17.  Enter the quarters deduction amount in the Quarters Deduction Amount field.

18.  If applicable, confirm the Leave Earning Status checkbox is selected.

19. If applicable, select the Annual Leave 45-Day Indicator checkbox.

20. Click the OK button. The Job page displays.
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HIRE ACTION

& Procedure: Hire an Employee — Completing the Position Page

1. Select the Position tab. The Position page displays.

US Dept of Agriculture
f.;f.ﬁ];@ Home WWorklist Sign out

Mew Window | Help | Customize Page | 15

" Position { Compensation | Employment1 | Employment2 | Benefit Data

[ Data Contral ' PersonalData | Job

EmpliD: NEW Empl Red#: i)
First [4] 4 or 1 [*] Last
Effective Date: Transaction# |Seq PAR Status: Initiated
NOA Code: Action Type:  Hire Empl Status:  Active =
LEO Position: SF-113G Ceiling  *Reguiar Shift:
POI: |:| USDA - OCFO - NFC Rate | Factor: I:I l:l
Pay Group: MNFC MFC Biweekly
Pay Frequency: BiweeklyB Holiday Schedule: |:|Q
Earnings Program: GS Type Appt: | V|
fod: Q
WWork Period: Posn Occupied:
“Employee Type: Q Salaried Work Schedule: | Full Time v
Fund Source *FLSA Status: *Job Indicator:

E ployee. Not Applicabl |
Classification: \dds to FTE Actual Count
Standard Hours: 40.00 FTE:

*Reg/Temp:

Supervisor Level: Al Other Positions

[ErAdd

B save | [=] notify | Previous tab | (= Next tab

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data
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US Dept of Agriculture

Add to Favorites

Home | Workiist | MultiChannel Console

Mew Window | Help | Customize Page | 15,

[ Data Control | PersonalData | Job | Pesition Y Compensation | Employment1 | Employment2 | Benefit Data

EmpliD:  NEW Empl Rcd#: 0
First 4] 4 of 4 (M Last

Effective Date: Transaction# /Seq PAR Status: Initiated

NOA Code: Action Type:  Hire Empl Status:  Active =]
LEO Position: SF-113G Ceiling  “Regular Shift; | MotApplicable -

Pay Group: NFC

Pay Frequency: Holiday Schedule: l:lq

- w
Work Period: |:| Q Type Appt: | |
Posn Occupied: | v |

“Employee Type: |8 |2 Salaried Work Schedule: | v

Fund Source +FLSA Status: (Invalid Value) % = joh Indicator:
Employee NotApplicable |+ Adds to FTE Actual Count

C X

*Reg/Temp: Regular b Standard Hours: l:l FTE:
Supervisor Level:

Special Position l:lQ

Code

B save | Prewuustab‘ =% Next tab | By Add

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

2. Confirm the Personnel Office Id in the POI field.
3. Select the type of appointment from the Type Appt drop-down list.

4. Confirm the typical work schedule from the Work Schedule drop-down list.
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Procedure: Hire an Employee — Completing the Compensation

& Page

1. Select the Compensation tab. The Compensation tab of the Hire Employee page
displays.
!_'L?H-f;ﬂ]@ Home | Workiist | MultiChannel Console | _Add to Favorites | Siano
E»
Hew Window | Help | Customize Page | o2,
/ Data Control | PersonalData }*  Job _} Position | Compensation | Employment1 } Employment2 | BenefitData |
EmplD:  MEW Empl Rcd#:
|Compensation Data Find | View All First 1] 10f1 [H Last
Effective Date: Transaction# |Seq PAR Status: Initiated
NOA Code: Action Type:  Hire Empl Status:  Active =
Pay Rate Determinant: | Regular Rate -0 b Pay Basis: PerAnnum |+
Pay Plan /*Table/Grade: Q Q Q Step: 1|Q Step Entry Date: Eﬂ
Rind PP/TablelGrade: Q Q QU step: | 0|4 Grade Entry Date: [
Variable FT Reg Tour of Duty
Retention Rights End Date El
Retained Occ Series Code Q.
Retained Occ Functional Code v
Retained Pay Table &} Retained Grade Q
Base Pay: Compensation Frequency: Annual
Locality: 0.00 Annuity Offset Amount:
Adjusted Base Pay: [l genefit Base Override  FEGLI Base:
Total Pay:
Other Pay Information Expected Pay Accounting Info
B save Previous tab Mext tab [Er Add
Data Control | Personal Data | Job | Position | Compensation | Emplovment 1| Employment 2 | Benefit Data
2. Confirm the pay rate determinant in the Pay Rate Determinant field.
3. Confirm the pay plan in the Pay Plan field.
4. Confirm the grade in the Grade field.
5. Confirm the step in the Step field.
6. Confirm the step entry date in the Step Entry Date field.
7. Confirm the base pay in the Base Pay field.
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Procedure: Hire an Employee — Completing the Employment 1
& and Employment 2 Pages

1.

Select the Employment 1 tab. The Employment 1 tab of the Hire Employee page
displays.

Exegpal ':Di i Home Workiist Sign out
3

Mew Window | Help | Customize Page | 15,
/ Data Control | PersonalData | Job Y Pesition | Compensation | Employment1 | Employment2 | Benefil Data |
EmpliD:  MEW Empl Rcd& 0
Employment Data 1 Find | view Al First [ 1 o4 ] Last
Effective Date: Transactiond# /Seq PAR Status: Initiated
NOA Code: Action Type:  Hire Empl Status: Active =
EOQD Dt: Hire NTE Dt: Exp Dates
Rehire Dt: Separation Dt: Next Review Dt: Appt Data
Leave: 2] Retire: | ConvBegin Date:
RIF: El TSP: 5 | career Tenure Date: il
WG Due Date: SevPay: 5
& save | (=] Notity | @ Previous tab | 3 Next tab EkAdd
Data Control | Personal Data | Job | Position | Compensation | Emplayment 1 | Emplayment 2 | Benefit Data

2. Enter the SCD leave date in the SCD Leave field.

3. Enter the SCD retire date in the SCD Retire field.

4, Enter the SCD reduction in force date in the SCD RIF field.
5. Enter the SCD TSP date in the SCD TSP field.
6.

Enter the career tenure date in the Career Tenure Date field.

Select the Employment 2 tab. The Employment 2 page displays.
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10.

Evipcow 1)

=13

US Dept of Agriculture

HIRE ACTION

Worklist Sign out

Mew Window | Help | Customize Page | 15,

[ Data Control | PersonalData | Job

' Posiion )" Compensation " Employment 1 | Employment 2 ' Benefit Data

Employment Data 2

NOA Code: Action Type:

Bargaining Unit:

Union Code:

1=

Union Anniversary Date:

Tenure:

N
Supervisor ID l:lQ

Emp Probation Period Date

EmpliD:  NEW Empl Red#: 0

Effective Date: Transactiond# |Seq PAR Status:

Hire Empl Status:

Eligible but notin a bargaini

I

First ] 4 of 1

Initiated
Active

LastDateworked | &

Begin Date: Ex
Expires Date: L

e
Supervisor ID I:lo\

SupviMar Prob Period Reqrd

M | act

FHE

l:lg Supv/Marl Prob Period Date [31

Salary Share Code‘ Mot Applicable

Coop Share Amt I:I

Coop Holiday Rate

B save | [=] notify | Previous tab | (=8 Mext tab

~| Coop Overtime Rate

Probation Dates Mon Pav Data Security Info

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

[ErAdd

Select the tenure from the Tenure drop-down list.

Enter the employee probation period date in the Employee Probation Period Date field.

Select the Non Pay Data link. The Non Pay Data page displays.
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Non Pay Data

NOA Code:

Expiration Date: Last Date Worked:
SCD Hours: Probation Hours: Career Tenure Hours:
OK Cancel

11. Enter the last date worked in the Last Date Worked field.

12.  Enter the service computation date hours in the SCD Hours field.
13. Enter the probation hours in the Probation Hours field.

14. Enter the career tenure hours in the Career Tenure Hours field.

15.  Click the OK button. The Employment 2 page displays.
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Procedure: Hire an Employee — Completing the Benefit Data
& Page

1. Select the Benefit Data tab. The Benefit Data page displays.

US Dept of Agriculture

Brrow K IR

Home | Worklist | MultiChannel Console | _Add to Favories

=13

Mew Window | Help | Customize Page | /&,

J Data Contral } PersonalData | Job ' Posiion " Compensation " Employment 1 | Employment2 ' Benefit Data

EmpliD:  NEW Empl Red#: 0
Effective Date: Transaction# /Seq PAR Status:  Initiated =
NOA Code: Action Type:  Hire Empl Status: Active
O 1-Enrolled
O 24neligible
O 3-Waived

@ 4.Eligible - Pending

) 6-Court Ordered-Enrolled

O 7-Court Ordered-Eligible Pend

) 8-Court Ordered-Self to Family

) 5.Cancelled

[ Transmit Blanks to NFC but Retain value in EMPOWHR
FEHBDate: | |&

TSP Eligibility | v
[ Transmit Blanks to NFC but Retain value in EMPOWHR Explanation of TSP Eligibility Codes
FEGLI Code: [co e gasicony

Post 65 Basic Life Reduction: | |,
O Living Benefits Living Coverage Amount: I:l FEGLI Coverage Amt: I:l
[CJFEGLI Court Order

AL Cat Cd: AL45Days [ Earn Leave During Pay Period

ForeignLang%: | COLAANDIOF IPost Diff Code: | None v
Allowance %: l:l Quarters Deduction Code: | b |
Spcl Empl Cd Q NOT APPLICABLE Quarters Deduction Amount:

Wage Board Shift Rate Var: | |

Retirement Plan: :|Q

FERS Coverage: ~]
FERS Prev Cov Ind ]

Previous Retirement Coverage:

Annuitant Indicator: EO\ Mot Applicable

Annuity Commencement Date: | |5

CSRS Frozen Service: 0000

CSRS Prev Cov Ind O DatecBPORetSch| |

Retirement / Termination Info

[El save | @ Previous tab |

Data Control | Personal Data | Job | Position | Compensation | Employment 1| Employment 2 | Benefit Data
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2. Select the FEHB Eligibility Eligible — Pending radio button.

3. Select the Thrift Savings Plan eligibility code from the TSP Eligibility Code drop-down
list.

4. Enter the Federal Employees Group Life Insurance code in the FEGLI Code field.
5. Select the A/L category code from the A/L Cat Cd drop-down list.
6. Confirm the Earn Leave During Pay Period checkbox is selected.

7. Confirm the COLA and / or post difference code in the COLA And/Or Post Diff Code
field.

8. Enter the special employee code in the Spcl Empl Cd field.

9. Enter the retirement plan in the Retirement Plan field.

10.  Select the FERS coverage from the FERS Coverage drop-down list.

11.  Confirm the previous retirement coverage in the Previous Retirement Coverage field.
12. Confirm the annuitant indicator in the Annuitant Indicator field.

13.  Click the Save button. The employee record saves, and the EmplID generates.
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HR PROCESSING

& Procedure: Updating an Employee Record

1. Select the PAR Processing menu group.

2. Select the HR Processing component. The HR Processing USF — Find an Existing
Value page displays.

;;::__\,Ll'il{)

I PAR Processing -
— Action Table Setup
— Hire Emplovee .
— Org Structure Mass HR Processing USF

Change Enter any information you have and click Search. Leave fields blank for a list of all values
— Update Reports To
— Mass Reports to Update {m
— Address Processing
— Adjudication Information
— Schools EmpliD: begins with «

— HR Processing Empl Red Nbr: _ E

_ ome Wnrklist S'n out

New Window | Help | &,

Name: begins with s
— Cancel Applied Action
— History Override Last Name: begins with |+
~ Undate NFC Flags Social Security Number: =
— Create New Oprid
— Employee Password Resef] Sub-Agency: begins with » Q.
- Bgigmz“;ﬂq; Transfer [include History [[]Correct History [ Case Sensitive
— Emplovee Security

Clearance Search Clear ics =) saes i

b Position Management Q Q Basic Search Save Search Criteria

[» Payroll Documents

I HR Reports

I» Payroll Processing

[ Training Adrministration

I> Manage Performance

I» Non-Employee Processing

I Time and Labor

[» Workforce Development

[» Organizational Development

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD}

[ EmpowHR User Security
(HD}) ~

$ NOTE: THE SOCIAL SECURITY NUMBER SEARCH FIELD MUST CONTAIN AN INDIVIDUAL'S
@ ENTIRE 9-DIGIT NUMBER.

3. Enter the search criteria for the desired employee record.

4. Click the Search button. The Search Results display.
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HR PROCESSING

5.

HR Processing USF
Enter any information you have and click Search. Leawve fields blank for a list of all values.

[ Find an Existing Value |

EmplID:  begins with ||
Empl Red Nbr: |= = |
Name: [ hegins with _» ||
Last Name: | begins with _w | [TRAI

Social Security Number: = |
Sub-Agency: | begins with _» | | Q,
" Include History [ Correct History [ Case Sensitive

Search | Clear IEIEISiI: Search Save Search Criteria

Search Results
Only the first 300 results can be displayed. Enter mare information above and search again to reduce t

Wiew Al 1-100 of 200 |I| Last
EmpliD Empl Rcd Hbr Harmme Last Hame Middle Hame National ID Format Sub-Agency
1785380 CINDY TRAIMIMNG TRAIMING (klank) HRHHE0300 a0
17853490 CIMDY TRAIMNIMG TRAIMING hlank) MM 0299 a0
1785400 CIROY TRAIMIMG TRAIBING klank) AR08 an
1785410 CIMDY TRAIMNIMG TRAIMING hlank) MR 02aT a0
1785420 CINDY TRAIMIMNG TRAIMING (klank) HOD 02 HE a0

Select the link for the desired employee record. The Data Control page displays.
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{ Data Control | FersonalData y°  Job " Position | Compensation | Employment 1 Employment 2 Benefit Data

TRAINIMNG, CINDY EmpliD: 178552 EmplRcd Mbr: 0

Effective Date: [0304/2007 Proposed Effective Date: [190412007 =
Effective Seq |_1 F Transaction Status |App"9d v l
Auth Date |U3f 0472007 Contact Emplid: l—

*Action: PR Reassignment'Caonversian PAR Status: FRO Processed

*Reason Code: IF'RO Agency Type I Federal | =

NOA Code: I?21 Reassignment
Authority (1) |M3M |REG 335.102/AG CITE |

Authority 2 | | |
NTE Date: | PAR Request # |1

Print 5F-52 | PAR Rernarks  Award Data  Tracking Data Justification

Print SF-50 | GPPA Wehsite

B save | SiReturnto Search | 4] Previous in List | +E] Mext in List Previous tak Mext tab UpdateDisplay | | & Include History | | [ Correct History

Drata Contral | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

0. Click the + button to insert a new action. The new action displays.

Data Control | PersonalData | Job Y Posiion | Compensation | Employment1 ) Employment2 | Benefit Data |

TRAIMING, CINDY EmplD: 178552 Empl Red Nbr: o
¥

Effective Date: o] Previous Effective DateProposad | o] 60 To Roy =

Effective

Date;

Effective Seq l_ l_ B~ Transaction Status umgresE:lv
Auth Date 03i04i2007 [5) Contact Emplid: Q I” Rollback Indicator View Current SING Errors
*Action: a Reassignment/Gonversion PAR Status: PROQ  Processed
‘Reason Code: | | QL Agency Tyne Federal 7]y o Tiauan Comments

NOA Code: l_ Q NOA Code Prev: l—
Authority (1): I_Q I I Auth (1) Prew: l—

Autharity (2): a | f 2nd Auth Prev:
NTE Date:  paRRequesty |1 I waork Study Program
Print SF-52 | Frocess Monitor  PAR Remarks Award Data  Tracking Data  Justification jystification
Comments
Print&F-50_| Validate Eus | view EditEnors  GPPAWebsile
Agd Atachment| Red Pencil |
B save | £\ Return to Search | 4[| Previous in List | 4[] Mext in List Previoustab | (=9 MNext tak UpdsteDisplay || Include History | B2 Correct Histary

Jata Control | Personal Data | Job | Position | Compensation | Emplovment 1 | Emplovirent 2 | Benefit Data

7. Enter the appropriate effective date in the Effective Date field.

8. Enter the appropriate authorization date in the Auth Date field.
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'* NOTE: WHEN ADDING MORE THAN ONE ACTION FOR THE SAME EFFECTIVE DATE, THE

@ ACTIONS MUST HAVE SEQUENTIAL AUTHENTICATION DATES.

0. Enter the action in the Action field.

10. Enter the reason code in the Reason Code field.

11. Confirm the nature of action code in the NOA Code field.

12.  Complete all other appropriate fields for the action.

13. Select the Justification link. The PAR Justification page displays.

PAR Justification

EmpliD: 178442 EmplRed#: 0 TRAINING,CINDY 88N 00600286

Effective Date:  10/23/2003 Transaction # [ Sequence: Transaction Status: InProgress

Action:

on PARStatus:  PRO FProcessed

Reason Code:

NOA Code:

Not To Exceed Date:

Contact: | Q

Par Justification:
=l
[ |

oK | Cancell

14.  Enter or select a contact in the Contact field.
15.  Enter a reason in the PAR Justification field.
16.  Click the OK button. The Data Control page displays.

17.  Select the Tracking Data link. The PAR Tracking Data page displays.
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PAR Tracking Data

EmpliD: 178452 Empl Rcd#: 1] TRAINIMNG, CIMDY

Effective Date: 10/23/2008 Transaction Transaction Status InFrogress
#/Sequence

Action: PAR Status: FRO Processed

Reason Code:

HOA

First [1] 1of 1 [v] Last

Tracking Data
Tracking Data " User Information

Customize | Find | i

Y Comments

*Action Taken  Action Dt Ovide PARStalus  User ID Querride Operator Emilic of Name
Emnlld Tracklng Row
10/23/2009 ] PRO EMPTD229 ] 173438 CINDY TRAINING

NFC Authentication Date: I
OK Cancel |

18. Review the PAR Tracking Data page to determine the audit trail of the PAR.
19.  Click the OK button. The Data Control page displays.

20. Click the Save button. The action saves with a Transaction Status of NFC-Ready.

* NOTE: ACTIONS WITH AN NFC STATUS OF NFC READY OR READY FUTURE CAN BE EDITED
@ UNTIL SENT TO NFC.
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INDIVIDUAL TIME OFF AWARD

& Procedure: Completing an Individual Time Off Award

1. Select the PAR Processing menu group.

2. Select the HR Processing component. The HR Processing USF — Find an Existing
Value page displays.

Eneoua i 1)

I PAR Processing -
— Action Table Setup
— Hire Emplovee .
— Org Structure Mass HR Processing USF

Change Enter any information you have and click Search. Leave fields blank for a list of all values

— Update Reports To
— Mass Reports to Update {m
— Address Processing
— Adjudication Information
— Schools EmplIiD: begins with |+

Empl Rt o —3
— Update Applied Action
— Correct Applied Action Name: begins with s
— Cancel Applied Action
— History Override Last Name: begins with |+
~ Undate NFC Flags Social Security Number: =
— Create New Oprid
— Employee Password Resef] Sub-Agency: begins with » Q.
— Mass Actions
— Departmental Transfer [include History [[]Correct History [ Case Sensitive
— Emplovee Security

Clearance Search Clear ics =) saes i

b Position Management Q Q Basic Search Save Search Criteria

[» Payroll Documents

I HR Reports

I» Payroll Processing

[ Training Adrministration

I> Manage Performance

I» Non-Employee Processing

I Time and Labor

[» Workforce Development

[» Organizational Development

[> Transit Subsidy

[ EmpowHR Setup Tables

_ ome Wnrklist S'n out

New Window | Help | &,

(HD)
[ EmpowHR User Security
G R =
3. Enter the search criteria for the desired employee record.

4. Click the Search button. The Search Results display.

5. Select the link for the desired employee record. The Data Control page displays.
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7.

8.

INDIVIDUAL TIME OFF AWARD

Home

Mew Window | Help | Gustamize Pane | 15,

{ Data Control {_Personal Data |~ Job

" Position} Compensation | Employment1 | Employment 2 | Benefit Dala_|

TRAINING,CINDY EmpliD: 178604 EmplRed Nbr: 0

Proposed Effective Date: |13/04/2007
Contact Emplid:

Reassignment/Conversion

Effective Date: [12/0/2007
ettectve seq | 1] | 1

MthDate 02072007
=Action: #FR

“Reason Code: |PRO

NOA Code: 74 Reassignment
Authority (1 [N3M [REG 335.102086 CITE |

Authority (2): I I
NTE Date: PARRequest# |1
Print SF-52

Print SF-50

PARStatus: |70
Agency Type

GPPA VWebsite

B save | E\Return 1o Search | 5] Previous in List | 4] Mest in List Frevious tab | | Next tab |

Transaction Status

PAR Remarks  Award Data  Tracking Dala

Go To Row
Applied

Processed

Federal bt

Justification

LlpdateJDisp\syl A Include History | [5# Correct History

Data Control | Personal Data | Job | Position | Co

on | Employment 1 | Employment 2 | Benefit Data

Click the + button to insert a2 new action.

2 =)

=3

Mes Wilndow | Help | Customize Page | &,

{ Data Control {__PersonalData j~  Job

| Position} Compensation § Employment1 ) Employment2 ) BenefitData |

TRAINING,CINDY EmpliD: 178604

Empl Red Nbr: a

Effective Date: ‘

Previous Effective DateProposed

Effective
Date:
Effectveseq | | | ™ Revieweu
AuthDate  [03042007 [ contact Empli: Q
*Action: l—o\ Reassignment'Conversian PAR Status:
*Reason Code: l— Q Agency Type
WoACode: | @
authoriy (1 | Q| I
authoriy 2 | | I
NTE Date: E  paRReguests | I™ wark Study Program
Print SF-52 Process Monitor ~ PAR Remarks
Print 5F-50 | Walidate Edits | View Edit Errors  GPPAWebsite
Add Attachmen| Red Pencil |

B save | ELReturn o Search | 5] Previous in List | +E] West in List Frevious tab | | 3 Next tab

Data Contral | Personal Data | Job | Position | Campensation | Emplayment 1 | Emploviment 2 | Benefit Data

G0 To Row =

InPragress -

View Current SING Errors

Transaction Status
I Rollback Indicator

FROQ  processed
Federal :'v Edit PAR Tracking Comments
NOA Cade Prev:

Auth (1) Prev:
2nd Auth Prev:

Award Data  Tracking Data  Justificalion {ystification
Comments

UpndateiDisplay | 2] Include History | [5# Correct History

Enter the appropriate effective date in the Effective Date field.

Enter the appropriate authorization date in the Auth Date field.
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9. Enter AWD (Award) in the Action field.

10.  Enter 029 (Indiv Time Off Award) in the Reason Code field. The NOA Code of 846
Individnal Time Off Award autopopulates.

11.  Enter 999 No Legal Authority Code Required in the Authority (1) field.

12. Select the Award Data link. The Award Data page displays.

Award Data
EmpliD: 151974 Empl Rcd# o Effective Date 09/05/2008 11
Action: AWD Award
Reason Code: Indiv Time Off Award
Authority (1): 999 Mo Legal Authority Code
Authority (2):
Award Code: C029 O
From Date = To Date =
Hours:
Number of Persons: Tang ! Intang: Mot Applicable v

Case Number: First Year Savings:

Use Stored Accounting Code ) Pay andior process to W-2
O For Personel Action anly
Sub-Agency Charged:

Accounting Station
Charged:
Accounting Distribution:

Address Ind: hd

AddressLine1: |

Address Line 2: ‘

City: ’_

State: ’7

Postal Code: ’7

OK Cancel

13. Enter the from date in the From Date field.
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14.  Enter the to date in the To Date field.

15.  Enter the hours in the Hours field.

16.  Enter the case number in the Case Number field.

17.  Enter the justification for the award in the Justification text box.

18. Click the OK button. The HR Processing page displays.

US Dept of Agriculture

i 1)

LE Home Vorklist Sign out
3

New Window | Help | Customize Page | /5,

{ Data Control {_PersonalData | Job " Position | Compensation |” Employment 1 " Employment2 ) Benefil Data

Smith,Harold JAY EmpliD: 151974 Empl Red Nbr: 0

wal  First (1) 1 o2 O Last

Effective Date: |09/05/2008 [ Proposed Effective Date: 09/05/2008 [ GoTo Row =
Effective Seq l:l Transaction Status
Auth Date 0910512008 [ contactEmpli: | |

“Action: AND QU aarg PAR Status: O\ Processed
*Reason Code: 029 . jngiy Time Of Award Agency Type

NOA Code: Individual Time Off Award

Authority (1): 999 Q |N0 Legal Authority Code |Required |

Authority (2): Q | | |
wevate: | | parpequests | |

Print SF-52 Process Monitor  PAR Remarks
g GPPA Website
Add Attachment

Award Data Tracking Data Justification

B save | 2 Return to Search | +E] Next in List Next tab JA Incluge History | [ Correct History

Data Control | Personal Data | Job | Pesition | Compensation | Emplovment 1 | Emplovment 2 | Benefit Dats

19.  Click the Save button. The action saves with a Transaction Status of NFC-Read)y.
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WHO HAs THE PAR

The Who Has the PAR component has two tabs:
e Where is the PAR - shows an employee has an open/active action and to whom it is assigned.

e Show all Worklists - shows the historical worklist items associated with the selected employee

& Procedure: Viewing the Who has the PAR Component

1. Select the PAR Processing menu group.

2. Select the Who has the PAR component. The Who Has the Worklist — Find an
Existing Value page displays.

US Dept of Agriculture

Enis o L)

= PAR Processing ~ New Window | Helo | B
— Action Table Setup 1 | I
— Hire Emplovee
— MMA Dynamic CPDF File

MultiChannel Console | _Add to Favories

Who Has the Worklist

Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File

Process Find an Existing Value '
— Ora Structure Mass

Change
— Update Reparts To EmpliD: | begins with « H

— Mass Reports to Update
— Address Processing Empi Red Nbr: |

|

= ¥ | |

— Adiudication Information Hame: |begins with vH |
|

— Schoaols
- Applicant Hire Last Name: |begins with [

:AEREIZETS?EEI Action — _ Search Clear | Basic Search (&l Save Search Criteria
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Reset
— Mass Actions
— Departmental Transfer
— Emplovee Security
Clearance
[» Position Management
[ Payroll Documents
I» HR Reports
[> Recruiting
[ Payroll Processing
[» Training Administration
[- Manage Performance w

3. Enter the appropriate search criteria.

4. Click the Search button. The search results display.
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uEAre)

[ Emplovee Self Service d

[ Manager Self Service

= PAR Processing
— Hire Employee
— Update Reports To
— Mass Reports to Update
— Address Processing
— Adjudication Infarmation
— HR Pracessing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update MFC Flags
— Create Mew Oprid
— Emplovee Password Recet
355 Actions

— Departmental Transfer
— Emplaovee Security
Clearance

[ Position Management

[> Payroll Documents

[» HR Reporis

[ Rectuiting

[ Payroll Processing

[> Manage Perfarmance

[* Mon-Employee Processing

[> Time and Labor

[ Morth American Payrall

[> Payroll Interface

[ Workforce Development

[ Organizational Development

[ Lahor Relations

[ EmpowHR Setup Tahles
(HDY

WHoO HAs THE PAR

Wheo has the PAR
Enter any information you have and click Search. Leave fislds blank for a list of all values.

Find an Existing Value

EmpliD: [begins with =[]
Empl Rcd Mbr: |= =
|begin5 with;”
|begins with = | [TRal

Search | Clear |Basic Search Save Search Criteria

Name:

Last Name:

Social Security Humber: =

Search Results

Only the first 300 results can be displayed. Enter more infarmation above and search again to reduce the number of search results
1-100 of 300 [}] Last

Wie All

mpllD Empl Red Nbr Name Last Name Middle Name National ID Format
17853810 CINDY TRANIMNG TRAIMING (blank 0300
17859390 CINDY TRANIMNG TRAIMING (blank 0209
1785400 CINDY TRAMNING TRAIMING (blank

1785410 CINDY TRAMNING TRAIMING (hlank

1785420 CINDY TRAMNING TRAIMING (blank

1785430 CINDY TRAMNING TRAIMING (hlank

178544 0 CINDY TRAMNING TRAIMING (blank

1785450 CINDY TRAMNING TRAIMING (hlank

178546 0 CINDY TRAMNING TRAIMING (blank 0282

Select the desired employee. The Where is the PAR page displays.

Exipow T 110

B3

Mew Window | Help | Custornize Page | 15,

Who has the PAR? |__Show All Wiorklisis |,

Name CINDY TRAINING EmpliD 178643
Effective Date  11/03/2009 Effective
Sequence
Action
Assighed To Available or
Selected

Rvailahle Selected
Date/Time Date/Time
Sent by

NO ONE has a worklist for this empioyee. If someone should, piease cali the L EADS team at

7-5657.

[=] Mtify

Who has the PAR? | Show All Warklists

Review the Worklist information for the employee’s PAR.

Select the Show all Worklists tab. The Show all Worklists page displays.
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Enpeow TR

S

Mew windaw | Help | Customize Page | 15

Who has the PAR? | Show All Worklists |

forklist Information nd | Firat [4] 1 of 1 [ Last
Hame CINDY TRAIMING EmpliD 178547
[Effective Date  10/28/2009 Effective

Sequence

Action

Originator Available

OperlD Date/Time

Assigned To Selected

Status

Business Instance ID

Process

Name

\Work List Transaction ID

Name

. ______________________________________|
=] potity R

Wiho has the PART | Show All Warklists

8. Review the historical Worklist information for the employee.
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PAYROLL DOCUMENTS

Learning Objectives:

Defining Payroll Documents

Processing a Restored Annual Leave document

Processing a Court Ordered Child Support or Alimony document
Processing an FEHB Change in Enrollment document
Processing an FEHB Cancel Enrollment document
Processing a Leave Data Transferred document

Processing a Lump Sum Leave Payment document
Processing a Master File Change document

Processing a Multi-Element Update document

Processing a New Authorization for a Savings Bond document
Processing a Savings Bond Change or Cancel document
Processing a Severance Payment document

Processing a Tax Data documents

Processing a Thrift Savings Plan document

Processing a Certification document

A T T S Y

Processing a Education Information document

24-Nov-09 Page 159



CHAPTER 5— PAYROLL DOCUMENTS
PAYROLL DOCUMENTS

PAYROLL DOCUMENTS

Payroll Documents allows Human Resources to enter information related to the employee’s personal
data including benefits. When a Payroll Document is rejected the Transaction Status is set to Not
Applied. When the transaction requires a modification, make the applicable change, click the Save
button and change the transaction status to NFC Ready.

Payroll documents are processed to:

e Withhold mandatory and voluntary deductions such as health and life insurance, child support

and alimony payments, allotments, and taxes
e Disburse payments such as annual leave and compensatory time payments
e Transfer data to the PPS from another payroll system (e.g., leave data transfer)
e Disburse payments through Direct Deposit/Electronic Funds Transfer (DD/EFT)

e Update the database with payroll-related miscellaneous elements, such as restored annual leave

and education and professional certification
The following documents must be processed for a New Hire:
e Net Pay

e Tax Data — City, County, State, Federal and Earned Income Credit (EIC) tax data have been
combined in EmpowHR 9.0 on one page
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AUTHORIZATION FOR RESTORED ANNUAL LEAVE

Restored annual leave is annual leave approved for return to the employee instead of forfeited due to
administrative error, or exigencies of the public business. When the restored annual leave is for the
current year, enter the data in EmpowHR. When the leave is for a prior year, enter the data in TINQ
Program TI007, Annual Leave Restored. Changes in restored annual leave usage are handled via
corrected T&As.

The Payroll Personnel System (PPS) calculates restored annual leave used and balances. Timekeepers
should maintain the restored annual leave record in a separate leave account from regular annual leave.
Restored annual leave used is recorded on the T&A report under TC63. The amount of the restored
annual leave does not increase or change an employee’s normal maximum carryover of annual leave into

a new leave year.

© 24-Nov-09 Page 161




CHAPTER 5— PAYROLL DOCUMENTS
AUTHORIZATION FOR RESTORED ANNUAL LEAVE

& Procedure: Authorizing Restored Annual Leave

1. Select the Payroll Documents menu group.

2. Select the Auth for Restored Annual Leave component. The Auth for Restored
Annual Leave — Find an Existing Value page displays.

= C;’,.‘.—'_'L":’E Home | Workiist | MultiChannel Console | Add to Favorites | _Sign out

= Payroll Documents A~
— Ceriifications
— Education Information

Mew Window | Help | &,

Auth for Restored Annual Leave
Enter any information you have and click Search. Leave fields blank for a list of all values

— Charitable Contributions { Find an Existing Value

— Compensatory Time
Payments —

— Court Child Care/Alimony EmplID: begins with |»

— Deductions Due to Empl Red Nbr: - 2
Indebtedness

— Direct Deposit Social Security Number: =

— Discretionary Allotments —

— Financial Allotment/Health Name: begins with v
Sav

— Elexible Spending Account

— Health Benefits Agency: begins with |+ Q

— Leave Data Transferred —

— Lump Surn Leave Sub-Agency: begins with |+ Q
Payments

— MMA - Health Benefits

— Master File Change

= Multi-Element Update Search | Clear |Elasic Search Save Search Criteria

— Mon-Federal Life Insurance|
SES

— SES Performance

Last Name: begins with

<

[Jcase Sensitive

— Savings Bonds
— Severance Payment
— TSP Loan Allotment
—TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
I HR Reports
I» Recruiting v

® | NOTE: THE SOCIAL SECURITY NUMBER SEARCH FIELD MUST CONTAIN AN INDIVIDUAL'S
@ ENTIRE 9-DIGIT NUMBER.

3. Enter the Employee ID in the EmplID field.

4. Click the Search button. The Auth for Restored Annual Leave page for the specified
employee record displays.
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Erapee v B 1)

qr
CIMDY TRAINING EmpliD: 173631 Rcd# 0 SSH :0H-0207
Authorization for Restored Annual Leave Find First E 1of 1 E Last
+
Effective Date: |1 or11/2008 @ Pay Period: 21 Date Entered: 10i23/2009 =
User ID: EMPTD329 Transaction Status: I InProgress =l

innual | eave Data
Action Code: |Estab|i5h Restored Anhual Ly ;l

Total Amount Annual Leave Restored: n.oo
Year Leave to be Restored: I :,'

Mar spproves Request  © Yes N0 jystification

Approval Date I

=
[

$ NOTE: THE SOCIAL SECURITY NUMBER FIELD DISPLAYS ONLY THE LAST FOUR DIGITS OF
@ THE SOCIAL SECURITY NUMBER.

5. Enter the effective date in the Effective Date field.

6. Confirm the action code of Establish Restored Annual I_eave from the Action Code drop-
down list.

% NOTE: OTHER ACTION CODE OPTIONS INCLUDE, DELETE AMT. PREV. ESTABLISHED AND

@ REPLACE AMT. PREV. ESTABLISHED

7. Enter the total amount of annual leave restored in the Total Amount Annual Leave
Restored field.

8. Select the current year from the Year Leave To Be Taken drop-down list.

9. Click the Save button. The save confirmation displays.
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r

Microsoft Internet Explorer

"j Restored annual leave has been successfully Saved for Emplid: 151932 with Effdt: 2003-08-31 (99993,993)
L

10. Click the OK button. The Authorization for Restored Annual I.eave saves.
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COURT ORDERED CHILD SUPPORT OR ALIMONY

Childcare or alimony deduction is the withholding of court ordered or voluntary childcare or alimony
payments through payroll deductions. Federal employees’ salaries and wages are subject to garnishment
for child support and alimony payments. This type of garnishment occurs when a governmental agency
is directed, through legal process, to make a payment from monies otherwise payable to an employee, to
another party to satisfy the employee’s legal obligation of providing child support and making alimony
payments. The employee may voluntarily request payroll deductions for child support and alimony

payments at any time.

A maximum of five child care/alimony deductions may be entered in the system based on the specific
dollar amounts or percentages of disposable income. Enter a separate document for each child
care/alimony deduction. Maintain sufficient internal files so all inquities concerning garnishment cases

are promptly answered.

Once established, the legal process must order cancellation, of the garnishment. Voluntary deductions

may be canceled at any time.
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COURT ORDERED CHILD SUPPORT OR ALIMONY

& Procedure: Entering Court Ordered Child Support or Alimony

1. Select the Payroll Documents menu group.

2. Select the Court Child Care or Alimony component. The Find an Existing Value tab of
the Court Child Care/Alimony page displays.

= C;’,.‘.—'_'L":’E Home | Workiist | MultiChannel Console | Add to Favorites | _Sign out

= Payroll Documents A~
— Ceriifications
— Education Information

Mew Window | Help | &,

Court Child Care/Alimony

for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave
— Charitable Contributions m
— Compensatary Time
Payments
EmplID: begins with +
— Deductions Due to Empl Red Nbr: - 2
Indebtedness
— Direct Deposit Social Security Number: =
— Discretionary Allotments - -
— Financial Allotment/Health Name: begins with v
Sav
— Elexible Spending Account
— Health Benefits Agency: begins with |+ Q
— Leave Data Transferred - -
— Lump Surn Leave Sub-Agency: begins with |+ Q
Payments :
— MMA - Health Benefits Dlcase sensitve
— Master File Chanae
= Multi-Element Update Search | Clear |Elasic Search Save Search Criteria
— Mon-Federal Life Insurance|
S Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
—TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
I HR Reports
I» Recruiting v

Last Name: begins with

<

® | NOTE: THE SOCIAL SECURITY NUMBER SEARCH FIELD MUST CONTAIN AN INDIVIDUAL'S
@ ENTIRE 9-DIGIT NUMBER.

3. Enter the Employee ID in the EmplID field.

4. Click the Search button. The Court Child Care/Alimony page for the specified
employee record displays.
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Enarcwnw TR )] -

Sl
CIMDY TRAINIMNG EmpliD: 172631 Rcd# 0 SSHN 000207
Court Ordered Child Care or Alimony Deductions [ o
+
Effective Date: |1 0/11/2008 G Pay Period: 21 Action Date: 10/23/2009 =
User ID: EMPTD384 Transaction Status: [InProgress =

ase Information

Case Number: I Transaction Code: I :"

ourt Ordered Pay Period Deduction

Dollar Amount: I $0.00 Percentage of Applicable Earnings: I_D
Mot to Exceed Dollar Amount Per Pay Period: I $0.00

ourt Cost

Total Amount: I §0.00 Amount Collectable Per Pay Period: I §0.00
Total Amount: I $0.00 Amount Collectable Per Pay Period: I §0.00

Percentage of Applicable Earnings Per Pay Period: I
Not To Exceed Dollar Amount Per Pay Period: I $0.00
Maximum Percentage: I

Employee Case Number Assigned by Court: |

Payment Method
" Check " Direct Deposit

B save | A Return to Search

® | NEWITEMS:

@ e THE SOCIAL SECURITY NUMBER FIELD DISPLAYS ONLY THE LAST FOUR
DIGITS OF THE SOCIAL SECURITY NUMBER.

e THE PAYMENT METHOD GROUP BOX DOES NOT DISPLAY THE DETAILED FIELDS
UNTIL EITHER THE CHECK RADIO BUTTON OR THE DIRECT DEPOSIT RADIO
BUTTON IS SELECTED.

5. Enter the effective date in the Effective Date field.
6. Enter the internal case number in the Case Number field.
7. Select the transaction code of Add from the Transaction Code drop-down list.
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COURT ORDERED CHILD SUPPORT OR ALIMONY

8. In the Court Ordered Pay Period Deduction group box, enter the dollar amount in the

Dollar Amount field.
OR

Enter the percentage of applicable earnings in the Percentage Of Applicable Earnings
field.

9. Remove the not to exceed dollar amount per pay period in the Not To Exceed Dollar
Amount Per Pay Period field.

10. In the Court Cost group box, enter the total amount in the Total Amount field.

11.  Enter the amount collectable per pay period in the Amount Collectable Per Pay Period
field.

12.  Enter the total amount in the Total Amount field.

13.  Enter the amount collectable per pay period in the Amount Collectable Per Pay Period
field.

14.  Enter the percentage of applicable earnings per pay period in the Percentage of
Applicable Earnings Per Pay Period field.

15.  Enter the not to exceed dollar amount per pay period in the Not To Exceed Dollar
Amount Per Pay Period field.

16.  Enter the maximum percentage in the Maximum Percentage field.

17.  Enter the employee case number assigned by the court in the Employee Case Number
Assigned By The Court field.

18.  In the Deduction Recipient Information group box, select the Check radio button

OR
Select the EFT radio button.
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19.  If the Check radio button is selected, complete the Name & Address Information group

box,

OR

If the EFT radio button is selected, complete the EFT Information group box.

20. Click the Save button. The save confirmation displays.

r

Microsoft Internet Explorer

Court Ordered Child Care Or Alimony Deduction has been successfully Saved for Emplid: 151932 with Effdt:
2008-08-31 (99999,593)

L

21.  Click the OK button. The Court Ordered Child Care or Alimony Deduction saves.
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HEALTH BENEFITS

Health benefits processing uses specific enrollment codes assigned by OPM. These codes consist of
three numbers: The first two identify the plan and the third identifies the option and type of
enrollment. For example, Enrollment Code 102, 10 = Service Benefit Plan, and 2 = high option for self
and family. After a FEHB document is successfully processed, the database is updated with the
appropriate FEHB coverage code and the carrier copies are sent to the carrier. The carrier then issues
the identification cards.

The FEHB Coverage must be established before FEHB enrollment data is entered Example, all new
hires should have FEHB Coverage Code 4, Eligible-Pending, in the Benefits Data of the EmpowHR
PAR Processing module.

Before beginning, the following information is needed:
e DPlan Information
e Transaction Information
e Other Insurance Information
e Personnel Contact
e Dependents
o Address Information

e Coverage Information

$ NOTE: FEHB ENROLLMENTS AND CHANGES ARE THE ONLY PAYROLL DOCUMENTS THAT
@ HAVE RETROACTIVE EFFECTIVE DATES.
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NEw FEHB ENROLLMENT

FEHB open season occurs annually. New enrollments and changes for the open season are effective
the first pay period of the calendar year or the first pay period the employee is in a pay status. All open

season data should be entered as early as possible.

Procedure: Completing the Elections Page of a New FEHB
& Enrollment

1. Select the Payroll Documents menu group.

2. Select the Health Benefits component. The Health Benefits — Find an Existing Value
page displays.

US Dept of Agriculture

Eveow E 1D

= Payroll Documents ~ New Window | Helo | B
— Cerifications New Window | HelD | neea

Eﬁ ztlgjcgs\anf:rmah:m Health Benefits

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

— Charitable Contributions [m

— Compensatory Time
Pavments

— Court Child Care/Alimony EmplID: [begins with | |

— Deductions Due to -
Indebtedness Empi Red Nbr: [= 4 | |

— Direct Deposit Social Security Number: = I:I

— Discretionary Allotments

Home | Workiist | MultiChannel Console [ _Add to Favorites

~ Financial AlloimentiHeatth || Name: [vegins win | |

— Flexible Spending Account Last Name: | begins with v H |

— Health Benefils Agency: [begins with | e

— Leave Data Transferred — . -

— Lump Sum Leave Sub-Agency: | begins with v H |Q
Paymenis [Icase sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search Clear | pasic Search Save Search Criteria
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotrment
— Tax Data
— Thrift Savings Plan
— Thrift 3avings Plan - Catch-
Up
— Union Dues
[ HR Reports
[» Recruiting .,

3. Enter the Employee ID of the desired employee in the EmplID field.

4. Click the Search button. The Elections page for the specified employee record displays.
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’I(_J\l:\':l' i“ )
=

[ Elections ' Dependents

CIMNDY TRAIMIMG EmpliD: 172631 Rcd# 0 SSMW :G-e-0207
Health Benefits

*Effective Date: |1Uf1112009 ] Pay Period: 21 Date Entered: 10/23/2008
User ID: EMPTD3249 Transaction Status: I InProgress ;I

Plan Information
Benefit Plan: I

Coverage Code:

ransaction Information
*Transaction Cude:l j"

Event Code: I ;I

Married? [ Employee Daytime Phone Number: I
Other Insurance Information

Medicare i [ Medicare B [~ Medicare D [ Tricare [

Private Insurance Hame: I

Policy Humber |

Event Date: I El Date Document Signed: I [z

Event Change Code; I Q Office Received Date: I E
Personnel Contact

Hame:

*First I Middle I *Last | Suffix I :,'
Authorized Agency Phone I Personnel Office Phone I

Humber: Humber:
Retro collection by NFC [~ Pre-Tax FEHB Premium [ Temp Employee Pay Full | -
Premium:
B save | L Return to Search
Elections | Dependents
-
5. Enter the effective date for the beginning of the desired pay period in the Effective Date
field.
6. Verity the default of Iz Progress in Transaction Status drop-down list.

7. Enter the benefit plan in the Benefit Plan ficld. The Coverage Code populates.

8. Select a transaction code of N Enrolmnt from the Transaction Code drop-down list.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

HEALTH BENEFITS

Select an event code of New Enrollment from the Event Code drop-down list.

If applicable, select the Married? checkbox.

Enter the employee daytime phone number in the Employee Daytime Phone Number
field.

If applicable, select the Medicare A checkbox.

If applicable, select the Medicare B checkbox.

If applicable, select the Medicare D checkbox.

If applicable, select the Tricare checkbox.

If applicable, enter the private insurance name in the Private Insurance Name field.

If applicable, enter the policy number in the Policy Number field.

Enter the event date in the Event Date field.

If applicable, enter the date document signed in the Date Document Signed field.

Enter 7.4 (Initial opportunity to enroll) in the Event Change Code field.

If applicable, enter the office received date in the Office Received Date field.

Enter the first name of the personnel contact in the First field.

Enter the middle name of the personnel contact in the Middle field.

Enter the last name of the personnel contact in the Last field.

Select the suffix of the personnel contact from the Suffix drop-down list.

Enter the authorized Agency phone number in the Authorized Agency Phone Number
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HEALTH BENEFITS

27.

28.

29.

30.

field.

Enter the Personnel Office phone number in the Personnel Office Phone Number field.
If applicable, select the Retro collection By NFC checkbox.

Verity the Pre-Tax Premium checkbox is selected.

Select Yes or No from the Temp Employee Pay Full Premium drop-down list.
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Procedure: Completing the Dependents Page of a New FEHB
& Enroliment

1. Select the Dependents tab. The Dependents page displays.

S —_—

=

[ Elections " Dependents

CIMNDY TRAIMNIMNG EmpliD: 178631 Rcd# 0 SSN :306-0207
Effective Date: 101172008 Date Entered: 1072302008

User ID: EMPTD389 Transaction Status: InProgress

Benefit Plan:

Coverage Code:

Find [View Al First [ 4 o 1 [B] Last
+

Name =
*First | Middle | ‘Last | suiz] =]
National ID
(SSNO) | *Birthdate | B perationship [ =1 'Genger [Male =1

Address 1 |

Address 2 |

Address 3 |

ity | | | [

[ Foreign Address Indicator
[ Medicare A [ Medicare B [ Medicare D [~ Tricare

Private Insurance Hame I

Policy Humber |

& Save | [S\Returnto Search

Elections | Dependents

2. Enter the first name of the dependent in the First field.

3. Enter the middle name of the dependent in the Middle field.

4. Enter the last name of the dependent in the Last field.

5. Select the suffix of the dependent from the Suffix drop-down list.

6. Enter the Social Security Number of the dependent in the National ID (SSNO) field.
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7. Enter the birth date of the dependent in the Birth Date field.

8. Select the relationship of the dependent from the Relationship drop-down list.

9. Select the gender of the dependent from the Gender drop-down list

10. Enter the street address in the Address 1, Address 2, and Address 3 fields.

11. Enter the city, state, and zip code of the address of the dependent in the City field.

12.  If applicable, select the Foreign Address Indicator checkbox.

13. If applicable, select the Medicare A checkbox.

14. If applicable, select the Medicare B checkbox.

15.  If applicable, select the Medicare D checkbox.

16. If applicable, select the Tricare checkbox.

17. If applicable, enter the private insurance name in the Private Insurance Name field.

18.  If applicable, enter the policy number in the Policy Number field.

19.  Click the Save button. The save confirmation displays.

=

Microsoft Internet Explorer

"'_., Health Benefits has been successfully Saved for Emplid: 151930 with Effdt: 2003-058-31 (99932,9939)

20. Click the OK button. The new FEHB Election saves.
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FEHB CHANGE IN ENROLLMENT

& Procedure: Completing an FEHB Change in Enroliment

1. Select the Payroll Documents menu group.

2. Select the Health Benefits component. The Health Benefits — Find an Existing Value
page displays.

US Dept of Agriculture

_-g_y;]-!l:{)

= Payroll Documents ~ ew Window | Help |
— Cerifications Liew WWindow | Help n

N EITuc.:;tlgz:l;énfjrmahjn Health Benefits

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

— Charitable Contributions J{m

— Compensatory Time
Payments

~ Court Child Care/Alimony EmpliD: [ begins with v |

— Deductions Due to
Indebtedness Empl Red Nbr: |

- Direct Deposit Social Security Humber: = [ ]

— Discretionary Allotments

MultiChannel Console | _Add to Favories

- & | |

— Financial AllotmentHealth Hame: | begins with v | |

— Flexible Spending Account Last Hame: | begins with v | |

— Health Benefits Agency: | begins with « H |Q

— Leave Data Transferred | — ) -

— Lump Sum Leave Sub-Agency: | begins with v | |o\
Eavments [case Sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search | Clear | Basic Search Save Search Criteria
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[- Recruiting w

3. Enter the Employee ID of the desired employee in the EmplID field.

4. Click the Search button. The Elections page for the specified employee record displays.
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Elections ‘{ Dependenis |

Smith,Michael A4 EmpllD: 022248 Rcd# 0 SSN:

Health Benefits Find | View All First [4] 4 or3 O Last
*Effective Date: EI Pay Period: 09 Date Entered: 05/01/2008 El
User ID: MFCCOMIC Transaction Status: | MFC Ready v|

Plan Information
Benefit Plan:

Coverage Code: 2 Selfi+Family

ransaction Information
*Transaction Code:; Cancel w

Event Code: | .’ |

Married? [ Employee Daytime Phone Number:
Other Insurance Information

Medicare A [ Medicare B [] Medicare D [] Tricare []

Private Insurance Name: | |

Policy Number | |

Event Date: I:IE{I Date Document Signed: I:IEQ
Event Change Code; I:IQ Office Received Date; I:IEQ

5. Click the + button to insert a new document.
6. Enter the effective date for the beginning of the desired pay period in the Effective Date
tield.

7. Update all applicable information.

8. Click the Save button. The save confirmation displays.

Microsoft Internet Explorer

"j Health Benefits has been successfully Saved for Emplid: 022248 with Effdt: 2003-04-13 (999332,9939)
L
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9. Click the OK button. The change in FEHB benefits saves.

FEHB CANCEL ENROLLMENT

& Procedure: Completing the FEHB Cancel Enroliment

1. Select the Payroll Documents menu group.

2. Select the Health Benefits component. The Health Benefits — Find an Existing Value
page displays.

US Dept of Agriculture

e RS

Home | \orkiist | MultiChannel Console [ _Add to Favorites

== Payroll Documents ~
— Certifications
— Education Information
jances

~ New Window | Help | o5

Health Benefits
for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.

— Charitable Contributions {Find an Existing Value

— Compensatory Time
Payments -
~ Courl Child Care/Alimony EmplID: [begins with +| |

— Deductions Due to -
Indebtedness Empi Red Nbr: [= 3 | |

— Direct Deposit Social Security Number: = I:I

— Discretionary Allotments

~ Financial AlloimentiHealth || Name: [vegins win | |

— Flexible Spending Account Last Name: | begins with v H |

— Health Benefils Agency: [begins with | e

— Leave Data Transferred — . -

— Lump Sum Leave Sub-Agency: | begins with v H |Q
Paymenis [Icase Sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search Clear | Basic Search Save Search Criteria
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotrment
— Tax Data
— Thrift Savings Plan
— Thrift 3avings Plan - Catch-
Up
— Union Dues
[ HR Reports
[» Recruiting .,

3. Enter the Employee ID of the desired employee in the EmplID field.

4. Click the Search button. The Elections page for the specified employee record displays.

5. Click the + button to add a new document.
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Elections ‘{ Dependenis |

Smith,Michael A EmpllD: 022248 Rcd# 0 SSH:

Health Benefits Find | View All First [4] 4 or3 O Last
*Effective Date: EI Pay Period: 09 Date Entered: 05/01/2008 El
User ID: MFCCOMIC Transaction Status: | MFC Ready v|

Plan Information
Benefit Plan:

Coverage Code: 2 Self+Family

ransaction Information
*Transaction Code:; Cancel w

Event Code: | M | Remarks

Married? [ Employee Daytime Phone Number:
Other Insurance Information

Medicare A [ Medicare B [] Medicare D [] Tricare []

Private Insurance Name: | |

Policy Number | |

Event Date: I:IE{I Date Document Signed: I:IEQ
Event Change Code; I:IQ Office Received Date; I:IEQ

6. Enter the effective date for the end of the desired pay period in the Effective Date field.

7. Select Cancel from the Transaction Code drop-down list.

8. Select Ozher from the Event Code drop-down list.

9. Select the Remarks link. The Reviewer Comments page displays.
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QK | Cancel

10. Enter any necessary comments.
11.  Click the OK button. The Health Benefits page displays.

12.  Click the Save button. The save confirmation displays.

Microsoft Internet Explorer

"'_., Health Benefits has been successfully Saved for Emplid: 022248 with Effdt: 2003-04-27 (99999,999)

13. Click the OK button. The cancellation of FEHB benefits saves.
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LEAVE DATA TRANSFERRED

The Record of Leave Data Transferred is used to credit the employee’s leave account for annual and
sick leave, and non-pay status. The gaining department enters the creditable leave data when an

employee is hired.

& Procedure: Completing the Record of Leave Data Transferred

1. Select the Payroll Documents menu group.

2. Select the Leave Data Transferred component. The Leave Data Transferred — Find
an Existing Value page displays.

US Dept of Agriculture

Enis o L)

= Payroll Documents ~ ew Window | Help |
— Cerifications Liew WWindow | Help n

— Education Information

_ Allowances Leave Data Transferred

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

— Charitable Confributions { Find an Existing Value %

— Compensatory Time

MultiChannel Console | _Add to Favories

Payments
~ Court Child Care/Alimony EmpliD: [ begins with v |
— Deductions Due to Empl Red Nbr: | _ 3 ‘ | |

Indebtedness

- Direct Deposit Social Security Humber: = [ ]

— Discretionary Allotments

— Financial AllotmentHealth Hame: | begins with v | |
Sav . :

— Elexible Spending Account Last Name: [begins with v]] |

— Health Benefils Agency: | begins with H |Q

— Leave Data Transferred _ ) -

— Lump Sum Leave Sub-Agency: | begins with v | |o\
Eavments [case Sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search | Clear | Basic Search Save Search Criteria
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[- Recruiting w

3. Enter the Employee ID of the desired employee in the EmplID field.
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4. Click the Search button. The Leave Data Transferred page for the specified employee
record displays.

Eates o i SRS ) -—

=lls

{" Leave Data Transferred

CIMNDY TRAIMNIMNG EmplD: 173570 Rcd# 0 SSN :K-Hx-0268
Record of Leave Data Transferred First [« 1of 1 [v] Last
+
*Effective Date: |1Uf25f2009 Q Pay Period: 22 Date Entered: 10/27/2009 FE
User ID: EMPTD389 Transaction Status: I InFrogress =]
ISummary of Annual and Sick Leave
Annual Hours Sick Hours

Prior Year Leave Balance I I™ Credit? I I Credit?
Current Year Leave Earned I

I_
Reduction in Credits I— l_
I—

Current Year Leave Taken I
Leave Transferred | [~ Credit? | [ Credit?
Ahsence Without Pay and Military L eave

Leave Without Pay or Furlough During Leawve I Since Last WGII
Year

AWOL or Suspension Since Last VWGl I
Military Leawve Days Taken - This Leave Year I
Commencing Date of WGl Wait Period I Eﬂ

AWOL or Suspension During Current Leave Year I

Ending Date of Lump Sum Leave I Ell

& save | LA Return to Search | +[E] Previous in List | +E] Mext in List |

5. Enter the effective date in the Effective Date field.

6. Enter the annual hours in the Prior Year Leave Balance field.

7. If applicable, select the Credit checkbox.

8. Enter the sick hours in the Prior Year Leave Balance field.

9. If applicable, select the Credit checkbox.
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LEAVE DATA TRANSFERRED

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

Enter the annual hours in the Current Year Leave Earned field.

Enter the sick hours in the Current Year Leave Earned field.

Enter the annual hours in the Reduction In Credits field.

Enter the sick hours in the Reduction in Credits field.

Enter the annual hours in the Current Year Leave Taken field.

Enter the sick hours in the Current Year Leave Taken field.

Enter the annual hours in the Leave Transferred field.

If applicable, select the Credit checkbox.

Enter the sick hours in the Leave Transferred field.

If applicable, select the Credit checkbox.

Enter the leave without pay or furlough during leave year in the Leave Without Pay or
Furlough During Leave Year field.

Enter the hours earned since last within grade increase in the Since Last WGI field.

Enter AWOL or suspension since last within grade increase in the AWOL or Suspension
Since Last WGI field.

Enter the number of military leave days taken this leave year in the Military Leave Days
Taken — This Leave Year field.

Enter the commencing date of within grade increase wait period in the Commencing
Date of WGI Wait Period field.

Enter the amount of AWOL or suspension during current leave year in the AWOL or
Suspension During Current Leave Year field.
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26.

27.

28.

LEAVE DATA TRANSFERRED

Enter the ending date of lump sum leave in the Ending Date of Lump Sum Leave field.

Click the Save button. The save confirmation displays.

Microsoft Internet Explorer

"ﬂ_., Leave Data Transferred has been successfully Saved for Emplid: 151930 with Effdt: 2008-08-31 (99999,999)
L

Click the OK button. The record of Leave Transferred saves.
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LUMP SUM LEAVE PAYMENTS

A final lump sum payment is normally processed when an employee separates from Federal
service.

In addition, lump sum payments are also payable to:

e Employees who enter the Armed Forces or who transfer to public international organizations

and who do not elect to retain annual leave

e Employees who transfer to positions not under a leave system, example PT/FT employees who

change to an intermittent work schedule

e Intermittent employees for whom there are no established regular tours of duty during each

administrative workweek
e Temporary employees engaged in construction work at houtly rates
e Employees of the Senate or House of Representatives

e Employees of any corporation under the supervision of the Farm Credit Administration (FCA)

if any member of the corporation’s board of directors is elected or appointed by private interests

The lump sum payment that an employee is entitled is equal to the pay that would have been received

had the employee remained in service until the expiration of the period of leave.
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& Procedure: Completing a Lump Sum Leave Payment

1. Select the Payroll Documents menu group.

2. Select the Lump Sum Leave Payments component. The Lump Sum Leave Payments
— Find an Existing Value page displays.

US Dept of Agriculture

e FIED

= Payroll Documents ~ New Window | Help |
— Cerifications Lew WWindow | Help "

— Education Information
e Lump Sum Leave Payments

Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values

e
— Charitable Confributions { Find an Existing Value %

— Compensatory Time

MultiChannel Console | _Add to Favories

Payments
~ Court Child Care/Alimony EmplID: [begins with v |
- Deductions Due to -
Indebie Empl Red Nbr: [= v | |
— Direct Deposit Social Security Humber: = I:l
— Discretionary Allotments -
— Financial AllgtmentHealth | | Name: | begins with | |
Say i :
— Flexible Spending Account | | L@stName: [begins with v | |
— Health Benefils Agency: | begins with v | |Q
a Transferred =
Sub-Agency: |begins with v“ |Q

[case Sensitive

MMA - Health Benefits
— Master File Change
-Element Update Search | Clear | Basic Search Save Search Criteria

Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— ISP Loan Allotment
—TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[- Recruiting w

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Click the Search button. The Lump Sum Leave Payments page for the specified
employee record displays.
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Bl 15D |
Elld
CIMNDY TRAIMNIMNG EmpllD: 173551 Rod# 0 SSMH o0004-0287
Lump Sum Leave Payments ind | First E‘ 1 of 1 E‘ Last
‘Effective Date: 10252009 U payperiod: 22 Date Entered: 10/27/2008 =
User ID: EMPTDZ29 Transaction Status: I InFrogress =l
*Payment Type: I :l' Date of Separation: I El
*Flat Tax Rate: Mo hs *Minus S/L: | =1
*Pay Cola: I ;I *Pay AUO: I :l'

age Employee Shift Rate Hours

1st:| 0.00 2nd:| 0.aa 3rd:| 0.00 VAR I 0.00

Dates Lump Sum Payment Carries Through

AL Restored | [5] AL WWithin Ceiling | [} AL Above Ceiling | [51

Date: Date: Date:

Hours Applicable to Last Day I 0.0o Total Hours to be Paid: 0.0o
*Accounting Data Usage Code: I _I

SP Period Date ump Sum Payinent

LSP Leave Recred Hours I
Date Lump Sum Paymnt Per Start I [5]

LSP Unexpected Annual LY Hours I
Date Lurnp Sum Paymnt Per End I B
LSP Unexpected LY Rate Amount I

Date Lump Sum Paymnt Hourly RT I 5 Lump Sum Pmt Refund Amount I

Date LSP TOTAL LV PER END I El LSP annual Leave Hours Paid I
Accounting Distribution Data ( ze | Find First 1] 1of 1 [ Last
5. Enter the effective date in the Effective Date field.

6. Select the payment type from the Payment Type drop-down list.
7. Enter the date of separation in the Date of Separation field.
8. Verify the flat tax rate default value of No in the Flat Tax Rate field.

9. Select the minus sick leave from the Minus S/L drop-down list.
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10.

11.

12.

13.

14.

15.

LUMP SUM LEAVE PAYMENTS

Enter the annual leave restored date in the A/L Restored Date field.
AND / OR

Enter the annual leave within ceiling date in the A/L Within Ceiling Date field.
AND / OR

Enter the annual leave above ceiling date in the A/L Above Ceiling Date field.
Enter § hours applicable to last day in the Hours Applicable To Last Day field.
Enter the total hours to be paid in the Total Hours To Be Paid field.

Select Use Stored Acconnting Code from the Accounting Data Usage Code drop-down list.

El save

Click the Save button. The save confirmation displays.

r

Microsoft Internet Explorer

"j Lump Sum Leave Payment has been successfully Saved for Emplid: 151930 with Effdt: 2008-08-31 (99993,999)
L

Click the OK button. The Lump Sum Leave Payment saves.
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MASTER FILE CHANGE

Master File Change data are miscellaneous database elements that are not entered on a personnel action

or payroll document but may affect pay and personnel eligibilities of an employee.

Multiple fields can be processed, but a new document or row is required for each field. The following

fields can change on Master File Update Actions:
e  DO00005 Cum-Retire-Deducts-Conv
e DO00012 Oasdi-Deductions-Ytd
e DO00013 Oasdi-Wages-Ytd
e DO00014 Int-Days-Wkd-Last Wegi
e DO00015 Int-Days-Wkd-This-Appnt
e DO00016 Int-Pd-Days-To-Car-Tenure
e DO00017 Int-Days-Wkd-Cal-Yt-Scd
e DO00018 Int-Elapsed-Cal-Days-Scd
e DO00019 Int-Elapse-Cal-Days-Wgi
e DO00020 Int-Elapse-Cal-Days-Car-Tn
e DO00021 Int-Days-Wkd-While-On-Rolls
e D00022 Int-Elapse-Cal-Days-Prob
e D00023 Int-Days-Wkd-Prob-Period
e D00024 Separation-Final-Ta-Rcvd
e D00041 WGI-Due-Code
e D00042 No-Pay-Due-Indicator
e DO00044 Critical-Element-Indicator
e  D00045 Perf-Evaluation-Rating-Code
e  D00046 Perf-Evaluation-Pay-Period

o D00047 Perf-Evaluation-Year
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D00048 Hosp-Ins-Tax-Wages-Ytd
D00049 Hosp-Ins-Tax-Deduct-Ytd
D00052 Fehb-Part-Time-Converage-Cd
D00056 Appnt-Noa/1%-Auth/2"-Auth
DO00058 Perf-Penalty-Status

D00059 Pay-Adjp-Pp-Elapsed-Ctr
D00061 Int-Hrs-Wkd-Lv-Ret-Rif
D00062 Rt-Ytd-Ret-Earnings

D00063 Ts-Deduction-Ytd-Def

D00064 Ts-Ytd-Thrift-Earnings

D00066 County-Tax-Ytd

D00067 City-Tax-Ytd

D00068 Earnings-Limitations-Ytd
D00069 Premium-Pay-Ytd

D00070 Overpayment-Carryover-Ytd
D00072 Date-Appt-Effective

D00075 Tsp-Deduction-Ytd-Def-Catch-Up
D00076 Tsp-Deduct-Ytd-Def-Plan-Spcfc

D00077 Eri-Ethnicity-Race-Indicator

MASTER FILE CHANGE
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& Procedure: Completing a Master File Change

1. Select the Payroll Documents menu group.

2. Select the Master File Change component. The Master File Change — Find an
Existing Value page displays.

US Dept of Agriculture

Evipow i 150

= Payroll Documents ~ New Window | Help |
— Cerifications Lew WWindow | Help "

— Education Information -

— Allowances Master File Change

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

— Charitable Contributions J{m

— Compensatory Time
Payments

~ Court Child Care/Alimany EmplID: [begins with || |

— Deductions Due to -
Indebtedness Empl Red Nor: | "‘ | |

- Direct Deposit Social Security Humber: = [ ]

— Discretionary Allotments

— Financial AllgtmentHealth | | Name: | begins with | |
Sav

— Elexible Spending Account

— Health Benefils Agency: | begins with v | |Q

— Leave Data Transferred

— Lump Sum Leave Sub-Agency: | begins with H |Q

Payments .
Health Benefits [ case Sensitive

— Multi-Element Update Search | Clear | Basic Search Save Search Criteria
— Non-Federal Life Insurance
— SES Performance

Appraisal
— Savings Bonds
— Severance Payment
— ISP Loan Allotment
—TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[- Recruiting w

MultiChannel Console | _Add to Favories

Last Name: |begins with vH |

3. Enter the Employee ID for the desired employee record in the EmplID field.

4. Click the Search button. The Master File Change pages displays.
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MASTER FILE CHANGE

Erare v EEER b ]

[=/]3
CINDY TRAIMIMG EmpliD: 173592 Rod# 0 SSN OCRH-0246
Master File Change Find | Viewe A1 First [ 1 c¢ 1 [ Last
+
*Effective Date: |h 0252008 O Pay Period: 22 Date Entered: 10/27/2009 =
User ID: EMPTD229 Transaction Status: I InFrogress LI

Data Element
*Field to be Updated: | Q

‘alidation Rules/Hints for Field values:

=
[

NHew Data: I

*Action Code: I j'

Bl Save | JAReturnto Search | +[E] Previous inList | | +E] Mext in List

Enter the effective date in the Effective Date field.

Enter the field to be updated in the Field to be Updated field. The Validation
Rules/Hints for Field Values field populates.

Enter the new data element in the New Data field.
Select Replace from the Action Code drop-down list.

Click the Save button. The save confirmation displays.
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Microsoft Internet Explorer

"j Master File Change has been successfully Saved for Emplid: 151930 with Effdt: 2008-08-31 (99999,939)
L

10. Click the OK button. The Master File Change saves.

t@ NOTE: ADD A NEW DOCUMENT FOR EACH FIELD TO BE UPDATED.
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MULTI—-ELEMENT UPDATE

Multi-Element Update data includes miscellaneous database elements that are not entered on a
personnel action or payroll document but are used for reporting requirements as well as to denote
expertise or experience in various fields. One or more data elements can be processed on an employee.
A new document or row is required for each element. The following fields can change on the Multi-
Element Update:

e (000001 Programming ILanguage Code 1
e 000003 Programming ILanguage Code 2
e 000004 Programming Language Code 3
e 000005 Programming Language Code 4
e 000006 Programming Language Code 5
e 000007 Computer Equip Ability Code 1
e 000008 Computer Equip Ability Code 2
e 000009 Computer Equip Ability Code 3
e 000010 Computer Equip Ability Code 4
e (000011 Law Bar Membrship State of Bar
e 000015 Approved Leave Recipient

e (000016 Agency Info 1

e 000017 Agency Info 2

e 000018 Agency Info 3

e 000019 Agency Info 4

e (000020 Agency Info 5

e (000021 FEHB TEMP SCD

e (000022 6C Retirement Date

e (000023 Longevity Date

e 000024 Agency EOD Date
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e (000025 Flexfactor Participation Code
e 000027 Date EOD Foreign Service

e 000028 Date of Investigation

e (000029 SES ReCertification Date

e (000030 Date Relnvestigation Required
e (000031 Type of Investigation

e (000032 Date Entered POI

e (000033 TDY Post Differential

e (000034 Financial Disclosure SUBM
e 000035 Primary Fund Code

e (000036 AGCY USE 3

e 000037 AGCY USE 4

e (000038 AGCY USE 5
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& Procedure: Completing a Multi-Element Update

1. Select the Payroll Documents menu group.

2. Select the Multi-Element Update component. The Multi-Element Update — Find an
Existing Value page displays

US Dept of Agriculture

AR

= Payroll Documents ~ New Window | Help |
— Cerifications Lew WWindow | Help "

Elducztlgz:l;énfjrlnahjn Multi-Element Update
Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave
— Charitable Contributions J{m
— Compensatory Time
Payments
~ Court Child Care/Alimony EmplID: [begins with v |

— Deductions Due to
Indebtedness Empl Red Nbr: |

- Direct Deposit Social Security Humber: = [ ]

— Discretionary Allotments

MultiChannel Console | _Add to Favories

- & | |

- Financial AllgtmentHeaith | | Name: [begins with ~ | |
Sav ) :

~ Flexible Spending Account | | L@stHame: [begins with | |

— Health Benefits Agency: | begins with + H |Q

— Leave Data Transferred 3 -

— Lump Sum Leave Sub-Agency: | begins with « H |Q
Payments .

~ MMIA - Health Benefits Ccase sensitive

— Master File Change

— Multi-Element Update Search | Clear | Basic Search Save Search Criteria

— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— ISP Loan Allotment
—TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[- Recruiting w

3. Enter the Employee ID in the EmplID field.

4. Click the Search button. The Multi-Element Update page displays for the desired

employee record.
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FErarow EIED)

e
CINDY TRAIMIMNG EmpliD: 178551 Rcd# 0 SSN G-xx-0287
RMulti-Element Update Find | Wiewe All First [«] 1af 1 [ Last
+
Effective Date: ||1 0/252008 Pay Period: 22 Date Entered: 10/27/2009 FE
User ID: EMETD 384 Transaction Status: [InFrogress =

Data Element
*Field to be Updated: | Q

Yalidation Rules/Hints for Field Values:

[—

=

*Mew Data:

B Save | JSAReturnto Search | t[E Previous in List | +[E Mext in List

5. Enter the effective date in the Effective Date field.

6. Enter the field to be updated in the Field to be Updated field. The Validation
Rules/Hints for Field Values field populates.

7. Enter the new data element in the New Data field.

8. Click the Save button. The save confirmation displays.
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Microsoft Internet Explorer

"j Multielement Update has been successfully Saved for Emplid: 151930 with Effdt: 2008-03-31 (99999,999)

9. Click the OK button. The Multi-Elements Update saves.

‘ NOTE: ADD A NEWDOCUMENT FOR EACH FIELD TO BE UPDATED.
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SAVINGS BONDS

Savings bonds documents are used to add new bonds, and change and cancel existing bonds for U. S.
Series EE and Series I bonds. Employees may have a maximum of 9 bond allotments through
voluntary participation in the Payroll Savings Plan.

The single option permits the employee to designate one savings bond owner and one
co—ownet/beneficiary for a savings bond allotment. The rotating option allows the employee to have
the savings bond resulting from one allotment issued to different designated owners and/or different

co-owners or beneficiaries on a recurring, sequential cycle.

NEwW AUTHORIZATION

Procedure: Completing a New Savings Bond Authorization
& Bond Information Page

1. Select the Payroll Documents menu group.
2. Select the Savings Bond component from. The Savings Bond — Find an Existing
Value page displays.

US Dept of Agriculture

Enimeow F 1)

= Payroll Documents ~ ew Window | Helo | &,
— Certifications Mew Windaw ]

— Education Information -
_ Allowances Savings Bonds
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave
— Charitable Contributions | Find an Existing Value Y{_Add a New Value
— Compensatory Time
Payments
~ Court Child Care/Alimony || EmpiID: [begins with || |
— Deductions Due to
Indebtedness Empl Red Nbr: ‘

— Direct Deposit Bond Authorization Numben‘ begins with || ‘

— Discretionary Allotments

— Financial AllotmentHealth Social Security Humber: = I:l
Say ‘ —

— Flexible Spending Account || N2me: begins with v | |

— Health Benefits Last Name: ‘begins with ||| ‘

— Leave Data Transferred - -

— Lump Sum Leave Agency: | begins with || la
Pavments i " "

~ WA - Health Benefits Sub-Agency: begins with v | @

~ Master File Chanae [ correct History []Case Sensitive

— Multi-Elernent Update

— Non-Federal Life Insurance

— 8ES Performance Search | Clear | Basic Search Save Search Criteria
Appraisal

Home | Worklist | MultiChannel Console | _Add to Favories

- & | |

— Savings Bonds

— Severance Payment
— TSP Loan Allotment
—TaxData

Find an Existing Value | Add a New Value

— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[- Recruiting w
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3.

0.

Select the Add a New Value tab. The Add a New Value page displays.

= Payroll Documents
— Cerifications
— Education Information

US Dept of Agriculture

|2

Savings Bonds

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial AllotrmentHealth
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave
Payments
M4 - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Severance Payment
— TSP Loan Allotment
— Tax Data

— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports

[- Recruiting

— Allowances
— Auth for Restored Annual
Leave / Eind an Existing Value |}~ Add a New Value

Empl Red Nb“ljl
Add

Find an Existing Value | Add a New Value

£

SAVINGS BONDS

MultiChannel Console

Add to Favories

Mew Window | Help | /&,

Enter the Employee ID of the desired employee record in the EmplID field.

Leave the Empl

Rec Nbr field set to 0.

Click the Add button. The Bond Information page displays.
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Eaapon BT

ElS

Bond Information {__Owner Information _} Co-Owner Infarmation

CIMDY TRAIMIMG EmpliD: 178552 0 SSN 00040286
Savings Bond First [1] 1 of 1 [¥] Last
Effective Date: |1 012512008 Q Pay Period: 22 Date 10/27/2008
Entered:
User ID: EMPTD280 Transaction Status: [inProgress -1

Bond Information
Bond Authorization Number: |1_
Bond Activity: [170- New Allocatian 1

Amount Allotted: I
Bond Denomination: I
Tvpe of Bond: I = l

E save | [Es Add | UpdateDizplay | [E#F Correct History

Jond Information | Swner Infarmation | So-Cwvwner Information

7. Enter the effective date in the Effective Date field.

8. Select 770 — New Allocation from the Bond Activity drop-down list.

9. Enter the amount allotted in the Amount Allotted field.

10. Enter the bond denomination in the Bond Denomination field.

11.  Select EE Series from the Type of Bond drop-down list.
OR

Select I Series from the Type of Bond drop-down list.
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Procedure: Completing a New Savings Bond Authorization
& Owner Information Page

1. Select the Owner Information tab. The Owner Information page displays.

[ Bond Information_}~ Owner Information % Co-Owner Information

CIMHDY TRAIMIMNG EmpliD: 173552 Rcd# 0 SSN o{{-3-0286
Bond Information/Activity Eind | Wiew All First [4] 1of 1 [¥] Last
Bond Authorization Number: 1 Pay Period: 22 Effective Date: 100252009
User ID: EMPTD39 Transaction Status: In Progress
Bond Activity: 170 - New Allocation
Bond Inscription Find First [« 1of 1 [¥] Last
=l
Bond Cwener I™ cancel
Bond Owner Hbr: I = I
SSN: I [ Same Address as Employes
*First | Middle | ‘Last | suix | =]
Hame:
Address 1: |
Address 2: |
City: | State: | [ [
Bl save | [Er Ldd | F UpdateDisplay | [5# Correct History

Band Information | Owner Information | Co-Owner Information

2. Select 7" from the Bond Ownet Number drop-down list.
3. Enter the Social Security Number in the SSN field.

4, Enter the first name in the First field.

5. Enter the middle name in the Middle field.

6. Enter the last name in the Last field.

7. Select suffix from the Suffix drop-down list.

© 24-Nov-09 Page 203




CHAPTER 5— PAYROLL DOCUMENTS

SAVINGS BONDS

8. If applicable, select the Same Address as Employee checkbox.

=

When the Same Address as Employee checkbox is not selected, complete the Address 1,
Address 2, City, State, and Zip Code fields of the bond owner’s address.

NOTE: CLICK THE + BUTTON TO ADD ANOTHER OWNER.

Procedure: Completing a New Savings Bond Authorization Co-
Owner Information Page

D
¥
&

1. Select the Co-Owner Information tab. The Co-Owner Information page displays.
B At ) U
Sllw

Bond Information j~ Owner Information ™ Co-Owner Information

CIMDY TRAIMNIMG EmpllD: 173552 Rcd# 0 SSN 0-+-0286
Bond Information/Activity ind | Wiew A First [«] 1 of 1 [+ Last
Bond Authorization Number: Pay Period: 22 Effective Date: 1072572009
User ID: EMPTD389 Transaction Status: In Progress
Bond Activity: 170 - Mew Allocation
Bond Inscription First E] 1of 1 [»] Last
=l
" Co-Owner " Beneficiany I™ cancel
Co-Own/Ben Nbr: I = l
SSHN: I
Name:
*First [ Middle ‘Last | suffix | |
& save | [Es 2dd I UpdateDisplay | [EF Correct History

Bond Infarmation | Owner Infarmation | Co-Owner Information
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2. Select the Co-Owner radio button,
OR

Select the Beneficiary radio button.
3. Select 7" from the Co-Own/Ben drop-down list.
4. Enter the Social Security Number in the SSN field.
5. Enter the first name in the First field.

6. Enter the middle name in the Middle field.

7. Enter the last name in the Last field.
8. Select the suffix from the Suffix drop-down list.
9. Click the Save button. The save confirmation displays.

=

Microsoft Internet Explorer

"j Savings Bond has been successfully Saved for Emplid: 151934 with Effdt: 2003-08-31 (99992,999)
L

10.  Click the OK button. The new Savings Bond Authorization is saved.
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CHANGE/ CANCEL

e Procedure: Completing a Change or Cancel Savings Bond

Authorization
1. Select the Payroll Documents menu group.
2. Select the Savings Bond component. The Savings Bond — Find an Existing Value

page displays.

US Dept of Agriculture

Eviecnw T 1D

== Payroll Documents

— Certifications

— Education Information "

— Mlowances Savings Bonds

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

— Charitable Contributions | Find an Existing Value {_Add a New Value |

— Compensatory Time
Pavments

— Court Child Care/Alimeny EmplID: |begins with |+ |

— Deductions Due to
Indebtedness Empl Red hbr: ‘

— Direct Deposit Bond Authorization Numben‘ begins with v || ‘
— Discretionary Allotments

— Einancial AllstmentHealth social Security Number: = ]

Home | Workiist | MultiChannel Console [ _Add to Favorites

>

New Window | Help | &,

= & | |

— Flexible Spending Account Name: ‘ begins with |+ ” ‘

~ Heaitn Benefits Last Name: [begins with | |

— Leave Data Transferred

— Lump Sum Leave Agency: ‘ begins with |+ || ‘Q
Pavments ) ——

~ 1MA - Health Bensfits Sub-Agency: [begins with || ja

— Master File Change [Icorrect History []Case Sensitive

— Multi-Element Update
— Non-Federal Life Insurance

— SES Performance Search Clear | Basic Search Save Search Criteria

Appraisal

— Savings Bonds

— Severance Payment
— TSP Loan Allotrment
— Tax Data

Find an Existing Value | Add a New Value

— Thrift Savings Plan
— Thrift 3avings Plan - Catch-
Up
— Union Dues
[ HR Reports
[» Recruiting .,

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Click the Search button. The Bond Information page for the desired employee displays.
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[ Bond Information {_Qwner Information_}” Co-Owner Information |,

ART TRAINING EmpliD: 151537 Rod# 0 SSN 30043040001
Savings Bond ! A
-
Effective Date: |1nr2512009 Q, Pay Period: 22 Date 1042742009 £l
Entered:

User ID: EMPTD389 Transaction Status: |Ready— Future =l

Bond Information
Bond Authorization Number: |1_ Delete Entry |

Bond Activity: 170 - Mew Allocation =]

170 - Mew Allocation

171 - Change Denomidliotment
Amount Allotted: 172 - Chy InscriptDenamiAllat
173 - Cancel Bond

174 - Cancel Owner/CafBenef
Type of Bond: EE Series Elonds;l

Bond Denomination:

B save I ELReturn to Search [Es Al | UpdateDisplay | [P Correct Histary

Bond Information | Cwener Information | Co-Cwner Information

Click the + button.
Enter the effective date in the Effective Date field.

Select 171 - Change Denom/Allotment from the Bond Activity drop-down list.
OR

Select 172 - Chg Inscript/Denom/Allot from the Bond Activity drop-down list.
OR

Select 173 - Cancel Bond from the Bond Activity drop-down list.
OR

Select 174 - Cancel Owner/Co/Benef from the Bond Activity drop-down list.

If applicable, make adjustments to the necessary fields.
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9. Click the Save button. The save confirmation displays.

=

Microsoft Internet Explorer

"j Savings Bond has been successfully Saved for Emplid: 022248 with Effdt: 2003-04-27 (99992,993)
L

10. Click the OK button. The changed or cancelled Savings Bond Authorization saves.
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SEVERANCE PAYMENT

Severance pay applies to employees who are involuntarily separated from service through a Reduction in
Force.

& Procedure: Completing a Severance Payment

1. Select the Payroll Documents menu group.

2. Select the Severance Payment component. The Severance Payment — Find an
Existing Value page displays.

US Dept of Agriculture

Eveow E TR

= Payroll Documents ~ Mew Window | Help | 1=,
— Certifications

— Education Information

Home | Worklist | MultiChannel Console [ _Add to Favorites

— Allowances Severance Payment
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values.
Leave

— Charitable Contributions { Find an Existing Value

— Compensatory Time
Payments -
~ Courl Child Care/Alimony EmplID: [begins with +| |

— Deductions Due to
Indebtedness Empl Red hbr: |

— Direct Deposit Social Security Number: = I:I

— Discretionary Allotments

- & | |

- Financial AllotmentHealih | | Name: [begins with | |
Sav

— Flexible Spending Account Last Name: | begins with v H |

— Health Benefits Agency: [begins with | e

— Leave Data Transferred

— Lump Sum Leave Sub-Agency: | begins with v | |Q
Pavments

~ MMA - Health Benefits Ccase sensitive

— Master File Chanage

— Mulfi-Element Update Search Clear | gasic Search Save Search Criteria

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

Severance Payment
— TSP Loan Allotment
— Tax Data

— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[» Recruiting w

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Click the Search button. The Severance Payment page displays for the desired employee
record.
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Erarc o B BERD)
e
MDY TRAIMNIMNG EmpliD: 1732540 Rcd# 0 SSM 00289
Severance Pay Data Find | “iews All First [«] 1 af 1 [ Last
-+
Effective Date: |1 W2%2008 2 payPeriod: 22 Date Entered: 10/27/2009 =
User ID: EMPTD 389 Transaction | InFrogress ;I
Status:
*Transaction I LI

*Total Amount I
Amount Per Pay Period I
*Beginning Date I E‘j
First Payment Amount I

*Accounting Distribution |

B save I £ Return to Search I +[E] Prewious in List | +[E| Mext in List

5. Enter the effective date in the Effective Date field.

6. Select Add from the Transaction drop-down list

7. Enter the total amount in the Total Amount field.

8. Enter the amount in the Amount Per Pay Period field.

9. Enter the beginning date in the Beginning Date field.
10.  Enter the first payment amount in the First Payment Amount field.
11.  Enter the accounting distribution in the Accounting Distribution field.

12. Click the Save button. The save confirmation displays.
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r

Microsoft Internet Explorer

Severance Payment has been successfully Saved for Emplid: 151930 with Effdt: 2003-03-31 (99999,999)
'
L

13. Click the OK button. The Severance Payment is saved.
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TAX DATA

A new tax certificate may be processed at any time to change an employee’s tax information. When the
employee’s duty station or residence changes and the new local tax location has an agreement with
Treasury for mandatory withholding, a new tax certificate is processed. An employee may be exempt
from withholding of state tax on the basis of limited earnings or other reasons determined by the state.
If exemption is allowed by the state, type Only (ONL) in the Total Number of Allowances field.

Dual state tax withholding allows employees to voluntarily elect to pay state tax in the duty station and
residence states. If state income tax is currently withheld based on the duty station and a state tax form
is entered to begin withholding for the residence state, the document will appear in suspense with an

informational message indicating the document entered will result in dual state tax deductions.

States with reciprocal agreements have agreed that when taxes are withheld for the residence state, taxes
are not withheld for the duty station state. A certificate of non-residence allows an employee to declare
non-residency for the duty station state which allows taxes to be withheld for the residence state. When
an employee’s duty station changes, the certificate of non-residence in effect becomes void, and a new

certificate is required for the new duty station state, if applicable.
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& Procedure: Completing City Tax Data

1.

2.

Select the Payroll Documents menu group.

TAx DATA

Select the Tax Data component. The Tax Data — Find an Existing Value page displays.

B IR

== Payroll Documents
— Certifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
— Compensatory Time
Pavments
— Court Child Care/Alimony
— Deductions Due to
Indebtedness
— Direct Deposit
— Discretionary Allotments
— Einancial Allatment/Health
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
— Lump Sum Leave
Pavments
— MMA - Health Benefits
— Master File Chanae
— Multi-Element Update

— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
— Tax Datz
— Thrift Savings Plan
— Thrift 3avings Plan - Catch-
Up
— Union Dues
[ HR Reports
[» Payroll Processing

— Non-Federal Life Insurance

>

€

US Dept of Agriculture

Worklist

New Window | Help | &,

Tax Data
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmplID:

|neg|ns with vH |
o | |

Empl Red Nbr: [=

Social Security Number: =

Hame: |beg|ns with v |
Last Name: |begins with v |
Agency: |begins with v |Q
Sub-Agency: |begins with | |Q

[Icase sensitive

L) Search Clear | pasic Search Save Search Criteria

Sign out

Enter the Employee ID of the desired employee record in the EmplID field.

Click the Search button. The City Tax Data page displays for the desired employee

record.
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TAaX DATA
Enap o FAFD) -
Sllw
" City Tax Data | County Tax Data | State Tax Data ) Federal Tax Data ) Earned Income Credit |,
MDY TRAIMIMNG EmpllD: 173530 Rcd# 0 SSN :33-:04-0243
First E| A of 1 El Last
*Effective Date: |1UJ'25-"2009 Q Pay Period: 22 Date Entered: 1 0/27/2009 =
User ID: EMFPTD 389 Transaction Status: |inProgress =
State: I Q
Citv: | @
Resident of City where -
employed 7
Percent of annual compensation I_D
for Services outside the city :
Total Humber Of Allowances: I
Additional Withholding Amount: | $0.00
& save I LU Return to Search I +[E] Previous in List I +[5] Mext in List
City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit
5, Enter the effective date in the Effective Date field.
6. Enter or select the state code number in the State field.
7. Enter or select the city code number in the City field.

8. If applicable, select the Resident of City where employed checkbox.

9. Enter the percent of annual compensation for services outside the city in the Percent of

annual compensation for Services outside the city field.

10. Enter the total number of allowances in the Total Number Of Allowances field.

11.  Enter the additional withholding amount in the Additional Withholding Amount field.

Page 214 © 24-Nov-09




CHAPTER 5 — PAYROLL DOCUMENTS
TAx DATA

& Procedure: Completing County Tax Data

1. Select the County Tax Data tab. The County Tax Data page displays.

[ rretres = = ] |

=Sl1d

Cily Tax Dataj County Tax Data ' Stale Tax Dats ¥ Federal Tax Dats § Earned Income Credit

CIMDY TRAIMNIMNG EmpllD: 1738590 Rcd# 0 SSN :oo-x-0248

County Tax Data ind | Wiew A First [4] 1 or 1 [ Last
+

*Effective Date: |1 072572009 | C, Pay Period: 22 Date Entered:  10527/2009 =l

User ID: EMFTD389 Transaction Status: |InFrogress =

xemption Data

State Code: I R

County Code: I (&}

Resident of County where employed?

-

For Services Outside the Coundys I—D

Percemt of Annual Compensation

Total Humber O Allowances: I

@
o
=]
=1

Additional Allowances:

Bl save I 4L Return to Search I +[E] Previous in List I +[= hext in List I

City Tax Dvata | County Tax Data | State Tax Data | Federal Tax Data | Earned Incorme Credit

2. Enter or select the state code number in the State Code field.

3. Enter or select the city code number in the City Code field.

4. If applicable, select the Resident of County where employed checkbox.

5. Enter the percent of annual compensation for services outside the city in the For Services
Outside the County Percent of Annual Compensation field.

6. Enter the total number of allowances in the Total Number Of Allowances field.

7. Enter the additional withholding amount in the Additional Allowances field.
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& Procedure: Completing State Tax Data

1. Select the State Tax Data tab. The State Tax Data page displays.

Enaec oo R » ‘

=13

{ City Tax Data_} County Tax Data | State TaxData YV Federal Tax Data ) Earned Income Credit |

CIMDY TRAIMNIMNG EmpliD: 172530 Rcd# 0 SSM 0040242
State Tax Data Wigw A First E] 1cf 1 [ Last
*Effective Date: |h 0/25/2008 O Pay Period: 22 Date Entered: 1002742009 =
User ID: EMPTD 339 Transaction Status; | INFrogress =l
State tax withholding state code: I_ Q

Total Humber Of Allowances: I I8 NFC TAX INSTRUCTIONS

Additional Withholding Amount: | §0.00

Bl save I ELReturn to Search I +[E] Previous in List | +[5] Mext in List

City Tax Data | Sounty Tax Data | State Tax Data | Federal Tax Data | Earned Incaome Credit

Enter or select the state code number in the State Code field.

[

Enter the total number of allowances in the Total Number Of Allowances field.

&

NOTE: SELECT THE NFC TAX INSTRUCTIONS LINK FOR FURTHER INFORMATION.

Enter the additional withholding amount in the Additional Withholding Amount field.

b
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TAx DATA

& Procedure: Completing Federal Tax Data

1.

Select the Federal Tax Data tab. The Federal Tax Data page displays.

Frgee oo IR >

=

| City Tax Data_} County Tax Data ) State Tax Data ) Federal Tax Data Y Earned Income Credit |,

CINDY TRAIMNIMNG EmpliD: 178530 Rcd# 0 SSN :0K-x3-0248
Federal Tax Data Find | “iews A First [4] 4 of 4 [M] Last
=l
“Effective Date: |h 0252009 Pay Period: 22  Date Entered: 10i27i2009
User ID: EMPTD 388 Transaction Status: I InFrogress =l

=emption Data
Tax Marital Status: IND Data - I

Total Number of Allowances Claimed: I 0

Additional Vwithholding Amount: | §0.00

B save | (SLReturnto Search | +E Previous in List | +E] Mext in List

City Tax Data | SCounty Tax Data | State Tax Data | Federal Tax Data | Earned Income Sredit

Select a tax marital status from the Tax Marital Status drop-down list.

Enter the total number of allowances claimed in the Total Number of Allowances

Claimed field.

Enter any additional withholding amount in the Additional Withholding Amount field.
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& Procedure: Completing Earned Income Credit Data

1. Select the Earned Income Credit tab. The Earned Income Credit page displays.

o TR >

=1

i City Tax Data_} County Tax Data | Stale TaxData | Federal Tax Data | Earned Income Credit

CIMDY TRAIMNIMNG EmplID: 173590 Rrd# 0 SSN W0-0248
Earned Income Credit A
-+
Effective Date: |h 252009 & Pay Period: 22 Date Entered: 10/27/2009 FE
User ID: EMPTD 228 Transaction Status: |InF'r0gress x |

Allowance Data
Eligible for Earned Income Credit: I Mo Data :"

Earned Income Credit Code: I ;I

& save | SLReturnto Search | +[E] Previous inList | +[E Mext in List

City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit

2. Select the eligibility for the earned income credit from the Eligible for Earned Income
Credit drop-down list.

3. Select the earned income credit code from the Earned Income Credit Code drop-down
list.
4. Click the Save button. The processing confirmation displays.
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r

Microsoft Internet Explorer

j Action for record: Z_PRES_DOC_130 will be transmitted to MFC for processing on 2008-09-08

! Action for record: Z_PRES_DOC_131 will be transmitted to MFC for processing on 2008-09-03

Action for record: Z_PRES_DQOC_140 will be transmitted to MFC for processing on 2003-09-03

Action for recard: Z_PRES_DOC_ 150 will be transmitted to MFC for processing on 2008-09-08

Action for record: Z_PRES_DOC_151 will be transmitted to MFC for processing on 2008-09-03
{99999,999)

5. Click the OK button. The save confirmation displays.

r =l

Microsoft Internet Explorer PS__(|

j Federal tax Data has been successfully Saved for Emplid: 152383 with Effdt: 2008-08-31
! Earned Income Credit has been successfully Saved for Emplid: 152333 with Effdt: 2008-08-31
State Tax data has been successfully Saved for Emplid: 152383 with Effdt: 2008-08-31
City Tax data has been successfully Saved for Emplid: 152383 with Effdt: 2008-08-31
County Tax data has been successfully Saved for Emplid: 152383 with Effdt: 2008-08-31
{99999,399)

6. Click the OK button. The Tax Data saves.
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THRIFT SAVINGS PLAN

The Thrift Savings Plan (TSP) is a retirement savings and investment plan for Federal employees. The
employee can elect to start or change contributions. When the employee terminates participation in the
Thrift Savings Plan, he or she must wait six months before the Thrift Savings Plan participation can be
restarted.

& Procedure: Completing a Thrift Savings Plan

1. Select the Payroll Documents menu group.

2. Select the Thrift Savings Plan component. The Thrift Savings Plan — Find an
Existing Value page displays.

‘!_'_:1 . ’f_‘jﬂl 1 R) Home | Workiist | _MultiChannel Console | _Add to Favorites

= Payroll Documents -~
— Cerifications
Emi;ztlgjcgénfnrmanjn Thrift Savings Plan
h for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave
— Charitable Contributions J{m
— Compensatory Time
Payments
— Court Child Care/Alimony EmpliD: begins with +
— Deductions Due to
Indebtedness Empl Red Nbr: = i
— Direct Deposit Social Security Number: =
— Discretionary Allotments
— Einancial AllotmentHeaith Hame: begins with +
Sav
— Elexible Spending Account
— Health Benefils Agency: begins with + Q.
— Leave Data Transferred
— Lump Sum Leave Sub-Agency: begins with v Q
Payments .
— JMA- Health Benefits [ case Sensitive
— Master File Change
— Muiti-Element Update Search | Clear |Elasi: Search Save Search Criteria
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Pavment
— TSP Loan Allotment
— TaxData

— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports
[- Recruiting "

New Window | Help | 15,

Last Name: begins with «

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Click the Search button. The Thrift Savings Plan page displays for the desired employee
record.
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FEaair o i =5 >

=l »
CIMDY TRAIMIMG EmplD: 173546 Rcd# 0 SSN -x-0292
Thrift Savings Plan Find | i First (40 1 ¢ 1 [¥] Last
+
*Effective Date: |1 0i25/2008 S Pay Period: 22 Date Entered: 10/27/2009 =
User ID: EMPTD389 Transaction Status: ||nProgress =

ontribution Information

TSP Plan Code:

*TSP Transaction Code: I ;I
Contribution Rate: [ Enters

OR
Contribution Amount: I 0 Enter § Amount

El save | L Return to Search | +[E] Previous in List | +[=| Mext in List

5. Enter the effective date in the Effective Date field.
6. Select New Enrollment/ Change from the TSP Transaction Code drop-down list.

7. Enter the contribution rate in the Contribution Rate field in percentages
OR

Enter the contribution amount in the Contribution Amount field in dollars.

8. Click the Save button. The save confirmation displays.
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=

Microsoft Internet Explorer

"j TSP Record has been successfully Saved for Emplid: 151930 with Effdt: 2008-03-31 (99995,999)
L

9. Click the OK button. The Thrift Savings Plan saves.
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CERTIFICATIONS

Education and certification data records the highest education level attained based on years of formal
schooling and/or academic degrees or certificates conferred. The educational level codes assigned to
define the level of education and certification entered on the personnel action in the Employee Data
record is the official education record that is reported to CPDF. The personnel action should be coded

in addition to entering the education/professional certification, as applicable.

& Procedure: Completing the Certifications

1. Select the Payroll Documents menu group.

2. Select the Certifications component. The Certifications — Find an Existing Value page
displays.

;!_T:—._';E::.‘J‘C\r:l';"{) Home | workist | Mutichannel Console | _Add to Favorites

=~ Payroll Documents ~

— Cerlifications

— Education Information Certifications

- Wances

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

— Charitable Contributions Find an Existing Value

— Compensatory Time
Payments

Mew Window | Help | JE,

— Court Child Care/Alimony EmplID: begins with v
— Deductions Due ta Empl Red Nbr: _ -
Indebtedness
— Direct Deposit Social Security Number: =
— Discretionary Allc -
— Financial Name: begins with
Sav. o Last Name: begins with +
— Flexible Spending Account
— Health Benefits Agency: begins with s Q
— Leave Data Transferred 8
— Lump Sum Leave Sub-Agency: begins with + Q
Payments

7]
— MIA- Health Benefits [¥] correct History [ case sensitive

— Master File Chanas
— Multi-Element Update Search Clear | Basic Search Save Search Criteria
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Pavment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[» HR Reports
[> Recruiting -

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Click the Search button. The Certifications page displays for the desired employee
record.

© 24-Nov-09 Page 223




CHAPTER 5— PAYROLL DOCUMENTS
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Eapcw i 110

I
CINDY TRAIMIMNG EmpliD: 173546 Rcd# 0 SSMH -H-0292
Certifications
i =
Effective Date  |10/Z5/2009 | Ol pay period: 77 PCtion Date 1042712009
User ID EMPTD389 Transaction Status: I InFrograss > I

OME AND DOMNE

Professional Certification

+
Account Transaction Code I :"

*Professional Cert Code I Q
*State Code [Ta

Professional Certification le

B save | LLReturn ta Search | +[ Previous in List | 4] MNext in List | | 7 Refresh UpdateDisplay Correct History
5. Enter an effective date in the Effective Date field.
6. Select an account transaction code from the Account Transaction Code drop-down list.
7. Enter or select the professional certification code in the Professional Cert Code field.
8. Enter or select the state code in the State Code field.
9. Enter the professional certification year in the Professional Certification Yr field.

10.  Click the Save button. The save confirmation displays.
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r

Microsoft Internet Explorer

Professional Certification Information has been successfully Saved for Emplid: 151930 with Effdt: 2008-08-31
! {99999,999)

11. Click the OK button. The Certifications page is saved.
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& Procedure: Completing the Education Component

1.

2.

4.

Select the Payroll Documents menu group.

Select the Education Information component. The Education Information — Find an

Existing Value page displays.

Eveow E TR

I Payroll Documents
— Certifications

— Auth for Restored Annual
Leave
— Charitable Contributions
— Compensatory Time
Payments
— Court Child Care/Alimany
— Deductions Due to
Indebtedness
— Direct Depasit
— Discretionary Allotments
— Einancial AllotrmentiHealth
Sav
— Elexible Spending Account
— Health Benefits
— Leave Data Transferred
— Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
— Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
— Severance Payment
— TSP Loan Allotment
— Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Up
— Union Dues
[ HR Reports

[> Recruiting

US Dept of Agriculture

Home | Workiist | MultiChannel Console

New Window |

Education
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmplID:

|neg|ns with v|| |

o | |
L ]

Empl Red Nbr: [=

Social Security Number: =

Name: |beg|ns with v |
Last Name: |begins with v |
Agency: |begins with v |Q
Sub-Agency: |begins with || |Q

Correct History []Case Sensitive

Search Clear | pasic Search Save Search Criteria

Add to Favorites

Sign o

Help | &,

Enter the Employee ID of the desired employee record in the EmplID field.

Click the Search button. The Education Information page displays for the desired

employee record
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Enacna TR —
(=
CINDY TRAINING EmpliD: 172620 Rod? 0 SSN 00000218
A First E 1 of 1 lE‘ Last
Effective Date  |10/252000 | Q| PayPeriod:22 pate Entered 10/27/2009 =l
User ID EMPTD388 Transaction Status [InProsrecs =l

OME AMD DOME

Education Information X First [+ 1 of 1 [ Last
Account Transaction Cndel :"
Education Level I ;I
School Code I Q
Instructional Program I Q
Year I
& Save | SLReturnto Search | +E Previous inList | +E] NextinList | L Refresh UpdateDisplay Correct History
5. Enter an effective date in the Effective Date field.
6. Select an account transaction code from the Account Transaction Code drop-down list.
7. Select the education level from the Education Level drop-down list.
8. Enter ot select the school code in the School Code field.
9. Enter or select an instructional program in the Instructional Program field.

10.  Enter the year in the Year field.

11.  Click the Save button. The save confirmation displays.
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r

Microsoft Internet Explorer

"j Education Information has been successfully Saved for Emplid: 151930 with Effdt: 2008-08-31 (99999,999)
L

12.  Click the OK button. The Education Information page is saved.
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CORRECTIONS, CANCELATIONS, AND
HISTORY OVERRIDES

Learning Objectives:

y Initiating a Rollback of an applied action

Completing a History Override package for a canceled
history action

P 4
£ Completing a History Override package for a corrected
history action

P 4

Completing a History Override package for an inserted

late action
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NFC STATUS AND APPROPRIATE ACTIONS

‘ NFC Status Action

NFC Ready Add or correct a data element or delete
a row

Sent to NFC No action

Applied Rollback

Applied History Override, Correct or Cancel
Applied Action

Not Applied View Current SINQ Error

Ready Future Add, cotrect, or delete a row

ROLLBACK

A rollback is initiated by the user, or by the system for actions that applied during the current processing
pay period. A user may rollback actions when the employee’s salary for that pay period has not been
computed by PAYE.

A system-generated rollback displays the message Iz SINQ Due To Rollback — Take Appropriate Action on
the suspense error listing. The PPS sorts and processes personnel actions by effective date. A system-
generated rollback occurs automatically when a personnel action(s) has applied to the database in the
current processing pay period and another personnel action(s) with an earlier effective date is processed
in a later PINE pass during the same processing pay period and prior to the processing of PAYE. Asa
result, all actions are rolled back from the database and placed in suspense.

After the action has been successfully rolled back in EmpowHR, the PAR row will display the NFC
Status “Rolled Back” indefinitely. The user must take action to release the action and resend it to
NFC for processing. If the rolled back action is erroneous the row can be deleted, If an action is
required with an earlier effective date, a new row can be added to process this new action prior to
processing the rolled back action.

Page 230 © 24-Nov-09




CHAPTER 6 — CORRECTIONS, CANCELATIONS, AND HISTORY OVERRIDES

ROLLBACK

f. NOTE: When more than one personnel action is processed during the same

@ processing pay period, and the actions are not entered in sequence according to
the effective dates, the system automatically rollbacks any actions not in
sequential order.
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& Procedure: Completing a Rollback

1. Select the PAR Processing menu group.

2. Select the HR Processing component. The HR Processing USF — Find an Existing
Value page displays.

USDA
e

~ PAR Processing ~
— Action Table Setup
— Add Non Employes -
_ Confractar HR Processing USF
— Hire Emplovee Enter any information you have and click Search. Leave fields blank for a list of all values
Dy

New Window | Help

Find an Existing Value

-l Status CPOF File

Process
— Ora Structure Mass EmplID: begins with | NEW

Change . _
- Undate Repors To Emp! Red Nor: = * 0
— Mass Reports to Update Social Security Number:| begins with
— Address Processing
— Adjudication Information Name: begins with »
- Ch:ckllst Generation Last Name: begins with v

Sub-Agency: begins with a

[correct History []Case Sensitive

Search ‘ Clear | Basic Search |5 Save Search Criteria

— Cancel Applied Action Mo matching values were found
— History Override
— Update NFC Flags
— Create Mew Oprid
— Employee Password Resef]
— Mass Actions
— Mass Update Positions
— Departmental Transfer
— Employee Security
Clearance
[» Position Management
[> Payroll Documents
[> HR Reports
[> Recruiting

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Select the Correct History checkbox -IMPORTANT**** this must be done to
accomplish Rollback.

5. Click the Search button. The Data Control page displays for the desired employee
record.
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US Deptoof Agriculture

/" Data Control (_ PersonalData | Job

[ Position | Compensation  Employment1 | Employment2 | BenefitData § Checklist Generatian '

Workiist

Wutichannel Console

Fred

Data Control

Effective Date: l:l
Effective Seq: l:l l:l
[ooszo0e ]

Auth Date:

*Action: l:l NFC Originated
*Reason Code: l:l From NFC
NOA Code: l:l GEN ADJ

EmplID:

[JRoliback Indicator

View All SINQ Errors
SSN:  518-00-4444

First 4] 1 or1 [H Last
EHE

View Current SINQ Errors

013080 Empl Rcd#: 0

Transaction Status:

PAR Status: | =07

Corrected

GENADJ

Authority (1): l:l

[
authority @ [ZL0] |

L1

Not To Exceed Date:

Print SF-52

PAR Request#: l:l

Add to Favorites

ROLLBACK

Sign out

[ew Window | Help

PAR Remarks Award Data Tracking Data Justification
Print 8F-50 Red Pencil
I8 save | 2 Return to Search =5 Next tab [E* Correct History
Data Control | Personal Data | Job | Position | Cor | 1| Employment 2 | Benefit Data | Checklist 1
6. Select the Rollback Indicator checkbox.
7. Click the Save button. The transaction is saved, and the NFC Transaction Status

changes to NFC Read)y.
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HISTORY OVERRIDE PROCESSING (HCUP)

A History Override package can contain one or more corrections, cancelations, and new actions. All
packages have a Starting Action and some may have Intervening Actions. The Starting Action identifies

the beginning action and the Intervening Action identifies all the transactions included in the package.

CANCELING A HISTORY PAR ACTION

& Procedure: Canceling a History PAR Action

1. Select the PAR Processing menu group.

2. Select the History Override component. The History Override — Find an Existing
Value page displays.

USDA
i

Home | Worklist

MuttiChannel Console | Add to Favorites | _Sign out
= PAR Processing - New Window | Help
— Action Table Setup |
— Add Non Employee - -
_ Confractor History Override

- Employee Enter any information you have and click Search. Leave fields blank for a list of all values

— IMA Dynamic CPDF File

Process Find an Existing Value
— MMA Status CPOF File
Process -
— Org Structure Mass EmpliD: begins with v
Change . _
— Update Reporis To Empl Red Hor: - &
ass Reports to Update Social Security Number:| begins with +

wdiudication Information Name: begins with +

hecklist Generation Last Name: begins with «

[Icase sensitive

\Dp|
Vho h Search ‘ Clear | pasicSearch Save Search Criteria
R Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Update NFC Flags
— Create New Oprid
— Employes Password Resef|
— Mass Aclions
— Mass Update Positions
— Deparimental Transfer
— Emplovee Security
Clearance
[» Position Management
[ Payroll Documents
[ HR Reports
[> Recruiting

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Click the Search button. The History Correction Creation page displays.
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USDA EmpowHR,1stLvIMgr us Dept of Agriculture
_ Home | Worklist | MuktiChannel Console | Add to Favorites | Sign o
=L
New Window | Help
{ HCUP Creation

History Correction Creation

Do you wish to create a History Correction Package for employee: Smith, (022248)7

Yes Mo

Bl save | 2. Return to Search

|~

5. Click the Yes button. The History Correction page displays.

History Correction | Liats contiol | Foisonsl Lats Jot Postien Compensdon | Empioanent] | b
Cengliy: Cenpl Pl GO S5M:
" Prww Priew  Poww
WP HEUP Cancel  Camcel  Difecties Ti | Prow OA Py Prird
Status  Indicator AR (1) AU (Z) Dats 00 HOA Sathin) St 2) Aeth Dein sz o :f NOA m“ E:‘m SF50
1[FRo o, =1 0542008 11702 NIM 1315 33008 Applind = +] [=
2lpRG O 'I 0I0SI006 26 TV]  MIM 153 23005 Apmiling - 4] =i
APRG O TI OROSII00E 11 73 (°F 10323005 Applind r $ =
4 |PRO O "I MAORIGOE 11 6Ed WM LM 1 W3 HIM0S Apgilied = 4] [
SPRO 4 "I 12005 11 703 NEM 1T aRms Apnling r =
&|FROQ 1 "I QUAE200ns 15 B9E VWM am 1200 Applieg = LI
FIFRO -\.', "I 04rz02004 15 B33 QM DA ms Applied = | |-
alPRmo 0 “I oNTn04 15 BEd VM TIM 032008 Applied L ¥ =
HCUP Package Sisius: ""
ol HG LW Patkage
Felnasn h':'..IPFJ“lHF
6. Enter COR in the WIP Status field for the action below the action or row to be canceled.
7. Select Starting from the HCUP Indicator drop-down list on the action below the action

or row to be canceled.

8. Enter CAN in the WIP Status field on the action to be canceled.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Select Starting from the HCUP Indicator drop-down list on the action to be canceled.
Enter ATM in the Cancel Auth (1) field.
Review the previous NOA information.

Select Intervening from the HCUP Indicator drop-down list of the subsequent actions.

History Correction | Dats Convgl | Personsl Dats Jog Fossien Compensalon | Empidvment) | v
Exnglil: Ernpd Rl 0 S5
iy
" " Prev Prie  Pru
WiP HEUR Cancel Cancel  Elfectie Tramsaction  Prev BO& Poew Prind
Sl HOR  fanhi(1) Auth (7} lunh Dt MIOIA NOR  HOA
Sisfuzs  Indicator b)) Auth (2} Dale Slatus Eifeit Saq HOA 15 AuthiH) SF50
PRO € [Intervening "i OSM4008 11702 NIM 0511 5008 (o Applied W H =
2|IPRD O |berrening -—! OWOS00B 20 711 N2M DV0E2008 [ Agplied (=] %] f=i
a|cam 4, |lereening -! T L DFOSCIO0E 11721 NIM OSFF007 W InFrogeess TTDRGO0E |5 =} L=
4 |COR | |Sdarting "i MHAORIG0E 11 fdd  CWvM  TLM 133 EI S Applind = 4] [=]
FH  § ‘! 1ENII005 11 0703 NEM TINELIS Agplifd = +] =
spro -] GIOWIN0S 1T BDE  CWM  ZLM U008 Applicg = + [=
¥ FH *ENLE | ‘i 0320004 15 B9 QTM OSFanmns Applied r Ligtd
L] FH o 9 "i 2004 10004 GWW  TLM 0302008 Applied r ¥ =
HCUP Packags Ststus: "'l
Fold HCLP Fatkage
Felpass HCLIF Package

Select the Job tab.
Delete the Losing/Gaining Dept for the starting action and every intervening action.
Select the Benefits tab.

Select the FEHB Eligibility Transmit Blanks to NFC but Retain value checkbox for

the starting action and every intervening action.

Select the TSP Eligibility Transmit Blanks to NFC but Retain value checkbox for the
starting action and every intervening action.

Delete the FEGLI Coverage Amount for the starting action and every intervening action.
Select the History Correction tab.

Select Release HCUP Package from the HCUP Package Status drop-down list.
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21. Click the Save button. The save confirmation displays.

r

Microsoft Internet Explorer

"j PaR. Action(s) Successfully Saved for Emplid: 022245 (99999,999)

22. Click the OK button. All actions are marked NFC Ready.
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CORRECTING A HISTORY PAR ACTION

& Procedure: Correcting a History PAR Action

1. Select the PAR Processing menu group.

2. Select the History Override component. The tab of the History Override — Find an
Existing Value page displays.

USDA
e

MultiChannel Console

~ PAR Processing ~
— Action Table Setup

— Add Mon Employee - -
_ Confraclor History Override

— Hire Emplovee Enter any information you have and click Search. Leave fields blank for a list of all values
' Dynamic CPDF File

New Window | Help

Find an Existing Value
33
— Org Structure Mass EmplID: begins with +
Change Empl Red Nor: - v

— Update Repors To
Social Security Number:| begins with

Name: begins with
hecklist Generation Last Name: begins with +
— Schools ’
— Applicant Hire [Icase Sensitive

— LC Initiate PAR
— LC Approve PAR
— Who has the PAR Search ‘ Clear | pasic Search Save Search Criteria
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Update NFC Flags
— Create Mew Oprid
— Employvee Password Reset
— Wass Actions
— Mass Update Positions
— Departmental Transfer
— Employee Security
Clearance

[ Position Management

[» Payroll Documents

[ HR Reports

[> Recruiting

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Click the Search button. The History Correction Creation page displays.
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_——
‘ Home | Worklist | MultiChannel Console | Add to Favorites | Sign o
=L
New Window | Help
{ HCUP Creation

History Correction Creation

Do you wish to create a History Correction Package for employee: Smith, (022248)7
Yes Mo

Bl save | 2. Return to Search

5. Click the Yes button. The History Correction page displays.

 History Correction ' Data Contral | PersonalData | Jabh ) Position | Compensation | Ermployment1 ) [¥)

TRAIMING ART EmpllD: 131537 EmplRcd#: 0

History Override Find | 3

HCuP Effective Transaction ]
WP Status | Date Seq NOA Auth(1) Auth(2) AuthDate Status Print SF50

1|PRO Q| x| o007 11702 NaM 017162007 Applied r =]
2fpRO @ | 0uoTi007 11834 owM ZLM 12121/2006 Applied - =
3fcor @ | x| 090320068 11130 KM 09032006 [ [inProgress v | [T =
4|PRO Q 03/04/2006 11352  DBM 03/04/2006 Applied ] =
s[PRO @ |Starting 01/08/2006 21 883 QTM 01/07/2008 Applied ] =
6jPRO @ | | 0UDE2008 11894  owM  7LM 121222005 Applied r =
7lPRO Q| x| 10n0i2005 11730 UNM 10725/2005 Applied r =]

6. Enter COR in the WIP Status field on the action to be corrected.

7. Select Starting from the HCUP Indicator drop-down list on the action to be corrected.

8. Correct all applicable fields on the action to be corrected, including all information on the
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10.

11.

12.

13.

14.

15.

16.

17.

appropriate tabs.

Select Intervening from the HCUP Indicator drop-down list of the subsequent actions.

Complete the same correction on all of the subsequent actions.

History Correction \f Data Contral | Personal Data | Job | Position " Compensation | Employment 1 y ¥
EmpliD: EmplRed#: 0 SSN:
History Override
HCUP Effective Transaction :
WP Status |0 Date Seq NOA  Authi1) Auth(2) AuthDate Hafils Print SF50
1[PRO @ [interening ] 0sM4/2006 11702 Nam |nsx1 52006 [3  Applied I [+ =
PR @ [interening ¥ 03m&2008 21713 M2mM |namaxzuua FH  Applied I =
3fcorR @ [Stating x| 03052006 11721 NIM |nammooa [ InProgress I3 [+ [=]
sfPRO Q| x| 01082006 11894 QWM ZLM 1212212005 Applied @ =]
sPRO Q| x| 1211/2005 11703 NSM 12118/2005 Applied - & =
6PRO Q| x| 0u092005 11894 QMM ZLM 12i30/2004 Applied = =]
TIPRO @ x| o0530/2004 11893 Q7M 05f2972004 Applied r =+ =
glprRo @ x| 014172004 11894 QMM ZLM 03/03/2004 Applied r & =
HCUP Package Status: j
(Hold HCUP Package
Felease HCUR Package

Select the Job tab.
Delete the Losing/Gaining Dept for the starting action and every intervening action.
Select the Benefits tab.

Verity that the FEHB Eligibility Transmit Blanks to NFC but Retain value checkbox

is selected for the starting action and every intervening action.

Verify that the TSP Eligibility Transmit Blanks to NFC but Retain value checkbox is

selected for the starting action and every intervening action.

Confirm that there is nothing in the FEGLI Coverage Amount for the starting action and

every intervening action.

Select the History Correction tab.
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18.  Select Release HCUP Package from the HCUP Package Status drop-down list.

19.  Click the Save button. The save confirmation displays.

r

Microsoft Internet Explorer

"f PAR Action(s) Successfully Saved for Emplid: 022248 (999959,993)

20. Click the OK button. All actions are marked NFC Ready.
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INSERTING A HISTORY PAR ACTION

& Procedure: Inserting a History PAR Action

1. Select the PAR Processing menu group.

2. Select the History Override component. The History Override — Find an Existing
Value page displays.

_ Home | Workiist | MultiChannel Console | _Add to Favorites ign out
= PAR Processing A

w Window
— Action Table Setup Hew Window | Help
_'4‘3—‘*81%{[?&05"] locee History Override
— Hire Employee Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Dynamic CPDF File
Process { Find an Existing Value
— MMA Status CPOF File
Process
— Org Structure Mass EmpliD: begins with v
Change . _
— Update Reports To Emp! Red Nor: = M
— Mass Reports to Update Social Security Number:| begins with +
— Address Processing
— Adjudication Information Name: begins with +
— Checklist Generation
— Schools
Applicant Hire [Icase sensitive
C Initiate PAR
Approve PA]
Who has the PAR Search ‘ Clear | pasicSearch Save Search Criteria
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— Update NFC Flags
— Create MNew Qprid
— Employee Password Resef|
— Mass Aclions
— Mass Update Positions
— Deparimental Transfer
— Emplovee Security
Clearance
[» Position Management
[ Payroll Documents
[ HR Reports
[> Recruiting

Last Hame: begins with +

3. Enter the Employee ID of the desired employee record in the EmplID field.

4. Click the Search button. The History Correction Creation page displays.
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_——
‘ Home | Worklist | MultiChannel Console | Add to Favorites | Sign o
=L
New Window | Help
{ HCUP Creation

History Correction Creation

Do you wish to create a History Correction Package for employee: Smith, (022248)7
Yes Mo

Bl save | 2. Return to Search

5. Yes

Click the Yes button. The History Correction page displays.

History Correction Y Data Confrol | FersonalData ). Job ¥ Position Y Compensation | Employment1 |\ [0
EmpliD: EmplRcd#: 0 SSN:
History Override
HCUP Effective Transaction ;
WIP Status |- Dite Seq NOA Auth(1} Auth(2) AuthDate Sl Print SF50
1lPRO Q@ | x| osM4izoos 11702 M3M 0511412006 Applied E =
2RO Q| >l omoszoos 21713 MM 03/05/2006 Applied I~ [=]
alPRoO Q| | 0amsRODE 11721 MM 03/05/2006 Applied & & [=
sfPRO Q| x| 01Dsi2008 11894 M ZLM 1212212005 Applied E =
s[PRO Q| x| 1212005 11703 MEM 121972005 Applied r & =
6PRO Q| x| 01D2005 11894 M ZLM 12i30/2004 Applied & =
TlPRO @ >| 0siE0004 11893 QFM 05/28/2004 Applied E =
BlPRO Q| | 0112004 11894 QWM ZLM 0303/2004 Applied r = [=]
HCUP Package Status:
0. Click the + button on the PAR action that is below the inserted action.
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10.

11.

12.

13.

14.

15.

History Correction {_ Data Control " PersonalData ) Job " Positian Y Compensation y Employment1 [0
EmpliD: Empl Rcd#: 1 SSH:
History Override Find | B Firet [4] 102
WIP Status 1P PRGclMe  Seq NOA Auth(f) Auth(2) AuthDate Lansaction Print SF50
1|PRO QL | x| otizzzoos 11831 ako 037232006 Applied = & =
2lPRo Q| >| otios;oos 1170 oK 0372002006 Appligd - = =
3RO Q| x| 1212005 11834 9T ZLM 031 912006 Appligd ] & =
sJcor @ [itervering =]  osraor007 [0s:30:2007 [ InProgress !7 FH =
slcor @ ([stating v oOtowz005 11894 9T ZLM 123002004 Appligd |- F =
BPRO QL | >l otz004 11894 9T ZLM 037032004 Applied E ¥ =
TlPRo @ | x| dzzeo0z 118w GU 12/28/2003 Applied - = =
glPRO Q| x| ozowzooz 11891 8 03/09/2003 2nplied ® H =
gfpro Q| x| 02003 21895 WGR 0140142003 Applied I = =
10fPRO @ x| omzz003 11894 A ZLM 12/3142002 Applied - [+ =1
11 |PRO Q| x| oeMe002 11903 Zoo 0671512002 Applied 7] =+ =
12[pRO Q| x| o1M3zooz 11894 9T ZLM 1202802001 Applied r & =
12[pRO Q| x| owvozz002 11292 acc 1272712001 spplied = =+ =
HCUP Package Status: | =]

Select Starting from the HCUP Indicator drop-down list on the action below the inserted
action.

Enter COR in the WIP Status field on the action below the inserted action.

Select Intervening from the HCUP Indicator drop-down list on the inserted action.

Confirm COR in the WIP Status field on the inserted action.

Enter the applicable fields for the inserted action, including all applicable tabs.

Enter COR in the WIP Status field on the subsequent actions.

Select Intervening from the HCUP Indicator drop-down list of the subsequent actions.

Complete the same inserted data on all of the subsequent actions.

Select the Job tab.
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16.

17.

18.

19.

20.

21.

22.

23.

24.

HiSTORY OVERRIDE PROCESSING (HCUP)

Delete the Losing/Gaining Dept for the starting action and every intervening action

when appropriate.
Select the Benefits tab.

Verity that the FEHB Eligibility Transmit Blanks to NFC but Retain value checkbox

is selected for the starting action and every intervening action.

Verify that the TSP Eligibility Transmit Blanks to NFC but Retain value checkbox is

selected for the starting action and every intervening action.

Confirm that there is no FEGLI Coverage Amount for the starting action and every

intervening action.
Select the History Correction tab.
Select Release HCUP Package from the HCUP Package Status drop-down list.

Click the Save button. The save confirmation displays.

r

Microsoft Internet Explorer E]

'T PaR. Action(s) Successfully Saved for Emplid: 022245 (99999,999)
L

Click the OK button. All actions are marked NFC Ready.

© 24-Nov-09 Page 245



CHAPTER 6— CORRECTIONS, CANCELATIONS, AND HISTORY OVERRIDES
USING THE WORKLIST

USING THE WORKLIST

The Worklist contains all Job, Position, HR, and Payroll transactions initiated during the workflow

process.

To remove completed items from the Worklist, click the Mark Worked button. All items in Not
Applied Status (all types) are refreshed daily, adding new items and retaining old items. Below is a list of

the transaction status descriptions after the PINE process.

e Applied: A new action that has successfully applied to the NFC database and can be viewed on
IRIS 125.

e Not Applied: A new action that did not pass the PINE edits. These items need attention.
e Cancellation Applied: An applied action that is officially cancelled.

e Cancellation Not Applied: The official cancellation of an applied action that did not pass the
PINE edits.

e Correction Applied: An applied action that is officially corrected.

e Correction Did Not Apply: The official correction of an action that did not pass the PINE
edits.

* NOTE: THE WORKLIST FILTER IS USED TO SELECT A SPECIFIC TYPE OF WORK ITEM FOR

@ REVIEW.

FUTURE ACTIONS: ACTIONS WITH FUTURE EFFECTIVE DATES REMAIN IN EMPOWHR WITH A
STATUS OF RDY FUTURE. FUTURE ACTIONS ARE SENT TO NFC IN THE PAY PERIOD THEY ARE
EFFECTIVE.

VIEWING SUSPENSE ERRORS

PAR and payroll transactions that do not pass the PINE edits are placed in Suspense Inquiry (SINQ). A
View Current SINQ Errors link displays on the transaction window. Action must be taken to resolve
the error, and the transaction must be resent to NFC to repeat the editing process before the document
can apply to the NFC database and the EmpowHR database.
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& Procedure: Viewing Suspense Errors

1.

2.

USING THE WORKLIST

Select the Worklist link on the Navigation bar. The Worklist displays.

Work Item

Worked By Activity

Worklist for NP216E

Erom Date From
Tu 0202912008
Po 290m0n7
& 1212012007
wa 1202012007
I 01/30/2008
Ge

wa 013112008
Sa 0

o 0200812008
52 0200612008
Lo

I 04102008
Ge

Thi

= 0412312008
T 0412312008
T 0412312008
T 0412312008
Tu 1412312008
T 042312008
Tu 1412312008
% Refresh

FAR Returned to
Specialistl

PAR Approved

PAR Approved

PAR Approved

PAR Approved

PAR Approved

PAR Approved

PAR Approved

FAR Reviewed

PAR PRO Mot
Applied

PAR PRO Not
Applied

PAR PRO Mot
Applied

PAR PRO Not
Applied

PAR PRO Mot
Appligd

PAR PRO Not
Applied

Z_NFC_HRSPLST1

Z_NFG_ASSIST1

Z_NFC_ASSIST1

Z_NFC_ASSIST1

Z_NFC_ASSIST1

Z_NFG_ASSIST1

2_NFC_ASSIST1

Z_NFC_ASSIST1

Z_NFC_ASSIST1

PAR (PRO) Mat Applied

PAR (PRO} Not Applied

PAR (PRO) Mat Applied

PAR (PRO} Mot Applisd

PAR (PRO} Mot Applied

PAR (PRO} Mot Applisd

Work ListFilters:

roposed
Effective  Qrg Structure
Date

02/03/2008 907001000000000000

1210312007 907040002015000000

01/03/2008 904010000000000000

907001000000000000

12/08/2007 907030005020000000

02/01/2008 804010000000000000

03/30/2008 907040003000000000

04/21/2008 907040010015000000

907030004015000000

907030006025000000

907030008025000000

907005002000000000

907005001000000000

907010000000000000

James David, 151842
11, Resignation

dindow | Help | B,

Santa ana.
20, 11. FEGLI

08, 11
Prattini.Cyrill Anthony,

AG. 90, 116. 0. Pecoraro. Eugene
Gerard, 2008-02-17, 11, 702, 2008-
C P

landa
n, 2008-02-17, 11, 702, 2008-
. PRO

AG._80. 152146, 0_Jenkins Svivina
2007-12-23 11,721, 2007-12-19,
COlLPRO

AG. 90, 1. 0. MouvenHien
Thu, 2007-12-22, 21 2008-02-
1. PRO

2 0 Para Gail
2008-03-30, 11, 703

Iark Worked

Reassign

Mark Worked

Reassign

Iark Worked

Reassign

Mark Worked

Reassign

Iark Worked

Reassign

Mark Worked

Reassign

Select the Link for the Worklist item to be worked.

item displays.

The HR Processing page for the
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USDA US Dept of Agricuiture
=] Home | Workist

tiChannel Console | Add to Favorites | Sign o

New Window | Help

{ Data Control { PersonalData | Job | Position | Compensation | Employment1 | EmploymentZ | Benefit Data | Checklist Generation |

View All SINQ Errors
SMITH JR,ALVIN JOHN EmpliD: 043549 Empl Rcd#: 0 §SN: 555-55-5555

Effective Date: |04/22/2008 [ Transaction Status: | NotApplied

i : View Current SING Errors
Erfective Seq: | 1] | | View Current SINQ Errors
Auth Date: 04/22i2008 [31

*Action: HR @ Hire PAR Status: Q Processed by Human Resources

*Reason Code: NPS L permanent Position Agency Type:

NOACode:  |100 U career ppt
Authority (1): |#BS @ [Reg. 330.707 [ |
Authority (2): Q | |
Not To Exceed Date: l:l@ PAR Request#: l:l
Print 3F-52 . "
PAR Remarks Award Data Tracking Data Justification
Add Attachment

B save | [E view Worklist |t Previous in Worklist | 45 Next in Worklizt Hext tab Update/Display | [

Data Control | Personal Data | Job | Position | Compensation | Emplovment 1| Emplovment 2 | Benefit Data | Checklist Generation

3. Select the View Current SINQ Errors link. The View Current SINQ Errors page
displays.

US Dept of Agriculture

USDA

hannel Console

(=3
New Window | Help

View Current SINQ Errors
EmpliD: 043549 Rcd: 0 EffDt 04/22/2008 EffSeq 11 MName: SMITH JRALVIN JOHN SSN: 555-55-5555

SINQ Messages are deleted when the Action is Applied

PAR Error Messages

EffDt Seq AuthDt NOA wip Doc Batch# PPD# Oprid
Run Date: 04/2312008 04/22i2008 1 04/22/2008 100 063 6767 0g NFCCONI

NFC Error Messages

ERR# Error Message NFC Element Name NFC Element Value
602 IF NOT FOUND IM POSITION MANAGEMENT SYSTEM FM30 DEPARTMENT CODE AG
PME0 AGCY CODE 16
PMSO SON 5294
MASTER RECORD NUMBER 044466
GRADE/PAY BAND 05
INDIVIDUAL POSITION NUMBER 92024724
PMS0 DEPARTMENT CODE AG
FM30 AGCY CODE 16
PM30 SON 5204
MASTER RECORD NUMBER 044466
GRADE/FAY BAND 05

INDIVIDUAL POSITION NUMBER 92024724

Return
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4. Review the error information.

5. Click the Return button. The HR Processing page displays.

USDA

===] Home | Worklst | WutiChannel Console | _Add to Favorites | Siano

E3
New Window | Help

{ Data Control \( Personal Data Y Job Y Position Y Compensation Y Employment 1 Y Employment 2 Y Benefit Data Y Checklist Generation \

View All SINQ Errors
SMITH JRALVIN JOHN EmpliD: 043549 Empl Red#: 0 $SN: 555-55-5555

v | First [4] 4 o5 4 [F]
Effective Date: |04122/2008 [ Transaction Status: | NotApplied |~ FE
View Current SINQ Errors

Effective Seq: | 1

Auth Date:  |04/2212008 i

*Action: HIR Qe PAR status: |PRO A Processed by Human Resources
*Reason Code: NPS L parmanent Position Agency Type: | Federal  w

NOACode:  [100 A career appt
Authority (1: |A4BS 2 [Reg. 330.707

Authority (2): Q
Not To Exceed Date: [ PAR Request#:
Print SF-52 ) )
PAR Remarks Award Data Tracking Data Justification

Add Attachment

B save | [ view Workiist | #3 Previous in Worklist | 45 Next in Worklist MNext tab Update/Display

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Emplovment 2 | Benefit Data | Checklist Generation

6. Make the necessary edits to the item.
7. Click the Save button. The action is saved with a Transaction Status of NFC-Ready.

8. Click the View Worklist button at the bottom of the page. The Worklist displays.
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Home

From Date From Work tem Worked By Activity Link

Restored Annual 178631, 0, W0H-0207, AG,

ONEANDDONE 110512000 [os SECAMIE! 7 CHaR CONTRIB_APPLIED WL LOAD §f S3SLlles iAo, MarkiWorked | Reassign |

ONEANDDONE 11052002 S5 N pag (PRO) Not gl 4090127198 AREDEMO. 0% | warkworked | Reassion |
AG_80, 178550, 0 CINDY

ONEAND DONE  11/n5r2008 HEUP PAtkace o 1o pap (pRO) ot Applied TRAINING_2007-03-04_11, 721 Markworked | Reassion |

Mot Applied

2007-03-04, COR, COR

AG, 90, 180337, 0, SHEILA
HCUP PAR (PRO) Not Applied TRAIMING, 2005-03-08, 11, 893 hark Worked | Reassign |
2005-03-05, COR, COR

AG, 90, 181537, 0, ART TRAIMING

HCUP Package

OMNE AMND DOMNE 110572009 Mot Applied

HCUP Fackage

OME AND DOME 11/05/2008 I HCUP PAR (PRO) Mot Applied 2006-09-03, 11, 130, 2006-09-03 hark Worked | Reassign |
Mot Applied
COR, COR
Johcode ADD AG B0, 5317 MFC, 221708, 2009- :
OME AND DOME 11/05/2008 pplied Johcode (ADD) Applied 10-256, MEWY, EMPTD3AE, MIA, M tark Worked | Reassign |
221704, GE, 0000, 09
Jobeode ADD AG, 90,5317, MFC, 221710, 2007

ONEAND DONE 110572009 0500 Jobeade (ADD) Applied 05-27_ NEVY, EMFTD388. ik, NiA Markworked | Reassion | =
e 221710, G5 0000, 11

AG 90,5317, MFC, 221711, 2007-

ONEAND DOME  11/05/2009 iﬂhﬁzie ADD - jobcode (ADD) Applied 05-27, MEVY, EMPTD398, MIA, TA, Markworked | Reassion |
PR 221711, 65,0000, 03
—— A£G, 80,5317, NFC, 221712, 2007-

ONEANDDONE  11/05i2008 222t Jobrods (ADD) Applied 05-27, NEWY, EMPTD388. NI, Ti# Markworked || Reassign |

221712, G5, 0000, 08

A AN AT RIEC 21708 NNA- hd
1 | E

9. Click the Mark Worked button. The Worklist item is completed.
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CHAPTER 7

PERFORMANCE MANAGEMENT

Learning Objectives:

'

A S S N

Viewing/Editing Performance Plan Data
Viewing/Editing Progress Review Data
Viewing/Editing Summary Review Data
Viewing/Editing 075 Performance Appraisal Data
Performance Deletion

Performance Reports

24-Nov-09
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MANAGE PERFORMANCE

Manage Performance, which includes performance plans, progress reviews, and performance appraisals,
is a guide to recognize and reward quality of work performance and develop those employees that are
not performing proficiently by providing training and counseling. These transactions are processed for
all employees. HR can view and edit the performance document, and monitor the performance process

through queries and reports.

The HR Performance Plan option allows HR personnel to view and edit individual employee
performance plans; reset the status flags to transmit performance ratings to NFC; view Performance
Plan start and end dates, Next Performance Plan date, rating scale and their employment information;

and view and edit the Elements and Standards tab.

Page 254 © 24-Nov-09




CHAPTER 7 — PERFORMANCE MANAGEMENT
Use

USE

EmpowHR administrators have access to the Management Performance menu group. This menu group
allows authorized users to review and edit existing performance documents such as: Performance Plans,
Progress Reviews, Summary Ratings, and Performance Appraisals. This menu group also permits the

deletion of Performance Appraisals in case of a mistakenly created record.
This section contains information on the following topics:

e Performance Plan

e Progress Review

e Summary Rating

e (075 Performance Appraisal

e Performance Deletion

e Performance Reports
PERFORMANCE PLAN

A Performance Plan is a written document that identifies the employee’s critical elements and
petformance standards by which s/he will be rated. Only the Rating Official and/or employee can
initiate a new performance plan for a new appraisal period. A performance plan must be in place for a
minimum appraisal period (minimum 90 calendar days), normally, no longer than 15 months for a rating

period to be conducted.

A minimum of three (3) elements with at least only being critical and a maximum of seven (7) elements

are required in a Performance Plan.

HR can view Performance Plan start and end dates, Next Performance Plan date, rating scale and

employment information. HR can also view and edit the Elements and Standards tab.
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& Procedure: Viewing/Editing Performance Plan Data

1. Select the Petformance Management menu group.
2. Select the Use menu.

3. Select the HR Views/Edit Performance Plan component. The Find An existing Value
tab — HR Views/Edits performance Plan page is displayed.

HRE Views/Edits Performance Plan
Enter any infortmation yvou have and click Search. Leawve fields blank for a list of all values.

[ Find an Existing Value

EmpliD: Ibegins with;”l]l]*ll:ll:lﬁ
Review Period From: | = =1 |o7otizooe el
Search I Clear | Basic Search Save Search Criteria

4. Enter the EmplID of the employee.

5.  Enter the review period begin date in the Review Period From field or select a date from
the calendar icon.

6. Click Search. The Performance Plan tab — HR Views/Edit petformance Plan page is
displayed. If an EmplID is entered and a message is received No Matching Values
Found, then there may be a plan set up for the employee or the EmplID was entered
incorrectly
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4 Parformance Plan  Elamania and Btandards

I Eircast wnlilli are E Ermplilx aniods I

Ferformance Flan Start Date: 070420068
Performance Plan End Dare: |00/ 072005 (i)

Mzt Prrormance Plan By 10012005 [ gaging Scake: | S Tier Fa o rre ane @

A pEnCyT A Fa Farm Serdce Agency

Lm0 H SO00Z54 OIBTRICT 3 P s R i S0004045

Joky Codes: olzo45 SUPWY AGRL DIST IR Pay Plam; S5 1101 13
[ wiietins A e cL e P a0 IF Created the Pian = Comcarred
OGr2Er2006 OEFZE2 006 TE2I2006

™ Rafsed to Sidn Lt L peciat escl Dt

11ZZIZ006
Last Lipated Lasn Lipcianecd Dt
Dinwta
OAF2SEF0 06 al=tpel=Roagi Tul o}

Create Frintabie Form |
I Smva et Eeturnto Samich | Ll | i1y R [ ||-| [0 g LR I

Famarmmarnce Plan | Elernanta and Standard s

7. The Performance Plan Start Date is populated with the criteria entered on the search
page. The date can be changed by selecting a date from the calendar.

8.  Enter the Performance Plan End Date or select a date from the calendar.
9.  Enter the Next Performance Plan By date or select a date from the calendar.

The Performance Plan window identifies that the Rating Official or employee created the plan. Since the
appraisal period generally begins on October 1 of each year and ends on September 30 of the following
year; both the end date and the next performance plan dates are system-generated based on those dates.
Fields on the Performance Plan and the Elements and Standards window can be viewed, modified,

printed, or deleted based on Agency policy.

The Employment Information position of the Performance Plan window displays the position
information of the employee occupied at the time the plan was created. If this block is incorrect, then
HR should review the position information and make the necessary corrections in the Position and/or
PAR Processing, whichever is appropriate.

The Viewed portion of the window displays the dates when the Rating Official and employee viewed,
last updated, and/or finalized the plan. The employee must check this box whether the plan was created
by the Rating Official or by the employee. The Rating Official must finalize the plan before a progress
review or summary rating can be entered.
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10.  Click Save. Complete one of the following steps, as applicable:

e Click Return to Search button to return to add another performance plan.
e Click Next Tab button to view the next tab

e Click Notify button to notify a person in the workflow that a transaction is in their
worklist.

e Click the Create Printable Form button to display the information from the
Performance Plan tab and the Elements and Standards tab in a printable form.

¢ Click the Save Draft Plan button to save the draft performance plan.

11.  Click the Elements and Standard tab. The Elements and Standard tab — HR Views/Edits
Performance Plan page is displayed.

i Pamormance Flan f" Elernents and Standards

Brawen Miilliam E EmplD: oofons

Performance Plan Start Date: 07/01)200F
Performance Plan End Date: 09030)2006
Nex=t Performance Plan By 10001)2006

Joh Code: 002015 SUPYWY AGRLDIST QIR Position: qo004045

Elements & Standards il | i A First [4] 4 o5 B Last

Performance 041

Measure Mo:

Element: Evqual Oppodunity & Civil Rights: Mandatory for all Superdsors & Managers)

standards: Ferfarms all dufies in & mannerwhich consistently demonstrates faimess, j
cooperation, and respect towards coworkers, ofice visilors, and all othars

inthe performance of oficial business. Demonstrates an awareness of
EQICR palicies and respansibilities of Agency and Departmental goals of ﬂ

E Save | SLReturn to Search | El madify | 3= Presious tak Mzt tak

Ferormance Plan | Elements and Stancards

The portions on this window are explained below:

Critical Element — A critical element is a work assighment or responsibility of such importance that
unacceptable performance in the element would result in a determination that the employee’s overall

performance is unacceptable.
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Additional Performance Element — A dimension or aspect of the employee team or organizational

performance that is not a critical element or non-critical element. Additional elements may be added to a

plan. Also refer to your agency policy for additional guidance.

Performance Standard — The performance standard is a management —approved expression of the

performance, threshold(s), or expectation(s) that must be met to be appraised at a particular level of

performance. A performance standard may include, but is not limited to, quality, cost-efficiency,

timeliness, and manner of performance.

Accomplishments — Accomplishments is information that is entered during the year or at the end of

the performance year to list the employees accomplishment for the selected element..

12.  Click Save. Complete one of the following steps, as applicable:

Click Return to Search button to return to add another performance plan.
Click Previous Tab button to view the previous tab

Click Notify button to notify a person in the workflow that a transaction is in their
worklist.

Click the Copy Plan from Previous button to copy a plan from a previously
created and saved plan.
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PROGRESS REVIEW

The Progress Review is a joint discussion between the Rating Official and the employee regarding the
Employee’s progress toward achieving the performance standards. It does not involve the issuance of a
rating of record. Progress reviews are conducted at least once during a full appraisal period. Normally,
these required reviews would be accomplished during the midpoint of the appraisal period. Comments
may be entered by the Rating Official and/or employee. The Rating official must finalize the plan before
a progress review can be added.

The HR View/Edits Progress Review is a custom option where HR person can view an edit Progtress
Reviews. HR can view the Performance Plan Start and End Dates, Next Performance Plan Date, Rating

Scale and Employment Information, and the information on the Elements and Standards tab.

& Procedure: Viewing/Editing Progress Review Data

1. Select the Performance Management menu group.
2. Select the Use menu.

Select the HR Views/Edit Progress Review component. The Find An existing Value tab
— HR Views/Edits Progtess Review page is displayed.

HR ViewsfEdits Progress Rewview
Enter any information you hawve and click Search. Leave fields blank for a list of allvalues.

{ Find an Existing Value |

EmpliD: | begins with « ||

Review Period From: = =l ] 5]

Search I Clear |FIH:-i|:FiHH'|:I| [E save search Critena

3. Enter the EmplID of the employee.
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4. Enter the review period begin date in the Review Period From field or select a date from

the calendat.

5. Click Search. The Progress Review tab — HR Views/Edit Progress Review page is
displayed.

[ Progress Reviewe 7 Elermnents and Standsms

| Slevens [NTany 62 isha Emplll 001006

Presrmon @ nce Plan Stan Dates 100102004 Hex1 PerTormsance Plan By, 11rzo0s
Perfos mance Plan End Dale:  02)2002005 Porl Plan Reviewod Dabes (|03/0102005 |31
Rinaw 'I"p'|||=:| Ferarmance LI
Reating Scabe: 5 PasalFall Bystarm
Bency A F& Farm Serdce Ag8ncy Pogifion: a011E770
Deparimem SO0264 SERVICE CENTER
Pay Plaee G5 1165 11
by Code: 027397 Loan Specl =t (aar e
Revtewer 1d: [00701 [T — Creata Frimahkla Fl:lrmI
“Eval Type:
fevieveer  |2005-03-01 -Wiork assigned @1 at = Emplowes [2007-04-06 - 2005-03-15 - | -
Commants: lha Countr affica levelis complated o nt: alwaws irefo do the most and the
" ik a3 sstiaractory manner - LB " pest [ean betuesh The Consent
:l Decres Aclion Team -
ALl m A T o 4 i | &

03512005 P Ermiplhimgef Viewsedlins cu s sed Progr e 85 Fewiew

&) Seve | 3 Feturnto S=erch | 2] Halify | Freviaws iaa | | S Mesd bab

Frogress Reudauws | Elements and Standards

6. Click Save. Complete one of the following steps, as applicable:
e Click Return to Search button to return to add another performance plan.
e Click Previous Tab button to view the previous tab

e Click Notify button to notify a person in the workflow that a transaction is in their
worklist.
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SUMMARY RATING

The HR View/Edits Progress Review is a custom option whete HR person can view or edit Summary
Ratings. HR can view the Performance Plan Start and End Dates, Next Performance Plan Date, Rating

Scale and Employment Information, Overall Summary Rating and the information on the Elements and
Standards tab.
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& Procedure: Viewing/Editing Summary Rating Data

1. Select the Performance Management menu group.
2. Select the Use menu.

3. Select the HR Views/Edit Summary Rating component. The Find An existing Value tab
— HR Views/Edits Summary Rating page is displayed.

HR ViewsfEdits Summary Rating
Entar any intormation yau have and click Search. Leava i2lds DlankTor a listof all value s,

[ Find an Exisfing Value |

Search by: |EmplD | banine wit|
Search I povahced Geateh
4. Select information from the drop-down list in the Search By field.
5. Enter information in the Begins With field that corresponds to the data selected.

6. Click the Search button. The Summary Rating tab — HR Views/Edits Summary Rating
page is displayed. The information on this tab is populated or click the clear button to enter

another selection.
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Summary Rafing ¥ Elements and Standards

| Sirvans liramy Grisha Emplil:  nn4nns HFC Status: | APPIEd :l' |
Performance Plan Start Dabe: 107012004 Hest P'Erformamce Plan By 10001020049

P amee Plan End Dale: 0972002005 P Plan Reviewed Date: |1 oraizons [w

R I'_l,.'||.|5:[ fdjuctmont Hooui _;I Crrall Raing: |_

Rating Scalie 5, PazalFall Sysherm

Anency AG FA Farm Bemce Agency Position:  an11a770

Department  GONZ6E: SERVICE CENTER

Pl
Job Code: 037367 Loan Spoelel (A Pay Plan: 5 1165 11

Feuievwer ld: |L"-" U BrachilLeon E Create PrintaDle Form |

“Eval Type:

Rewtewer  |2ULS-TU-TH - LFSIENE'S Witk i - Employes :[
Comments: CDAT g canfinuing and cansumes
Mtk majority of e lime

Ferormanc & 15 acceptable 10 he j L'

Pk P e LT

053 0/zoms & Eitiplifyee VicweDiscussed Raling

;!Sanr:l ..__"-\Rbtuntngcud'll =] Molify I Freviows ..-I.-| == Mecd tak

7. Click the Elements and Standards tab. The Elements and Standards tab — HR
View/Edits Summary Rating page is displayed. The information on this tab is populated.
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{ Bummary Reting ) Flemerts and Standards

Siewans lrizarr,Graisha EmpllD: 001006
Performance Plan Start Date: 1 0/0d/2004 Performance Plan end Dale:  09/30/2008
Hext Performance Plan By 1000142005 Pert Plan Reviewed Dale: 10M 82005
Job Code: 027347 Loan Spacl st (s
Pogition: 0118770 Roview Typos  Adiusiment Besult Orsaiall Revdie w Ralindic IT
Elements and Standards Firct 1y o5 0 Last
Performance Hnu_'lnw |3_ o,

Measure Ho: Ratingg:

Elemeti: Ferzonal Contacts - ECQFCR Mandafory for all Man-Supemisory Employess )

Standards: Houtinelk displays couteous and aemul behador iowards internal and =
sxternal cusiomers, supenisors, cowarkers, andior tearm members. Projects

a posithve and professional image of USOA Ferarms all dutes (0 a manner
which consistently demonatrates fairmmess, cooperation, and respect towards

-
o m e | e AR e

Y N [ S U 1 T ' Sy |

=l Save | LZLRelurnio Sssrch | | = Matity | 5=y Previous 1sh R R

Surmmaty Rating | Elements and Standards

8. Click Save. Complete one of the following steps, as applicable:
e Click Return to Search button to return to add another performance plan.
e Click Previous Tab button to view the previous tab

e Click Notify button to notify a person in the workflow that a transaction is in their
worklist.

075 PERFORMANCE APPRAISALS

The 075 Performance Appraisal component is used by HR to enter historical ratings and to enter

petformance ratings for employees in grades higher than GS/1-13. The ratings are entered and
transmitted to NFC.

HR must enter the following information on the page. Once the information is saved on the page, the
transaction will be picked up by the interface and sent to NFC.
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& Procedure: Viewing/Editing 075 Performance Appraisal Data

1. Select the Performance Management menu group.
2. Select the Use menu.
3. Select the 075 Performance component. The Find An existing Value tab — 075 —

Performance Document page is displayed.

075 - Ferfermance Document
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value Y Add a Mow Yalua

EmpliD: | kegins with =] [oo1006

Empl Rcd Nbr: = =1 o
Social Security Number: | beains with =] |

Name: | meginz with = ||

Last Hame: | begins with = ||

Agency: [begins with =[] o,
Sub-Agency: | begins with | | | [

I Case Sensitive

Search I Clear IEIu:.;il.; Search B Save Search Cribaria

Mo matching values were found.

Find an Exicting walue | sAdd g Mew walue

4. Enter information in the applicable fields as follows: One or all fields may be entered to
narrow the search.

e EmplID

e Empl Rcd Nbr

e Social Security Number — All 9 digits of the ssn nust be entered.

e First Name of employee

e Last Name of the employee

e Agency of the employee (Department Code : AG, LOC, etc.)

e Sub-Agency of the employee ( Agency Code: 90, LC, etc.)

e Case Sensitive to search each field and use either upper case or lower case to search.

5. Click the Search button. The 075 — Performance Document page is displayed or click

Clear to enter another search value or Click the Add a New Value tab to enter a new
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performance document. The Add a New Value tab — 075 Performance Document page.

075 - Parformance Document

[ Eind an Exlsting Yalue J Add a Hew Value

EmpliD:

Empl B:id M I 1]

Review Period From: I [
Add

Elnd an Exisiin gvalue | Add a Mew value

Complete the fields on the Add A New Value tab as follows then click Add. The 075
Performance Document page is displayed.
e  EmplID

e  Empl Rcd Nbr

. Review Period From or select a date from the calendar.

Sigvans Irzarm, Graisha EmpllCe (01 00 Rl i}

P'EITOrTN &G 8 A e als-al 1
EmtryDate:  (STORI00% +I[=]
User I CAMEBD Transaction Status: | NProgress =l
pppraisal Pegid |
Reviowr From Dahe (051 372004 [ Review Thry Date; (09303003 &
Rating Scale: 2

Rendews Rating: |_ a

Pay Period Number: |

Pay Parind Year:

CE NS Eaoutd || B corract ety

The Employee ID is populated from the information found in the search criteriaentered.

The employee Name is populated from the information found in the search criteria

entered.

The record number (Red#) is populated and denoted the number of records for that
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employee.
10.  The User Id is person’s ID used when logging in the EmpowHR application.

11.  The Transaction Status defaults to In Progress when entering a new appraisal. The status
will change depending on the status of the document. For example: When the transaction is
saved, the status will change to NFC Ready.

12. Enter the date the review started in the Review From Date field.

13.  Enter the date the review ended in the Review Thru Date field.

14.  Enter the Rating Scale or select a value from the lookup.

15.  Enter the review rating in the Review Rating field or select a valued from the lookup.
16.  Enter the Pay Period Number when the rating will take affect.

17.  Enter the Pay Period Year that corresponds to the PP number entered.

18.  Click Save or click the Notify button to send an email to the person in the workflow that

the transaction is on the worklist.

PERFORMANCE DELETION

This option allows HR to delete an existing Performance Plan, Progress Review and/or Summary

Rating.
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EXISTING PERFORMANCE PLAN

& Procedure: Deleting an Existing Performance Plan

1. Select the Performance Management menu group.

2. Select the Use menu.

3. Select the Performance Deletion component. The Performance Deletion page is
displayed.

Performance Deletion

ol lesy Foesin L

Exisling Perdommance Flan

Euicling Progracs Reviod

Exigling Surmmar Rating

4. Click the Existing Plan button. The Find An Existing Value tab — HR Performance Plan
Deletion page is displayed.
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HRE Ferfarmanca Plan Delatian

Erdar anyinformabon you bawe ard click Search. Leava fislds blank for 3 list of allwaues

[ Fimtl an Existing walee )

Search hy: [ErrellD =] veains ]

Eeanch | mifvanced Search

5. Enter the Search By field or select data from the drop-down list.

6. Enter information in the Begins With field that corresponds to the information selected in
the Search By field.

7. Click the Search button. The HR Performance Plan Deletion page is displayed with the
employee selected from the search criteria.

I Sigvans IHZarmy, O raisha ErmpliD: 00 o I

Performanoe Plan Start Detes 1 0/012007
Parformance Plan End Date;  09/30,2008

Mes Permormance Plan By 10r0142 008 Fuatireg Scale: H 5 Tlar Pammarm an ce

L et RGO FA Farm Bemica Aancy

Drepantmren: aonze2 BERVIZE CEMTER Progition: ani1ayro

Joy Conles oz2yaay Loan Spaclialt (Lorl Py Plan: os 1165 11
Wienarsd (DS ¢ Us &6 -

Employas Flan

Lact Updatad Data

Finalizad Flan W
W anager =
Las=t Updated O ok 11F0ZIZO0F
Oelete I

8. Click the Delete button. The Delete confirmation page is displayed.
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Delete Confirmation

= Arg vou sure you vwant to delete Existing Fedormance Flan{Z2007-10-0137

Yas - Delete Mo - Do kot Delete

9. Click Yes-Delete to confirm the deletion of the Performance Plan. The Performance plan
is then deleted. To cancel the delete, click No — Do Not Delete and the action is

cancelled.

EXISTING PROGRESS REVIEW

& Procedure: Deleting an Progress Review

1. Select the Performance Management menu group.

2. Select the Use menu.

3. Select the Performance Deletion component. The Performance Deletion page is
displayed.

Performance Deletion

Foel ey Foeswin L

Exisling Perdommance Plan

Exicting Progra 55 Resiow

Exisling Surmmarn Ratfing
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4. Click the Existing Progress Review button. The Find An Existing Value tab — HR Progress
Review Deletion page is displayed.

HR Pragress Review Delatian
Enter any infarmation you have and click Search. Leave Tields blank Tar a list or all values.

[ Find an Existing Value

Seareh by |EmpliD =] bein with

Search | Advanced Search

5. Enter the Search By field or select data from the drop-down list.

6. Enter information in the Begins With field that corresponds to the information selected in

the Search By field.

7. Click the Search button. The Progress Review Deletion page is displayed with the

employee selected from the search criteria.

Bievens Inzamy, Greizha ErripllDx: 01 0oe

Performance Plan Stant Dates 001 r2004 el Permormanc e Plan Bys 10 2nns

Performance Plan End Date: 00302005 Fert Plan Resaewed Date: 0Ar0s2005

ReEview Type: Femarmance nserall Rating:

Hating Scahe: 4 PP gil Syslem et QO0IEE  SERVICE CERTER
Agency: AG F FSa Posttion: 901153770 PayPlan: &35 1165 1

Job Code: 027387 Loan Speclst (agrl]

Rewiewer ld: 001010 BrachtLson E
Ewal Type: Supenasar
Reviewsr 2005-03-01 - Work ss=signed &t at ;l Employes 200T-D4-08 - 2005-03-15-1 il
Comments: the County office level is completed Comimest: ahways iy o dothe most and the
© lin & setsfactory manner. - LB ;I © |mest | ean betwesn The Consent LI

03152008 & Empluyse Viewed Discussed Rating

Deleta
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8. Click the Delete button. The Delete confirmation page is displayed.

Delete Confirmation

= Are wol sure you wwantto delete Existing Progress Review(2005-03-0157%

Yes- Delele I Ho- Do Mot Delete

9. Click Yes-Delete to confirm the deletion of the Progress Review. The Progress Review is
then deleted. To cancel the delete, click No — Do Not Delete and the action is cancelled.

EXISTING SUMMARY RATING

& Procedure: Deleting an Existing Summary Rating

1. Select the Performance Management menu group.

2. Select the Use menu

3. Select the Performance Deletion component. The Performance Deletion page is
displayed.

4. Click the Existing Summary Rating button. The Find An Existing Value tab — HR
Summary Rating Deletion page is displayed.

HR Summary Rating Delatien
Enter any information you hawve and click Search. Laave Telds DlankTor a st of allvalues.

/ Find an Existing Value

Search by: |EmpliD = | hegins with jpo1o0s

Search | Advanred Search

5. Enter the Search By field or select data from the drop-down list.

© 24-Nov-09 Page 273




CHAPTER 7/— PERFORMANCE MANAGEMENT
PERFORMANCE MANAGEMENT

6. Enter information in the Begins With field that corresponds to the information selected in

the Search By field.

7. Click the Search button. The HR Summary Rating Deletion page is displayed with the

employee selected from the search criteria.

Siewans Irizarmy, Zreisha Emplilx: 001 Doa

Performance Plan Start Date:  06)01)2006 Mext Performance Plan By 1070172006

Performance Plan End Date:  09/30)2006 Perf Plan Reviewed Date; 10M 62006

Revieve Type: Ldjusiment Result Crwerall Rating: = FLILLY BUCCESSFLUIL OR
ECLINALEMT

Raling Scales H 5 Tier PEMONmaEnce Dept: 900262 SERVWICE GENTER

Rgency. PG Fa FEM Position: 9011eT70 PayPRN: G 1165 17

Juoky Canclee: 037397 Loan Speclst gt

Revdiower kd: 001010 Bracht Leoh E
Eval Tupe: Superdsor
Revieweer | 200E-10-31 - 105106 comments  a] Employes ]
. |ordinoes; .
COMMAMs: | @ rrmants wWera receNed altor the | Comment: =l
10/t 612006 Employee ViewsodDiscus sed Rating
Delzte I
8. Click the Delete button. The Delete Confirmation page is displayed.
Delete Confirmation
- Are yvou sure you want to delete Existing Summarny Ratinod2006-10-16)%
Tes - Delete I Mo - 0o Mot Delete
9. Click Yes-Delete to confirm the deletion of the Summary Rating. The Summary Rating is

then deleted. To cancel the delete, click No — Do Not Delete and the action is cancelled.
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PERFORMANCE REPORTS

Performance Reports can be run by the Manager or by HR to provide managers with up to date

information on performance.

& Procedure: Inquiring Missing Performance Plan Data

1. Select the Manage Performance menu group.

2. Select the Inquire menu.

3. Select the Missing Performance Plans component. The Missing Performance Plans
page is displayed.

Missing Performance Plans

Start D W e Date: | il

AERoy; 4 sk Agency: | Parsennz Tee |0 1,
Select Ml Superdsor |

m —
Suparvises |k -

4. Enter the Start Date of the report for the missing performance plan or select a date from

the calendar.

5. Enter the End Date of the report for the missing performance plan or select a date from

the calendatr.

6. Enter the two position Agency code (Department Code)

7. Enter the Sub-Agency. (2 position agency code)

8. Enter the Personnel Office Identifier or select data from the lookup.
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9. Check this box if you want to view all the missing performance plans for all supervisors for

the selected criteria.

10.  Enter a specific supervisor ID or select and ID from the lookup.

A list of mission performance plans will display for the criteria entered.
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LATE PERFORMANCE PLANS

& Procedure: Inquiring on Late Performance Plan Data

1. Select the Manage Performance menu group.
2. Select the Inquire menu.
3. Select the Late Performance Plans component. The Late Performance Plans page is
displayed.
Late Performance Plans
ol Date: | " Emd Db e
AgErY .:"-': S3ub mml Fraisanng (e I

meind ol Sueivine
OR
SupeEriE W

4. Enter the Start Date of the report for the late performance plan or select a date from the
calendar.

5. Enter the End Date of the report for the late performance plan or select a date from the
calendar.

6. Enter the two position Agency code (Department Code).

7. Enter the Sub-Agency. (2 position agency code)
8. Enter the Personnel Office Identifier or select data from the lookup.

9. Check this box if you want to view all the late performance plans to Select All Supervisors
for the selected criteria.
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10.  Enter a specific Supervisor ID or select and ID from the lookup.

A list of late performance plans will display for all the criteria entered.
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MISSING APPRAISALS

& Procedure: Inquiring on Missing Appraisal Data

1. Select the Manage Performance menu group.
2. Select the Inquire menu.

3. Select the Missing Appraisals component. The Missing Appraisals page is displayed.

Missing Performance Appraisals
Siarl Dt 7 EdDae !
ey [ snagenne|  persmmomee] O

Saiacd all supanasors [
OR
Sugervisor k- l

4. Enter the Start Date of the report for the missing appraisals or select a date from the
calendar.

5. Enter the End Date of the report for the missing appraisals or select a date from the
calendar.

6. Enter the two position Agency code (Department Code)

7. Enter the Sub-Agency. (2 position agency code)
8. Enter the Personnel Office Identifier or select data from the lookup.

9. Check this box if you want to view all the late performance plans to Select All Supervisors

for the selected criteria.
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10.  Enter a specific Supervisor ID or select and ID from the lookup.

A list of missing appraisals will display for all the criteria entered.
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LATE APPRAISALS

& Procedure: Inquiring on Late Appraisal Data

1. Select the Manage Performance menu group.
2. Select the Inquire menu.

3. Select the Late Appraisals component. The Late Appraisals page is displayed.

Late Performance Appraisals

Start Dot A EedDote =

e fec Subi- . P—n |

Saincd ol Seperusar [
OR

Sugensns it &

4. Enter the Start Date of the report for the missing appraisals or select a date from the
calendar.

5. Enter the End Date of the report for the missing appraisals or select a date from the
calendar.

6. Enter the two position Agency code (Department Code)

7. Enter the Sub-Agency. (2 position agency code)

8. Enter the Personnel Office Identifier or select data from the lookup.

9. Check this box if you want to view all the late performance plans to Select All Supervisors

for the selected criteria.
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10.  Enter a specific Supervisor ID or select and ID from the lookup.

A list of late performance appraisals will display for all the criteria entered.
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Important! This glossary is a composite of definitions, terms, and acronyms used within the context of

EmpowHR for US Federal government processes. It is not intended to replace or change existing

statutory, regulatory, or office-specific descriptions or definitions. Please refer to Federal source

documents for greater clarification, context, and specific usage for Federal terms and definitions.

Absence Without Leave (AWOL)

Academic Discipline

Accession

Account Code

Accredited Education

Action Mode

Add

Absence without prior approval, a non-pay status resulting from
an agency determination that it will not grant any type of leave for
a period of absence for which the employee did not obtain

advance authorization or for which a request for leave has been

denied.

An employee’s major field of study.

A personnel action that results in the addition of an employee to

the rolls of an agency.

The Budget & Reporting code.

Education above the high school level completed in a U.S. college,
university, or other educational institution that is credited by one
of the accrediting agencies or associations recognized by the
Secretary, U.S. Department of Education.

The action type selected dictates the data that can be accessed and

actions that can be taken.

To include information in the database with a new high-level,

primary key. For example, when there is no data in the system,
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Adjusted Basic Pay

Advetse Action

Agency

Annuitant

Annuitant CSA Number

Annuitant Indicator

the user adds a new adds a new action or row of data to the table

in which job codes are stored.

The sum of an employee's rate of basic pay and any interim
geographic adjustment, locality comparability payment, or special
pay adjustment for law enforcement officers to which the

employee is entitled.

A personnel action considered unfavorable to an employee, e.g.,

removal, suspension, furlough, or reduction in grade or pay.

Any Department or independent organization of the Federal
government that has the authority to hire employees in the

competitive, excepted, and senior executive services.

A person who receives an annuity.

A unique number assigned by OPM for a retired employee.

Used to indicate the status of an annuitant appointed to a position
in the Federal civilian service. Values are:

1. = Reemployed annuitant - Civil Service/ FERS

2. = Retired military officer receiving pay

3. = Retired military non-officer (enlisted) receiving pay

4. = Retired military officer receiving pay and a reemployed

annuitant - Civil Service

5. = Retired military non-officer (enlisted) receiving pay and a

reemployed annuitant - Civil Service
9. = Not applicable (none of the above)
A = Reemployed Annuitant — FERS
B = Former Annuitant — FERS
C

= Retired Officer/Reemployed Annuitant — FERS
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Annuitant Offset Amount

Annuity

Application Server

Appropriation Code

Appointing Authority

Appointing Officer

Approving Official

AUO (Administratively Uncontrolled
Overtime)

Availability Pay

Award

D = Retired Officer/Former Annuitant — FERS
E = Retired Enlisted/Reemployed Annuitant — FERS
F = Retired Enlisted/Former Annuitant — FERS

The gross monthly annuity a federally retired employee receives.

A payment made to a retiree (or to the designated survivor) based

upon qualifying participation in a Federal retirement program.

One or more Unix or Windows N'T machines which allow clients

to offload performance-sensitive transactions from the client.

The fund type and B&R Code.

The basis that authorized the appointing officer to effect

personnel actions on an employee.

A person having power by law, or by duly delegated authority, to

make appointments.

Individual with the delegated authority responsible for signing the

action(s) taken on an employee.

An increment of up to 25% of basic pay paid on an annual basis
for substantial amounts of overtime work that cannot be

controlled administratively and are required on an irregular basis.

Premium pay fixed at 25% of basic pay (including locality pay) that
applies to criminal investigators who are required to work, or be
available to wotk, substantial amounts of unscheduled overtime
duty based on the needs of the employing agency. Criminal
investigators receiving availability pay are exempt from the
minimum wage and overtime pay provisions of the FLSA and may

not receive administratively uncontrollable overtime pay.

A special payment to an employee for certain prescribed kinds of

activities or accomplishments.
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Bargaining Unit

Batch Processes

Benefit Plan Type

Benefit Plan

Branch of Military Service

Break in Service

Budget Category

Budget & Recording Code

Business Rules

Used to identify employee’s bargaining status.

Background programs or processes in many applications including
some of the EmpowHR processes. Batch processes perform
operations—such as pay confirmation, deduction calculation, and

so forth—on groups of records. These processes are run from the

Process Scheduler.
Any category of benefit, such as health, life, or savings.

A specific benefit within a plan type. For example, FEGLI life

insurance coverage for Basic Life, Options A, B, and C.
Identifies, if any, military service in which the employee served.

The time when an employee is not on the payroll of a federal

government organization.
Numeric/alpha identification given to each category of positions.

Known as the Budget & Recording Code in PAY/PERS, it is
called Account Code in EmpowHR.

Policies and procedures that govern the flow of work and place

controls over how information can be manipulated.

Calculation Rules

CAO (Change of Appointment Office)

Criteria for calculating benefits, including as-of dates for age,
service premium, and coverage calculations; rounding rules; and
minimum and maximum coverage amounts. Any number of
program and plan combinations can use a single set of calculation

rules.

Movement of an employee from the jurisdiction of one appointing
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Career Appointment

Central Personnel Data File (CPDF)

Certificate

Certification

Change-To-Lower Grade

I*CAMS

Citizenship Code

Civilian Retiree

officer (POI) in an agency to another appointing officer (POI) in
the same agency. This usually involves a move from a position for
which one personnel office provides service and maintains records
to a position for which another personnel office in the same

agency provides service and maintains records.

Competitive service permanent appointment given to an
employee, who has completed 3 substantially continuous,

creditable years of Federal service.

Reporting made by agencies to the OPM include the Dynamic and
Status files (quarterly and monthly, respectively) and Organizations

covering a range of employee personnel/payroll data.

A list of eligible individuals taken from an OPM register and

submitted to an appointing officer for employment consideration.

The process by which the OPM, or an agency office with
delegated examining authority, submits certificates to appointing

officers.

1. For positions under the General Schedule or under the
same Wage Grade schedule, a change-to-lower grade

changes the employee to a lower grade;

2. When both the old and new positions are under the same
type ungraded wage schedule or in different pay-method
categories, a change-to-lower grade changes the employee

to a position with a lower rate of basic pay.

The U.S. Department of Agriculture Internet Combined

Administrative Management System.

Numeric indicator as to whether the employee is a U.S. citizen or a
foreign national serving in the U.S. The codes are: (1) Citizen (2)
Other.

A person who has retired from Federal Government civilian

employment under a Federal Government-administered retirement
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Class or Class of Positions

Classify

Client

Client Server Architecture

CFR

Combined Federal Campaign (CFC)

Commercial-Off-The-Shelf (COTS)

Competitive Appointment

Competitive Area

Competitive Level

system.

All positions sufficiently similar in (1) kind or subject matter or
work, (2) the level of difficulty and responsibility, (3) the
qualification requirements for the work, to warrant similar

treatment in personnel and pay administration.

To evaluate the duties and responsibilities of a position and assign

a title, occupation series and grade.
Primary user application workstation.

Technology allowing the network of computers to enable a
database to reside in one location on a server and still be accessed

simultaneously by multiple users (clients) at various remote sites.
The Code of Federal Regulations.

A vehicle used by Federal employees to contribute to a charity or

charities of their choice.

Equipment or software sold commercially to at least one

customer.

An appointment to a position in the competitive service following
open competitive examination or under direct-hire authority. The
competitive examination, that is open to all applicants, may consist
of a written test, an evaluation of an applicant’s education and
expetience, and/or an evaluation of other attributes necessary for

successful performance in the position to be filled.

For reduction-in-force, that part of an agency within which
employees are in competition for retention. Generally, it is

restricted by what is considered a "local commuting area."

A level for reduction-in-force consists of all jobs in a competitive
area which are so similar in all important respects that the agency

can readily move an employee from one to another without
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Competitive Service

Competitive Status

Computer Aided Software Engineering
(CASE)

Consultant

Consultant Position

Conversion

Cost-Of-Living Allowance (COLA)

Coverage

Creditable Military Service

Crystal Reports

significant training and without loss of productivity.

All positions as defined by 5 USC 2102 in the Executive Branch of
the Federal government are in the competitive service unless they
are specifically excluded from it. Positions in the Legislative and
Judicial Branches are outside of the competitive service unless they

are specifically included.

Basic eligibility for noncompetitive assignment to a competitive
position. A person on a career or career-conditional appointment
acquires competitive status upon satisfactory completion of a

probationary period.

A set of tools to help application developers complete software

development or modification more quickly and accurately.

One who serves in an advisory capacity to an officer or

instrumentality of the federal government.

A position requiring the performance of purely advisory or
consultant services, not including the performance of operating

functions.

The changing of an employee from one appointment to another
appointment in the same agency without a break in service of

more than 3 calendar days.

An additional allowance payable to an employee at a location in a
non-foreign area where living costs are substantially higher than
those in the Washington, DC area.

An employee’s chosen benefit plan and coverage level; e.g. what

sort of benefit is provided as well as the value.

The total number of years and months of military service

creditable for annual leave accrual purposes.

Report writer provided by EmpowHR used at the system
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administrator and power user level.

Current Year Current year.

Data Field One particular field of information in an internal or external
database.

Data Row Contains the entries for each field in a table. To identify each data

row uniquely, the system uses a key consisting of one or more
fields in the table.

Database A collection of data organized for rapid search and retrieval.

Database Server Primary data storage and processing.

Date Classified Date the Position Description is classified by the Personnel
Office.

Date Eligible to Retire Date an employee is eligible to optionally retire based on the

combination of age and service.

Default A standard value that populates a field unless another value is
entered.
Denial of Within Grade Increase The decision to withhold (not grant) a within grade increase to an

employee because of a determination that the employee's

performance is not at an acceptable level of competence.

Department Code The identification of the Organization code and its description.

Detail A temporary assignment to a different position for a specified
period when the employee is expected to return to regular duties at
the end of the assignment. This employee is considered for pay
and strength count purposes to be permanently occupying the

regular position. Unless the agency chooses to use an SF-50, a
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detail is documented unofficially with an SF-52 or memorandum.

Dialog Box A small window/box that appears and prompts for data.

Direct Hiring Authority OPM approved agency recruiting plans, which expedite
recruitment of persons for appointment to positions in shortage
occupations.

Disability Retirement Pay Money paid by a uniformed service for disability incurred in or the

proximate result of performance of active duty.

Disabled Veteran A person who was separated under honorable conditions from
active duty in the Armed Forces performed at any time and who
has established the present existence of a service-connected
disability or is receiving compensation, disability retirement
benefits, or pension because of a public statute administered by

the Department of Veterans Affairs or a military department.

Dual Compensation Payment for more than one civilian. Also, payment of salary to a
civilian employee who at the same time is receiving a retirement

annuity from the military service.

Duty Location The location of an employee’s place of work.

Earnings Amount owed to an employee based on salary, hours worked, or

other calculation routines, plus other types of compensation and

holiday, annual/sick leave, and any other authorized pay.

Earnings Code Additional earnings based on authority and regulations of said
position.
Effective Date A method of dating information in a system. The user can predate

information to add historical data or postdate information to enter

it before it actually goes into effect.

Employee Record Number Number of actions on an employee.
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Entry on Duty Date (EOD)

Error Message

Event Maintenance

Excepted Service

Executive Order

Executive Schedule (EX)

Expert

Date indicating when an employee started work at the current

agency.

A short message used to identify requirements that were not met.

Management of ongoing FEHB enrollments during a plan year.
Changes involving maintenance include new hires and re-hires,
terminations, family status changes, and changes to benefits
eligibility.

As defined by 5 USC 2103, the Excepted Service consists of those
civil service positions that are not in the competitive service or

Senior Executive Service.

A directive issued by the President.

Compensation and pay plan used by the Executive Branch of the
Federal government. Statutory pay limits are derived from several
of the pay levels within this plan and imposed on the General
Schedule and other existing pay plans throughout the Federal

gover nment.

A person with excellent qualifications and a high degree of

attainment in professional, scientific, technical, or other field.

Fair Labor Standards Act (FLSA)

Federal Employees' Compensation Act
(FECA)

In accordance with this law, positions are identified as exempt or
non-exempt from coverage. Non-exempt positions are covered
and overtime worked is computed at 1+ the normal hourly rate,

up to a maximum of 1+ the hourly rate of a GS-10, step 1.

This law provides compensation and medical benefits to civilian
employees of the United States for disability due to personal injury
or disease sustained while in the performance of duty. A feature
of this law provides for the continuation of pay (COP) without
charge to leave for up to 45 calendar days due to disability and/or

medical treatment following a traumatic injury. Employees file
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Federal Employees' Group Life
Insurance Program (FEGLI)

Federal Employees' Health Benefits
(FEHB)

Federal Employees' Pay Comparability
Act (FEPCA)

Federal Holidays

claims with the U.S. Department of Labor, Office of Worker's
Compensation, which adjudicates the claims and compensates the
employing agencies for the employee's pay and benefits during the

claim period.

Generally, any employee with Federal retirement coverage or on a
temporary appointment exceeding one year is eligible to
participate in the FEGLI program. Once eligible, the employee is
covered automatically for Basic Life Insurance and premiums are
deducted from gross salary unless coverage is waived. The
program offers Basic Insurance coverage and three types of
optional coverage: Option A (Standard), Option B (Additional),
and Option C (Family).

Generally, the employee is entitled to coverage by the FEHB
program if appointed to a position with Federal retirement
coverage or has been on the rolls on a temporary appointment for
more than one year. The Federal employer shares the cost of the
premium (about 75%); actual premiums depend on the plan
selected. If under a temporary appointment, the employee pays
both the employer and employee shares. If the position is part-
time, the employee pays the employee share and a portion of the

employet's share.

This law provides a structure and methodology to determine and
authorize locality-based pay adjustments to Federal employees in
order to elevate their basic pay to be commensurate with private
sector employees working in the same occupations in the same
geographic localities. It also includes a feature to authorize
agencies to make advance salary payments to attract candidates for
open positions which have consistently been hard-to-fill in certain

geographic areas.
The following ten holidays are observed as non-work days;
without loss of pay or charge to leave:

1. New Year’s Day - January 1

2. . Martin Luther King’s Birthday - Third Monday in

January
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Federal Insurance Compensation Act
(FICA)

Federal Wage System

FEGLI Living Benefits Act

File Server

Foreign Education

Frozen Setrvice

Full Position Management

3. President’s Day - Third Monday in February

4. Memorial Day - last Monday in May

5. Independence Day - July 4

6. Labor Day - First Monday in September

7. Columbus Day - Second Monday in October

8. Veterans Day - November 11

9. Thanksgiving Day - Fourth Thursday in November

10. Christmas Day - December 25

Employee and employer contributions to Social Security.

The job-grading and pay system that applies to most trade, craft,
and labor positions in agencies subject to 5 USC 5342. Pay is
adjusted according to the rates paid by private industry for similar

jobs in the same area.

Beginning 7/25/95, a Federal employee who is terminally ill may
elect to receive a lump-sum payment equal to the full amount of
basic life insurance only, or a limited portion designated in
multiples of $1000. An election to receive this benefit is
irrevocable; the individual is considered terminally ill when life

expectancy is 9 months or less.
Central shared resources for client workstations.

Education acquired outside of any state of the U.S., the District of
Columbia, the Commonwealth of Puerto Rico, a Trust Territory

of the Pacific Islands, or any territory or possession of the U.S.

The total number of years and months of civilian and military

service creditable in a CSRS component of a FERS employee.

The choice made to drive the human resource system. Therefore,
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Full-Time Work Schedule

Furlough

the position-related fields are grayed (unchangeable) in several of
the Administer Workforce panels.

A full-time work schedule requires most employees to work 80

hours during the pay period.

The placement of an employee in a temporary non-pay status and
non-duty status (or absence from duty) because of lack of work or

funds or for other non-disciplinary reasons.

General Schedule (GS)

GM Within Grade Increase

Grade

Grade Retention Entitlement

Graduate Education

Compensation and pay plan used by the Executive Branch of the

Federal government.

An agency awarded increase in basic rate of pay, with no change in
grade, to an employee who is covered under the PMRS

termination provisions of PL 103-89.

A range of pay in a graduated scale that includes positions of
different occupational groups. The work performed should be
equivalent as to the level of difficulty and responsibility and the
level of qualification requirements of the work. The levels are
established and designated within a specific pay plan by law or

regulation.

The right of an employee to retain for 2 years, for pay and benefits
putposes, the grade of the position from which he/she was

reduced.

Successfully completed education in a graduate program for which
a bachelor’s or higher degree is normally required for admission.
To be creditable, such education must show evidence of progress
through a set curriculum, i.e., it is part of a program leading to a
mastet’s or higher degree, and not education consisting of
undergraduate and/or continuing education courses that do not

lead to an advanced degree.
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Graphical User Interface (GUI)

An icon-based user interface to a system.

Handicap Code

Health Benefits Code

Health Benefits Effective Date

High School Graduation or Equivalent

Hold Grade/Step

Hold Last Equivalent Increase (LEI)

Hold Position Description

Hold Within Grade Increase (WGI)
Due Date

Hotkeys

Identifies a type of physical or mental impairment that
substantially limits one or more of an employee’s major life

activities.
Identifies each Health Benefit plan.

Date the health benefit plan goes into effect or the effective date

of cancellation.

Applicant has received a high school diploma, General Education
Development (GED) equivalency certificate, or proficiency
certificate from a State or territorial-level Board or Department of

Education.

Grade/Step the employee was in prior to teceiving a temporary

promotion.

Date held by an employee for this event prior to receiving a
temporary promotion. Necessary to establish the WGI due date if
returning to original grade/step.

The new position description number that is the result of a

reclassification action prior to the NOA being processed.

WGI due date prior to an employee receiving a temporary

promotion.

Any key combination that performs a task usually accomplished
with a mouse click. Hotkeys can speed work because the user

does not have to move back and forth from keyboard to mouse.
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Incumbent

Indefinite Appointment

Injury Compensation

Interim Geographic Adjustment (IGA)

Intermittent Service or Intermittent
Employment

Involuntary Separation

An employee currently assigned to a position.
Non-permanent employee hired for an unlimited period of time.

The compensation and medical care provided to civilian Federal
employees for disability due to personal injuries sustained while in
performance of duty and due to diseases relating to this

employment.

An additional payment is made when official duty station is in an
area where it has been determined that significant pay disparities

and recruitment or retention problems exist.

Service when an employee works on an irregular basis for which

there is no prearranged scheduled tour of duty.

A separation against the will of and without the consent of the

employee, other than separation for cause on charges of

misconduct or delinquency.

Job Code

Grouping of attributes of like jobs at a high level (one-to-many
relationship).

One or more fields that uniquely identifies each row in a table.

Some tables contain only one field as the key, while others require

a combination.

‘

Last Equivalent Increase (LEI)

Reflects the effective date of the last step received in grade or the
last promotion, whichever is most current (does not include QSI).
Used as the basis to establish an employee’s WGI due date.
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Last Increase Date

Law Enforcement Officers (LEOs)

Leave - Annual

Leave - Sick

Life Insurance

Locality Adjustment

LWOP Total (Cumulative)

Date employee received a positive increase in pay.

Positions within the Federal government involving law
enforcement. Under FEPCA, many of these positions are entitled
to additional special pay.

Leave of absence with pay allowed for personal, emergency, and

other purposes.

Leave of absence with pay allowed for employees when the
employee is physically incapacitated for the performance of duties;
receives medical, dental, or optical examination or treatment; or is
required to give care and attendance to a member of the

immediate family who is afflicted with a contagious disease.

The group life, death and accidental dismemberment insurance

available to Federal employees.

An interim geographic adjustment, locality-based comparability

payment, or special pay adjustment for law enforcement officers.

An employee’s cumulative number of hours of leave without pay
(LWOP).

Mass Transfer

Menus

Military Service

Mode

The movement of an employee to a different agency when (1) a
transfer of function or an organization change takes place, and (2)

there is no change in the employee's position, grade, or pay.
List of processes or other program options.

Identifies, if any, the branch of military service in which the

employee served.

A system feature that sets the parameters for which records can be

viewed or changed by the user.
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Module A unit of application within EmpowHR covering a specific
function with its own forms or panels (i.e. HRMS, Payroll,

Benefits Administration, etc.).

MSPB Merit Systems Protection Board.

Nature of Action (NOA) Code Indicates the type of personnel action.

Nature of Action Description Describes the NOA code.

Nature of Action Effective Date The date the personnel action is effective.

Noncompetitive Action An appointment or placement in a position in the competitive

service that is not made by selection from an open
competitiveexamination, and that is usually based on current or

prior Federal service.

Normal Line of Promotion (Career The pattern of upward movement from one grade to another for a
Ladder) position or group of positions in an organization.
Not To Exceed (NTE) Date Types are as follows:

1. Appointment NTE Date: Indicates the length of time a

person may serve on an appointment.

2. Classification Temporary NTE Date: Established
temporary date used for a temporary classification of a

unique position.

3. Health Benefits Renewal Self-Support NTE: Date when an
employee’s incapacitated child must be re-evaluated for

care under employee’s hospitalization coverage.

4. LWOP NTE Date: NTE date is the last day the employee
is in leave without pay status. The employee is scheduled

to return to duty the next work day.

5. Position NTE Date: Indicates the length of time a position
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is available for use.

6. Promotion NTE Date: Specific time for an increase in
grade on a temporary basis. The employee is scheduled to

return to the permanent position the next work day.

7. Suspension NTE Date: Specific time an employee is on
suspension. No salary is paid for the period. The
employee is scheduled to return to duty the next work day.

Occupant of Position/Vice Indicates new position or former occupant of a position.

Occupational Series Code Designates a grouping of positions similar in work and
qualification requirements. They are designated by a title and four
digit number (e.g., the Accounting Series, GS-0510).

Official Forwarding Address An employee’s mailing address following separation.

Official Personnel Folder (OPF) The repository of a Federal employee’s official documents related

to personnel history.

Official Personnel Folder (OPF) Indicates the address where the Official Personnel Folder is
Address maintained.

OMB Office of Management and Budget.

Open Enrollment Annual re-enrollment of participants at the beginning of a plan

year into appropriate benefit programs and, within those, the

available options.

Open Season For FEHB processing, it is generally the time period from mid-
November through mid-December. For Thrift Savings Plan
(TSP) processing, these are semi-annual and are generally held
from May 15 - July 31 and November 15 - January 31. Open
seasons for FEGLI or Retirement Plan Changes are infrequent
and special notification from the OPM is issued to all Federal
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OPF Code

OPM

Otrganization Codes

Organizational Position Title Code

Outside The Register Appointment

employees when they occur.

Indicates where the OPF is maintained.

Office of Personnel Management.

A subdivision of an agency to which an employee is assigned.

Also known as Working Title.

An appointment in the competitive service made under an
agency’s applicant supply system because either there are not
sufficient number of eligibles on the appropriate register or no
competitive inventory exists. Agencies are also authorized to
make temporary limited appointments outside the register at
grades GS-12 and below.

Panels

Panel Group

PAR

PAR Status

Parallel/Dual Entry

Part-Time Service or Part-Time

Employment

Part-Time Work Schedule

Screens comprised of the fields in which users enter data.

Refers to a group of screens within an EmpowHR application that

contains related information.

Personnel Action Request.

Where in the process the action is, i.e., requested, approved or

processed.

Entry of the same data into more than one (usually two) systems

during transition to a new system.

Service when employee works on a part-time schedule, less than

80 hours per pay period.

A schedule that requires an employee to work less than full-time,
but for a specific number of hours (usually 16-32 hours per

administrative workweek) on a prearranged scheduled tour of
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Pay

Pay Adjustment

Pay Basis

Pay Calculation

Pay Calendar

Pay Confirmation

Pay Frequency

duty.

Types of “Pay” are as follows:

1. Basic Pay: generally, the total amount of pay received
during any one calendar year at the rate fixed by law or
administrative action for the position held by the employee
or judicial official prior to any deductions and not

including any special payments or premium pay.

2. Gross Pay: total compensation earned by an employee,
annuitant, or survivor of a judicial official prior to any
deductions. Includes basic pay plus locality pay;
availability pay (if any) for LEOs; special payments (if any);
an annuity (if any); plus awards (if any).

3. Premium Pay: pay provided to an employee as a regular
addition to basic pay (e.g., administratively uncontrollable
overtime (AUO), availability pay, overtime, night
differential, holiday pay, etc.).

Any increase or decrease in an employee's rate of basic pay when
there is no change in the duties or responsibilities of the
employee's position. A pay adjustment may include a change in
the step at which the employee is paid. A change in the pay

system under which the employees is paid is also a pay adjustment.

Principal condition in terms of time, procedures or criteria, that

serves as a basis for computing an employee’s pay.
Formula that calculates an employee's gross to net.
Payroll processing cycle for a given pay group.

Process in which the system updates all to-date cumulative totals
on the database for earnings, deductions, and taxes for pay groups

assigned to a given Pay Run ID.

Defines how often employees in a pay group are paid—weekly,
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Pay Group

Pay Period

Pay Plan

Pay Rate Determinant (PRD)

Pay Retention Entitlement

Performance Appraisal Code

Performance Appraisal Due Date

Platform

POI

Populate

Position

Position Classification

Position Change

biweekly, monthly, and so on.
A set of employees grouped together for payroll processing.

Established times when employees in a pay group are paid. Pay
Periods are defined by their beginning and ending dates.

A code that denotes the pay schedule under which an employee is
paid, e.g., GS, SL, ST, EJ, WG, etc.

Special factors that determine an employee's rate of basic pay or

adjusted basic pay.

The right of an employee to retain, under certain circumstances, a
rate of basic pay higher than the maximum rate of the grade for

the position occupied.

Level of performance of an employee.

Date established for the yearly appraisal of an employee.

Database environment that applications run on.

Personnel Office Identifier. Also known as Submitting Office
Number (SON). These are codes assigned by the OPM to the
office(s) delegated authority within an agency to process personnel

actions on Federal employees.

The term used to describe the appearance of data in a given field.

The officially assigned duties and responsibilities that make up the

work performed by an employee.

The analysis and identification of a position and placing it under

the position classification plan established by OPM.

1. A move by an employee to another position during the

employee's continuous service under the same
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Position Date Created

Position Description (PD)

Position Numbet

Post Differential, Non-Foreign

Post Differential Percent

Post-56 Military Deposit

Premium Pay

Previous Retirement Coverage

appointment within the same agency.

2. When the employee is entitled to grade retention and

moves to another position at or below the retained grade.
Date the position is created for use in the agency.

In accordance with OPM guidelines, an official description,
authorized and approved by an agency official, describing duties
and responsibilities to be performed. Position classification
standards are used to describe the work, classify the work
components by occupational series, and factors (e.g., supervisory
control, scope, complexity, competencies required) are used to

determine the grade level (i.e., salary range) for the position.
A number identifying an authorized position.

A differential payable to an employee at a location in a non-foreign
area if conditions of environment differ substantially from
conditions of environment in the contiguous United States and

warrant its payment as a recruitment incentive.

Additional compensation may be paid to certain employees who

work in Guam or the Northern Mariana Islands.

The OPM provides guidelines to Federal agencies on how to
calculate and process these voluntary employee deductions from
pay toward the employee’s current retirement fund for those

periods of eligible military service.

Additional pay for overtime, night, holiday, or Sunday work and

standby duty or administratively uncontrollable work.

An indicator of whether the employee has, at the time of most
recent appointment to the Federal service, previously been
covered by the Civil Service Retirement System or the Federal

Employees Retirement System.
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Probationary Period

Promotion

Provider

The first year or more of service of an employee who is given a
career or career-conditional appointment. During this period, the
agency determines the fitness of the employee and the employee

has limited appeal rights.

For positions under the same type job classification system and
pay schedule, a promotion changes the employee to a higher grade
level or makes permanent a Promotion NTE; or when the old and
new positions are under different job classification systems and
pay schedules, a promotion changes the employee to a position
with a higher rate of basic pay or makes permanent a Promotion
NTE.

An entity that provides one or more of the benefits an agency

offers. For example, OPM has oversight authority and is a
provider for the FEHB and FEGLI programs. The Thrift Savings
Board is the provider for the Thrift Savings Plan.

Quality Step Increase (QSI)

Race and National Origin Code

Rate of Basic Pay

Realignment

Reassignment

A step increase awarded to an employee for sustained high quality

performance.

Identifies the employee’s basic racial and national origin category.

The rate of pay fixed by law or administrative action for the

position held by an employee before any deductions.

The movement of an employee and position when (1) a transfer of
function or an organization change occurs, (2) the employee stays
in the same agency, and (3) there is no change in the employee' s

position, grade or pay.

Change of an employee from one position to another without

promotion or change to lower grade.

© 24-Nov-09 Page 305



GLOSSARY

Record Definition

Recruitment Bonus

Reduction In Force (RIF)

Re-employed Annuitant

Reemployment Priority List

Reemployment Rights

Reinstatement

Related Education

Relational Database

Collection of fields identified in a table and the attributes.

A one-time payment of up to 25 percent of basic pay to an

employee who is newly appointed to a hard-to-fill position.

Separation of an employee from a competitive level required by
the agency because of lack of work or funds, abolition of position

or agency, or cuts in personnel authorizations.

An employee who retired from Federal employment and is
receiving an annuity. The salary may be reduced by the amount of

the annuity.

A list of career and career-conditional employees an agency has
separated because of (1) reduction-in-force, or (2) compensable
injury or disability where recovery takes more than one year from

the time the employee began receiving compensation.

The entitlement of an employee to return to non-temporary

employment after assignment to other civilian employment.

Noncompetitive reemployment in the competitive service as a
career or career-conditional employee of a person formerly
employed in the competitive service who had competitive status

or was serving probation when separated.

Education above the high school level that has equipped the
applicant with the KSAs to perform successfully the duties of the
position being filled. Education may relate to the duties of a
specific position of the occupation, but must be appropriate for

the position being filled.

A relational database consists of a series of tables. These tables
are made up of rows (horizontal) and columns (vertical), very
much like the layout of a spreadsheet. Columns are the fields in

panels and rows contain the entries made in each field.
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Relocation Bonus

Remark Codes

Resignation

Resignation ILIA

Retained Grade Effective Date

Retained Grade Expiration Date

Retained Rate

Retention Allowance

Retention Register

Retirement

A one-time payment of up to 25 percent of basic pay to a current

employee who relocates to take a hard-to-fill position.

OPM and agency notations specific to the personnel action being

processed.
A separation action initiated by the employee to leave the agency.

A separation initiated by employee under circumstances that meet

the definition of "involuntary separation".

Date employee became eligible or began receiving a retained grade

and pay.
Expiration date of an employee’s retained grade and pay.

A rate of pay above the maximum rate of the employee's grade
that an employee is allowed to keep in special situations rather

than having his/her rate of basic pay reduced.

The annual total dollar amount up to 25 percent of basic pay paid
to an essential employee with unusually high qualifications or
special skills in those cases where the agency determines that the
employee would be likely to leave Federal employment if no

allowance were paid.

A record of all employees occupying positions in a competitive
level arranged by tenure groups and subgroups, and by service
dates within the subgroup. It is used in a reduction-in-force to
determine which employees are retained and which are separated

or moved to other positions.
Separation from the service when employee is eligible to obtain an
immediate annuity. Types of retirement are:

1. Mandatory Retirement

2. Disability Retirement
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Retirement Coverage Code

Retirement Deferred

Retirement Discontinued Setvice

Retirement ILIA (In Lieu of
Involuntary Action)

Retirement - Optional

3. Voluntary Retirement

4. Special Option Retirement

5. ILIA (In Lieu of Involuntary Action) Retirement
A code used to denote an employee’s retirement coverage. The
major ones include the following:

1. Civil Service (CSRS)

2. Federal Employees Retirement System (FERS) and FICA

3. Foreign Service (F'S)

4. CSRS Offset

5. CSRS - Special (for LEOs)

6. FERS and FICA — Special

7. Social Security System

8. None
Retirement of a person age 62 or older with at least 5 years of
civilian service who was formerly employed under the CSRS and
then left Federal service or moved to a position not under a
retirement system. An employee covered by FERS who separates
after completing 10 years of service can also receive a deferred

retirement upon reaching the FERS “Minimum Retirement Age"
(55 to 57, depending on birth date).

Retirement based on involuntary separation against the will and
without the consent of the employee, other than on charges of

misconduct or delinquency.

Voluntary retirement initiated by employee in lieu of involuntary

separation by the agency.

Voluntary retirement, without reduction in annuity, of an

employee who meets minimum age and service requirements.
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Return to Duty Placement of an employee back in pay and duty status after

absence for furlough, suspension, or leave without pay.

Roles A component of EmpowHR’s workflow functionality. A role is a
class of users who perform the same type of work, such as clerks

Or managers.

Routings A component of EmpowHR’s workflow functionality. Routings
are the system's means of moving information from one place to
another, from one step to the next. Routings specify where the
information goes and what form it takes - i.e., e-mail messages,

electronic form, or Worklist entry.

Row A portion of the database also referred to as a record.

Rules A component of EmpowHR’s workflow functionality. Rules

determine what activities are required to process business data.

Run ID Identifies a Run Control for batch programs.
Sabbatical An absence from duty, without charge to pay or leave, that an

agency may grant to a SES career appointee to engage in study or

uncompensated work experience.

Salary Rate of compensation received by an employee.
Scientific and Professional (ST) Positions established to carry out research and development
Positions functions that require the services of specially qualified personnel.

ST positions are ungraded.

Seasonal Employee An employee who works on an annual recurring basis for periods
of less than 12 months (2080 hours) each year.

Self-Service Center A place where employees go (usually a Web browser-accessed
application) that gives them more direct control over their own

data to verify, update, and/or request certain personnel actions.
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Senior Executive Service

Senior Level (SL) Positions

Server

Service Computation Date (SCD)

Sex Code

Shift

Shift Code

Shift Differentials

Sick Leave

Social Security Number

Special Rates

Positions classified above GS-15 of the General Schedule or in

level IV or V of the Executive Schedule or equivalent positions.

Positions established to replace positions at grades GS-16, GS-17,
and GS-18 of the General Schedule. SL positions are classified
above GS-15 of the GS and are ungraded.

Any computer that performs tasks based on a request from a

remote client.

Calculated date based on all creditable and verified civilian and
military service using a 31 day month (purpose is to determine the
leave accrual rate of an employee). Other SCDs include Thrift
Savings Plan SCD, Leave SCD, RIF SCD, and Severance Pay
SCD.

Used to indicate gender.

Specific hours during the day that an employee works, such as

nine to five, four to eleven, or ten to six.
Numerical shift identifier that is unique within a Set ID.

A premium over regular pay for which employees on certain shifts
may be eligible, such as double-time for late night shifts. Shift

differentials are usually stated as an additional rate or factor.

Sick leave is accrued by full-time permanent/seasonal employees
at the rate of 4 hours every biweekly pay period; for part-time
permanent/seasonal employees, it is accrued at one hour for every

20 hours worked.

Nine numeric digits assigned to an individual by the Social Security
Administration. Also known as a Taxpayer Identification Number

(TIN).

Higher salary rates for specific grade levels and occupational
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groups determined by OPM for employees working in specific
geographic areas. Fach area is assigned a separate Schedule
Number.

SQL Structured Query Language - a set of commands used to report

from, write to, and extract data from relational databases.

SQR Structured Query Report. A tool used to create a wide variety of
reports or to perform global database manipulations and

interactive queries.

Standard Form (SF) A standardized form for interagency use by the Federal
government. The SF prefix is the most common but not exclusive
in usage.

Standard Form (SF-50) Notification of Personnel Action. Used to notify employee and

the payroll office, and to record the action in the employee's
Official Personnel Folder.

Standard Form (SF-52) Request for Personnel Action.

Status Position Code Identifies the various conditions of a position, e.g., frozen,

classified, etc.

Step A secondary level or subcategory within the primary pay level
(depending upon pay plan, different employees may have a

different number of steps within their primary pay level).

Supervisory Differential The annual total dollar amount paid to a GS supervisor who
provides direct, technical supervision of the work of one or more
employees in other pay plans who receive a higher rate of total pay

than does the supervisor.

Suspension Placement of an employee, for disciplinary or other reasons, in a

temporary status without duties and pay.
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Tables

Target Grade

Temporary Appointment

Temporary Continuation of Coverage

(TCC)

Tenure

Three-Tier Architecture

Thrift Savings Plan (TSP)

Tool Bar

Tour of Duty

Transaction Code

The structure that establishes the foundation of information in a

relational database.
Highest obtainable grade for a position.

An appointment made for a limited period of time and with a
specific not-to-exceed (NTE) date determined by the authority
under which the appointment is made.

The TCC program, as prescribed by the OPM, requires Federal
agencies to provide to separating Federal employees the
opportunity to temporarily continue their FEHB coverage for up
to 18 months (unless involuntarily separated because of gross
misconduct), provided the individual pays the full cost of
coverage, including both the employee and government share and
a two percent administrative charge. Agencies may elect to
provide this service in-house or enter into cross-servicing

agreements with another Federal agency.

The period of time an employee may reasonably expect to serve

under his/her current appointment.

Where data storage and processing are distributed to process
across different systems, such as the Application Server which
centralizes much of the data processing, thereby decreasing the

load upon the individual client workstations.

A voluntary retirement savings and investment plan for Federal

employees administered by the Federal Thrift Investment Board.
The bar of icons found across the top of every screen.

The scheduled days and hours per day of attendance at a duty

station for an employee.

Identifies the action taken.
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Transaction Number/Sequence

Transfer

Translate Table

Travel and Relocation Date

Two-tier Architecture

Type of Appointment

The order of actions when more than one action with the same

effective date.

A change of an employee, without a break in service of one full
workday, from a position in one agency to a position in another

agency that can be filled under the same appointing authority.

A system edit table that stores codes and translate values for the
miscellaneous fields on the database that do not warrant individual
edit tables of their own. In most cases, EmpowHR maintains the
Translate Table.

Length of time an employee must remain in the Government after
the Government has paid to relocate him/her from one official

duty station to another or for initial appointment.

Where data storage and processing takes place on a central server
(called the Database Server) and business rules and presentation of

the data are managed by the individual client workstations.

Indicates the specific type of appointment, e.g., part-time

permanent, full-time temporary, etc.

Unemployment Compensation

United States Code (USC)

Unemployment insurance for Federal employees.

The laws and regulations of the United States.

Veteran

Veterans Preference

A person separated with an honorable discharge or under

honorable conditions from active duty in the Armed Forces.

An employee's category of entitlement to preference in the Federal

service based on active military service that terminated honorably.
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Wage Area

Wage Employees

Waiver of an OPM Qualification
Standard

Web Server

WGI Due Date

WGI Non-Creditable Days

Windows

Within Grade Increase (WGI)

Without Compensation (WC)

A geographical area within which a single set of regular wage
schedules is applied uniformly by Federal installations to the

covered occupations under the Federal Wage System.

Federal wage employees or prevailing rate employees. These
employees are in trades, crafts, or labor occupations covered by
the Federal Wage System and their pay is fixed and adjusted from

time-to-time in accordance with prevailing rates.

Involves setting aside requirements in a published standard to
place an employee in a particular position, usually to avoid some
kind of hardship to the employee, such as in cases of RIF or
administrative error on the part of the agency. Extra training
and/or skills development may be needed to help the employee
adjust to the new position. Waivers are granted by OPM or an
agency, as appropriate, on a case-by-case basis, and do not directly

affect other positions in the organization.

A computer that responds to requests from clients and provides

the clients with the requested document and its contents.
Identifies the date of an employee’s next within grade increase.
Current policy is that the step increase is implemented on this date
automatically unless prevented by the processing of an
unsatisfactory performance appraisal or excess of allowable leave
without pay.

Total number of days that cause the WGI due date to be adjusted.

Basic screen structure of EmpowHR.

A longevity-based increase in salary based on predetermined time-

in-grade requirements and acceptable performance.

Under certain circumstances an agency is authorized to appoint an
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WIP

WIP Status

WIP Status Type

employee to provide services to the government without pay.
Work-in-Progress.

Tells the EmpowHR workflow system when and where to send
data to the next step of the request/approval or other type of

cycle.
Tracks the action. Each WIP Status is linked to a WIP Status
Type. EmpowHR delivers four different Status Types:

1. Work-In-Progress - A request that has not reached the

final level of approval.
2. Canceled - Cancels an action that was completed.
3. Corrected - HR corrects a completed request.

4. Completed - HR approves a request that successfully

completed all review levels.
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AJL Cat Code, 171

Abolish, 135, 136

Academic Rank, 124

Accounting Station Code, 126, 128

Action, 116, 128, 141, 144, 175, 179, 189, 219, 277, 279, 280, 281,
282, 286, 301, 302, 317, 319, 325, 326, 329

Action Date, 116, 286

Address 1, Address 2, Address3, 148

Address Info, 147, 148, 149, 195, 196

Adds to FTE Actual Count, 124

Affected Positions and Emplids, 102, 104

Agency, 96, 97, 98, 99, 115, 119, 120, 124, 128, 142, 144, 158,
199, 221, 300, 302

Agency Type, 97, 142, 144

Agency Use, 99, 128

Alias Name, 148

Annual, 103, 156, 157, 158, 159, 171, 187, 188, 189, 241, 316, 318

Annuitant Indicator, 170, 171, 302

Annuity Commencement Date, 171

Applied, 97, 186

Auth Date, 144, 175, 179

Authentication Date, 144, 175

Authority (1), 142, 144, 179

Authority (2), 144

B

Bargaining Unit, 115, 119, 304

Benefits, 98, 196, 197, 203, 205, 312, 317
BiWeekly, 103

Budgeted Position, 121, 123

Business Unit, 116

Calc Group, 123

Career Tenure Date, 164, 167

Citizenship Status, 147, 148

City, 147, 149, 186, 202, 217, 230, 239, 240, 241

Class Standard Issued Date, 99

Classification Action, 126, 128, 156, 158

Classification Authority, 100

Classification Factor, 100

Classification Review, 126, 128

Classification Standard, 99, 100

Classification Standard Code, 99

Classification Std Applied Date, 128

Classified Indicator, 124

Classifier, 99

COLA And/Or Post Diff Code, 170, 171

Compensation, 98, 101, 163, 241, 309, 310, 312, 313, 315, 331,
332

INDEX

Competitive Area, 118, 306

Competitive Level, 115, 118, 306
Computer Sensitivity, 121, 124
Confidential Position, 123

Coop Holiday Rate, 168

Coop Overtime Rate, 168

Coop Share Amt, 168

Country, 147, 149, 153, 154

County, 144, 147, 149, 186, 217, 241
Court Ordered Child Support or Alimony, 185, 192
Creditable Military Service, 150, 152, 307
CSRS Frozen Service, 171

Customs Officer Pay Reform ACT, 120

D

Data Control, 141, 143, 173, 175, 176, 177

Date Classified, 96, 100, 308

Date of Birth, 146, 148

Date Position Established, 119

Days at Primary, 131

Default Compensation, 101, 103

Department, 1, 2, 98, 115, 117, 124, 285, 301, 302, 305, 308, 309,
310, 314

Detailed Position Description link, 117

Disabled Veteran, 151, 152, 309

Draft Status, 148

Drug Test, 122, 125

Early Retirement Code, 100

Education Level, 153, 154, 253

Education Major, 153, 154

Effective Date, 96, 97, 107, 112, 115, 116, 142, 144, 175, 179,
189, 193, 196, 198, 204, 206, 209, 214, 219, 224, 228, 233,
236, 240, 247, 250, 253, 309, 314, 317, 325

Effective Seq, 144

Emergency Response Official, 125

EmplID, 104, 119, 141, 170, 188, 192, 197, 203, 205, 208, 213,
218, 223, 227, 232, 235, 239, 246, 249, 252, 281

Employee Probation Period Date, 165, 167

Employee Type, 162

Employment 1, 164, 167

Employment 2, 164, 166, 167

Encumber Salary Amount, 124

Encumber Salary Option, 124

Factor Level, 100

FEGLI Code, 170, 171

FEHB Cancel Enrollment, 185, 205
FEHB Change in Enrollment, 185, 203
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FEHB Eligibility, 170, 171

FERS Coverage, 170, 171

Financial Disclosure, 103, 126, 128, 222

First, 146, 148, 199, 201, 229, 231, 236, 311

FLSA Status (Fair Labor Standards Act status), 119
FTE, 124, 127, 128

Function Code, 118

Functional Class, 96, 99

Fund Source, 98, 119, 162

G

Gender, 146, 148, 202

Grade, 100, 102, 118, 128, 163, 305, 308, 313, 314, 325, 332
Grade Basis, 128

Grade Points, 100

H

Handicap Cd, 148

Health Benefits, 171, 196, 197, 203, 205, 207, 311, 314, 317
Health Certificate, 123

Holiday Schedule, 162

Hourly, 103, 162

HR Processing, 172, 177, 180

In Progress, 97, 198

Inactivate, 97

Individual Time Off Award, 139, 177, 179
Initial Security Set Up, 13

Initialize, 115, 116

Intelligence Position, 124

Interdis Assign Code/Series, 120
Interdisciplinary Code, 103

J

Job Code, 91, 92, 93, 94, 95, 96, 97, 98, 101, 102, 103, 104, 105,
106, 108, 109, 110, 115, 116, 118, 119, 135, 136, 137, 315

Job Code Tracking, 104

Job Family, 98

Job Profile ID, 123

Job Sharing Permitted, 123

K
Key Position, 116

L

Language Required, 104, 125

Last, 146, 148, 166, 168, 199, 201, 210, 215, 216, 229, 231, 314,
315, 316

Leave Data Transferred, 185, 208, 209

Location, 115, 117, 128, 309

Losing/Gaining Dept, 155, 158

Lump Sum Leave Payment, 185, 212, 213, 215

M

Mail Drop ID and Work Phone, 123
Major Specialization, 153, 154

Master File Change, 185, 216, 218, 220
Max Head Count (maximum head count), 123
Medical Checkup Required, 98

Middle, 148, 199, 201, 229, 231
Military Grade, 150, 152

Military Separation Status, 150, 152
Military Service Verified, 151, 152
Mobility Position, 125

Monthly, 103

Multi-Element Update, 185, 221, 223

N

Name, 104, 148, 195, 199, 202, 292, 296
NFC Ready, 97, 131, 176, 186

NFC Status, 176

NOA Code, 142, 144, 175, 179

Not To Exceed Date, 115, 116, 119, 144
Notify Military Pay Center, 151, 152

O

Obligated To ID, 119

Obligation Expiration, 119

Occupational Series, 96, 97, 99, 103, 118, 318
Office ID, 115, 131

Official Posn Title Code, 96, 97, 103

Official Title, 97, 103, 117

Official Title Prefix, 97, 103

OPM Certification Number, 100
Organization Posn Title Cd, 98, 118

P

PAR Processing, 139, 140, 141, 172, 177, 182, 196

PAR Remarks, 142, 145
Insertion Required, 145
Remarks CD, 145

PAR Request #, 142, 144

PAR Status, 144, 319

Parenthetical Title, 99, 103, 118

PATCOB Code, 99

Pay Basis, 98, 320

Pay Group, 162, 321

Pay Plan, 101, 103, 117, 163, 321

Pay Plan / Table / Grade, 103

Payroll Documents, 185, 186, 188, 192, 196, 197, 203, 205, 208,
213, 218, 223, 226, 232, 235, 239, 246, 249, 252

Personal Data, 146, 147, 151, 154

Personnel Office 1D, 115, 120

PMSO, 95, 137

POI, 96, 98, 161, 222, 321

Points, 100

Position, 91, 92, 93, 95, 98, 100, 104, 105, 109, 113, 115, 116,
118, 119, 120, 121, 122, 123, 124, 125, 126, 127, 128, 129,
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131, 132, 135, 136, 155, 158, 160, 279, 307, 308, 312, 314,
317, 318, 319, 321, 322, 329
Position Audit Date, 119
Position Audited By, 119
Position Classification Stds, 100
Position Location, 98, 115, 120
Position Management, 91, 92, 93, 95, 105, 109, 113, 132, 135, 312
Position Number, 104, 116, 132, 322
Position Occupied, 118
Position Pool ID, 123
Position Schedule, 128
Position Status, 116
Pre-Encumbrance Indicator, 123
Pref First Name, 148
Presidential Appt Posn, 125
Prev Class Actn, 158
Previous Agency, 158
Previous Retirement Coverage, 170, 171, 322
Procurement Integ Posn, 125
Professional Category, 99
Project Duty Indicator, 128

Reactivate, 97

Ready Future, 97, 176

Reason, 96, 97, 115, 116, 119, 135, 136, 142, 144, 175, 179
Reason Code, 96, 97, 119, 142, 144, 175, 179
Reg Region (regulatory region), 117

Reg/Temp (regular or temporary), 116

Regular Shift, 117

Reporting, 117, 301

Reports To, 115, 117

Request Received Date, 128

Restored Annual Leave, 185, 187, 188, 189, 190
Retirement Plan, 170, 171, 318

RNO, 147

S

Salary Admin Plan (salary administration plan), 117
Salary Share Code, 156, 158, 168

Savings Bond, 185, 226, 229, 230, 231, 232, 234
School, 98, 99, 118, 153, 154, 253, 314

Seasonal, 119, 124, 327

Security Clearance, 121, 124

Sensitivity Code, 121, 124

Series, 97, 118, 120, 128, 156, 158, 226, 228, 318
Service Computation Dates — Leave, 167

Service Computation Dates — Retire, 167

Service Computation Dates — RIF, 167

Service Computation Dates — TSP, 167

SetID, 97

Severance Payment, 185, 235, 237

Short Title, 117

Signature Authority, 123

Spcl Empl Cd, 162, 170, 171

SSN, 147, 148, 229, 231

Staff/Line Position, 125

Standard Hours, 118, 162

State, 147, 149, 153, 154, 168, 186, 221, 230, 240, 241, 242, 250,
314

State Tax Data, 242

Status, 95, 96, 97, 98, 115, 116, 131, 135, 136, 140, 144, 150, 152,
157, 159, 217, 243, 293, 296, 300, 305, 307, 329, 333

Status Date, 116, 293, 296, 300

Sub-Agency, 94, 96, 98, 105, 115, 120, 156, 158

Suffix, 148, 199, 201, 229, 231

Supervisory Status, 96, 98, 99

T

Target Grade, 100, 119, 330

Tenure, 165, 166, 167, 168, 216, 330

Thrift Savings Plan, 167, 170, 171, 185, 246, 248, 318, 323, 328,
330

Title, 117, 118, 128, 319

Total Points, 100

Training Program, 125

Transaction Status, 97, 144, 176, 181, 186, 198

TSP Eligibility Code, 170, 171

Type Appt, 161, 162

\

Vacancy Review, 127, 128

Veteran Status, 152

Veterans Preference, 150, 151, 152, 331
Veterans Preference RIF, 151, 152

W

Weight (%), 100

WIP, 333

Work Schedule, 119, 161, 162, 313, 319
Workflow, 140

Worklist, 182

Zip Code, 147, 149, 230
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CHAPTER 1— RUNNING EXISTING QUERIES
EMPOWHR OVERVIEW OF QUERY

CHAPTER 1

RUNNING EXISTING QUERIES

Learning Objectives:

4 Running Existing Queries
& Using Search Keys

& Using Wildcards
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CHAPTER 1 — RUNNING EXISTING QUERIES

EMPOWHR OVERVIEW OF QUERY

EMPOWHR OVERVIEW OF QUERY

EmpowHR Query is an end user reporting tool. The next few chapters explain the basic concepts of

selecting data, and the subsequent design of those queries. To take full advantage of the information

covered in this chapter, a basic understanding of how to use EmpowHR applications is needed,

specifically those applications necessary to retrieve the information.

Depending upon the role, success in working with efficient queries is directly related to the

understanding of how and where the data needed is stored within EmpowHR database. This is

facilitated by an understanding of both Microsoft Windows and Internet Explorer.

With EmpowHR Query, the precise information is extracted using visual representations of the

EmpowHR database, without writing Structured Query Language (SQL) statements. The Queries can

be as simple or as complex as necessary; they can be one-time, ad-hoc queries, or queries that are used

repeatedly. This section covers:

Ad hoc functions
How to create a simple query by selecting a record and specific fields
Modification of column headings

Retrieval of short or long descriptions for a translate value Criteria such as Equal To, Greater
Than, In List, In Tree, Between, and Like to retrieve specific information Creating queries based

on multiple records using predefined joins, calculations, such as a Count, a Sum, or an Average
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UNDERSTANDING RECORD STRUCTURES

A record is like a spreadsheet comprised of rows and columns as shown in Example 1 below. Each row
of data in the record has a unique identifier known as the key field. The key fields in the examples

shown below are shaded.

Example 1

1D Name Address 1 City Postal St
000781 Griffith, Andy 1001 Mayberry Ln | Carson 90747 CA
000690 Turner, Timmy 111 Main St Long Beach | 90806 CA
000768 Rhode, Rocky 1144 Center Ct Carson 90747 CA
000638 Shot, Good 123 Anywhere Carson 90747 CA
000209 Jack, Kangaroo 123 Hop Lane Carson 90747 CA

K.

000794 Jones, John Paul | 123 Main Carson 90747 CA

The record in Example 1 has one row of data per employee and holds six fields. An employee’s data
can be retrieved with her/his ID. The ID is the unique identifier (key field) on the record.

When necessary, a record can have more than one key field used to identify a unique row of data, as

shown in Example 2.

Example 2
ID Eff Date Name Address 1 City Postal St
000781 | 1984-07-01 | Griffith, Andy 1001 Mayberry Ln | Carson 90747 | CA
000690 | 2002-09-15 | Turner, Timmy 111 Main St Long Beach | 90806 | CA
000768 | 1981-05-01 | Rhode, Rocky 1144 Center Ct Carson 90747 CA
000638 | 2003-03-04 | Shot, Good 123 Anywhere Carson 90747 | CA
000209 | 1976-09-07 | Jack, Kangaroo 123 Hop Lane Carson 90747 CA
K.
000794 | 2004-03-04 | Jones, John Paul | 123 Main Carson 90747 CA
000768 | 1976-04-01 | Rhode, Rocky 1144 Center CT Carson 90747 CA
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UNDERSTANDING EFFECTIVE DATES

Effective dates are essential to maintaining employee and setup history. Effective dates allow accurate

reporting against historical data.

e The current row in an effective dated record is the effective dated row that is closest to today’s

date, without going into the future.

e If reporting from a record that is effective dated, the selection of the data must be considered

relative to the effective date.

e Query automatically generates the effective dated logic necessary to return the current row.

Example 3
1D Eff Date Name Address 1 City Postal St
000781 1984-07-01 Griffith, 1001 Mayberry Ln Carson | 90747 | CA
Andy
000781 1996-02-19 | Griffith, 2364 Buck Owens Blvd | Carson | 90747 | CA
Andy
000781 2008-02-15 Griffith, 1958 Placid Place Carson | 90747 | CA
Andy
000781 2008-09-02 | Griffith, 2364 Buck Owens Blvd | Carson | 90747 | CA
Andy

If today’s date is 03/01/2008, then the row dated 2008-02-15 is the cutrent row. The prior rows dated
1996-02-19 and 1984-07-01 are historical. The row dated 2006-09-02 is a future dated row.
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RELATIONAL DATABASE DEFINITION

EmpowHR uses a relational database structure to organize and store data.

A relational database is a collection of data items organized as a set of formally described tables. It is
from these tables that data can be accessed or reassembled without having to reorganize the database
itself. The relational database was invented by E. F. Codd at IBM, in 1970.

The standard user and application program interface to a relational database is the Structured Query
Language (SQL). SQL statements are used to create interactive queries to gather information from a

relational database for various reasons including gathering data for reports.

In addition to being relatively easy to access, a relational database is easy to modify. After the original
database creation, a new data category can be added without requiring modification of all existing
applications.

A relational database is a set of tables containing data fitted into predefined categories. Each table
(which is sometimes called a relation) contains one or more data categories in columns. Each row
contains a unique instance of data for the categories defined by the columns. For example, a typical
business order entry database includes a table describing a customer with columns for name, address,
phone number, and so forth. Another table describes an order: product, customer, date, sales price, and
so forth. A user of the database can see a view of the database based on need. For example, a Human
Resource Specialist might like a view or report on all employees hired after a certain date. A Human
Resources Assistant in the same agency can, from the same tables, obtain a report on employees living
in a certain city.

Tables are known as Records in EmpowHR.

Page 8
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TABLE STRUCTURE WITHIN RELATIONAL DATABASE

Much of the data contained within a RECORD is derived from a single page or group of pages within a

Component.
Table also referred to as RECORD in FeopleSoft Query — Much of the
data contained within a RECORD is denved from a single page or
group of pages within a Component.
0ne Row will have a Key Field {often
. and |D number like Social or PO #) that
Columr;glr?gggin(grt;)i:eegones) sets that group of data apart fram all
. : thers ... this key field is h
Field Narme which appears on 2 page Fetord ¢an be Jomed with another
COLUMM COLUMM
HEADER HEADER
COLUMM COLUMM
Key Field or Value Value \ HEADER HEADER
Key Field or Value Value \ Key Field or Walue Walle
Key Field or Value Value \ Key Field or Yalue Value
Key Field or Walue Value

When creating a relational database, the user can define the domain of possible values in a data column
and the constraints that may apply to the data value. For example, a group (domain) of employee names
can contain up to ten employee names, however through constraints, the allowed values are constrained

in one record, allowing only three of the employee names to be specifiable in another record.

The definition of a relational database results in a record of formal descriptions of the records, columns,
domains, and constraints. The basic concept of a relational database is that it is efficient because it

minimizes the amount of data held in the database.

In Example 4, rather than holding the employees name in each record where employee data is held, the
name is stored in only one table. To get to the employee name, to the user obtains it from the NAME
record where the name resides. When an address listing including employee’s name is needed, the
NAME and ADDRESS records have to be joined on the common high level keys (in this case, ID).
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Example 4
NAME RECORD
1D Name
000781 Griffith, Andy
000690 Turner, Timmy
000768 Rhode, Rocky
000638 Shot, Good
000209 Jack, Kangaroo K.
000794 Jones, John Paul
ADDRESS RECORD

1D Address 1 City Postal St
000000781 1001 Mayberry Ln Carson 90747 | CA
000000690 111 Main St Long Beach 90806 | CA
000000768 1144 Center Ct Carson 90747 | CA
000000638 123 Anywhere Carson 90747 | CA
000000209 123 Hop Lane Carson 90747 | CA
000000794 123 Main Carson 90747 | CA
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SEARCH KEYS

Search Keys are the fields that uniquely identify a single item in EmpowHR. When searching for an

item the user searches by keys.

When searching for a Query, the primary search field is Query Name because it is the Search Key for
this field. When the user does not know the Query Name the user may search by other search keys, or

characteristics of the query, such as Description.
PRIMARY SEARCH KEY

A Primary Search Key is the key that uniquely identifies one query.

In this case Query Name is the Primary Search Key because the value is unique.

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Cuery | Create New Query

“Search By: | Query Mame » | begins with

Search | Advanced Search

Primary Search
Key

Find an Existing CQuery | Create Mew Query

SECONDARY SEARCH KEYS

Secondary Search Keys may return more than one selection because they do not precisely identify a
single query in EmpowHR. An example of a Secondary Search Key is Description. Because it is very
likely that more than one query contains the same description information, more than one query may be

returned by the search.
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Query Manager
Enter any informadion you have and ciick Search. Leave fields blank for 3 kst of ali values

Fing an Existing Query | Create New Query

*Search By: Desc begnis with
Seaech l AgAcce
[Foider Name
Ownes Secondary Search
Query Name
nd an Existing Tipe Key

¥|Uses Field Name
Uses Record Name

PARTIAL SEARCH KEYS
Partial Search Keys are used when there is incomplete information, or as a time saver when searching
for records.

The user can search for a query even when the complete Query Name is not known. The search below

returns every EmpowHR query starting with the prefix of N_.

GCluery Manager
Enter any information you have and click Search. Leave fields hlank far a list of all values.

Find an Existing Queny | Create Mew Query

*Search E'y‘:l@uer‘yName =| begins with |NJ

Search | Advanced Search

Find an Existing Query | Create Mew Query

“ NOTE: VAGUE OR INSUFFICENT USAGE OF KEY CRITERIA MAY RESULT IN SEARCH RESULTS
\p THAT EXCEED 300. IN THIS EVENT, ONLY THE FIRST 300 RESULTS DISPLAY.
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LIMITING SEARCH OPERATORS

When searching in EmpowHR, a user may not always have complete information. Occasionally there
may be a need to select several queries at once. Using Limiting Search Operators can help with these

more advanced search techniques.

Most Search criteria have a drop-down box. Selecting on the drop-down box displays another choice.

Query Manager
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Guery | Create New Query

Query Name: | hegins with j
Description: [beging with > |
Uses Record Hame: | begins with j

Uses Field Name: e

Access Group Name: z Q
Folder Name: n— |
ihegins with
+ . hetweaan I Iser vI
Query Type: contains
Owner: In I j"
not=

YWhen using the IM or BETWEEM operatars, enter comma separated values without guotes. i.e. JOB,EMPLOYEE JRML_LM.

Search Clear Basic Search

Find an Existing Query | Create New Guery
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WILDCARDS

When performing an inquiry, wildcards can be used in many of the fields. The wildcards allow a broad
search of many different value combinations when a complete value is not known or the spelling is not

known.

NOTE: UNLESS A WILDCARD IS ENTERED, THE SYSTEM ASSUMES AN
EXACT MATCH IS DESIRED.

%
¥

For example, entering the letter B without a wildcard returns all queries whose names begin with the
letter B. When a more specific search is desired, such as an employee with the first letter B and the
letter n in the name, “B%n” is entered in the name field and select role in the type field. This returns

values like Brown, Barnacle, or even O’Brien!

WILDCARD FUNCTION

% (percent) Match any one or multiple characters

_ (underscore) Match any single character
Escape character, prevents the next character from
\ (backslash) being treated like a wildcard.

“ NOTE: DIFFERENT COMBINATIONS OF THE OPERATOR SELECTED AND
\g THE WILDCARD COMBINATION RETURN DIFFERENT RESULTS.

TO USE A WILDCARD CHARACTER IN A PROMPT, THE LIKE OPERATOR
MUST BE USED.
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RUNNING EXISTING QUERIES

& Procedure: Running an Existing Query

1. From the Reporting Tools menu group, select Query.

2. Select the Query Manager component. The Query Manager page displays.

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create Mew Query

“Search By: | Query Mame ~ | begins with

Search | Advanced Search

Find an Existing Qluery | Create Mew Query

3. Enter the Query Name in the name field.

4. Click the Search button. The Search Results page displays.
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Query Manager

Enter any infarmation you have and click Bearch. Leave fields blank for a list of all values.

Find an Existing Query | Create Mew Query
*Search By: |Query Mame B3| begins with EMPL

Search I Advanced Search

Search Results

*Folder View: -- All Folders -- ;I

cCheckall | Uncheckall | *action: [-- Choose - | 6o |

Select Query Hame Descr Owner Folder Edit HTML  Excel Schedule
I EMPLLST Public Edit HTML Excel Schedule
[T EMPLOYEELISTING List of Employees Public Edit HTML Excel Schedule
I EMPLOYEES_BY_FOI Ha Listing of Employees by POl Public Edit HTML Excel Schedule
- EMPLOYEES_BY_POI2 HQ Listing of Employees by POl Public Edit HTML Excel Schedule
T EMPLOYEES_OCC_SERIES EMPLOYEES BY OCC SERIES  Public Edit HTML Excel Schedule
M EMPLOYEES_OCC_SERIES_FL EMPLOYEES BY OCC SERIES  Public Edit HTML Excel Schedule
™ EMPLOYEES_OGCC_SERIES_FL AGE EEQ:E%YEA%SEEY oeE Public Edit HTML Excel Schedule
[ EMPLOYEES_OGC_SERIES_MEW  EMPLOYEES BY OGC SERIES  Public Edit HTML Excel Schedule
" EMPLOYEE ADDRESSES BT OF CMPLOVEE Public Edit HTML Excel Schedule
[T EMPLOYEE_BY_POL Public Edit HTML Excel Schedule
I EMPLOYEE_COUNT COURT CIF SHFLOWESS Public Edit HTML Excel Schedule

BELOW GS-10

5. Select Edit next to the desired query. The Fields page displays.

| Records ' Query | Expressions | Prompts " Fields Y  Criteria ) Having | ViewSQL |  Run

Query Name: TRAINING_QUERY2 Description: Position Data

View field properties, or use field as criteria in query statement. Column Orcler| Sort Order |

Col Record.Fieldname Format Ord XLAT Agg Heading Text Edit Delete
1 APOSITION_MBR - Position Mumber Charg Fosition Cfi Edit E|
2 AEFFDT - Effective Date Date Eff Date b A Edit |[=]
3 ADESCR - Description Char30 Descr Cfi Edit E|
4 ADEPTID - Department Char10 DeptlD Cfi Edit E|
5 AJOBCODE - Job Code Charg Job Code ?- Edit El
G ASTATUS_DT - Status Date Date Stat Dt ?- Edit El

= Save) Save As New Query Preferences Properties Mew Union QL Return to Search |

6.  Select the Run tab. Enter required data at the prompt.
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EMPLOYEES_QCC_SERIES

Occupational Series: [2210] Q

ok | cancel |

7. Select OK. The query results display.

[ Records ) guery ) Ewpressions | Prompts Y Fields Y Crieria ) Having Y WiewSQL Y Run

Occupational Series = 2210

Wiew Al | Berun Query | Download to Excel T EI Last
lmnﬁﬂﬁﬁ-
_%\\J\Lw 5 el [T £ F ol | | |ow |ovosonr|owy | F o las iz | hew |hEw
1 T e 1793800 [saT)a B P fc CHy |03m52007|CNY R F 6s |12 7N
3 [T 17sanani (s7le B P e iy [ozmsa007|chy R F 85 |12 7NN
o [TO o 179t a0 [sHTie B F e CHy |0352007 Y R F os |12 7N
5 1O g 1Tasazann [sn7a £ P o Chy [DamsR007 |y |R F 65 |12 T
B (oG 1794432210 |57/ [ F o GHY |02m52007 G R F 6s |12 7R
T 1T [saTla B P e chv [ozmsa007|ch R F os |12 7[NEN
g 1O o 17948220 |537)a [ F e CHy |0352007 Y R F os |12 7N e
g [T o 179 70 [snTla e P e Chy [DamsR007 |y |R F 65 |12 7[NE s
10 T2 o 79T 2210 (37 B F o Gy |03msz007 chy R F 68 |12 TNE e
1T 17asan (saTla B P e ohv [n3nszoor|cny R F 65 12 7NEY e
12 T2 o 1794402010 |57)a [ F ¢ Cchv |03m572007 chy R F 68 |12 7MY
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Chapter 1 Exercises

Exercise 1-1 - Running an Existing Query

The objective of this exercise is to gain experience running and viewing a
query, and finding specific results.

1.  From Query Manager run:
e EMPLOYEE_BUS_Code

2. How many rows were retrieved?
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Exercise 1-2 - Running a Query with Prompts

The objective of this exercise is to gain experience running and viewing a query
with prompts, and analyzing the results.

3. Use Query Manager to tun:
e EMPLOYEE_OCC_SERIES_NEW

4, Use the following information:

e  Occupational Series: 2210

5. How many rows were retrieved?

6. What is the sort order for this query?
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CREATING A SIMPLE QUERY

In this section some of the basic concepts and features of Query are examined, including how to create

a simple query, how to modify the display preferences, and how to manipulate data within a query.

Options for displaying the Translate record fields -- long descriptions, short descriptions, and code

values are also explored.

MENU GROUP Reporting Tools
MENU Query
MENU ITEM i
COMPONENT Query Manager

The following are general steps used to create a simple query:
e Seclect the record to base the new query
e Add fields to the query content
e TFormat the query output
e Specify selection criteria
e Create user prompts (if desired)
e Preview the query
e Validate the results
e Redefine or correct the query

e Save the query
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PAGES USED TO CREATE A QUERY

TASK PAGE(S) TO USE

1. Build a query Query Manager

2. Select a Record Records page

3. Add fields to the query Query page

4. Format the query output Fields page, and Edit Field Properties

5. Specify selection criteria Criteria page, and Edit Criteria page

6. Create User Prompts Prompts page, and Edit Criteria page

7. Redefine or Correct Criteria page, and Edit Criteria page or
Fields page, and Edit Field Properties

8. Save the query Edit Query Properties page, and Save
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QUERY MANAGER

The following discussion introduces the pages used to create a query and includes specific examples to

explain, step-by-step, the creation of different queries.

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Cuery | Create New Query

“Search By: | Query Name + | hegins with

Search | Advanced Search

Find an Existing Cluery | Create New Query

Use Query Manager to select the Create New Query link which starts the creation of a new query.

RECORDS PAGE

The Records page is used to select the Record or Records used to build a query.

The Find an Existing Record search displays when navigating to Query Manager. This is the firstin a
series of pages used to define the parts of the query within Query Manager.

Selecting Show Fields allows a preview of the fields found within a record before actually selecting the

record. This is useful when it is not known that a specific field is found within a record.
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{ Records Y Query | Expressions | Prompts | Fields ) Criteria / Haing | ViewSaL Y Run

Query Name: New Unsaved Query Description:

Find an Existing Record
“Search By: | Record Name v | hegins with EM

Search | Advanced Search

Search Results

Customize | Eind | View All | i First El 1-20 of 37 o Last

Recname Add Record Show Fields
EMAIL_ADDRESSES - Email Addresses Add Record Show Fields
EMERGEMNCY_CNTCT - EE Emergency Contacts Add Record Show Fields
EMERGEMNCY_PHONE - EE Emergency Cntct-Phone Mbrs Add Record Show Fields
EMPLMT_SRCH_GBL - Employee Search - Global Add Record Show Fields
EMPLMT_SRCH_QRY - Employee Search - Global Add Record Show Fields
EMPLOYEES - Non terminated Employees Add Record Show Fields
EMPLOYEE_REVIEW - EE Performance Rvws (Obsolete) Add Record Show Fields
EMFPLOYEE_TEAMS - Employee Teams Table Add Record Show Fields
EMPLOYMENT - EE General Employment Data Add Record Show Fields
EMPLOYMEMT_HOME - Yw-Home Employment.Job Add Record Show Fields
EMPLOYMEMT_HOST - Vw-Host EmploymentiJob Add Record Show Fields
EMPLOYMEMT_LNG - EE General Employment Data Add Record Show Fields
EMPLOYMEMT _LNGZ - Rel Lng or HS_EWMPL_REL_CAM Add Record Show Fields

" NOTE: BY DEFAULT 20 RECNAME VALUES ARE DISPLAYED AT A TIME. THE

.} DEFAULTS CAN BE CHANGE BUT THE MAXIMUM IS 300 FOR ANY SEARCH. SELECT

@ VIEw 100 TO VIEW 100 RECORDS AT A TIME. WHEN A RECORD CANNOT BE

LOCATED USE MORE SPECIFIC SEARCH CRITERIA.
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QUERY MANAGER

QUERY PAGE

The Query Page is used to select the individual fields displayed in the query. This page is also used to
set Selection Criteria for individual fields, and to join records. Selection Criteria and Joining records are

discussed later in this section.

By default, only the first 50 fields are displayed at one time. Select View All to see additional Fields, or
select the arrow buttons on the Fields bar to page thru the fields. Use the Find link to locate a field by

name within the record.

Selecting the Sort icon found on the upper right of the page arranges the fields by alphabetic order.

Selecting it again returns the fields to the original sort.

To select a Field, select the Fields checkbox immediately to the left of the chosen field.

Sort

| Records f Query ' Expressions | Prompts | Fields | Criteria | Having ) viewsaL " Run_

Query Name: pew Unsaved Query Description:

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add Sy

additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record

[= A EMPLOYEES - Non terminated Employees Hierarchy Join =
Check Al Fields | Uncheck All Fields |
Find | View 100
0 & EMPLID-EmplD %
[0 B EMPL_RCD-Empl Red Nbr %
O EFFDT - Effective Date T
O EFFSEQ - Effective Sequence %
O NID_COUNTRY - National ID Country T
O MATIONAL_ID_TYPE - Mational ID Type Join NID TYPE TBL - T
National ID Type table
O MATIONAL_ID - Social Security Number T
O COUNTRY_NM_FORMAT - Format for Country Join COUNTRY TBL - kK
Countries
O MAME - Name T
O MAME_INITIALS - Name Initials %
O NAME_PREFIX - Name Prefix Join NAWME PREFIX TBL- %
Mame Prefixes
O NAME_SUFFIX - Name Suffix Join NAME SUFFIX TBL- ‘%
MName SuffixTable
| MAME_ROYAL_PREFIX - Name Royal Prefix Join NI ROYFREF GBL- %
Ger Mame Royal Pref Table
| MAME_ROYAL_SUFFIX - Name Royal Suffix Join NI ROYSUFF GBL- %
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QUERY PAGE NAVIGATION TIPS

Button

Option

Sort fields alphabetically

QUERY MANAGER

Description

Enables the user to sort the fields in
alphabetical order.

Add Criteria or

Use as Criteria

Enables the user to navigate to the
Criteria Properties page for the selected
tield and add criteria to the query.

El Delete Enables the user to delete a field, record,
expression or prompt from the query.

Show Fields When displayed, shows all the fields for a
Record

E Hide Fields When displayed, hides all the fields for
the selected Record.

Check Al Fields Check All Fields Enables the user to check all the
checkboxes automatically.
Uncheck All Fields Uncheck All Fields Enables the user to uncheck all the

checkboxes automatically.
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QUERY MANAGER

FIELDS PAGE

Use the Fields page to format the output of a query.

{ Records ) Guery Y Ewxpressions | Prompts Y Fields Y Criteria Y Having Y WiewSaL Y Run

Query Name: pew Unsaved Query Description:

View field properties, or use field as criteria in query staternent. Reorder/ Sml
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 AJCOBTITLE - Job Title Char30 Job Title A Edit | (=]

2 AEMPLID - EmpliD Charl1 1] A Edit | =]

3 ALAST _MAME_SRECH - Last Mame Char30 Last A Edit | (=]

B s=ve) Save As Mew Query Preferences FPropetties Mew Linion ! Return ta Search

The Fields page is the workhorse of the creation process. Use the Fields page to:
e Change the order in which the columns display within the query
e Change the sort order of the information within the columns
e Edit the field properties
e Rename the column headings
e Sclect the criteria for individual fields
e Delete fields from the query

e Access the Edit Criteria page from the Fields page
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FIELDS PAGE NAVIGATION TIPS:

Option Description

Agg Aggregate function for each field listed.

Edit Formats the query output; For example, to change column
headings, display translate table values in place of codes, or
specify a sort order.

Format Field type and length for each field listed.

Heading Text The heading assigned to appear at the top of the column for the
query output for each field listed.

Ord (Order) Shows one or more fields selected to sort the query output.

If the field is the first sort field, a 7 appears, and the system
sorts rows based on this field first. The second sort field
selected is numbered 2, and so on.

A descending sort order can also be specified. The letter D
appears if sorting fields in descending order is selected.

Reorder/Sort Displays the Edit Field Ordering page, which enables the user
to change the column order and/or sort order for multiple
fields.

XLAT (Translate) Specifies which translate value appears in the query results: N

(none), S (short), or L (long).

The table that is queried may include fields that use the
Translate table. If so, the field itself contains a short code of
some kind, for which the Translate table provides a set of
corresponding values. For example, if the table includes an
EFF_STATUS field, the value is .4 or I, which the Translate
table translates into Actve and Inactive. 1f a field has values on
the Translate table, a letter appears in the XLLAT column for
that field.

In the query results, the user may want to display the translated
value rather than the code (for example, Active instead of A).
To tell EmpowHR Query to make this substitution specify L as
the translate value.
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CHANGING THE SORT ORDER

The Ord column on the Fields page displays the order in which the data within the columns is sorted.
Multiple sort orders can be applied on a query. When the user sorts by multiple fields, the first order

has priority, then the second, and so on.

For example, if query is sorted by NAME first, and then by EMPLID, the output is ordered by Name,
and the second sort is ordered by EMPLID when a Name is listed more than once.

Edit Field Ordering

Reorder columns by entering column numbers on the left. Columns left hlank or assigned a 0 will be automatically
assigned a number. Change the arder by number by entering numbers an the right. To remove an arder by number, leave

the field blank or enter a 0.

Edit Field Ordering Custamize | Find | Vi
Hew Column Column Record.Fieldname
| 2 1 AJCHTITLE - Joh Title

I 1 2 AEMPLID - EmpllD

I 3 ALAST MAME_SRCH - LastMame

Dk Cancel

It is not necessary to assign every column a sort order. To remove a sort order, place a 0 in the sort

order column, or leave the field blank.

By default the sort order is ascending (0, 1, 2, 3, and so on, or a, b, ¢, d, and so on), to sort in descending

order (9, 8, 7, etc. or z, y, X, w, etc.), select Descending from the Direction drop-down.
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EDIT FIELD ORDERING PAGE OPTIONS

Option Description
Record.Fieldname Record and Field name.
Direction Descending or Ascending order.
Sort Order Sorting priority for each field when displaying the result.

EDIT FIELD PROPERTIES PAGE
There are four functions that are accessed thru the Edit Field Properties page. For clarity and ease of
use, the instructions for these are found in individual sections.
e Changing Column Headings.
e Changing the Column Order.
e Changing the Sort Order.

e Setting Aggregate functions.

Edit Field Properties
Field Hame: & EFFDT - Effective Date
C)NoHeading (& RFT Short © None
) sum
O Text (O RFT Long O Count
Heading Text: © Min
Eff Date O max
*Unique Field Hame: (O Average
AEFFOT
]2 Cancel
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QUERY

MANAGER

EDIT FIELD PROPERTIES OPTIONS

Option

Field Name

Name of the field for which the user is editing properties.

Description

Heading

Choose a column heading from the following:
No Heading: The column does not have a heading,.

Text: The column heading is the text you have entered in the
text box.

RFT Short: The column heading is the short name from the
record definition.

RFT Long: The column heading is the long name from the
record definition.

Unique Field Name

Used for translations. There is no need to change the default
value, which is a single-letter alias for the record followed
with the record field name (for example A NAME or
B.EMPLID).

Aggregate

When using aggregate values, select the aggregate function
value for the field.

An aggregate is a special type of function that returns a single
value based on multiple rows of data. When the query
includes one or more aggregate functions, EmpowHR Query
collects related rows and displays a single row that
summarizes their contents.

None--No aggregate function.

Sum--Adds the values from each row and displays the total as
a single row.

Count--Counts the number of rows.

Min (minimum)--Checks the value from each row and returns
the lowest one.

Max (maximum)--Checks the value from each row and
returns the highest one.

Average--Adds the values from each row and divides the
result by the number of rows.
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COLUMN HEADINGS

By default, Column headings are based on the values stored within EmpowHR. However, column
headings can always be changed to suit the needs of the user. EmpowHR often stores both a short
version of the heading, and a longer version of the heading. When creating a query either of these

predefined values can be selected. The user may also opt to enter an ad hoc text value or no heading.
When making changes the user has the following options:

e No Heading = No heading is displayed.

e RFT Short = Short name as stored in EmpowHR records.

e RTF Long = Long name as stored in EmpowHR records.

e Text = The data typed in the Heading Text edit box is displayed. There is a 30 character
limit when using the Text option.

The default selection is RFT Short.

Edit Field Properties
Field Name: 4 EFFDT - Effective Date
C'NoHeading (& RFT Short © None
) Sum
O Text ()RFT Long O Count
Heading Text: O Min
Eff Date O Max
*Unique Field Name: () Average
AEFFOT
]2 Cancel
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QUERY PROPERTIES PAGE

The Query Properties page allows the naming of the query, and defines other parameters as desired.

This is completed before saving a query.

The Query Properties page is accessed from any page in the query page group, except the Preview page.
Navigation requires the selection of the Properties link at the bottom of the page.

Query Properties
~Query: TRAINING_QUERY

Description; |SSN List

Folder:
*Query Type: | User .
*Owner: Private hd [ Distinct

Query Definition:

Last Updated Date/Time:

Last Update User ID;

(] | Cancel |

“ NOTE: USE THE DISTINCT OPTION IN QUERY PROPERTIES TO ELIMINATE DUPLICATE
4 ROWS OF DATA. BY SELECTING DISTINCT, ONLY ONE ROW IS RETURNED FOR THE
@ SELECTED RECORD IN THE QUERY. THIS IS IMPORTANT WHEN JOINS ARE NECESSARY AS IT

AVOIDS DUPLICATE VALUES
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QUERY PROPERTIES PAGE NAVIGATION TIPS

Option Description

Query Enter query name using appropriate USDA format.
Description (optional) Enter a brief description (30 character limit) of the query.
Folder (optional) Enter the name of the folder where the query will reside.

To create a new folder, enter the name of the new folder.

Query Type User: (default) Enables the query to save to the user profile.

Process: Enables the query to save to those that belong to the
same process.

Role: Enables the query to save to a defined role.

Owner Public: Anyone with access to Query Viewer can run this query;
additionally anyone with access to Query Manager can run and
modify this query. (the user must also have access to the
records used in the query to access the query)

Private: Only the creator of the query can run or modify this
query.

Please read the Private vs. Public Query discussion Error!
Bookmark not defined..

Distinct Select this checkbox to eliminate duplicate rows in a query
result.

Some queries return the same row more than once because it
satisfies the query in more than one case.

This option is not visible for union selections because unions
are automatically distinct.

Query Definition Free text area used to further describe your query.
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SAVE A QUERY PAGE

When the user enters information on the Query Properties page, the query is saved with the name and
criteria entered. When the Query Properties page is skipped, clicking the Save button triggers the

display of a similar page. The user is prompted for the necessary information for both methods.

Enter a name to save this query as:

*Query: TRAINING_QUERY

Description: |S5N List

Folder:
*Query Type: Lser L
*Owner: Frivate w
Query Definition:

(0] 4 | Cancel |
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QUERY MANAGER

SAVE QUERY PAGE NAVIGATION TIPS

Option Description
Query Enter query name.
Description Enter a brief description (30 character limit) of the query.
(optional)

Folder (optional)

Enter the name of the folder where the query will reside.

To create a new folder, enter the name of the new folder.

Query Type

User: (default) Enables the query to save to the user profile.

Process: Enables the query to save to those that belong to the
same process.

Role: Enables the query to save to a defined role.

Owner

Public: Anyone with access to Query Viewer can run this query;
additionally anyone with access to Query Manager can run and
modify this query. (the user must also have access to the records
used in the query to access the query)

Private: Only the creator of the query can run or modify this
quety.

Please see the Public vs. Private Query section Error! Bookmark
not defined..

Query Definition

Free text area used to further describe your query.

PuBLIC vS. PRIVATE QUERIES

Queries are saved as Public or Private.

A Public query gives all users access to run it, whereas a Private query gives the creator sole access to it

based on the User ID.
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CREATING A QUERY

SIMPLE QUERY PROCEDURES

The following procedures illustrate the processes of building a simple Query. The steps are broken into

individual procedures for clarity.

& Procedure: Creating a Query

1. Select the Reporting Tools menu group.
2. Select the Query menu.

3. Select the Query Manager component.

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query Create New Query

“Search By: | Query Name “ | begins with

Search | Advanced Search

Find an Existing Query _reate Mew Quer

4. Select the Create New Query link. The Records — Find an Existing Record
page displays.

[ Records Y  Query | Expressions | Frompts  Fields | Criteria " Having | ViewSQL }  Run

Query Name: New Unsaved Query Description:
Find an Existing Record

*Search By: Record Mame ~ | begins with

Search | Advanced Search

B save Save As MNew Query Freferences Properties MNew Union Q) Return to Search

Page 38 © 24-Nov-09




CHAPTER 2 — CREATING A BASIC QUERY
CREATING A QUERY

5. Enter all or part of the record name in the name field.

6. Select the Search button to display a list of all of the records that match the search
criteria.

Records Y  Query | Expressions | Prompts | Fields } Criteria |} Having  ViewSGL Y  Run

Query Name: pew Unsaved Query Description:

Find an Existing Record

*Search By: Record Name v | begins with EM

Search | Advanced Search

Search Results

mize | Find | View All | B First [4] 120 or37 I Las

Recname Add Record Show Fields
EMAIL_ADDRESSES - Email Addresses Add Record Show Fields
EMERGEMCY_CHNTCT - EE Emergency Contacts Add Record Show Fields
EMERGEMCY_FPHOME - EE Emergency Cntct-Fhone MNbrs Add Record Show Fields

EMPLMT_SRCH_GBL - Employee Search - Glohal Add Record Show Fields
EMPLMT_SRCH_QRY - Employee Search - Global & Show Fields
EMPLOYEES - Mon terminated Employees Show Fields
EMPLOYEE_REVIEW - EE Performance Rvws (Obsolete) Show Fields
EMFPLOYEE_TEAMS - Employee Teams Tahble Add Record Show Fields
EMPLOYMEMT - EE General Employment Data Add Record Show Fields

7. Select the Add Record link for the desired record row. An effective date for the
criteria is automatically added when the record selected is effective dated.

Microsoft Internet Explorer

"j an effective date criteria has been automatically added For this effective dated record, (139,600
L
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Select the desired Fields checkboxes to be displayed in the query output.

Records | Query Y Expressions j Prompts | Fields | Criteia | Having " ViewSQL ¥  Run

Query Name: New Unsaved Query Description:

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 2
additional records by clicking the records tab. When finished click the fields tab.
Alias Record
= A EMPLOYEES - Non terminated Employees Hierarchy Jain E'
Check All Fields | Uncheck All Fields_ |

Find | View 100 First E| 1-50 of 226 0 Last

[\ ™ EMPLID-EmplD kA

OO\ ® EMPL_RCD - Empl Rcd Nbr kA

| EFFDT - Effective Date A

O EFFSEQ - Effective Sequence T

O MID_COUNTRY - Mational ID Country ?

O MATIONAL_ID_TYPE - National ID Type JoinNID TYPE TBL- 4
Mational ID Type table

O MATIOMAL_ID - Social Security Mumber ?

O COUNTRY_NM_FORMAT - Format for Country Join COUNTRY TBL - 4
Countries

O MAME - Name %

O MNAME_INITIALS - Mame Initials R

O MAME_PREFIX - Name Prefix Join NAME PREFIX TBL- %
Mame Prefixes

O MAME_SUFFIX - Name Suffix Join NAME SUFFIX TBL- %
Mame SuffixTable

| MNAME_ROYAL_PREFIX - Mame Royal Prefix Join NI ROYPREF GBL- %
GerMame Royal Pref Table

MNAME_ROYAL_SUFFIX - Name Royal Suffix Join NI ROYSUFF GBL- %

Select other tabs as needed.

NOTE: SOME COMMON OPTIONS FOR SELECTING TABS:

SELECT THE FIELDS TAB TO SET THE DISPLAY ORDER OF THE COLUMNS IN THE
QUERY, CHANGE THE COLUMN HEADING NAMES, AND CHANGE THE SORT ORDER
WITHIN INDIVIDUAL COLUMNS.

SELECT THE CRITERIA TAB TO SET SELECTION CRITERIA FOR THE QUERY.

SELECT THE PROMPTS TAB TO BUILD PROMPTS O REQUEST SPECIFIC INFORMATION
FROM FUTURE USERS OF THE QUERY.
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RENAMING COLUMN HEADINGS

& Procedure: Renaming Column Headings

1. Select the Fields page tab. The Fields page displays.

Records | Query | Expressions | Prompts |~ Fields Y Criteria | Having | ViewSGL |  Run

Query Name: New Unsaved Query Description:

View field properties, or use field as criteria in query statement. Column Orcler| Sort Order |

Customnize | Find | View All | B First [1) 1.4 ora [*] Last

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 AEMPLID - EmplID Char11 D R Edit | [=]
2 AEFFDT - Effective Date Date Eff Date A Edit | [=]
3 ANATIOMAL_ID - Social Security Mumber Charz0 58N Cfi Edit E|
4 ANAME - Name Chars0 MName e Edit | [=]
M Save As Mew Query Freferences Froperies Mew Union ) Return to Search

2. To change a desired column heading, click the Edit button corresponding to the
desired fieldname row. The Edit Field Properties page displays.

Edit Field Properties
Field Hame: AMAME - Mame
O NoHeading (@ RFT Short © tone
o o ) Sum
Tr%.-xt RFT Long O Count

Heading Text: ©) Min
Mame O Max

*Unique Field Hame: (&) Average
A MAME

]9 | Cancel |

3. In the Heading Text field, change the text to display the desired column heading.
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Edit Field Properties
Field Name: & MAKE - Mame
O NoHeading @ RFT Short © None
) Sum
O Text () RFT Long O Count
Heading Text: © Min
Full Mame ) Max
*Unique Field Name: O Average
AMAME
Ok | Cancel |

4. Select the OK button. The Fields page displays.

| Records | auery | Expressions | Prompts |* Fields Y Criteria | Having ) ViewSaL | Run

Query Name: New Unsaved Query Description:

iew field properties, or use field as criteria in query statement. Column Orderl Sort Order |

Customize | Find | View All | i First El 1-4 of 4 El Last

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 AEMPLID - EmplID Char11 ID R Edit | [=]
2 AEFFDT - Effective Date Date Eff Date A Edit |[=]
3 ANATIOMAL_ID - Social Security Mumber Charzo 58N Cfi Edit E|
4 AMNAME - Name Chars0 e Edit |[=]
B save) Save As MewQuery  Preferences  Properies  MNew Union Q Retum to Search |

5. Verify the updated Heading Text column displays on the Fields page.
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TRANSLATING VALUES

Sometimes the displayed data is not in an easily read form. It may be a code value or an abbreviated
version. The Translate Value feature enables the user to change the display of the value by retrieving

the value stored in an application table called Xlat table (referred to as translate table).

Use the following procedure to change the display of a value.
& Procedure: Translating Values

1. Select the Fields tab. The Fields page displays.

[ Records Y Query ) Ewpressions | Frompts [ Fields Y Criteria )" Hawing Y WiewSGL Y Run

Query Name: pew Unsaved Query Description:

Wiew field properties, or use field as criteria in query statement. Reordet/ Sﬂf‘tl

Add Criteria Edit

Col Record.Fieldname Delete
1 AEMPLID - EmpliD Char11 ID R Edit | =
2 AMNAME - Mame Charsn Marne A Edit | [=]
3 AADDR_FIELD1 - Address Field 1 Char2 @ Address Field 1 % < Edit §

&) save) Save As Mlew Gluery Freferences Froperties Mew Linion i Return to Search |

2. Click the Edit button corresponding to the desired field row. The Edit Field
Properties page displays.

Edit Field Properties

Field Name: A ADDR_FIELD1 - Address Field 1

&
" NoHeading RFT Short (: Hone “ None  Short  Long
Sum
 Text " RFT Long  Count
Heading Text:  Min & Current Date
[#ddress Field 1  Max
*Unigue Field Name: " pverage " Field | =1
|».ADDR_FIELD1
" Expression -
-
Add Promiot Add Field

Ol | Cancel |
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3. Choose the desired Translate Value radio button.

Click the OK button. The Fields page displays with the updated column translate
value.

/ Records Y @uery Y Expressions Y Prompts )

Fields Y Criteria " Having j WiewSaL ¥ Run

Query Name: rlew Unsaved Guery

Description:
wiew field properties, or use field as criteria in guery staternent. Reorder/ Sm‘tl
Customize | Find | Wiew Al

Col Record.Fieldname Format Ord XLAT Aug Heading Text Add Criteria Edit

1 AEMPLID - EmpliD Charl 1 s} h Edit | =

2 ABIRTHFLACE - Birth Location Char3n Bithplace ?— Edit | EI

3 AADDR_FIELDT - Address Field 1 Char2 @ Address Field 1 % Edit | =
& save) Save Ag Mewr Query Preferances  Properties Mew Union Q) Return to Search |

5. Verify the updated XLAT column displays on the Fields page.

" NOTE: THE TRANSLATE VALUE GROUP BOX DOES NOT DISPLAY ON THE FIELD
A PROPERTIES PAGE WHEN THE CHARACTERICS OF THE VALUES IN A FIELD CANNOT
@ BE TRANSLATED.
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CHANGING THE COLUMN ORDER

Use the following procedure to change the column order.

& Procedure: Changing the Column Order

1. Select the Fields tab. The Fields page displays.

/ Records Y Query ) Ewxpressions Y Frompts f  Fields Yy Criteria Y Hawing ) ViewSQL ) Run

Query Name: pew Unsaved Guery Description:

Wiew field properties, oruse field as criteria in query statement. Reorder/ Sort

Customize | Find | Wiew A
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 AEMPLID - EmpliD Chart1 ID % Edit | [=]
2 ANAME - Narme Charso Marne 4 Edt |[=)
3 AADDR_FIELD1 - Address Field 1 Char2 M Address Field 1 R =
B save) Save As Mew Query Preferences  Properties  Mew Union 0, Return to Search |

2. Click the Column Order button. The Edit Field Column Order page displays.

Edit Field Ordering

Feorder columns by entering column numbers aon the left. Columns left hlank or assigned a 0 will he automatically
assigned a number. Change the arder by number by entering numbers an the right. Ta remave an arder by number, leave
the field blank ar enter a 0.

Edit Field Ordering

New Column Column Record.Fieldname Order By Descending New Order By

1 AEMPLID - ErnpliD - |
1 2 ANAME - Name r |
3 AADDR_FIELDA - Address Field 1 r |

Ok, | Cancel |

JJ)

3. Enter the order number for the desired column(s) in the New Column field.

4. Click the OK button. The Fields page displays the updated column order.
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| Records | @uery | Expressions | Prompts } Fields Y Criteria " Hawing  } WiewSQGL Y Run

Query Name: rew Unsaved Query Description:

Wiew field properties, or use field as criteria in query statemant. Reorder / Sort

0 8 First M

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 AMNAME - Name Charad MName R Edit | =
2 AEMPLID - EmpliD Charl1 [n] e Edit | =
3 AADDR_FIELD - Address Field 1 Char2 N Address Field 1 R Edit | =
B save) Save As e Query Preferences Properties Meswy Lnion CLReturn to Search |
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SORTING THE OUTPUT ORDER

Use the following procedure to sort the output order.

& Procedure: Sorting the Output Order

1. Select the Fields tab. The Fields page displays.

| Records | @uery ) Ewpressions | Prampts " Fields Y Criteria ) Hawing ) ViewSGQL Run I

Query Name: ey Unsaved Query Description:

Wiew fleld properies, or use field as criteria in guery statement.

LAT Agg Heading Text Add Criteria Edit

Format

Col Record.Fieldname

1 AEMPLID - EmpliD Chart1 ID R Edit | [=]

2 AMAME - Mame Chars0 Mame % Edit | =

3 AADDR_FIELD - Address Field 1 Charz N Address Field 1 R =
B save) Save As Mew Query — Prefersnces  Properties  New Union 2, Return to Search |

2. To change the output sort order, click the Reorder/Sort button. The Edit Field
Ordering page displays.

Edit Field Ordering

Rearder columns by entering column numbers on the left. Columns left blank ar assigned a 0 will be autormatically
assigned a number. Change the order by number by entering numbiers on the right. To remove an order by number, leave

the field blank or enter a 0.

Edit Field Ordering omize | Find | irs 1-Zof 3 [v] Last
Hew Column Column Record.Fieldname Order

1 ANAME - Name

2 AEMPLID - EmpliD
3 AADDR_FIELD1 - Address Field 1

11

Ok | Cancel |

3. Enter the order number for the desired column(s) in the Sort Order field.

4. Select the Order By Descending next to the desired column (s) to select Ascending
ot Descending order.
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Edit Field Ordering

Reorder columns by enteting column numbers on the left. Columns left blank or assighed a 0 will be automatically

assigned a numhber. Change the order by number by entering numbers on the right. To remove an order by number, leave
the field blank or enter a 0.

Edit Field Ordering

Hew Column Column Record.Fieldname Order By Descending New Order By

1 A.MNAME - Name - | 2
2 AEMPLID - EmpliD I~ | 1
3 AADDR_FIELD1 - Address Field 1 r |

Ol | Cancel |

i

5. Click the OK button. The Fields page displays the updated column sort order.

[ Records | aQuery ' Expressions | Prompts | Fields Y Criteria | Hawving Y viewSoL ) Run

Query Name: pew Unsaved Query Description:

wiew field properties, or use field as criteria in query statement. ReorderISortl

Custornize | Find [ view 41| B8 First [4) 13

Col Record.Fieldnhame

Formaty RKLAT Agg Heading Text Add Criteria Edit Delete
1 A MAME - Mame Charg MName T Edit | =
2 AEMPLID - EmpliD Char1 [n] R Edit | =
3 AADDR_FIELD1 - Address Field 1 Char2 N Address Field 1 ? Edit | =
E save) Save As Mew Query Preferences Properties Mew Unian QL Return to Search |
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SAVING A QUERY
Use the following procedure to save a query.
& Procedure: Saving a Query

1. To save a query after creating a new one or altering an existing query, click the
Save button (or Save As link) on the bottom of the page. The Query
Specifications page displays.

Enter a name to save this query:

*Query:

Description:

Folder:
*Query Type: User "
*ChwWner: Private L

Query Definition:

Ol I Cancel I

2 Enter the desired name of this query in the Query Name field.
3. Enter a brief description in the Description field.

&, Select the appropriate type from the Query Type drop-down field.

5. Verify the owner is appropriate in the Owner field.
6. If applicable, enter more descriptive information in the Query Definition text
box.
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Enter a name to save this query:
*Query: Training_~Query
Description: |Employee Info

Folder:

*Query Type: | USer

*ChWner: Private s

Query Definition:
EmpliD, Mame, 330, Birthdate, Effdt

8] 8 | Cancel |

Select the OK button to save the new query. The system processes the
transaction and displays the current tab.

NOTE: THE SAVE BUTTON IS AVAILABLE AT THE BOTTOM OF MOST QUERY
MANAGER PAGES (QUERY, EXPRESSIONS, PROMPTS, FIELDS, CRITERIA,
HAVING, AND VIEW SQL).

<*

THE DESCRIPTION FIELD MAY CONTAIN LETTERS, NUMBERS OR
UNDERSCORES AND SPACES.

THE QUERY NAME FIELD MAY ONLY CONTAIN LETTERS, NUMBERS OR
UNDERSCORES WITHOUT SPACES.

AFTER THE QUERY IS SAVED, THE QUERY NAME AND DESCRIPTION FIELDS
ABOVE THE DISPLAYING RECORD(S) DISPLAY THE NAME AND DESCRIPTION
OF THE QUERY.
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SAVING A QUERY

Exercise 2-1 - Building a Simple Query

The purpose of the exercise is to build a simple query and view the results.

1. From Query Manager, use the following to create a new query.

2. Add the following record:

Position_Data

3.  Include the following Fields in the new query:

POSITION_NBR - Position Number
EFFDT - Effective Date

DESCR — Description

DEPTID — Department

JOBCODE - Job Code
POSN_STATUS - Position Status
ACTION - Action

STATUS_DT - Status Date
COMPANY - Agency

4. Save the Query as:

NFCIRN_ 1
Owner - Public

5. Do not run the query.

" NOTE: ALWAYS TEST RUN THE QUERY BEFORE SAVING. FOR CLASS PURPOSES WE ARE
4 SAVING THE QUERY EARLIER THAN NORMAL TO PREVENT TIME OUTS BEFORE ADDING
@ CRITERIA AND RUNNING THE QUERY.
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Exercise 2-2 - Creating and Saving a Query

The purpose of this exercise is to build and save a new query.
1. Using Query Manager to create a new query.

2. Use the following record:

e POSN_HISTORY

3. Use the following fields:
e POSITION_NBR - Position Number
e POSITION_ENTRY_DT - Position Entry Date
e EMPLID — EmplID
e GRADE - Salary Grade

4. Save the Query as:
e NFCTRN, 2

o  Owner - Public

5. Do not run the Query.
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Exercise 2-3 - Renaming Column Headings

The purpose of this exercise is to rename column headings.
1. Use the version of the query saved in Exercise 2-2.
e NFCTRN____ 2
2. Rename the following data headings:
e DPosition: Position Number

e Posn Entry Dt: Position Date

3. Save the query. Do not rename.
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Exercise 2-4 - Sorting the Output Order

The purpose of this exercise is to sort the order in which the columns are
displayed, and to sort the order in which the data is displayed within the

columns.
1. Use the version of the query you saved in Exercise 2-2.
e NFCTRN 2
2. Place the fields in the following column sort order
e A.EMPLID — EmplID
e A POSITION_NBR - Position Number
e A.GRADE - Salary Grade
e A.POSITION_ENTRY_DT - Position Entry Date
3. Save the query. Do not rename.
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Exercise 2-5 - Create a New Query

The purpose of this exercise is to build and save a new query.

1. Use the following record to create a new query:

e POSN_HISTROY
9. Use the following fields:
e POSITION_NBR — Position Number
e EMPLID - Emplid
e GVT_PAY_PLAN — Pay Plan
e GVT_PAY_BASIS — Pay Basis
e GVT_OCC_SERIES — Occupational Series

3. Save the Query as:
e NFCTRN 3
e Owner - Public
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Exercise 2-6 - Translate Values

The purpose of this exercise is to translate values in a column.

1. Use the version of the query saved in Exercise 4-5.

e NFCTRN 3

2. Update the following data:
e Translate the GVT_PAY_BASIS- Pay Basis field name to the

Long value

3. Save the query. Do not rename.
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APPLYING SELECTION CRITERIA

The purpose of a query is to report data based on specific criteria. Applying criteria allows the fine

tuning of the queries to retrieve specific information, not just a list of all fields found in the database.

EmpowHR stores data in records and the user can identify every individual piece of data by specifying
the column (field) and row (record). When creating a query, pick the desired data by specifying which

columns and rows the system should retrieve.

If the query is run after selecting the fields, the system retrieves all the data in those columns. One can
also say that the system retrieves the data from every row in the record or records. Add selection

criteria to the query to select which rows of data are desired.

The selection criteria are a test applied by the system to each row of data in the records that are queried.
When the row passes the test, the system retrieves it; when the row does not pass, the system does not

retrieve it.

We created a simple query of employee email addresses; however, suppose the only data needed is a
particular range of dates, or a certain group of employees. To locate this information, set the Selection
Criteria for the fields in the query.

The Criteria Selection page is accessed from the Query page, Fields page, or Criteria page by selecting
the Filter icon on the Query or Fields pages, or select the Criteria tab.

From the Query or Fields page select the Filter icon on the row of the Field to add the selection criteria.
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EDIT CRITERIA PROPERTIES PAGE

The Edit Criteria Properties page compares two expressions (Expression 1 to Expression 2) according
to the set condition.

To set selection criteria, select the Expression 1 type; choose the field, or expression to compare; select
the condition of the comparison, (equal to, greater than, less than, etc); and select the Expression 2 type

and Expression 2 value (or a list of values).

Edit Criteria Properties

(& Field

) Record Alias.Fieldname:
() Expression

Q) AEMPLID - EmpliD

*Condition Type: equal to W

) Field

O Expression Constant: Q
{(¥) Constant
O Prompt

O Subquery

Ok | Cancel |
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EXPRESSION 1 TYPE DEFINITIONS

Option

Field

Description

Select to base the selection criteria on another field’s value.
Usually a field in another record component. To compare the
values from fields in two records, join the record components.

When selecting this option, select a condition type.

Select the Condition Type drop-down field and select the
appropriate comparison operator from the page.

Expression

Select EmpowHR Query to evaluate an expression that is
entered before comparing the result to the value in the selected

tield.

When selecting this option, select an expression type. When
entering an aggregate value, select the Aggregate Expression
checkbox. Parameters for length can also be entered.

" NOTE: NOT ALL VALU

E TYPES ARE AVAILABLE FOR ALL OPERATORS. FOR EXAMPLE,

b} WHEN SELECTING THE EXISTS OPERATOR, SUBQUERY IS THE ONLY AVAILABLE VALUE
@ TYPE. AFTER SELECTING AN OPERATOR, EMPOWHR QUERY DISPLAYS ONLY THE VALUE
TYPES THAT ARE AVAILABLE FOR THAT OPERATOR.
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CONDITION TYPE DEFINITIONS

Option Description

between The value in the selected record field falls between two comparison values. The
range is inclusive.

equal to The value in the selected record field exactly matches the comparison value.

exists This operator is different from the others, in that it does not compare a record
field to the comparison value. The comparison value is a sub-query. If the sub-
query returns any data, EmpowHR Query returns the corresponding row.

greater than The value in the record field is greater than the comparison value.

in list The value in the selected record field matches one of the comparison values in a
list.

in tree The value in the selected record field appears as a node in a tree created with

EmpowHR Tree Manager. The comparison value for this operator is a tree or
branch of a tree that you want EmpowHR Query to search.

EmpowHR Query should not use trees which contain a combination of dynamic
details and range details. The results returned from trees with this combination
of details may be inaccurate.

is null The selected record field does not have a value in it. Do not specify a
comparison value for this operator.

Key fields, required fields, character fields, and numeric fields do not allow null

values.
less than The value in the record field is less than the comparison value.
like The value in the selected field matches a specified string pattern. The

comparison value may be a string that contains wildcard characters.
The wildcards that EmpowHR Query recognizes are % and _.

% matches any string of zero or more characters. For example, C% matches any
string starting with C, including C alone.

_ matches any single character. For example, _ones matches any five-character
string ending with ones, such as Jones or Cones.

Many of the above conditions also have a zof function, (i.e. — not equal to, not

not
- between, etc.)
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EXPRESSION 2 TYPE DEFINITIONS

Option

Field

Description

The value in the selected field is compared to the value in another field,
usually a field in another record component. When selecting Field as the
comparison value, the Choose Record and Field dialog box displays. The
Record Alias field lists all the records that are part of the current query.

Select the record and the field. The selected field name appears in the second
Expression column of that field’s row.

Expression

The value in the selected field is compared to an expression entered, which
EmpowHR Query evaluates once for each row before comparing the result
to the value in the selected field. When selecting Expression as the
comparison value, the Define Expression dialog box displays. In the text
box, enter a valid SQL expression.

To add a field or user prompt to the expression, select the Add Prompt link
or the Add Field link. These links display the same dialog boxes that are seen
when adding a field or prompt as a comparison value: the Add Prompt
displays the Run-time Prompt dialog box; the Add Field link displays the
Select Record and Field dialog box. The only difference is that EmpowHR
Query adds the field or prompt to the expression rather than using it directly
as the comparison value.

Constant

The value in the selected field is compared to a single fixed value. When
selecting Constant as the comparison value, the Define Constant dialog box
appears. In the text box, enter the value to compare to the first expression.
To add a value by selecting it from a list, select the lookup button to display
the Select a Constant page.

Subquery

The value in the selected field is compared to the data returned by a
subquery. When selecting Subquery as the comparison value, the Define
Subquery dialog box appears. Select the Define/Edit Subquery link to move
to the Records tab to start a new query.

Prompt

The value in the selected field is compared to a value that is entered when
running the query. When selecting Prompt as the comparison value, the
Define Prompt dialog box appears. Select the New Prompt link to move to
the Edit Prompt Properties page.
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Option Description

In List The value in the selected field is compared to a list of values that is entered.
This value type is available only when the selected operator is in list or not in
list. When selecting in list as the comparison value, the Edit List dialog box
displays. Use the Lookup button to display the Edit List page and search for
the desired values.

Current The value in the selected field is compared to the current date on the

Date database server.

Tree The value in the selected field is compared to a selected set of tree nodes.
Option This value type is available only when the selected operator is in tree or not in

tree. When selecting Tree Option as the comparison value, the Select Tree
Node List dialog box appears. Use this dialog box to create a list of values
for EmpowHR Query to compare to the value from the first expression.

Effective Used on some effective-dated records, the effective sequence is a sequencing
Seq number provided to further refine the effective date.

(effective

sequence)
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SPECIFYING EFFECTIVE DATE CRITERIA

Effective-dated records have definitions that include the Effective Date (EFFDT) field. This field, used
throughout the EmpowHR applications, provides a historical perspective, allowing the user to see how
the data has changed over time. Whenever users add a row of data to the table, they specify the date
that the data becomes effective; whenever users change a row of data, they specify a new effective date,

and the system retains the previous version of the row as history.

When using an EmpowHR application for day-to-day processing, the user will usually want the system
to give the currently effective rows of data; the row where the effective date is less than or equal to
today’s date. The user does not want to see the history rows, which are no longer accurate, nor the

future-dated rows, which are not yet in effect.

When querying an effective-dated table, though, the user may want to see some rows that are not
currently in effect. The user might want to see all the rows, regardless of their effective dates; or the

rows that were effective as of some date in the past.
To specify effective date criteria:

When choosing the record that has EFFDT as a key field, Query Manager automatically creates default
criteria and displays it on the Criteria page.

Keep in mind that the effective date operators work differently than the standard comparison operators:
they always return a single effective-dated row. For example, Eff Date <= returns the one row whose
EFFDT value is most recent, whereas not greater than return the currently active row and all history

rOows.
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The following table lists each option and the results it returns.

OPTION RESULT

Effective Date < = | Returns rows less than or equal to the specified date.
Effective Date > = | Returns rows greater than or equal to the specified date.
Effective Date < Returns rows less than the specified date.

Effective Date > Returns rows greater than the specified date.

First Effective Returns the first or oldest row of data for each item.
Date

Last Effective Returns the last row of data for each item.

Date

No Effective Date | Returns all rows for each item.
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ACCESSING THE EDIT CRITERIA PROPERTIES PAGE

There are three ways to access the Edit Criteria Properties page; the Fields page, Query page, or the
Criteria page.

Any one of the options leads to the Edit Criteria Properties page.

Accessing the Edit Criteria Properties page from the Criteria page displays a blank Edit Criteria
Properties page as shown below. Accessing the Edit Criteria Properties page from the Fields or Query
page displays a page with some information already carried over from the Edit Criteria page because the
user is accessing the Edit Criteria Properties page from a field row, and information about that field

carries over. This is a time saving convenience.

Edit Criteria Properties

) Field

) Record Alias.Fieldname:
() Expression

), AEMPLID - EmpliD

*Condition Type:; equal to w

' Field
C‘Expre&siﬂn
(%) Constant
 Prompt

O Subquery

Constant: |[Mew Q

Ok | Cancel |
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ACCESSING THE EDIT CRITERIA PROPERTIES PAGE FROM THE
QUERY OR FIELDS PAGES

Whenever the icon displays, the user can access the Edit Criteria Properties page by selecting it.

[ Records ¥ Query Y Expressions § Frompts ' Fields ' Criteria ' Having } ViewSQL ¥  Run
Query Name: New Unsaved Query Description:
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add B
additional recards by clicking the recaords tab. When finished click the fields tab.
Chosen Records
Alias Record
[= A EMPLOYEES-Non terminated Employees Hierarchy Join (=
Check All Fields | Uncheck All Fields |
Find | View 100 First (] 150 or226 B | ~st
[0 © EMPLID-EmpliD N2
0 B EMPL_RCD-EmplRcd Nbr 4
O EFFDT - Effective Date T
O EFFSEQ - Effective Sequence %
O MNID_COUNTRY - Mational ID Country ?-
OJ MNATIOMAL_ID_TYPE - Mational ID Type Join MID TYPE TBL - ?
Mational ID Type table
O MNATIOMNAL_ID - Social 3ecurity Number ?
OJ COUNTRY_NM_FORMAT - Format for Country Join COUNTRY TBL - A
Couniries
O NAME - Name N
O MNAME_IMITIALS - Mame Initials %
O MAME_PREFIX - Mame Prefix Join NAME PREFIX TBL- | %
Mame Prefixes
O MAME_SUFFIX - Name Suffix Join NAME SUFFIX TBL- \%
Mame SuffixTable
O NAME_ROYAL_PREFIX - Name Royal Prefix Join NI ROYPREF GBL- %
OR
| Records Y  Query ) Expressions | Prompts | Fields Y  Criteria  { Having ) ViewSGL Y Run
Query Name: pew Unsaved Query Description:

View field properties, or use field as criteria in query statement.

Column Order|  Sort Order |

First E 1-50f 5 |I| Last

Customize | Find | !

Col Record.Fieldname Format Ord XLAT Agg Heading Text Rdd Criteria  Edit Delete
1 AEMPLID - EmpliD Char11 D Edit |[=]
2 AEFFDT - Effective Date Date Eff Date Edit |[=]
3 AMNATIONAL_ID - Social Security Mumber Char20 S5N Edit E|
4 AMAME - Name Chars0 Mame Edit | [=]
5 ABIRTHDATE - Date of Birth Date Birthdate Edit | [=]
B szve) Save As MNew Query Preferences Properies Mew Union 1 Return to Search
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Either selection causes the Edit Criteria Properties page to display.

Edit Criteria Properties

© Field

. Record Alias.Fieldname:
() Expression

Q. AEMPLID - EmpliD

*Condition Type: | equalto -

O Field

O Expression Constant: Q
(*) Constant

() Prompt

) Subquery

8] | Cancel
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USING THE EQUAL TO CRITERIA

&N Procedure: Using the equal to Criteria

1. Select the Reporting Tools menu group.
2. Select the Query menu.
3. Select the Query Manager component. The Query Manager page displays.

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Cluery | Create Mew Query

“Search By: | Query Name w | begins with

Search | Advanced Search

Find an Existing Query |

Create Mew Guery

4. Enter desired query name in the name field.
5. Click the Search button. The Search results displays.

Query Manager
Enter any information you have and click Search. Leave fields hlank far a list of all values.

Find an Existing Qiuery | Create Mew Query

*Search By: |QueryName ~| begins with |NFCTRM3BE1
Search | Advanced Search

Search Results

*Folder Yiew: |-- All Folders -- - |
checkall | | Uncheckall *action: [~ Choose - =] _co |
Customize | Find | %
Select Query Name Descr Owner Folder Edit Bunto Runto Schedule
HTML  Excel
(| MFCTRMN3I291 FPublic dit HTML Excel Schedule

Find an Existing Query | Create Mew Query

6. Select Edit. The Fields page displays.
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{ Records °  Query | Expressions | Prompts " Felds Y Criteria | Having | WiewSQGL " Run

QueryName: NFCTRN3ZS1 Description:
view field properties, or use field as criteria in guery statement, Reorder/ Sml
] 1-9 of 9 [ Last

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete

1 APOSITION_MBR - Position Mumber Charg Fasition Cfi Edit | E|

2 ADEPTID - Department Charl0 DeptlD Cfi Edit | E|

3 ADESCR - Description Char30 Descr Cfi Edit | E|

4 A EFFDT - Effective Date Date Eff Date e Edit | =

A AJOBCODE - Joh Code Chart Job Code G Edit | =

B APOSKH_STATUS - Position Status Charl M Status Cfi Edit | E|

T AACTION - Action Char3 Action G Edit | =

8 ASTATUS_DT - Status Date Date Stat Dt A Edit | =

9 A COMPAMNY - Agency Char3 Agency Cfi Edit | E|
B save Save As Mew Query  Preferences  Properfies  Mew Union QuRetun to Search)

7 Select the Criteria tab. The Criteria page displays.

[ Retords | Query Y Ewpressions | Prompts | Fields | Criteria Y Haing ) View3GL U Run |

Query Name: NFCTRM2851 Description:

Add Criteria | Group Criteria |

Lodical Expression1 Condition Type Expression 2

I v l AEFFDT- Effactive Date Efi Date == Current Date

& save Save As Mew Query Preferences Properties Mew Lnion 2 Retum o Search
8. Select the Add Criteria button. The Edit Criteria Properties page displays
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Edit Criteria Properties

 Field
" Expression

Record alias.Fieldname:

a
*Condition Type: | equal to =
 Field
" Expression Constant: Q
&+ Constant
" Prompt
" Subguery
Ok | Cancel
2 Select the lookup icon in the Expression 1 group box to select the

Expression 1 value. When accessing the Edit Criteria Properties page from
the Fields or Query pages, the record and field carry over and this step in
unnecessary. The Select a field page displays the available Fields for the
record.

Select a field

Select a record to show fields for Customize | Find | i First [ 1 or 1 [ L ast
Alias Record Record Description Show Fields

A EMPLOYEES Mon terminated Employees Show Fields

Customize | Find | View 100 | B First [ 1.50 o 226 B Last

AEMPL RCD - Empl Red Mbr

AEFFDT - Effective Date

A.EFFSEQ - Effective Sequence

AMID COUNTRY - Mational ID Country
AMATIONAL ID TYPE - Natignal ID Type
AMATIONAL 1D - Social Security Mumber
ACOUNTRY WM FORMAT - Format for Country

10. Select the desired Field from the list. The chosen field displays on the Edit
Criteria Properties page.
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11.

12.

13.

14.

15.

Edit Criteria Properties

{*' Field

. Record Alias.Fieldname:
" Expression

Q AEFFDT - Effective Date

*Condition Type: |equa| to LI
 Field
©* Expression ‘Date: [081612007]
* Constant
" Prompt
" Subguery
Ok | Cancel |

Verify or select equal to from the Condition Type drop-down field.

Verity or select the Constant radio button in the Choose Expression 2 Type
group box.

Type in the appropriate value in the Constant field for Expression 2.
OR

Select the Constant lookup icon to select from a list of valid Expression 2
values.

Select the OK button. The Criteria page displays.

| Records | Query | Expressions | Prompts | Fields | Criteria Y Having | ViewSQL )}  Run |

Query Name: TRAINING_QUERY1 Description: Employee Info

Add Criteria | Group Criteria |

Customize | Find | i First El 1 0f1 El Last

Logical Expression1 Condition Type Expression 2 Edit Delete
| AEFFDT - Effective Date equal to 2008-05-16 Edit E|
B save Save As Mew Query Preferences Properties Mew Union C Return to Saarch

Click the Save button to save the updated query criteria.
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USING THE IN LIST CRITERIA
Use the following procedure to select desired criteria from a list for a query.
& Procedure: Using the in list Criteria

1. Select the Fields tab. The Fields page displays.

[ Records | Query | Expressions | Prompts | Fields \ Criteria_ | Having | viewsoL | Run

Query Name: TRAIMING_QUERY1 Description: Employee Info

View field properties, or use field as criteria in query statement. Column Order | Sort Order |

W/ First ] 1-40f4|£| Last
Add Criteria

Col Record.Fieldname Format Ord Edit Delete
1 AEMPLID - EmpliD Char11 ID R Edit |[=]
2 ANAME - Name Chars0 MName e Edit |[=]
3 ABIRTHDATE - Date of Birth Date Birthdate p Edit |[=]
4 AEFFDT - Effective Date Date Eff Date A Edit |[=]
B save) Save As MewQuery  Preferences  Properies  MNew Union QuRetum to Search |

2. Select the Criteria tab. The Criteria page displays.

| Records | Query ) Expressions ) Prompts |} Fields | Critefia |  Having | ViewSOL Run

Query Name: TRAINING_QUERY Description: Employee Info

Add Criteria | Group Criteria |

Customize | Find | i First E 10of1 |I| Last

Logical Expression1 Condition Type Expression 2 Edit Delete
| AEFFDT - Effective Date Eff Date == Current Date (EffSeq = Last) Edit E|
&) s=ve) Save As Mew Query Preferences Froperies Mew Union QL Retum to Search |

3. Select the Add Criteria button. The Edit Criteria Properties page displays.
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Edit Criteria Properties

(%) Field

. Record Alias.Fieldname:
) Expression

a

*Condition Type: | equal to w

O Field

() Expression
%) Constant
) Prompt

) Subquery

Constant: &)

Ok | Cancel |

4. Select the appropriate radio button in the Choose Expression 1 Type group box.
In this example, the Field radio button is selected.

5. Select the lookup icon in the Expression 1 group box to select the Expression 1
value. When accessing the Edit Criteria Properties page from the Fields or
Query pages, the record and field carry over and this step in unnecessary. The
Select a field page displays the available Fields for the record.

Select a field

Select a record to show fields for Customize | Find | i First [4] 1 of1 [ Last

Alias Record Record Description Show Fields

A EMFLOYEES Mon terminated Employees Show Fields

Customnize | Find | View 100 | 88  First [1] 150 or 225 I Last

AEMPLID - EmpliD

AEMPL RCD - Empl Red Mbr

AEFFDT - Effective Date

A.EFFSEQ - Effective Sequence

AND COUMTRY - Mational ID Country
AMNATIOMAL ID TYPE - Mational ID Type
AMATIOMAL 1D - Social Security Mumber

I.-‘-‘-..COUNTRY MM FORMAT - Format for Country

6. Select the desired Field from the list. The chosen field displays on the Edit
Criteria Properties page.
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Edit Criteria Properties

® Field

) Record Alias.Fieldname:
(O Expression

Q, APER_STATUS - Personnel Statu

*Condition Type: |equal to w

O Field

) Expression
(¥ Constant
) Prompt

) Subquery

Constant: Q,

oK | Cancel |

7. Select n list from the Condition Type drop-down field.

8. Verify or select z /ist in the Choose Expression 2 Type group box.

Edit Criteria Properties

& Field

) Record Alias.Fieldname:
) Expression

aQ, APER_STATUS - Personnel Statu

*Condition Type: | in list W
& In List
o Subquery List Members:
&)
Ok | Cancel |

9. Select the List Members lookup icon in the Expression 2 group box. The Edit
List page displays.
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Edit List

No values have been added yet.
Value:

Add Value

Add Prompt

-~ . - . ]
Customize | Find | View All | ==

First El 1-2 of 2 m Last

Field Value EIP Release Translate Short Hame Add Value

E Employee Employee Add Value

M Maon-Employee Maon-Empl Add Value
Ok | Cancel |

10. From the list of valid Values, select those to include in the list by clicking the

corresponding Add Value button.

Edit List

List Members

Field Value EIP Release

E Employee

M Mon-Employee
Ok | Cancel |

- . . ]
Customize | Find | &

First [4] 10f1 [¥] Last

Add Value

Add Prompt

Celete Checked Yalues |

e = = e S
Customize | Find | View All | &=

First E 1-2 of 2 m Last

Translate Short Name Add Value
Employee Add Value
Man-Empl Add Value

11. Click the OK button. The Edit Criteria Properties page displays.
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Edit Criteria Properties
{® Field o
. Record Alias.Fieldname:
) Expression
Q APER_STATUS - Persannel Statu
*Condition Type: inlist w
& 1In List
© subquery List Members: (E’)
a
O | Cancel |

12. Verity the chosen criteria displays in the Express 2 group box.

13. Select the OK button. The Criteria page displays.

| Records | Query  Expressions | Prompts | Fields | Criteia Y Having |} ViewSGL ' Run

Query Name: TRAINING_BY_EMPLOYEE Description: TRAINING REFORT BY EMPLOYEE

Add Criteria | Group Criteria | Reorder Criteria |

Customize | Find | i First El 1-5of5|1| Last

Logical Expressioni Condition Type Expression 2 Edit Delete
| AEFFDT - Effective Date Eff Date == Current Date (EffSeq = First) m E|
AND | AEMPLID - EmpliD equal to B.EMPLID - EmpliD m =
AND | AEMPLID - EmpliD equal to 2 m E|
AND | B.COURSE_TITLE - Course Title equal to . m E|
AND + | APER_STATUS - Personnel Status in list (E) m E|
Bsave) Save As NewQuery ~  Preferences  Propertiess  MNew Union QuFeturn to Search

14. Click the Save button to save the updated query criteria.

15. Select the Run tab to view the results.
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USING THE BETWEEN CRITERIA
In this example, a Between criteria is set to return information for a date range.
& Procedure: Using the Between Criteria

1. Select the Fields tab. The Fields page displays.

| Records | Query | Expressions | Prompts | Fields 1\ Criteria_ | Having | viewsoL | Run

Query Name: TRAIMING_QUERY1 Description: Employee Info

View field properties, or use field as criteria in query statement. Column Orcler| Sort Order |

Customize | Find | View All | i First El 1-4 of 4 El Last

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 AEMPLID - EmpliD Char11 ID R Edit |[=]
2 ANAME - Name Chars0 MName e Edit |[=]
3 ABIRTHDATE - Date of Birth Date Birthdate G Edit |[=]
4 AEFFDT - Effective Date Date Eff Date A Edit |[=]
Bsave) Save As NewQuery  Preferences  Propeties  Mew Union QuRetum to Search

2. Select the Criteria tab. The Criteria page displays.

| Records | Query Y Ewpressions | Prompts J  Fields ) Criteria Y Having ) WiewSQL '  Run

Query Name: TRAINING_QUERY1 Description: Employee Info

Add Criteria | Group Criteria |

Customize | Find | i First |I| 10f1 |I| Last

Logical Expression1 Condition Type Expression 2 Edit Delete
| AEFFDT - Effective Date equal to 2008-05-16 Edit E|
B save) Save As New Query Preferences Properties Mew Union QL Return to Searsh |

3. Select the Add Criteria button. The Edit Criteria Properties page displays.
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Edit Criteria Properties

) Field

_ Record Alias.Fieldname:
) Expression

Q

*Condition Type: | equal to w

) Field

) Expression
() Constant
O Prompt

) Subquery

Constant: o'}

ok | Cancel |

4. Select the appropriate radio button in the Choose Expression 1 Type group box.
The Field radio button is selected in this example.

5. Select the lookup icon in the Expression 1 group box to select the Expression 1
value. The Select a field page displays with a list of appropriate fields to choose.

Select a field

Select a record to show fields for Customize | Find | # First 4] 10f1 [+ Last
Alias Record Record Description Show Fields

A EMPLOYEES Mon terminated Employees Show Fields

Customize | Find | View 100 | 3 First E 1-50 of 226 [} Last

AEMPLID - EmpliD

AEMPL ECD - Empl Red Mbr

A.EFFDT - Effective Date

AEFFSEQ - Effective Sequence

AMID COUNTRY - Mational ID Country
AMATIOMAL 1D TYPE - Mational ID Type
AMATIONAL ID - Social Security Mumber
ACOUNTRY MM FORMAT - Format for Country

6. Select the desired field. In this example, the EFFDT - Effective DT field is
selected. The Edit Criteria Properties page displays with the chosen field.
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Edit Criteria Properties

@ Field

) Record Alias.Fieldname;
) Expression

), AEFFDT - Effective Date

*Condition Type: | equal to w

) Field

) Expression ~Date:
(% Constant

) Prompt

) Subquery

Bl

Ol | Cancel |

7. Select between from the Condition Type drop-down field.

8. Select the appropriate radio button in the Choose Expression 2 Type group box.

Edit Criteria Properties

® Field

) Record Alias.Fieldname:
) Expression

3, AEFFDT - Effective Date

*Condition Type: | between w

(*) Const - Const
 Const - Field
(O Const - Expr
O Field - Const
() Field - Field
() Field - Expr *Date 2: 5
) Expr - Const

O Expr - Field

() Expr - Expr

*Date: =

Ol | Cancel |

9. Enter the values for Expression 2 where the Define Constant field equals the
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beginning date range.

10. Enter the values for Define Constant 2 field where it equals the end date of the

range.

11. Select the OK button. The Criteria page displays.

[ Records Y Query ) Expressions | Prompts )" Fields " Criteria {_ Having

J viewsaL Y

Run

A

Query Name: TRAINING_QUERY1 Description: Employee Info

Add Criteria | Group Criteria |

Customize | Find | 28

First 4] 1 of 1 [+ Last

Logical Expressioni Condition Type: Expression 2 Edit Delete
~ | AEFFDT - Effective Date between 2008-01-01 AND 2008-05-16 Edit | [=]
B save) Save As New Query Preferences Properties Mew Union QRetumn to Searsh |

12. Verify the criteria are correct.

13. Click the Save button to save the updated query criteria.
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USING THE LIKE CRITERIA

Use the following procedure to retrieve data containing fields that match specified portions of a
character string.

& Procedure: Using the Like Criteria

1. Select the Fields tab. The Fields page displays.

| Records | Query | Expressions | Prompts | Fields Y Criteria | Having ) ViewSaL | Run

Query Name: TRAINING_QUERYA Description: Employee Info
View field properties, or use field as criteria in query statement. Column Orcler| Sort Order |
Customize | Find | View All | i First El 1-4 of 4 El Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 AEMPLID - EmpliD Char11 ID R Edit |[=]
2 ANAME - Name Chars0 MName e Edit |[=]
3 ABIRTHDATE - Date of Birth Date Birthdate R Edit |[=]
4 AEFFDT - Effective Date Date Eff Date A Edit |[=]
B save) Save As New Query Preferences Properties Mew Union Q) Return to Search |

2. Select the Criteria tab. The Criteria page displays.

| Records |} Query | Expressions | Prompts ) Fields Y Criteria | Having | ViewSGQL ) Run

Query Name: TRAINING_QUERY1 Description: Employee Info

Add Criteria | Group Criteria |

Customize | Find | HH First |I| 10of1 |I| Last

Logical Expression1 Condition Type Expression 2 Edit Delete
w | AEFFDT - Effective Date between 2008-01-01 AND 2008-05-16 Edit | [=]
& s=ve) Save As Mew Query Preferences Properties Mew Unign QL Return to Search

3. Select the Add Criteria button. The Edit Criteria Properties page displays.
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Edit Criteria Properties

(®) Field

) Record Alias.Fieldname:
) Expression

Q

*Condition Type: | equaltio w

) Field

© Expression Constant: Q
(¥ Constant

) Prompt

) Subquery

Ol | Cancel |

4. Choose cither the Field or Expression radio button in the Expression 1 Type
group box.

5. Select the lookup icon in the Expression 1 group box to select the Expression 1
value. The Select a field page displays a list of fields from which to choose.

Select a field

Select a record to show fields for Customize | Find | i First [4] 1 of 1 ] Last
Alias Record Record Description Show Fields

A EMFLOYEES Mon terminated Employees Show Fields

Customize | Find | View 100 | i First El 150 of 226 I | ast

AEMPLID - EmpliD
AEMPL RCD - Empl Rcd Mbr

A.EFFDT - Effective Date

AEFFSEQ - Effective Sequence

ANID COUNMTRY - Mational ID Country
AMNATIONAL |ID TYPE - Mational ID Type
AMATIONAL ID - Social Security Number
ACOUNTEY MM FORMAT - Format for Country
AMAME - Mame

AMAME INITIALS - Mame Initials

AMAME PREFIX - Name Prefix

6. Seclect the desired field. In this example, the Marital Status field is selected. The
Edit Criteria Properties page displays with the chosen field.
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7. Choose /ike from the Condition Type drop-down field. The Edit Criteria
Properties page updates and the Expression 2 Type group box changes for the
like type of condition.

Edit Criteria Properties

(%) Field

. Record Alias.Fieldname:
) Expression

Q. AMAR_STATUS - Marital Status

*Condition Type: | like v

{(*) Constant

© Prompt Constant: Q

Ol | Cancel |

8. In the Expression 2 type group box verify the Constant radio button is selected.

9. In the Expression 2 group box, enter the first criteria value in the Constant field.

Edit Criteria Properties

() Field

. Record Alias.Fieldname:
) Expression

Q) AMAR_STATUS - Marital Status

*Condition Type: | like w

& Constant

© Prompt Constant: |D o}

Ok | Cancel |

10. Select the OK button. The Criteria page displays.
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RITERIA PROPERTIES PAGE FROM THE QUERY OR FIELDS PAGES

| Records Y Query | Expressions

" Prompts Y

Fields | Criteria Y Having | viewsSaL |  Run

Query Name: TRAINING_QUERY1

Description: Employee Info

Add Criteria |

Group Criteria |

Reorder Criteria |

Customize | Find | i

First [«] 1-2 of 2 [ Last

Logical Expression Condition Type Expression 2 Edit Delete
+ | AEFFDT - Effective Date between 2008-01-01 AND 2008-05-16 Edit | [=]
I AND | AMAR_STATUS - Marital Status like D Edit EI
& s=ve) Save As MNew Query Preferences Properties Mew Union QL Return to Search

11. Verify the criteria.

12. Click the Save button to save the updated query criteria.
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REMOVING CRITERIA

& Procedure: Removing Criteria

1. Select the Criteria tab. The Criteria page displays.

[ Records j_  Query | Expressions | Prompts | Fields | Criteria % Having

J viewsaL Y Run

Query Name: TRAINING_QUERY1

Add Criteria | Group Criteria | Reorder Criteria |

Description: Employes Info

Customize | Find | #

First [] 1-2 of 2 [+ Last

Logical Expressioni Condition Type Expression 2 Edit Delete
| AEFFDT - Effective Date between 2008-01-01 AMD 2008-05-16 Edit e
AND | AMAR_STATUS - Marital Status like D Edit
&) savel Save As Mew Query Preferences Froperties Mew Union Ct Return to Search |
Select the Delete icon on the row of the criteria to be removed.
| Records Y  Query ) Expressions | Prompts | Fields | Criteria { Having | viewsaL | Run |

Query Name: TRAINING_QUERY1

Description: Employee Info

Add Criteria |

Group Criteria |

Customize | Find | B

First [«] 10f1 [¥] Last

Loqical Expressioni Condition Type: Expression 2 Edit Delete
~ | AEFFDT - Effective Date between 2008-01-01 AND 2008-05-16 Edit El
B save) Save As New Query Preferences Properties Mew Union QL Retum to Search |

3. In this example, the second criterion is removed.
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Chapter 3 Exercises

Exercise 3-1 - Using the Equal to Criteria

The purpose of this exercise is to use the Egual To criteria.

1. Use the version of the query saved in Exercise 1-1.

e NFCTRN 1

2. Set the following criteria.

e COMPANY - Agency: AG
3. Review the query results.

4. Save the query as
e NFCTRN 5

S. What is total number of rows displayed in the modified query?
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Exercise 3-2 - Using the Between Criteria

The purpose of this exercise is to use the Besween criteria.

1. Use the version of the query saved in Exercise 2-06.

e NFCTRN____ 3

2. Set a criteria for:

e  EMPLID between 178538 and 178568
3. Review the query results.

4. Save the query as

e NFCTRN 6

5. How many rows display in the modified query?
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Exercise 3-3 — Using the Like Criteria

The purpose of this exercise is to use the Like criteria.

1. Use the version of the query saved in Exercise 3-1.

e NFCTRN 5

2. Set a criteria for:

e COMPANY LIKE A%
(Hint: use wildeards)

3. Review the query results.

4. Save the query as
e NFCTRN. 7

5. How many rows display in the modified query?
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CREATING PROMPTS

Prompts request information from the query user before the query runs. This allows the user to create
an ad hoc query without actually changing the query. For example a query for a set of information
about a department can be built as a query for each department, or as one that allows the user to enter
any department each time the query is run.

Once the Prompt is created, use it as an Expression 2 value on the Edit Criteria Properties page.

Edit Prompt Properties
Field Hame: *Heading Type:
aQ Teat w
*Type: Heading Text:
Character A
*Format: *Unigque Prompt Name:
Upper b BIMND4
Length: 11
Decimals:
*Edit Type: Prompt Table:
Mo Table Edit L ')
Ok | Cancel |
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EDIT PROMPT PROPERTIES PAGE INFORMATION

OPTION DESCRIPTION

Field When accessing the Edit Prompt Properties page from the
Prompt tab select the field for the prompt value When accessing
the page from an Edit Criteria Properties page the field is carried

over.

Heading Type Select RFT Short, or RFT Long to use the default EmpowHR
table name, or Text to enter a different name in the Heading Text
box.

Type Set the prompt type.

Heading Text Displays the label for the text box where the user enters the

comparison value. To change the text, select Text from the
Heading Type list box, and enter the new label in the Heading
Text field.

Format Set the format of the expected input.

Unique Prompt Name A default value generated by Query Manager for globalization.
This value is set only by a base language user to uniquely identify a
quety prompt parameter.

Edit Type Defines the type of field edit for the specified field. No Table Edit
is the default

Prompt Table When the edit type is Prompt Table, the value in the Field list box
specifies the prompt table to use. When the edit type is Translate
Table, the value in the list box determines the values used.
EmpowHR Query assumes the specified field has translate table
values associated with it, and the field is identified as a translate
table field in its record definition.
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CREATING A PROMPT FROM THE CRITERIA PAGE

The user can access the Edit Prompt Properties from either the Prompts page or from the Edit Criteria
Properties page. In this example a Prompt is created against the Effective Date field. As a result, each

time the query is run, the user is prompted to enter an effective date.

& Procedure: Creating a Prompt from the Criteria Page

1. Select the Reporting Tools menu group.

2. Select the Query menu.

3. Select the Query Manager component. The Query Manager page displays.

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create Mew Query

*Search By: | Guery Name ~ | begins with

Search | Advanced Search

Find an Existing Query | Create Mew Query
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4. Enter desired query name in the name field.

5. Click the Search button. The Query Manager page displays.

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Cluery | Create Mew Query

“Search By: | Query Name v begins with TRAIN

Search | Advanced Search

Search Results
*Folder View: —All Folders — “

Check All Uncheck All *Action: |- Choose -

. Runto Runto
Select Query Name Descr Owner Folder Edit HTML  Excel Schedule
O TRAINING_QUERY Employee Info Frivate Edit HTML Excel Schedule
[0 TRAINING1 Public Edit HTML Excel Schedule
O TRAINING_ATTENDEMNCE g_?:_‘:%%E CERENRENCE Fublic Edit HTML Excel Schedule
O TRAINING_ATTENDENCE_MNO_SESS g_?:_‘:%%E ATTENDENCE Fublic Edit HTML Excel Schedule
H TRAINING_BY_EMPLOYEE Eﬁ;lﬁéﬁggEPORT B Fublic Edit HTML Excel Schedule
V]
O TRAINING_EMPLOYEE_ROSTER EMPLOYEE ROSTER W/SSN Fublic S_Lijgl_eréS Edit HTML Excel Schedule
H TRAINING_RAMOS Eﬁ;lLNg:JrESEPORT B Fublic Edit HTML Excel Schedule
¥
Find an Existing Cluery | Create Mew Query

6. Seclect the Edit link next to the desired Query Name. The Fields page displays.

| Records | Query | Expressions | Prompts | Fields Y Criteria | Having ) ViewSaL | Run

Query Name: TRAINING_QUERY1 Description: Employee Info

Column Orcler| Sort Order |

View field properties, or use field as criteria in query statement.

Col Record.Fieldname Format Ord XLAT Aag Headm : I dd Criteria  Edit Delete
1 AEMPLID - EmplIiD Char11 D h A Edit |[=]
2 ANAME - Name Chars0 MName e Edit |[=]
3 ABIRTHDATE - Date of Birth Date Birthdate G Edit |[=]
4 AEFFDT - Effective Date Date Eff Date A Edit |[=]
B save) Save As MewQuery ~ Freferences  Properies  MNew Union Q Retum to Search |

7. From the Fields page, select the Add Criteria icon for the desired field. The Edit
Criteria Properties page displays.
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Edit Criteria Properties

(*) Field

) Record Alias.Fieldname:
() Expression

) AEFFDT - Effective Date

*Condition Type: | equal to w

C Field

() Expression *Data: i
(% Constant

) Prompt

) Subquery

ok | Cancal |

8. In the Choose Expression 2 Type group box, select the Prompt radio button.
The Express 2 group box updates.

Edit Criteria Properties

%) Field

. Record Alias.Fieldname:
) Expression

C,  AEFFDT - Effective Date

*Condition Type: equal to A

O Field

) Expression
) Constant
{(*) Prompt

) Subquery

Prompt: A New Prompt Edit Prompt

ok | Cancel |

9. Verify the condition of equal fo is selected in the Condition Type field.

10. Select the New Prompt link to add a prompt for the selected field. The Edit
Prompt Properties page displays.
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Edit Prompt Properties
Field Hame: *Heading Type:
C;'\ EFFOT RFT Short  »
*Type: Heading Text:
Date w Eff Date
*Eormat: *Unigue Prompt Name:
Mone W BirDA
Length:
Decimals:
*Edit Type: Prompt Table:
Mo Table Edit " QL
0]4 | Zancel |

11. Select the Field Name lookup icon. The Select a Prompt Field page displays.

Select a Prompt Field

Search by: Fieldname | beginswith +
Search | Cancel | Mo Value

12. Enter all or part of the name of the field in the Fieldname field.

13. Click the Search button.
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Select a Prompt Field

Search by: Fieldname |beginswith ~| |FROM

Search | Cancel | Mo Value

Search Results

Select a Prompt Field Customize | Find | View All | B8 First [*] 1.30 of a0 I Last
FROMDATE
FROMDATE CRSE
FROM AGE

FROM AMOUNT
FROM AMT

FRON ClI

FROM CLAUSE
FROWM COMP_AMT
FROM CUR

FROM CURRENCY
FROM CURR CD
FROM CUR 1
FROM CUR 2
FROM CUR 3
FROM CUR LABEL
FROW DATE
FROM DIR RULE
FROW DT

14. Select a Field Name from the Search Results. The Edit Prompt Properties

page displays.
Edit Prompt Properties
Field Hame: *Heading Type:
A FROM_DT RFT Short |
*Type: Heading Text:
Date b From
*Format: *Unigue Prompt Name:
Mone w BIMDA
Length: L
Decimals:
*Edit Type: Prompt Table:
Mo Tahble Edit L a
(0] | Cancel |
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15. If necessary, make changes to the remaining fields.

16. Click the OK button. The Edit Criteria Properties page displays with the
associated prompt.

Edit Criteria Properties

@) Field

) Record Alias.Fieldname:
) Expression

Q, AEFFDT - Effective Date

*Condition Type: | equal to A

C Field

) Expression
) Constant
&) Prompt

) Subguery

Prompt: 1 Q Mew Prompt  Edit Prompt

ok | Cancel |

17. Click the OK button. The Fields page displays.

| Records | Query | Expressions | Prompts | Fields Y Criteria | Having ) ViewSaL | Run

Query Name: TRAINING_QUERYA Description: Employee Info
View field properties, or use field as criteria in query statement. Column Order| Sart Order |
Customize | Find | View All| 3 First [{] 14 ora [ Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 AEMPLID - EmpliD Char11 ID G Edit |[=]
2 ANAME - Name Chars0 MName Cfi Edit E|
3 ABIRTHDATE - Date of Birth Date Birthdate G Edit |[=]
4 AEFFDT - Effective Date Date Eff Date A Edit |[=]
& save Save As Mew Query Preferences Properies MNew Union ) Return to Search

18. Click the Save button to save the query.

@, NOTE: THE SEARCH RESULTS ARE NOT LIMITED TO THE FIELDS SELECTED WITHIN
‘ THE CURRENT QUERY. THE USER HAS THE ABILITY TO ADD CRITERIA BASED ON
OTHER FIELDS THAT DO NOT DISPLAY IN THE QUERY RESULTS.
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CREATING A PROMPT FROM THE PROMPT PAGE

The user can also add a prompt from the Prompt page. In this example a prompt is created against the
Effective Date field. As a result, each time the query is run, the user is prompted to enter an effective

date.

& Procedure: Creating a Prompt From The Prompt Page

1. Select the Reporting Tools menu group.

2. Select the Query menu.

3. Select the Query Manager component. The Query Manager page displays.

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create Mew Query

*Search By: | Query Name ~ | begins with

Search | Advanced Search

Find an Existing Query | Create Mew Query
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4. Enter desired query name in the name field.

5. Click the Search button.

Gluery Manager
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Query | Create MNew Query

*Search By: |Query Name x| bedinswith [PROMPT
Search | Advanced Search

Search Results

“Folder View: |- All Folders =l

Check All I Uncheck All | *nc‘tiun:l--Choose—— vI Ga |

Select Query Hame Descr Owner Folder Edit Bunto Bunto Schedule

HTML Excel
| rivate Edit yd-] chedule
- PROMPT_DEMO Privat Edit HTML Excel Schedul
- ualic it HIML Excel schedule
[} PROMPT_DEMOZ2 Publi dit HTML Excel Schedul

Find an Existing Query | Create New Query

6. Select desired Query Name from the Search Results.

7. Select the Edit link. The Fields page displays.

" Records °  Query | Expressions | Prompts " Fields Y Criteria | Having )" ViewSGL Y Run

Query Name: FROMPT_DEMOZ Description:
view field properties, or use field as criteria in query staternent. Reorder/ Sml
Col Record.Fieldname Format Ord XLAT Agyg Heading Text Add Criteria Edit Delete
1 AEMPLID - EmpliD Chart1 [} T Edit | =
2 AGRADE - Salary Grade Char3 Grade e Edit | =
3 AJOBCODE - Job Code Chart Job Code Cfi Edit | El
4 AMAME - Name Charad MName F Edit | =l
5] Sa"e) Bave Ag Mew Query Preferences Propetties Mew Union QL Return to Search |

8. Select the Prompts tab.
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{ Records Y Query | Expressions | Prompts Y Fields |} Criteria /" Having  } WiewSQL J°  Run

Query Name: PROMPT_DEMOZ Description:
Add Prompt Mo prormpts have been defined yet.
& save Save Az Mew Query Freferences Froperies Mewy Union Cl Return to Search

9. Click the Add Prompt button. The Edit Prompt Properties page displays.

Edit Prompt Properties

Field Hame: *Heading Type:
Q Text w

*Type: Heading Text:
Character w

*Format: *Unigue Prompt Name:
Upper v BIMDA

Length: 11

Decimals:

*Edit Type: Prompt Table:
Mo Tahble Edit w QL

(] | Cancel |

10. Select the Field Name lookup icon. The Select a Prompt Field page displays.

Select a Prompt Field

Search by: Fieldname | begins with  +

Search | Cancel | Mo Value

11. Enter all or part of the name of the field in the Fieldname field.

12. Click the Search button. The Select a Prompt page displays.
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Select a Prompt Field

Search by: Fieldname |beginswith x| [evT_occ]

Search | Cancel | MoYalue |

Search Results

Select a Prompt Field Custornize | Find | view &l | B8 First [ 4505 M Last
GVT OCC SERIES
GVT OCC SERIES HGH

GWT OCC SERIES LOWY
GWT OCC SERS PERM
GWT OCC SUFFE

13. Select a Field Name from the Search Results. The Edit Prompt Properties
page displays.

Edit Prompt Properties

Field Hame: *Heading Type:

A GYT_OCC_SERIES [RFT Short 7]
“Type: Heading Text:

| Character - |occ Series
*Format: *Unigue Prompt Hame:
| CenturySeconds - |BIND1

Length: I 4
Decimals: I_

*Edit Type: Prompt Table:
[ Mo Table Edit =] a,

Ok I Cancel I

14. 1f necessary, make changes to the remaining fields. Information about each of the
fields is found in the Edit Prompt Properties page information table Error!
Bookmark not defined.. In this example, the Format field defaults to

Century/Seconds. It will have to be changed to match the format for Occ Series
(Number Only).
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15. Click the OK button. The prompt is listed on the Prompt page as :1 =
FROM_DT-From.

| Records | Guery | Expressions | Prompts 1 _ Fields | Criteria

" Hawing  y wiewSGL Y Run

Query Name: PROMPT_DEMOZ

Description:
Add Prompt
First [ 1of 1 [¥] Last
Prompt Edit Delete
1= GVT_OCC_SERIES - Oce Series Edit | =
B save Save As Mewy Query Preferences Properties Mew Unian ) Retun to Search

16. Select the Criteria tab. The Criteria page displays.

/ Records Y Guery | Expressions | Prompts | Fields | Criteria | Having

Y wiewSGL Y Run Y

Query Name: PROMPT_DEMG?2

Add Criteria I Group Criteria |

Description:

mize [Find | 88 First [ 1 o 1 [ Last

Logical Expression1 Condition Type Expression 2 Edit Delete
I vl AEFFDT - Effective Date Eff Date == Current Date (EffSeq = Last) Edit | E|
B save Save As Mewy Guery Freferences Froperties Mew Union Q) Return to Search

17. Click the Add Criteria button. The Edit Criteria Properties page displays.

Edit Criteria Properties

& Field

OF ] Record Alias.Fieldname:
Xpression

Q

*Condition Type: | equalto w

O Field

) Expression
{*) Constant
) Prompt
 subquery

Constant: Q

Ol I Cancel I
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18.

19.

20.

21.

22.

23.

CREATING PROMPTS

Choose the Field radio button in the Choose Expression 1 Type group box.
Choose the appropriate Record and Field for the Expression 1 group box.
Choose Condition Type of egual to.

Select the Prompt radio button in the Choose Expression 2 Type. The Edit
Criteria Properties page displays.

Edit Criteria Properties

* Figld

. Record Alias. Fieldname:
" Expression

aQ AGVT_QCC_SERIES - Qocupationa

*Condition Type: | equal to ;l

 Field
r- -

Expression Prompt: Q Mew Prampt  Edit Pramipt
" Constant
* Prompt
" Subguery

Ok | Caniel |

In the Express 2 group box, select the Prompt lookup icon. The Select a
Prompt page displays. The created prompts are listed on the page.

Select a Prompt

Select a Prompt Custornize | Find | 88 First [ 1001 [ Last
A =GNT 0OCC SERIES - Occ Series

Cancel |

Select the Prompt from the list of available prompts. The Edit Criteria
Properties page displays.
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Edit Criteria Properties

¥ Field

i Record Alias.Feldname:
" Expression

Q AGNVT_QCC_SERIES - Occupationa

*Condition Type: | equal to ;l

 Field

" Expression
i Constant
% Prompt

i Subguery

Prompt: 1 Q Bew Prompt  Edit Prompt

] | Cancel |

24. Click the OK button. The Criteria page displays.

[ Records }"  Query Y Expressions | Prompts )" Fields Y Criteria Y Having  } WiewSQL Run

Query Name: PROMPT_DEMOZ Description:

Add Criteria I Group Criteria | Reorder Criteria |

Customize | Find | E First El 1-2 of 2 El Last

Logical Expression1 Condition Type Expression 2 Edit Delete

I vl AEFFDT - Effactive Date Eff Date == Current Date (EffSeq = Last) Edit I E|
AGVT_OCC_SERIES - . ]

AND Occupational Series Bqualto A ﬂl =l

B save Save Az Mewy Guery Freferences Froperies Mew Uinion Cl Return to Search

25. Click the Save button to save the query.

" NOTE: EMPOWHR NUMBERS EACH PROMPT IN A QUERY AND REFERS TO THE
\g QUERY BY THAT NUMBER.

PROMPTS ARE DISPLAYED IN THE ORDER THEY WERE CREATED.

USE A PROMPT CONDITION SETTING, IN PLACE OF A DEFINED CONSTANT BUILT
DIRECTLY INTO THE QUERY CRITERIA.
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USING AGGREGATES

Often the user may not be interested in seeing every row displayed; instead the user may want summary
information about a field.

In the following query, only two fields are displayed: Employee ID and Effective Date.

By using the aggregate, the user can instruct the query to count the Employee ID’s that have the same
effective dates.

| Records | Query | Expressions | Prompts |  Fields | Criteia | Having |} ViewsSaL |  Run

Wiew All | Rerun Query | Download to Excel

14100 of 321 [*] Last

e o e
1 1 02151999
2 1 10/03/1999
3 1 032412002
4 1 1172002
5 2 0111262003
B 1 05/04/2003
T il 06/01/2003
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& Procedure: Setting an Aggregate

1. Select the Reporting Tools menu group.

2. Select the Query menu.

3. Select the Query Manager Component. The Query Manager page displays.

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create Mew Cuery

“Search By: | Query Name w | begins with

Search | Advanced Search

Find an Existing Query | Create Mew Query

4. Enter desired query name in the name field.

5. Click the Search button.

Gluery Manager
Enter any information vou have and click Search. Leave fields hlank for a list of all values.

Find an Existing Guery | Create New Query

*Search By: |Query Name | bedinswith  [PROMP

Search | Advanced Search

Search Results

“Folder View: | All Folders - Ll

Check Al | Uncheckan | *Action: [~ Choose - <] oo

Select Query Name Descr Owner Folder

c.— Schedule
| FPROMPT_DEMO Private Schedule
[l PROMPT_DEMO2 Public Schedule
| FROMPT_DEMO3 Fublic Schedule

Find an Existing Guery | Create Mew Query

6. Select desired Query Name from the Search Results.
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7. Select the Edit link. The Fields page displays.

[ Records )" Queny ) Ewpressions | Prompts |} Fields Y Criteia )" Hawing ) WiewSGL ) Run

Query Name: PROMPT_DEMOZ Description:
view field properties, or use field as criteria in query staterent. Reorder f Sml
Customize | Find | view &)l | B First {4 1.2 r2 M Last
Col Record.Fieldname Format Ord XLAT Agy Heading Text Add Criteria Edit Delete
1 AEMPLID - EmplID Charlt [n] R Edit | =
2 AEFFDT - Effective Date Date Eff Date e Edit | =
& 5ave) Save As ey Gluery Preferences Propetties Mews Union QL Return to Search

8. Select the Edit button on the row of the field to set an aggregate. In this example
we will count the total employee 1D’s with the same effective date.

Edit Field Properties

Field Name: &4 EMPLID - EmpllD

r-
C MoHeading ' RFT Short None
" Sum
" Teaxt O RFT Long * Count
Heading Text: ™ Min
ID " Max
*Unigue Field Name: " Average
AEMPLID
Dk Cancel |

9. Select the Count radio button in the Aggregate group box.

10. Click the OK button. The Fields page displays.
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[ Records | Query Y Expressions | Prompts " Fields | Criteria | Having | viewSQL j  Run

Query Name: PROMPT_DEMO3 Description:

View field properties, or use field as criteria in guery statement. Reorder SU”'
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete
1 AEMPLID - EmplliD Charl1 Count Count ID ¢?+ Edit | El
2 AEFFDT - Effective Date Date Eff Date R Edit | =]
5] Save) Save As Mew Query Preferences Propeties Mew Unian Q Return to Search |

11. Click the Save button to save the query.

12. Select the Run tab to review the query results. Respond to any prompts as
needed.

/ Records Y cuen Y Expressions j Prompts ) Fields )" Criteria " Hasing ) ViewSGL " Run Y

| Rerun Query | Download to Excel 1-90f9

T e T e
120000072007

300 |012172007

300|020452007

300 |02H 852007

2589 |03/04/2007

600 | 0411 5/2007

300 | 0452952007
05f2752007
06152007

=

=

=

=]

=

=

wlao|e|o|e]wm]—

an

=
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Chapter 4 Exercises

Exercise 4 - Creating a Prompt

The purpose of this exercise is to create and use a Prompt in a query.

1. Use the following record

e EMPLOYEES

2. Add the following fields:
e EMPLID
e EFFDT
e NAME
e GRADE
e GRADE_ENTRY_DT

3. Create a prompt value to:

e Enter the GRADE_ENTRY_DT

4. Review the query.
5 Save the Query as

e NFCTRN____ 12

6.  Review / Test the prompt.
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Add Criteria, 25, 70, 73, 78, 82, 97, 107
Agg, 27
Aggregate, 27, 29, 30, 57, 60, 111, 113
B
Between, 61, 78, 80
C
Check All Fields, 25
Column, 19, 29, 31, 39, 43
Constant, 62, 72, 80, 81, 84
Current Date, 63
D
Delete, 25, 26, 86
Department, 1, 2
E

Edit, 21, 26, 27, 29, 39, 43, 45, 59, 62, 63, 66, 67, 68, 70, 71, 73,
74,75, 76,78, 79, 82, 83, 84, 94, 95, 96, 97, 98, 100, 101, 103,
104, 105, 106, 107, 108, 112, 132, 136, 139

Effective Date, 6, 64, 65, 96, 102, 110

Effective Seq, 63

Equal to, 59, 61, 64, 65, 69, 72, 98, 107

Exists, 60, 61

Expression, 59, 60, 62, 70, 71, 72, 74, 75, 79, 80, 83, 84, 94, 98,
107

F

Field, 21, 24, 27, 29, 30, 39, 42, 43, 45, 58, 60, 62, 70, 71, 74, 79,
83, 95, 99, 100, 104, 105, 107

Field Name, 30, 99, 100, 104, 105

Find, 22, 24, 119, 123

Format, 20, 21, 27, 95

Greater than, 59, 61, 64, 65

H

Heading, 27, 30, 31, 39, 40, 95
Heading Text, 27, 31, 39, 40, 95
Heading Type, 95

INDEX

Hide Fields, 25

In list, 61, 63, 73, 75

In tree, 61, 63
Is null, 61

L
Less than, 59, 61, 64, 65
Like, 5, 13, 61, 82, 84

M
Menu, 20
Menu Group, 20, 111, 123, 135, 138
Menu Item, 20

O

Order, 7, 24, 25, 26, 27, 28, 29, 38, 43, 45, 46, 109

P

Partial Search, 11
Prompt, 62, 94, 95, 96, 98, 99, 100, 102, 104, 105, 106, 107, 108
Prompt Table, 95

Q

Query Manager, 19, 20, 21, 22, 33, 35, 36, 48, 64, 69, 95, 96, 97,
102, 111, 118, 119, 123, 135, 138
Query Properties, 21, 32, 33, 34

R
Records, 7, 21, 22, 62, 117
Relational Database, 7, 8
Reorder/Sort, 27

S

Save, 33, 34, 35, 47, 48, 72, 77, 81, 85, 101, 109, 113, 126, 139
Search Results, 100, 103, 105, 112, 139

Show Fields, 22, 25

Sort fields alphabetically, 25

Subquery, 60, 62



INDEX

Translate, 4, 27, 41, 42, 95
Translate Value, 41, 42
Tree Manager, 61

Tree Option, 63

Uncheck All Fields, 25

Unique Field Name, 30
Use as Criteria, 25

XLAT, 27, 42
Xlat table, 41
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