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Person Model
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The Person Model is a term used to describe the information captured about a person and how the
person is related to the organization. A person is important to an organization for many different reasons
at many different times throughout their lifetime. Each relationship may require different attributes and
different processing.

With the EmpowHR Person Model, agencies can track the personal information about the person in one
place with no redundant data. The relationships that a person has to the organization are tracked in a
different area of the system. For example, the user may have a person who is now an employee but was
previously a contingent worker. The system tracks this person using one ID, which enables their history
as a contingent worker to exist along with their history as an employee.

The Person Model supports the storing and tracking of three Person Types within one centralized
repository. This enables the user to manage and report on all types of workers from seasonal to
permanent.

The three Person Types are:

* Employee (EMP) - The relationship of a person who is hired to provide services to an
organization on a regular basis in exchange for compensation and who does not provide these
services as part of an independent business.

*  Contingent Worker (CWR) - The relationship of a person who provides services to another entity
under terms specified in a contract on a non-permanent basis such as:

* Independent Contractors
¢ Temporary Workers

¢ Consultants

* Auditors

e  Person of Interest (POI) - A person who does not have an employment or a Contingent Worker
relationship, but who is still of interest to the organization such as:

*  Cobra Participants
* Pension Payees
e External Students and Instructors

*  Volunteers

It is important for users to verify the relationship a person has to the agency before adding them into
EmpowHR to ensure the correct action is processed. EmpowHR uses the person’s Social Security
Number (SSN) to validate thier existence in the system, and provides a warning message to users when
they attempt to hire an employee that already has an existing relationship to the agency. Users can
validate the relationship a person has to the agency using one of two components:

* Person Organizational Summary - The user can view all organizational relationships for a person.
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* HR Processing - The user can view only Federal employees in EmpowHR. The HR Processing
component is only used to process EmpowHR agency employees who have a job and position in
EmpowHR. If the person was a contingent worker, the record will not be accessible through the
HR Processing component. In order to hire the person as an EmpowHR agency Federal employee,
the user must add a new employment instance. For more information on this topic, see New

Employment Instance USE.
Person Model allows the user to perform the following functions:
* Create a person
* Provide a person checklist
* Create organizational relationships
* Create worker organizational relationships and instances
* Provide additional assignment or new instance option
* Provide instance dates versus assignment dates
*  Promote an assignment to an instance
* Review a person’s organizational relationships
This section includes the following topics:

Add A Person

Modify A Person
Adding A Disability
Adding Identification Data

Viewing Person Data

Security
Search

Emergency Contacts

Contract Administration
Configure Checklist

Configure Person of Interest Types
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Add A Person
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The Add a Person component allows the user to add people in the system.

For more information see:
Adding a Person
Add a Name
Add Address Detail
Add Address

Establishing an Organizational Relationship
Search for Matching Persons

Adding a Person

The Add a Person component allows the user to add people into the system. It will enable the user to
add people with jobs (employees, contingent workers, and persons of interest with job data), as well as
persons of interest without job data. A person ID is assigned automatically, which allows the system to
generate IDs sequentially as new people are added.

Note: Prior to adding a new person, the user should verify whether the person being added exists in the
system. For more information on performing this task, see Search for Matching Persons.

To add a person:

1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.
3. Select the Biographical menu item.

4. Select the Add A Person component. The Add A Person tab page (Figure 1) is displayed.

[ Add Person |

[NEwY

Person ID: search for Matching Persons

Add the Persaon

Figure 1. Add A Person tab page

5. Complete the field as follows:

Person ID This field is populated with the system-assigned ID when you are adding a
new person. The value will display as New until the record is saved.
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6. Click the Add the Person link. The Biographical Details tab - Add A Person(Figure 2) is
displayed.

|/ Biographical Details {_ContactInformation " Regional ) Organizational Relationships

MICHOLAS TRAINIMNG Person ID: HEW

First E' 1cf 1 E' Last
“Effective Date: [orinsz011 =
Display Hame: MICHOLAS TRAIMING Edit Mame
Date of Birth: ID'IIDSH 474 E‘J 33 Years [ Months

Birth Countny: IUSA Q

Birth State: [ Q

Birth Location: | \Waive Data Protection [
Biographical History Find | view Al First [ 1 o 1 [¥] Last

) [orioszom B [+ [=]
*Effective Date:

I Unknown vl

*Gender:
‘Highest Education Level: | 13 Bachelors Degree [
*Marital Status: [ Married =] asor: [09282000 [

Languaige Code: |Eng|ish :I'

Alternate ID:

I Full-Time Student

* Hational ID Customize | Find | View All | 5 First [4] 1 of 1 [H] Last

*Country *Mational ID Type National ID Primmary ID

[Usa @ [social Security Number x| fr11-22-3333 ~ (=]

Bl save | [=] Motity | Previoustabl (=% Mt tak | ls Refresh | BT | UpdateJDiSplayl | Include Histary | [&F Correct History

Biographical Details | Contact Infarmation | Regional | Organizational Relationships

Figure 2. Biographical Details tab - Add A Person page

7. Complete the fields as follows:

Name

Person ID This field is populated with the system-assigned ID when you are adding a
new person. The value will display as New until the record is saved.

Effective Date Enter the effective date of the action or select a date by clicking the calendar
icon. The date entered or selected will be populated in the PAR section.

Format Type This field defaults to English. To change, select a format type from the
drop-down list.

Display Name This field is populated with data entered from the Add Name link. See field

instructions for Add a Name. The name entered on this link will be populated
in the PAR section.

Note: The Add a Name link becomes the Edit Name link if the
person’s name has been added.

Biographic Information
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Date of Birth

Enter the person’s date of birth or select a date by clicking the calendar icon.
The calculated age is displayed to the right of the field. If this field is left
blank, a warning message appears when the record is saved. The date of
birth is not required; however, this information is used to calculate a person’s
age in some tasks, such as the expected retirement date, based on the
person’s age. The date entered or selected will be populated in the PAR
section.

|9POIN uos.iad

Birth Country

Enter the birth country or select a country by clicking the search icon. Based
on the selected country, the system may display additional fields. The birth
country entered or selected will be populated in the PAR section.

Birth State

Enter the birth state or select a state by clicking the search icon. The birth
state entered or selected will be populated in the PAR section.

Birth Location

Enter the birth location. Usually a city, town, or village. The birth location
entered will be populated in the PAR section.

Waive Data Protection

Check this box if applicable.
Note: This field is not applicable for Federal users.

Biographical History

Effective Date

Enter the effective date or select a date by clicking the calendar icon.

Gender

Select the applicable gender from the drop-down list. Valid values are Male,
Female, and Unknown. The gender selected in this field will be populated
in the PAR section.

Highest Education Level

Select the applicable education level from the drop-down list. The Education
level selected in this field will be populated for Federal employees in the PAR
section.

Marital Status

Select the applicable marital status from the drop-down list.

As Of Enter the date or select a date by clicking on the calendar icon.

Language Code Select the person’s native or preferred language from the drop-down list.
Note: Do not use this field to record the organization’s official
language or to rate a worker’s proficiency in speaking, reading, or
writing various languages.

Alternate ID Enter the alternate ID if the use of a second type of ID is applicable.

Full-Time Student

Check this box if the person is a full-time student.

National ID

Country

Select the country from the drop-down list that issued the worker’s national
ID.

National ID Type

This field defaults to Social Security Number and cannot be changed.
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National ID Enter the Social Security Number. The Social Security Number entered here
will be populated in the PAR section.

Primary ID Check this box if this ID is the person’s primary ID. If this is the only data row
for this person, the box is checked by default.

8. Select the Contact Information tab. The Contact Information tab - Add A Person page (Figure 3) is
displayed.

| Bingraphical Details | Contact Information | Reoional | Oroanizational Relationships |

Person ID: MEWY

Current Addresses Customize | Find | view A | B8 First [ 101 4 [ Last
Addiess .5 orpate Status Address
Type
123 COMMON STREET Edittview
Home 010572011 A MEW ORLEANS, LA 70129 Address Detail [=]
MEW ORLEANS I
Phone Information Custormize | Find | #H First [1] 1 af 1 [¥] Last
*Phone Type Telephone Extension Preferred
Main x| |504isa5-2111 | ~ =
Email Addresses Custarize | Find | i First [ 1 af 1 [+ Last
*Email Type *Email Address Preferred
| Business x| [MICHOLAS TRAINING@US DA COM v =]
B save | [=] Matify | Previous tabl (=% Mext tab | % Refresh | EraAdd | UpdateJ'Displayl Al Include History | | [EF Correct History

Biographical Details | Contact Information | Bedional | Organizational Relationshins

Figure 3. Contact Information tab - Add A Person page

9. Complete the fields as follows:

Current Addresses

Person ID This field is populated with the system-assigned ID when you are adding a
new person. The value will display as New until the record is saved.

Address Type Select the type of address that appears in this row. The field is populated with
Home for the first address entered. Click + to select additional address types
and add additional addresses.

Note: The data entered for the home and mailing address for Federal
employees will be populated in the PAR section.

As Of This field is populated with the information entered from the Add Address
Detail link. See field instructions for Add Address Detail.

Status This field is populated with the information entered from the Add Address
Detail link. See field instructions for Add Address Detail.

Address This field is populated with the information entered from the Add Address
Detail link. See field instructions for Add Address Detail.

Phone Information
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Phone Type Select the applicable phone type that corresponds with the telephone
number. Select Main to designate a phone number as the individual’'s
primary contact number. The phone type selected in this field will be
populated in the PAR section.

|9POIN uos.iad

Telephone Enter the telephone number. The telephone number entered in this field will
be populated in the PAR section.

Extension Enter the extension if applicable. The extension data entered here will be
populated in the PAR section.

Preferred Check this box if this is the person’s preferred phone number. If this box is
checked, it will be populated next to the applicable phone information in the
PAR section.

Email Addresses

Email Type Select the email type from the drop-down list. Click + to select additional
email address types and add additional email addresses.

Email Address Enter the email address.

Preferred Check this box if this is the person’s preferred email address.

10. Select the Regional tab. The Regional tab - Add A Person page (Figure 4) is displayed.

| Biographical Details | ContactInformation ¥ Regional % Organizational Relationships

MICHOLAS TRAIMING Person ID: NEWY
v Eysa
Ethnic Group i A First [4] 1of 1 [¥ Last
. I . I +
Regulatory Region: usa  Q United States Ethnic Group: al Q Mative Ametican =l
¥ Primary

Eind [view sl First (4 401 [P Last

| o =l
Effective Date:

Date Entitled to Medicare: I Eﬂ Military Status: I ﬂ
Citizenship {Proof 1): I Citizenship {Proof 2): I

[¥ Eligible to Work in LS.

Smoker History Custornize |Find | B8 First [ 4 or ¢ [ Last
*Smoker s of

1 Mo - |u1r05r2011 5] [=]

B save | [=] Matify | Previoustabl (=% Mexd tab | y Refresh | E‘+Add| Update.l'DiSplayl H Include Histary | [E# Carrect History

Biographical Details | Contact Infarmation | Redional | Organizational Relationshins

Figure 4. Regional tab - Add A Person page

11. Complete the fields as follows:
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This field is populated with the system-assigned ID when you are adding a
new person. The value will display as New until the record is saved.

Ethnic Group

Regulatory Region

Enter the regulatory region or select a region by clicking the search icon.

Ethnic Group Enter the ethnic group or select a group by clicking the search icon. The
description is populated on the right. The ethnic group entered or selected
will be populated in the ERI Code field of the PAR section.

Primary Check this box if applicable.

Effective Date

Enter an effective date or select a date by clicking on the calendar icon.

Date Entitled To
Medicare

Enter a date or select a date by clicking on the calendar icon on which this
person is entitled to receive Medicare coverage.

Military Status

Select a military status from the drop-down list. The military status selected
will be populated in the PAR section.

Citizenship (Proof 1)

Enter the first form of identification (for example: passport, Social Security
card, etc.) to prove U.S. citizenship.

Citizenship (Proof 2)

Enter the second form of identification (for example: passport, Social Security
card, etc.) to prove U.S. citizenship.

Eligible To Work In U.S.

Check this box if the person is eligible to work in the U.S.

Smoker Select the applicable answer from the drop-down list. The valid values are
No and Yes.
As Of Enter the applicable date or select a date by clicking on the calendar icon on

which the person started smoking.

12. Select the Organizational Relationships tab. The Organizational Relationships tab - Add A Person
page (Figure 5) is displayed.

[ Bingraphical Details '} Contact Information ' Regional _}” Organizational Relationships

MICHOLAS TRAINING Person ID: MNEW

¥ Employee Add the Relationship |

[ Contingent Worker

Empl Rcd Nbr: I 0
[~ Person of Interest

Checklist Code: | j Go to Person Checklist,

(S | Ttify | Frevious tabl et taks | 2 Refresh | B Al | Llpdate.fDisplayl Hl Include History | [P Correct History

Biographical Details | Contact Information | Regional | Organizational Relationships

Figure 5. Organizational Relationships tab - Add A Person page

13. At this point you must establish the organizational relationship of the new person. To establish the
organizational relationship, see Establishing an Organizational Relationship.
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5]
(1]
g
Note: If a person is created in the system and saved at this point, without clicking Add the Relationship, 3
the data will not be saved and an error message will appear instructing the user to complete the §
organizational relationship. &
Step Description
Check the Employee | To establish an employee relationship. For more information, see Employee.
box
Check the Contingent | To establish a contingent worker relationship. For more information, see
Worker box Contingent Worker.
Check the Person of | To establish a person of interest relationship. For more information, see Person Of
Interest box Interest with Job Data or Person of Interest without Job Data.
Add a Name
Add Name:

1. On the Biographical Details tab - Add A Person (Figure 2) click the Add Name link. The Edit
Name page (Figure 6) is displayed.

Edit Name
Prefiz: hr -
First: |NICHOLA5 Middle Hame:
Last Name: [TRAINING
Suffix: | =l
| Display Name: RICHOLAS TRAIMIMG
Formal Hame: Mr WICHOLAS TRAIMIMNG
Hame: TRAIMIMNG MNICHOLAS
[6]:4 Cancel Refresh

Figure 6. Edit Name page
2. Complete the fields as follows:

English Name Format

Prefix Select the applicable prefix from the drop-down list.

First Name Enter the person’s first name.

Middle Name Enter the person’s middle name.

Last Name Enter the person’s last name.

Suffix Select the applicable suffix from the drop-down list.

Display Name This field is populated with the person’s information entered in the fields

above after clicking Refresh.
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Formal Name This field is populated with the person’s information entered in the fields
above after clicking Refresh.

Name This field is populated with the person’s information entered in the fields
above after clicking Refresh.

3. At this point the following options are available:

Step Description

Click OK To accept the new data entered. The Biographical Details tab - Add
a Person page (Figure 2) is displayed.

Click Cancel To cancel the action.

Click Refresh To refresh the page. The information entered is displayed in the
corresponding fields.

Add Address Detail

Adding Address Detail:

1. On the Contact Information tab - Add A Person page (Figure 3) click the Add Address Detail link.
The Address History page (Figure 7) is displayed.

Address History

Address Type: Home

Address History First (4] 1af 1 Last

*Effective Date Country “Status  Address:

0150552011 = 2, 123 COmMMON STREET
I B I Q I_Q MEW ORLEAMS, LA 70129

MEW ORLEAMS
O | Cancel | Refresh |
Figure 7. Address History page
2. Complete the fields as follows:
Address Type This field is populated with the type of address.
Address History
Effective Date Enter the effective date or select a date by clicking on the calendar icon.
Country Enter the country or select a country by clicking on the search icon.
Status Enter the status or select a status by clicking on the search icon.
Address This field is populated with information from the Add Address link. For more

information, see Add Address for more information.

10
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3. At this point the following options are available:

|9POIN uos.iad

Step Description

Click OK To accept the new data entered. The Contact Information tab - Add
a Person page (Figure 3) is displayed.

Click Cancel To cancel the action.

Add Address

Add Address:

Click Refresh

To refresh the page.

1. On the Address History page (Figure 7) click the Add Address link. The Edit Address page (Figure
8) is displayed.

Country
Address 1:
Address 2:
Address 3:
City:
County:
ok |

Edit Address

Lnited States

State: I Q Pustal:l

Cancel |

Figure 8. Edit Address page

2. Complete the fields as follows:

Country

This field is system populated.

Address 1

Enter the first line of the address.

Address2

Enter the second line of the address if applicable.

Address 3

Enter the third line of the address if applicable.

City

Enter the city.

State

Enter the state or select a state by clicking on the search icon.

Postal

Enter the postal code.

County

Enter the county.

3. At this point the following options are available:

11



Title 1, Chapter 17
EmpowHR Version 9.0

Step Description

Click OK To accept and save the new data entered. The Address History
page (Figure 7) is displayed.

Click Cancel To cancel the action.

Establishing an Organizational Relationship

12

Only one organizational relationship can be selected when creating the Personal Data record. Additional
relationships can be created directly from the New Employment Instance, New Contingent Worker
Instance, Add Person of Interest Job, and Add a POI type to a person components.

If a person is created without a job data record or POI type record, the system will save the person as a
POI without a job with a POI Type of Unknown. When a record is created and saved for that person on
the Add an Employment Instance component, Add a Contingent Worker component, or Add a POI
Instance component, the system will delete the Unknown POI without job instance for that person.

For more information on establishing an organizational relationship, see:

Employee
Contingent Worker

Person of Interest with Job Data

Person of Interest without Job Data

Employee

An employee organizational relationship is established when the relationship of the person who is hired
provides services to an organization on a regular basis in exchange for compensation. This person does
not provide these services as part of an independent business.

To Add an Employee:
1. On the Organizational Relationships tab - Add A Person page (Figure 5), check the Employee box.

2. Complete the fields as follows:

Person ID This field is populated with the system-assigned ID when adding a new
person. The value will display as New until the record is saved.

Empl Rcd Nbr This field is populated with the next employee record number available for
the person.
Checklist Code Select the applicable checklist code from the drop-down list to apply a

checklist to the person being added. The valid values for this field will vary
based on the user’s agency and access level.

3. Click Add the Relationship to save the data and establish the new person’s organizational
relationship. For more information on Personnel Action Request (PAR) Processing, refer to
Chapter 17, Section 5.

4. After the appropriate relationship data is entered and saved, the Organizational Relationships tab -
Add A Person page (Figure 5) is displayed. Click the Go To Person Checklist link to apply a
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checklist to the person being added. The Person Checklist page is displayed. For more
information, see Person Checklist.

|9POIN uos.iad

Contingent Worker

A contingent worker organizational relationship is established when the relationship of the person who
provides services to an organization is under terms specified in a contract on a non-permanent basis.

For more information on adding a contingent worker, see:
Adding a Contingent Worker
Employment Data

Earnings Distribution
Benefits Program Participation

Adding a Contingent Worker

To add a Contingent Worker:

1. On the Organizational Relationships tab - Add A Person page (Figure 5), check the Contingent
Worker box.

2. Complete the fields as follows:

Person ID This field is populated with the system-assigned ID when adding a new
person. The value will display as New until the record is saved.

Empl Rcd Nbr This field is populated with the next employee record number available for
the person.
Checklist Code Select the applicable checklist code from the drop-down list to apply a

checklist to the person being added. The valid values for this field will vary
based on the user’s agency and access level.

3. Click Add the Relationship. The Work Location tab - Contingent Worker page (Figure 9) is
displayed.

13
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|/ Work Location {_Job Information

MICHOLAS TRAIMING CWR 1D: 243787 EmplRed# 0

Find First E 4 of 1 II' Last
Calculate Status and Datesl GoTo Rowl =l

HR Status: Active Job Status: Active
*Effective Date; IE"l 10572011 E'J Sequence; I o *Joh Indicator: I Primary Joh :|'
- Action: | Add Man-Ernplayee x| Reason | =l
Code:
Curramnt
Last Start Date: 01/05/2011 Termination Date:

Expected Job End Date I e

Paosition Entry Date: I &
Position Number: I Q

Override Fosition Data | ™ Position Management Record
*Regulatory Region: [usa QL United States
*Company: I Q
*Business Unit: [sTDBU Standard BU for USDA Department Entry Date: [ &

*Department; I Q
Location: I Q
Establishment ID: I Q Date Created:

01/06/2011
Joh Data Employment Data  Eamings Distribution Benefits Pragram Participation
ok | cancel | apply | = previous o | Sibesttab | 7 Retresh |
Wark Location | Job Information
Figure 9. Work Location tab - Contingent Worker page
4. Complete the fields as follows:
Name This field is populated with the person’s name.
Person This field displays the person’s relationship to the organization.
ID This field is system populated.
Empl Red # This field is system populated with the employee record number for the
person.
Work Location
HR Status This field is system populated.
Job Status This field is system populated.
Effective Date Enter the effective date or select a date by clicking the calendar icon. When a

new instance with the action of Hire is added, the effective date entered
becomes the hire and original hire date.

14
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Sequence

Use this number to track multiple administrative actions that occur on the
same day. The default value is 0, the correct number for new instances.

O
o
o
]
=]
S
=
[=]
o
W

Job Indicator

Select the applicable job indicator from the drop-down list. The valid values
are Primary Job, Secondary Job, and Not Applicable. This field
is used to process people with more than one organizational instance in a
single organizational relationship.

Action Select the action requiring you to create or modify this record from the
drop-down menu. The system displays a default value when a new
employment, contingent worker, or POl instance is created.

Reason Select the reason requiring you to create or modify this record from the

drop-down menu. The system displays a default value when a new
employment, contingent worker, or POl instance is created. The valid values
for this field will vary based on the user’s agency and access level.

Last Start Date

Enter the most recent start date for this organizational instance.

Termination Date

This field is populated with the day before the termination effective date.

Expected Job End Date

Enter the expected job end date for this job or select a date by clicking on the
calendar icon.

If this job is a temporary assignment and a date is not entered here, a
Temporary Assignment without End Date report can be ran to identify those
assignments that do not have an end date. This date is necessary if you
want the system to terminate this job and reactivate any substantive job that
may be on hold.

The system displays the day before the termination effective date as the
termination date.

Position Entry Date

This field is populated with the effective date based on the position number
entered for this person. The data can be overridden by clicking Override
Position Data.

Position Number

Enter the position number or select a number by clicking on the search icon.
The available entry or selection of the position number is dependant on the
person type relationship.

Define positions in the Position Informantion component. Completing this
field allows the system to complete position-related fields in the Job Data
component with default data from the Add/Update Position Infor Component,
including job code, department, location, supervisor level, reports to, and full-
or part-time status. The corresponding fields become unavailable for entry.

A warning message will appear if a person is assigned to a position that is
already filled and if the new appointment exceeds the maximum head count
for that position. The system calculates the head count and displays the
appropriate indicator in the Open//Filled field in the Add/Update Position Info
component when assignments are changed.

Position Management
Record

This box is selected when changes are made to fields in the Add/Update
Position info component that initiate a system update of fields here. When
this box is selected it indicates that the system inserts a data row on the Job
Data pages.

15
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Regulatory Region This field is populated based on the regulatory region specified for the
position this person is associated with. The data can be overridden by
clicking Override Position Data.

If the person is not assigned to a position, this field is populated with the
regulatory region for the person, based on the user preferences. This entry
can be overridden.

Company This field is populated based on the company specified for the position
associated with this person and cannot be modified. The data can be
overridden by clicking Override Position Data.

This field is populated with a default company code if the person is not
assigned to a position, but a company is assigned to a department in the
department table.

If no company is designated on the Department table, enter a company or
select a company by clicking the search icon.

Business Unit This field is populated based on the business unit specified for the position
associated with this person and cannot be modified. The data can be
overridden by clicking Override Position Data.

This field is populated with a default business unit if the person is not
assigned to a position. The default can be overridden.

Department Entry Date This field is system populated.

Department This field is populated based on the position number entered.

Location This field is populated based on the position number entered.
Establishment ID Enter the establishment ID or select an ID by clicking on the search icon.
Date Created This field is system populated.

5. Click Calculate Status and Dates to calculate the person’s HR, job, or payroll status and the
employment dates so that the changes can be reviewed before the component is saved. This button
is displayed when changes are made to the effective date or one or the status fields.

6. Click Override Position Data to enter exceptions to the default position data for this person. This
opens up the unavailable fields, including Job Code and Depart, and entries in those fields can be
overridden. For example, the worker might have a higher salary grade than the standard grade that
is associated with the position. When Override Position Data is clicked, the button becomes Use
Position Data, and vice versa. This button is available only on new rows of data.

Note: If the defaults for position-related data are overridden, the employee data must be
maintained manually; the system doesn’t update the position data on the Job Data pages with data
from the Add/Update Position Info component unless Use Position Data is clicked.

7. Click the Job Information tab. The Job Information tab - Contingent Worker page (Figure 10) is
displayed.
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NICHOLAS TRAINING CWR ID: 243787 EmplRcd # 2
Job Information =
Effective Date: 014052011 Effective Sequence: 0 5 Job Indicator: Primary Job GoTo F*°W|
Action: add Reason
Code:
Current

*Job Code: I Q Entry Date: I e

Supervisor Level: I Q
Reports To: I &

‘RegularTemporary: [<29u12r =] *FulliPart: [Ful-Tme =]
I j *Officer Code: INone j'

Shift Rate: I

Shift Factor: I

-

Empl Class:

*Regular Shift: MNIA ~

Standard Hours: I 40.00
\Work Period: IW QL Weekly
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Contract Humber: I Q Contract Type:

Next Contract Numper |
P = yss,
Job Data Employment Data  Earnings Distribution Benefits Program Padicipation
OK | Cancel | Apply | Previous 1ah| et tak | 4 Refrash |

Work Location | Joh Informatian

Figure 10. Job Information tab - Contingent Worker page

8. Complete the fields as follows:

Name This field is populated with the person’s name.

Person This field displays the person’s relationship to the organization.

ID This field is system populated.

Empl Red # This field is populated with the employee record number for the person.

Job Information

Effective Date This field is populated based on the data selected on the Work Location tab
(Figure 9).
Effective Sequence This field is system populated.
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This field is populated based on the data selected on the Work Location tab
(Figure 9).

Action

This field is populated based on the data selected on the Work Location tab
(Figure 9).

Reason

This field is populated based on the data selected on the Work Location tab
(Figure 9).

Job Code

This field is populated based on the job code specified for the position
associated with this person, the system enters a default job code and cannot
be modified. The data can be overridden by clicking Override Position
Data on the Work Location tab (Figure 9).

If the person is not assigned to a position, enter the job code or select a code
by clicking the search icon.

Note: If this person is attached to a labor agreement on the Job Labor
tab and that labor agreement is associated with job codes, a job code
that is valid for the labor agreement must be selected.

Entry Date

This field is populated with the date on which the person is first assigned to
this job code. If you are using position management, this field cannot be
modified. The data can be overridden by clicking Override Position Data
on the Work Location tab (Figure 9).

Supervisor Level

Supervisor levels are a class of positions that represent levels of some
managerial or supervisory significance and can be used as another type of
employee identifier.

If a specified supervisor level of this position is associated with this person,
the system enters a default supervisor level and this field cannot be modified.
The data can be overridden by clicking Override Position Data on the
Work Location tab (Figure 9).

If the person is not assigned to a position, enter the supervisor level or select
a level by clicking the search icon.

Reports To

This field displays the position number, title, and name of the manager
associated with this position.

If a specified “reports to” number for this position is associated with this
person, the system enters a default value and this field cannot be modified.
The data can be overridden by clicking Override Position Data on the
Work Location tab (Figure 9).

If the person is not assigned to a position and is assigned a reports to ID to a
department in the Department Table, a default reports to ID appears.

If the person is not assigned to a position, enter the reports to ID or select an
ID by clicking the search icon.

Regular/Temporary

This field is populated based on the position number entered or selected and
cannot be modified. The data can be overridden by clicking Override
Position Data on the Work Location tab (Figure 9).

Full/Part

This field is populated based on the position number entered or selected and
cannot be modified. The data can be overridden by clicking Override
Position Data on the Work Location tab (Figure 9).

If the person is not assigned to a position, select the applicable value from
the drop-down menu. The valid values are Full-time and Part-time.

Empl Class

18
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Officer Code

Select the Officer Code from the drop down list.

Regular Shift

|9POIN uos.iad

This field is populated based on the position number associated with the
person and cannot be modified. The data can be overridden by clicking
Override Position Data on the Work Location tab (Figure 9).

Select the appropriate shift if the worker is working shifts. If the worker does
not work shifts, leave the Shift Rate and Factor fields blank. The default value
is N/A.

Shift Rate

Enter the Shift Rate information.

Shift Factor

Enter the Shift Factor information.

Standard Hours

Standard Hours

Enter the number of standard hours.

Work Period Enter the Work Period or select a work period by clicking on the search icon.
FTE Enter the FTE information.
Contract #

Contract Number

Enter the contract number or select a number by clicking the search icon.

Contract Type This field is populated information that corresponds with contract number
entered or selected.

USA

FLSA Status Select the FLSA status from the drop down list. The valid values are Exmpt
and Nonexempt. This field defaults to (Invalid Value).

EEO Class Select the EEO class from the drop down list.

Work Day Hours

Step

Enter the work day hours.

9. At this point the following options are available:

Description

Click Employment
Data

To add employment data. For more information, see Employment
Data.

Click Earnings
Distribution

To add earnings data. For more information, see Earnings
Distribution.

Click Benefits

To add benefits data. For more information, see Benefits

Program Participation | Program Participation.

Employment Data

This link allows users to enter the person’s employment information.

To enter employment Data:

1. Click the Employment Data link at the bottom of any tab on the Contingent Worker page. The
Employment Data tab - Add a Person page (Figure 11) is displayed.
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/ Employment Information

MICHOLAS TRAIMIMNG CYWR 1D: 243787 EmplRcd #: 10
Organizational Instance Rcd: 0 Original Start Date: " override
Last Start Date: First Start Date;
Termination Date: Years Months Days
Org Instance Service Date; ™ override ':" ] 0 a

Provider ID: I (&}

Instance Record

Last Assignment Start Date: 01/08:2011 First Assignment Start: 01/0852011
Assignment End Date:

HomeHost Classification: Home Years Months Days

Company Seniority Date: I~ override il il ]

Benefits Service Date: I override ¥ i 0

Seniority Pay Calc Date: I override @ o i i}

Probation Date: I El
Commencing Date of Service: I El Last Verification Date: I [&]

Business Title: | Position Phone: |
P Eusa
Job Data Ernployment Data Earnings Distribution Benefits Program Participation
[o]'S | Cancel | Apply | % Refresh |

Figure 11. Employment Data tab - Add a Person page

2. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person This field displays the person’s relationship to the organization.
Person ID This field is populated with the person ID assigned to the person.
Empl Red # This field is populated with the employee record number.

Organizational Instance

Organizational Instance  This field is populated with the organizational instance record number. The

Rcd number of the instance associated with the job data record. The
organizational instance record number is the same as the ERN of the
controlling instance.
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Original Start Date

This field is populated with the system date on which the job data record is
first created in the system. This date is not the effective date of the first job
data record or the effective date of the job data row with the action of HIR.
This date can be overridden to reflect an earlier start date, for example if the
person has previously worked for the organization.
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Override

Check this box if the original start date is modified to reflect an earlier start
date than the system populated date.

Last Start Date

This field is populated with the most recent start date for the current
organization instance. The system populates this field originally with the
effective date of the controlling instance’s job data row with the action of HIR
and then refreshes it with the effective date of job data rows with the actions
REH (for employees) or RNW (for contingent workers).

Note: This date is different from the first start date if the organization
instance has been inactive and then reactivated.

First Start Date

This field is populated with the first start date for the current organization
instance. The system populates this field with the effective date of the first job
data row with the action of HIR (for employees) or ADD (for contingent
workers) from the controlling instance.

Note: This date is used as the hire date in reports. This date is not
refreshed unless a new row in the controlling instance with one of
these actions is added. This would only be necessary if the hire date
needs to be reset.

Termination Date

This field is populated with the effective date of the controlling instance’s job
data row with the action of TER or COM, if applicable.

If a person’s controlling instance is rehire or renew, the system clears this
field.

Org Instance Service
Date

This field is populated with the system date on which the current job data
record was created in the system. This date can be earlier than the effective
date of the firs job data record or the effective date of the job data row with
the action of HIR. This date can be overridden to reflect an earlier service
date. For example if the person has previously worked for the organization.
The system calculates the number of years, months and days of service for
the person.

Override Check this box if the organizational instance service date is modified to
reflect an earlier service date than the system populated date.

Years This field is populated with the amount of years of service for the person.

Months This field is populated with the amount of months of service for the person.

Days This field is populated with the amount of days of service for the person.

Provider ID Enter the provider ID or select and ID by clicking the search icon.

Organizational Assignment Data

Instance Record
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This field is populated with the most recent start date for the current
assignment. The system populates this field with the effective date of the job
data row with an action that reactivates the assignment. This date is different
from the first assignment start date if this assignment has been inactive and
then reactivated.

First Assignment Start

This field is populated with the first start date for the current assignment. The
system populates this field with the effective date of the first job data row with
an action that activates the assignment.

Assignment End Date

This field is populated with the effective date of the job data row with the
action of TER or COM , if applicable.

Home/Host Classification

This field applies to workers who are on assignments and identifies whether
the current job is at the worker’s home location of the assignment location.
Select Home for a new hire.

Company Seniority Date

This field displays the company seniority date. This date can be modified by
selecting the override box and then entering another company seniority date
or selecting a date by clicking the calendar icon. Based on the date entered

the system calculates the number of years, months, and days of seniority for
the person.

Override Check this box to override the company seniority date.

Years This field is populated with the amount of years of seniority for the person.
Months This field is populated with the amount of months of seniority for the person.
Days This field is populated with the amount of days of seniority for the person.

Benefits Service Date

This field displays the date of service for a person. This date can be modified
by selecting the override box and then entering another benefits service date
or selecting a date by clicking the calendar icon. Based on the date entered
the system calculates the number of years, months, and days of service for a
person, including any credit for military leave or the total amount of time that
the person works for multiple departments in the organization. This date is
used to calculate benefits eligibility.

Override Check this box to override the benefit service date.

Years This field is populated with the amount of years of service for the person.
Months This field is populated with the amount of months of service for the person.
Days This field is populated with the amount of days of service for the person.

Seniority Pay Calc Date

This field displays the seniority pay calculation date. This date can be
modified by selecting the override box and then entering the date the system
should use to calculate seniority-based pay or selecting a date by clicking the
calendar icon. Based on the date entered the system calculates the number
of years, months, and days of seniority pay calculation for the person.

Note: The system used the original start date as the default value.

Override

Check this box to override the seniority pay calculation date.

Years

This field is populated with the amount of years of seniority pay calculation
for the person.
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Months This field is populated with the amount of months of seniority pay calculation
for the person.
Days This field is populated with the amount of days of seniority pay calculation for
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the person.

Probation Date

Enter the date the worker is placed on probation or select a date by clicking
the calendar icon.

Commencing Date of
Service

Enter the commencing date of service or select a date by clicking the
calendar icon.

Last Verification Date

Enter the date the person verified his/her personal data in the system or
select a date by clicking the calendar icon.

Business Title

This field is populated with the default title for the position number that is
assigned to the person on the Work Location tab - Contingent Worker page

(Figure 9).

Position Phone

This field is populated with the default phone number for the position number
that is assigned to the person on the Work Location tab - Add a Contingent

Worker page (Figure 9).

USA

Owns 5% (or More) of
Company

Check this box if applicable.

Appointment End Date

Enter the appointment end date or select a date by clicking the calendar icon.

Contract Length

Select a contract length from the drop-down menu.

Accrue Tenure Services

Check this box to activate the tenure accrual.

FTE for Tenure Accural

Enter the FTE to be used in tenure accruals. FTE cannot be greater than 1.0.
On multiple jobs, the sum of the FTEs of all the jobs selected to accrue
tenure cannot be greater than 1.0.

Service Calculation
Group

Enter the Service Calculation Group that represents a group of employees
who have the same calculation rules applied to their service accrual process
or select a group by clicking the search icon.

FTE for Flex Service
Accrual

Enter the FTE value to be used in prorating the worker’s accrued service.

Note: If you choose OK, you are returned to the Organizational Relationships tab - Add a Person

page (Figure 5).

Earnings Distribution

This link allows users to distribute standard earnings for a person.

To enter employment Data:

1. Click the Earnings Distribution link at the bottom of any tab on the Contingent Worker page. The
Job Earnings Distribution tab - Add a Person page (Figure 12) is displayed.
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/ Job Earnings Distribution

MICHOLAS TRAIMIMNG CWR ID: 243787 EmplRcd #: 0
Earnings Distribution Type Find  First {4 or 1 [ Last
Effective Date: 01/0sr2011 Effective Sequence: ] m Job Indicator:  Frimary Job GoTo Rowl
Action: Add Reason
Code:
Current
Standard Hours: 40.00 Work Period: Wy Weekly
Compensation Rate: Comp Freq: A Annual
*Earnings Distribution Type: Maone j
Job Earnings Distribution Find First [+ 1af 1 [¥] Last
Position Unit Department Job Code Shift =
| % | o G =]
*Earn Code GL Pay Type Compensation Rate Std Hrs Distrh %
[ [ | |
Combination Code:
Job Data Employment Data  Earnings Distribution Benefits Program Participation
0K | Cancel | Apply | % Refresh |

Figure 12. Job Earnings Distribution tab - Add a Person page

2. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person This field displays the person’s relationship to the organization.
Person ID This field is populated with the person ID assigned to the person.
Empl Red # This field is populated with the employee record number.

Earnings Distribution Type

Effective Date This field is populated with the effective date.

Effective Sequence This field is populated with the effective sequence number.

Job Indicator This field is populated with the job indicator.

Action This field is populated with the action.

Reason This field is populated with the applicable reason.

Standard Hours This field is populated with the number of standard hours for the person.
Work Period This field is populated with the work period of the person.
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Compensation Rate This field is populated with the person’s compensation rate. =
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o
Comp Freq This field is populated with the frequency of compensation for the person. W
Earnings Distribution Select an earnings distribution type from the drop-down menu.
Type

Job Earnings Distribution

Position Enter the position number or select a number by clicking the search icon.
Unit Enter the unit or select a unit by clicking the search icon.

Department Enter the department or select a department by clicking the search icon.
Job Code Enter the job code or select a code by clicking the search icon.

Shift Select a shift from the drop-down list.

Earn Code Enter the earn code or select a code by clicking the search icon.

GL Pay Type Enter the GL pay type.

Compensation Rate Enter the compensation rate or select a rate by clicking the calculator icon.

This field is only available if the earnings distribution type is By Amount.

Std Hrs Enter the number of standard hours. This field is only available if the earnings
distribution type is By Hours.

Distrb % Enter the distribution percent. This field is only available if the earnings
distribution type is By Percent.

Earnings Chartfields

Combination Code This field is populated based the information entered from the Edit Chart
fields link.

Note: If you choose OK, you are returned to the Organizational Relationships tab - Add a Person page
(Figure 5).

3. Click the Edit Chart Fields link. The Chart Field Detail page (Figure 13) is displayed.
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ChartField Detail

Combination Code: |

Ok | Cancel |

Q

Search | ¥ Combination Codes

Figure 13. Chart Field Detail page

4. Complete the fields as follows:

Combination Code Enter the combination code or select a code by clicking the search icon.

Acct Enter the account or select and account by clicking the search icon.

5. At this point the following options are available:

Step Description

Click search To search for all accounts related to the combination code entered.

Click OK To accept the entries and return to the Job Earnings Distribution tab
- Add a Person page (Figure 12).

Click Cancel To cancel the entries and return to the Job Earnings Distribution tab

- Add a Person page (Figure 12).

Benefits Program Participation

This link allows users to enter the person’s benefit information.

To enter benefits program participation Data:

1. Click the Benefits Program Participation link at the bottom of any tab on the Contingent Worker
page. The Benefits Program Participation tab - Add a Person page (Figure 14) is displayed.
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/ Benefit Program Participation
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MICHOLAS TRAINIMNG CWR ID: 243787 EmplRcd# 0

Benefit Record Number: I':I

Benefit Status ind First [ 1of 1 [+ Last
Effective Date: 011052011 Effective Sequence: 0 GoTo Rowl
Action: Add Mon-Employes Reason

Code:
Current

|Mat Managed in PeapleSoft = |

“Benefits System: Benefits Employee Status:  Active

Annual Benefits Base Rate: I D UsD

Benefit Program Participation sl First B g or 4 M Lot
*Effective Date “Benefit Program Currency Code =l
|u1msxzm1 [5] | a,

Job Data Employment Data  Earnings Distribution Benefits Program Paricipation
0K | Cancel | Apply | 4 Refresh |

Figure 14. Benefits Program Participation tab - Add a Person page

1. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person This field displays the person’s relationship to the organization.
Person ID This field is populated with the person ID assigned to the person.
Empl Red # This field is populated with the employee record number.

Benefit Record Number  This field is populated with the benefit record number which is an identifier
that links two or more jobs for benefits purposes. The value is set to 0 by the
system. The value can be overridden to attach this job to a different benefit
record number. The system clears the benefits program data and
repopulates it with values that are attached to the benefit record number that

is entered.
Benefit Status
Effective Date This field is populated with the effective date.
Effective Sequence This field is populated with the effective sequence.
Action This field is populated with the action selected on the Work Location tab -

Contingent Worker page (Figure 9).

Reason This field is populated with the reason selected on the Work Location tab -
Contingent Worker page (Figure 9).
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Benefits System Select a benefits system from the drop-down menu.
Note: Select Not Managed in PeopleSoft to filter out persons
who have insufficient employment and job information to support
benefit enrollment.

Benefits Employee This field is populated with the benefit status of the employee.

Status

Annual Benefits Base Enter the base rate of the annual benefits or select a rate by clicking the
Rate calculator icon.

Benefit Program Participation

Effective Date Enter the effective date or select a date by clicking the calendar icon.
Benefit Program Enter the benefit program or select a program by clicking the search icon.
Currency Code This field is populated with the code of the currency that is specified for the

benefit program in the Benefit Program table.

2. At this point the following options are available:

Step Description

Click OK To accept the new data entered. The Organizational Relationships
tab - Add a Person page (Figure 5) is displayed.

Click Cancel To cancel the action.

Click Apply To apply the new data. The Organizational Relationships tab - Add
a Person page (Figure 5) is displayed.

Click Refresh To refresh the page.

3. After the appropriate relationship data is entered and saved, the Organizational Relationships tab -
Add a Person page (Figure 5) is displayed. Click the Go To Person Checklist link to apply a
checklist to the person being added. The Person Checklist page is displayed. For more
information see Person Checklist.

Person of Interest with Job data

A person of interest with job data organizational relationship is established when the person is of interest
to the organization and has job data, but does not have an employee or a contingent worker relationship
with the organization.

To add a Person of Interest with job data:

1. On the Organizational Relationships tab - Add A Person page (Figure 5), check the Person of
Interest box.

2. Select the type of Person of Interest to be added. The valid values in this drop-down menu will
vary based on the user’s agency and access level.

3. Click Add the Relationship. The Work Location tab - Contingent Worker page (Figure 9) is
displayed. For more information, see Contingent Worker.

4. After the appropriate relationship data is entered and saved, the Organizational Relationships tab -
Add A Person page (Figure 5) is displayed. Click the Go To Person Checklist link to apply a
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checklist to the person being added. The Person Checklist page is displayed. For more
information see Person Checklist.

|9pPON uos.iad

Person of Interest without Job Data

A person of interest organizational relationship is established when the person is of interest to the
organization, but does not have an employee or a contingent worker relationship with the organization.

To Add a Person of Interest without job data:

1. On the Organizational Relationships tab - Add A Person page (Figure 5), check the Person of
Interest box.

2. Select the type of Person of Interest to be added. The valid values in this drop-down menu will
vary based on the user’s agency and access level.

3. Complete the fields as follows:

Person ID This field is populated with the system-assigned ID when you are adding a
new person. The value will display as New until the record is saved.
Empl Rcd Nbr This field is system populated.

Select the applicable checklist code from the drop-down menu to apply a
checklist to the person being added. The valid values for this field will vary
based on the user’s agency and access level.

Checklist Code

4. Click Add the Relationship. The Add Person of Interest tab - Person of Interest page (Figure 15) is
displayed.

|/ Add Person of Interest |

MICHOLAS TRAIMIMNG Person ID: 243787

Person of Interest Type: Contractor without Jab

First E 1cf 1 |E| Last

Finud | Wigw Al

Get Enahled Security Types

F[=

*Effective Date:

|h1msrzn11 [

*Security Access
Type

| -]~

Enabled

Person of Interest History

Value 1

—a

Customize | Find | i

Customize | Find | 2

Value 2

First |E| 1 of 1 |I| Last

More Information

‘Effective Date ’Status  Planned Exit
1 [ormszomt 5 [a Q| el =¥ =
]

ok | cancel | appy |

First E 1 cf 1 |I| Last

[ [=]

Figure 15. Add Person Of Interest tab - Person Of Interest page
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5. Complete the fields as follows:

Person ID

This field is populated with the system-assigned ID when you are adding a
new person. The value will display as New until the record is saved.

Person Of Interest Type

This field is populated based on the person of interest type selected on the
Organizational Relationships tab - Add A Person page (Figure 5).

Security Data

Effective Date

Enter the effective date or select a date by clicking on the calendar icon.

Security Access Type

OR

Select the security access type from the drop-down list. Valid value is
Department ID.

6. Click Get Enabled Security Types. All security access types are added and enabled.

Enabled

Check this box if applicable.

Value 1

Enter the value or select a value by clicking on the search icon. If the security
access type Business Unit or Institution is selected, select the
business unit or institution associated with this person for security purposes.

If the security access type Location is selected, first select the appropriate
business unit for the location’s SetID in Security Key 1 and the location
associated with this person for security purposes in Security Key 2.

Value 2

Enter the Dept ID or select an ID by clicking on the search icon.

Effective Date

Enter the effective date or select a date by clicking the calendar icon.

Status

Enter the status or select a status by clicking on the search icon.

Planned Exit

Enter the planned exit date or select a date by clicking on the calendar icon.

More Information

Enter any additional information.

7. At this point the following options are available:

Step

Description

Click OK

To accept changes and return to the Add Person Of Interest tab -
Person Of Interest page (Figure 15).

Click Cancel

To cancel action and return to the Add Person Of Interest tab -
Person Of Interest page (Figure 15).

Click Apply

To apply changes and return to the Add Person Of Interest tab -
Person Of Interest page (Figure 15).

8. After the appropriate relationship data is entered and saved, the Organizational Relationships tab -
Add A Person page (Figure 5) is displayed. Click the Go To Person Checklist link to apply a
checklist to the person being added. The Person Checklist page is displayed. For more
information see Person Checklist.



Title 1, Chapter 17
EmpowHR Version 9.0

Search for Matching Persons
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To search for matching persons:

1. From the The Add A Person tab page (Figure 1), click the Search for Matching Persons link. The
Search Criteria page (Figure 16) is displayed.

Search Criteria
Search Type: Person ™ Ad Hoc Search

Search Parameter: PSHR_SAVE_TIME HR &uto Run at Save Time

Search Result Code: | Q

User Default Search | CIearAIIl CarrleResetl
Search Fields Value
| Q

First Mame Search

Last Name Search | a
Date of Birth | El
Gender I Q
Search by Order Humber
Search Order Description
Selective 5 h
30 Mame,Bday, Gender elective Sear; |
40 MNarme,Gender Selective Search |
50 Marme Cnly Selective Search |

Figure 16. Search Criteria page

2. Complete the fields as follows:

Search Type This field is system populated.

Ad Hoc Search This box defaults to being unchecked and cannot be modified.

Search Parameter This field is populated with the guidelines of the search and cannot be
modified.

Search Result Rule
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Search Result Code Enter the applicable search code or select a code by clicking the search icon.

Search Criteria

First Name Search Enter the person’s first name.

Last Name Search Enter the person’s last name.

Date Of Birth Enter the person’s date of birth or select a date by clicking on the calendar
icon.

Gender Enter the person’s gender information.

Search by Order Number

Search Order This field is populated.

Description This field is populated with the description of the corresponding search order.

3. At this point the following options are available:

Step Description

Click Search To search based on the criteria entered.

Click Clear All To clear all prior entries on this page.

Click Selective Search | To narrow down the search criteria for the category selected.
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Modify A Person

|9POIN uos.iad

The Modify a Person component allows the user to modify information about a person.

For more information on modifying a person, see:

Modifying Biographical Details
Modifying Organizational Relationships

To modify a person:
1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.
3. Select the Biographical menu item.

4. Select the Modify A Person component. The Personal Data page - Find An Existing Value tab
(Figure 17) is displayed.

Personal Data

Enter any informatian yau have and click Search. Leave fields blank far a list of all values.

[ Find an Existing Value ' Add a New Value |

EmplID: |hegins wyith jl
Hame: |hegins withjl
Last Name: | begins with ||
Second Name: | begins with = | |

Alternate Character Mame:| bedins with j |

Middle Name: | beains with =] |
™ Include History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew Yalue

Figure 17. Personal Data page - Find An Existing Value tab

5. Complete the fields as follows:

33



Title 1, Chapter 17
EmpowHR Version 9.0

EmplID Enter the employee ID.

Name Enter the employee’s first name.
Last Name Enter the employee’s last name.
Second Name Enter the employee’s middle name.
Alternate Character Enter the the employee’s nickname.
Name

Include History Check this box if applicable.
Correct History Check this box if applicable.

Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered.
OR

Click Clear to clear all entries.

7. Select the applicable value from the search results. The Biographical Details tab - Add A Person
page (Figure 2) is displayed. Locate the field(s) to be modified and see field instructions in Add a
person for the Biographical Details, Contact Information and Regional tabs for further
information.

Note: Fields that require a PAR for Federal employees cannot be modified on this page. Those actions
must be processed through the HR Processing page.

Modifying Biographical Details

This section contains the following topics:
Additional Names
Drivers License Data

Volunteer Activities

General Comments

Additional Names

The Additional Names component allows the user to maintain additional name types for a person.

To add an additional name:

1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.

3. Select the Biographical menu item.
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4. Select the Additional Names component. The Find an Existing Value tab - Additional Names page

(Figure 18) is displayed.

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

[ Find an Existing Value

Search by: |EmpliD | beains with
™ Include History | Correct History

Search | Advanced Search

Figure 18. Find an Existing Value tab - Additional Names page

5. Complete the fields as follows:

Search by Select the applicable value from the drop-down menu, then enter the
appropriate search criteria.

Include History Check this box if applicable.

Correct History Check this box if applicable.

Case Sensitive Check this box if applicable.

6. Click Search to select the applicable person. The Names Other tab - Additional Names page
(Figure 19) is displayed.

{ Names Other
MICHOLAS TRAIMIMG Person ID: an100z2
Customize | Find | view Al | B8 First (4] 1 or 1 [H Last
Type of Name As Of Date Hame Status
1 Primary 0172052009 MICHOLAS TRAINIMNG Active Wiew Mame History =
& Save | L\ Return ta Search | +[5] Previous in List | +E] Mext in List | [=] motify | UpdateDisplay | | ] Include Histary | [ Correct History

Figure 19. Names Other tab - Additional Names page
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7. The fields are displayed as follows:

Person ID This field is populated with the person ID assigned to the person.

Current Names

Type Of Name This field is populated with the type of name for this person.
As Of Date This field is system populated.

Name This field populated with the name of the person.

Status This field is populated with the status of the person.

8. Click the View Name History link. The Name History page (Figure 20) is displayed.

Mame History

Type of Hame: Prirmary

Find  First [ 4 o4 [ Last

Effective Date: Hame: Status:
020020049 TRAIMIMNG, MICHOLAS Yiew Marme  Active
]34 Cancel

Figure 20. Name History page

9. The fields are displayed as follows:

Name History

Type Of Name This field is populated with the type of name.

Name

Effective Date This field is populated with the effective date.

Name This field is populated with the full name of the employee.
Status This field is populated with the status of the name.

10. Click OK. The Names Other tab - Additional Names page (Figure 19) is displayed.
OR
Click Cancel. The Names Other tab - Additional Names page (Figure 19) is displayed.
OR

36



Title 1, Chapter 17
EmpowHR Version 9.0

Click the View Name link. The View Name page (Figure 21) is displayed.

View Name

Prefixz:
First:

Last Mame:
Suffiz:

0] 4 Cancel

|9POIN uos.iad

MICHOLAS Middle Name:
TRAIMIMNG

Display Hame: MICHOLAS TRAINMIMNG

Formal Name: NICHOLAS TRAIMIMG

Name: TRAIMIMNG, MICHOLAS

Figure 21. View Name page

11. The fields are displayed as follows:

English Name Format

Prefix This field is populated with the prefix of the employee’s name.
First Name This field is populated with the first name of the employee.
Middle Name This field is populated with the middle name of the employee.
Last Name This field is populated with the last name of the employee.
Suffix This field is populated with the suffix of the employee’s name.
Display Name This field is populated with the employee’s first and last name.

Formal Name

This field is populated with the prefix and the first and last name of the
employee.

Name

This field is populated with the first, middle, and last name of the employee.

12. Click OK. The Name History page (Figure 20) is displayed.

OR

Click Cancel. The Name History page (Figure 20) is displayed.

13. Click OK. The Names Other tab - Additional Names page (Figure 19) is displayed.

OR

Click Cancel. The Names Other tab - Additional Names page (Figure 19) is displayed.

14. At this point the following options are available:
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Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.

Click Include History. | To include history.

Click Correct History. | To correct a history record.

Driver’s License Data

The Driver’s License Data component allows the user to identify or modify driver’s license information.

To enter driver’s license data:
1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.
3. Select the Biographical menu item.

4. Seclect the Driver’s License Data component. The Find an Existing Value tab - Driver’s License
Data page (Figure 22) is displayed.

Driver's License Data

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

[ Find an Existing Value

EmplID: |hegins withjl
Hame: |hegin5 withjl
Last Hame: |hegin5 withjl
Second Name: |hEQiﬂ5 with ﬂ'

Alternate Character Mame:| bedins with j |

Middle Name: | begins with = ||

" Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Figure 22. Find an Existing Value tab - Driver’s License Data page
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5. Complete the fields as follows: 5
g
EmplID Enter the Employee ID. ()
Name Enter the employee’s first name.
Last Name Enter the employee’s last name.
Second Name Enter the employee’s second name.
Alternate Character Enter the the employee’s nickname.
Name
Middle Name Enter the employee’s middle name.
Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered.
OR
Click Clear to clear all entries.

7. Select the applicable value from the search results. The Drivers License tab - Drivers License Data
page (Figure 23) is displayed.

{ Drivers License

MICHOLAS TRAIMIMNG Person ID: gooaot

Driver's License Information First [4] 1af 1 [ Last

‘Driver's License # | =]
Country: Jusa & United States

State: I Q

Issue Location: I Issuing Authority: I

Valid from#o: I E'J I Eﬂ
Number of Violations: I U Number of Points: I 0 I License Suspended

Comment: | ﬂ

License Type: I Q El

First E 1cf1 IE Last

B save | LU Return to Search | +[E Previous in List | +[5] Mext in List | Matify |

Figure 23. Drivers License tab - Drivers License Data page
8. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.
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Driver’s License Information

Driver’s License #

Enter the driver’s license number.

Country Enter the country the driver’s license was issued or select a country by
clicking the search icon. The full name of the entry or selection is displayed
to the right of the field.

State Enter the state in which the driver’s license was issued or select a state by

clicking the search icon.

Issue Location

Enter the location the driver’s license was issued.

Issuing Authority

Enter the issuing authority.

Valid From/To

Enter the dates the driver’s license is valid from and to or select the dates by
clicking the calendar icon.

Number Of Violations

Enter the number of violations.

Number Of Points

Enter the number of points.

License Suspended

Check this box if the employee’s license has ever been suspended.

Comment

Enter any applicable comments.

License Type

License Type

Enter the type of license or select a type by clicking the search icon.

9. At this point the following options are available:

Step

Description

Click Save.

To save the new data entered.

Click Return To

Search.

To search for another person.

Click Previous In List.

To go back to the previous person in the list.

Click Next In List.

To go to the next person in the list.

Click Notify,

To send a natification.

Volunteer Activities

The Volunteer Activities component allows the user to identify a person’s participation in volunteer
programs.

To enter volunteer activities:

1
2
3.
4

Select the Workforce Administration menu group.

Select the Personal Information menu.

Select the Biographical menu item.

Select the Volunteer Activities component. The Find an Existing Value tab - Volunteer Activities
page (Figure 24) is displayed.
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VYolunteer Activities

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

[ Find an Existing Value

EmpliD: |begins withj|
Hame: |hegin5 withjl
Last Name: | beains with ||
Second Name: |bEEIiﬂ5 with ﬂl

Alternate Character Name: | begins with = ||

Middle Name: | begins with =] |

[ case Sensitive

Search Clear | Basic Search Save Search Criteria

Figure 24. Find an Existing Value tab - Volunteer Activities page

5. Complete the fields as follows:

EmplID Enter the Employee ID.

Name Enter the employee’s name.

Last Name Enter the employee’s last name.
Second Name Enter the employee’s middle name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered.
OR

Click Clear to clear all entries.

7. Select the applicable value from the search results. The Volunteer Activities tab - Volunteer
Activities page (Figure 25) is displayed.
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[ Volunteer Actiities

MNICHOLAS TRAIMIMNG Person ID: oooom

First E 1 of 4 |I| Last

“Volunteer Organization: [a =

*Start Date: I B
End Date: I Eﬂ

Chapter Name: I

¥ part-time " Full-time

*Type of Volunteer: I Cther vl

I Is Yolunteer on Leave

[ Save | SLReturn to Search | +[E Previous in List | 45| Mext in List | Moty |

Figure 25. Volunteer Activities tab - Volunteer Activities page

8. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Volunteer Activities

Volunteer Organization Enter the volunteer organization or select an organization by clicking on the

search icon.
Start Date Check this box if applicable.
End Date Select a status from the drop-down menu. The valid values are Active and
Inactive.
Chapter Name Enter the chapter name.
Volunteer Status Select the applicable value, Part-time or Full-time.
Type of Volunteer Select the applicable type of volunteer. The valid values are:
Administr
Canvasser
Executive

Fund Raise
Other

Is Volunteer on Leave Check this box if applicable.

9. At this point the following options are available:
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Step Description 3
Click Save. To save the new data entered. E’%
Click Return To To search for another person. o
Search.
Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.
Click Notify. To send a notification.

General Comments

The General Comments component allow the user to enter comments about a person.

To enter general comments:
1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.
3. Select the Biographical menu item.

4. Select the General Comments component. The Find an Existing Value tab - General Comments
page (Figure 26) is displayed.

General Comments

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

[ Find an Existing Value |

EmpliD: |hegin5 withj“
Name: |hegin5 withjl
Last Hame: |begin5 withjl
Second Name: |bEEliﬂ5 with ﬂl

Alternate Character Name:l bedins with j |

Middle Name: | begins with =] |

[ case Sensitive

Search Clear | Basic Search Save Search Criteria

Figure 26. Find an Existing Value tab - General Comments page

5. Complete the fields as follows:
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EmplID Enter the Employee ID.

Name Enter the employee’s name.

Last Name Enter the employee’s last name.
Second Name Enter the employee’s second name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered.
OR

Click Clear to clear all entries.

7. Select the applicable value from the search results. The General Comments tab - General
Comments page (Figure 27) is displayed.

[ General Comments '

MICHOLAS TRAIMNING Person ID; ooanod

General Comments Find |view al  First (4101 [ Last

=

Comments By: I
Comment Date: I By

Comment: il

[
& save | L\ Return to Search | +[E Previous in List | +[5] Mext in List | [=] Matify |
Figure 27. General Comments tab - General Comments page
8. Complete the fields as follows:
Name This field is populated with the employee’s name.
Person ID This field is populated with the person ID assigned to the person.
General Comments
Comments By Enter the name of the person entering the comments.
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Comment Date Enter the comment date or select a date by clicking the calendar icon. =
2
Comment Enter the comments. o

9. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.

Modifying Organizational Relationships

This section contains the following topics:

New Employment Instance USF

New Contingent Worker Instance
Add a POI Relationship

Prior Work Experience

Job Data

Company Property

Person Checklist

New Employment Instance USF

The New Employment Instance USF component allows the user to create a new employee instance
along with the job data for the employee. This will also create a new Employee Record Number.

1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.
3. Select the Organizational Relationships menu item.

4. Select the New Employment Instance USF component. The New Employment Instance tab page
(Figure 28) is displayed.
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{ Mew Employment Instance USF

Person ID: Q search for Matching Persons

Add the Relationship

Figure 28. New Employment Instance tab page

5. Complete the fields as follows:

Person ID Enter the Person ID or select an ID by clicking the search icon.

6. Click the Add The Relationship link. For more information on PAR Processing, refer to Chapter
17, Section 5.

OR
Click the Search For Matching Persons link. The Search/Match page (Figure 29) is displayed.
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SearchiMatch

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

|9POIN uos.iad

[ Find an Existing Value

Search Type: |= =l IPersnn |
Search Parameter: | begins with =] | Q,
Ad Hoc Search r
Description: | begins with =] |
Search | Clear | Basic Search Save Search Criteria

Search Results
1-2 of 2

Search Tyne Search Parameter  Ad Hoc Search Description
Ferson FEHE SAVE TIME ™M HE Auto Bun at Save Time

Ferson £ PERSOMN MATCHM Search for LISOA

Figure 29. Search/Match page

7. Complete the fields as follows:

Search Type Select the type of search from the drop-down menu. Valid values are
Applicant, Organization, or Person.

Search Parameter Enter the search parameter or select a parameter by clicking the search icon.
Ad Hoc Search Check this box if applicable.
Description Enter the description.

8. Click Search. Select the applicable value from the search results. The Search Criteria page is
displayed (Figure 16). For more information, see Search for Matching Persons.

New Contingent Worker Instance

The New Contingent Worker Instance component allows the user to create a new contingent worker
instance along with the job data for the person. This will also create a new employee record number.

1. Select the Workforce Administration menu group.
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2. Select the Personal Information menu.
3. Select the Organizational Relationships menu item.

4. Select the New Contingent Worker Instance component. The Add Contingent worker Instance
page - Add A New Value tab (Figure 30) is displayed.

Add Contingent Worker Instance

[ Add a New Value

EmpliD: Q

Empl Rcd Mbr:| O

Add

Figure 30. Add Contingent Worker Instance page - Add A New Value tab

5. Complete the fields as follows:

EmplID Enter the Employee ID or select an ID by clicking the search icon.

Empl Rcd Nbr Enter the Employee Record Number.

6. Click Add. The Work Location tab - Contingent Worker page (Figure 9) is displayed. See
Contingent Worker for more information.

Add A POI Relationship

This component will create a new POI instance with or without job data for the person. This will
also create a new Employee Record Number.

1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.
3. Select the Organizational Relationships menu item.

4. Select the Add A POI Relationship component. The Add a New value tab - Add New POI Type
page (Figure 31) is displayed.
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Add new POI TYPE
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[ Add a New Value '\

EmpliD: | Q
Person of Interest Type:l Q

Add

Figure 31. Add A New Value tab - Add New POI Type page

Complete the fields as follows:

EmplID Enter the Employee ID or select an ID by clicking the search icon.

Person Of Interest Type  Enter the Person of Interest type or select a type by clicking the search icon.

Click Add. The Add Person Of Interest tab - Person Of Interest page (Figure 15) is displayed. See
Person of Interest with Job Data or Person of Interest without Job Data for more information.

Prior Work Experience

The Prior Work Experience allows the user to enter a person’s previous work experience.

To enter prior work experience:

1.
2.
3.

Select the Workforce Administration menu group.
Select the Personal Information menu.
Select the Biographical menu item.

Select the Prior Work Experience component. The Find an Existing Value tab - Prior Work
Experience page (Figure 32) is displayed.
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Prior Work Experience

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

[ Find an Existing Value |

EmpliD: |begins withj|
Hame: |hegin5 withj|
Last Name: | begins with =] |
Second Name: |hEQiﬂS with ﬂl

Alternate Character Name:l hedins with ﬂ |

Middle Name: | beging with =] |

[T Ccase Sensitive

Search Clear | Basic Search Save Search Criteria

Figure 32. Find an Existing Value tab - Prior Work Experience page

5. Complete the fields as follows:

EmplID Enter the Employee ID.

Name Enter the employee’s first name.
Last Name Enter the employee’s last name.
Second Name Enter the employee’s second name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered.
OR

Click Clear to clear all entries.

7. Select the applicable value from the search results. The Prior Work Experience tab - Prior Work
Experience page (Figure 33) is displayed.
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[ Prior Work Experience | =
o
MICHOLAS TRAIMIMNG Person ID: ooooot &
Years of Work Experience: 0.
Prior Work Experience First [+ 1of 1 (¥ Last
Seguence Number: I_1 EI
*Start/End Date: | N [ I" Relevant Work Experience
Employer:; I
Country: [USA Qe states
City: | Q
State: I Q
Phone: I
Ending Job Title: I
Ending Pay Rate: I | Pay Frequency: IAnnuaI :"
Description: ;I
=
Bl save | S Return to Search | +[E] Previous in List | +E] Mext in List | [=] hatify |
Figure 33. Prior Work Experience tab - Prior Work Experience page
8. Complete the fields as follows:
Name This field is populated with the employee’s name.
Person ID This field is populated with the person ID assigned to the person.
Years Of Work This field is system populated.
Experience
Prior Work Experience
Sequence Number Enter the sequence number.
Start/End Date Enter the start/end date of the work experience or select the dates by clicking

on the calendar icon.

Relevant Work Check this box if applicable.
Experience

Employer Enter the employer.
Country Enter the country.
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City Enter the city or select a city by clicking on the search icon.

State Enter the state of select a state by clicking on the search icon.

Phone Enter the phone number.

Ending Job Title Enter the last job title held.

Ending Pay Rate Enter the ending pay rate or select a pay rate by clicking the currency icon.
Pay Frequency Select the pay frequency from the drop-down menu.

Description Enter the description of the work experience gained.

9. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.

Job Data

The Job Data component allows the user view and modify job data for Contingent Workers and POlIs
with jobs only.

To view/modify job data:
1. Select the Workforce Administration menu group.
2. Select the Job Information menu.

3. Select the Job Data component. The Find An Existing Value tab - Job Data page (Figure 34) is
displayed.
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Job Data

{ Find an Existing Value |

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

EmpIID: | beging with x|
Empl Red Nbr: = =
Name: |begins with j|
Last Name: | begins with ¥ |
Second Name: | beging with | |

Altternate Character Name:l hegins with j |

Middle Name: | begins with =||
[" Include History [ Correct History [~ Case Sensitive

Search | Clear |E|asi|:Sean:h B save Search Criteria

Figure 34. Find An Existing Value tab - Job Data page

4. Complete the fields as follows:

EmplID Enter the Employee ID.

Empl Rcd Nbr Enter the employee record number.
Name Enter the employee’s first name.
Last Name Enter the employee’s last name.
Second Name Enter the employee’s second name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Include History Check this box if applicable.
Correct History Check this box if applicable.

Case Sensitive Check this box if applicable.

5. Click Search to search for the values entered. The Work Location tab - Job Data page (Figure 35)

is displayed.
OR

Click Clear to clear all entries.
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6. Locate the field(s) to be modified, then see field instructions for Add a Person for further
information.

/ Work Location Y_Joh Information

MNICHOLAS TRAINING CWR 1D: 243787 EmplRed#: 0

'ork Location Find First [«] 1 of 1 [ as
Caleulate Status and Datesl GoTo Rnwl =l

HR Status: Active Job Status: Active
*Effective Date: ID1 1052011 [5 Sequence: I o *Job Indicator: I Primary Jok :Iv
*Action: |Add Mon-Employee j Reason | j
Code:
Current
Last Start Date: 014082011 Termination Date:

Expected Job End Date I EJ
Position Number: I Q

Position Entry Date: I &

Owertide Position Data | ™ Position Management Record
*Regulatory Region: IUSA Q United States
*Compamy: I Q
*Business Unit: ISTDBU Q Standard BU for LISDA Department Entry Date: I Eﬂ

*Department: I Q
Location: I Q
Establishment ID: I Q Date Created: 017082011

Joh Data Employment Data  Earnings Distribution Benefits Frogram Padicipation

Ok | Cancel | Apply | Previoustabl Nexﬂabl iy Refresh

Work, Location | Jab Information

Figure 35. Work Location tab - Job Data page

Company Property

This component will identity all property assigned to an employee.
1. Select the Workforce Administration menu group.
2. Select the Job Information menu.

3. Select the Company Property component. The Find an Existing Value tab - Company Property
page (Figure 36) is displayed.
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Company Property

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

[ Find an Existing Value

EmpliD: |hegins withjl
Hame: |begins withﬂ|
Last Name: | begins with ||
Second Name: | begins with | |

Alternate Character Name:| beging with j |

Middle Name: | begins with =||

" case Sensitive

Search | Clear | Basic Search Save Search Criteria

Figure 36. Find an Existing Value tab - Company Property page

4. Complete the fields as follows:

EmplID Enter the Employee ID.

Name Enter the employee’s name.

Last Name Enter the employee’s last name.
Second Name Enter the employee’s middle name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Case Sensitive Check this box if applicable.

5. Click Search to search for the values entered.
OR

Click Clear to clear all entries.

6. Select the applicable value from the search results. The Company Property tab - Company
Property page (Figure 37) is displayed.
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/ Company Property |

FICHOLAS TRAINMIMG Person ID: Qoooot
First [4] 1cf 1 [+ Last

Property Assignment
Property " Serial Mumber

*Property Code Description *Issue Date Date Returned

1] Q [oti06rz011 5 | B =l

Custamize | Find | Yiew All | i

B save | SLReturnto Search | +[E| Previous inList | +E Mext in List Pitify

Figure 37. Company Property tab - Company Property page

7. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Property Assignment

Property Code Enter the property code or select a code by clicking the search icon.

Description This field is populated with the description of the property code entered or
selected.

Issue Date Enter the issue date or select a date by clicking on the calendar icon.

Date Returned Enter the date returned or select a date by clicking on the calendar icon.

8. Click the Serial Number tab. The Company Property, Serial Number tab - Company Property
page (Figure 38) is displayed.
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/ Company Property

MICHOLAS TRAIMIMG

Property Assignment
Froperty

*Property Code

1 Q

B Save | SLReturnto Search

(" Serial Humber

Qoooot
First [4] 1af 1 [+ Last

Person ID:

il | R

Customize | Find |

Serial Number

+E] Previous in List | +E Mextin List | [=] Motify

Figure 38. Company Property, Serial Number tab - Company Property page

9. Complete the fields as follows:

Name

This field is populated with the employee’s name.

Person ID

This field is populated with the person ID assigned to the person.

Property Assignment

Property Code

Enter the property code or select a code by clicking the search icon.

Serial Number

This field is populated with the serial number that corresponds to the property
code entered or selected.

10. At this point the following options are available:

Step

Description

Click Save.

To save the new data entered.

Click Return To

Search.

To search for another person.

Click Next In List.

To go to the next person in the list.

Click Notify,

To send a natification.

Person Checklist

|9POIN uos.iad

A checklist is a list of additional components that need to be completed for a person. The Person
Checklist allows the user to select and create a checklist for themselves. When the user selects a
checklist code for a person and creates a relationship, the application also creates a record in the Person
Checklist component. A person can have multiple checklists either at the same time or over time.

57



Title 1, Chapter 17
EmpowHR Version 9.0
To create a person checklist:
1. Select the Workforce Administration menu group.
Select the Personal Information menu.

Select the Organizational Relationships menu item.

 » b

Select the Person Checklist component. The Find An Existing Value tab - Person Checklist page
(Figure 39) is displayed.

Person Checklist

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

j Find an Existing Value

Search by: |EmplD | begins with

Search | Advanced Search

Figure 39. Find an Existing Value tab - Person Checklist page
5. Complete the field as follows:

Search by Select the applicable value from the drop-down list.

Begins With Enter the appropriate search criteria based on the selection made in the
search by field.

6. Click Search to select the applicable person. The Person Checklist tab - Person Checklist page
(Figure 40) is displayed.

{ Person Checklist

MICHOLAS TRAIMIMNG

Person ID: noooot

Checklist History

*Checklist Date: |IJ1 foBr2011 [5] =]
*Checklist: [ Q
Comment: I il@

Person Checklist tems

Customize | Find | i First E 1af 1 |I| Last
*Sequence *tem Code Description *Status

| | Q [Initiated =l =l

& Save | LLReturn to Search | +[E| Previous in List |+ Mext in List | Matify |

Figure 40. Person Checklist tab - Person Checklist page
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7. Complete the fields as follows: =

g

Name This field is populated with the employee’s name. o
Person ID This field is populated with the person ID assigned to the person.

Checklist History

Checklist Date

Enter the checklist date or select a date by clicking the calendar icon.

Checklist

Enter the checklist or select a checklist by clicking the search icon.

Comment

Enter the applicable comments.

Person Checklist ltems

Sequence This field is populated with the number order in which the items are
displayed.

Item Code This field is populated with the item code of the checklist items displayed.

Description This field is populated with the description of the item code.

Status Select the status from the drop-down list. The valid values are Initiated
and Completed.

Link ID This field displays the link to the page of the corresponding item code.

8. At this point the following options are available:

Step Description

Click Save. To save the new data entered.
Click Return To To search for another person.
Search.

Click Notify. To send a notification.
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This component identifies an employee’s disability status and accommodation requests, options and job

tasks.

1. Select the Workforce Administration menu group.

2. Select the Personal Information menu.

3. Select the Disability menu item.

4. Select the Disabilities component. The Find An Existing Value tab - Disabilities page (Figure 41)

is displayed.

Disabilities

j Find an Existing Value

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

EmpliD:
Hame:
Last Hame:

Seconid Hame:

Middle Hame:

Alternate Character Hame:

|hegins wiith ﬂ|

|hegins wiith ﬂ|

|hegin5 weith j|

|hegin5 weith j|

|hegin5 weith j|

|hegin5 weith j|

™ Include History [~ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Figure 41. Find An Existing Value tab - Disabilities page

5. Complete the fields as follows:

EmplID Enter the Employee ID.
Name Enter the employee’s name.
Last Name Enter the employee’s last name.

Second Name

Enter the employee’s second name.

Alternate Character
Name

Enter the employee’s nickname.

Middle Name

Enter the employee’s middle name.

Include History

Check this box if applicable
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Correct History Check this box if applicable. =
o
o
Case Sensitive Check this box if applicable. o

6. Click Search. The Disability tab - Disabilities page (Figure 42) is displayed.
OR
Click Clear to clear the entry.

[ Disability {_Accomm Reguest |~ Accomm Option  Accomm Job Task |

MICHOLAS TRAIMIMNG Person ID: oooood

[¥ Disabled

v =gy,

[ Disabled Weteran

B save | ELReturn to Search | +[E Previous in List | +E] Mext in List | [=] Matity | Frevious tab | | =% MNext tab UpdateDisplay | 42 Include History | [ Correct History

Disahbility | Accomim Reduest | Accomrm Option | Accormrm Job Task

Figure 42. Disability tab - Disabilities page

7. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.
Disability Status

Disabled Check this box if applicable

Disability

Disabled Veteran Check this box if applicable.

8. Click the Accomm Request tab. The Accomm Request tab - Disabilities page (Figure 43) is
displayed.
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[ Disability | Accomm Request | Accomm Option )" Accomm Job Task |
MICHOLAS TRAINIMNG Person ID: oooood
Request Details k ) First [4] 1ot 1 [ Last
*Accommodation ID: I h *Date of Request: I Eﬂ E|
Business Unit: 5TDBEU Standard BU for USDA
Department: 400253 OFFICE OF THE STATE EXEC DIR
Joh Code: oozo00 State Exec Dir
Location Code: 121130001 GAIMESWILLE, FL
Comment: I ﬂ
*Responsible ID: [oonooz & DEXTER TRAINING
@ Pending " Accepted UndueHardship  +Raquest Status Date:
08 Firet [ g or D] Last
*Requlatory Diagnosis .
Redion Code Description
1[Usa Q| Q &=
& save | JLReturn ta Search | +[5] Previous in List | +[E] Mest in List | Tatify | Previous habl (=# Next tab UpdateDizplay | Fll Include History | | [E# Correct Histary
Disability | Accomrm Request | Accormm Option | Accomim Job Task

Figure 43. Accomm Request tab - Disabilities page

Name

9. Complete the fields as follows:

This field is populated with the employee’s name.

Person ID

This field is populated with the person ID assigned to the person.

Request Details

Accomodation ID

Enter the accommodation ID.

Date of Request

Enter the date of the request or select a date by clicking the calendar icon.

Business Unit

This field is populated.

Department

This field is populated with the department number and name.

Job Code

This field is populated with the job code number and name.

Location Code

This field is populated with the location code.

Comment

Enter any applicable comments.

Responsible ID

Enter the responsible ID or select an ID by clicking on the search icon.

Pending

Select this option if applicable.

Accepted

Select this option if applicable.

Undue Hardship

Select this option if applicable.

Request Status Date

Enter the request status date or select a date by clicking the calendar icon.

Disability
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Regulatory Region Enter the regulatory region or select a region by clicking the search icon. =
o
o
Diagnosis Code Enter the diagnosis code or select a code by clicking the search icon. o
Description This field is populated based on the regulatory region and diagnosis code

entered or selected in the previous fields.

10. Click the Accomm Option tab. The Accomm Option tab - Disabilities page (Figure 44) is
displayed.

| Disability " Accomm Reguest | Accomm Option \_Accomm Job Task |

MICHOLAS TRAINING Person ID: ooom
(Option Details ind | Wiews Al First [ 1 of 1 [¥] Last
Accommodation ID: 1 Date of Request: E|
Business Unit: STDBU Standard BU for USDA
Department: g00253 OFFICE OF THE STATE EXEC DIR
Job Code; 0ozo00 State Exec Dir
Location Code: 121130001 GAINESVILLE, FL
Accommodations/Alternatives 4| First 4] 1of 1 [ Last
*Option ID: f [~ Employer Suggested Option =l
*Type: Q Cost: I 0.000 5
Description =
“Accommortation Status: | ConEIder =] Stawspate: | e
B save | L Returnto Search | +[E] Previous in List | +E] Mext in List | Potity | Previous tabl (=% Mext tak UpdateDizplay | | g Include History | | [EF Correct Histary

Dizability | Accomim Reguest | Accomm Option | Accomim Job Task

Figure 44. Accomm Option tab - Disabilities page

11. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Option Details

Accomodation ID This field is populated based on the accommodation ID entered on the The
Accomm Request tab - Disabilities page (Figure 43).

Date of Request This field is populated based on the accommodation ID entered on the The
Accomm Request tab - Disabilities page (Figure 43).

Business Unit This field is populated with the business unit and name.

Department This field is populated with the department number and name.

Job Code This field is populated with the job code number and name.

Location Code This field is populated with the location code.

Accomodations/Alternatives
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Comment Enter any applicable comments.

Option ID Enter the option ID.

Employer Suggested Check this box if applicable.

Option

Type Enter the type or select a type by clicking the search icon.

Cost Enter the cost or select a cost by clicking the currency icon.
Accomodation Status Select an accommodation status from the drop-down list.

Status Date Enter the status date or select a date by clicking the calendar icon.

12. Click the Accomm Job Task tab. The Accomm Job Task tab - Disabilities page (Figure 45) is

displayed.
|/ Disability_} Accamm Request | Accomm Option 'y Accomm Job Task
MICHOLAS TRAINING Person ID: goooot
Job Details g First 4] 1 o 1 [ Last
Accommodation ID: 1 Date of Request: E|
Business Unit: STDBU Standard BU for USDA
Department: Qo0253 OFFICE OF THE STATE EXEC DIR
Joh Code: aozo00 State Exec Dir
Location Code: 121130001 GAIMESVILLE, FL
-Joh Task Accommuodated ing i A First [4] 1 ¢ 1 [ Last
+
Business Unit: Jeoeu & Standard BU for USDA =
Joh Code: IDDEDDD Q State Exec Dir
Location: I Q
Job Task: I Q
& cave | L\ Returnto Search | +[5] Previous in List | 4[5 Mext in List | [=] Metify | Previous tabl Mgt taky UpdateiDizplay | ] Include History | ¥ Correct History

Disahility | Accomin Redquest | Accomm Option | Accomim Job Task

Figure 45. Accomm Job Task tab - Disabilities page

13. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Job Details

Accomodation ID This field is populated based on the accommodation ID entered on the The

Accomm Request tab - Disabilities page (Figure 43).

Date of Request This field is populated based on the accommodation ID entered on the The
Accomm Request tab - Disabilities page (Figure 43).

Business Unit This field is populated with the business unit and name.
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Department

This field is populated with the department number and name.

Job Code

|9POIN uos.iad

This field is populated with the job code number and name.

Location Code

This field is populated with the location code.

Job Task Accommodated

Business Unit

Enter the business unit or select a unit by clicking the search icon. The name
is displayed after the entry or selection is made.

Job Code Enter the job code or select a code by clicking the search icon. The name is
displayed after the entry or selection is made.

Location Enter the location or select a location by clicking the search icon. The name
is displayed after the entry or selection is made.

Job Task Enter the job task or select a task by clicking the search icon. The name is

displayed after the entry or selection is made.

14. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.

Click Previous Tab To go back to the previous tab on the page.

Click Include History. | To include history.

Click Correct History. | To correct a history record
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Adding Identification Data

This component identifies citizenship, passport, visa and permit information and an employee photo.

Select the Workforce Administration menu group.

Select the Personal Information menu.

Select the Citizenship menu item.

2 W b=

Select the Identification Data component. The Find an Existing Value tab - Identification Data
page (Figure 46) is displayed.

Identification Data

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

[ Find an Existing Value

EmpliD: |hegins wiyith jl
Hame: |hegins Withjl
Last Name: | begin with =]}
Second Name: |bEQiﬂ5 wiith j'

Alternate Character Name:l begins with = | |

Middle Name: [ begins with =] |

" Include History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Figure 46. Find an Existing Value tab - Identification Data page

5. Complete the fields as follows:

EmplID Enter the Employee ID.

Name Enter the employee’s name.

Last Name Enter the employee’s last name.
Second Name Enter the employee’s second name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Include History Check this box if applicable.
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Correct History Check this box if applicable. =
o
o
Case Sensitive Check this box if applicable. o

6. Click Search to search for the values entered.
OR
Click Clear to clear all entries.

7. Select the applicable value from the search results. The Citizenship/Passport tab - Identification
Data page (Figure 47) is displayed.

[ CitizenshipPassport | Visa/Fermit Data ” Employee Fhoto |
MICHOLAS TRAINIMNG Person ID: gooooot
Citizenship/Passport Find First [4] 1 of 1 [ Last
country: MSA U ited States Citizenship: US CitizeniMaturalization =l MI =
Passport Information Find |view sl First [ o 4 0] Lot
*Passport Number: I =
Issue Date: I 8 Expiration Date: I e
Country: IUSA a United States
State: I Q
City: |
Authority: I
Comment: LI
[ -]
& save | JLReturn ta Search | +[5] Previous in List | +[E] Mest in List | Matify | Previnus habl (=# Next tab | UpdateDizplay | & Include History | | [EF Correct History
CitizenshipiPassport | VisaPernit Data | Emploves Photo

Figure 47. Citizenship/Passport tab - Identification Data page

8. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.
Citizenship/Passport

Country Enter the country or select a country by clicking the search icon.
Citizenship Status Select the citizenship status from the drop-down list. The valid values are:

Passport Information

Passport Number Enter the passport number.

Issue Date Enter the date the passport was issued or select a date by clicking the
calendar icon.
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Expiration Date Enter the date the passport will expire or select a date by clicking the
calendar icon.

Country Enter the country or select a country by clicking the search icon.

9. Click the Visa/Permit Data tab. The Visa/Permit Data tab - Identification Data page (Figure 48) is

displayed.
itizenshipPasspo isa/Permi a mployee Photo
it hip/F it VisaP it Dat: Empl Fhot
MNICHOLAS TRAIMING Person ID: ooonot
Find First [ 1of 1 [+ Last
||_ GoTa Ruwl =
Q
*Country:
I_Q Get Supporing Documents
*Type:
*Effective Date: |mmmo11 El
Number: I
*Status: [4nplied For <] :Status Date: [ot7zont
Duration: I I Manths :I'
Issue Date: I ]
Date of Entry into Country: I e Expiration Date: I e
Issuing Authority: I
Issue Place: I

Supporting Documents Needed Customize | Find ol B First [0 4 o 4[] Last
*Sup Doc ID Description Request Date  Date Received
1] Q | B H FHE
B Save | ELReturn ta Search | +[5] Previous in List | +[E] Mext in List | [=] hatify | Previous 1ab| (=% Next tab | Update Dizplay | FZllInclude History | | [E# Correct History

CitizenshipiPassport | VisalPermit Data | Employes Photo

Figure 48. Visa/Permit Data tab - Identification Data page

10. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Visa/Permit Data

Country Enter the country or select a country by clicking the search icon.

Type Select the type of visa/permit or select a type by clicking the search icon.
Effective Date Enter the effective date or select a date by clicking the calendar icon.
Number Enter the visa/permit number.

Status Select a status from the drop-down list.

Status Date Enter the status date or select a date by clicking the calendar icon.
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Duration Enter the number of the duration of the visa/permit, then select the timeframe
from the drop-down list.
Issue Date Enter the date the visa/permit was issued or select a date by clicking the

calendar icon.

Date Of Entry Into
Country

Enter the date the employee entered into the country or select a date by
clicking the calendar icon.

Expiration Date

Enter the expiration date of the visa/permit or select a date by clicking the
calendar icon.

Issuing Authority

Enter the issuing authority.

Issue Place

Enter the place the visa/permit was issued.

Supporting Documents Needed

Sup Doc ID Enter the supporting document ID or select an ID by clicking the search icon.
The description of your entry or selection is displayed to the right.
Description This field is populated based on the supporting document ID entered or

selected.

Request Date

Enter the request date of the visa/permit or select a date by clicking the
calendar icon.

Date Received

Enter the receipt date of the visa/permit or select a date by clicking the
calendar icon.

11. Select the Employee Photo tab. The Employee Photo tab - Identification Data page (Figure 49) is

displayed.
| Citizenship/Passpodt | VisalPermit Data_)” Employee Photo
MICHOLAS TRAIMNING Person ID: goooa1
=
B Save | S\ Returnto Search | +[E Previousin List | +E] Next in List | [=] Matity | Previous tab IMext tab UpcateDizplay | 4] Include History | | [EF Correct History
Citizenshin/Passpoort | VisalPermit Data | Employee Fhoto

Figure 49. Employee Photo tab - Identification Data page

12. Complete the fields as follows:
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Name This field is populated with the employee’s name.
Person ID This field is populated with the person ID assigned to the person.
Employee Photo Click + to add the employee’s photo.

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Notify. To send a notification.

Click Previous Tab.

To go back to the previous tab on the page.

Click Include History.

To include history.

Click Correct History.

To correct a history record.
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Viewing Person Data
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This section contains the following topics:

Person Organizational Summary
Expiration Inquiry

Person Organizational Summary

This component will allow users to view a person’s organizational relationships.
1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.

3. Select the Person Organizational Summary component. The Find An Existing Value tab - Person
Organizational Summary page (Figure 50) is displayed.

Person Organizational Summary

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

[ Find an Existing Value

EmpliD: |begin5 withjl
Hame: |begins withjl
Last Name: |begin5 withjl
Second Name: |begins with jl

Alternate Character Name:| beins with j |

Middle Name: | begins with =] |

" Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Figure 50. Find An Existing Value tab - Person Organizational Summary page

4. Complete the fields as follows:

EmplID Enter the Employee ID.

Name Enter the employee’s name.
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Last Name Enter the employee’s last name.
Second Name Enter the employee’s middle name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Case Sensitive Check this box if applicable.

5. Click Search to search for the values entered. The Person Org Summary tab - Person
Organizational page (Figure 51) is displayed.
OR

Click Clear to clear all entries.

/" Person Org Summary |

NICHOLAS TRAINIMG Person ID: nooooq

* Employment Instances ind | Wiew & First K 1af 1 [H Last
ORG Instance: i} Last Hire: Termination Date: oranrzoog

HR Status: Inactive Payroll Status: Terminated

Assignments Customize | Find | # First [4] 1af 1 [+ Last

Empl Payroll Date Last Business Last Asgn

Reds Home/Host HR. Status Status Change Unit Department Start Term Date
0 Harne Inactive Terminated 0152002009 STDBU 900253 0142002008

( ize |Find | 38 First [0 4 00 1 [0 Last
Person of Interest Type Empl rcd# Status Beqin Datef End Date

SLReturn to Search | +[5] Previous in List | +E] Mexd in List | [=] Matify |

Figure 51. Person Org Summary tab - Person Organizational page
6. The following fields are displayed:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Employment Instances

ORG Instance This field is populated with the organizational instance.

Last Hire This field is populated with the person’s last hire date as an employee.
Termination Date This field is populated with the person’s termination date as an employee.
HR Status This field is populated with the HR status of the employee.
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Payroll Status

This field is populated with the payroll status of the employee.

-Assignments

O
o
o
]
=]
S
=
[=]
o
W

Empl Rcd # This field is populated with the employee record number.
Home/Host This field is populated with the status of the employee’s assignment.
HR Status This field is populated with the HR status of the employee’s assignment.

Payroll Status

This field is populated with the payroll status of the employee’s assignment.

Date Last Change

This field is populated with the date the assignment was last changed.

Business Unit

This field is populated with the business unit the employee is/was assigned
to.

Department

This field is populated with the department number the employee is/was
assigned to.

Last Asgn Start

This field is populated with the date the assignment was started.

Term Date

This field is populated with the termination date of the assignment.

Contingent Worker Instances

ORG Instance

This field is populated with the organizational instance.

Last Hire

This field is populated with the person’s last hire date as a contingent worker.

Termination Date

This field is populated with the person’s termination date as a contingent
worker.

HR Status

This field is populated with the HR status of the contingent worker.

Payroll Status

This field is populated with the payroll status of the contingent worker.

-Assignments

Empl Rcd # This field is populated with the employee record number.
Home/Host This field is populated with the status of the contingent worker’s assignment.
HR Status This field is populated with the HR status of the contingent worker’s

assignment.

Payroll Status

This field is populated with the payroll status of the contingent worker’s
assignment.

Date Last Change

This field is populated with the date the assignment was last changed.

Business Unit

This field is populated with the business unit the contingent worker is/was
assigned to.

Department

This field is populated with the department number the contingent worker
is/was assigned to.
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Last Asgn Start This field is populated with the date the assignment was started.

Term Date This field is populated with the termination date of the assignment.

Person of Interest Instance

Person Of Interest Type  This field is populated with the person of interest type.

Empl Red# This field is populated with the employee record number.

Status This field is populated with the person of interest’s status.

Begin Date/ This field is populated with the begin date of the person of interest.
End Date This field is populated with the end date of the person of interest.

7. At this point the following options are available:

Step Description

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.

Expiration Inquiry

This component allows the user to view expiration data for a person.
1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.

3. Select the Expiration Inquiry component. The Expiration Inquiry page (Figure 52) is displayed.
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Expiration Inquiry

Enter the search criteria to filter the Expiration infarmation.

I
a

57
Begin Date:

Person ID:

Org Relation:

Mame:
Last Name:
Second Hame:

Alternate Char Name:

Search |

|9POIN uos.iad

End Date: | [#]

[~

|Elegins Withj

|Elegins Withj

|Elegins Withj

|Elegins withj

¥ Contracts ¥ Badges
¥ Contract Task Order ¥ Security Clearance
v Assignments

Figure 52. Expiration Inquiry page

Search Criteria

4. Complete the fields as follows:

Begin Date Enter the begin date or select a date by clicking the calendar icon.

End Date Enter the end date or select a date by clicking the calendar icon.

Person ID Enter the person ID or select an ID by clicking the search icon.

Org Relation Select the org relation from the drop-down list. The valid values are
Contingent Worker, Employee, or Person Of Interest.

Name Enter the employee’s first name.

Last Name Enter the employee’s last name.

Second Name

Enter the employee’s second name if applicable.

Alternate Char Name

Enter the employee’s alternate character name if applicable.

Expiration Type

Contracts

Check this box if applicable.

Contract Task Order

Check this box if applicable.

Assignments

Check this box if applicable.
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Badges Check this box if applicable.

Security Clearance Check this box if applicable.

5. Click Search. The search results for the criteria entered is displayed at the bottom of the page.
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Security

This section contains the following topics:

Security Clearance
Badge
Badge/Clearance Access

Security Clearance

1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.

3. Select the Security Clearance component. The Find an Existing Value tab - Security Clearance
page (Figure 53) is displayed.

Security Clearance

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

[ Find an Existing Value

EmpliD: [ begins with ||
Name: |hegins withj|
Last Name: [ begins with ||
Second Name: [ begins with ||
Alternate Character Name:l begins with »| |
Middle Name: | begins with =] |

" Include History [ Correct History [ Case Sensitive

Search Clear | Basic Search Save Search Criteria

Figure 53. Find an Existing Value tab - Security Clearance page

4. Complete the fields as follows:

EmplID Enter the Employee ID.
Name Enter the employee’s first name.
Last Name Enter the employee’s last name.
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Second Name Enter the employee’s middle name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Include History Check this box if applicable.
Correct History Check this box if applicable.

Case Sensitive Check this box if applicable.

5. Click Search to search for the values entered.
OR

Click Clear to clear all entries.

6. Select the applicable value from the search results. The Security Clearance tab - Security
Clearance page (Figure 54) is displayed.

i Security Clearance

MNICHOLAS TRAINING EMP EmpliD: 000001

Security Clearance First [4] 1cf 1 ] Last

| " +
Security Clearance Type: b Q Mot Reguired ¥ Primary (=]

Clearance Information First [4] 1 af 1 [H] Last

*Effective Date: [ti06iz008 " (5 “Status: [actve =] F =

*Clearance Nbr: I
Expiration Date; I Eﬂ

Sponsor: I

i
Investigation Status Status Date
I [ | el =
B save | LLReturnto Search | +[E| Previous in List | +[Z] Met in List | [=] Matify | UpdateJDisplayl A Include Histary | | [EF Correct History

Figure 54. Security Clearance tab - Security Clearance page

7. Complete the fields as follows:

Name This field is populated with the employee’s name.

EmplID This field is populated with employee ID assigned to the employee.

Security Clearance

Security Clearance Type Enter the security clearance type or select a type by clicking on the search
icon.

Primary Check this box if applicable.
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Clearance Information =
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Effective Date Enter the effective date or select a date by clicking on the calendar icon. W

Status Select a status from the drop-down menu. The valid values are Active and

Inactive.

Clearance Nbr Enter the clearance number.

Expiration Date Enter the expiration date or select a date by clicking on the calendar icon.

Sponsor Enter the sponsor.

Background Investigation

Investigation Status Select the investigation status from the drop-down list.

Status Date Enter the status date or select a date by clicking the calendar icon.

8. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.

Click Include History. | To include history.

Click Correct History. | To correct a history record.

Badge

This component identifies the type of badge and number for a person.
1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.

3. Select the Badge component. The Find an Existing Value tab - Badge page (Figure 55) is
displayed.
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Badge

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

[ Find an Existing Value '\

EmplID: | beins with =]}
Narne: |hegins wiith jl
Last Name: [begins with =] |
Second Name: | begins with | |

Alternate Character Name: | begins with x| |

Middle Name: | begins with | |
" Include History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Figure 55. Find an Existing Value tab - Badge page

4. Complete the fields as follows:

EmplID Enter the Employee ID.

Name Enter the employee’s first name.
Last Name Enter the employee’s last name.
Second Name Enter the employee’s middle name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Include History Check this box if applicable.
Correct History Check this box if applicable.

Case Sensitive Check this box if applicable.

5. Click Search to search for the values entered.
OR

Click Clear to clear all entries.

6. Select the applicable value from the search results. The Badge tab - Badge page (Figure 56) is
displayed.
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[~ Badge =
5
NICHOLAS TRAINING EMP EmplID: 000001 3

Badge Type: Ipl‘K Q Clock Empl Rcd#:l aQ =

Badge Information

‘Effective Date:  |71/07/2011 [ Status: | Active | =H[E

*Badge Numhber: I

Expiration Date: I B
Comment: I
B save | ELReturn to Search | +[E] Previous in List | +[5] Mext in List | Motify | UpdsteDizplay | ] Include History | & Correct History

Figure 56. Badge tab - Badge page

7. Complete the fields as follows:

Name This field is populated with the employee’s name.

EmplID This field is populated with employee ID assigned to the person.

Badge Type

Badge Type Enter the badge type or select a type by clicking the search icon.

Empl Red# Enter the employee record number or select a number by clicking the search
icon.

Badge Information

Effective Date Enter the effective date or select a date by clicking the calendar icon.

Status Select a status from the drop-down menu. The valid values are Active or
Inactive.

Badge Number Enter the badge number.

Expiration Date Enter the expiration date or select a date by clicking the calendar icon.

Comment Enter the applicable comments.

8. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.
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Description

Click Include History. | To include history.

Click Correct History. | To correct a history record.

Badge/Clearance Access Summary

This component displays a summary of all the badge, security clearance, and email address details for a

person.

1. Select the Workforce Administration menu group.

2. Select the Personnel Information menu.

3. Select the Badge/Clearance Access Summary component. The Find an Existing Value tab -
Badge/Clearance Access Summary page (Figure 57) is displayed.

Badge/Clearance Access Summary

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

[ Find an Existing Value

EmpliD: |hegin5 withj|
MName: |hegins withjl
Last Name: | begins with =]
Second Name: |hEQiﬂ5 with jl

Alternate Character Hame:l begins with | |

Middle Hame:

™ Case Sensitive

|hegins withjl

Search | Clear | Basic Search Save Search Criteria

Figure 57. Find an Existing Value tab - Badge/Clearance Access Summary page

4. Complete the fields as follows:

EmplID

Enter the employee ID.

Name

Enter the employee’s first name.

Last Name

Enter the employee’s last name.

Second Name

Enter the employee’s middle name.

Alternate Character
Name
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Middle Name Enter the employee’s middle name. =
)
-3
Case Sensitive Check this box if applicable. o

5. Click Search to search for the values entered.
OR

Click Clear to clear all entries.

6. Select the applicable value from the search results. The Badge History tab - Badge/Clearance
Access Summary page (Figure 58) is displayed.

[/ Badge History Y Clearance History | Email History |

MICHOLAS TRAIMING EMF I nooan

Access History Details Customize | Find | view &1l | B First (4] 1 ot 1 [M Last
Badge Type Effective Date Status Badge Humber Expiration Date

F save | ZL Return to Search | +[E] Previous in List | +[E] Mext in List | [=] matify |

Badge History | Clearance History | Email History

Figure 58. Badge History tab - Badge/Clearance Access Summary page

7. Complete the fields as follows:

Name This field is populated with the employee’s name.
EmplID This field is populated with the employee ID assigned to the person.
Person This field displays the person’s relationship to the organization.

Access History Details

Badge Type This field is populated with the type of badge assigned to the employee.
Effective Date This field is populated with date the badge was issued.

Status This field is populated with the status of the badge.

Badge Number This field is populated with the employee’s badge number.

Expiration Date This field is populated with the expiration date of the employee’s badge.

8. Click the Clearance History tab. The Clearance History tab - Badge/Clearance Access Summary
page (Figure 59) is displayed.
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[ Badge History | Clearance History | Email History

MICHOLAS TRAINING EmMP ID: nooonq
Access History Details Custamize | Find | Wiew All | i First [ 1 of 1 (¥ Last
Clearance Type Effective Date Status Clearance Hbr Expiration Date Sponsor

Mot Reqgrd 0150652008 Active

Bl save | Ll Return to Search | +[E] Previous in List | +[E] Mext in List | [=] Motify |

Badge History | Clearance History | Email History

Figure 59. Clearance History tab - Badge/Clearance Access summary page

9. Complete the fields as follows:

Name This field is populated with the employee’s name.
EmplID This field is populated with employee ID assigned to the person.
Person This field displays the person’s relationship to the organization.

Access History Details

Clearance Type This field is populated with the type of security clearance assigned to the
employee.

Effective Date This field is populated with the date the security access was granted.

Status This field is populated with the status of the employee’s access.

Clearance Number This field is populated with the employee’s clearance number.

Expiration Date This field is populated with the expiration date of the employee’s security
access.

Sponsor This field is populated with the name of the employee’s sponsor.

10. Click the Email History tab. The Email History tab - Badge/Clearance Access Summary page
(Figure 60) is displayed.

/ Badge History | Clearance History i Email History

MICHOLAS TRAINING EmMP 1D: noooot
Access History Details Customize | Find | wiew A First 4] 1of 1 (] Last
Email Type  Email Address

BLISH hicholas training @usda.goy

El Save | JEiReturnto Search | +[E] Previous in List | +E] Mext in List | [=] Natify |

Badge History | Clearance History | Emnail History

Figure 60. Email History tab - Badge/Clearance Access Summary page
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11. Complete the fields as follows: S
g
Name This field is populated with the employee’s name. o
Person This field displays the person’s relationship to the organization.
ID This field is populated with employee ID assigned to the person.

Access History Details

Email Type This field is populated with the type of email address of the employee.

Email Address This field is populated with the email address of the employee.

12. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.
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Search

This section contains the following topics:

Search for People

Search for People

The search for people component allows the user to search for an existing person.
1. Select the Workforce Administration menu group.
2. Select the Personal Information menu.

3. Select the Search for People component. Search/Match page (Figure 61) is displayed.
SearchiMatch

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

| Find an Existing Value

Search Type: = =l | |

Search Parameter:lhEQiﬂS with jl Q
Ad Hoc Search I
Description: |hegins Withﬂl

Search | Clear | Basic Search Save Search Criteria

Figure 61. Search/Match page

4. Complete the fields as follows:

Search Type Select the type of search from the drop-down menu then enter the applicable
search criteria. Valid values are Applicant, Organization, or Person.

Search Parameter Enter the search parameter or select a parameter by clicking the search icon.

Ad Hoc Search Check this box if applicable.

Description Enter the description.

5. Click Search. Select the applicable value from the search results. The Search Criteria page is
displayed (Figure 16). See Search for Matching Persons for more information.
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Emergency Contacts
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The emergency contacts component allows HR office users to enter and view emergency contact
information for employees, contingent workers, and persons of interest.

To enter/view emergency contacts:
1. Select the HR Reports menu group.

2. Select the Emergency Contacts component. The Find An Existing Value tab - Emergency Contact
page (Figure 62) is displayed.

Emergency Contact

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

[ Find an Existing Value 1\

EmpliD: |t:|egin5 withjl
Name: |t:|egin5 withjl
Last Name: | begins with ||
Second Name: |begins with ﬂl

Alternate Character Name: | begins with x|

Middle Name: | beging with =] |

[ case Sensitive

Search Clear | Basic Search Save Search Criteria

Figure 62. Find An Existing Value tab - Emergency Contact page

3. Complete the fields as follows:

EmplID Enter the Employee ID.

Name Enter the employee’s first name.
Last Name Enter the employee’s last name.
Second Name Enter the employee’s middle name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Case Sensitive Check this box if applicable.

87



Title 1, Chapter 17
EmpowHR Version 9.0

4. Click Search to search for the values entered. The Contact Address/Phone tab - Emergency
Contact page (Figure 63) is displayed.

OR
Click Clear to clear all entries.
{ Contact Address/Phone Y Other Phone Mumbers
MICHOLAS TRAIMIMG Person ID; qooom
Emergency Contact First El 10of 1 El Last
=]
Contact Name:
*First || Middle Hame I
*Last Hame I Hame Suffix I Q
*Relationship to Employee; I :‘v I”" Primary Contact
[ Same Address as Employee
[ Same Phone as Employee
Country: [USAIQ e states
Address: Edit Address
Phone:
Bl Save | ELReturn to Search | +[E] Previous in List | +[5] Mext in List | [=] Motify |
Contact AddressiPhone | Other Phone Mumbers

Figure 63. Contact Address/Phone tab - Emergency Contact page

5. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Emergency Contact

First Name Enter the emergency contact’s first name.
Middle Name Enter the emergency contact’s middle name.
Last Name Enter the emergency contact’s last name.
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Name Suffix

Enter the name suffix or select a suffix by clicking the search icon.

Relationship to
Employee

Select the emergency contact’s relationship to the employee from the
drop-down list.

Primary Contact

Check this box if this is the primary contact for this person.

Same Address as
Employee

Check this box if this contact has the same address as the employee.

Same Phone as

Check this box if this contact has the same phone number as the employee.

|9POIN uos.iad

Employee

Contact Address

Country Enter the country or select a country by clicking the search icon.

This field is populated with information from the Edit Address link. For more
information, see Add Address.

Address

Contact Phone

Phone Enter the phone number for the emergency contact being added.

6. Click the Other Phone Numbers tab. The Other Phone Numbers tab - Emergency Contact page
(Figure 64) is displayed.

[ Contact AddressiPhone | Other Phone Numbers

MICHOLAS TRAIMNING Person ID: ooooot

Emergency Contact

[+ [=]

Contact HName:

Relationship to Employee:

Other Phone Humbers for Emergency Contact

*Phone Type Phone

[T—— | =]

Bl save | JS\Returnto Search | | 43 Previous in List | 43 Mext in List | [=] Matify

Contact AddressiPhone | Other Phane Mumbers

Figure 64. Other Phone Numbers tab - Emergency Contact page
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7. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Emergency Contact

Contact Name This field is populated with the information entered on the Contact
Address/Phone tab (Figure 63).

Relationship to This field is populated with the information entered on the Contact
Employee Address/Phone tab (Figure 63).
Primary Contact This field is populated with the information entered on the Contact

Address/Phone tab (Figure 63).

Other Phone Numbers for Emergency Contact

Phone Type Select the type of phone number from the drop-down list.

Phone Enter the applicable phone number for the emergency contact.

8. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.
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Contract Administration
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The contract administration component allows administrators to maintain contracts or other written
agreements with employees and contractors.

This section contains the following topics:

Update Contracts
Define Contract Types

Define Contract Clauses

Define Contract Templates

Service Agreements USF

Update Contracts

This component allows administrators to identify contract status, content, special clauses, person
responsible for contract, and probation information.

To update a contract:
1. Select the Workforce Administration menu group.
2. Select the Job Information menu.
3. Select the Contract Administration menu item.

4. Select the Update Contracts component. The Find an Existing Value tab - Update Contracts page
(Figure 65) is displayed.
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Update Contracts

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

| Find an Existing Value {_Add a New Yalue

EmpliD: | begins with || a
Contract Number: | begins with =] |
Hame: |hegins withjl
Last Name: | begins with =]
Second Name: | begins with |}

Alternate Character Hame:l begins with »| |
" Include History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew Yalue

Figure 65. Find an Existing Value tab - Update Contracts page

5. Complete the fields as follows:

EmplID Enter the Employee ID.

Contract Number Enter the contract number.

Name Enter the employee’s first name.
Last Name Enter the employee’s last name.
Second Name Enter the employee’s middle name.
Alternate Character Enter the employee’s nickname.
Name

Middle Name Enter the employee’s middle name.
Include History Check this box if applicable.
Correct History Check this box if applicable.

Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered then select the applicable value from the search
results. The Contract Status/Content tab - Update Contracts page (Figure 67) is displayed.
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Click Clear to clear all entries. =

OR g

Click the Add a New Value tab. The Add a New Value tab - Update Contracts page (Figure 66) is -
displayed.

Update Contracts

{ Eind an Existing Value | Add a New Value

EmpliD: [ Q

Contract Numher:l

Add

Find an Existing Yalue | Add a Mew Value

Figure 66. Add a New Value tab - Update Contracts page

7. Complete the fields as follows:

EmplID Enter the Employee ID.

Contract Number Enter the contract number.

8. Click Add. The Contract Status/Content tab - Update Contracts page (Figure 67) is displayed.

(" Contract StatusiContent | Contract TypeiClauses | Task Order Information | Signature DatefFrobation Info_|
MICHOLAS TRAINING Person ID: ooooo
Contract Number: 11111114 *Contract Status: gl
Contract Begin Date: IW o] E:tn;ract Expected End l— E
Contract End Date: [ o] ‘Regulatory Regior: Jusa @
I” Additional Contract [~ More than one year expected Contract Template ID: [ Q
I Initialize Contract |
Comment:
Provider ID: I Q
Contract Content: ;I
=
[~ waive Working Time Compliance
B save | [=] metify I Pravious tak | (=% Mewt tab | Bl I UpdateDisplay | A Inciude History | [3F Correct History
Contract StatusiContent | Contract TypefClauses | Task Order Information | Signature DatedProbation Info

Figure 67. Contract Status/Content tab - Update Contracts page
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9. Complete the fields as follows:

This field is populated with the employee’s name.

Person ID

This field is populated with the person ID assigned to the person.

Contract Data

Contract Number

This field is populated with the contract number.

Contract Status

Select the contract status from the drop-down menu. The valid values are
Active and Inactive.

Contract Begin Date

Enter the contract begin date or select a date by clicking on the calendar
icon.

Contract Expected End
Date

Enter the date the contract is expected to end or select a date by clicking on
the calendar icon.

Contract End Date

Enter the contract end date or select a date by clicking on the calendar icon.

Regulatory Region

Enter the regulatory region or select a region by clicking the search icon.

Additional Contract

Check this box if applicable.

More Than One Year
Expected

Check this box if applicable.

Contract Template ID

Enter the contract template ID or select an ID by clicking the search icon.

Comment

Enter the applicable comments.

Provider ID

Enter the provider ID or select an ID by clicking the search icon.

Contract Content

Enter the contract content.

Waive Working Time
Compliance

(Figure 68) is displayed.

Check this box if applicable.

10. Click the Contract Type/Clauses tab. The Contract Type/Clauses tab - Update Contract page
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| Contract StatusiCantent | Contract TypeiClauses | Task Order Information | Signature DateiPrabation Infa_) =
]
MICHOLAS TRAINIMNG Person ID: oooaot %
Contract Data =
Contract Number: 11111111 Begin Date: 010752011 Contract Status:  Active
Contract Type First [H] 1 of 1 (v Last
Effective Date: |D1ID?IED11 =
Contract Type: Il Q&
I” Extend Contract
Seq# Clause Clause Status =
| 1 | Q | vl
Long Descr: I
Comment: ;I
Bl save | [=] Motify | Previous tabl (=% Mext tak | [Er e | Update.l'DispIayl Hl Include History | | 3 Correct History
Contract StatusiContent | Contract TypeiClauses | Task Crder Information | Sighature DateiProbation [nfo

Figure 68. Contract Type/Clauses tab - Update Contract page

11. Complete the fields as follows:

Name

This field is populated with the employee’s name.

Person ID

This field is populated with the person ID assigned to the person.

Contract Data

Contract Number

This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).

Contract Begin Date

This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).

Contract Status

This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).

Contract Type

Effective Date

This field is populated.

Contract Type

Enter the contract type or select a type by clicking on the search icon.

Extend Contract

Check this box if applicable.

Contract Clauses

Seq #

Enter the sequence number.

Clause

Enter the clause or select a clause by clicking the search icon.
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Clause Status Select the clause status from the drop-down menu. The valid values are
Optional and Required.

Long Descr Enter the long description.

Comment Enter the applicable comments.

12. Click the Task Order Information tab. The Task Order Information tab - Update Contract page
(Figure 69) is displayed.

i Contract StatusiContent | Contract Type/Clauses | Task Order Information % Signature Date/Probation Info

MICHOLAS TRAINING Person ID: aoooo
Contract Data
Contract Number: 11111111 Begin Date: 01072011 Contract Status:  Active

Task Order Information Customnize | Find | Al - First [«] 1af 1 [+ Last
Task Order # Description Beqin Date End Date Comments
r Comments [=]
SelectAll | | Delete Selected |

F save | [=] Motify | Previous tabl (=% Mext tab | E‘+Add| | UpdateDisplay | | Include Histary | [ Correct History |

Contract Status/Cantent | Contract Twpe/Clauses | Task Order Information | Signature DatefProbation nfo

Figure 69. Task Order Information tab - Update Contract page

13. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person ID This field is populated with the person ID assigned to the person.

Contract Data

Contract Number This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).

Begin Date This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).

Contract Status This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).

Task Order # This field is populated based on the contract template ID entered or selected
on the Contract Status/Content tab (Figure 67).

Description This field is populated based on the contract template ID entered or selected
on the Contract Status/Content tab (Figure 67).

Begin Date This field is populated based on the contract template ID entered or selected
on the Contract Status/Content tab (Figure 67).
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End Date This field is populated based on the contract template ID entered or selected =
on the Contract Status/Content tab (Figure 67). 8
(1]
Comments This field provides a link to enter any applicable comments.

14. Click the Signature Date/Probation Info tab. The Signature Date/Probation Info tab - Update
Contract page (Figure 70) is displayed.

| Contract StatusiContent '} Cantract Type/Clauses § Task Order Information ) Signature Date/Probation Info

MIGHOLAS TRAIMIMG Person ID: oot

Contract Data

Contract Number: 11111111 Begin Date:  01/07/2011 Contract Status:  Active
orkforce Information First 4 1o 1 ¥ Last
Effective Date:  01/07/2011 Empl Red#: 0 Job Indicator:

Action: Reason:

Company: Pay Group: Work Period: Std Hrs:

Business Unit: Hourly Rate:

Reg/Temp: Monthhy Rate:
Department:
Lahor Annual Rate:

Location: Agreement:

Req Region: Categony:
Signature Date: [ e Minimum Hours: | 10-00 Maximurn Hours: | 4000
Responsible ID; | Q

FHET[]1ﬁ1[:]LaH

Probation Information Eind

*Probation Date: I B

=] F[=

Reason: I

B save | [=] Motify | Previous tabl Mext tak | Sy Add | UpdateJ'DispIayl F Include History | [&# Correct History |

Contract StatusiContent | Contract TyperClauses | Task Order Information | Sighature DatedProbation Info

Figure 70. Signature Date/Probation Info tab - Update Contract page

15. Complete the fields as follows:

Name

This field is populated with the employee’s name.

Person ID

This field is populated with the person ID assigned to the person.

Contract Data

Contract Number

This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).

Begin Date

This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).

Contract Status

This field is populated based on the selection made on the Contract
Status/Content tab (Figure 67).
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This field is populated with information from the Job Data component.

Empl Red#

This field is populated with information from the Job Data component.

Job Indicator

This field is populated with information from the Job Data component.

Action

This field is populated with information from the Job Data component.

Reason

This field is populated with information from the Job Data component.

Company

This field is populated with information from the Job Data component.

Pay Group

This field is populated with information from the Job Data component.

Work Period

This field is populated with information from the Job Data component.

Std Hrs

This field is populated with information from the Job Data component.

Business Unit

This field is populated with information from the Job Data component.

Hourly Rate

This field is populated with information from the Job Data component.

Department

This field is populated with information from the Job Data component.

Reg/Temp

This field is populated with information from the Job Data component.

Monthly Rate

This field is populated with information from the Job Data component.

Location

This field is populated with information from the Job Data component.

Labor Agreement

This field is populated with information from the Job Data component.

Annual Rate

This field is populated with information from the Job Data component.

Reg Region

This field is populated with information from the Job Data component.

Category

This field is populated with information from the Job Data component.

Signature Date

Enter the signature date or select a date by clicking the calendar icon.

Minimum Hours

Enter the minimum number of hours.

Maximum Hours

Enter the maximum number of hours.

Responsible ID

Enter the company agent who drafted the contract and who is responsible for

its language or select an agent by clicking the search icon.

Probation Date

Enter the probation date or select a date by clicking the calendar icon. The

date entered will be displayed on the job data record for this person.

Reason

Select a reason from the drop-down menu. The valid values are New Date

Needed and Unsatisfactory Performance.

16. At this point the following options are available:
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Step Description

Click Save. To save the new data entered.

Click Notify. To send a notification.

Click Previous Tab. To go back to the previous tab on the page.
Click Add. To add a new value.

Click Update Display. | To update the page.

Click Include History. | To include history.

Click Correct History. | To correct a history record.

Define Contract Types

This component allows administrators to identify the types of contracts issued.

To define a contract type:

1. Select the Workforce Administration menu group.
2. Select the Job Information menu.

3. Select the Contract Administration menu item.

4. Select the Define Contract Types component. The Find an Existing Value tab - Define Contract

Types page (Figure 71) is displayed.

Define Contract Types

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

[ Find an Existing Value Y Add a New Value

SetiD: | beains with =] | Q
Contract Type: | beains with =] |

" Include History [~ Correct History

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Value

Figure 71. Find an Existing Value tab - Define Contract Types page

5. Complete the fields as follows:

SetID Enter the SetID or select an ID by clicking the search icon.

Contract Type Enter the contract type.
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Include History Check this box if applicable.

Correct History Check this box if applicable.

6. Click Search to search for the values entered.
OR

Click Clear to clear all entries.
OR

7. Click the Add A New Value tab. The Add A New Value tab - Define Contract Types page (Figure
72) is displayed.

Define Contract Types

{ Eind an Existing Value | Add a New Value

SetiD: [TETNEY
Contract Type: I_

Add

Find an Existing Walue | Add a Mew Value

Figure 72. Add a New Value tab - Define Contract Types page

8. Complete the fields as follows:

SetID Enter the SetID or select an ID by clicking the search icon.

Contract Type Enter the contract type.

9. Click Add. The Contract Type Table page (Figure 73) is displayed.
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O
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»
S
Contract Type Table =
8
o
SetlD: Uz Contract Type: o1

Find | iew Al First [ 4.4 [ Last

Effective Date:  IP1/07/2011 staws: |#otve =] =
Description: I

Short Description: I

B save | [=] Mty | Er 2o | #| UpdateDisplay | | JE Include History | | EF Correct History

Figure 73. Contract Type Table page

10. Complete the fields as follows:

SetlD This field is populated with the setlD entered or selected in the search
criteria.

Contract Type This field is populated with the contract type entered or selected in the
search criteria.

Contract Type

Effective Date Enter the effective date or select a date by clicking the calendar icon.

Status Select the status from the drop-down menu. The valid values are Active
and Inactive.

Description Enter the description of the contract type.

Short Description Enter the short description of the contract type.

11. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Notify. To send a notification.

Click Previous Tab. To go back to the previous tab on the page.
Click Add. To add a new value.

Click Update Display. | To update the page.
Click Include History. | To include history.
Click Correct History. | To correct a history record.

Define Contract Clauses

This component allows administrators to define contract clause details.
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To define a contract clause:

1. Select the Workforce Administration menu group.
Select the Job Information menu.

Select the Contract Administration menu item.

~ » b

Select the Define Contract Clauses component. The Find an Existing Value tab - Define Contract
Clauses page (Figure 74) is displayed.

Define Contract Clauses

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

[ Find an Existing Value { Add a NewValue

Contract Clause:l begins with = | |

Description: |hEQiﬂS with jl
" Include History |~ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Value

Figure 74. Find an Existing Value tab - Define Contract Clauses page

5. Complete the fields as follows:

Contract Clause Enter the contract clause.
Description Enter the description.
Include History Check this box if applicable.
Correct History Check this box if applicable.
Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered. Select the applicable value. The Contract Clause
Table tab - Define Contract Clauses page (Figure 76) is displayed.

OR
Click Clear to clear all entries.
OR

Click the Add a New Value tab. The Add a New Value tab - Define Contract Clauses page (Figure
75) is displayed.
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Define Contract Clauses
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/ Find an Existing Value | Add a New Value ‘|

Contract Clause: |

Add

Find an Existing Yalue | Add a Mew Yalue

Figure 75. Add a New Value tab - Define Contract Clauses page
7. Complete the field as follows:

Contract Clause Enter the contract clause.

8. Click Add to add the new value entered. The Contract Clause Table tab - Define Contract Clauses
page (Figure 76) is displayed.

Contract Type Table
SetlD: Uz Contract Type: o1

Contract Type First (U 4 of 1 *] Last
Effective Date: [prio7zon = P [T | =
Description: I

Short Description: I

B save | [=] Mty | Er 2o | Llpda‘te.fDispIayl HF Include Histary | [E° Coreect History

Figure 76. Contract Clause Table tab - Define Contract Clauses page

9. Complete the fields as follows:

Contract Clause This field is populated with the contract clause entered or selected in the
search criteria.

Contract Clause

Effective Date Enter the effective date or select a date by clicking the calendar icon.

Status Select the status from the drop-down menu. The valid values are Active
and Inactive.

Short Description Enter the short description.
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Long Description Enter the long description.

Comment Enter the applicable comments.

10. At this point the following options are available:

Step Description

Click Save. To save the new data entered.

Click Return To To search for another person.

Search.

Click Previous In List. | To go back to the previous person in the list.
Click Next In List. To go to the next person in the list.

Click Notify. To send a notification.

Click Add. To add a new value.

Click Include History. | To include history.

Click Correct History. | To correct a history record.

Define Contract Templates

This component allows administrators to define a contract template by identifying a contract type and
family and the clauses included within the contract.

To define a contract template:
1. Select the Workforce Administration menu group.
2. Select the Job Information menu.
3. Select the Contract Administration menu item.

4. Seclect the Define Contract Templates component. The Find an Existing Value tab - Define
Contract Templates page (Figure 77) is displayed.
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Define Contract Templates
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Enter any information you have and click Search. Leave fields blank far a list of all wvalues.

[ Find an Existing Value {_ Add a New Value

SetlD: |begins writh j| Q
Contract Template ID: | begins with = |

Description: |hegins with j |Drivers License

Contract Famity: ~ |= =l | ~]

" Include History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

Figure 77. Find an Existing Value tab - Define Contract Templates page

5. Complete the fields as follows:

SetID Enter the SetID or select an ID by clicking the search icon.

Contract Template ID Enter the contract template ID.

Description Enter the description.

Contract Family Select the contract family from the drop-down menu. The valid values are

Regular and Temporary.

Include History Check this box if applicable.
Correct History Check this box if applicable.
Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered. Select the applicable value. The Contract Template
Table page (Figure 79) is displayed.
OR
Click Clear to clear all entries.
OR

Click the Add a New Value tab. The Add a New Value tab - Define Contract Templates page
(Figure 78) is displayed.
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Define Contract Templates

| Find an Existing Value | Add a New Value

SetlD: ||Ct:w|w|r~ Q
Contract Template ID:I

Add

Find an Existing Yalue | Add a Mew Walue

Figure 78. Add A New Value tab - Define Contract Templates page

7. Complete the fields as follows:

SetID Enter the SetID or select an ID by clicking the search icon.

Contract Template ID Enter the contract template ID.

8. Click Add to add the new value entered. The Contract Template Table page (Figure 79) is
displayed.
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Contract Template Table

O
o
=
»
o
=}
=
o
Q
W

Contract Template ID: 0001 SetlD: =Ty

Contract Template

*Effective Date: [o170772011 5 wstatus: | Active =] (E1[=]
*Description: I

Short Description: I

Contract Type: I_ Q

*Contract Famihy: I :l'

Contract Content: ;I

Contract Clauses Customize | Find | Yiew A1 | i First (4] 1 or 1 (] Last

*Seguence  *Contract Clause Description Clause Status

1 Q [ - &=

Contract Task Orders

Task Order #: I
Begin Date: I B
End Date: I !
Description: I
Comments: ﬂ
[~
Bl save Mditify Esadd | FEupdateDisplay | 2 Inciude History | [E# Correct History |
Figure 79. Contract Template Table page
9. Complete the fields as follows:
Contract Template ID This field is populated with the contract template ID entered or selected in the
search criteria.
SetlD This field is populated with the setlD entered or selected in the search
criteria.
Contract Template
Effective Date Enter the effective date or select a date by clicking the calendar icon.
Status Select the status from the drop-down menu. The valid values are Active

and Inactive.
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Description Enter the description.

Short Description Enter the short description.

Contract Type Enter the contract type or select a type by clicking the search icon.
Contract Family Select the contract family from the drop-down menu. The valid values are

Regular and Temporary.

Contract Content Enter the applicable contract content.

Contract Clauses

Sequence Enter the sequence number.

Contract Clause Enter the contract clause or select a clause by clicking the search icon.
Description This field is populated based on the contract clause entered or selected.
Clause Status Select the clause status from the drop-down menu. The valid values are

Optional and Required.

Contract Task Orders

Task Order # Enter the task order number.

Begin Date Enter the begin date or select a date by clicking the calendar icon.
End Date Enter the end date or select a date by clicking the calendar icon.
Description Enter the description.

Comments Enter the applicable comments.

10. At this point the following options are available:

Step Description

Click Save. To save the new data entered.
Click Return To To search for another person.
Search.

Click Next In List. To go to the next person in the list.
Click Notify. To send a notification.

Click Add. To add a new value.

Click Include History. | To include history.

Click Correct History. | To correct a history record.

Service Agreements USF

This component identifies any service agreements made with an employee.
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To enter a service agreement:
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1. Select the Workforce Administration menu group.
2. Select the Job Information menu.

3. Select the Contract Administration menu item.

4. Select the Service Agreements USF component. The Find an Existing Value tab - Service
Agreements USF page (Figure 80) is displayed.

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

[ Find an Existing Value |

Search by: |EmpliD | begins with

Search | Advanced Search

Figure 80. Find an Existing Value tab - Service Agreements USF page

5. Complete the fields as follows:

Search By Select the applicable value to search by from the drop-down list.

Begins With Enter the applicable value based on the search criteria selected.

6. Click Search. The Service Agreements tab - Service Agreements USF page (Figure 81) is
displayed.

[ Service Agreements |

MNICHOLAS TRAIMING EMP 1D: 0ooom EmplRcd #: 0

Senvice Agreements First (41 1 of 1 [ Last
*Service Agreement | =] =1
Type:

Effective Date: I e
End Date: I e

Bl Save | SLReturn to Search | [=] Matity |

Figure 81. Service Agreements tab - Service Agreements USF page
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7. Complete the fields as follows:

Name This field is populated with the employee’s name.

Person This field displays the person’s relationship to the organization.
EmplID This field is populated with employee ID assigned to the person.
Empl Red # This field is populated with the employee record number.

Service Agreements

Service Agreement Type Select the service agreement type from the drop-down menu. The valid
values are Long Term Training, Recruitment Bonus, and
Relocation Bonus.

Effective Date Enter the effective date or select a date by clicking the calendar icon.

End Date Enter the end date or select a date by clicking the calendar icon.

8. At this point the following options are available:

Step Description

Click Save. To save the new data entered.
Click Return To To search for another person.
Search.

Click Notify. To send a notification.
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Configure Checklist
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Configure checklist allows the user to establish checklists that can be assigned to employees, contingent
workers and person(s) of interest.

To configure a checklist:
1. Select the Set Up HRMS menu group.
2. Select the Common Definitions menu.
3. Select the Checklists menu item.

4. Select the Checklist component. The Find an Existing Value tab - Checklist page (Figure 82) is
displayed.

Checklist

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

/ Find an Existing Value { Add a New Valug |

Checklist Cude:| begins with ;| |

Description: |begin5 with;”

Checklist Type: |= =l |
™ Include History [~ Correct History [~ Case Sensitive

Search | Clear |Elasic Search Save Search Criteria

Find an Existing Walue | Add a Mew Walue

Figure 82. Find An Existing Value tab - Checklist page

5. Complete the fields as follows:

Checklist Code Enter the checklist code.

Description Enter the description.

Checklist Type Select the checklist type from the drop-down list.
Include History Check this box if applicable.

Correct History Check this box if applicable.

Case Sensitive Check this box if applicable.

6. Click Search. Select the applicable value. The Checklist Table page (Figure 84) is displayed.
OR
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Click Clear to clear the entries.

OR
Click the Add A New Value tab. The Add A New Value tab - Checklist page (Figure 83) is
displayed.

Checklist

{ Find an Existing Yalue | Add a New Value |

Checklist Code: ||

Add

Find an Existing Value | Add a Mew Value

Figure 83. Add A New Value tab - Checklist page
7. Complete the field as follows:

Checklist Code Enter the checklist code.

8. Click Add to add the new checklist code. The Checklist Table page (Figure 84) is displayed.
Checklist Table

Checklist Code: 102

Checklist tem Find | Wiew All First [ 1af 1 [+ Last
‘Effective Date: |0&/13/2009 ‘Status: [A2 =] checkistype: | =l =
*Description; | Short Description: I

Assignment Checklist tem Custamize | Find | i First [4] 1 of 1 [ Last
*Seguence *ltem Code
1 1o Q [=]
B Save | [=] Matify | Esadd | B UpdateDisplay | & Include History | [2° Correct History

Figure 84. Checklist Table page
9. Complete the fields as follows:

Checklist Code This field is populated with the checklist code entered or selected in the
search criteria.

Checklist ltem
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Effective Date

Enter the effective date or select a date by clicking the calendar icon.

Status
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Select the status from the drop-down menu. The valid values are Active
and Inactive.

Checklist Type

Select the checklist type from the drop-down list.

Description

Enter the description.

Short Description

Enter the short description.

Assignment Checklist Item

Sequence

This field is system populated. The system automatically sequences the item
codes in multiples of 100. When a data row is inserted for a new item, the
system automatically assigns the next multiple of 100.

To rearrange the order in which the items appear, change the sequence
number to the desired numerical order.

Item Code

Enter the item code or select a code by clicking the search icon.

10. At this point the following options are available:

Step

Description

Click Save.

To save the new data entered.

Click Notify,

To send a natification.

Click Add.

To add a new value.

Click Update/Display. | To update the page.

Click Include History. | To include history.

Click Correct History. | To correct a history record.
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Configure Person of Interest Types

This component allows authorized users to establish Person of Interest types that can be associated with
person(s) of interest and will be maintained in EmpowHR.

To configure a person of interest type:
1. Select the Set Up HRMS menu group.
Select the Foundation Tables menu.

Select the Organization menu item.

W D

Select the Person of Interest Types component. The Find an Existing Value tab - Person of
Interest Type page (Figure 85) is displayed.

POl Type
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 |

Person of Interest Ty'pe:l hegins with ;l |
Description: | hegins with | |

[ Case Sensitive

Search | Clear |Elasi|: Search Save Search Criteria

Find an Existing Yalue | Add a Mew Value

Figure 85. Find an Existing Value tab - POl Type page

5. Complete the fields as follows:

Person of Interest Type  Enter the person of interest type.

Description Enter the description.

Case Sensitive Check this box if applicable.

6. Click Search to search for the values entered. Select the applicable value. The Person of Interest
Type Table tab - POI Type page (Figure 87) is displayed.
OR
Click Clear to clear the entries.
OR

Click the Add A New Value tab. The Add A New Value tab - POI Type page (Figure 86) is
displayed.
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POl Type
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{ Find an Existing Value { Add a New Value |

Person of Interest Type: ||

Add

Find an Existing Yalue | Add a MNew Yalue

Figure 86. Add A New Value tab - POl Type page

7. Complete the field as follows:

Person of Interest Type  Enter the person of interest type.

8. Click Add. The Person of Interest Type Table tab - POI Type page (Figure 87) is displayed.

(" Person of Interest Type Thl

Person of Interest Type: 00011 *Effactive Status:

*Description: I

*Short Description: I

[ Job Record Required?

—

Component Name: | Q

Record for POl Transaction:

Menu Name:

Menu Bar Name:

Menu term Name:

Transfer Panel Hame:

Record for POl Summary View:

Person of Interest Checklist:

Market: l— Q,
|
|
|
|

[ 1a
 a

[V Allow in Generic Add Component
¥ Allow in Generic Upd Component

Comment:
€
=
& save | Eradd | | FE Update/Display

Figure 87. Person of Interest Type Table tab - POl Type page

9. Complete the fields as follows:
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This field is populated with the person of interest type entered or selected in
the search criteria.

Effective Status

Select the effective status from the drop-down menu. The valid values are
Active and Inactive.

Description

Enter the description.

Short Description

Enter the short description.

Job Record Required

Check this box if applicable.

POI Transaction

Record for POI
Transaction

Enter the record for POI transaction or select a record by clicking the search
icon.

Component Name

Enter the component name or select a name by clicking the search icon.

Market

Enter the market or select a market by clicking the search icon.

Menu Name

Enter the menu name.

Menu Bar Name

Enter the menu bar name.

Menu Item Name

Enter the menu item name.

Transfer Panel Name

Enter the transfer panel name.

Usage of this POI Type

Record for POl Summary

View

Enter the record for POl summary view or select a record by clicking the
search icon.

Person of Interest
Checklist

Enter the person of interest checklist or select a checklist by clicking the
search icon.

Allow in Generic Add
Component

Check this box if applicable.

Allow in Generic Upd
Component

Check this box if applicable.

Comment

Enter the applicable comments.

10. At this point the following options are available:

Step Description
Click Save. To save the new data entered.
Click Add. To add a new value.

Click Update/Display.

To update the page.




Title 1, Chapter 17
EmpowHR Version 9.0

Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you

can use this index to locate the page number.

Add a Name, 9

Add A Person, 3

Add A POI Relationship, 48
Add Address, 11

Add Address Detail, 10

Adding a Contingent Worker, 13
Adding a Disability, 60

Adding a Person, 3
Adding Identification Data, 66

Additional Names, 34

Badge, 79
Badge/Clearance Access Summary, 82

Benefits Program Participation, 26

C

Company Property, 54

Configure Checklist, 111

Configure Person of Interest Types, 114

Contingent Worker, 13

Contract Administration, 91

D

Define Contract Clauses, 101

Define Contract Templates, 104

Define Contract Types, 99

Driver’s License Data, 38

E

Earnings Distribution, 23

Emergency Contacts, 87

Employee, 12
Employment Data, 19

Establishing an Organizational Relationship, 12

Expiration Inquiry, 74

G

General Comments, 43

J

Job Data, 52

Modify A Person, 33
Modifying Biographical Details, 34

Modifying Organizational Relationships, 45

N

New Contingent Worker Instance, 47

New Employment Instance, 45

P

Person Checklist, 57
Person Model, 1
Person of Interest with Job data, 28

Person of Interest without Job Data, 29

Person Organizational Summary, 71

Index - 1



Prior Work Experience, 49

S

Search, 86

Search for Matching Persons, 31
Search for People, 86

Security, 77

Security Clearance, 77

Service Agreements USF, 108

Index - 2

U

Update Contracts, 91

\'

Viewing Person Data, 71

Volunteer Activities, 40
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