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Module 1 Course Overview and Objectives

Overview and Obijectives

EmpowHR 9.0 contains minimal changes to functionality. Following is an overview to the
EmpowHR 9.0 changes, additions, and new functionality.

Navigation Changes

e Additional search criteria
e Additional Look up icons

Pages
e Field names changed for clarification
e Fields moved and grouped for ease of entry
e Fields removed that are no longer required
e Functionality used only by specific agencies in 8.8 are now available to all agencies
e New links to sub-pages

New Menu Functionality

Transit Subsidy
Certification
Education
EHRI RSM
Labor Relations

After completing this EmpowHR 9.0 Transition Training, participants will be able to:

Identify changes to navigation

Identify changes to pages

Enter transit allowances

Enter educational information

Review EHRI RSM Information

Review labor relations information
Locate and be aware of new functionality

Note: Any changes to EmpowHR made after 10/10/08 are not included in this presentation.
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Introduction to UPK

EnmpOy

SOLUTTO
FROM HIKE 10 RE

;® Using UPK

UPK is a documentation tool with the functionality to create
courseware, online topic exercises, and job aids for use in a
classroom setting.

Italso provides the capability to be used as a tutorial at an
individual’s work station.

Step

Action

Press [Enter].
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Preferences | Help | Close

3 See It!@ @_Try It!a @ Know It? @ Do Il!*9 |

Step Action

2. Press [Enter].
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Emp OW

EgUﬁngUPK

UPK Modes

See It!
The See

Itl Mode enables the user to learn a task by watching an

animated demonstration of tasks being performed in a simulated
environment.

Trylt!

The Try It! Mode enables the user to learn a task by practicing in a
simulated environment with step-by-step instructions and guidance

througho

utthe task. If a mistake is made, the system prompts the

user to try again.

Step

Action

Press [Enter].
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— Using UPK
Eip ,e,\-:\;@ 9

UPK Modes

Know It!

The Know It Mode enables the user to practice a task with very little
guidance. The user is graded on the performance.

Do It!

In the Do It! Mode, the user is guided through a task while he or she
performs it in the live application.

NOTE: For classroom purposes, only the Try Itl Mode is used.

Step Action

4. Press [Enter].
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— Using UPK
Expow R) 9

How the UPK Simulation is Set Up

For this class, UPK guides the user through the changes to EmpowHR 9.0.

All changes are identified on the page by a bold blue box.
All new functions are identified on the page by a bold green box.
Entry fields or fields to select are outlined or highlighted in red.

@ This green book icon is used throughout the class. By clicking on it,
the user can view an explanation of additions and changes to the

system.

NOTE: Only required fields, new fields, removed fields, and changed fields
are discussed.

Step Action
5. Press [Enter].

7|Page




EvrowHR) Training Guide

EmpowHR 8.8 to 9.0 Transition Training

ions?
@ Questions?

Step

Action

End of Procedure.
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Module 2 Job Codes and Position Management

Overview and Objectives

The functionality in EmpowHR 9.0 is basically the same as the previous version. There are
additional fields available as well as additional search criteria.

After completing this module, participants will be able to:

e Identify changes to Job Code functionality
o Identify changes to Position Management functionality

9|Page
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Job Codes

Overview

This section demonstrates the changes and additions to Job Code functionality in EmpowHR 9.0.

Job Code Changes

The following steps demonstrate the changes and additions to Job Code functionality in
EmpowHR 9.0.

Add to Favorites | _Sign out

Help

Enpow FTEL)

Menu =]
Search:

| @
[> My Favorites

[ Employee Self Service

[> Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[ Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)

MultiChannel Console

[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[» Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

Done [& @ Intemnet | Protected Mode: On #100% -

Step Action

1. Click the Position Management link.
|t Position Management

10|Page
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~ Position Manageme

[z Fair Act Inventory

— Mass OIP Update

— Drganizational Position
Titles

— Job Codes
— Position Information —
— Dffice Information Profile
— Classification Standards
USF
— Vacant Positions
— Occupational Series USF
— Dfficial Position Titles USF
— Organizational Posn Titles
USF

— LC Classification Statuses

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[» Non-Employee Processing

[> Time and Labor

[> North American Payroll

[» Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[> PeopleTools

m

ﬁ Position Management

Positien Management

Mass OIP Update

E" Position Information

Identifies pesition description, work location,
job information, and budget and incumbent
information

Vacant Positions
Wacant Positions

= Oroanizational Posn Titles USF
Identifies organization position title and
description

E" Oroanizational Position Titles
Organizational Position Titles.

E" Office Information Profile
Office Information Profile

5| Occupational Series USF

Identifies occupational series description

C Classification Statuses
LC Classification Statuses

onsole

Edit "Position Management” Folder

E" Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

E" Classification Standards USF
Identifies classification standards, factors,
levels, and grade conversions

Official Position Titles USF
Identifies official position title and description

ﬁ Fair Act Inventory

Fair Act Inventory
=l Function Code Setup
=l Function/Reasen Code Setup
=] Competitive Level Setup

— Applicant Home -
/i) Done [@ € Intemet | Protected Mode: On #100% -

Action

2. Click the Job Codes link.

l1|Page
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@ Home | Worklist | MutiChannel Ci Sign out
= Position Management N New Windaw | Hel
I> Fair Act Inventory l o
— Mass OIP Update
- Oroanizational Position Job Code USF
Titles Enter any information you have and click Search. Leave fields blank for a list of all values
b Code
Position Information | / Find an Existing Value Y Add a New Value
— Dffice Information Profile
— Classification Standards - »
USF SetiD: begins with ~ LOC Q
Vacant Positions Job Code: begins with ~
- Occupational Series USF
— Dfficial Position Titles USF Agency: begins with + LC aQ
- Orpanizational Posn Titles
Sub-Agency: begins with ~ |kE Q,
- LC Classification Statuses Personnel Office ID: begins with + Q
[> Payroll Documents
[» HR Reports Pay Plan: begins with ~ aQ
[» Recruiting - - " "
> Payroll Processing Salary Administration Plan: begins with &}
[> Training Administration Salary Grade: begins with + a
[> Manage Performance
[» Non-Employee Processing || Master Record Number (NFC): begins with ~ E
[> Time and Labor 3 . . - -
1> North American Payroll Occupational Series: begins with +
[ Global Payroll Organization Position Title:  begins with ~
[> Payroll Interface
> Workforce Development IASPD = I
[> Organizational Development - = "
I Enterprise Leaming [linclude History [¥] Correct History [_] Case Sensitive
[ Pension
[ Labor Relations Search | Clear |Ba5ic search |5 save Search Criteria
[> Transit Subsidy
[» EmpowHR Setup Tables
(HD) Find an Existing Value |AddaNewVaIue
[» EmpowHR User Security
(HD)
[» Set Up HRMS
[> Enterprise Components
[ Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools
[> PeopleTools
— Applicant Home -
[& € Internet | Protected Mode: On H100% v
Step Action
3. Click the green book icon to view additions and changes on the Search
page.

Master Record No Lookup New Lookup Ability to look up field values for
MNumber Available lcon search.

Occupational . MNo Lookup New Lookup Ability to look up field values for
Series Available lcon search.

ASPD MNot Available | New Check this box to include ASPD.
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D

== Position Management - New Window | Hel
I> Fair Act Inventory l o5
— Mass OIP Update
- Oroanizational Position Job Code USF
Titles Enter any information you have and click Search. Leave fields blank for a list of all values
— Job Codk
— Position Information | { Find an Existing Value ' Add a New Value
— Dffice Information Profile
— Classification Standards S
USF SetiD: begins with + LOC
~ Vacant Positions Job Code:
— Occupational Series USF
— Dfficial Position Titles USFE Agency: begins with + LC

— Organizational Posn Titles
USF Sub-Agency: pegins with ~ ke

WuttiChann

Sign out

el

begins with +

— LC Classification Statuses Personnel Office ID: begins with ~
[> Payroll Documents

[ HR Reports Pay Plan: begins with ~
[» Recruiting

[> Payroll Processing
[> Training Administration Salary Grade: begins with -
[> Manage Performance
[» Mon-Employee Processing Master Record Number {(NFC): begins with ~

[> Time and Labor _ .
> North American Payrall Occupational Series: begins with

Salary Administration Plan: begins with +

PR LLLHLLRL

[+ Global Payroll Organization Position Title: begins with +
[> Payroll Interface

[> Workforce Development ASPD =

[> Organizational Development - " .

I Enterprise Leaming [Clinclude History [¥] Correct History [[] Case Sensitive

[ Pension

[ Labor Relations Search | Clear |Ba5ic Search [E save Search Criteria

[> Transit Subsidy

[ EmpowHR Setup Tables
{HD) Find an Existing Value | Add a Mew Value

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home -

[ € Internet | Protected Mode: On H100%

Step Action

4, Click the Add a New Value tab.
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1D

= Position Management

I Fair Act Inventary

— Mass OIP Update

- Droanizational Position
Titles

Job Code USF

Viorklist | _MultiChannel Consaol

Mew Window | Help |

b Codes

— Position Information

— Dffice Information Profile

— Classification Standards
USE

— Vacant Positions

- Occupational Series USF

— Official Position Titles USF

- Orpanizational Posn Titles

SetiD: Loc 4
NEW

LC

Job Code:

Agency:
Sub-Agency:
Personnel Office ID:

a
Q
Q

El
Gs Q

Q
a

- LC Classification Statuses

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

Master Record Number (NFC):
Pay Plan:

Salary Administration Plan:
Salary Grade:

Add

Find an Existing Value | Add a New Value

{ Eind an Existing Value | Add a New Value Y|

Sign out

ncEn

Done

[ € Internet | Protected Mode: On #,100%

-

Step Action

New Look Up icon for Master Record Number (NFC).
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= Position Management -

I Fair Act Inventary

— Mass OIP Update

— Oroanizational Position
Titles

b Codes
— Position Information
— Dffice Information Profile
— Classification Standards

USE
— Vacant Positions
— Occupational Series USF
— Dfficial Position Titles USF
— Organizational Posn Titles
USF

— LC Classification Statuses

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[» Non-Employee Processing

[> Time and Labor

[> North American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home -

Worklist

Job Code USF

/_Eind an Existing Value | Add a New Value

SetiD:

Loc Q@
MNEW
Agency: Lc @
Sub-Agency: aQ
Personnel Office ID: (&}
Master Record Number (NFC): (&}
Pay Plan: Gs Q
Salary Administration Plan: (&}
Salary Grade: Q

Job Code:

Add

Find an Existing Value | Add a New Value

WultiChannel Console

Add to Favorites | _Sign out

New Window | Help |

Done

[ € Internet | Protected Mode: On

#100%

Step

Action

6. Sub-Agency is a required field in EmpowHR 9.0.

=

Click the Look up Sub-Agency (Alt+5) button.
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1D

= Position Management

I Fair Act Inventary

— Mass OIP Update

- Droanizational Position
Titles

b Codes

— Position Information

— Dffice Information Profile

— Classification Standards
USE

— Vacant Positions

- Occupational Series USF

— Official Position Titles USF

- Organizational Posn Titles

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— LC Classification Statuses

Look Up Sub-Agency

Agency: LC
Sub-Agency: begins with -

Description: begins with -

LonUpl Clear | Cancel |Bagic|_00kup

Search Results
1-20f2
Sub-A( jency Description

Library of Congress
Library of Congress

R I

Viorklist

WultiChannel Consal

Sign out

New Window | Help |

[& € Internet | Protected Mode: On

#100% ~

Step

Action

7. Click the Library of Congress link.

|AE Library of Congress |
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S

= Position Management

I Fair Act Inventary

— Mass OIP Update

— Oroanizational Position
Titles

— Job Cod

— Position Information

— Dffice Information Profile

— Classification Standards
USE

— Vacant Positions

— Occupational Series USF

— Dfficial Position Titles USF

— Organizational Posn Titles
USF

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[» Non-Employee Processing

[> Time and Labor

[> North American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— LC Classification Statuses

WuftiChannel Col

New Window | Help |

Job Code USF

/_Eind an Existing Value | Add a New Value

SetiD:

Loc @
MEW
Lc @
kel
aQ
a

Job Code:

Agency:

Sub-Agency:

Personnel Office ID:

Master Record Number (NFC):

Pay Plan: Gs Q
Q,

Q

Salary Administration Plan:
Salary Grade:

Add

Find an Existing Value | Add a New Value

Sign out

=)

Done

[ € Internet | Protected Mode: On #,100%

-

Action

Click the Add button.
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1D

= Position Management
I Fair Act Inventary
— Mass OIP Update
- Droanizational Position
Titles
— Position Information
— Dffice Information Profile
— Classification Standards
USE
— Vacant Positions
- Occupational Series USF
— Official Position Titles USF

Viorklist | _MuftiChannel Consaol

Sign out

New Window | Help | Customize Page |

{ Job Code Profile " Default Compensation | Affected Positions and Emplids ),

SetiD: Loc

[Job Code Profile

*Effective Date:

*Reason Code:

— Oroanizational Posn Titles

- LC Classification Statuses
[> Payroll Documents
[» HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor

0 ional Series:
Official Posn Title Code:
‘Official Title Prefix:
Organization Position Title:
Detailed Jobcode Description
Job Family:

Job Code:

l—@ *Status:
eV a
[a

A |

NEW

Active

wl Create JobCode from ASPD | |

v Transaction Status:  InProgress ~

Agency Type: Loc

mn

aQ

Q *Supervisory Status:

& Other - [Z] medical Checkup Required

" . Monexempt ~ W

1> North American Payroll IMasler Record Number [“FC}I FLSA Status: b1

1> Global Payroll -

[> Payroll Interface % Us Federal

[ Workforce Development I_ .

[> Organizational Development Agency: LC Q Library of Congress IASPD? [T created from 'ASPD'I

> Enterprise Leamning !

b Pension Sub-Agency: IAE Q_  Library of Congress |Department QI

[> Labor Relations ” .

b Transit Subsidy Position Location: -

[» EmpowHR Setup Tables

(HD) POL: ID‘IDS G, Library of Congress
[» EmpowHR User Security
(HD) Pay Basis: Per Annum

[» Set Up HRMS

[> Enterprise Components .

Dt Fund Source:

[> Application Diagnostics N

> Tree Manager Parenthetical Title:

I Reparting Tools .

[» PeopleTools PATCOB Code:

- Applicant Home -

[@ € Internet | Protected Mode: On H100% v
Step Action
9. Click the green book icon to view additions and changes on the Job Code

Profile page.
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@

Create Job Code Mot Available Mew Allows a user to create a job code using

from ASPD. criteria from an existing job code.

Goto Row Button Mot Available New This button allows a userto gotoa
specific row in history. Not used during
the Add process.

Master Record Mot Available New This field is populated from the NFC

Number (NFC) Position Management System. (PMSO)

ASPD? Checkbox Mot Available Mew If the user creates a job code using the

Create Job Code from ASPD function,
this checkbox is selected

Department Mot Available New Allows a user to enter a department
number.

Bargaining Unit Available Remaoved Mot required in EmpowHR 9.0.

Financial Disclosure | Available Maoved Located on the Default Compensation

Required . page

Interdisciplinary Available Remaoved Mot required in EmpowHR 9.0.

Code

IA Actions Available Remaoved Mot required in EmpowHR 9.0.

Sign out

= Position Management -
[> Fair Act Inventory
— Mass OIP Update
— Drganizational Position

Mew Window | Help | Customize Page | o5

{ Job Code Profile { Default Compensation | Affected Positions and Emplids |,

SetiD: Loc Job Code:  NEW Business Units that use this Setid  Create JobCode from ASPD

- Office Information Profile Job Code Profile
- Classification Standard R :
USF *Effective Date: [ *Status:  Active ~  Transaction Status:  InFrogress ~
- Vacant Positions . Go To Row
T —— . A Type: LOC
- Occupational Series USF “Reason Code: REWE S gency 1ype: 4
— Dfficial Position Titles USE Occupati Series: Q £
— Drganizational Posn Titles
USF Official Posn Title Code: 9999 @ |
—LCCI ification Statuse.
e e Official Title Prefix: -
I HR Reports Organization Position Title: Q
I Recruiting
> P Il P i
e Detailed Jobcode Description
[> Manage Performance . (S . BOther - [C Medical Checkup Required
Job F ly: 5 Status: P Requir:
[» Non-Employee Processing ob Family upervisory us
b TS £ 1T Master Record Number (NFC) FLSA Status: Nonexempt = i

[> North American Payroll

[> Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development

E Eztnesﬂl'fe Lo Sub-Agency: [e @ Library of Congress Department Q

[> Labor Relations » _

I Transit Subsidy Position Location: -

[ EmpowHR Setup Tables
(HD) POL: 0102 Q& Library of Congress

[ EmpowHR User Security
(HD) Pay Basis: Per Annum -

[» Set Up HRMS

[» Enterprise Components

[> Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[ PeopleTools PATCOB Code:

— Applicant Home = -
[@ @ Intemet | Protected Mode: On H100% -

* EE s rederal

Agency: LC G, Library of Congress ASPD? [ Created from ASPD:

Fund Source: hd

Parenthetical Title: M
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Step Action

10.

Click the scrollbar.

~ Position Management -

[> Fair Act Inventory

— Mass OIP Update

— Drganizational Position
Titles
— Position Information
— Dffice Information Profile
— Classification Standards

USFE
— Vacant Positions
— Occupational Series USF
— Dfficial Position Titles USF
— Drganizational Posn Titles
USE

— LC Classification Statuses

[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> North American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[> Pension

[- Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

Parenthetical Title:

PATCOB Code:

Functional Class: Mot Applicable

—

Professional Category: -

Agency Use:

Classification Standard:

Classifier:
Date Classified:

[ =

Classification Authority:

(Classification Factors

Classification Factor:

‘OPM Certification
Number:

Position Classification Stds:

Q Class Standard Issued Date

Add to Favorites | _Sign out

Classification Standard Code [
Early Retirement Code A 1N

Target Grade:

Factor Level: Weight (3): =
a
Salary Grade:  Min Points: Max Paints: Total Paints: 0
0 0 3

[ Set Up HRMS

IUpdaIed om:

Updated By:

[» Enterprise Components
[> Worklist

[ Application Diagnostics
[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home -

B save

Job Code Profile | Default Compensation | Affected Positions and Emplids

E‘+Add| Update/Display | J&] Include History | [E# Correct History

[# € Internet | Protected Mode: On #100% -

Step Action

11.

Click the green book icon to view additions and changes on the remainder
of the page.

Updated On

Mot Available

Date of change in record.

Updated by

Mot Available

Identification of user making change.
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S

= Position Management

I Fair Act Inventary

— Mass OIP Update

- Oroanizational Position
Titles

— Job Cod

— Position Information

— Dffice Information Profile

— Classification Standards
USE

— Vacant Positions

Parenthetical Title:

PATCOB Code:

Functional Class:

USF
— LC Classification Statuses
[> Payroll Documents
[» HR Reports
[» Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[+ Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[» Set Up HRMS
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools
[> PeopleTools
— Applicant Home

— Qccupational Series USF Agency Use:
— Dfficial Position Titles USF
— Oroanizational Posn Titles P i C v

Classification Standard:

Classifier:
Date Classified:

E Classification Authority:

(Classification Factors

Classification Factor:

‘OPM Certification
Number:

Position Classification Stds:

Updated on:

B save

Mot Applicable

e

!

WuttiChann

Class Standard Issued Date
Classification Standard Code [
Early Retirement Code -

Target Grade:

Factor Level: Points: Weight (3): =
Q
Salary Grade:  Min Points: Max Points: Total Points: 0
0 0

Updated By:

»

E‘q-Addl Update/isplay | /2] Include History | [5# Correct History

Job Code Profile | Default Compensation | Affected Positions and Emplids

Sign out

m

[ @ € Internet | Protected Mode: On H100%

Step

Action

12.

Click the Default Compensation link.
[Dsfault Compensation|
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1D

= Position Management

I Fair Act Inventary

— Mass OIP Update

- Droanizational Position
Titles

— Position Information

— Dffice Information Profile

— Classification Standards
USE

— Vacant Positions

- Occupational Series USF

— Official Position Titles USF

- Organizational Posn Titles

- LC Classification Statuses

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Perfarmance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[ 4 [T Driver License Required

Viorklist | _MuftiChannel Consaol

T New Window | Help | Customize Page |

Job Code Profile ' Default Compensation Y Affected Positions and Emplids \'

SetlD: Loc Job Code:

NEW

sl Default Compensation

Effective Date: Status:  Active Plindicator: InProgress
Pay Plan/Table/Grade: I_ Q l_ Q I_ Q
Minimum Midpoint Maximum
Hourly:
BiWeekly:
Monthly:
Annual:

Occupational Series

Official Posn Title Code Interdisciplinary Code

Parenthetical Title M

Official Title Prefix T

Replaces Job Code Q Max Number of IA Financial Disclosure Required IU_Q

| Promotion Plan ["| Hot to be Filled Concu rrently

[C] Typing {25} Required

o [7lphvsical Reanired [ Tvnina (40 Reauirad

Sign out

m

[> PeopleTools Remarks

— Applicant Home - L -

Done [# @ Internet | Protected Mode: On H100% -
Step Action

13.

Job Ratio Data is no longer needed on this page.
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= Position Management

I Fair Act Inventary

— Mass OIP Update

- Oroanizational Position
Titles

— Job Cod

— Position Information

— Dffice Information Profile

— Classification Standards
USE

— Vacant Positions

— Occupational Series USF

— Dfficial Position Titles USF

— Organizational Posn Titles
USF

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

— LC Classification Statuses

| 4 [T Driver License Required

WuttiChann

Job Code Profile ' Default Compensation Y Affected Positions and Emplids \

SetiD: Loc Job Code:

NEW

sl Default Compensation

Effective Date: Status:  Active Plindicator: InProgress
Pay Plan/Table/Grade: I (&} a, I (&}
Minimum Midpoint Maximum
Hourly:
BiWeekly:
Monthly:
Annual:

Classification

o
[a

Parenthetical Title T

£ Occupational Series

Official Posn Title Code Interdisciplinary Code

Official Title Prefix hd

Replaces Job Code Q Max Number of I Financial Disclosure Required |0 4

[”] Promotion Plan ["] Not to be Filled Concurrently

[ Typing {25) Required

[Z] physical Required [~ Typing (40) Required

m

[> PeopleTools Remarks

— Applicant Home - i -

Done [# & Internet | Protected Mode: On #,100%
Step Action

14.

Click the scrollbar.
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= Position Management - i A
I Fair Act Inventary Parenthetical Title -

— Mass OIP Update FE——

— Qroanizational Position Official Title Prefix h

e |
— Position Information

— Dffice Information Profile : il Iy . 0

_ Classification Standards Replaces Job Code Q Max Number of 1A | IFmanmaI Disclosure Required I— QI
USE

— Vacant Positions

- Occupational Series USF

— Official Position Titles USF

- Organizational Posn Titles

WuttiChannel Console | _Add to

I ["] Promotion Plan [ Not to be Filled Concnrrentlyl

[T Driver License Required [Z] Typing (25) Required
— LC Classification Statuses [~ Physical Required [ Typing (40) Required
[> Payroll Documents —
[» HR Reports
[» Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
P TR Job Code Tracking
B E,TESWHR SEIpTELED DateTime Stamp User ID Description
[ EmpowHR User Security 1
(HD)
[» Set Up HRMS
[> Enterprise Components

[ Worklist

[ Application Diagnostics — @ save s Add Update/Display | JZ] Include Histery | [ Correct History
[> Tree Manager

[ Reporting Tools

[> PeopleTools L
— Applicant Home - -

Done 3 € Internet | Protected Mode: On H100% -

Remarks

Promotion Customize | Find | | | i - ) ) First )1 of1

m

Job Code Profile | Default Compensation | Affected Positions and Emplids

Step Action

15. Click the green book icon to view additions and changes on the Default
Compensation page.

'@ The following section descriptions list all of the LOC customizations. These customizations are now
available for use by all agencies.

® Replaceslob Code textfield

*  Max Numberof 1A textfield

* Promotion Plan checkbox

& Nottobe Filled Concurrently checkbox
& Driver's License Required checkbox

®  Physical Required checkbox

*  Typing(25) Required checkbox

*  Typing (40} Required checkbox

® Remarkstextbox

* NottoBe Filled Concurrently text field
® Language Required text field
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= Position Management

I Fair Act Inventary

— Mass OIP Update

- Oroanizational Position
Titles

— Job Cod

— Position Information

— Dffice Information Profile

— Classification Standards
USE

— Vacant Positions

— Occupational Series USF

Parenthetical Title T

Official Title Prefix hd

Replaces Job Code Q Max Number of 1A Financial Disclosure Required |0 <.

[”] Promotion Plan ["] Not to be Filled Concurrently

— Dfficial Position Titles USF
— Organizational Posn Titles
USF

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> North American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— LC Classification Statuses

— B save

[7] Typing (25) Required
[*] Typing (40} Required

[ Driver License Required
[”] Physical Required

Remarks

Promotion

Customize | Find Al d irst ) ) Cus iz i W Al First /1 of1

1 Q = 1 - FHE
Job Code Tracking
DateTime Stamp UserID Description
4

E+Adcl| Update!DBp\ayl 2 Include History | [& Correct History

Job Code Profile | Default Compensation | Affected Positions and Emplids

Done

#100%

@ € Internet | Protected Mode: On

Step

Action

16. Click the Affected Positions and Emplids link.

|§ﬂec’[ed Positions and Emglidsl
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Sign out

= Position Management -

I Fair Act Inventary

— Mass OIP Update

- Droanizational Position
Titles
Paosition Information

— Dffice Information Profile

— Classification Standards
USE

— Vacant Positions

- Occupational Series USF

— Official Position Titles USF

- Orpanizational Posn Titles

New Window | Help | Customize Page |

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

SetlD: LoC Job Code: NEW

Position Number Name

EmpllD
1 =l

- LC Classification Statuses

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Perfarmance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

e Add Update/Display | 42 Include History | [Z# Correct History

B save

Job Code Profile | Default Compensation | Affected Positions and Emplids

Done [§ € Internet | Protected Mode: On H100% -

Step Action

17. There are no changes on this page.

18. This complete Job Code Changes.

End of Procedure.
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Position Management
Overview

This section demonstrates the changes and additions to Position Management functionality in
EmpowHR 9.0. In addition to changes and additions, the Occupational Series USF, Official
Position Titles USF, and Organizational Position Titles USF pages are now available in the
"Include History" and "Correct History" action modes so that fields on these pages can be
updated.

Fair Act Inventory
This section demonstrates the functionality of Fair Act Inventory.

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
Help
Menu =2
Search:

[> My Favorites

[ Employee Self Service

[- Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS

[ Enterprise Components

- Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[» PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor
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Step

Action

Click the Position Management link.

|- Position Management|

 Position Management

I Fair Act Inventary

— Mass OIF Update

— Organizational Position
Titles

— Job Codes

— Position Information

— Dffice Information Profile

— Classification Standards
USF

— Vacant Positions

— Dccupational Series USF

— Dfficial Position Titles USF

— Organizational Posn Titles
USF

[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> North American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[> Pension

[- Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[» Enterprise Components

[> Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— P .

— LC Classification Statuses

m

ﬁ Position Management

Position Management

Mass OIP Update

Position Information

entifies position description, work location,
job infermation, and budget and incumbent
information

E" Vacant Positions

Wacant Positions.

E Oroanizational Posn Titles USFE
Identifies organization position title and
description

Organizational Position Titles
Organizational Position Titles

= Office Information Profile

Office Information Profile

Occupational Series USF
Identifies occupational series description

LC Classification Statuses
LC Classification Statuses

Edit "Position Management” Folder

E" Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

Classification Standards USF
ldentifies classification standards, factors,
levels, and grade conversions

E‘ Official Position Titles USF

ldentifies official position title and description

ﬁ Fair Act Inventory

Fair Act Inventory
=l Function Code Setup
=l Function/Reason Code Setup
=l Competitive Level Setup

Action

Click the Fair Act Inventory link.
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A
— Function Code Setup )
— Function/Reason Code ﬁ Fair Act Inventory Edit "Fair Act Inventory” Fokder
Setup

— Compefitive Level Setup P TR

— Mass OIP Update Function Code Setu E Function/Reason Code Setu =1 Competitive Level Setup
— Drganizational Position B Function Code Setup Function/Reason Code Setup Competitive Level Setup
Titles

— Job Codes
— Position Infarmation
— Office Information Profile
— Classification Standards
USE
— Vacant Positions
- Occupational Series USF
— Official Position Titles USF
— Oroanizational Posn Titles
USF
- LC Classification Statuses
[> Payroll Documents
[» HR Reports
[» Recruiting
[> Payroll Processing
[- Training Administration -
[> Manage Performance 1
[» Non-Employee Processing
[> Time and Labor
[> North American Payroll
[> Global Payroll
[ Payroll Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
[> Transit Subsidy
[» EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[» Set Up HRMS
[» Enterprise Components
[ Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools

Step Action

3. Click the Function Code Setup link.
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Viorklist | _luttiChannel Consol Sign out

< Fair Act Inventory New Window | Help |
— Function Code Setup
— Function/Reason Code Function Code
Setup X
— Competitive | evel Setup Enter any information you have and click Search. Leave fields blank for a list of all values
— Mass OIP Update
- Organizational Position __ { Find an Existing Value Y Add a New Value
Titles
— Job Codes
— Position Information
B [Clinclude History [C] Correct History
— Classification Standards
USF
- Vacant Positions Search |Advanced Search
— Occupational Series USF
— Dfficial Position Tifles USF
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reporis
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
[ Transit Subsidy
> EmpowHR Setup Tables
(HD)
> EmpowHR User Security
(HD)
[» Set Up HRMS Em
[» Enterprise Components
[> Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools

L BonnlaTonlc

Search by: Function Code = begins with

Find an Existing Value | Add a New Value

mn

Step Action

4, Click the Search button.
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WuttiChannel Col

Sign out

<= Fair Act Inventory

New Window | Help | nd

— Function Code Setup
- ;u;gmnfﬂeason Code Function Code
— Competitive | evel Setup Enter any information you have and click Search. Leave fields blank for a list of all values
— Mass OIP Update
- Organizational Position __{ Find an Existing Value ' Add a New Value
Titles
_ %ﬁormalion Search by: Function Code ~ begins with
e [include History [Z] Correct History
— Classification Standards
USFE
- Vacant Positions Search |Amanced Search
— Dccupational Series USF
— Dfficial Position Titles USE L
— Drganizational Posn Titles Search Results
UsfE View All 1-100 of 181 [§] Last
— LC Classification Statuses
[> Payroll Documents A300 Safety RT&!
I HR Reports BO0O Personnel Administrative Support B
PIEFIIE B100 Classification B
[> Payroll Processing === =
[ Training Administration =| Ba00 Staffing Reviews B
[ Manage Performance B302 Manpower Research & Analysis B
[> Non-Employee Processing B400 Employee Relations B
[> Time and Labor B500 Labor Relations and Support B
[ North American Payroll B501 Agency Equal Employment Opportunity Reviews B
[ Global Payroll B700 Personnel Management Specialist B
b Payroll Interface B702 Personnel IT Support B
[> Workforce Development o
> Organizational Development B710 Management Headgquarters-Civilian Personnel B
[> Enterprise Leaming B720 Civilian Personnel Operations B
> Pension B910 Mgmt Hgtrs- Personnel Social Action Programs B
[> Labor Relations Cooo Financial Management Administrative Support
[- Transit Subsidy 110 Mgmt Hdgtrs - Financial Management
[» EmpowHR Setup Tables C303 Fixed Assets
(HD) . ca1s Financial Management Operations
[ (E':nDp;owHR User Security ca00 Budgst Support
[ Set Up HRMS | | C403 Financial Program Management
[> Enterprise Components C409 Property Oversight
[> Worklist C500 External Auditing
[ Application Diagnostics C501 Internal Auditing
I> Tree Wanager C700 FinancelAccounting Semvices
E EEDE‘”TQ TSOIS -~ D500 Benefits & Entitiements Senvices I3

Step Action

5. Click the B700 link.
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Sign out

= Fair Act Inventory - Mew Window | Help | Customize Page | /&
— Function Code Setup
— Function/Reason Code Function Code
Setup

— Competitive | evel Setup
— Mass OIP Update
— Drganizational Position I

Titles Function Code B700
— Job Codes .
— Position Information Function Code

— Dffice Information Profile
— Classification Standards

UsE Effective Date hoizsizo07 [
- Yacant Positions
— Occupational Series USE ) " Personnel Management -
— Official Position Titles USE Function Code Family
— Drganizational Posn Titles
USE Function Code UID 1028
— LC Classification Statuses
[> Payroll Documents Function Code Title Personnel Management Specialist
[ HR Reporis
[> Recruiting
[> Payroll Processing Function Code Description "This function refers to HR generalisis that perform a variety of human resources -
[> Training Administration = management specialist (HRM) functions not otherwise identified predominantly with codes
[> Manage Performance B100-500 as well as HR work that provides consultation on the most effective alignment of |=
[> Non-Employee Processing HR systems to support strategic goals and objectives and produce the results that ‘
[> Time and Labor accomplish the agency mission. Management relies on this specialist work to help them
[> North American Payrall apply merit system principles to attracting h

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

b Pension |
[> Labor Relations

[ Transit Subsidy

> EmpowHR Setup Tables

(HD)
> EmpowHR User Security B save | LU Return to Search | +[E] Previous in List | 4[| Next in List | [Ex Add | | 42 Include History ‘ [E# Correct History |
(HD)

[» Set Up HRMS b
[» Enterprise Components
[> Worklist

[ Application Diagnostics
[> Tree Manager

[» Reporting Tools

L BonnlaTonl

Step Action

6. Click the green book icon to view the information on Function Code
Setup.

@

Effective Date The date when the function code becomes available.

Function Code Select data from the dropdown list. Valid values are Personnel
Family Management and Recurring Testing & Inspection.

Function Code Enter the 4-digit code.
uiD

Function Code The narrative of the function code title.
Title

Function Code The narrative description of the function code.
Description
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Sign out

= Fair Act Inventory New Window | Help | Customize Page |
— Function Code Setup
— Eunction/Reason Code { Function Code
Setup
— Competitive Level Setup
— Mass OIP Update

— Drganizational Position I N
Titles Function Code B700

— Job Codes
— Position Information Function Code
— Dffice Information Profile
— Classification Standards

usF Effective Date hoi252007 [
— Vacant Positions
— Dccupational Series USF -
- Official Position Titles USF Function Code Family Personne| Hanagement
— Drganizational Posn Titles
USE Function Code UID 1028
— LC Classification Statuses
[> Payroll Documents Function Code Title Personnel Management Specialist
[ HR Reporis
[> Recruiting
1> Payroll Processing Function Code Description “This function refers to HR generalisis that perform a variety of human resources -
[ Training Administration = management specialist (HRM) functions not otherwise identified predominantly with codes
[ Manage Performance B100-500 as well as HR work that provides consultation on the most effective alignment of |=
[ Non-Employee Processing HR systems to support strategic goals and objectives and produce the results that
[ Time and Labor accomplish the agency mission. Management relies on this specialist work to help them
[ North American Payroll apply merit system principles to attracting T

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

b Pension |

[- Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

> EmpowHR User Security ) save | £\ Return to Search | +[E] Previous in List | +[5] Next in List | E‘+Add| Upd
(HD)

[> Set Up HRMS o

[» Enterprise Components

[> Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

L Booplalonls

play | 2 Include History | [E# Correct History |

Step Action

7. Click the Function/Reason Code Setup link.
Function/Reason Code
Setup
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1D

== Fair Act Inventory
— Function Code Setup

— Competitive L evel Setup

— Mass OIP Update

— Drganizational Position
Titles

— Job Codes

— Position Information

— Dffice Information Profile

— Classification Standards
USF

- Yacant Positions

— Occupational Series USF

— Dfficial Position Tifles USF

— Drganizational Posn Titles
USE

[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> North American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[» Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

> EmpowHR Setup Tables
(HD)

> EmpowHR User Security
(HD)

[» Set Up HRMS

[» Enterprise Components

[> Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

L BonnlaTonlc

— LC Classification Statuses

Function-Reason Code Combo
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

Viorklist

Search by: Funclion Code ~ begins with B700
[“linclude History ["] Correct History

Search | Advanced Search

Find an Existing Value | Add a New Value

mn

WultiChannel Consal

Mew Window | Help |

Sign out

neEn

Step Action

8. Click the Search button.
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<= Fair Act Inventory
— Function Code Setup

— Competitive L evel Setup

— Mass OIP Update

— Drganizational Position
Titles

— Job Codes

— Position Information

— Dffice Information Profile

— Classification Standards
USF

- Yacant Positions

— Dccupational Series USF

— Dfficial Position Titles USE

— Drganizational Posn Titles
USE

[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[> Pension

[- Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[» Enterprise Components

[> Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

L Boonlalonl

— LC Classification Statuses

Wiorklist

WuttiChannel Console | _Add to Favorites

Sign out

New Window | Help | Customize Page |

{ Function Code Reason Code |

Function Code B700

Reason Code CB

Function-Reason Code Setup

for2s12007 [3 =

Effective Date

Reason Code b
Justification

& save | £\ Return to Search | E‘+Ad:l| Up Display | Z Include History | [& Correct History |

Step Action

9. Click the green book icon to view the information on Function Code

Reason Code.

'@ Field 9.0 Impact

Effective Date

The date when the function reason code becomes available.

Reason Code
Justification

The narrative of the justification forthe reason code.
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Viorklist | _luttiChannel Consol Sign out

= Fair Act Inventory - New Window | Help | Customize Page |
— Function Code Setup

{ Function Code Reason Code |

— Competitive L evel Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes Reason Code CB

Function Code B700

— Position Information

— Dffice Information Profile
- SI‘;Fssmcatlon Standards EFfactive Date Hor2572007 50 [=]
- Yacant Positions
— Occupational Series USFE Reason Code
— Dfficial Position Titles USE Justification

— Drganizational Posn Titles

USFE
— LC Classification Statuses
[> Payroll Documents

Function-Reason Code

[ HR Reporis

[> Recruiting

[> Payroll Processing -

[> Training Administration =

b Manage Performance -

[> Non-Employee Processing

[> Time and Labor

I Narth American Payroll & save | £\ Return to Search | E‘+Aﬂﬂ| L

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[» Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

> EmpowHR Setup Tables
(HD)

> EmpowHR User Security
(HD)

[» Set Up HRMS m

[» Enterprise Components

[> Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

L BonnlaTonlc

pla | F Include History | [& Correct History |

Step Action

10. Click the Competitive Level Setup link.
|Comgetitive L evel Setugl
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== Fair Act Inventory
— Eunction Code Setup
— Function/Reason Code
Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
— Classification Standards
USF
- Yacant Positions
— Dccupational Series USF
— Dfficial Position Titles USE
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reporis
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[> Pension
[- Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[> Set Up HRMS
[» Enterprise Components
[> Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools

L Booplalonls

Competitive Level Code
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

Viorklist

Occupational Series begins with |

Search by:
[linclude History [“] Correct History

Search | Advanced Search

Find an Existing Value | Add a New Value

WuttiChannel Console

Add to Favorites | _Sign out

New Window | Help |

Step

Action

11.

Enter the desired information into the begins with field. Enter "0101".
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== Fair Act Inventory
— Eunction Code Setup
— Function/Reason Code
Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
— Classification Standards
USF
- Yacant Positions
— Occupational Series USF
— Dfficial Position Tifles USF
— Drganizational Posn Titles
USE
— LC Classification Statuses
[> Payroll Documents
[ HR Reporis
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
[ Transit Subsidy
> EmpowHR Setup Tables
(HD)
> EmpowHR User Security
(HD)
[» Set Up HRMS
[» Enterprise Components
[> Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools

L BonnlaTonlc

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

__ { Find an Existing Value Y Add a New Value

mn

Viorklist

Search by: Cccupational Series ~ begins with 01 01|
[“linclude History ["] Correct History

Search | Advanced Search

Find an Existing Value | Add a New Value

WultiChannel Consal

Mew Window | Help |

Sign out

neEn

Step Action

12. Click the Search button.
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= Fair Act Inventory
— Eunction Code Setup
— Function/Reason Code
Setup
— Mass OIP Update
— Drganizational Position
Titles
— Job Codes
— Position Information
— Dffice Information Profile
— Classification Standards
USF
- YVacant Positions
— Dccupational Series USF
— Dfficial Position Titles USE
— Drganizational Posn Titles

WuftiChannel Col

New Window | Help |

Competitive Level Code
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

Occupational Series » begins with 0101

Search by:
[include History [“] Correct History

Search | Advanced Search

Search Results

Sign out

=)

-

USE 1-27 of 27

— LC Classification Statuses Occupational Series Competitive Level
[> Payroll Documents 0101 0001 E
P Recnung — 0002
[> Payroll Processing P Ll
[> Training Adminisiration 0101 0004
[> Manage Performance 0101 0005
[ Non-Employee Processing 0101 0006
[> Time and Labor 0101 ooo7
[» Morth American Payroll 0101 0008
o payral teface o101 ooce
[> Workforce Development 0ot 0010
[> Organizational Development Ll LU
[> Enterprise Learning 0101 0012
[ Pension 0101 0013
[- Labor Relations 0101 0014
[> Transit Subsidy 0101 0015
[» EmpowHR Setup Tables 0101 0016

(HD)
> EmpowHR User Security uo U b

(HD) 0101 oo1a
> SetUp HRMS - Lol
[> Enterprise Components 0101 0020
[> Worklist 0101 o021
[» Application Diagnostics 0101 0022
[> Tree Manager 0104 010A
[> Reporting Tools 0101 0114 il
LD var-ue i[-3

Step Action
13. Click the 0101 link.
[o104 0001 |
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= Fali:rAlzé_InvegtoF et - Mew Window | Help | Customize Page | /&
— Eunction Code Setup
— Function/Reason Code
Setup
|| — Competitive Level Setup
— Mass OIF Update Series 0101 social science
— Drganizational Position I
Titles Competitive Level 0001
— Job Codes — -
— Position Information (Competitive Level Details
— Dffice Information Profile 1 . Anproved
- Classification Standards *Effective Date 1012612007 |5 Status | 2PPIOVEC
USF
L VAt Eosions *FC-RC Combination T851-CB &
— Occupational Series USF -
— Dfficial Position Titles USE Title Miscellaneous Titles
— Drganizational Posn Titles
USE Description
— LC Classification Statuses
[> Payroll Documents
[ HR Reporis
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing

[> Time and Labor
Last Update B
[> North American Payroll pd 4 ER001010

[> Global Payroll Last Update Date 10/25/07 12:00:00.000000AM
[ Payroll Interface

b Workforce Development |

[» Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

> EmpowHR Setup Tables
(HD)

[» EmpowHR User Security B Save | [S\Return to Search | +E 4[E Next in List EAdd A Include History | [E# Correct History
(HD)

[» Set Up HRMS b

[» Enterprise Components

[> Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

L BonnlaTonl

Sign out

Competitive Level Setup

Requires Knowledge of Forest Planning/NEPA -

n
1

Step Action

14. Click the green book icon to view the information on Competitive Level
Setup.

@

Competitive Level Details section:

Effective Date The date when the competitive level details becomes available.
Status The status of the competitive level.

FC-RC The Function Code — Reason Code will display.

Combination

Title The title of the position. This information appears on the incumbent’s

Job data record.

Description The narrative description for the commutative level

Last Updated By | EmplID of individual who last updated the information on this page.

Last Updated The date/time stamp when information was updated on this page.
Date
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Step Action

15. This completes Fair Act Inventory.
End of Procedure.

Position Information
This section demonstrates the changes and additions to Position Information.

Enecow HIRR )]
Menu -]

Search:
®

MultiChannel Console | _Add to Favorites | _Sign out

Help

[> My Favorites

[ Employee Self Service

[> Manager Self Senice

[ PAR Processing

[» Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Position Management link.

|t Position Management
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[> Fair Act Inventory

— Mass OIP Update

- Droanizational Position
Titles.

— Job Codes

osition Information
— Dffice Information Profile
— Classification Standards
USF
— Vacant Positions
— Occupational Series USE
— Dfficial Position Titles USF
— Droanizational Posn Titles
USF

— LC Classification Statuses

[> Payroll Documents

[ HR Reports

[» Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[- Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

| by Personalizations

WultiChannel Console

Add to

n Menu

ﬁ Position Management

Position Management

Mass OIP Update

E“ Position Information

Identifies position description, work location,
job information, and budget and incumbent
information

E" Vacant Positions
Wacant Positions

E" Organizational Posn Titles USF
Identifies organization position title and
description

Eﬁ“ Organizational Position Titles
Organizational Position Titles

E" Office Information Profile
Office Information Profile

Occupational Series USF
Identifies occupational series description

E" LC Classification Statuses
LC Classification Statuses

P

Edit "Position Management” Folder

Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

Classification Standards USF
Identifies classification standards, factors,
levels, and grade conversions

Official Position Titles USF
Identifies official position title and description

Fair Act Inventory

Fair Act Inventory

=l Function Code Setup

=l Function/Reason Code Setup
=l Competitive Level Setup

Step

Action

2. Click the Position Information link.
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= Position Management -
I Fair Act Inventary
— Mass OIP Update Lo
- Oroanizational Position Add/Update Position Info
Titles Enter any information you have and click Search. Leave fields blank for a list of all values
d

Worklist | luttiChannel Console | _Add to Favorites [ _Sign out

Mew Window | Help | /&

— / Find an Existing Value ' Add a New Value

— Classification Standard
USE se Saved Search: h

— Vacant Positions

~ Occupational Series USF Position Number: begins with ~ |

— Dfficial Position Titles USF

— Organizational Posn Titles SetiD: begins with + LOC (&}

ust b Code: begi ith

— LC Classification Statuses I]0 ode: egins wih ~ O‘I
[> Payroll Documents Description: negins with ~
[» HR Reports
[» Recruiting Sub-Agency: pegins with + e}
[> Payroll Processing - - —
I i |Personnel Office ID: begins with Q |
[ Manage Performance Salary Grade: begins with
[> Non-Employee Processing
> Time and Labar NFC IP & begins with (&}
[> Morth American Payroll = R . -
 Global Payroll Master Record Number (NFC): begins with ~ Q.
[> Payroll Interface Position Status: = - -
[> Workforce Development - -
[> Organizational Development Department: begins with ~ Q
b ETETIEE LT Reports To Position Number: begins with
[ Pension
[ Labor Relations Occupational Series: begins with Q
[> Transit Subsidy
- EmpowHR Setup Tables [Clinclude History 7] Correct History "] Case Sensitive

(HD)

1> EmpowHR User Security e Clear -
(HD) Q Basic Search Save Search Criteria  Delete Saved Search

[> Set Up HRMS
[> Enterprise Components Find an Existing Value | Add a New Value
[> Worklist

[> Application Diagnostics
[> Tree Manager

[> Reporting Tools —
[> PeopleTools

— Applicant Home

— Change My Passward

=Ly Dorcopolizotion

Step Action

3. Click the green book icon for additional information on searching.
Use Saved Mot Available MNew Allows the userto search on a
Search previously saved search.

Master Recard Mot Available MNew MNew Search field includes a

Mumber (MFC) search prompt button to help in

searches.

Job Code . Mat Awvailable Mew search These fields have search prompt
prompts huttons in 9.0

Personnel Office. Mat Awvailable Mew search These fields have search prompt

D prompts buttans in 8.0

NFC IP# . Mot Available New search These fields have search prompt
prompts huttons in 9.0

Department . Mat Awvailable Mew search These fields have search prompt
prompts huttons in 9.0
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= Position Management -
I Fair Act Inventary
— Mass OIP Update
- Droanizational Position
Titles.

des
-
— Dffice Information Profile
— Classification Standards
USE

— Vacant Positions

- Occupational Series USF
— Official Position Titles USF
- Orpanizational Posn Titles

- LC Classification Statuses

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll E

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

m

[> Reporting Tools “m
[> PeopleTools

— Applicant Home

— Change My Passwaord

=Ly Dorconolizotion

Add/Update Position Info

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

{ Find an Existing Value Y Add a New Value

Use Saved Search: -

Position Number:

SetiD:

Job Code:

Description:

Sub-Agency:

Personnel Office ID:

Salary Grade:

NFC IP #:

Master Record Number (NFC):
Position Status:
Department:

Reports To Position Number:
Occupational Series:

begins with
begins with
begins with
begins with
begins with
begins with
begins with
begins with
begins with

begins with
begins with

begins with

-

-

-

-

LoC

[linclude History [¥] Correct History [“] Case Sensitive

Search | Clear | Basic Search [l Save Search Criteria  Delete Saved Search

Find an Existing Value | Add a New Value

Sign out

New Window | Help |

Step Action

4, Enter the desired information into the Position Number field.
Enter "90141692".
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H:RD MutiChann
== Position Management - New Window | Hel
I> Fair Act Inventory l s
— Mass OIP Update .
- Oroanizational Position Add/Update Position Info
Titles Enter any information you have and click Search. Leave fields blank for a list of all values
— Job Codes
— Position Information — / Find an Existing Value ' Add a New Value
— Dffice Information Profile
— Classification Standards
USE Use Saved Search: h
— Vacant Positions
~ Occupational Series USF Position Number: begins with ~ 90141692
— Dfficial Position Titles USE
— Organizational Posn Titles SetiD: begins with ~ LOC (&}
USF

— LC Classification Statuses Jab Code: begins with ~ Q

[> Payroll Documents Description: begins with ~
[» HR Reports
[» Recruiting Sub-Agency: begins with ~ Q
[> Payroll Processing . - -
[> Training Administration Personnel Office D: begins with = Q
[> Manage Performance Salary Grade: begins with ~
[> Non-Employee Processing
[> Time and Labor NFCIP #: begins with ~ Q
E glt;rg]aﬁ;ﬂai?:ﬁn Pl “ | Master Record Number (NFC): begins with Q.
[> Payroll Interface Position Status: = - -
[> Workforce Development - -
[> Organizational Development Department: begins with ~ Q
b ETETIEE LT Reports To Position Number: begins with
[ Pension
[ Labor Relations Occupational Series: begins with (¢}
[> Transit Subsidy
> EmpowHR Setup Tables [include History  [¥] Correct History [C] Case Sensitive
(HD)
[ EmpowHR User Security Search |
(HD)
[> Set Up HRMS
[> Enterprise Components Find an Existing Value | Add a New Value
[> Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools —
[> PeopleTools
— Applicant Home
— Change My Passward

=Ly Dorcopolizotion

Sign out

n

Clear | BasicSearch [ Save Search Criteria  Delete Saved Search

Step Action

5. Click the Search button.
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11D

Worklist | _MultiChannel Consal Sign out
[~ Position Management - New Window | Help | Customize Page |
I» Fair Act Inventary
— Mass OIP Update — - - - -
_ Oroanzaional Pesition { Description ' Specific Information ;" Budgetand Incumbents | NFC Fields and Tracking Data |
Titles e Position Information i g First (10120 La
Position Information i Position Number: 90141692 THE LIBRARIAN OF CONGRESS HNFC Posn Nbr 00000001 !

— Dffice Information Profile

- Classification Standards Headcount Status: Current Head Count: 0 out of 0

- %c’:ant Positions *Eff Date: g *Status: Trx Status: Data Load

- %%F *Reason: UPD Updated Action Date:  10/08/1999 Agency Type: Lgire aion | |2
- Orasnizstienal Posn Tites *position Status: | APProved Status Date: | 1999 Key Position

USF
- LC Classification Statuses Job Information

[ Payroll Documents i .
I HR Reports Business Unit:  LOC Library of Congress Master Record # 007001

[» Recruiting

I Payroll Processing Job Code:

THE LIBRARIAN OF CONGRESS Supervisory

[> Training Administration Status:

[» Manage Performance Official Title THE LIBRARIAN OF CONGRESS *Reg/Temp: Regular

[> Non-Employee Processing . -

> Time and Labor *Regular Shift: MIA

[ Morth American Payroll = - L
4 Title: THE LIBRARIAN OF CONGR ShortTitle: | [HE LIERAF Position Remarks

[» Global Payroll
Letailed Fosition Descrption
[ Payroll Interface Detailed Position Description

> Workforce Development Work Location

[> Organizational Development

[» Enterprise Learning *Reg Region: LISA United States Agency: LC Library of Congress
[ Pension
[ Labor Relations Department: 920724 OFFICE OF THE LIBRARIAM Org Stru  1000000000000000 Depanmental Hierarchy
[> Transit Subsidy X —
> EmpowHR Setup Tables Location: I 1001 1 WASHINGTON, DC
b {E'janowHR User Security Reports Ta: 90141692 THE LIBRARIAN OF CONGRESS James Billington
{HD) Reporting Data:  AE1000000000000000FY: 2000
[» Set Up HRMS
[> Enterprise Components
[ Worklist

[ Application Diagnostics

[ Tree Manager — X . - R
[ Reparting Tools | 4 Pay Plan: E Salary Admin Plan: [0000 Grade: I._

[> PeopleTools Standard Hours: 40
- Applicant Home I8
— Change My Password . EiG == 1 2

=Ly Dorconolizotion

Step Action

6. Click the scrollbar.
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= Position Management

I Fair Act Inventary

— Mass OIP Update

- Oroanizational Position
Titles.

— Job Codes

— Dffice Information Profile
— Classification Standards
USE
— Vacant Positions
— Occupational Series USF
— Dfficial Position Titles USF
— Organizational Posn Titles
USF

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables

(HD)

[ EmpowHR User Security

(HD)

[» Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passward

=Ly Dorcopolizotion

=P on Information

— LC Classification Statuses

WuftiChannel Col

s ey e S MUMLULUSUUUULUL L S LU

Pay Plan:

Salary Admin Plan: 000

Grade: I—

Standard Hours: 40

hd US Federal

Sign out

Occupational Series:

ooo1

GAQ SES

Parenthetical Title:

Organization Posn Title Cd:

Excepted

Competitive Level:

Position Occupied: PAR Nbr: |

Competitive Area: Justification Function Code

Date Position Established: Reason Code

e

Position Audited By: Not To Exceed Date:

Position Audit Date: I—
5 Bargaining Unit: r Target Grade: I—
Work Schedule: Full Time FLSA Status Exmpt
Fund Source: Appropriated Funds - I Agency Fund Source: 010001 S, |
Obligated To ID: Q,
Obligation Expiration: [
Position Location: Headquarters Interdis Assign Code/Series I— Series
personnel Ofice ID: [or0z Library of Congress Customs Officer Pay Reform ACT
Sub-Agency: AE Library of Congress
& save | £\ Return to Search | Previous tab | Mext tab B Add Update/Display | & Inciu,

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

1 *

m

Step

Action

7.

Click the green book icon for additional information on the Description
page.

Pay Table Salary Plan Pay Table Page section renamed in 9.0. Fields

Section Information remain the same in this section.

US Federal Section

PAR Number Mot Available MNew This field is used by DHS and is
available to all agencies in 9.0. This
field is located next to the Position
Occupied field.

Agency Fund Not Available New This field is used by LOC and is

Source available to all agencies in 9.0. This
field is located next to the Fund
Source field.
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11D

Wiorklist | _WuttiChannel Consol Sign out

e ey e LML SE SRS e

= Position Management - -

I Fair Act Inventary

— Mass OIP Update

- Droanizational Position
Titles.

Salary Admin Plan: 000 Grade: I'L

des Pay Plan:

Position Information — Standard Hours: 40

— Dffice Information Profile

— Classification Standards » E= s Federal
USF
— Vacant Positions Occupational Series: 0001 GAQSES
- Occupational Series USF
— Official Position Titles USF Parenthetical Title:

— Oroanizational Posn Titles

Organization Posn Title Cd:

— LC Classification Statuses

[> Payroll Documents Position Occupied: Excepted PAR Nbr:
'; gscieig:;s Competitive Area: Competitive Levet: [00C Justification  Function Code
b PR Date Position Established: Reason Code
[ Training Administration 1N
[ Manage Performance Position Audited By: Not To Exceed Date: I
[> Non-Employee Processing
> Time and Labor Position Audit Date:
[> Morth American Payroll E Bargaining Unit:
> Global Payroll Target Grade: =
[ Payroll Interface Work Schedule: Full Time
> Workiorcs Development FLSA Status Bl
[> Organizational Development Fund Source: Appropriated Funds - Agency Fund Source: 010001 S
[> Enterprise Learning
[ Pension Obligated To ID: Q
[> Labor Relations
[> Transit Subsidy Obligation Expiration: [ E
[ EmpowHR Setup Tables
(HDB; i Position Location: FEELIEEE Interdis Assign Code/Series I— Series
i3 {E'TDp;owHR User Security Personnel Office ID: 103 Library of Congress Customs Officer Pay Reform ACT
[ Set Up HRMS Sub-Agency: AE Library of Congress
[> Enterprise Components
[ Worklist
> Application Diagnostics B save | QRetuntoSearcn| @ Freviousion | Neattab EvAdd | JE Update/Display| /& Inciu
[> Tree Manager
[> Reporting Tools — Description | Specific Information | Budget and Incumbents | NFC Fields and Tracking Data
[> PeopleTools
— Applicant Home I

— Change My Passwaord

=Ly Dorcopolizotion

Step Action

8. Click the Specific Information link.
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WuttiChann

S

[ Position Management " New Window | Help | Customize Page |
I Fair Act Inventary
— Mass OIP Update — - - - -
— Oroanizational Position Description f Specific Information Y Budget and Incumbents Y MFC Fields and Tracking Data \\

Titles -
— Job Codes Position Number: 90141692 THE LIBRARIAN OF CONGRESS

- P on Information — Headcount Status: Current Head Count: 0 out of 0
— Dffice Information Profile
— Classification Standards

USF

Sign out

Specific Information

_ Vacant Positions Effective Date: 10i01/1999 Status: Active NFC Posn Nbr: 00000001

— Occupational Series USF

— Dfficial Position Titles USF

— Organizational Posn Titles Job Profile 1D

USF Max Head Count: Update Incumbents

— LC Classification Statuses _ Include Salary Plan/Grade
[> Payroll Documents Mail Drop ID:
[> HR Reports Work Phone: Budgeted Position
[ Recruiting i Confidential Positio
1> Payroll Processing Health Certificate: nfiden sition
[> Training Administration . . Job Sharing Permitted
> Manage Performance Signature Authority:
[> Non-Employee Processing
> Time and Labar Position Pool 1D:
[ Morth American Payroll =
> Global Payroll b *Pre-Encumbrance Indicator: |/Mmediate Calc Group (Flex Service):

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension *( i i - Classified FTE:
[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables

*Encumber Salary Option: Salary Step Academic Rank:

Encumber Salary Amount:

...... Adds to FTE Actual Count

» E= s rederal

(HD)
[ EmpowHR User Securi

(HDp] ty B save | {2\ Return to Search Previous tab Mext tab Ex Add Update/Display | J&] Include History | [EF Correct Histony
:i Eziggrgswc‘:sumpunems Description | Specific Information | Budaet and Incumbents | NFC Figlds and Tracking Dats
[ Worklist

[> Application Diagnostics
[> Tree Manager

[> Reporting Tools —
[> PeopleTools

— Applicant Home

— Change My Passwaord

=Ly Dorcopolizotion

Step Action

9. Click the Expanded section button.

=
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1D

Home | Worklist [ MultiChannel Console Sign out

= Position Management - New Window | Help | Customize Page | \&
I Fair Act Inventary
- W p = - - - =
C;fsasnlqi;léjnac:a;‘isnlon Description { Specific Information Y Budget and Incumbents Y NFC Fields and Tracking Data \
- Droaniz
Titles .
des Position Number: 90141692 THE LIBRARIAN OF CONGRESS
| Position Information —  Headcount Status: Current Head Count: 0 out of 0
— Dffice Information Profile
— Classification Standards Specific Information
USF .
_ Vacant Positions Effective Date: 10i01/1999 Status: Active NFC Posn Nbr: 00000001
- Occupational Series USF
— Official Position Titles USF Job Profile ID

— Oroanizational Posn Titles

Max Head Count: Update Incumbents

— LC Classification Statuses _ Include Salary Plan/Grade
[> Payroll Documents Mail Drop ID:
[> HR Reports Work Phone: Budgeted Position
[ Recruiting : Confidential Positi
> Payroll Processing Health Certificate: onfidential Fosition c
[> Training Adminisiration i i
5 Mmgeg e ——" Signature Authority: Jab Sharing Permitted
[> Non-Employee Processing
> Time and Labor Position Pool ID:
[> Morth American Payroll E . | e diate
> Global Payroll *Pre-Encumbrance Indicator: | MMediate Calc Group (Flex Service):
> P Il Interf: -

D LIS *Encumber Salary Option: Salary Step Academic Rank:

[> Workforce Development

[> Organizational Development
[> Enterprise Learning
PrEmEED *Classified Indicator: Classified FTE: Adds to FTE Actual Count
[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables

Encumber Salary Amount:

* E= s Federal

(HD) . Special Sensitive
> EmpowHR User Security Sensitivity Code: P Seasonal
(HD) Computer Sensitivity | NonComputer-ADP Intelligence Position
[» Set Up HRMS — - -
[ Enterprise Components Security Clearance Top Secret Mobility Position P
[> Worklist I LEO/Fire Position: Not Applicable I Procurement Integ Posn
[> Application Diagnostics
[» Tree Manager Language Required: Presidential Appt Posn
¥ SETELTE TGS Training Program: Emergency Response Official

[» PeopleTools
— Applicant Home
— Change My Passwaord

=Ly Dorconolizotion

StaffiLine Position: Drug Test (Applicable) | Mot Applicable

Step Action

10. Click the green book icon for changes and additions to the Specific
Information page.

@ Field 8.8 9.0 Impact

Incumbents section:

Update Incumbent Mot MNew Select check box if the incumbent's
Available job data should be updated.

IUS Federal section

LEQiFire Position . LEC LEQFire Field name changed.
Indicatar Paosition
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S

= Position Management

I Fair Act Inventory

— Mass OIP Update

- Oroanizational Position
Titles.

— Job Codes
— Dffice Information Profile
— Classification Standards

USE
— Vacant Positions
— Occupational Series USF
— Dfficial Position Titles USF
— Organizational Posn Titles
USF

— LC Classification Statuses

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passward

=Ly Dorcopolizotion

WuttiChann

Effective Date: 1040141999 Status: Active NFC Posn Nbr: 00000001
Job Profile ID
Max Head Count: Update Incumbents
i Include Salary Plan/Grade
Mail Drop ID:
\Work Phone: Budgeted Position
Heallh Certificate: Confidential Position
Signature Authority: Job Sharing Permitted
Position Pool ID:
*Pre_Encumbrance Indicator: |/Mmediate Calc Group (Flex Service):
*Encumber Salary Option: Salary Step Academic Rank:
Encumber Salary Amount:
+Classified Indicator: Classified FTE: 00000 Adds to FTE Actual Count
* & ysrederal
Sensitivity Code: Special Sensitive Seasonal
Computer Sensitivity | NonComputer-ADP Intelligence Position
Security Clearance | Top Secret Mobility Position
LEO/Fire Position: Not Applicable Procurement Integ Pasn
Language Required: Presidential Appt Posn
Training Program: Emergency Response Official
StaffiLine Position: Drug Test {Applicable} | Mot Applicable
& save | £\ Return to Search Previous tab Mext tab B Add Update/Display | JZ Include History | [E7 Correct History

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

Sign out

m

Step

Action

11.

Click the Budget and Incumbents link.
|Eludget and Incumbentsl
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1D

Wiorklist | _WuttiChannel Consol Sign out

[~ Position Management - New Window | Help | Customize Page |
I» Fair Act Inventary
— Mass OIP Update
- Oroanizational Position
Titles

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

Position Number: 90141692 THE LIBRARIAN OF COMNGRESS

des
Position Information —  Headcount Status: Current Head Count: 0 out of 0
— Dffice Information Profile
— Classification Standards

USE
— Vacant Positions Earnings Deductions Tax Cdn Tax Total
~ Occupational Series USF 0.000 0.000 0.000 0.000 0.00

— Official Position Titles USF
- Orpanizational Posn Titles

- LC Classification Statuses T —
[> Payroll Documents
b HR Reports EmpiiD cmol - hame Federal Job Data
[ Recruitin —
> Payroll Prgocessmg 077517 0 James Billington Federal Job Data

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[» Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools “m

[> PeopleTools

— Applicant Home

— Change My Passwaord

=Ly Dorcopolizotion

B save | £, Return to Search Previous tab Next tab s Add | UpdatefDisplayl J Include History | 5

_ | Description | Specific Information | Budget and Incumbents | WFC Fields and Tracking Data

Step Action

12. There were no changes on this page.

Click the NFC Fields and Tracking Data link.
[MFC Fields and Tracking DataJ
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= Position Management

I Fair Act Inventary

— Mass OIP Update

- Oroanizational Position

Titles.

— Job Codes

— Position Inform
— Dffice Information Profile
— Classification Standards

Worklist | WuttiChannel Console | _Add to Favorites

Sign out

T New Window | Help | Customize Page |

[ Description_” Specific Information_” Budget and Incumbents ) NFC Fields and Tracking Data '

Position Number: 90141692 THE LIBRARIAN OF CONGRESS

— Headcount Status: Current Head Count:

0 out of 0

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passward

=Ly Dorcopolizotion

USF .
_ Vacant Positions Effective Date: 10/01/1999 Status: Active NFC Posn Nbr: 00000001 =
— Occupational Series USF
— Official Position Titles USE . - Classificat
— Organizational Posn Titles ! Not Required assMeation s for this field
UsSE Disclosure: Review:
— LC Classification Statuses Position Classification [ ¢ e falg
[> Payroll Documents Schedule: Action:
g gR Re_tports Request Received Date: Project Duty Accounting [
i P:;;:II\ I;rgocessmg Indicator: Station Code:
Classification Std Applied Date:
[> Training Administration ssification PP e 0412411989 vacancy
[> Manage Performance Review:
[> Non-Employee Processing X l— Grade Basis:
1> Time and Labor Agency Use:

m

Position Tracking Data
DateTime Stamp User ID Reason Status Description
4 08/23/2004 1-50PM LOAD UPD LEADS Position Converted from (00000001) to

(90141692) and loaded into ICAMS.

Previous tab ext tab

B save

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

{2\, Return to Search Ex Add UpdateDisplay | /2]l Include History | [5# Correct Histon

Step

Action

13.

There were no changes on this page.

14.

This completes Position Information.
End of Procedure.

Vacant Position
This section demonstrates the functionality of the new Vacant Position page.
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WultiChannel Con Add to Favorites | _Sign out
Help
Menu =
Search:

[ My Favorites

[ Employee Self Service

[- Manager Self Service

[» PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reports

I» Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[ Non-Employee Processing
[> Stock

[> Time and Labor

[> North American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development
[ Organizational Development
[» Enterprise Learning

[> Pension

[» Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables (HD)
[» EmpowHR User Security (HD)
[ Campus Community

[ Student Recruiting

[» Student Admissions

[ Records and Enrollment
[> Curriculum Management
[> Financial Aid

[» Student Financials

[> Academic Advisement

[» Contributor Relations

[ Set Up HRMS

[ Set Up SACR

I> Enterprise Components
[» Worklist

I> Application Diagnostics
[> Tree Manager

[ Reporting Tools

[- PeopleTools

m

Step Action

1. Click the Position Management link.
|t Position Management
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[> Fair Act Inventory

— Mass OIP Update

— Organizational Position
Titles

— Job Codes

- Position Information

— Office Information Profile

— Classification Standards
USF

- Vacant Positions

— Occupational Series USF

’

ﬁ Position Management

Position Management

E" Oroanizational Position Titles

Mass OIP Update Organizational Position Ttles

— Dfficial Position Titles USFE
— Organizational Posn Titles
USE

— LC Classification Statuses

[ Payroll Documents

[ HR Reports

[+ Recruiting

[> Payroll Processing

[ Training Administration

[ Manage Performance

[> Non-Employee Processing

[+ Stock

[> Time and Labor

[ Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[» Organizational Development

[ Enterprise Learning

[> Pension

[ Labor Relations

[- Transit Subsidy

[ EmpowHR Setup Tables
(HD})

[ EmpowHR User Security
(HD})

[> Campus Community

[> Student Recruiting

[- Student Admissions

[ Records and Enroliment

[> Curriculum Management

[> Financial Aid

[» Student Financials

[» Academic Advisement

I~ ondribdar Dnlofinn e

Eﬁ“ Position Information E Office Information Profile
ldentifies position description, work location, Office Information Profile

job information, and budget and incumbent

information

E" Vacant Positions

Occupational Series USFE
Vacant Positions Identifies occupational series description

n

E" Oraanizational Posn Titles USF
Identifies organization position title and
description

E" LC Classification Statuses
LC Classification Statuses

Edit "Position Management” Folder

E" Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

E Classification Standards USF
Identifies classification standards, factors,
levels, and grade conversions

E" Official Position Titles USF

Identifies official position title and description

ﬁ Fair Act Inventory

Fair Act Inventory
=l Function Code Setup
=l Function/Reasen Code Setup
=l Competitive Level Setup

Step

Action

2. Click the Vacant Positions link.
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MultiChannel Console | Add to Favorites | _Sign out

= Position Management -
[> Fair Act Inventory
— Mass OIP Update .

— Organizational Position Vacant Positions
Titles Enter any information you have and click Search. Leave fields blank for a list of all values
— Job Codes -
— Position Information [W\
— Office Information Profile
- Classification Standards -
USF SetiD: = - COMMN Q

New Window | Help | B

[o]
— Occupational Series USF
— Official Position Titles USF Description: begins with =
— Organizational Posn Titles

Department:  begins with = Q

USF Agency: begins with -

— LC Classification Statuses Location SetlD: begins with ~ aQ
[> Payroll Documents
[ HR Reports Location Code: begins with - Q
[» Recruiting "
[> Payroll Processing = [Ccase sensitive
[» Training Administration
I Manage Performance Search | Clear |pasicSearch [E Save Search Criteria
[ Non-Employee Processing
[> Stock

[> Time and Labor

[> Worth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Warkforce Development

[> Organizational Development

[» Enterprise Learning

[ Pension

[» Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD})

[» Campus Community

[> Student Recruiting

[> Student Admissions

[» Records and Enroliment

[> Curriculum Management

[+ Financial Aid

[» Student Financials

[» Academic Advisement -

Step Action

3. Click the Look up SetID (Alt+5) button.
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= Position Management -

[+ Fair Act Inventory

— Mass OIP Update

— Organizational Position
Titles

— Job Codes

- Position Information

— Office Information Profile

— Classification Standards
USF

— Occupational Series USFE
— Official Position Titles USF
— Oraanizational Posn Titles
USE

— LC Classification Statuses

[» Payroll Documents

[ HR Reports

[» Recruiting

[ Payroll Processing E

[> Training Administration

[- Manage Performance

[ Non-Employee Processing

[> Stock

[> Time and Labor

[> Worth American Payroll

[+ Global Payroll

[+ Payroll Interface

[» Workforce Development

[ Organizational Development

[» Enterprise Learning

[ Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

Look Up SetlD

SetiD: begins with -

Description: begins with

Look Up |

ultiChannel Cor Add to Favol

New Window | Help | B,

Clear | Cancel |Bas\cLﬂOkLlD

Search Results

SetiD Description

BEL Belgium

BWH Biweekly Hourly

BWS Biweekly Salary

CMCS  Corp for MNational & Comm Senvc
COMMM  Common SETID for USDA

ES Senior Executive Schedule
EX Executive Schedule

FEDPS Federal PS Business Unit
GAD Goverment Accountability Off.
GM GM (Formely PMRS)

GS General Schedule

LoC Library of Congress

LTl TE&L Biweekly Hourly Union
LT2 TE&L Biweekly Salary Mon Union
LT3 T&L Semimoenthly Salaried
o4 S Manufacturing

MEG Manufacturing Project Cost Div
IR Monthly Salary

MODEL Model Business Rules

[> Campus Community NFC Mational Finance Center
[ Student Recruiting HPY Mo Payrolls to be Run i
[» Student Admissions PEN Pension Administration Group
[ Records and Enrollment PLS Test
Egurrlcqlﬂgganagement Byl Payroll Interface Paygroup

inancial
[ Student Financials =L M .
I Academic Advisement i ST Scientific Positions |
o T — 2/ T24a MAKMEYECLITIVES

Step Action

4.

Click the LOC link.

[oc

Library of Cangress
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Sign out

MultiChannel Console | Add to Favorites

=~ Position Management -

b Fair ct Iverton Dew Window | Help | n,
— Mass OIP Update .
— Organizational Position Vacant Positions

Titles Enter any information you have and click Search. Leave fields blank for a list of all values
— Job Codes -
— Position Information [W\
— Office Information Profile
- Classification Standards -

USF SetiD: = - Loc Q

[o]
— Occupational Series USF
— Official Position Titles USF Description: begins with =
— Organizational Posn Titles

Department:  begins with = Q

USF Agency: begins with -

— LC Classification Statuses Location SetlD: begins with ~ aQ
[> Payroll Documents
[ HR Reports Location Code: begins with - Q
[» Recruiting "
[> Payroll Processing = [Ccase sensitive
[» Training Administration
I Manage Performance Search | Clear |pasicSearch [E Save Search Criteria
[ Non-Employee Processing
[> Stock

[> Time and Labor

[> Worth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Warkforce Development

[> Organizational Development

[» Enterprise Learning

[ Pension

[» Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD})

[» Campus Community

[> Student Recruiting

[> Student Admissions

[» Records and Enroliment

[> Curriculum Management

[+ Financial Aid

[» Student Financials

[» Academic Advisement -

Step Action

5. Click the Search button.
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ultiChannel Col Add to Favol

= Position Management -
[> Fair Act Inventory
— Mass OIP Update i

— Organizational Position Vacant Positions
Titles Enter any information you have and click Search. Leave fields blank for a list of all values
— Job Codes -
— Position Information W\
— Office Information Profile
- Classification Standards
USF SetlD: = - Loc Q

New Window | Help | B,

m

Department:  begins with = Q

— Occupational Series USFE
— Dfficial Position Titles USF Description: begins with -
— Oraanizational Posn Titles

USF Agency: begins with «
— LC Classification Statuses Location SetiD: begins with = Q b |
[» Payroll Documents
[ HR Reports Location Code: begins with - Q
[» Recruiting n
[> Payroll Processing = [Ccase sensitive

[ Training Administration

I Manage Performance Search | Clear |pasicSearch [E Save Search Criteria

I Non-Employee Processing

[> Stock

[» Time and Labor Search Results

E g\uor:)haﬁrjne:rrrlgl?ﬂ Payroll Only the first 300 results can be displayed. Enter more infermation above and search again to reduce the number of search results.
Wiew All - Last

[+ Payroll Interface — - 1100 o1 200 [3] Las

[> Workforce Development Department Description

[ Organizational Development 920724 OFFICE OF THE LIBRARIANM

i

I Enterprise Learning LOC 020726  CONGRESSIOMAL RELATIONS OFFICE LC  (blank) (blank)
> Pension LOC 920727  OFFICE OF INSPECTOR GENERAL LC  (blank) (blank)
E #f‘::;?;ﬁ;;; LOC 920728  OFFICE OF GENERAL COUNSEL LC  (blank) (blank)
b EmpowtiR Setup Tables | LOC 920720 LITIGATION TEAN LC  (blank) (blank)
D) LOC 920730  ADMINISTRATIVE SERVICES TEAM LC  (blank) (blank)
b EmpowHR User Security LOC 920732  FINANCIAL LAW SECTION LC  (blank) (blank)
(HD) LOC 920733  GEMERAL LAW SECTION LC  (blank) (blank)
[ Campus Community LOC 920734  LIBRARY INTELLECTUAL PROPERTY LC  (blank) (blank)
[» Student Recruiting LOC 920735 DEVELOPMEMT OFFICE LC (blank) (blank)
> Student Admissions LOC 920736  SPECIAL EVENTSPUBLIC PROGRAMS LC  (blank) (blank)
E gifr‘l’;‘smf::g:;‘;'éﬁi’:“t LOC 920737  OFFICE OF COMMUMNICATIONS LC  (blank) (blank)
S e s LOC 920738  PUBLIC AFFAIRS OFFICE LC  (blank) (blank)
b Student Financials LOC 920739  OFFICE OF CHIEF OPERATING OFFI LT LOC 110010001
Loc Lc Loc 110010001

[+ Academic Advisement - LOC 920741 OFFICE OF WORKFORCE DIVERSITY

Step Action

6. Click the OFFICE OF THE LIBRARIAN link.
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= Position Management -
[+ Fair Act Inventory
— Mass OIP Update
— Organizational Position
Titles

- Position Information

— Office Information Profile

— Classification Standards
USFE

[}

— Occupational Series USF
— Official Position Titles USF
— Organizational Posn Titles
USE

— LC Classification Statuses

[» Payroll Documents

[ HR Reporis

[» Recruiting

[ Payroll Processing £

[» Training Administration

[> Manage Performance

[ Non-Employee Processing

[> Stock

[> Time and Labor

[> Worth American Payroll

[+ Global Payroll

[> Payroll Interface

[> Warkforce Development

[> Organizational Development

[» Enterprise Learning

[ Pension

[» Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[» Campus Community

[> Student Recruiting

[> Student Admissions

[» Records and Enroliment

[> Curriculum Management

[+ Financial Aid

[» Student Financials

[» Academic Advisement -

— Job Codes —

| Vacant Positions

SetiD:

Position Information

Position
Number
90144809
90145689
90145954

90146441
90146442
90146444
90146446

90146449
90147226
90147449

90147455
90147574
90147824
90343333
90343341

4 Return to Search

MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page | &,

Loc

Department:

920724

" Job Information

" Work Location

OFFICE OF THE LIBRARIAN

Total Vacant Positions:

21

Position

Max Head

ipti Dol Fund Code FullPart Time ReqularTemporary

Description Status Reports To Fund Code Count FullPart Time RegularTempora
Approved 90141692 010001 1 Full-Time Regular

COMF ASST TO THE LIBMN OF CONG Approved 90141692 010001 1 Full-Time Regular
Approved 90141692 010001 1 Full-Time Regular

LEADERSHIP DEVELOPMENT

SPECIALIST Approved 90141692 010001 1 Full-Time Regular

LEADERSHIP DEVELOPMENT

SPEGIALIST Approved 90141692 010001 1 Full-Time Regular

LEADERSHIP DEVELOPMENT :

SPEGIALIST Approved 90141692 010001 1 Full-Time Regular

LEADERSHIP DEVELOPMENT .

SPECIALIST Approved 90141692 010001 1 Full-Time Regular

LEADERSHIP DEVELOPMENT :

SPECIALIST Approved 90141692 010001 1 Full-Time Regular

WEB GRAPHIC DESIGN Approved 90141692 010895 1 Full-Time Regular

LEADERSHIP DEVELOPMENT X

SPECIAL Approved 90141692 010005 1 Full-Time Regular
Approved 90141692 010008 1 Full-Time Temporary

COMPUTER SPECIALIST Approved 90141692 010153 1 Full-Time Regular

WEB GRAPHIC DESIGM Approved 90141692 010001 1 Full-Time Regular

Paralegal Specialist Approved 90312756 1 Full-Time Regular

Paralegal Specialist Approved 90312756 1 Full-Time Regular

18 Previous in +[E| Nextin List | % Refresh

<

1

Step

Action

7.

Click the Job Information tab.

Information regarding the position displays.
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ultiChannel Col Add to Favol

[~ Posifion Management i New Window | Help | Customize Page | [,
[+ Fair Act Inventory
- Mass OIP Update ———
— Organizational Position Vacant Positions
Titles
- Job Codes — Seti: LOC  Department 920724 OFFICE OF THE LIBRARIAN Total Vacant Positions: 21
— Position Information
— Dffice Information Profile
- Sggsmcatlon Standards S Work Location
Vas Position Humber Master Record # Short Description Supervisory Status  PayPlan PayTable  Grade
~ Occupational Series USF 90144809 010690 MAMAGEMENT 8 Other Gs 0000 13
- Dfficial Position Titles USF 90145689 011500 CONF ASST 8 Other Gs 0000 14
*%l,w 90145954 011796 ADMINISTRA 8 Other Gs 0000 13
16 Classification Statuses 90146441 009051 LEADERSHIP 8 Other Gs 0000 i
& Payroll Documents 90146442 011608 LEADERSHIP 8 Other Gs 0000 13
I HR Reports 00146444 009051 LEADERSHIP 8 Other Gs 0000 11
E EEC’UI'I“SQ _ 90146446 009051 LEADERSHIP 8 Other Gs 0000 11
ayro rocessing =
b Training Administration 00146449 009052 LEADERSHIP 8 Other Gs 0000 12
> Manage Performance 90147226 013007 COMPUTER S 8 Other Gs 999C 1
I Non-Employee Processing 00147449 009052 LEADERSHIP 8 Other Gs 0000 12
P EE 90147455 011608 LEADERSHIP 8 Other Gs 0000 13
[> Time and Labor
b Narth American Payroll 90147574 012272 COMPUTER S 8 Other Gs 099C 12
> Global Payroll 90147824 013008 WEB GRAPHI 8 Other Gs 999C 12
[- Payroll Interface 90343333 11393 Paralegal 8 Other GS 0000 09
1P LETRTEE DIBAS TRTET: 90343341 11393 Paralegal 8 Other s 0000 09
[ Organizational Development
[» Enterprise Learning
[ Pension
[» Labor Relations
[> Transit Subsidy | | JAReturnto Search | 4[F Previous in List | +E] NextinList | 4 Refresh
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)

[ Campus Community

[> Student Recruiting

[> Student Admissions

[ Records and Enrollment
[+ Curriculum Management
[> Financial Aid

[» Student Financials

[» Academic Advisement -

Step Action

8. Information regarding the job displays.

Click the Work Location tab.
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tiChannel Cor € | Addto Favorites | Sign out

[~ Position Management - New Window | Help | Customize Page | ,
[+ Fair Act Inventory
— Mass OIP Update P T ———
— Organizational Position Vacant Positions
Titles
— Job Codes — SetiD: LOC  Department: 920724 OFFICE OF THE LIBRARIAN Total Vacant Positions: 21
- Position Information
— Office Information Profile
- W Position Information § Job Information Work Location
Position Number Description Location
— Occupational Series USF 90144809 Library of Congress
— Qfficial Position Titles USF 90145689 Library of Congress
*—CI—S’SFB”‘ZE‘“D”E" Posn Tiles 90145954 Library of Congress
— LC Classification Statuses 907146441 Library of Congress
[> Payroll Documents 90146442 Library of Congress
[- HR Reports 90146444 Library of Congress
E EEC’UI'IT'P”Q _ 30146446 Library of Congress
ayroll Processing = )
[ Training Administration 90146449 Library of Congress
[> Manage Performance 90147226 Library of Congress
[ Non-Employee Processing 90147449 Library of Congress
[> Stock
b Time and Labor 90147455 Lfbrary of Congress
> North American Payroll 90147574 Library of Congress
[+ Global Payroll 90147824 Library of Congress
[> Payroll Interface 90343333 Library of Congress
[ Warkforce Development :
[> Organizational Development SEERERAR L1 G T B
[» Enterprise Learning
[ Pension
[» Labor Relations
[> Transit Subsidy | | JAReturnto Search | 4 Previous in List | +E] MextinList | % Refresh
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)

[» Campus Community

[> Student Recruiting

[> Student Admissions

[» Records and Enroliment
[> Curriculum Management
[+ Financial Aid

[» Student Financials

[» Academic Advisement -

Step Action

9. Location information displays.

10. This completes Vacant Positions.
End of Procedure.

LC Classification Statuses
This section demonstrates the new LC Classifications component.
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By i IR
Menu 2

Search:
®

Add to Favorites [ _Sign out

Help

MultiChannel Console

[> My Favorites

[ Employee Self Service

[ Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[ Enterprise Components

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[» PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Position Management link.

|- Position Management]
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[> Fair Act Inventory

— Mass OIP Update

- Droanizational Position
Titles.

— Job Codes

osition Information
— Dffice Information Profile
— Classification Standards
USF
— Vacant Positions
— Occupational Series USE
— Dfficial Position Titles USF
— Droanizational Posn Titles
USF

— LC Classification Statuses

[> Payroll Documents

[ HR Reports

[» Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[- Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[» Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

| by Personalizations

WultiChannel Console

Add to

n Menu

ﬁ Position Management

Position Management

Mass OIP Update

E“ Position Information

Identifies position description, work location,
job information, and budget and incumbent
information

E" Vacant Positions
Wacant Positions

E" Organizational Posn Titles USF
Identifies organization position title and
description

Eﬁ“ Organizational Position Titles
Organizational Position Titles

E" Office Information Profile
Office Information Profile

Occupational Series USF
Identifies occupational series description

E" LC Classification Statuses
LC Classification Statuses

P

Edit "Position Management” Folder

Job Codes

Defines job code profile, evaluation criteria,
default compensation, and non-base
compensation details for job

Classification Standards USF
Identifies classification standards, factors,
levels, and grade conversions

Official Position Titles USF
Identifies official position title and description

Fair Act Inventory

Fair Act Inventory

=l Function Code Setup

=l Function/Reason Code Setup
=l Competitive Level Setup

Step

Action

2. Click the LC Classification Statuses link.

|LC Classification Statuses|
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= Position Management

I Fair Act Inventary

— Mass OIP Update

- Oroanizational Position
Titles.

— Job Codes

— Position Information

— Office Information Profile

— Classification Standards
USE

— Vacant Positions

- Dccupational Series USE

— Dfficial Position Titles USF

LC Classification Statuses

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

Viorklist

Classification Control Number: begins with -
Department: begins with -

o] i Series: begins with ~ 0171

— Qroanizational Posn Titles
USFE

— LC Cla:

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[» Non-Employee Processing

[> Time and Labor

[> North American Payroll

[+ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passwaord

=Ly Dorcopolizotion

m

Classifier's 1D: begins with ~

[Clinclude History

Search | Clear |Ba5ic Search B Save Search Criteria

Mo matching values were found.

Find an Existing Value | Add a New Value

Jely =iy

WultiChannel Console

Add to Favorites | _Sign out

New Window | Help |

Step

Action

3. Enter the desired information into the Occupational Series field.

Enter "1071".
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1D

= Position Management

I Fair Act Inventary

— Mass OIP Update

- Droanizational Position
Titles.

— Job Codes

— Position Information

— Dffice Information Profile

— Classification Standards
USF

— Vacant Positions

— Occupational Series USE

— Dfficial Position Titles USF

— Droanizational Posn Titles
USF

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passwaord

=Ly Dorconolizotion

mn

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

{ Find an Existing Value Y Add a New Value

Classification Control Number: begins with -

Department: begins with Q
Occupational Series: begins with + 1071| Q,
Classifier's ID: begins with ~ Q,

[linclude History

Search | Clear |Ba5icSearch B save Search Criteria

MNo matching values were found

Find an Existing Value | Add a New Value

WultiChannel Consal

Mew Window | Help |

Sign out

ncEn

Step Action

4, Click the Search button.
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= Position Management
I Fair Act Inventary
— Mass OIP Update
- Oroanizational Position
Titles.
— Job Codes
— Position Information

— LC Cla:
[> Payroll Documents
[» HR Reports
[» Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance

[> Time and Labor

[> North American Payroll
[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passward

=Ly Dorcopolizotion

— Dffice Information Profil

— Classification Standard
USE

— Vacant Positions

- Dccupational Series USE

— Dfficial Position Titles USF *DeptiD: 0925889 Q MUSIC DIVISION

- Droanizational Posn Titles
USFE

[> Non-Employee Processing

Worklist | WuttiChannel Console | _Add to Favorites

T New Window | Help

{ Classification Status " Classification Status Sum |

Class control #

e

= Occ Series: 1071 C. off Title: Audiovisual Production Specialist

Prelim Grade(s): GS-11 Classifier: 077791 @ Cofield,Latoure Patricia

First [ 1 of 1 [v]

*Classification T Status Date:
Status:

Job Code: =

m

Comment:

[> Organizational Development -

Bl save | S\ Returnto Search | +E] 7 List | +[E Nextin Llstl E‘+Add| Upd

Zl Include History

Classification Status | Classification Status Sum

Sign out

hEER

Step

Action

5.

Click on the green book icon to view the fields on the Classification
Status page.
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@ Field 9.0 Impact

Class control #

System-assigned number.

Occ Series

The occupational series number.

Off Title

The official title for the occupational series.

Prelim Grade(s)

The preliminary grade associated with the position.

Classifier

The EmplID of the classifier.

DeptlD

The department identifier.

Status Section:

Classification
Status

Status of the classification.

Status Date

Date of the position status.

Job Code Section:

Job Code

Job code of the classification.

Comment

Comment pertaining to the classification.
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S

= Position Management

I Fair Act Inventary

— Mass OIP Update

- Oroanizational Position
Titles.

— Job Codes

— Position Information

— Office Information Profile

— Classification Standards
USE

— Vacant Positions

- Dccupational Series USE

— Dfficial Position Titles USF

- Droanizational Posn Titles
USF

fication Statu.
[> Payroll Documents
[» HR Reports
[» Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
[> Labor Relations
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[ EmpowHR User Security
(HD)
[> Set Up HRMS
[> Enterprise Components
[> Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools
[> PeopleTools
— Applicant Home
— Change My Passward

=Ly Dorcopolizotion

m

{ Classification Status " Classification Status Sum |

WuttiChann

Class control #

Occ Series:

Prelim Grade(s):

*DeptiD:

G811

925889

f1071/ Q. off Title: Audiovisual Production Specialist

Classifier: 077791

& music ovision

Q Cofield, Latoure Patricia

First (4] 4 o4 [F] 1

*Classification

Status:

M Status Date:

m EHE

First [4] 1 or1 [ L.

Job Code:

Comment:

B save

&\ Return to Search

+[El Pre

lElNexllestl E‘+Aﬂd| | Upda

FHE

=plav | JEll Include History

Classification Status | Classification Status Sum

New Window | Help | .5,

Sign out

Step

Action

6. Click the Classification Status Sum tab.

| Classification Status Sum
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Sign out

= Position Management -
I Fair Act Inventary
il vosnen | | CIBSSHESNGN S | Classificaion Status Sum |
Titles
— Job Codes Class control #
— Position Information i
— Dffice Information Profile ‘Occupational Series: 1071
— Classification Standards
USF Official Position Title: Audiovisual Production Specialist
— Vacant Positions o
- Dccupational Series USE Organization:
- W Specialist: 077791 Cofield,Latoure Patricia
USFE
— LC Cla:
[> Payroll Documents Requisition Status
[» HR Reports
[» Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface

New Window | Help |

925889 MUSIC DIVISION

Job Code:

n

> Workforce Development B Savel LS Return to Searchl +[] Previous in Lis! | +[5 Nextin Listl E‘+Add| | UpdateiDisplay | 2] Include History
[> Organizational Development . . " "

> Enterprise Learning Classification Status | CI fication Status Sum

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools “m

[> PeopleTools

— Applicant Home

— Change My Passwaord

=Ly Dorconolizotion

Step Action

7. The Classification Status Sum page displays a summary of the previous
page.
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S

WultiChann

Sign out

= Position Management - New Windaw | Help
I Fair Act Inventary
_ %ﬁsition Classification Status | Classification Status Sum )
Titles
— Job Codes Class control #:
— Position Information i
— Office Information Profile Occupational Series: 1071
— Classification Standards
USE Official Position Title: Audiovisual Production Specialist
— Vacant Positions o
— Dccupational Series USF ‘Organization: 925889 MUSIC DIVISION
_ % Specialist: 0777 Cofield Latoure Patricia
LSE Job Code:
fication Statu

[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

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

[> North American Payroll
[ Global Payroll

[> Payroll Interface

m

[ Workforce Development & Save | S\ Return to Search [ +[] Previous in List | 4[E Next in List | E‘+Add| UpdateDisplay |l Include History
[> Organizational Development

> Enterprise Learning Classification Status | Classification Status Sum

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools —l

[> PeopleTools

— Applicant Home

— Change My Passward

=Ly Dorcopolizotion

Step Action

8. This completes LC Classification Status.
End of Procedure.
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Module 3 PAR Processing

Overview and Obijectives

PAR Processing in EmpowHR 9.0 is basically the same as the previous version with minimal
additional functionality. Some fields have been moved for ease of entry, other fields were
renamed for clarification and certain fields that previously used by a specific agency are now
available to all agencies.

After completing this module, participants will be able to:

o Identify changes to PAR Processing functionality
o Identify additional functionality
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HR Processing
Overview

This section demonstrates the changes and additions to HR Processing functionality in
EmpowHR 9.0.

HR Processing
This section demonstrates the changes and additions to HR Processing.

Enpena 11D
Menu =2

Search:
®

Add to Favorites | _Sign out

Help

MultiChannel Console

[> My Favorites

[ Employee Self Service

[- Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[- Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— Wy Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the PAR Processing link.
[» PAR Processing
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Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process
— MMA Status CPDF File
Process
— Ora Structure Mass
Change
— Update Reports To
— Mass Reporis to Update
— Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Reset
— Mass Aclions
— Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[» HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension

I | abor Relations

ﬁ PAR Processing

PAR Processing

EE Action Table Setup
Action Table Setup

MMA Status CPDF File Process

Mass Reports to Update
Mass Reporis to Update
E“ Schools
Define Schools.

LC Approve PAR
LC Approve PAR

Update Applied Action
Update Applied Recs

History Override
TN History Override

E Employee Password Reset
Employee Password Reset

Employee Security Clearance

Employee Security Clearance

Eﬁ“ MMA Status CPDF File Process

Hire Employee
Identifies details of the hire including
employee name, address, job, payroll, and
compensation details

Org Structure Mass Change

Address Processin
Address Info

Applicant Hire
Applicant Hire

= Who has the PAR
LC Worklist

Eﬁ" Correct Applied Action
Identifies details regarding corrections to a
personnel action

Update NFC Flags
Update NFC Flags

E" Mass Actions
Mass Actions

WultiChannel Console | _Add to

n Menu

Edit "PAR Processing” Folder

MMA Dynamic CPDF File Process
MWA Dynamic CPDF File Process

Update Reports To
Update Reports To

Adjudication Information
Adjudication Information

E" LC Initiate PAR
LC Initiate PAR

9 HR Processing
Identifies personnel action details of request
ready for human rescurces to process

Eﬁ" Cancel Applied Action
Identifies details regarding the cancellation of
a personnel action

E" Create New Oprid
Create New Oprid

Departmental Transfer

Step

Action

2. Click the HR Processing link.

74|Page




EveowHR

SOLUTTIONS
PRI SIS TO JATIRS

Training Guide
EmpowHR 8.8 to 9.0 Transition Training

S

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Deparimental Transfer
— Employvee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension

m

Llobhorb

HR Processing USF

Enter any information you

EmpliD:
Empl Rcd Nbr:
Name:

Last Name:

WuttiChann

have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value

begins with

= -
begins with ~

begins with -

|social Security Number:

Sub-Agency:
"] Include History

Search | Clear

begins with

[C|case sensitive

Basic Search [E] Save Search Criteria

Sign out

New Window | Help |

Step Action

3. Click the green book icon to view changes on the HR Processing search

page

@

Social Security . Mo Limits Limited Must contain an individual's entire 9-
Search Field | digit number.
Action Mode .l Correct Update/Display | Default action mode is

History Update/Display, not Correct History.
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)

Sign out

= PAR Processing - New Windaw | Hel
~ Action Table Setup MNew Window | Help | o5
— Hire Emplovee

- MMA Dynamic CPDE File HR Processing USF
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File
Process { Find an Existing Value '
- Ora Structure Mass
Change
— Update Reports To EmplD: begins with
— Mass Reporis to Update _ -
— Address Processing Empl Red Nor: -
— Adjudication Information Name: begins with ~
— Schools
— Applicant Hire Last Name: begins with ~
— LC Initiate PAR N _ _
_ LC Approve PAR Social Security Number: =
— \Who has the PAR Sub-Agency: beging with ~ Q

— Update Applied Action =| [Clinclude History [“] Correct History "] Case Sensitive
— Correct Applied Action
T pancel fonled Adllon _search | Cioar |pasicsearch B Save Search Crieria
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employvee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting | 4
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension
Ll obor B

Step Action

4. Enter the desired information into the EmplID field. Enter "077777".

76|Page



EveowHR Training Guide
o ol EmpowHR 8.8 to 9.0 Transition Training

S

[~ PAR Processing - Mew Window | Hel
- Action Table Setup Dew Window | Help | o5
— Hire Emplovee

- MM Dynamic CPDE File HR Processing USF
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File
Process / Find an Existing Value ',
— Ora Structure Mass
Change
- Update Reports To EmpliD: begins with = 077777
— Mass Reporis to Update -
- Address Processing Empl Red Nor: - T
— Adjudication Information Hame: begins with ~
- Schools
— Applicant Hire Last Name: begins with -

- LClnitiate PAR ) ) _
- LC Approve PAR Social Security Number: =

Sub-Agency: begins with (e}
[“lInclude History [ Correct History [ |Case Sensitive

m

— Update Applied Action
— Correct Applied Action
- Cancel Applied Action Search |

Clear | Basic Search B Save Search Criteria

— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Deparimental Transfer
— Employvee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting |3
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

Step Action

5. Click the Search button.
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1D

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— Ora Structure Mass
Change
— Update Reports To

Viorklist | _MuftiChannel Consol

a New Window | Help | Customize Page |

{ DataControl { PersonalData /° Job ) Position  Compensation " Employment1 j Employment2 ' Benefit Data ',

Sign out

SMITH,GREGORY A EmplD: 077777 Empl Red Nbr: 0 View All SINQ Errors

Effective Date: |09/01/2008 [ IProposed Effective Date: 09/01/2008 Eﬂl

— Mass Reporis to Update N NFC Ready
 Addiess Processin Effective Seq 1 Transaction Status
— Adjudication Information Auth Date |09!1 112008 [ IComam Emplid: 077771 QI View Current SING Errors
— Schools -
— Applicant Hire *Action: DTA & patachg PAR Status: PRO Processed by Human Resources
— LC Initiate PAR

e ——— 1 . Loc
- LC Approve PAR Reason Code: [NAM O 15 Change Agency Type
— Who has the PAR

NOA Code: 780 & name Change From, Mame Change

— Update Applied Action £ . =
_ Correct Applisd Action Authority (1): 999 Q |N0 Legal Authority Code Required
— Cancel Applied Action - .
— History Override Authority (2): & I
— Undate NFC Flags - B [T work Study Program
_ Create New Oprid INTE Date: I Vacancy Number ly Prog
- Emplovee Password Reset Print SF-52_ | PARRemarks AwardData TrackingDats  Justification

— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance

[> Time and Labor

[> North American Payroll
[ Global Payroll

[ Payroll Interface

[> Workforce Development

[ Enterprise Learning

[> Non-Employee Processing

[> Organizational Development

Add Attachme rItI

B save | 4 Return to Search | Previo Mext tab Up v| & Include History

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

X

3 F'ensthn | o m i
Step Action

6.

Click the green book icon to view changes on the Data Control search
page.

78|Page




EvrowHR

SOLUTTONS
PRI EEAS TO PATIRS

Training Guide
EmpowHR 8.8 to 9.0 Transition Training

Proposed Effective Mot Available | New Defaults to the Effective Date. Can be
Date overridden if necessary.
Goto Row Button Mot Available | New This button allows a userto go to a
specific row in the employee’s history.
Mot used during the Hire process.
Contact Emplid Mot Available | New Enter the contact employee ID
number.
PAR Status . PRO IMNI {Initiated) | The default PAR Status changed.
(Processed
by Human
Resources
Agency Type Mot Available | New Displays the Agency Type.
NTE Date @ | NotTo NTE Date Field name changed but location was
Exceed Date not changed.
GPPA Website Mot Available | New This link provides access to the Rule
book for processing a PAR.

I.’f;):;\-é““_)

= PAR Processing

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

a
— Update Applied Action
- Correct Applied Action
— Cancel Applied Action
- History Override
— Update NFC Flags
— Create Mew Oprid
— Employee Password Reset|
— Mass Actions
— Departmental Transfer
— Emplovee Security
Clearance
[» Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[- Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning

[» Pension
LlaborD

mn

Sign out

Mew Window | Help | Customize Page | o5

{ DataControl % PersonalData | Job )" Position | Compensation | Employment1 j Employment2 " Benefit Data ',

SMITH,GREGORY A EmpliD: 077777 Empl Red Nbr: 0 View All SINQ Errors

Data Control

Effective Date: [09/01/2008 [ Proposed Effective Date; 09/01/2008 [ Go ToRow

Effective Seq 1 Transaction Status | MFC Ready
Auth Date 09/11/2008 B contact Emplid: 077771 Q View Current SING Errors
“Action: DTA A patachg PAR Status: PRO S\ processed by Human Resources
*Reason Code: [NAM O pame Change Agency Type  [LOC

HOA Code: 780 @ Name Change From, Mame Change

Authority {(1): 999 . [No Legal Autnarity Code Required

Authority (2): |

NTE Date: el Vacancy Number [[]work Study Program

S PAR Remarks AwardData  Tracking Data Justification

Add Attachment!

GPPA Website

B save | &\ Return to Search | Mext tab Zl Include History

E

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

« 11l r
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Step Action

7. Click the GPPA Website link.

S N hetps://199.134.230.10/psp/USDAUAT/EMPLOYEE/MEMS/ e/ Turbs hitp %2a 521 Sbwww.cpm.govitieddata®igps ~ | ¢5 | x J Live Senmrt o -

W G0 | B Employee-facing registry content 3w ) - v yPagev (PTocks v

OPY gov Mome Sebect ndex | Important Lnks | Contact Us

U.5. OFFICE OF PERSONNEL MANAGEMENT

Eraring the Foders! Government Mas a0 effective chvillpn workforce

Guide to Processing Personnel Actions

W have goveenmantaioe respOnsatilty and oversight for iSSUINg Suicance on the
processing of personnel acions. This site contains e operating manual “The Guide to
PIOCessing Personned ACSons (Guide)” which assist 1ederal 30en0S in 1w praparasion
and documentabion of personnel atons. The Guide avalabie on this site is e most
curant

Note: Chapters 2. 5,8, 12, 25, and 27 are Resaoved
'y I y ) 1

o B @ termet | Pretected Mode On S100% v

Step Action

8. This page opens in a new window.
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MultiChannel Console | Add to Favorites gn out

=~ PAR Processing -
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process I
IMA Status CPDF File SMITH,GREGORY A. EmplD: 077777 EmplRcd Nbr: 0 View All SINQ Errors

New Window | Help | Customize Page | [,

{ DataControl Y PersonalData ' Job | Position )" Compensation ' Employment1 " Employment2 ) Bensfit Data |

- W
Process
— Org Structure Mass

Chang
— Update Reports To Effective Date; |09/01/2008 Proposed Effective Date: 09/01/2008 [ Go To Row

— Mass Reports to Update N i NotApplied
— Address Processing Effective Seq 1 Transaction Status

— Adjudication Information Auth Date Ingf‘l'lfznus H  contact Emplid: 077771 Q View Current SING Errors
— Schools

- Applicant Hire *Action: [oTA @ pats Chg PAR Status:  PRO QU processed by Human Resaurces
— LC Initiate PAR LoGC
- LC Approve PAR *Reason Code: [NAM R yame Change Agency Type

— Whao has the PAR

NOA Code: ITBU Q' Name Change From, Name Change
— Update Applied Action

_ Corract Applied Action Authority {1): |999 Q |N0 Legal Authority Code Required

— Cancel Applied Action . . I

— History Override Authority (2): e I
~ Undate NFC Flags NTE Date: B vacancy Humber [Clwork Study Program
- Create New Oprid !
~ Employee Password Reset Print SF-52_ | PAR Remarks AwardData TrackingData  Justification
- Mass Actions
— Departmental Transfer Brin 3 ;
- Employee Security GPPA Vebsita

Clearance
I Position Management Add Attachment|

[ Payroll Documents
[» HR Reports

[ Recruiting T
[ Payroll Processing & save | 42 Return to Search | Previous tab [ =5 Next tab UpdateDisplay | JE Include History | B
[> Training Administration T
[ Manage Performance Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data
[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[ Workforce Development

[> Organizational Development
[ Enterprise Learning

[> Pension T m

Lok 2

n

Step Action

9. Click the Tracking Data link.
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Wiorklist | _WuttiChannel Consol Sign out

[~ PAR Processing -
— Action Table Setup
— Hire Emplovee
— MMA Dyvnamic CPDF File
Process

New Window | Help | Customize Page |

PAR Tracking Data

14 Status CPDF File |  EmpliD: orereT Empl Rcd#: 0 SMITH,GREGORY A
Process
— Ora Structure Mass .
Change Effective Date: 09/01/2008 Transaction 44 Transaction Status MNFC Ready
— Update Reports To #Sequence
— Mass Reporis to Update
— Address Processing
— Adjudication Infermation Reason Code: Mame Change
— Schools Mame Change From,
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
ho has the PAR

Action: DTA Data Change PAR Status: PRO  Processed by Human Resources

Tracking Data " User Information | Comments

L - . -
ActionTaken  Action Dt Ovrde PAR Status ~ User D Override Operator Emplid of

— Update Applied Action Emplid Tracking Row
— Correct Applied Action 09/16/2008 PRO TS077619 077619 Tracey Stackhouse
- Cancel Applied Action

_ History Override 0912/2008 FRO TS077619 077619 Tracey Stackhouse
— Update NFC Flags 09/11/2008 PRO TS077619 077619 Tracey Stackhouse
— Create Mew Oprid
— Emplovee Password Reset 09/11/2008 PRO TS077619 077619 Tracey Stackhouse
~ Mass Adions 09/11/2008 PRO TS077619 077619 Tracey Stackhouse
— Departmental Transfer
— Employee Security

Clearance

— | NFC Authentication Date:
[> Position Management
[> Payroll Documents
b HR Reports __ ok | _cancel |
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension
Ll obor B

Hame

1,

Step Action

10. Click the green book icon to view changes on the PAR Tracking Data
page.

@

NOA @ | noA Code NOA Field name shartened.

Track Seg# Available Remaved This field was removed in 9.0,
MFC Mot Availahle N Dizplays the MFC Authentication
Authentication Date.

Date
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S

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reports to Update

- Address Processing

— Adjudication Information

- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[> Global Payroll
[ Payroll Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension

Llobhorb

WultiChann

New Window | Help | Customize Page |

PAR Tracking Data

Sign out

EmpliD: orTeT Empl Red#: Q SMITH,GREGORY A
Effective Date:  09/04/2008 Transaction 44 Transaction Status NFC Ready
#Sequence
Action: DTA Data Change PAR Status: PRO Processed by Human Resources
Reason Code: Mame Change
NOA 780 Mame Change From,

Tracking Data

Tracking Data " User Information

‘Override Operator Emplid of

3 *Action Taken Action Dt Ovrde PAR Status  User ID Emplid Tracking Row Hame
09/16/2008 PRO TS077619 077619 Tracey Stackhouse
09/12/2008 FRO TS077E19 077619 Tracey Stackhouse
09/11/2008 PRO TS077619 077619 Tracey Stackhouse
09/11/2008 PRO TS077619 077619 Tracey Stackhouse
09/11/2008 FRO TS077619 077619 Tracey Stackhouse

NFC Authentication Date:

OK Cancel |

4 i

Step

Action

Cl

11.

ick the OK button.
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1D

[~ PAR Processing
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reporis to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create Mew Oprid

— Employee Password Reset

1,

Viorklist | _MuftiChannel Consol

New Window | Help | Customize Page |

{ DataControl ' PersonalData |~ Job  j Position

| Compensation | Employment1 | Employment2 | Benefit Data

Sign out

SMITH,GREGORY A EmplD: 077777 Empl Red Nbr: 0 View All SINQ Errors

Effective Date: |09/01/2008 [ Proposed Effective Date: 09/01/2008 [ Go To Rnwl

Transaction Status NFC Ready

Effective Seq 1
Auth Date 0911172008 E  contact Empia: 077771
“Action: DTA & pata Gng

*Reason Code: |NAM CL name Change

NOA Code: 780 Q MName Change From,

Authority (1): 999 Q, |N0 Legal Authority Code
Authority (2): Q |

NTE Date: El Vacancy Number
Print SF-52 |

— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension
Ll obor B

Add Attachme rItI

B save | 4 Return to Search | Previo Mext tab

Q View Current SING Errors

PAR Status:  PRO S Processed by Human Resources
Agency Type Loc

Name Change

Required

| work Study Program

PAR Remarks AwardData  Tracking Data Justification

GPPA Website

Up v| 2 Include History

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

4

T

X

Step Action

12. Click the Justification link.
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[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

- Schools

— Applicant Hire
— LC Initiate PAR

— LC Approve PAR
AR

— Update Appl Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

m

Viorklist | WuttiChannel Console

Add to Favorites

Sign out

New Window | Help | Customize Page |

PAR Justification
EmpliD: 077vIT EmplRed# 0 SMITHGREGORY A, SSN: 06688
Effective Date:  09/01/2003 Transaction #/ Sequence: 11 Transaction Status: NFC Ready
Action:
fon BER DaiaCnange PAR Status:  PRO Processed by Human Resources
Reason Code: MNAM Name Change
HOA Code: 780 MName Change From,

Not To Exceed Date:

Contact:

LCR:

Par Justification:

oK Cancel |

077771 Q Schenkel James F.

Recommending Official: IUTTT."I Q) Schenkel James F

Step Action

13. This new link is used to enter contact information for the PAR.

Click the OK button.
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1D

[~ PAR Processing
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reporis to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create Mew Oprid

— Employee Password Reset

1,

Viorklist | _MuftiChannel Consol

New Window | Help | Customize Page |

{ DataControl ' PersonalData |~ Job  j Position

| Compensation | Employment1 | Employment2 | Benefit Data

Sign out

SMITH,GREGORY A EmplD: 077777 Empl Red Nbr: 0 View All SINQ Errors

Effective Date: |09/01/2008 [ Proposed Effective Date: 09/01/2008 [ Go To Rnwl

Transaction Status NFC Ready

Effective Seq 1
Auth Date 0911172008 E  contact Empia: 077771
“Action: DTA & pata Gng

*Reason Code: |NAM CL name Change

NOA Code: 780 Q MName Change From,

Authority (1): 999 Q, |N0 Legal Authority Code
Authority (2): Q |

NTE Date: El Vacancy Number
Print SF-52 |

— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension
Ll obor B

Add Attachme rItI

B save | 4 Return to Search | Previo Mext tab

Q View Current SING Errors

PAR Status:  PRO S Processed by Human Resources
Agency Type Loc

Name Change

Required

| work Study Program

PAR Remarks AwardData  Tracking Data Justification

GPPA Website

Up v| 2 Include History

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

4

T

X

Step Action

14, Click the Personal Data tab.
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[~ PAR Processing
— Action Table Setup

WuttiChann

Hew Window | Help | Customize Page | 15

— Hire Emplovee —
-~ MIMA Dynamic CPDF File Job | Position

[ Data Coniral_ | Personal Data

| Compensation | Employment1 | Employment2 | Benefit Data

Process

EmpliD:

SMITH,GREGORY A.

— Ora Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

Effective Date:
NOA Code:

09/01/2008 Transaction# /Seq 1
780

Action Type:  Data Change

[crEGORY Middle:

[smITH Suffix:

HName: MTH GREGORY A

m

. . Pref First Name
— Correct Applied Action

— Cancel Applied Action

07777

View All SINQ Errors
Empl Red# 0

PAR Status:
Empl Status:

Processed by Human Resources

Active

[

- History Override =

— Update NFC Flags

— Create Mew Oprid

- Employee Password Reset
— Mass Actions

@ Male ) Female

vI

Gender:
Draft Status:

*Date of Birth:

06/031953 [5)

*Country:
Citizenship:

United States

US Citizen/Maturalization

1

- Departmental Transfer
- Emplovee Security Disability Code: 05 < g Handicapl
Clearance
[> Position Management Date of Death: |
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing

RNO:

|Addmona\ Birth Infﬂl Address Info I Phone Mbrs I

White

Veterans Info Marital Info | Education Details |

[> Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> North American Payroll

[> Global Payroll

[ Payrall Interface

[> Workforce Development

[» Organizational Development

Country: USA @ *Type/Description: PR e SSN: 507-60-6688
B save | 4 Return to Search | Previous tab Mext tab ‘ 2 Include History | [E# Correct History

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

[> Enterprise Learning
[ Pension
Ll obor B

Sign out

m

Step Action

15.

Click on both of the green book icons to view changes on the Personal

Data page.

Action Type . Act Type Action Type Field name expanded.

Pref First Marme . Available Pref First Name | Field name change from Alias Name.

Citizenship Stat. Mot MNew This news section contains the

sectian Available following fields:

Citizenship Status s Country (field name changed)

Citizenship Country « Citizenship {field name

changed)

Draft Status . Available Available Field moved and is now located under

the Gender radio buttons.
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Disability Code . Handicap Disability Code | Field name changed and is now
Cd located under Date of Birth field.
RNO . Available Available Field moved to the right of the
Disability Code field.
Date of Death Mot MNew Data cannot be entered during hire
Available entry.
Highest Educatio Mot MNew This required field is used to enter a
Level Available new hire's highest level of education.

Additional Birth Info | Birth Info Additional Birth | Link name changed.
Link @ Link Info Link

Phone Nbrs Link. Personal Phone Nbrs Link name changed.
Phone Link | Link

Education Details Education Education Link name changed.

Link @ Link Details Link

Country Mot MNew Displays the Country.
Available

Type/Description Mot MNew Defaults to PR.
Available

Mational ID Mot MNew Mew hire's Social Security Mumber is
Available entered in this field.
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[~ PAR Processing
— Action Table Setup
— Hire Emplovee

Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Address Processing

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override

— Update NFC Flags

— Create Mew Oprid

— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance

[> Time and Labor

[> North American Payroll

[> Global Payroll

[ Payrall Interface

[> Workforce Development
[> Organizational Developm
[> Enterprise Learning

[ Pension

Ll obor B

S

— MMA Dynamic CPDF File

~ Mass Repors to Update NOACode: 780 Action Type:  Data Change Empl Status:  Active

— Adjudication Information

— Employee Password Reset)

[> Non-Employee Processing Country: USA Q “Type/Description: PR v SSH: |507-ﬁﬂ-6633

WuttiChann

Sign out

New Window | Help | Customize Page |

Data Contral | PersonalData {___ Job | Posiion '} Compensation }” Employment1 | Emplayment2 | Benefit Data ',
View All SINQ Errors

SMITH,GREGORY A. EmpllD: 077777 EmplRed#: 0

Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

First: IGREGDRY Middle: A

Last: |sMITH Suffix: M
Hame: SMITH,GREGORY A
PrefFirst Name

=

m

Gender: @ Male ) Female
Draft Status: -
“Date of Birth: 0610311953 [

*Country: JSA United States
Citizenship: 1 @ UsCitizenNaturalization

Disability Code: 95 Q. o Handicap RNO: E QU white

Date of Death:

Additional Birth Info Address Info Phone MNbrs Veterans Info Marital Info Education Details

B save | 4 Return to Search | Previous tab Mext tab I a | Al Include History | [E# Correct History

ent

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

Step

Action

16.

Click the Phone Nbrs link.
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)

[~ PAR Processing -

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To mm

- Mass Reporis to Update 1 | 09/01/2008

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

Sign out

New Window | Help | Customize Page |

Perscnal Phone Numbers

First [4] 1 o 1 [M] Last
*Phone Type  Eff Date Telephone - Preferred

Customize | Find |

HE

OK Cancel |

1,

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting | 4
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[» Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension
Ll obor B

Step Action

17. Click the green book icon to view changes on the Personal Phone
Numbers page.

@ Field 8.8 9.0 Impact

Employee Phone Available Removed Field removed.

Relay

Phone Extension Mot Available | New Enter the phone extension when
applicable.

Preferred Checkbox | Not Available | New Activate the checkbox when the
phone number is the number
preferred by the employee.
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S

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

- Ora Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[> Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension

Llobhorb

m

Personal Phone Numbers

*Phone Type  Eff Date

1 ~ | 09/01/2008

OK Cancel |

Phone
Extension

Telephone Preferred

Step

Action

18. Click the OK button.
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11D

[~ PAR Processing
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reporis to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension

LlohorB

1,

Viorklist | _WuttiChannel Consol Sign out

New Window | Help | Customize Page |

Data Contral | PersonalData {___ Job | Position j Compensation j” Employment1 | Emplayment2 | Benefit Data '
View All SINQ Errors
SMITH,GREGORY A. EmpllD: 077777 Empl Rcd#: 0
Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources [=]
HOA Code: 780 Action Type:  Data Change Empl Status:  Active
First: IGREGDR‘(’ Middle: A
Last |sMITH Suffix: M
Name: SMITH,GREGORY A
Pref First Name
=
® - =
Gender: @Male  © Female ~Country: USA United States
Draft Status: M
Citizenship: 1 Q US Citizen/Maturalization
“Date of Birth: ~ 06/0311953 [
Disability Code: 95 2 o Handicap RHO: E A white
Date of Death:
Additional Birth Info Address Info Phone Nbrs Veterans Info Marital Info Education Details
Country: YSA O, *Type/Description: PR - ssn:  |507-60-6688
B save | &\ Return to Search | Previous tab Hext tab Display | ] Include History | [S# Correct History

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

Step

Action

19.

Click the Veterans Info link.
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[~ PAR Processing
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File

Veterans Info

Viorklist | WuttiChannel Console

Add to Favorites

Sign out

Hew Window | Help | Customize Page | 15

Process

Status CPDF File

Process
- Ora Structure Mass

Change
— Update Reports To
— Mass Reports to Update
— Address Processing
— Adjudication Information
- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Departmental Transfer
— Employvee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

m

Veterans Status:

Veterans Preference:

Mot a Veteran

Mone -

-

IUnifon'ned Service:

M I

Military Separation Status:

Not Applicable

¥ Military Grade:

IMiI\Iary Service Start Date:

5)

I End Date:

F!esenre Category:

Mone

Creditable Military Service:

0000

|Veterans Preference RIF  Non-Vetern ~ |

[ Motify Military Pay Center
[ military Service Verified
[ Disabled Veteran

OK Cancel

Step

Action

20.

Click the green book icon to view changes on the Veterans Info page.

@

Uniformed Service . Military Branch Uniformed Field name changed.
Service
Military Service Start Mot Available MNew Enter the date when the
Date employee started military
service.

End Date @ | Date Retired End Date Field name changed.
Military

Reserve Category . Uniform Service | Reserve Field name changed.
Status Category

Veterans Preference | Value selected Drop-down menu | Change in selecting values.

RIF from drop-down changedto a
menu checkbox.
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[~ PAR Processing -
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process B -
— lIMA Status CPDF File Veterans Preference: h
Process
- Org Structure Mass Veterans Status: Mot a Veteran -
Change
— Update Reports To Unifermed Service: -
— Mass Reporis fo Update
- f;;;?; p?(;‘csetsgsﬁ]gdate Military Separation Status: ™ot Applicable v Military Grade: M

— Adjudication Information
~ Schools Military Service Start Date: G

— Applicant Hire None -
— LC Initiate PAR Reserve Category:

— LC Approve PAR . - -
— Who has the PAR Creditable Military Service: 0000

WultiChannel Console | _Add to

Mew Window | Help | Customize Page |

Veterans Info

End Date: 2

[~ Hotify Military Pay Center
[T military Service Verified

Veterans Preference RIF Non-Vetern ~

1,

— Update Applied Action
— Correct Applied Action [~ Disabled Veteran
— Cancel Applied Action
— History Override oK
— Update NFC Flags

Cancel

— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employvee Security
Clearance
[> Position Management
[» Payroll Documents
[ HR Reports
[» Recruiting | 4
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

Step Action

21. Click the OK button.
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S

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[> Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

WuttiChann

Sign out

New Window | Help | Customize Page |

Data Contral | PersonalData {___ Job | Posiion '} Compensation }” Employment1 | Emplayment2 | Benefit Data ',
View All SINQ Errors

SMITH,GREGORY A. EmpllD: 077777 Empl Red#: 0

Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

HOA Code: 780 Action Type:  Data Change Empl Status:  Active

First: IGREGDRY Middle: A

Last |sMITH Suffix: M

Name: SMITH,GREGORY A

Pref First Name

=
@ . =

Gender: @Male  © Female ~Country: USh United States

Draft Status: M

Citizenship: 1 Q US Citizen/Maturalization

“Date of Birth: ~ 06/0311953 [

Disability Code: 95 Q. o Handicap RNO: E QU white

Date of Death:

Additional Birth Info ~ Address Info Phone Nbrs Veterans Info  Marital Info ~ Education Details

Country: USA @ “Type/Description: PR e ssn:  [507-60-6688
B save | 4 Return to Search | Previous tab Mext tab Upda | 24 Include History | [E# Correct History
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Emplayment 2 | Benefit Data

Step

Action

22. Click the Job tab.
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Home | Worklist | MutiChannel Ci Sign out
[~ PAR Processing T Mew Window | Help | Customize Page | /5
— Action Table Setup
— Hire Employee

[ DataControl | PersonalData | Job | Position Y Compensation | Employment1 ' Employment2 | Benefit Data

- Dynamic CPDF File

S i View All SING Errors
SMITH,GREGORY A. EmplID: 077777 Empl Rcd#: 0

Status CPDF File
s

— Org Structure Mass
Change

- Update Reports To

- M ( T 0 - " +
Mass Repors to Update NOACode: 780 Action Type:  Data Change Empl Status:  Active =

- dress Processing

- dication Information
— Schools Position: 90146931 & g- 1410- 00  CHIEF, MBRS Position Management Record

- —LI S iti é =1 position Override
_ LC Initiate PAR NFC Position# 00005262 Refresh Position Data

Job Code: 053636 SL- 1410- 00 CHIEF, MBRS

Effective Date: (00/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources

m

Master RCD# 012488

1,

— Update Applied Action
— Correct Applied Action
— Cancel App Action

— History Override Agency: LC Library of Congress Losing/Gaining Dept.: Q
— Update NFC Flags
— Create Mew Oprid Sub-Agency:  AE Library of Congress
- Emplovee Password Reset
— Mass Actions Business Unit: LOC Library of Congress

- Dep. e e .

— Deparmental Transfer Department 925880 MOTION PIC, AE4020001200000000

Employee Security
BROADCASTING&RECOR

Clearance -

ion: Departmental H h

> Position Management Location: 510690047 CULPEPER, VA AE402000120000000{ 22220mEntal Hierarchy
Detail

[> Payroll Documents

[» Recruiting | 4
[> Payroll Processing
[» Training Administration Previous Class Action -
[> Manage Performance =
[ Non-Employee Processing Previous Sub-Agency Q
[> Time and Labor

[> North American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

Ll obor B

Tax Location:

Step Action

23. Click the green book icon to view changes on the Job page.
@ Field 8.8 9.0 Impact
Position . Posn Mgmt Position Field name expanded.
Management Red Management
Record Record
Departmental . Dept Departmental Link name expanded.
Hierarchy Link Hierarchy Hierarchy
Detail Link . Detail Info Detail Link name shortened.
FY Not Available | New Located to the right of Tax Location
field.
NFC Job Mot Available | New Displays the NFC Job Information
Information Link page.
Previous Class Prev Class Previous Class | Field name expanded.
Action . Actn Action
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S

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

m

WultiChann

New Window | Help | Customize Page |

| Data Control | Personal Data |

Job | Position

SMITH, GREGORY A

'/ Compensation | Employment1 | Employment2 | Benefit Data |,

EmpliD: 077777

Empl Red# 0

View All SINQ Errors

Effective Date:

HOA Code: 780

Position: 90146931

NFC Position# 00005262
Job Code: 053636

Master RCD# 0124388

Agency: LC

Sub-Agency: AE

Business Unit: LOC

Department: 925880
Location:

Tax Location:

Previous Class Action

Previous Sub-Agency

09/01/2008 Transaction# /Seq 1

510690047

Action Type:

a,

Data Change

SL- 1410- 00  CHIEF, MBRS
Refresh Pasition Datal

SL- 1410- 00 CHIEF, MBRS

Liprary of Congress
Library of Congress

Library of Congress

MOTION PIC,
BROADCASTINGERECOR
CULPEPER, VA

Q

PAR Status:

Empl Status:

Processed by Human R

Active

esources

FE

Position Management Record

[T position ove

Losing/Gaining Dept.:

AE4020001200000000

ride

Departmental Hierarchy

AE4020001200000000
FY: 2009

Detail
NFC Job Infomation

Sign out

m

Step

Action

24.

Click the NFC Job Information link.
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1D

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

- Ora Structure Mass
Change

— Update Reports To

— Mass Reporis to Update

— Address Processing

Viorklist | _WuttiChannel Consol Sign out

T New Window | Help | Customize Page |

NFC Job Information

Previous Sub-Agency: | a

Classification Action Code: -

Retained Occup Function: -
Occup Series: Q

— Adjudication Information
— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employvee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension

Ll ohorB

LI Coverage Amt (In Thousands):

TSP Eligibility: 9 CURRENTLY PARTICIPATING OR HAS PARTICIPATED IN TSP -
Annual Leave Category: 8Hours Leave Earning Status

Salary Share Code: Mot Applicable - [] Annual Leave 45-Day Indicator
COLA/Post Differential: Mone -

Special Employee Pay Code: MOT APPLICABLE M

Wage Board Shift Rate:
‘Quarters Deduction Code: - ‘Quarters Deduction Amount:

OK Cancel |

Step Action

25. Click the green book icon to view fields on the NFC Job Information

page.
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Previous Sub-Agency

@ Field Description

Employee's previous sub-agency displays oris selected.

Classification Action Code

Classification action code displays oris selected.

Retained Occup Function

Retained occupational function displays oris selected.

Retained Occup Series

Retained occupational series displays oris selected.

LI Coverage Amt (In
Thousands)

Ll coverage amount displays oris entered.

TSP Eligibility

TSP eligibility value displays orit selected.

Annual Leave Category

Annual leave value displays oris selected.

Leave Eaming Status

Indicates employee's eaming status is active when checkbox is
active.

Salary Share Code

Salary share code displays oris selected.

Annual Leave 45-Day Indicator

Indicates annual leave 45-day is active when checkbox is active.

COLA/Post Differential

COLA/Differential value displays oris selected.

Special Employee Pay Code

Special employee pay code displays oris selected.

Wage Board Shift Rate

Wage board shift rate displays oris entered.

Quarters Deduction Code

Quarters deduction code displays oris selected.

Quarters Deduction Amount

Quarters deduction amount displays oris entered.
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1D

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

- Ora Structure Mass
Change

— Update Reports To

— Mass Reporis to Update

— Address Processing

Viorklist | _WuttiChannel Consol Sign out

T New Window | Help | Customize Page |

NFC Job Information

Previous Sub-Agency: | a

Classification Action Code: -

Retained Occup Function: -
Occup Series: Q

— Adjudication Information
— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employvee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension

Ll ohorB

LI Coverage Amt (In Thousands):

TSP Eligibility: 9 CURRENTLY PARTICIPATING OR HAS PARTICIPATED IN TSP -
Annual Leave Category: 8Hours Leave Earning Status

Salary Share Code: Mot Applicable - [] Annual Leave 45-Day Indicator
COLA/Post Differential: Mone -

Special Employee Pay Code: MOT APPLICABLE M

Wage Board Shift Rate:
‘Quarters Deduction Code: - ‘Quarters Deduction Amount:

OK Cancel |

Step Action

26. Click the OK button.
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Sign out

[~ PAR Processing o New Window | Help | Customize Page | &,
— Action Table Setup
- Hire Employee
— MMA Dynamic CPDF File
Process I View All SINQ Errors
A Status CPDF File
Process SMITH,GREGORY A EmpliD: o77ITT Empl Rcd#: 0
— Org Structure Mass
Change
— Update Reports To Effective Date: 08/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources
- lass Reports to Undate NOACode: 780 Action Type:  Data Change Empl Status:  Active =
— Address Processing
- Adjudication Information

| Data Control | PersonalData ¥ Job Y} Pesition Y Compensation | Employment1 " Employment2 | Benefil Data

Position Data

- Schools LEO Position: Mot Applicable SFA13G Ceiling  *Regular Shift: | Mot Applicable
— Apolicant Hire ; )
- LC Initiate PAR POI: 0103 Q Library of Congress Rate | Factor:
- LC Approve PAR - -
h AR Pay Group: MFC MFC Biweekly I
Pay Frequency: IHoIida Schedule:  FHL Q I
~ Update Applied Actian ¥ Frequency: BiweeklyB Yy FED Holiday Schedule
— Correct Applied Action . Type Appt: Excepted-Fermanent, SES-NonCar A
— Cancel Applied Action Work Period: B Q
- Historv Override Posn Occupied: Excepted
— Update NFC Flags e - s Q X . i hd
— Create New Oprid Employee Type: Salaried Work Schedule; ~ Full Time
— Emplovee Password Reset Fund Source 014200 . . Exmpt b " Primai -
_ Wass Aclions . FLSA Status: P Job Indicator: gl
- Deparimental Transfer mployee NotApplicable Adds to FTE Actual Count
— Employee Security Classification:
Clearance Standard Hours: 40.00 FTE:
I Position Management .
> Payroll Documents -~ Supervisorlevel:
[ HR Reports ) -
[ Recruiting Special Position Q
[ Payroll Processing Code
[> Training Administration
[ Manage Performance B save | {4 Return to Search | Previous tanl Next tab u Dizplay | 4 Include History | [E# Correct History
[> Mon-Employee Processing
[+ Time and Labor Diata Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[ Workforce Development

[> Organizational Development
[ Enterprise Learnina

[# € Internet | Protected Mode: On H100%
Step Action
217. Click the green book icon to view additions and changes on the Position
page.

ShiftRate @ | shitt Rate/Factor Field name modified.
Rate/Factor:
Pay Group . Display-only | Displays default | Displays default value but different
field value can be entered in this field.
Holiday Schedule Search by Search by Holiday Schedule is now maintained
. drop-down magnifying onits own unique table. Holiday
arrow glass Schedule and fields located below

Holiday Schedule have been moved
down one line on the page.

Earnings Program Mot New Display only field.

Available
Special Position Mot New Describes a position an employee
Code Available holds which has special retirement

calculation rules.
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AT

I~ PAR Processing

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Whao has the PAR

— Update Applied Action
— Correct Applied Action
- Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
- Emplovee Password Resef|
— Mass Actions
— Departmental Transfer
— Employee Security
Clearance
[» Position Management
[ Payroll Documents
[ HR Reports
[- Recruiting
[> Payroll Processing
[ Training Administration
[ Manage Performance
[- Non-Employee Processing
[> Time and Labor
[ Morth American Payroll
[+ Global Payroll
[ Payroll Interface
[> Workforce Development
[- Organizational Development
[» Enterprise Learning
[ Pension

m

Mew Window | Help | Customize Page | [

| DataControl | PersonalData ¥ Job ¥ Position Y Compensation | Employment1 ' Employment2 | Benefit Data
View All SINQ Errors
SMITH,GREGORY A EmplID: 07T Y EmplRcd# 0

Position Data
Effective Date: 09/01/2008

NOA Code: 780

LEO Position: Not Applicable
POL: 0103 O

Pay Group: NFC

Pay Frequency:  BiweeklyB
Work Period: B Q
“Employee Type: S R

Fund Source 014200
E"“’"’,"'ee . Mot Applicable
Classification:

Supervisor Level:

Special Position Q

Code

& save | {4 Return to Search | Previous tab Next tab

Transaction# /Seq 1 PAR Status: Processed by Human Resources
Action Type:  Data Change Empl Status:  Active =
[V] SF-113G Ceiling  =Reguiar snift: | 1ot Applicanie
Library of Congress Rate | Factor:
NFC Biweekly
Holiday Schedule:  FHL @ FED Holiday Schedule
Type Appt: Excepted-Permanent, SES-NonCar -
Posn Occupied: Excepted
Salaried Work Schedule: Full Time -
*FLSA Status: Exmpt Job Indicator: Primary

Adds to FTE Actual Count

Standard Hours: 40.00 FTE:

u

| Z Include History | [&# Correct History

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

Step

Action

28.

Click the Compensation tab.
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MultiChannel Console | Add to Favorites | _Sign out

[~ PAR Processing o New Window | Help | Custamize Page | JB, =
— Action Table Setup
- Hire Employee
— MMA Dynamic CPDF File
Process
) 1 Q
~ MMA Status CPDF File View All SINO Errors
Process SMITH,GREGORY A EmpllD: 077777 Empl Red# 0
— Org Structure Mass
Change Compensation Data
— Update Reports To Effective Date: 09/01/2008 Transaction? /Seq 1 PAR Status:  Processed by Human Resources
- Wass Reports to Update =
— Address Processing NOA Code: 780 Action Type:  Data Change Empl Status:  Active
- Adjudication Information i R - r
—Schools Pay Rate Determinant:  Regular Rate -0 Pay Basis: Per Annum

- IEC I”Ct?ntt HFI'r:R Pay Plan I*Table/Grade: |5l 0000 0 step: 0CL ISlep Entry Date: ] I
- LC Initiate P4 .
Step: | C Grade Entry Date: 06/15/2003 [

— LC Approve PAR .
Who has the PAR .
Variable FT Reg Tour of Duty

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override Retention Rights End Date il
— Update NFC Flags
— Create New Oprid Retained Occ Series Code Q
— Employee Password Rese] N N "
_ Wass Adions Retained Occ Functional Code Not Applicable -
— Departmental Transfer Retained Pay Table Retained Grade
- Emplovee Security
Clearance
[» Position Management
> Payroll Documents L4 Base Pay: 134,128.00 Compensation Frequency: Annual

[» HR Reports . .
b Rearuiting Locality: 24 372.00 Annuity Offset Amount:
[- Payroll Processing Adjusted Base Pay: 58,500.0
[> Training Administration
[> Manage Performance Total Pay:
[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface Bl save | C\Returnto Search Previous tab Next tab Update/D
[ Workforce Development
[ Organizational Development Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data
[+ Enterprise Learnina T

| Data Control | PersonalData ' Job Y Position ) Compensation i Employment1 " Employment2 | Benefii Data

m

m

"I genefit Base Override FEGLI Base: 5

Expected Pay Accounting Info

| ] Include History | [E# Correct History

@ € Internet | Protected Mode: On H100%
Step Action
29. Click the green book icon to view additions and changes on the
Compensation page.

Step Entry Date Mot MNew Defaults to current date.

Available
Variable FT Reg Tour | Mot MNew Mumber of hours in a hypothetical full-
of Duty Available time regular biweekly tour of duty that

would apply to a part-time schedule if
he or she were full-time. (Usually 80

hours.}
Quoted Pay Section Mot MNew Contains the remaining fields from 8.8
Available onthe Compensation page.
Other Pay Other Pay Other Pay Link name expanded.

Information Link . Information
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MultiChannel Console | Add to Favorites | _Sign out

[~ PAR Processing - New Window | Help | Customize Page | , >
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process
) i View All SINQ Errors
— MMA Status CPDF File View All SING Ervors
Process SMITH,GREGORY A EmpliD: Q77777 EmplRed# 0
— Org Structure Mass
Change Compensation Data
— Update Reports To Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status:  Processed by Human Resources
- Mass Reports to Update =
— Address Processing NOA Code: 780 Action Type:  Data Change Empl Status:  Active
~ Adjudication Information ) . -
_ ;i#féf:mn Information Pay Rate Determinant:  Regular Rate -0 h Pay Basis: Per Annum

— Apoplicant Hire Pay Plan /*Table/Grade: |SL 0000 0 step: 0 CL  StepEntry Date: ]
— LC Initiate PAR

-0 . 0B15/2003 Fi
LG Apprave PAR oo PAR Rind PP/Table/Grade: Step: Grade Entry Date:
Variable FT Reg Tour of Duty

| DataControl | PersonalData ¥ Job Y Position " Compensation i Employment1 ) Employment2 | Benefit Data

m,

— Update Applied Action
— Caorrect Applied Action
— Cancel Applied Action
— History Override Retention Rights End Date El
— Update NFC Flags
~ Create New Oprid Retained Occ Series Code Q
— Employee Password Rese] N N "
_ Mass Adions Retained Occ Functional Code Not Applicable -
— Deparimental Transfer Retained Pay Table Retained Grade
— Emplovee Security
Clearance
[» Position Management
I Payroll Documents L4 Base Pay: 134,128.00 Compensation Frequency: Annual

Locality: 24 372.00 Annuity Offset Amount:

m

[ Payroll Processing Adjusted Base Pay: [Tl genefit Base Override FEGLI Base: 158
[> Training Administration
[> Manage Performance Total Pay:
[ Non-Employee Processing
[> Time and Labor Other Pay Infarmation Expected Pay Accounting Info
[> North American Payroll
[ Global Payroll
[ Payroll Interface B save | C\Return to Search Previous tab Next tab Updat
[> Workforce Development
[» Organizational Development Data Control | Personal Dats | Job | Position | Compensation | Employment 1| Employment 2 | Benefit Data
Enterorise Learnina T

g | Jl Include History | [5¥ Correct History

[@ € Internet | Protected Mode: On H100% v

Step Action

30. Click the Other Pay Information link.
EtherF‘agInfﬂrmation|
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[~ PAR Processing
— Action Table Setup
— Hire Emplovee

Process

— MMA Status CPDF File
Process

- Ora Structure Mass
Change

— Update Reports To

— Address Processing

— Schools

— Applicant Hire
— LC Initiate PAR

— LC Approve PAR
AR

— Update Appl Action
— Correct Applied Action
— Cancel Applied Action
— History Override

— Update NFC Flags

— Create Mew Oprid

— Mass Actions
- Deparimental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance

[> Time and Labor

[> North American Payroll
[> Global Payroll

[ Payrall Interface

[> Workforce Development

[> Enterprise Learning
[ Pension
Ll obor B

— MMA Dynamic CPDF File

— Adjudication Information

— Employee Password Reset)

[> Non-Employee Processing

[» Organizational Development

Viorklist | WuttiChannel Console

T New Window | Help

Add to Favorites | _Sign out

| Customize Page |

Other Pay Information

. L Qi
Earnings Code Description h::::ﬁ:tA"““ ed Expected Amount

m

— Mass Reports to Update 1 Q [=]

Step

Action

31.

The Pay Period Amount field was removed in EmpowHR 9.0.
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1D

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reporis to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension

Ll ohorB

1,

Other Pay Information

Viorklist

WultiChannel Consol Sign out

New Window | Help | Customize Page |

OK Cancel |

Quoted Annualized
Amount

Expected Amount

Step

Action

32.

Click the OK button.
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MultiChannel Console | Add to Favorites | _Sign out

[~ PAR Processing o New Window | Help | Customize Page | [B, =

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process SMITH,GREGORY A EmpllD: 077777 Empl Red# 0

— Org Structure Mass
Change Compensation Data

— Update Reports To Effective Date: 09/01/2008 Transaction? /Seq 1 PAR Status:  Processed by Human Resources

- Mass Reports to Update =

— Address Processing NOA Code: 780 Action Type:  Data Change Empl Status:  Active

_ gg#ﬂf;mn Information Pay Rate Determinant:  Regular Rate -0 - Pay Basis: Fer Annum

| Data Control | PersonalData ¥ Job Y Position ) Compensation i Employment1 " Employment2 | Benefii Data

View All SINQ Errors

- .LEC I”Ct?ntt HFI'r:R Pay Plan [*Table/Grade: |[SL 1000 . step: 02 step Entry Date: B
~ LC Initiate P/

| O . 06M15/2003
— LC Approve PAR Rtnd PPMTable/Grade: Step: Grade Entry Date: B
— Who has the PAR

Variable FT Reqg Tour of Duty

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override Retention Rights End Date El
— Update NFC Flags
— Create New Oprid Retained Occ Series Code Q

— Employee Password Rese] B N "

_ Wass Adions Retained Occ Functional Code Not Applicable -
— Departmental Transfer Retained Pay Table Retained Grade
- Emplovee Security

Clearance

> Position Management
&> Payroll Documents L& Base Pay: 134,128.00 Compensation Frequency: Annual

[ HR Reparts Locality: 24 372.00 Annuity Offset Amount:

m

[ Recruiting
[ Payroll Processing Adjusted Base Pay: 58
[> Training Administration -
[> Manage Performance Total Pay: -
[> Mon-Employee Processing X X
> Time and Labor Other Pay Information Expected Pay Accounting Infa
[> Morth American Payroll
[+ Global Payroll

[ Payroll Interface Bl save | L\ Returnto Search Previous tab Next tab Upda
[ Workforce Development
[ Organizational Development Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data
[+ Enterprise Learnina T

"I genefit Base Override FEGLI Base:

Displa | Jl Include History | [E# Correct History

@ € Internet | Protected Mode: On H100% -

Step Action

33. Click the Employment 1 tab.
{_Employment 1 |
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1D

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reporis to Update

— Address Processing

— Adjudication Information

- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension

1,

LlohorB

Viorklist

WultiChannel Consal

New Window | Help | Customize Page |

[ DataControl | PersonalData | Job | Position Y Compensation | Employment1 Y Employment2 | Benefit Data
Viewr All SINQ Errors
SMITH,GREGORY A EmpllD: 077777 EmplRcd#: 0

Employment Data 1

PAR Status:
Empl Status:

& Mand Retire Dt:

Next Review Dt

Effective Date: 09/01/2008 Transaction# /Seq 1
NOA Code: 780 Action Type:  Data Change
EOQD Dt: 01/08/2001 Hire NTE Dt:
Rehire Di: Separation Dt
Leave: 01/08/2001 [ Retire: 01/08/2001 [31)
RIF: 01/08/2001 3 TSP: 01132002 [
Sevpay: 01082001 [
WGl Status: /A -
WGI Due Date:
& Save | £\ Return to Search Previous tab Mext tab

Conv Begin Date:

Career Tenure Date:

Active

Processed by Human Resources

FHE

Exp Dates

Appt Data

LastIncrease Dt 05/13/2007 [&]

SCD-WGL:

Pl

[l

Al Include History | [ Correct History

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

Step

Action

34.

Click the Employment 2 tab.
- -
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)

= PAR Processing - New Window | Help | Customize Page |
— Action Table Setu

— Hire Employee . .
— WM Dynamic CPOE File | Data Control | PersonalData | Job " Position _ Compensation | Employment 1} Employment 2 " Benefit Data

WultiChann

Process i View All SING Errors
SMITH, GREGORY A. EmpllD: 077777 EmplRed#:

— MIA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To Employment Data 2

~ Mass Reports fo Update Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status:  Processed by Human Resources

— Address Processing . i . :

— diudietion Irformation NOA Code: 780 Action Type:  Data Change Empl Status:  Active =
- Schools - ;
— Applicant Hire Bargaining Unit:
- LClnitiate PAR Union Code:

— LC Approve PAR N
— Who has the PAR Union Anniversary Date: Begin Date: [

Tenure: Notin a retentior ~ Expires Date: El

Motin bargaining unit Last Date Worked E

m

— Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create Mew Oprid

- Employee Password Reset

— Mass Actions

- 4‘3—2; ?gtrlzznslz\c'lu'rr?r?sfer SupviMgr Prob Period Reqrd ~ Not Required -

Clearance Emp Probation Period Date 04/08/2001 [5 SupviMgri Prob Period Date ]

[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting 4 Salary Share Code Mot Applicable - Coop Overtime Rate
[> Payroll Processing N
[> Training Administration Coop Share Amt Coop Holiday Rate
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[> Global Payroll
[ Payroll Interface
[> Workforce Development
[» Organizational Development Bl save | [\ Return to Search Previous tab Mext tab Update/Displa | 2 Include History | [E# Correct History |
[> Enterprise Learning

[ Pension L S PO T S - S VS S SO S Sy P S = Sy~

- 4 m ] »

Probation Dates | Non Pay Data | Security Info |

Llobhorb

Sign out

m

Step Action

35. Click the green book icon to view additions and changes on the
Employment 2 page.
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Phone Mbrs Link Available Removed This link is no longer available.
Security Info Link . Available Available This link was moved fo the boftom

of the page.
Mon Pay Data Link Mot Available MNew This new link allows Mon Pay Data
page to display.
Emp Probation Employee Emp Field name shortened.
Period Date . Probation Probation
Period Date Period Date
Supv/Mgr Prob Supervisor/Ma | Supv/Mgr Field name shortened.
Period Regrd . nagerial Prob Prob Period
Period Reqrd
Supv/Mgr Prob Supervisor/Ma | Supv/Mgr Field name shortened.
Period Date . nagerial Prob Prob Period
Period date Date

Sign out

I~ PAR Processing - New Window | Help | Customize Page =
— Action Table Setup Hew Window | Help | =)
Hi D - -
B H”'IiEDmnEIl?n?cECPDF File [ Data Conlrol | PersonalData ”  Job | Position ) Compensalion ;" Employment1 j Employment2  Benefit Data '

Process I View All SINQ Errors
M4 Status CPDF File
Process SMITH GREGORY A. EmpllD: 077777 Empl Red# 0
— Orq Structure Mass
Change
— Update Reports To Employment Data 2
— Mass Reports to Update Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status:  Processed by Human Resources

— Address Processing R . . :
— adjudication Information NOA Code: 780 Action Type:  Data Change Empl Status:  Active
— Schools . _
— Applicant Hire Bargaining Unit: Mot in bargaining unit Last Date Worked el
— LC Initiate PAR

— LC Approve PAR
0 has the PAR

Union Code:
Union Anniversary Date: Beagin Date: [

Tenure: Motin a retentior = Expires Date: E

m

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Qprid
— Employee Password Reset
— Mass Adtions
— Departmental Transfer . "
SupviMgr Prob Period Regrd Mot Required -

— Employee Security " .
Clearance Emp Probation Period Date 01/08/2001 [51) SupviMgri Prob Period Date el

[> Position Management
[> Payroll Documents

[» HR Reports

[> Recruiting | Salary Share Code Mot Applicable - Coop Overtime Rate
[> Payroll Processing

[ Training Administration

[> Manage Performance
E?I%ﬂeirzglgizrmcessmg Probation Dates MNon Pay Data Security Info

[> North American Payroll
[> Global Payroll
[> Payroll Interface

[ Workforce Development
[> Organizational Development & Save | £\ Return to Search Previous tab Mext tab 2 Include History | [ Correct History |
[» Enterprise Learning

I Pension L~ S G S PR Ay PR S SRSy PR S Y PP I~ SR

- 4| 1 ] »

m

Coop Share Amt Coop Holiday Rate

LlahorB
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Step Action

36. Click the Non Pay Data link.

Viorklist | MulftiChannel Console | _Add to Favorites | _Sign out

[~ PAR Processing -
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process

Hew Window | Help | Customize Page | /5,

Non Pay Data

Status CPDF File NOA Code:
Process —_—
— Orq Structure Mass Expiration Date: Last Date Worked: B

Change
— Update Reports To SCD Hours: Probation Hours: Career Tenure Hours:
— Mass Reporis to Update
— Address Processing ﬁ%

— Adjudication Information
— Schools

— Applicant Hire

— LC Initiate PAR

m

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[» HR Reports
[» Recruiting | &
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

Step Action

37. Click the green book icon to view fields on the Non Pay Data page.
NOA Code Nature of Action code displays, when applicable.
Expiration Date Displays expiration date, when applicable.
Last Date Worked Last Date Work displays or is entered.
SCD Hours SCD hours displays or is entered.
Probation Hours Probation hours display or is entered.
Career Tenure Hours Career tenure hours display or is entered.
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= PAR Processing

— Action Table Setup

— Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

Non Pay Data

| NOA Code:

Expiration Date:

SCD Hours: Probation Hours:

OK Cancel

— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
ho h AR

— Update Applied Action
- Correct Applied Action
— Cancel Applied Action
- History Override
— Update NFC Flags
— Create Mew Oprid
— Employee Password Reset|
— Mass Actions
— Departmental Transfer
— Emplovee Security
Clearance
[» Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting
[ Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[- Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension

LlaborB

m

WuttiChannel Console Sign out

Mew Window | Help | Customize Page |

Last Date Worked: E

Career Tenure Hours:

Step Action

38. Click the OK button.
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)

[~ PAR Processing
— Action Table Setup
— Hire Emplovee

Process

— MMA Status CPDF File
Process

- Ora Structure Mass
Change

— Update Reports To

— Address Processing

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR
— Who has the PAR

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override

— Update NFC Flags

— Create Mew Oprid

— Mass Actions
- Deparmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance

[> Time and Labor

[> North American Payroll
[> Global Payroll

[ Payroll Interface

[> Workforce Development

[> Enterprise Learning
[ Pension
Ll obor B

— MMA Dynamic CPDF File

— Mass Reports to Update

— Adjudication Information

— Employee Password Reset)

[> Non-Employee Processing

[» Organizational Development

WultiChann

New Window | Help | Customize Page |

| Data Control | PersonalData | Job

" Position _ Compensation | Employment 1} Employment 2 " Benefit Data

SMITH, GREGORY A

Employment Data 2
Effective Date: 09/01/2008 Transaction# /Seq

NOA Code: 780 Action Type:

Bargaining Unit:
Union Code:
Union Anniversary Date:

Tenure: Notin a retention +

m

Emp Probation Period Date

B Salary Share Code Mot Applicable
Coop Share Amt

Bl save | [\ Return to Search Previous tab

EmpliD:

Data Change

Mot in bargaining unit

Mext tab

View All SINQ Errors

77T Empl Red# 0

1 PAR Status:
Empl Status:

Processed by Human Resources
Active

Last Date Worked El

Begin Date: [
Expires Date: Bl

SupviMgr Prob Period Regrd Mot Required -

01/08/2001 [5 SupviMgri Prob Period Date [0

- Coop Overtime Rate
Coop Holiday Rate

Probation Dates Non Pay Data Security Info

Sign out

UpdateDizplay | 2] Include History | [# Correct History |

- 4

1 G

m

Step

Action

39.

Click the Benefit Data tab.
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= PAR Processing -
— Action Table Setup
- Hire Emplovee
— MMA Dynamic CPDF File
Process
— MMA Status CPDF File
Process
— Org Structure Mass
Change
— Update Reporis To
- Mass Reports to Update
— Address Processing
— Adjudication Information
— Schools
- Applicant Hire
— LC Initiate PAR
— LC Approve PAR
Who h

n

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Employee Password Reset
— Mass Actions
— Departmental Transfer
— Emplovee Security
Clearance
[» Position Management
[> Payroll Documents
[» HR Reports
[> Recruiting
[ Payroll Processing
[ Training Administration
[- Manage Performance
[ Non-Employee Processing
[» Time and Labor
[> North American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development
[» Organizational Development
[ Enterprise Learning

[ Pension -

Lok =

MultiChannel Console | Add to Favorites | _Sign out

New Wingow | Help | Customize Page | &, =

[ DataControl | PersonalData j”  Job Posiion | Compensation | Employment1 | Employment2 | Benefit Data |
Views All SINQ Errors
SMITH,GREGORY A EmplD: Q77777 Empl Red#: 0
Benefits Dala
Effective Date: 09/01/2008 Transaction# /Seq 1 PAR Status:  Processed by Human Resources =F[=]
NOA Code: 780 Action Type:  Data Change Empl Status:  Active
@ 1-Enrolled
2-neligible
3-Waived
4-Eligible - Pending
6-Court Ordered-Enrolled
T-Court Ordered-Eligible Pend
8-Court Ordered-Self to Family
() 5-Cancelled
[T Transmit Blanks to NFC but Retain value i
FEHB Date: ] b
TSP Eligibility 9 CURRENTLY PARTICIPATING OR HAS PARTICIPATED IN TSP -

Explanation of TSP Eligibility Codes

[l Transmit Blanks to NFC but Retain value i

FEGLI Code: c0 @ Basiconly
aQ

Living Coverage Amount:

Post 65 Basic Life Reduction:

[T] Living Benefits FEGLI Coverage Amt:

[CIFEGLI Court Order

Al rokcdn O Lo = AN AE Cioo lmoen d pes Do Do Doriod

Step

Action

40.

The system name changed from I*CAMS to EmpowHR for these check
boxes.
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— Action Table Setup

- Hire Employee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reports To

- Mass Reports to Update

— Address Processing

- Adjudication Information

— Schools

- Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Whao has the PAR

n

— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
— Emplovee Password Reset
- Mass Actions
— Departmental Transfer
- Emplovee Security
Clearance
[» Position Management
[ Payroll Documents
[ HR Reports
[ Recruiting
[» Payroll Processing
[ Training Administration
[ Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[+ Global Payroll
[> Payroll Interface
[ Workforce Development
[> Organizational Development
[ Enterprise Learning
[> Pension -

Lok 2

= PAR Pracessing -

ultiChannel Cor Add to Favol

New Window | Help | Customize Page | &, ~

[ Data Control | PersenalData °  Job Posilion | Compensation | Employment 1 | Employment2 | Benefit Data |
View All SINQ Errors
SMITH,GREGORY A EmpllD: 077777 Empl Red# 0
Benefits Data
Effective Date: (09/01/2008 Transaction# /Seq 1 PAR Status: Processed by Human Resources
NOA Code: 780 Action Type:  Data Change Empl Status:  Active
) 4-Eligible - Pending
-Court Ordered-Enrolled
-Court Ordered-Eligible Pend
-Court Ordered-Self to Family
) 5-Cancelled
[l Transmit Blanks to NFC but Retain value in EMPOWHR
FEMB Date: 5 b
TSP Eligibility 9 CURRENTLY PARTICIPATING OR HAS PARTICIPATED IN TSP -

[l Transmit Blanks to NFC but Retain value in EMPOWHR

FEGLI Code:
Post 65 Basic Life Reduction:
[C] Living Benefits

Cc0 & Basicanly
Q

Living Coverage Amount:

[T FEGLI Court Order

Al mad s O Lo - An_4c Ciona [

Explanation of TSP Eligibility Codes

FEGLI Coverage Amt:

Flmoen d pe Do Do Doriod

Step

Action

41.

Click the scrollbar.
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= PAR Processing
— Action Table Setup
— Hire Emplovee

Process

— MMA Status CPDF File
Process

— Org Structure Mass
Change

— Update Reporis To

— Address Processing

— Schools

- Applicant Hire
— LC Initiate PAR

— LC Approve PAR

— Update Applied Action
— Caorrect Applied Action
— Cancel Applied Action
— History Override

— Update NFC Flags

— Create New Oprid

— Mass Actions
— Departmental Transfer
— Emplovee Security
Clearance
[» Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[ Payroll Processing
[> Training Administration
[- Manage Performance

[> Non-Employee Processing

[» Time and Labor
[> North American Payroll
[ Global Payroll

— MMA Dynamic CPDF File

— Mass Reports to Update

— Employee Password Reset

tiChannel Cor Add to Favorites

O S U TR e

FEGLI Code: C0 O Basiconly
Post 65 Basic Life Reduction: (&}
[Tl Living Benefits  Living Coverage Amount: FEGLI Coverage Amt:

[T]FEGLI Court Order

— Adiudication Information AlL CatCd: & Hours - AL45Days [0 Earn Leave During Pay Period

ILeave Ceiling Reason:

| Foreign Lang %: COLA ANDIOr [Post Diff Code:  Noneg -
T Allowance %: Quarters Deduction Code: -
SpclEmpICd 00 @ NOTAPPLICABLE Quarters Deduction Amount:

Wage Board Shift Rate Var:

Retirement Plan: K Q@ FERSandFICA
FERS Coverage: Automatically Covered By FERS - FERS Prev Covind [C]
Previous Retirement Coverage:  Never Covered -
Annuitant Indicator: 9 @ NotApplicable
| Annuity Commencement Date: E]
CSRS Frozen Service: Qo000 CSRS PrevCovind [C] Date CBPO Ret Sch [5]

Retirement/Termination Info

Sign out

n

[> Payroll Interface B save | {24 Return to Search Previous tab ext tab Updat y | A Include History | [&# Correct History

[> Workforce Development

[» Organizational Development Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Benefit Data

[ Enterprise Learning

I Pension i I+
Step Action

42.

Leave Ceiling Reason field contains the reason the employee is allowed
to carry over a higher amount of leave in a non-standard personal leave
ceiling.

43.

This completes HR Processing.
End of Procedure.
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Address Processing

Overview

This section demonstrates the changes and additions to Address Processing functionality in

EmpowHR 9.0.

Address Processing
This section demonstrates HR Processing.

ExpowF IR

Menu
Search:

®

[> My Favorites

[ Employee Self Service

[> Manager Self Senice

[ PAR Processing

[» Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

MultiChannel Console

28

Add to Favorites

Sign out
Help

Step Action

1. Click the PAR Processing link.

[ PAR Processing

117 |Page




wHR

SOLUFTDNS
PRI B TU BATIRG

Training Guide

EmpowHR 8.8 to 9.0 Transition Training

B D

J
— Action Table Setup
— Hire Employee
— MMA Dynamic CPDF File
Process
— MMA Status CPDF File
Process
— Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
— Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Departmental Transfer
— Emplovee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension

L | 2bor Relations

m

ﬁ PAR Processing

PAR Processing

Action Table Setup
Action Table Setup

E" MMA Status CPDF File Process

MMA Status CPDF File Process

Mass Reports to Update
Mass Reports to Update
E" Schools
Define Schools.
LC Approve PAR

LC Approve PAR

lied Action

Update Aj
Update Applied Recs

History Override
History Override

EE Employee Password Reset
Employee Password Reset

Employee Security Clearance

Employee Security Clearance

Hire Employee
Identifies details of the hire including
employee name, address, job, payroll, and
compensation details

Org Structure Mass Change

E" Address Processin
Address Info

E" pplicant Hire
Applicant Hire

E" Who has the PAR
LC Worklist

Correct Applied Action
Identifies details regarding corrections to a

personnel action

Update NFC Flags
Update NFC Flags

Eﬁ" Mass Actions
Mass Actions

Edit "PAR Processing” Folder

MMA Dynamic CPDF File Process
MW Dynamic CPDF File Process

Update Reports To
Update Reports To

E" Adjudication Information
Adjudication Information

E" LC Initiate PAR
LC Initiate PAR

HR Processing
ldentifies personnel action details of request
ready for human resources to process

Cancel Applied Action
Identifies details regarding the cancellation of

a persennel action

E Create New Oprid
Create New Oprid

Departmental Transfer

Action

2. Click the Address Processing link.
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[~ PAR Processing
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process
— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Repors to Update

— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Deparimental Transfer
— Employvee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

m

Address Info

Enter any inform

{ Find an Existing Value

EmpliD:

Empl Rcd Nbr:
Name:

Last Name:
Social Security
Sub-Agency:

ation you have and click Search. Leave fields blank for a list of all values

WuttiChannel Console | _Add to Favorites

New Window | Help |

begins with

begins with ~

begins with ~
Number: =

begins with (e}

[“lInclude History [ Correct History [ |Case Sensitive

Search |

Clear | Basic Search B Save Search Criteria

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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[~ PAR Processing -
— Action Table Setup
— Hire Emplovee
- MMA Dynamic CPDF File Address Info
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File
Process { Find an Existing Value '
- Ora Structure Mass
Change

WultiChannel Console | _Add to

New Window | Help |

— Update Reports To EmpliD: begins with ~ 077777
— Mass Reporis to Update

Empl Rcd Nbr: = -

— Addrs g
— Adjudication Information Hame: begins with
- Schools
— Applicant Hire
- LClnitiate PAR Social Security Number: =
— LC Approve PAR
— Who has the PAR Sub-Agency: begins with ~ aQ
— HR Processing
— Update Applied Action
— Correct Applied Action
- —QD—E?SI:ES\ gueilriedde}mmn Search Clear | Basic Search [E Save Search Criteria
— Update NFC Flags
— Create Mew Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Employvee Security
Clearance

[> Position Management

[> Payroll Documents

[ HR Reports

[» Recruiting | 4

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> North American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development

[> Enterprise Learning

[ Pension
Ll obor B

Last Name: begins with ~

[Tlinclude History [“] Correct History 7] Case Sensitive

1,

Step Action

4, Click the Search button.
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[~ PAR Processing
— Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process
— MMA Status CPDF File
Process

- Ora Structure Mass
Change

— Update Reports To

— Mass Repors to Update

— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
- Employee Password Reset
— Mass Actions
- Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[> Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

m

Address Data

| EmpllD: 077777

GREGORY SMITH |

Address Information

Effective Dt |04
Record Origin: Auto Action

Address 1; |3800 SHELLEY LANE
Address 2:
Address 3:

City: ANNAR
State: A

Virginia
Zip Code:  |22003-2233
County: Fa
Country: USA United States

B save | S\ Return to Search

Transaction Status: MFC Auto =l
Only Enter If Not Using Direct Deposit

Address 1:
Address 2:
Address 3:
City:

State:

Postal Code
LH T

County:
Country: ISA

United States

Al Include History

[# Correct History

Step

Action

5. Field name changed from Zip Code to Postal Code.

6. This completes Address Processing.

End of Procedure.
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Department Transfer
Overview

This section demonstrates the changes and additions to Department Transfer functionality in
EmpowHR 9.0.

Department Transfer
This section demonstrates HR Processing.

Enpgoad 11D
Menu =2
Search:

I My Favorites

[ Employee Self Service
[> Manager Self Senvice
[» PAR Processing

[> Position Management

Sign out
Help

MultiChannel Console | _Add to Favorites

[ Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[ Workforce Development

[- Organizational Development
[+ Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[» Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— Wy Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the PAR Processing link.
[» PAR Processing
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— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process
— Org Structure Mass
Change
— Update Reports To
— Mass Reports to Update
— Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create New Oprid
- Emplovee Password Reset
— Mass Actions
- Departmental Transfer
— Emplovee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reporis
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Naorth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension

I | abor Relations

ﬁ PAR Processing

PAR Processing

E" Action Table Setup
Action Table Setup

MMA Status CPDF File Process

Mass Reports to Update
Mass Reports to Update

m

E" Schools
Define Schools.

LC Approve PAR
LC Approve PAR

Update Applied Action
Update Applied Recs

History Override
P History Override

EE“ Employee Password Reset
Employee Password Reset

Employee Security Clearance

Employee Security Clearance

E" MMA Status CPDF File Process

Hire Employee
Identifies details of the hire including
employee name, address, job, payroll, and
compensation details

Org Structure Mass Change

E" Address Processin
Address Info

E" pplicant Hire
Applicant Hire

E" Who has the PAR
LC Worklist

E" Correct Applied Action
Identifies details regarding corrections to a
personnel action

Update NFC Flags
Update NFC Flags

Eﬁ“ Mass Actions
Mass Actions

onsole
Edit "PAR Processing” Folder

MMA Dynamic CPDF File Process
M4 Dynamic CPDF File Process

Update Reports To
Update Reports To

E" Adjudication Information
Adjudication Information

E" LC Initiate PAR
LC Initiate PAR

HR Processing
Identifies personnel action details of request
ready for human resources to process

E" Cancel Applied Action
Identifies details regarding the cancellation of
a personnel action

= Create New Oprid
Create New Oprid

Departmental Transfer

Step

Action

2. Click the Departmental Transfer link.

|DegartmentaITransfed

123 |Page




EveowHR Training Guide
CXNFLERE EmpowHR 8.8 to 9.0 Transition Training

)

Sign out
[~ PAR Processing - Mew Window | Hel
~ Action Table Setup New Window | Help | a5
— Hire Emplovee

~ WA Dynamic CPDF File Department Transfer
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File b
Process { Find an Existing Value
— Ora Structure Mass
Change
— Update Reports To EmpliD: begins with
— Mass Reporis to Update . .
— Address Processing Social Security Humber: =
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Qprid
— Employee Password Reset]
— Mass Actions
Departm I T
— Emplovee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[» Recruiting | 4
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension
Ll obor B

Search Clear |Basic Search B Save Search Criteria

1,

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dyvnamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reports to Update

— Address Processing

— Adjudication Information

- Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— HR Processing

— Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create Mew OQprid

— Employee Password Reset

— Mass Actions

— Emplovee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

=)

New Window | Help |

Department Transfer

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

m

{ Find an Existing Value

EmpliD:
Social Security Number: =

begins with

Search Clear

Basic Search [E] Save Search Criteria

Step

Action

4.

Click the Search button.
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= PAR Processing - New Windaw | Hel )
~ Action Table Setup New Window | Help | o5

— Hire Employes {—\
~ MMA Dynamic CPDE File Departmental Transfer

Process B
=1 Status CPDF File
Process SMITH,GREGORY A. EmpllD: 077777 Empl Rcd#: 0
— Org Structure Mass

Change
— Update Reports To Effective Date: ] Transaction Status: | InProgress [
— Mass Repors to Update
~ Address Processing Effective Seq:
— Adjudication Information
- ggnuoclowlc:tlun Information Auth Date: 09A8/2008 [
— Applicant Hire
— LC Initiate PAR *Action: Q
— LC Approve PAR
— Who has the PAR "Reason Code: Q
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action Authority (1):
— History Override
— Update NFC Flags Authority (2):
— Create Mew Qprid
— Employee Password Reset]
lzss Aclons Position: 90145931 Q. SL- 1410- 00 CHIEF, MERS

|__ Deparimental Transfer | NFCPosn# 00005262

Departmental Transfer
— Employee Security

Home | Worklist [ MultiChannel Ci

PAR status: NI QU initiated

Agency Type: [LOC

1,

HOA Code: Q Losing/Gaining Dept. Q

m

. —C'_?afauce - Job Code: 053636 SL- 1410- 00 CHIEF, MBRS
osition Managemen -
[> Payroll Documents Master RCD# 012488
[ HR Reports . .
b Recruiting i Agency: LC Library of Congress
[> Payroll Processing Sub-Agency:  AE Library of Congress
[ Training Administration
[> Manage Performance Department: 925880 MOTION PIC, AE4020001200000000
[» Non-Employee Processing BROADCASTING&RECOR
[> Time and Labor Location: 510690047 CULPEFER, VA

[> North American Payroll
[ Global Payroll

[ Payroll Interface

[> Workforce Development [ save | S\ Return to Search
[> Organizational Development L&
[> Enterprise Learning
[ Pension

Ll obor B

-4 11 b

Step Action

5. Click the green book icon for changes and additions to the Department
Transfer page.

@

PAR Status . Mo Label Label Changed | A field label has been added to the
existing field.
MFC Posn # Unavailable MNew This field comes from the

Payroll/Personnel Corporate.

Master RCD# Unavailable New This field comes from the
Payroll/Personnel Corporate.

Step Action

6. This completes Address Processing.
End of Procedure.
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Employee Security Clearance

Overview

This section demonstrates the changes and additions to Employee Security Clearance

functionality in EmpowHR 9.0.

Employee Security Clearance
This section demonstrates HR Processing.

Enpena 11D
Menu =2

Search:
®

[> My Favorites

[ Employee Self Service

[- Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[- Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— Wy Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Home | Worklist

MultiChannel Console

Add to Favorites | _Sign out

Help

Step Action

1. Click the PAR Processing link.

[» PAR Processing
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Action Table Setup
— Hire Emplovee
— MMA Dynamic CPDF File
Process
— MMA Status CPDF File
Process
— Ora Structure Mass
Change
— Update Reports To
— Mass Reporis to Update
— Address Processing
— Adjudication Information
— Schools
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew Oprid
— Emplovee Password Reset
— Mass Aclions
— Departmental Transfer
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[» HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension

I | abor Relations

ﬁ PAR Processing

PAR Processing

EE Action Table Setup
Action Table Setup

MMA Status CPDF File Process

Mass Reports to Update
Mass Reporis to Update
E“ Schools
Define Schools.

LC Approve PAR
LC Approve PAR

Update Applied Action
Update Applied Recs

History Override
TN History Override

E Employee Password Reset
Employee Password Reset

Employee Security Clearance

Employee Security Clearance

Eﬁ“ MMA Status CPDF File Process

Hire Employee
Identifies details of the hire including
employee name, address, job, payroll, and
compensation details

Org Structure Mass Change

Address Processin
Address Info

Applicant Hire
Applicant Hire

= Who has the PAR
LC Worklist

Eﬁ" Correct Applied Action
Identifies details regarding corrections to a
personnel action

Update NFC Flags
Update NFC Flags

E" Mass Actions
Mass Actions

WultiChannel Console | _Add to

n Menu

Edit "PAR Processing” Folder

MMA Dynamic CPDF File Process
MWA Dynamic CPDF File Process

Update Reports To
Update Reports To

Adjudication Information
Adjudication Information

E" LC Initiate PAR
LC Initiate PAR

9 HR Processing
Identifies personnel action details of request
ready for human rescurces to process

Eﬁ" Cancel Applied Action
Identifies details regarding the cancellation of
a personnel action

E" Create New Oprid
Create New Oprid

Departmental Transfer

Step

Action

2. Click the Employee Security Clearance link.

Employee Security
Clearance
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= PAR Processing "
_ Action Table Setu New Window | Help | &)
— Hire Employee .
— MMA Dynamic CPDF File Employee Security Clearance
Process Enter any information you have and click Search. Leave fields blank for a list of all values
— MMA Status CPDF File b
Process / Find an Existing Value ',
— Ora Structure Mass
Change
- Update Reports To Search by: EmplD ¥ begins with
- :Ig;rsesRsep?gl;etsosl‘.llquate [Clinclude History [¥] Correct History
— Adjudication Information
—Sthools Search |Advanced Search
— Applicant Hire
— LC Initiate PAR
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action
— History Override
— Update NFC Flags
— Create Mew OQprid
— Employee Password Reset
— Mass Adtions
— Departmental Transfer

WuttiChannel Console | _Add to Fave Sign out

n Management
[> Payroll Documents
[ HR Reports
[> Recruiting | 4
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning
[ Pension
Ll obor B

Step Action

3. Enter the desired information into the field. Enter "077777".
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1D

[~ PAR Processing

— Action Table Setup

— Hire Emplovee

— MMA Dynamic CPDF File
Process

— MMA Status CPDF File
Process

— Ora Structure Mass
Change

— Update Reports To

— Mass Reporis to Update

— Address Processing

— Adjudication Information

— Schools

— Applicant Hire

— LC Initiate PAR

— LC Approve PAR

— Who has the PAR

— HR Processing

— Update Applied Action

— Correct Applied Action

— Cancel Applied Action

— History Override

— Update NFC Flags

— Create Mew Qprid

— Employee Password Reset]

— Mass Adtions
Departmental Transfer

[> Position Management

[> Payroll Documents

[ HR Reports

[» Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> North American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

Ll obor B

Employee Security Clearance

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

1,

{ Find an Existing Value

Add to

WuttiChannel Console

New Window | Help |

Search by: EmpliD ~ begins with
[“linclude History [¥] Correct History

Search | Advanced Search

Step Action

4, Click the Search button.
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[~ PAR Processing Hew Window | Help | Customize Page | 15,
— Action Table Setup | Help | [
— Hire Emplovee
— MMA Dynamic CPDF File

Process
Stalus CPOEEle || | SMITH.GREGORY A. EmplD: 077777 EmplRcd& 0

Process
- Ora Structure Mass
Change
— Update Reports To
— Mass Reports to Update
— Address Processing
— Adjudication Information
— Schools Submitting Office Number
— Applicant Hire
= LC Initiate PAR Security Office Identifier OPACI/ALC Number
— LC Approve PAR
— Who has the PAR
— HR Processing
— Update Applied Action
— Correct Applied Action
— Cancel Applied Action Position Number 90146931  CHIEF, MBRS
— History Override
— Update NFC Flags Emergency Response Official [
- Crealo Now Opiid -
— Employee Password Reset
ss Adtions
— Departmental Transfer & save | £\ Return to Search | UDdEthDISDIEy| Al Include History ‘ = |
— Employee Security
Clearance
[> Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting |
[> Payroll Processing
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payrall Interface
[> Workforce Development
[» Organizational Development
[> Enterprise Learning

[ Pension
Ll obor B

Viorklist | WuttiChannel Console | _Add to Favorites [ _Sign out

{ Employee Security Clearance

Notes |

Position information

Step Action

5. Click the green book icon to view the changes and additions to the
Employee Security Clearance page.

@

(Unlabeled) Unavailable MNew Employee's name displays above

Investigation section.

LincPass Required | Available Available Checkbox defaults as active in 9.0.
Checkbox

Card Activation Unavailable New This new link allows Card Activation
Information Link Mailing Information page to display.

Step Action

6. This completes Address Processing.
End of Procedure.
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Module 4 Payroll Documents

Overview and Obijectives
The functionality in the Payroll Documents component has changed. On all pages Social Security

Number has been removed or masked to only show the last four digits. There are two new menu
selections:

e Education
e Certification

In addition, the tax pages have been combined into one page.
After completing this module, participants will be able to:
o Identify changes to Payroll Documents

e Enter Education data
o Enter Certification data
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Auth for Restored Annual Leave

Overview

Some fields on the Auth for Restored Annual Leave page have changed:
e On the top title bar, the words ‘annual leave’ are capitalized.

e Mgr Approves Request, Justification, and Approval fields have been realigned. These
fields will only display when populated.

Restored Annual Leave
This section demonstrates the changes to Restored Annual Leave.

Evppa BT
Menu 2

Search:
®

Add to Favorites | _Sign out

Help

Home | Worklist [ MultiChannel Console

[> My Favorites

[ Employee Self Service

[- Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[ Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[ Transit Subsidy

[» EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS

[> Enterprise Components

- Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[ PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor
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Step

Action

1. Click the Payroll Documents link.

Menu
~ Payroll Docume
— Certifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions
— Compensatory Time
Payments
— Court Child Care/Alimony
— Deductions Due to
Indebtedness
- Direct Deposit
— Discretionary Allotments
— Financial Allotment/Health
Sav
— Flexible Spending Account
— Health Benefits
- Leave Data Transferred
— Lump Sum L eave
Pavments
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
- Non-Federal Life Insurance
— SES Performance
Appraisal
— Savings Bonds
- Severance Pavment
— TSP Loan Allotment
— TaxData
— Thrift Savings Plan
— Thrift Savings Plan - Catch-
Un |4
— Union Dues
[ HR Reports
[» Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface
[> Workforce Development
L Organizational Development |

m

ﬁ Payroll Documents

Payroll Documents.

E" Certifications
Certification Information

E" Auth for Restored Annual Leave
Auth for Restored Annual Leave

E" Court Child Care/Alimomn
Court Child Care/Alimony

D\scretiona Allotments
Discretionary Allotments

E" Health Benefits
Federal Employee Health Benefits

E“ MMA - Health Benefits
MMA - Health Benefits

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment

Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial Allotment/Health Sav
Financial Allotment

E" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E" Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Edit "Payroll Documents” Folder

E" Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

E" Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Mutti-Element Update

Savings Bonds

Savings Bonds
E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Auth for Restored Annual Leave link.

Leave

Auth for Restored Annual
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=.¥2_§HR)

= Payroll Documents -
— Certifications
— Education Information
— allowances Auth for Restered Annual Leave

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

— Charitable Contributions { Find an Existing Value

— Compensatory Time
Payments . -
- Court Child Care/Alimony EmpliD: begins with ~ |
— Deductions Due to Empl Red Nbr:
Indebtedness
— Direct Deposit Social Security Number: =
— Discretionary Allotments
- Financial AllotmentHealth Name: begins with -
Sav
— Elexible Spending Account
- Health Benefits Agency: begins with ~ Q

— Leave Data Transferred N -
— Lump Sum Leave Sub-Agency: begins with [}

Payments .

~ MUIA- Health Benefits Bl Case Sancitive

— Master File Change

— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[ Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[» Global Payroll

[> Payroll Interface

[> Workforce Development

L Oroanizational [

WuttiChannel Console | _Add to Fave Sign out

New Window | Help |

= -

Last Name: begins with -

m

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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1D

= Payroll Documents -
— Certifications
— Education Information

WultiChannel Console | _Add to

New Window | Help |

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

Leave

— Charitable Confributions { Find an Existing Value

— Compensatory Time
Payments - »

- Court Child Care/Alimony EmpilD: begins with ~ 077777

— Deductions Due to Empl Red Nbr:
Indebtedness

— Direct Deposit Social Security Number: =

- Discretionary Allotments

- Financial AllotmentiHealth Name: begins with ~
Sau ) Last Name: begins with =

— Flexible Spending Account

- Health Benefits Agency: begins with ~ Q

— Leave Data Transferred - -

— Lump Sum Leave Sub-Agency: begins with &}
Payments .

— MMA - Health Benefits Blcase sensitive

— Master File Change

— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[» Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[» Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Oroonizational T

= -

m

Step Action

4, Click the Search button.
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=.¥2_§HR)

= Payroll Documents

— Ceftifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

m

Worklist

WultiChannel Console

Add to Favorites | _Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN X0X-X{-6688

[Authorization for Restored Annual Leave

Effective Date: 08/31/2008 O Pay Period: 13 Date Entered: 09/11/2008

User ID: TS077619 Transaction Status: InProgress

Annual Leave Data

Action Code: Establish Restored Annual Lv ~ ~
Total Amount Annual Leave Restored: 0.00
Year Leave to be Restored: M

Mar Approves Request Yes No Justification

Approval Date

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

— Thrift Savings Plan - Catch- |||

L Orognizational 0

Bl save | [\ Return to Search

Step

Action

5. Mgr Approves Request, Justification, and Approval fields have been
realigned. These fields will only display if record is populated.

6. This completes Restored Annual Leave.

End of Procedure.
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Certifications

Overview

The Certification component is used to enter professional certifications.

Certifications
This section demonstrates the Certification functionality.

Enipipa 1D
Menu =2

Search:
[ My Favorites

[ Employee Self Service

[ Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

Sign out
Help

MultiChannel Console | _Add to Favorites

Step Action

1. Click the Payroll Documents link.
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— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Organizational Development

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

Eﬁ' Certifications
Certification Information

EE“ Auth for Restored Annual Leave
Auth for Restored Annual Leave

EE“ Court Child Care/Alimon:
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

Eﬁ" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Es“ Education Information
Education

Eﬁ“ Charitable Contributions
Charitable Contributions.

Eﬁ Deductions Due to Indebtedness

Deductions Due to Indebtedness

Eﬁ" Financial Allotment/Health Sav
Financial Allotment

Eﬁ" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E hrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Allowances
Allowances

E Compensatory Time Payments
Compensatory Time Payments

Direct Deposit

Direct Deposit

EE Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update

Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Flexible Spending Account

Edit "Payroll Documents” Folder

Action

2. Click the Certifications link.
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= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

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

{ Find an Existing Value

EmpliD: begins with
Empl Rcd Nbr: = -
Social Security Number: =

Name: begins with

Last Name: pegins with -

Agency: begins with aQ
=| Sub-Agency: begins with &}

Correct History || Case Sensitive

Search | Clear |Basic Search B Save Search Criteria

L Ornanizatinnal 0

Add to

New Window | Help |

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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= Payroll Documents

— Cerifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroanizational [

— Thrift Savings Plan - Catch- |||

New Window | Help |

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

{ Find an Existing Value

EmplID: begins with ~ 077777
Empl Rcd Nbr: = -
Social Security Number: =

Name: begins with ~

Last Name: pegins with -

Agency: begins with e}
=| Sub-Agency: begins with &}

Correct History || Case Sensitive

Search | Clear |Baaic Search B Save Search Criteria

Step Action

4. Cl

ick the Search button.
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= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

n

L Ornanizatinnal 0

WultiChannel Console

Add to

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN 00(-XX-B688
Certifications
Effective Date  |PB312008 | Q, pay periog: 15 ACtion Date 09/11/2008
User D TS077619 Transaction Status: | INProgress
Stackhouse Tracey F

Professional Certification

Account Transaction Code h
*Professional Cert Code a
*State Code Q

Profesional Certification Yr

ave = urn to searc efresl
S £ Return to Search | 1, Refresh

Update/Display

[EF Co

Step

Action

5.

Click on the green book icon for information on the Certification page.
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Effective Date

@ Field Description

Enter the effective date of the cerfification.

Pay Period

Defaulted value by the system.

Transaction Status

This field defaults to In Progress and reflects the status of the
transaction. The transaction status will change when the
transaction is saved, in SINQ, or resent to NFC.

UserlD

This field is generated by the system and identifies the
individual who generated the transaction.

Transaction Code

Select either Add, Change, or Delete as needed.

Education Level

Enter the education level or select by clicking the Lookup icon.

School Code

Enter the applicable school code or select by clicking the
Lookup icon.

Instructional Program

Enter the employee’s official education record which includes
the major field of study or select by clicking the Laokup icon.

Note: Referto OPM instructions for valid codes.

Year

Enter the calendar year (XXXX) during which the employee
received the academic degree or certificate for the educational
level.
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= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

L Ornanizatinnal 0

WultiChannel Console | _Add to

New Window | Help | Customize Page |

i GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN 00(-XX-B688
Certifications
Effective Date  |PB312008 | Q, pay periog: 15 ACtion Date 09/11/2008
User D TS077619 Transaction Status: | INProgress
Stackhouse Tracey F

Professional Certification

Account Transaction Code h

n

*Professional Cert Code

*State Code

Profesional Certification Yr

ave = urn to searc efresl
S £ Return to Search | 1, Refresh

Update/Display

[EF Co

Step

Action

6.

Click the Account Transaction Code list.

l44|Page




wHR

SOLUFTDNS
PRI B TU BATIRG

Training Guide
EmpowHR 8.8 to 9.0 Transition Training

= Payroll Documents
— Cerifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

m

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN XOOXX{-6688
ifications
EfectiveDate  0B312008  C pay periog: 13 ACtion Date 09/11/2008
User ID TS077619 Transaction Status:
Stackhouse Tracey F

Professional Certification

Account Transaction Code

*Professional Cert Code

*State Code

Prof | Certification Yr

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

Lo nal D

— Thrift Savings Plan - Catch- |||

-

B save

L\ Return to Search | 7L Refresh Update/Display | = C

Step

Action

7.

Click the Add list item.
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= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
L Oroonizational [

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

Viorklist | _MuftiChannel Consol

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Rcd#

0 SSN 00(-XX-B688

Certifications
Effective Date 08/31/2008 O\Pay Period: 13 Action Date 09/11/2008
User D TS077619 Transaction Status: | INProgress
Stackhouse Tracey F

Professional Certification

Account Transaction Code -
Q

n

*Professional Cert Code

*State Code

Profesional Certification Yr

B Save | S\ Return to Search | s Refresh Update/Display

[EF Co

Step

Action

8.

Cl

ick the Look up Professional Cert Code (Alt+5) button.
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= Payroll Documents
— Cerifications

WuttiChann

=)

New Window | Help |

Sign out

-

_ Education nformation Look Up Professional Cert Code
— Auth for Restored Annual
Leave — Accomplishment: begins with ~
— Charitable Contributions
— Compensatory Time Description: begins with -
Payments
- Court Child Care/Alimony Short Description: begins with -
— Deductions Due to Accomplishment Category: = - -
Indebtedness
— Direct Deposit
— Discretionary Allotments Look Up Clear Cancel |pgasic Lookup
— Einancial Allotment/Health
Sav
— Elexible Spending Account Search Results
— Health Benefits 1-26 of 26
~ Leave Data Transferred N Accomplishment Description Short Descrip! ccomplishme: eqory
- Lump Sum Leave = -
Payments CF Certified Forester CF L\cJCen!f
— MMA - Health Benefits CGA Certified General Accountant CGA Lic/Certif E
- Master File Change CGAP Certified General Appraiser Appraiser Lic/Certif
- Multi-Element Update CIEM Integrated Resource Management Resc Mgmt Lic/Certif
— Non-Federal Life Insurance ChA Murse Adminisirator Nurse Adm Lic/Certif
— SES Performance CNAA Murse Administrator, Advanced — Adv Admin Lic/Certif
Appraisal CO A Contracting Officer Level lllA conm Lic/Certif
:g%!]r;%ment CPA Certified Public Accountant CPA Lic/Ceriif
_ T4‘;SF' | oan Allotment CPIM Production and Inventory Mgmt Prodfinven Lic/Certif
— Tax Data CPM Procurement Management Procuremnt Lic/Certif
— Thrift Savings Flan CPR Cardio Pulmonary Resuscitation CPR Lic/Certif
— Thrift Savings Plan - Catch- ||| GPS CERT Global PosSystem Practice Cet  GPS Cert Lic/Certif
Up HCV Cardiovascular Technology Cardio Tch Lic/Certif
— Union Dues HET Emergency Medicine Technology Em Med Tch Lic/Certif
[ HR Reports HIC Infection Contral Inf Critrl Lic/Certif
E E:;’:I"“Sfmssmg HUC Hazardous Materials Cerificte ~ HazMat Crt Lic/Ceriif
b Training Administration HMNA Murse Anesthesiology Mrs Ansths Lic/Certif
[ Manage Performance HRD Radiology Diagnosis Rad Diagn Lic/Certif
> Non-Employee Processing LAA Loan Authorizing Approver LAA Lic/Certif
[> Time and Labor LPN Licensed Practical Murse Lic PrMrs Lic/Certif Wi
[> North American Payroll NAPW Mational Asscn Purchasing Mars  Purch Mars Lic/Certif
[ Global Payroll PESTREC Pesticide Applicator Recert PestRecer Lic/Certif
T TETEE PESTICID Pesticide Applicator Certifica  Pest Cert Lic/Certif
b Workdorce Development - PuA Persannel llanagement Associatn Per Mamt Lic/Certif -
LOroanizational D) —_
Step Action

9.

Click the Procurement Management link.
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= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
L Oroonizational [

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

Viorklist | _MuftiChannel Consol

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN 00(-XX-B688

Certifications

EfectiveDate 08312008 QL pay perios: 1g ACton Date 09/11/2008

User D TS077619 Transaction Status: | INProgress

Stackhouse Tracey F

Professional Certification

Account Transaction Code  #dd hd

n

*Professional Cert Code lcPm

Q

a Procurement Management
*State Code

Profesional Certification Yr

B Save | S\ Return to Search | s Refresh Update/Display

[EF Co

Step

Action

10.

Click the Look up State Code (Alt+5) button.
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= Payroll Documents -

— Cerifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave i

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

m

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[ Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[» Global Payroll

[> Payroll Interface

[> Workforce Development

L Oroanizational [

New Window | Help | Bl
Look Up State Code
State: begins with
Description: begins with -
Look Up | Clear | Cancel |Ea5iCLUUkuD
Search Results E
1-80 of 80
State Des n
AK Alaska
AL Alabama
AR Arkansas
AS American Samoa
A7 Arizona
CA California
Cco Colorado
CcT Connecticut L
DC District of Columbia
DE Delaware
FL Florida
GA Georgia
[elo] GUAM
BU Guam
Hi Hawaii
1A lowa
o} ldaho
L lllinois
N Indiana
K8 Kansas
KY Kentucky
LA Louisiana
AL Wassachusetts
MD WMarvland
ME laine
M Wichigan
N Winnesota il

Step Action

11. Click the Louisiana link.

[La

Louisiana |
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= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroonizational [

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

i GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN 00(-XX-B688
Certifications
EffectiveDate  0B312008  C pay periog: 15 ACtion Date 09/111/2008
User D TS077619 Transaction Status: | INProgress
Stackhouse Tracey F

Professional Certification

Account Transaction Code  #dd hd
*Professional Cert Code CPM a Procurement Management
*State Code LA Q

Profesional Certification ¥r |

B Save | S\ Return to Search | s Refresh Update/Display

EP Correct

Sign out

New Window | Help | Customize Page |

Step Action

12. Enter the desired information into the Professional Certification Yr field.

Enter "1995".
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= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

WuttiChann

F GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN XOOXX{-6688
ifications
EffectiveDate  0B312008  C pay periog: 13 ACtion Date 09/11/2008
User D TS077619 Transaction Status: | INProgress
Stackhouse Tracey F

Professional Certification

Account Transaction Code  #dd e

Q

n

*Professional Cert Code CPM

L Q

Procurement Management

*State Code

Profe | Certification Yr | 1995

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroanizational [

— Thrift Savings Plan - Catch- |||

ave | (S\Return to Searc! efres
B s ZL Return to S h | i Refresh

JF Update/Display | 57 C

Sign out

New Window | Help | Customize Page |

Step

Action

13.

Click the Save button.
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Wiorklist | _WuttiChannel Consol Sign out

= Payroll Documents
— Cerifications
— Education Information
— Allowances
— Auth for Restored Annual

New Window | Help | Customize Pag Saved

Leave o —  GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN 0006688
— Charitable Contributions

— Compensatory Time Certifications
Payments

~ Court Child Care/Alimony Effective Date 08312008 . pay period: 13 Action Date 09/111/2008

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentHealth Stackhouse Tracey F
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments “Profess

14 - Health Benefits

— Master File Change *State Cf

— Multi-Element Update

— Non-Federal Life Insurance Profesid |

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

E.’;‘Zﬂﬁ:;&ﬁﬁ?ﬁs’?&m’n B Save | S\ Return to Search | s Refresh Update/Display | [5F Co

[ Manage Performance

[> Mon-Employee Processing

[ Time and Labor

[» Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Ornanizatinnal 0

User D TS077619 Transaction Status: | MFC Ready

Windows Internef

Accoun

m

Professional Certification Information has been successfully Saved for

Ernplid: 077777 with Effdt: 2008-08-31 (99999,999)

Step Action

14, Click the OK button.
| ok ]

15. This completes Certifications.
End of Procedure.
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Court Child Care / Alimony

Overview

Some fields on the Court Child / Alimony page have changed.

Court Child Care / Alimony

This section demonstrates the changes to Court Child Care / Alimony.

Evipeoa I 1D
Menu =

Search:
©)

[ My Favorites

[ Employee Self Service

[> Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reporis

[+ Recruiting

[> Payroll Processing

[+ Training Administration

[ Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[> Transit Subsidy

[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[- Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

WuttiChannel Console

Sign out
Help

Add to Favorites

Step Action

1. Click the Payroll Documents link.

[ Payrall Documents|

153|Page




wHR

SOLUFTDNS
PRI B TU BATIRG

Training Guide

EmpowHR 8.8 to 9.0 Transition Training

ducation Information
llowances
— Auth for Restored Annual
Leavi
— Charitable Contributions
- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Naorth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Organizational Development

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

EE Certifications
Certification Information

EE" Auth for Restored Annual Leave
Auth for Restored Annual Leave

Eﬁ" Court Child Care/Alimon
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

E" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Eﬁ“ Education Information
Education

Eﬁ" Charitable Contributions
Charitable Contributions.

Eﬁ" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial Allotment/Health Sav
Financial Allotment

E" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

Eﬁ“ Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

WultiChannel Console | _Add to

n Menu

Edit "Payroll Documents” Folder

E Allowances
Allowances

Eﬁ" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

E Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E’ Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Court Child Care/Alimony link.

|Court Child Care!.l\limonﬂ
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=.¥2_§HR)

= Payroll Documents -
— Certifications
— Education Information

WuttiChannel Console | _Add to Fave Sign out

New Window | Help |

— allowances Court Child CarefAlimony
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

- Charitable Contributions || | Find an Existing Value

- Compensatory Time
Payments
EmpllD: pegins with =
— Deductions Due to Empl Red Nbr: - -
Indebtedness
— Direct Deposit Social Security Number: =
— Discretionary Allotments
~ Financial AllotmentiHealth Name: begins with ~
Sau ) Last Name: begins with =
— Elexible Spending Account
- Health Benefits Agency: begins with ~ Q
— Leave Data Transferred - »
— Lump Sum Leave Sub-Agency: begins with &}
Payments e
~ MUIA- Health Benefits Bl Case Sancitive
— Master File Change
— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria
— Non-Federal Life Insurance
- SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch- |||
Up
— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroanizational [

m

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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= Payroll Documents
— Certifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
- Compensatory Time
Payments
— Deductions Due to
Indebtedness
— Direct Deposit
- Discretionary Allotments
— Financial Allotment/Health
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
— Mon-Federal Life Insurance
— SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

m

— Thrift Savings Plan - Catch- |||

Court Child Care/Alimony

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

I { Find an Existing Value

WuttiChannel Console

Add to

New Window | Help |

EmpliD:
Empl Rcd Nbr: =
Social Security Number: =

begins with

-

Name: begins with

Last Name:
Agency:
Sub-Agency:
[C|case sensitive

Search | Clear

begins with
begins with

begins with

-

-

-

077777

Basic Search [E] Save Search Criteria

Step

Action

4, Click the Search button.

156 |Page




EvowHR

SOLUTTIONS
PRI SEAA TO KATERA

Training Guide
EmpowHR 8.8 to 9.0 Transition Training

S

= Payroll Documents
— Ceftifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
- Compensatory Time
Payments
— Deductions Due to
Indebtedness
— Direct Deposit
— Discretionary Allotments
— Einancial Allotment/Health
Sav
— Elexible Spending Account
— Health Benefits
— Leave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
— Mon-Federal Life Insurance
- SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Orognizational 0

n

— Thrift Savings Plan - Catch- |||

WuttiChann

New Window | Help | Customize Page |

Rcd# 0 SSN X0-Xx-9999

GREGORY A

EmpllD: 077777

09/14/2008 @

Effective Date: Pay Period: 19 Action Date: 09/24/2008
User ID: TSO77619 Transaction Status: InProgress
Case Number: Transaction Code: M

Dollar Amount: $0.00 Percentage of Applicable Earnings: 0
Mot to Exceed Dollar Amount Per Pay Period: $0.00
Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
Arrears |
Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
Percentage of Applicable Earnings Per Pay Period:
Not To Exceed Dollar Amount Per Pay Period: 50.00
Maximum Percentage:

Employee Case Number Assigned by Court:

Payment Method

©) Check () Direct Deposit

Sign out

m

Step

Action

5.

Click the scrollbar.

157 |Page




EvowHR

SOLUTTIONS
PRI SEAA TO KATERA

Training Guide
EmpowHR 8.8 to 9.0 Transition Training

1D

= Payroll Documents

Payments

Court Child CarefAlimony

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[» Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

m

— Thrift Savings Plan - Catch- |||

Viorklist

WultiChannel Consal

ourt Ordered Pay Period Deduction

— Deductions Due to Dollar Amount: $0.00 Percentage of Applicable Earnings: 0

Indabtedness Not to Exceed Dollar Amount Per Pay Period: 50.00
— Direct Deposit
— Discretionary Allotments
N W Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
— Flexible Spending Account Arears |
- Health Benefits Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00

Percentage of Applicable Earnings Per Pay Period:
Not To Exceed Dollar Amount Per Pay Period: 50.00
Maximum Percentage:

Employee Case Number Assigned by Court:

Payment Method

Check irect Deposit

B save | S\ Return to Search

Sign out

- Certifications Effective Date: 091412008 Q Pay Period: 190 Action Date: 09/24/2008 =
— Education Information
- Allowances User ID: TSO77619 Transaction Status: InProgress
— Auth for Restored Annual
Leave > -
B Contiuions
— Compensatory Time Case Number: Transaction Code: M m

m

Step Action

6. Click the green book icon to view changes on the Court Child Care /
Alimony page.
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@ Field 8.8 9.0 Impact

Enter either Name and | Available Removed This text was removed in 9.0

Address or EFT Info

Deduction Recipient . Available Changed This field was renamed Payment

Information Method in 9.0

EFT . Available Changed This field was renamed Direct
Deposit in 9.0.

EFT Info . Available Changed This field was renamed Direct
Deposit Infoin 9.0

Recipient Name . Available Changed This field was renamed Name in
9.0.

Name and Address Info | Available Changed These fields are hidden until a

Section . user selects the Payment
Method. The selected section
will then display.

Direct Deposit Section | Available Changed These fields are hidden until a

[ ] user selects the Payment

Method. The selected section
will then display.

159 |Page



EvowHR

SOLUTTIONS
PRI SEAA TO KATERA

Training Guide
EmpowHR 8.8 to 9.0 Transition Training

1D

= Payroll Documents
— Ceftifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
- Compensatory Time
Payments
— Deductions Due to
Indebtedness
— Direct Deposit
- Discretionary Allotments
— Financial Allotment/Health
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
— Mon-Federal Life Insurance
- SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[» Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

m

— Thrift Savings Plan - Catch- |||

Viorklist | _MuftiChannel Consol

Iv—— +
Effective Date: [09/14/2008 | O Pay Period: 19 Action Date: 09/24/2008 =
User ID: TSO77619 Transaction Status: InProgress
Case Number: Transaction Code: v

Dollar Amount: $0.00 Percentage of Applicable Earnings: 0
Not to Exceed Dollar Amount Per Pay Period: $0.00
Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
Arrears . |
Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
Percentage of Applicable Earnings Per Pay Period:
Not To Exceed Dollar Amount Per Pay Period: 50.00
Maximum Percentage:

Employee Case Number Assigned by Court:

Payment Method

Check irect Deposit

B save | S\ Return to Search

Sign out

m

Step

Action

7. Click the Check Payment Method option.
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MultiChannel Co Sign out
= Payroll Documents - -
" ) +
- Certifications Effective Date: 09/14/2008 O Pay Period: 19 Action Date: 09/24/2008 =
— Education Information
- Allowances User ID: TSO77619 Transaction Status: InProgress
— Auth for Restored Annual
Leave
- Charitable Contributions = RIoE
— Compensatory Time Case Number: Transaction Code: M —
Payments ~ourt Ordered Pay Period Deduction
— Court Child CarefAlimony
— Deductions Due to Dollar Amount: $0.00 Percentage of Applicable Earnings: 0
Indebledness Not to Exceed Dollar Amount Per Pay Period: 50.00
- Direct Deposit
~ Discretionary Allotments
N W Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
~ Flexible Spending Account Arrears |
— Health Benefits Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
— Leave Data Transferred L
— Lump Sum Leave 3 Percentage of Applicable Earnings Per Pay Period:
Payments
— MMA - Health Benefits Not To Exceed Dollar Amount Per Pay Period: $0.00

— Master File Change

~ Multi-Element Update Maximum Percentage:

— Non-Federal Life Insurance Employee Case Number Assigned by Court:

— SES Performance L
Appraisal 1

- Savings Bonds

— Severance Payment @ Check () Direct Deposit

— TSP Loan Allotment

I d Address Information

— Tax Data
— Thrift Savings Plan Recipient
— Thrift Savings Plan - Catch- (| Name:
Qﬂ .
— Union Dues Address:
[ HR Reports City:
[ Recruiting State: Zip:

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[ Payroll Interface B save
[> Workforce Development

L Orognizational 0

{2\ Return to Search

Step Action

8. The Name and Address Information is hidden until a user selects the
Check Payment Method.
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1D

Workiist | _MultiChannel Consal Sign out
= Payroll Documents - -
" ) +
- Certifications Effective Date: 09/14/12008 Q Pay Period: 19 Action Date: 09/24/2008 =
— Education Information
- Allowances User ID: TSO77619 Transaction Status: InProgress
— Auth for Restored Annual
Leave
~ Charitable Contributions = Oy
— Compensatory Time Case Number: Transaction Code: M —
Payments “ourt Ordered Pay Period Deduction
Court Child CarefAlimony
— Deductions Due to Dollar Amount: $0.00 Percentage of Applicable Earnings: 0
Indebtedness Not to Exceed Dollar Amount Per Pay Period: 50.00
— Direct Deposit
~ Discretionary Allotments
- W Total Amount: 50.00 Amount Collectable Per Pay Period: $0.00
~ Flexible Spending Account Arrears . |
— Health Benefits Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
— Leave Data Transferred L
— Lump Sum Leave 3 Percentage of Applicable Earnings Per Pay Period:
Payments
— MMA - Health Benefits Not To Exceed Dollar Amount Per Pay Period: 50.00

— Master File Change
— Multi-Element Update
— Mon-Federal Life Insurance Employee Case Number Assigned by Court:
- SES Performance
Appraisal
- Savings Bonds
— Severance Payment heck (©) Direct Deposit
— ISP Loan Allotment
— TaxData Name and Address Information
— Thrift Savings Plan Recipient
— Thrift Savings Plan - Catch- (L Name:
Up .
- Union Dues Address:
[ HR Reports City:
[> Recruiting . o
[» Payroll Processing State: Zip:
[> Training Adminisiration
[ Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development |

LOrnanizational O il

Maximum Percentage:

m

B save | L Return to Search

Step Action

9. Click the Direct Deposit Payment Method option.
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=.¥2_§HR)

= Payroll Documents
— Ceftifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
- Compensatory Time
Payments
— Deductions Due to
Indebtedness
— Direct Deposit
— Discretionary Allotments
— Einancial Allotment/Health
Sav
— Elexible Spending Account
— Health Benefits
— Leave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
— Mon-Federal Life Insurance
- SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

L Orognizational 0

m

— Thrift Savings Plan - Catch- |||

Worklist

WuftiChannel Console

T
Effective Date: 09/14/2008 O Pay Period: 19 Action Date: 09/24/2008 EE

User ID: TSO77619 Transaction Status: InProgress

Case Number: Transaction Code: v
Dollar Amount: $0.00 Percentage of Applicable Earnings: 0
Not to Exceed Dollar Amount Per Pay Period: $0.00
Total Amount: $0.00 Amount Collectable Per Pay Period: §0.00
Arrears |
Total Amount: $0.00 Amount Collectable Per Pay Period: $0.00
Percentage of Applicable Earnings Per Pay Period:
Mot To Exceed Dollar Amount Per Pay Period: $0.00
Maximum Percentage:

Employee Case Number Assigned by Court:

Payment Method

©) Check irect Deposit
Direct Deposit Information
Account ) Checking () Savings
Type:
Routing #: Q
Acct. #:
B save | S\ Return to Search

Add to Favorites

Sign out

m

Step

Action

10.

The Direct Deposit Information is hidden until a user selects the Direct
Deposit Payment Method.

11.

This completes Court Child Care / Alimony.
End of Procedure.
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Deduction Due to Indebtedness
Overview

Some fields on the Deduction Due to Indebtedness page have changed or been removed.

Deduction Due to Indebtedness
This section demonstrates the changes to Deduction Due to Indebtedness.

Enipipa 1D
Menu =2

Search:
®

Add to Favorites [ _Sign out

Help

Home | Worklist [ MultiChannel Console

[> My Favorites

[ Employee Self Service

[ Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Organizational Development

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

Eﬁ' Certifications
Certification Information

EE“ Auth for Restored Annual Leave
Auth for Restored Annual Leave

EE“ Court Child Care/Alimon:
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

Eﬁ" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Es“ Education Information
Education

Eﬁ“ Charitable Contributions
Charitable Contributions.

Eﬁ Deductions Due to Indebtedness

Deductions Due to Indebtedness

Eﬁ" Financial Allotment/Health Sav
Financial Allotment

Eﬁ" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E hrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Allowances
Allowances

E Compensatory Time Payments
Compensatory Time Payments

Direct Deposit

Direct Deposit

EE Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update

Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Flexible Spending Account

Edit "Payroll Documents” Folder

Step

Action

2. Click the Deductions Due to Indebtedness link.

Deductions Due to
Indebtedness
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1D

= F'ayrol\_ Doc_uments New Window | Help |
- Certifications

ducation Information .
llowances Deductions Due to Indebtedness
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leavi

- Charitable Contributions || ] { Find an Existing Value %

— Compensatory Time

WultiChannel Console | _Add to

Payments - - —
— Court Child Care/Alimon EmpliD: begins with +
Empl Rcd Nbr: = -
— Direct Deposit Social Security Number: =
- Discretionary Allotments .
- Financial AllotmentHealth Name: begins with =
Sav ) Last Name: pegins with -
— Flexible Spending Account
- Health Benefits Agency: begins with ~ Q
eave Data Transferred - -
— Lump Sum Leave =| Sub-Agency: begins with &}
Payments [C|case sensitive

— MMA - Health Benefits
— Master Change
- Mult-Element Update Search | Clear | Basic Search [E Save Search Criteria

— Mo deral Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

ax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[» Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[» Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroonizational T

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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= F'ayrol\_ Doc_uments New Window | Help |
- Certifications

— Education Information .

_ Allowances Deductions Due to Indebtedness

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

- Charitable Contributions || | Find an Existing Value

— Compensatory Time

Payments - - —
— Court Child Care/Alimony EmpliD: begins with = 077777
Empl Rcd Nbr: = -
— Direct Deposit Social Security Number: =
— Discretionary Allotments X
- Financial AllotmentHealth Name: begins with -
Sav ) Last Name: begins with -
— Elexible Spending Account
- Health Benefits Agency: begins with ~ Q
— Leave Data Transferred - »
— Lump Sum Leave =| Sub-Agency: begins with Q
Payments [T case Sensitive

— MMA - Health Benefits

— Master File Change

— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[ Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[» Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroanizational [

Step Action

4, Click the Search button.

167|Page



EvowHR Training Guide

SOLUTIONS

o v EmpowHR 8.8 to 9.0 Transition Training

1D

= Payroll Documents

— Ceftifications

ducation Information

llowances
— Auth for Restored Annual
e contibutions || BREGORY A SMITH EmplD: 077777 Rcd# 0 SSN J00CXG6688
- Compensatory Time Deductions Due To Indebtedness

Payments [

— Court Child Care/Alimony Effective Date: | 08/31/2008 | O Pay Period: 18 Date Entered: 09/11/2008

Viorklist

WultiChannel Consol Sign out

New Window | Help | Customize Page |

User ID: TSO77619 Transaction Status: InProgress
— Direct Deposit
- Discretionary Allotments ransaction Information

— Financial Allotment/Health
Sav *Transaction Code M *Receipt Account Number
— Flexible Spending Account
— Health Benefits *Type Deduction Code h
Leave Datz Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master Change
— Multi-Element Update
— Mo deral Life Insurance
- SES Performance
Appraisal ) Check
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
ax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch- |||
Up
— Union Dues
[ HR Reports 5 ~
> Recruiting Payment ldentification
[» Payroll Processing
1> Training Administration & Save | S\ Return to Search
[> Manage Performance
[> Non-Employee Processing
[ Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

Balance Amount OR  Percent

Step Action

5. Click the green book icon for changes to Deduction Due to
Indebtedness.
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@ Field 8.8 9.0 Impact

Enter either Available Remaved This text was removedin 9.0.

Name and

Address or EFT

Info

Deduction . Available Changed This field was renamed Payment

Recipient Method in 9.0.

Information

EFT . Available Changed This field was renamed Direct
Deposit in 9.0.

EFTInfo @ | Available Changed This field was renamed Direct
Deposit Infoin 9.0.

Recipient Name Available Changed This field was renamed Namein 9.0

Mame and Available Changed These fields are hidden until a user

Address Info . selects the Payment Method. The

Section selected section will then display.

Direct Deposit . Awvailable Changed These fields are hidden until a user

Section

selects the Payment Method. The
selected section will then display.
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1D

= Payroll Documents
— Ceftifications
ducation Information
llowances
— Auth for Restored Annual
Leavi
— Charitable Contributions
- Compensatory Time
Payments
— Court Child Care/Alimony

— Direct Deposit
- Discretionary Allotments
— Financial Allotment/Health
Sav
— Flexible Spending Account
— Health Benefits
eave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master Change
— Multi-Element Update

— SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
ax Data
— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Non-Employee Processing
[ Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

— Mo deral Life Insurance

— Thrift Savings Plan - Catch- |||

Viorklist | _WuttiChannel Consol Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpllD: 077777 Rcad# 0 SSN X00¢-XX-6688
Deductions Due To Indebtedness

Effective Date: | 08/3112008 Q Pay Period: 18 Date Entered: 09/11/2008

User ID: TSO77619 Transaction Status: InProgress

ransaction Information
*Transaction Code - *Receipt Account Number

*Type Deduction Code h
Deduction Information

Balance Amount OR  Percent

Payment Method
) Check

Payment ldentification

B save | (L Return to Search

L Ornanizatinnal 0

Step Action

6. Click the Check option.
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= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leavi

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Direct Deposit
— Discretionary Allotments
nancial AllotmentHealth

Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

— Thrift Savings Plan - Catch- |||

L Orognizational 0

Worklist

WuttiChannel Console

Add to Favorites

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN XOX-XX-6688

Deductions Due To Indebtedness

Effective Date: 08/3112008 Q Pay Period: 18 Date Entered: 09/11/2008

User ID: TSO77619 Transaction Status: InProgress

ransaction Information

*Transaction Code - *Receipt Account Number

*Type Deduction Code h
Deduction Information
Balance

Amount OR Percent

Payment Method
@ Check ) Direct Deposit
Name and Address Information

Name:

Address:

City:

State: a2

Payment ldentification

B save | S\ Return to Search

Step

Action

7. The Name and Address Information is hidden until a user selects the

Check Payment Method.
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1D

= Payroll Documents
— Ceftifications
ducation Information
llowances
— Auth for Restored Annual
Leavi
— Charitable Contributions
- Compensatory Time
Payments
— Court Child Care/Alimony

— Direct Deposit
- Discretionary Allotments
— Financial Allotment/Health
Sav
— Flexible Spending Account
— Health Benefits
eave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master Change
— Multi-Element Update

— SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
ax Data
— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Non-Employee Processing
[ Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

— Mo deral Life Insurance

L Ornanizatinnal 0

— Thrift Savings Plan - Catch- |||

Viorklist

WultiChannel Consol Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpllD: 077777 Rcad# 0 SSN X00¢-XX-6688
Deductions Due To Indebtedness

Effective Date: 08/3112008 Q Pay Period: 18 Date Entered: 09/11/2008

User ID: TSO77619 Transaction Status: InProgress

ransaction Information
*Transaction Code - *Receipt Account Number

*Type Deduction Code h
Deduction Information

Balance Amount OR  Percent

Payment Method

Name:

Address:

City:

State: ZIP:

Payment ldentification

Bl save | S\ Return to Search

Step Action

8. Click the Direct Deposit option.
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= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leavi

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Direct Deposit
— Discretionary Allotments
nancial AllotmentHealth

Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface
[> Workforce Development

— Mon-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

L Oroanizational 0

Worklist

WuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN 00(-x4-6688
Deductions Due To Indebtedness

Effective Date: 08/31/2008 O Pay Period: 13 Date Entered: 09/11/2008

User ID: TSO77619 Transaction Status: InProgress

ransaction Information
*Transaction Code - *Receipt Account Number

*Type Deduction Code h
Deduction Information

Balance Amount OR  Percent

Payment Method
) Check @ Direct Deposit
Direct Deposit Information
Account Type:

Checking () Savings
Routing Number: Q

Account
Number:

Payment Identification

B save | (L Return to Search

Step Action

9, The Name and Address Information is hidden until a user selects the
Direct Deposit Payment Method.

10. This completes Deduction Due to Indebtedness.
End of Procedure.
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Direct Deposit

Overview

Some fields on the Direct Deposit page have changed or been moved.

Direct Deposit
This section demonstrates the changes to the Direct Deposit page.

Enipipa 1D
Menu =2

Search:
[ My Favorites

[ Employee Self Service

[ Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

MultiChannel Console | _Add to Favorites

Help

Sign out

Step Action

1. Click the Payroll Documents link.
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— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Organizational Development

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

Eﬁ' Certifications
Certification Information

EE“ Auth for Restored Annual Leave
Auth for Restored Annual Leave

EE“ Court Child Care/Alimon:
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

Eﬁ" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Es“ Education Information
Education

Eﬁ“ Charitable Contributions
Charitable Contributions.

Eﬁ Deductions Due to Indebtedness

Deductions Due to Indebtedness

Eﬁ" Financial Allotment/Health Sav
Financial Allotment

Eﬁ" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E hrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Allowances
Allowances

E Compensatory Time Payments
Compensatory Time Payments

Direct Deposit

Direct Deposit

EE Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update

Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Flexible Spending Account

Edit "Payroll Documents” Folder

Action

2. Click the Direct Deposit link.
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= Payroll Documents -
— Certifications
— Education Information

| Console | _Add to Fa

New Window | Help |

- Allowances Direct Deposit
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

- Charitable Contributions || ] { Find an Existing Value %

- Compensatory Time
Payments —

— Court Child Care/Alimony EmpliD: begins with = |

— Deductions Due to
Indebtedness Empl Red Nor: - T

— Direc it Social Security Number: =

— Discretionary Allotments

- Financial AllotmentHealth Name: begins with =
Sau ) Last Name: begins with =

— Flexible Spending Account

- Health Benefits Agency: begins with ~ Q

— Leave Data Transferred - -

— Lump Sum Leave Sub-Agency: begins with &}
Payments .

— MMA - Health Benefits Blcase sensitive

— Master File Change

— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[» Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[ Time and Labor

[» Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroonizational T

m

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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S

= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroanizational [

— Non-Federal Life Insurance

m

— Thrift Savings Plan - Catch- |||

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

{ Find an Existing Value

New Window | Help |

EmplID: begins with ~ 077777
Empl Rcd Nbr: = -
Social Security Number: =

Name: begins with ~
Last Name: pegins with -
Agency: begins with e}
Sub-Agency: begins with &}
[T case Sensitive

Search | Clear | Basic Search [ Save Search Criteria

Step Action

4, Click the Search button.
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)

= Payroll Documents
— Ceftifications
— Education Information
- Allowances
— Auth for Restored Annual
Le
— Charitable Contributions
- Compensatory Time
Payments
— Court Child Care/Alimony
— Deductions Due to
Indebtedness
| DirectDeposit |
— Discretionary Allotments
— Financial Allotment/Health
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
- Lump Sum Leave
Payments
=1 - Health Benefits
ster File Change
— Multi-Element Update
— Mon-Federal Life Insurance
- SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

— Thrift Savings Plan - Catch- ||

GREGORY A
Direct Deposit

UserID: TS077618

“Effective Date: [/8/31/2008 CL

SMITH

Pay Period:

EmpliD: 077777

18

Transaction Status:

Red#

Date Entered: 09/11/2008

InProgress

Account Type:

*Routing #

n

*Account #:

Q

Account Information

() Checking

) Savings

B save | £, Return to Search

L Ornanizatinnal 0

Step

Action

5.

Click the green book icon for information on the change to the Direct
Deposit page.

@ Field 8.8 9.0 Impact

Routing Number Available Changed This field was renamed Routing #
in9.0.

Account Number Available Changed This field was renamed Account #

. in9.0.

Account Type . Available Moved This field was moved above

Routing #in 9.0
Step Action

This completes Direct Deposit.
End of Procedure.
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Discretionary Allotments
Overview

Some fields on the Discretionary Allotments page have changed or been moved.

Discretionary Allotments
This page demonstrates the changes made to Discretionary Allotments.

Enipipa 1D
Menu =2

Search:
[ My Favorites

[ Employee Self Service

[ Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

MultiChannel Console | _Add to Favorites

Help

Sign out

Step Action

1. Click the Payroll Documents link.
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— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Organizational Development

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

Eﬁ' Certifications
Certification Information

EE“ Auth for Restored Annual Leave
Auth for Restored Annual Leave

EE“ Court Child Care/Alimon:
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

Eﬁ" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Es“ Education Information
Education

Eﬁ“ Charitable Contributions
Charitable Contributions.

Eﬁ Deductions Due to Indebtedness

Deductions Due to Indebtedness

Eﬁ" Financial Allotment/Health Sav
Financial Allotment

Eﬁ" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E" SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E hrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Edit "Payroll Documents” Folder

Allowances
Allowances

E Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

EE Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Discretionary Allotments link.

|Discreti0nagAllotmentsl
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1D

= Payroll Documents -
— Certifications
— Education Information

WultiChannel Console | _Add to

New Window | Help |

— allowances Discretionary Allotments
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

- Charitable Contributions || ] { Find an Existing Value %

— Compensatory Time

Payments - -
— Court Child Care/Alimony EmpliD: begins with = |
— Deductions Due fo _
Indebtedness Empl Red Nor: - T
— Direct Deposit Social Security Number: =
- Financial AllotmentHealth Name: begins with ~
Sav ) Last Name: pegins with -
— Flexible Spending Account
- Health Benefits Agency: pegins with - Q,
— Leave Data Transferred - -
— Lump Sum Leave =| Sub-Agency: begins with ~ &}
Payments [C|case sensitive

— MMA - Health Benefits
— Master File Change
— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria
— Mon-Federal Life Insurance
— SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch- |||
Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroonizational T

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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EmpowHR 8.8 to 9.0 Transition Training

S

= Payroll Documents
— Certifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotmen
nancial AllotmentHealth
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroanizational [

— Non-Federal Life Insurance

m

— Thrift Savings Plan - Catch- |||

Discretionary Allotments

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

{ Find an Existing Value

New Window | Help |

EmpliD: begins with

Empl Rcd Nbr: =
Social Security Number: =

-

Name: begins with
Last Name: begins with
Agency: begins with
Sub-Agency: begins with
[T case Sensitive

Search | Clear

-

-

-

077777

Basic Search [E] Save Search Criteria

Step

Action

4, Click the Search button.
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= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to

Indebtedness

Direct Deposit

Y
nancial AllotmentHealth
Sav
— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits
— Master File Change
— Multi-Element Update
— Mon-Federal Life Insurance

n

Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: Recd# 0 S5N JO((-XX-6688

Discretionary Allotment

Effective Date: [P8/21/2008 O Pay Period: 13 Date Entered: 09/11/2008

User 1D: TS077619 Transaction Status: InProgress

Allotment Data

-

Transaction Type:
Allotment #:

Allotment Amount: $0.00

[Payment Method

") Check () Direct Deposit

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

— Thrift Savings Plan - Catch- |||

Additional information regarding payment details:

B Save | (2L Return to Search

Step Action

5. Click the green book icon to view the changes made to the Discretionary

Allotments page.
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Allotment Type Available Removed The allotment type now defaults to
monthly.

Account # . Available Moved Moved to below Routing # field.

Payee Information . Available Changed This field was renamed Fayment
Method in 9.0.

Payee Information . Available Changed This field was renamed Payment
Method in 9.0.

Check Mailing . Auvailable Changed This field was renamed Name &
Address Information in 9.0.

Account Type . Available Moved Moved to above Routing #in 9.0.

Name and Address Available Changed These fields are hidden until a user

Info Section (] selects the Payment Method. The
selected section will then display.

Direct Deposit . Available Changed These fields are hidden until a user

Section selects the Payment Method. The
selected section will then display.

= Payroll Documents
— Certifications
— Education Information
- Allowances
— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments
~ Financial AllotmentiHealth
Sav

— Flexible Spending Account
— Health Benefits
— Leave Data Transferred
— Lump Sum Leave
Payments

- Health Benefits
— Master File Change
— Multi-Element Update

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— TSP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

L Orognizational 0

— Mon-Federal Life Insurance

mn

— Thrift Savings Plan - Catch- ||

GREGORY A SMITH

EmpllD: 077777

New Window | Help | Customize Page | 15

Rcd# 0 SSN XXX-XX-6688

Discretionary Allotment

Effective Date: [P8/21/2008 O

UserlD: TS077619
Allotment Data
Transaction Type:

Allotment #:

Allotment Amount: 50.00

Pay Period: 18

Transaction Status:

Date Entered: 09/11/2008

InProgress

[Payment Method

©) Check

) Direct Deposit

Additi

| information regarding p

Bl save | S\ Return to Search

t details:
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Step Action

6. Click the Check option.

p.::‘_‘p_EHR )]

vF'ayroH_Doc_umems - Mew Window | Help | Customize Page |
— Cerifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time Discretionary Allotment
Pavments =l

~ Court Child Care/Alimony Effective Date: 08/31/2008 Q Pay Period: 18 Date Entered: 09/11/2008

- Deductions Due to
Indebiedness User ID: TS077619 Transaction Status: InProgress

— Direct Deposit Allotment Data

-

WuttiChannel Console | Add to Favorites | _Sign out

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN XOM-XX-6688

ancial Allotment/Health Transaction Type:
Sav
— Flexible Spending Account
— Health Benefits
- Leave Data Transferred
— Lump Sum L eave
Payments
— MMA - Health Benefits
- Master File Ghange
— Multi-Element Update () Direct Deposit
— Non-Federal Life Insurance
— SES Performance
Appraisal Name:
— Savings Bonds
— Severance Pavment Address:
— TSP Loan Allotment .
— TaxData City:
— Thrift Savings Plan State: ZIP:
— Thrift Savings Plan - Catch- (|
Up
— Union Dues Additional information regarding payment details:
[ HR Reports
[» Recruiting
[> Payroll Processing B save | ZLReturn to Search
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> North American Payroll
[ Global Payroll
[ Payroll Interface

[> Workforce Development
L Ornanizational [y L

Allotment #:

m

Allotment Amount: $0.00

[Hame and Address Information

Step Action

7. The Name and Address Information is hidden until a user selects the
Check Payment Method.
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EmpowHR 8.8 to 9.0 Transition Training

S

= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotmen
nancial AllotmentHealth
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Mon-Federal Life Insurance

m

— Thrift Savings Plan - Catch- (|

WuttiChann

Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN XXX-XX-6688

Discretionary Allotment

Effective Date: 08/3112008 Q Pay Period: 13 Date Entered: 09/11/2008

User 1D: TS077619 Transaction Status: InProgress

Allotment Data

-

Transaction Type:

Allotment #:

Allotment Amount: 50.00

[Payment Method
@ Check (0 Direct Deposit

[Name and Address Information

Name:

Address:

City:

State: ZIP:

Up

— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

L Orognizational 0

Additional information regarding payment details:

B save | S\ Return to Search

Step

Action

8. Click the Direct Deposit option.
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= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to

Indebtedness

Direct Deposit

Y

nancial AllotmentHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

n

— Thrift Savings Plan - Catch- |||

Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: Recd# 0 S5N JG((-XX-6688

Discretionary Allotment

Effective Date: 08/31/2008 Q Pay Period: 18 Date Entered: 09/11/2008

User 1D: TS077619 Transaction Status: InProgress

Allotment Data

-

Transaction Type:
Allotment #:

Allotment Amount: $0.00

[Payment Method

@ Direct Deposit

Direct Deposit Information
Account () Checking ) Savings

Type:
Routing #: Q

Account #:

Additional information regarding payment details:

E save | L Returnto Search

Step Action

9, The Name and Address Information is hidden until a user selects the
Direct Deposit Payment Method.

10. This completes Discretionary Allotments.

End of Procedure.
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Education Information
Overview

The Education Information is populated from data residing on the NFC database. This
information may be modified.

Education Information
This section demonstrates the functionality of Education Information.

Enpena 11D
Menu =2

Search:
®

Add to Favorites | _Sign out

Help

Home | Worklist [ MultiChannel Console

[> My Favorites

[ Employee Self Service

[- Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[- Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— Wy Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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ducation Information
llowances
— Auth for Restored Annual
Leavi
— Charitable Contributions
- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues

[ HR Reporis

[> Recruiting

[> Payroll Processing

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

EE Certifications
Certification Information

EE" Auth for Restored Annual Leave
Auth for Restored Annual Leave

Eﬁ" Court Child Care/Alimon
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

E" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan

Eﬁ“ Education Information
Education

Eﬁ" Charitable Contributions
Charitable Contributions.

Eﬁ" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial Allotment/Health Sav
Financial Allotment

E" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

Eﬁ“ Thrift Savings Plan - Catch-U

WultiChannel Console | _Add to

n Menu

Edit "Payroll Documents” Folder

E Allowances
Allowances

Eﬁ" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

E Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E’ Tax Data
Tax Data

Union Dues

[ Training Administration Thrift Savings Plan Thrift Savings Plan - Catch-Up
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Naorth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
L Organizational Development |~
Step Action
2. Click the Education Information link.
|Educati0n Informationl
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= Payroll Documents

— Cefifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface
[> Workforce Development

— Thrift Savings Plan - Catch- |||

m

Education

Enter any information you have and click Search

Leave fields blank for a list of all values

{ Find an Existing Value

EmpliD:
Empl Rcd Nbr:

WuttiChannel Console

New Window | Help |

begins with

= -

Social Security Number: =

Name:

Last Name:
Agency:
Sub-Agency:

begins with -
begins with ~
begins with

begins with

Correct History || Case Sensitive

Search |

Clear | Basic Search B Save Search Criteria

L Orognizational 0

Add to Fave Sign out

=)

Step

Action

3.

Enter the desired information into the EmplID field. Enter "077777".
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WultiChannel Console | _Add to

= Payroll Documents -

— Ceifications

Education
— Allowances

— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave i

— Charitable Confributions { Find an Existing Value

— Compensatory Time
Payments - »

- Court Child Care/Alimony EmpilD: begins with ~ 077777

— Deductions Due to Empl Red Nbr:
Indebtedness

— Direct Deposit Social Security Number: =

- Discretionary Allotments

- Financial AllotmentiHealth Name: begins with ~
Sau ) Last Name: begins with =

— Flexible Spending Account

- Health Benefits Agency: begins with ~ Q

— Leave Data Transferred - -

— Lump Sum Leave Sub-Agency: begins with ~ Q
Payments " -

— MMA - Health Benefits Ecorrect History [ Case Sensitive

— Master File Change

- Multi-Element Update Search | Clear | Basic Search [E Save Search Criteria

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[» Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[ Time and Labor

[» Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroonizational T

New Window | Help |

= -

m

Step Action

4, Click the Search button.
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= Payroll Documents

— Ceifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroanizational [

n

— Thrift Savings Plan - Catch- |||

Recd#

Worklist

WultiChannel Console

Add to Favorites | _Sign out

New Window | Help | Customize Page |

0 SSN OX-XX-6688

09/15/2008

GREGORY A SMITH EmpllD: 077777

Education Find
Effective Date 091142008 | @ Pay Period:19 pate Entered
User D TS077619 Transaction Status | INProgress

Stackhouse Tracey F

Education Information
Account Transaction Code M
Education Level h
School Code Q
Instructional Program a

Year

ave s urn te Searc efresl
2 £\ Return to Search | 1 Refresh

Update/Display

Er Co

Step

Action

5.

Click the green book icon to view field descriptions on the Education
Information page.
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AT EmpowHR 8.8 to 9.0 Transition Training

@ Field Description

Effective Date Enter the effective date of the certification.
Pay Period Defaulted value by the system.
Transaction Status This field defaults to In Progress and reflects the status of the

transaction. The transaction status will change when the
transaction is saved, in SINQ, or resent to NFC.

UserID This field is generated by the system and identifies the
individual who generated the transaction.

Transaction Code Select either Add, Change, or Delete as needed.

Education Level Enter the education level or select by clicking the Lookup icon.

School Code Enter the applicable school code or select by clicking the
Lookup icon.

Instructional Program | Enter the employee's official education record which includes
the major field of study or select by clicking the Laokup icon.

MNote: Referto OPM instructions for valid codes.

Year Enter the calendar year (XXXX) during which the employee
received the academic degree or certificate for the educational
level.
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o v EmpowHR 8.8 to 9.0 Transition Training

S

= Payroll Documents -

— Ceifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

— Court Child Care/Alimony Effective Date '09/14/2008 |G, Pay Period:19 Date Entered 09/15/2008

— Deductions Due to

- I[r;ﬁs;t %dengeoiﬁt User ID TS077619 Transaction Status | INPr00réss

— Discretionary Allotments

— Financial Allotment/Health Stackhouse,Tracey F
Sav

~ Flexible Spending Account Education Information

— Health Benefits . -

— Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Change School Code Q

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroanizational [

WuttiChann

Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Recd# 0 SSN OX-XX-6688

n

Instructional Program a

Year

& save | L\ Return to Search | rLs Refresh Update/Display | [ Co

Step Action

6. Click the Account Transaction Code list.
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Worklist [ _MultiChannel Consol Sign out

= Payroll Documents -
— Ceftifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

— Court Child Care/Alimony .

— Deductions Due to Effective Date pen4iz008

— Dt %dengeniﬁt User ID 5077619 Transaction Status | INPr00ress

- Discretionary Allotments

— Financial AllotmentHealth Stackhouse,Tracey F
Sav

— Flexible Spending Account

— Health Benefits . <]

- Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Change School Code

— Multi-Element Update

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[» Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Non-Employee Processing

[ Time and Labor

[» Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Oroonizational [

New Window | Help | Customize Page |

GREGORY A SMITH EmpllD: 077777 Red# 0 SSN O(-3X-6688

Q. Pay Period:19 pate Entered 09/15/2008

Education Information

n

Instructional Program Q

Year

B save | [S\Return to Search | % Refresh UpdateDisplay | = Correct

Step Action

7. Click the Add list item.
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= Payroll Documents -

— Ceifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

— Court Child Care/Alimony Effective Date 09/14/2008 © Pay Period:19 pate Entered 09/15/2008

— Deductions Due to

- I[r;ﬁs;t %dengeoiﬁt User ID TS077619 Transaction Status | INPr00réss

— Discretionary Allotments

— Financial Allotment/Health Stackhouse,Tracey F
Sav

~ Flexible Spending Account Education Information

— Health Benefits .

— Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Change School Code Q

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroanizational [

WuttiChann

Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Recd# 0 SSN OX-XX-6688

n

Instructional Program a

Year

& save | L\ Return to Search | rLs Refresh Update/Display | [ Co

Step Action

8. Click the Education Level list.

| v|
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= Payroll Documents
— Cefifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

— Thrift Savings Plan - Catch- |||

Advlaster+
Advanced
GREGORY Associates

Education

Effective Date 0914720 Doctorate+

HS+0Occup
HS+Tech

Hi Sch/GED
Stacknoly asters

User D

Education Information Master's +

Account Transaction Code |Prof Deg+

n

Education Level

9/15/2008

InProgress

School Code Q
Instructional Program Q
Year

ave - urn te Searc efresl
B s £\ Return to Search | 1 Refresh

L Ornanizatinnal 0

First 4] 1.0f 1 [] Last

WultiChannel Console | _Add to

New Window | Help | Customize Page |

ca# 0 SSN O(-3X-6688

Update/Display | [E Correct

Step Action

9, Click the Bachelor's list item.

|Bachelors
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= Payroll Documents

— Ceifications

— Education Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface

[> Workforce Development
L0 ool [

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Recd# 0 SSN OX-XX-6688

Education

Effective Date 09/14/2008 & Pay Period:19 pate Entered 09/15/2008
Stackhouse Tracey F

Education Information

Account Transaction Code Add

m

Education Level -
School Code Q
Instructional Program a

Year

& save | L\ Return to Search | rLs Refresh Update/Digplay

Er Co

-

Step

Action

10. Cl

ick the Look up School Code (Alt+5) button.

=
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Worklist | Muttichannel Consal Sian out
vF'ayroH_Doc_uments - NewWindow|HeI | -
— Cerifications
— Education Information
= Allowances Look Up School Code
— Auth for Restored Annual
Leave i . i
Country: pegins with -
— Charitable Contributions i g Q
— Compensatory Time School Code: begins with -
Payments N - E
— Court Child Care/Alimony Description: | begins with ~
~ Deductions Due to State: begins with - Q
Indebtedness
— Direct Deposit
— Discretionary Allotments Look Ul Clear Cancel )
— Financial AllotmentHealth B Basiclookup
Sav
— Flexible Spending Account Search Results b
— Health Benefits Only the first 200 results can be displayed. Enter more information above and search again to reduce the number of search resulis
— Leave Data Transferred _| View Al 1-100 of 300 [p] Last
— Lump Sum Leave L .
Payments [Country Scl ode Description State
— MMA - Health Benefits ARM  AMOOA K.H. ABOUIAN DED INST - JEREVA AM
- Master File Change AUS  AS001 AUSTRALIAN NATL UNIV-CANBERRA  AS
- MultiElement Update BDG  BGOO1 UNIVERSITY OF DHAKA BG
— MNon-Federal Life Insurance|| | caN  CANO1 MCGILL UNIVERSITY CA
- w CAN CAND13  UNIVERSITY OF TORONTO PQ
5%%5;9 ongs CAM  CANO2 MOUNT ALLISON UNIVERSITY cA
- Savings Bonds
_ Severance Pavment CAN  CAND3 SAINT MARY'S UNIVERSITY CA
— TSP Loan Allotment CAN  CAND4 DALHOUSIE UNIV CA
- TaxData CAN  CANDS SELKIRK COLI EGE, CASTIEGAR BC CA
- Thrift Savings Plan CAN  CAMNOG CONCORDIA UNIVERSITY cA
— Thrift Savings Plan - Catch-|L | gan  cANOT CONCORDIA UNIVERSITY CA
Yo CAN  CAMOS MEDICINE HAT COL ALBERTA cA
3 ;W CAN  CANOY UNIVERSITY OF WESTERM ONTARIO  CA
B Cmen‘i’:g CAN  CANT1 UNIVERSITY OF SASKATCHEWAN  CA
b Payroll Processing CAN  CAN12 UNIVERSITY OF BRITISH COLUMBIA ~ CA
1> Training Administration CHE  $7001 INSTITUTE OF INTL STUDIES sz
[ Manage Performance coL  cLom UNIV JORGE TADED L OZANA ROGOTA CO
[ N_on—Emponee Processing CoL  CLooZ EXTERNADO DE COLUMBIA co
[ Time and Labor COL  CLO03 UNIVERSIDAD INDUST. DE SANTAND  CO
'; gl‘”g‘ f;”ef'cl?” Payroll CoL  CLOo4 UNIV PEDAGOGICA DE COL, BOGOTA  (blank)
g P;;r;‘ mft':’r‘r’ace coM  CNO02 SELKIRK COLLEGE, CASTLEGAR, BC CA
b Workforce Development COM  CNO03 DALHOUSIE UNIV cN
b Ouaonizafianaln T_COM  CNO04 YORK UNIVERSITY cN v
Step Action
. . N ) " e
11. Enter the desired information into the State field. Enter "la".
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S

= Payroll Documents -

— Ceifications

— Allowances

— Auth for Restored Annual
Leave i

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

m

Look Up School Code

Country: begins with = Q
School Code: begins with -
Description: begins with -
State: begins with \aliq

Look Up Clear | Cancel |Bagic Lookup

Search Results

WuttiChann

New Window | Help |

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

View All 1-100 of 200 [}] Last
Description

ARM  AMDOA K.H. ABOUIAN DED INST - JEREVA

AUS  AS001 AUSTRALIAN NATL UNIV-CANBERRA

BDG  BGOO1 UNIVERSITY OF DHAKA

CAN  CANOA1 MCGILL UNIVERSITY

CAN  CAND13 UNIVERSITY OF TORONTO
CAN  CAND2 MOUNT ALLISON UNIVERSITY

Sign out

-

m

5
Al
AS
BG
CA
PQ
CAN CA
— Severance Pavment CAM  CAND3 SAINT MARY'S UNIVERSITY cA
— ISP Loan Allotment CAN  CANOD4 DALHOUSIE UNIV CA
- TaxData CAM  CANDS SELKIRK COLI EGE, CASTIEGAR BC CA
- Thrift Savings Flan CAN  CANOG CONCORDIA UNIVERSITY cA
— Thrift Savings Plan - Catch-|L | gan  CANOT CONCORDIA UNIVERSITY, CA
Un CAN  CANO8 MEDICINE HAT COL, ALBERTA cA
3 ;;;‘s;ﬁ CAN  CANOY UNIVERSITY OF WESTERN ONTARID  CA
- Recruiting CAN  CANTY UNIVERSITY OF SASKATCHEWAN cA
> Payroll Processing CAN  CAN12 UNIVERSITY OF BRITISH COLUMBIA — CA
b Training Administration CHE 2001 INSTITUTE OF INTL STUDIES 8z
> Manage Performance COL  CLoot UNIV JORGE TADEO L OZANA ROGOTA CO
[> Non-Employee Processing CcoL  CLooz EXTERMNADO DE COLUMBIA co
[ Time and Labor CcOL  ©Loo3 UNIVERSIDAD INDUST. DE SANTAND GO
1> North American Payroll CcoL  CLoo4 UNIV PEDAGOGICA DE COL, BOGOTA  (blank)
g g:;«?;lw m‘:’r‘r’;'ce COM  CN0O2 SELKIRK COLLEGE, CASTLEGAR, BC  CA
[> Workforce Development COM  CNOO3 DALHOUSIE UNIV i)
L Ouaonizaianal D T COM _ CMOD4 YORK UNIVERSITY CN v

Step Action

12. Click the Look Up button.
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= Payroll Documents
— Cefifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

m

— Thrift Savings Plan - Catch- |||

Viorklist

Look Up School Code

Country: begins with = Q
School Code: begins with -

Description: begins with

State: begins with + LA Q
Look Up | Clear | Cancel |BaSicL00kuD

Search Results

ountry School Code Description

[
USA  LADD1
USA  LADDZ
USA  LADD3
USA  LADD4
USA  LAODDS
USA  LADDE
USA  LADDT
USA  LADDS
USA  LADDY
usA  LAD10
usA  LAD11
usA  LAD12
usA  LAD13
usA  LAD14
usA  LAD1S
usA  LAD1E
UsA  LADIT
UsA  LAD1S
USA  LAD19
USA  LAD20
uUsA  LAD21
UsA  LAD22

1-22 of 22

b
=
1
=+
(71

GRAMBLING COLLEGE

LOUISIANA ST UNIV-BATON ROUGE
LOUISIANA ST UNIV-NEW ORLEANS
LOUISIANA TECHNICAL UNIVERSITY
MCMNEESE STATE UNIVERSITY
NICHOLLS STATE UNIVERSITY
NORTHEAST LOUISIANA UNIVERSITY
NORTHWESTERMN STATE UNIVERSITY
SOUTHERN UMIV & A & M COLLEGE
TULAME UNIVERSITY OF LOUISIANA
UNIV OF SOUTHWESTERN LOUISIANA
UNIVERSITY OF NEW ORLEAMS
HAVIER UNIVERSITY OF LOUISIANA
LOUISIANA COLLEGE

DILLARD UNIVERSITY

LOYOLA UNIVERSITY-NEW ORLEANS
THEOLOGICAL SEMINARY-NEW ORLEA
LOUISIANA COLLEGE
SOUTHEASTERM LOUISIANA UNIV.
SOUTHERN UNIVERSITY SYSTEM
SOUTHERN UNIVERSITY

LOUISIANA ST UNIV-EUNICE

o o o o o i oy oy g o o o

WultiChannel Consal

Mew Window | Help |

Sign out

ncEn

-

m

Step Action

13. Click the UNIVERSITY OF NEW ORLEANS link.
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= Payroll Documents -

— Ceifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

— Court Child Care/Alimony Effective Date 09/14/2008 © Pay Period:19 pate Entered 09/15/2008

— Deductions Due to

- I[r;ﬁs;t %dengeoiﬁt User ID TS077619 Transaction Status | INPr00réss

— Discretionary Allotments

— Financial Allotment/Health Stackhouse,Tracey F
Sav

~ Flexible Spending Account Education Information

— Health Benefits . Add -

— Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Change School Code Lroi2 | Q UNIVERSITY OF NEW ORLEANS

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroanizational [

WuttiChann

Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Red# 0 SSN 0OX-XX-6688

n

Bachelor's -

Instructional Program a

Year

& save | L\ Return to Search | rLs Refresh Update/Display | [ Co

Step Action

14. Click the Look up Instructional Program (Alt+5) button.

=
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= Payroll Documents
— Cefifications

— Education Information

Viorklist | _MulftiChannel Consaol

Mew Window | Help |

Sign out

A

ncEn

— Allowances Look Up Instructional Program
— Auth for Restored Annual
Leave o — Major Code: begins with ~
— Charitable Contributions
— Compensatory Time Description: begins with -
_ E_ZHHE—(;:% Care/Alimon Major Category Code: begins with ~ Q i
— Deductions Due to
—mt Look Up | Clear | Cancel |Ela5ic Lookup
- Discretionary Allotments
— Financial AllotmentHealth Search Results
_ %ﬂhle Spending Account Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search resulis L3
- Health Benefits View All 1-100 ot 200 [] Last
— Leave Data Transferred L Description
- Lump Sum Leave ~| 010000  Agriculture, General 001
Payments 010101  Agricultural Business and la 001
:W 010102 Agricultural Business/Agriby 001
_ %ﬂumflemem Update 010103 Agricultural Economics 001
— Non-Federal Life Insurance 010104  Farm and Ranch Management boq
— SES Performance 010105 Agriculture/Farm Supplies Reta 001
Appraisal 010108 Agricultural Business Technolo o1
— Savings Bonds 010199  Agricultural Business and Ma 001
— Severance Payment 010201  Agricultural Mechanization, 001
~ ISP Loan Allotment 010204  Agricultural Power Machinery 001
: -IT—;:TDST;““ s Plan 010205 Agr?cultural Mechan?cs .And Equ 001
— Thrift Savings Plan - Catch-|| | 010299 Agricultural Mechanization 01
Up 010301 Agricultural Production Work o1
— Union Dues 010302 Agricultural Animal Husbandr 01
[ HR Reports 010303 Aguaculture Operations and P o1
[ Recruiting 010304 Crop Production Operations a 001
I Payroll Processing 010308  Dairy Husbandr And Production 001
E ;:;'{222 Q::L'Pﬂ'_slg:g:” 010307 Haorse Husbandry/Equine Science 001
- Non-Employee Processing 010399 Agricultural Production Work oo1
1> Time and Labor 010401  Agricultural and Food Produc 001
[> Morth American Payroll 010501 Agricultural Supplies Retail oo1
[> Global Payroll 010504 Dog/PetiAnimal Grooming oo1
[> Payroll Interface 010505  Animal Trainer 001
EKTEE‘J:: Ele;l'el_l‘opme”t - 010507  Equestrian/Equine Studies. H 001 il
Step Action

15.

Click the Agriculture, General link.
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S

= Payroll Documents -
— Ceifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments Education

— Court Child Care/Alimony Effective Date 09/14/2008 © Pay Period:19 pate Entered 09/15/2008

— Deductions Due to

- I[r;ﬁs;t %dengeoiﬁt User ID TS077619 Transaction Status | INPr00réss

— Discretionary Allotments

— Financial Allotment/Health Stackhouse,Tracey F
Sav

~ Flexible Spending Account Education Information

— Health Benefits . Add -

— Leave Data Transferred Account Transaction Code

- Lump Sum Leave
Payments Education Level

— MMA - Health Benefits

— Master File Change School Code LAD12 Q UNIVERSITY OF NEW ORLEANS

— Multi-Element Update

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroanizational [

WuttiChann

Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Red# 0 SSN 0OX-XX-6688

n

Bachelor's -

Instructional Program lﬂﬂ 0000 | Agriculture, General

Year

& save | L\ Return to Search | rLs Refresh Update/Display | [ Co

Step Action

16. Enter the desired information into the Year field. Enter "2001".
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= Payroll Documents
— Cetifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial Allotment/Health
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

— Thrift Savings Plan - Catch- |||

Viorklist

Stackhouse Tracey F

Education Information

Account Transaction Code Add T

| Education Level Bachelors h
School Code LAD12 | UNIVERSITY OF NEW ORLEANS
Instructional Program 010000 & Agriculture, General
Year 2001

ave - urn te Searc efresl
B s £\ Return to Search | 1 Refresh

L Ornanizatinnal 0

WultiChannel Consal

Sign out

New Window | Help | Customize Page |

GREGORY A SMITH EmpliD: 077777 Rcd# 0 SSN OXGIG-6688
Education

Effective Date 091142008 2 Pay Period:19 pate Entered 09/15/2008

User ID TS077619 Transaction Status | INProgaress

Update/Display

& correct

Step Action

17. Cl

ick the Save button.
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S

— Ceifications

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

m

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[» Workforce Development

L0y nal O h

= Payroll Documents -

— Thrift Savings Plan - Catch- |||

GREGORY

Education

Effective Date

User D

Windows Internet Ex—plom_ A

New Window | Help | Customize Paq Saved

A SMITH EmpliD: 077777 Red# 0 SSN 0OX-XX-6688

09/14/2008 © Pay Period:19 pate Entered 09M5/2008
TS077619 Transaction Status
Stackhouse, Tracey F

Account

Education J_k

Action will be transmitted to NFC for processing on 2008-08-22
(99999,999)

School Col
|
Year
& save | £\ Return to Search | rLs Refresh UpdateDisplay | =7 C

Step Action

18. Click the OK button.
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Sign out

New Window | Help | Customize Pag Saved

— Allowances
— Auth for Restored Annual
Leave
— Charitable Contributions
— Compensatory Time
Payments Education
— Court Child Care/Alimony .
— Deductions Due to Effective Date pen4iz008
- Ditect Depoat User ID 3077619 Transaction Status |RO-Fuire
- Discretionary Allotments
— Financial AllotmentHealth Stackhouse,Tracey F
Sav
— Elexible Spending Account Windows Internet Explorer _
— Health Benefits
- Leave Data Transferred Accoul
- Lump Sum Leave Education Information has been successfully Saved for Emplid: 077777
Payments Educafi AB ith Effdt 2008-09-14 (99999,999)
— MMA - Health Benefits
— Master File Change School
— Multi-Element Update
— Mon-Federal Life Insurance Instruci
- SES Performance
Appraisal
- Savings Bonds vear
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch- |||
Up
— Union Dues
[ HR Reports
[> Recruiting
[ Payroll Processing
b Training Administration D
[» Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroonizational [

GREGORY A SMITH EmpllD: 077777 Red# 0 SSN O(-3X-6688

Q. Pay Period:19 pate Entered 09/15/2008

m

&\ Return to Search | L, Refresh Update/Display | 57 Co
1

Step Action

19. Click the OK button.
ok |

20. This completes Education Information.
End of Procedure.

208|Page



EMPOWHR) Training Guide

EmpowHR 8.8 to 9.0 Transition Training
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Financial Allotment / Health Savings
Overview

Some fields on the Financial Allotments / Health Savings page have changed or been moved.

Financial Allotment / Health Savings
This section demonstrates the changes made to Financial Allotment / Health Savings.

Brren I IR

_Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
Help
Menu =
Search:
©)

[ My Favorites

[ Employee Self Service

[> Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reporis

[+ Recruiting

[> Payroll Processing

[+ Training Administration

[ Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[> Transit Subsidy

[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[- Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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ducation Information
llowances
— Auth for Restored Annual
Leavi
— Charitable Contributions
- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Naorth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Organizational Development

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

EE Certifications
Certification Information

EE" Auth for Restored Annual Leave
Auth for Restored Annual Leave

Eﬁ" Court Child Care/Alimon
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

E" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Eﬁ“ Education Information
Education

Eﬁ" Charitable Contributions
Charitable Contributions.

Eﬁ" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial Allotment/Health Sav
Financial Allotment

E" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

Eﬁ“ Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

WultiChannel Console | _Add to

n Menu

Edit "Payroll Documents” Folder

E Allowances
Allowances

Eﬁ" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

E Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E’ Tax Data
Tax Data

Union Dues

Step

Action

2. Click the Financial Allotment/Health Sav link.

Financial AllotmentiHealth

Sav
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[~ F'ayrol\_ Doc_uments New Window | Help |
- Certifications —_—
- W Financial Allotment/Health Sav
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave
— Charitable Contributions {m
- Compensatory Time
Payments
— Court Child Care/Alimony EmplID: begins with
— Deductions Due to
Indebtedness Empl Red Nbr: = h

— Direct Deposit Social Security Number: =
Discretionary Allotments

Name: begins with -

- Last Name: begins with ~
— Elexible Spending Account

- Health Benefits Agency: begins with ~ Q
— Leave Data Transferred - »
— Lump Sum Leave =| Sub-Agency: begins with &}
Payments -
~ MUIA- Health Benefits Bl Case Sancitive
— Master File Change
— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria
— Non-Federal Life Insurance
- SES Performance
Appraisal
- Savings Bonds
— Severance Payment
— ISP Loan Allotment
— Tax Data
— Thrift Savings Plan
— Thrift Savings Plan - Catch- |||
Up
— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface
[> Workforce Development
L Oroanizational [

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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= Payroll Documents
— Certifications
ducation Information - .
llowances Financial Allotment/Health Sav
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leavi B
— Charitable Contributions { Find an Existing Value '
- Compensatory Time
Payments
— Court Child Care/Alimon EmpliD: begins with = 077777
— Deductions Due fo _
Indebtedness Empl Red Nor: - M

— Direct Deposit Social Security Number: =
— Discretionary Allotments

WultiChannel Console | _Add to

New Window | Help |

Name: begins with ~

Last Name: begins with ~
Flexible Spending Account
- Health Benefits Agency: begins with ~ Q
eave Data Transferred " .
— Lump Sum Leave =| Sub-Agency: begins with &}
Payments i
— MMA - Health Benefits Blcase sensitive
— Master Change
— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria
— Non-Federal Life Insurance,
— SES Performance
Appraisal
— Savings Bonds
— Severance Pavment
— TSP Loan Allotment
TaxData
— Ihrift Savings Plan
— Thrift Savings Plan - Catch- |||
Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroonizational T

Step Action

4, Click the Search button.
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[ Payroll Documents - Mew Window | Help | Customize Page | 15
— Ceftifications
— Education Information
- Allowances
— Auth for Restored Annual
Leavi
— Charitable Contributions
- Compensatory Time
Payments JE—
— Court Child Care/Alimony “Effective Date: P2/14/2008 Q. payperiod: 19 Date Entered:  09/15/2008
— Deductions Due to
Indebtedness User ID: TSO77619 Transaction Status: InProgress
— Direct Deposit
Discretionay Alotments
Financial Allotment/H _ §
av Account Type: () Checking ) Savings
— Elexible Spending Account
- Health Benefits *Account #:
— Leave Data Transferred
- Lump Sum Leave

Wiorklist | WuttiChannel Console | _Add to Favorites [ _Sign out

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN XOX-XX-6688
Financial Allotmen alth Savings Account

n

*Routing #: Q

Allotment Data

Allotment Amount: 50.00 [T cancel Allotment

— Multi-Element Update

— Mon-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- ||
Up

— Union Dues

[ HR Reports

[> Recruiting

[ Payroll Processing B save | [\ Return to Search

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

L Orognizational 0

Step Action

5. Click the green book icon to view changes to the Financial
Allotments/Health Account page.

@

Routing Number . Awvailable Changed Renamedto Routing #in 9.0.

Account Number . Available Changed Renamed to Account#in 9.0

Account Type . Available Moved Moved to above Routing # in
9.0
Health Plan Option Available Removed Not required in 9.0

Direct Deposit Section Available Changed These fields are hidden until a

. user selects the Payment
Method. The selected section
willthen display.
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Step Action

6. This completes Financial Allotment / Health Savings.
End of Procedure.

214|Page




EMPOWHR) Training Guide

EmpowHR 8.8 to 9.0 Transition Training

FRCEN EEAA TO KATIRA

Health Benefits

Overview

Dependent Information is required each time a transaction is processed. This is an EPIC / FESI
requirement.

Health Benefits
This section demonstrates changes made to the Health Benefits component.

Enpena 11D
Menu =2

Search:
®

Add to Favorites | _Sign out

Help

MultiChannel Console

[> My Favorites

[ Employee Self Service

[- Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[- Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— Wy Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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ducation Information
llowances
— Auth for Restored Annual
Leavi
— Charitable Contributions
- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
— Union Dues

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Non-Employee Processing

[> Time and Labor

[> Naorth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Organizational Development

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

EE Certifications
Certification Information

EE" Auth for Restored Annual Leave
Auth for Restored Annual Leave

Eﬁ" Court Child Care/Alimon
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

E" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Eﬁ“ Education Information
Education

Eﬁ" Charitable Contributions
Charitable Contributions.

Eﬁ" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial Allotment/Health Sav
Financial Allotment

E" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

Eﬁ“ Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

WultiChannel Console | _Add to

n Menu

Edit "Payroll Documents” Folder

E Allowances
Allowances

Eﬁ" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

E Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E’ Tax Data
Tax Data

Union Dues

Action

2. Click the Health Benefits link.
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= Payroll Documents -
— Certifications
— Education Information

WuttiChannel Console | _Add to Fave Sign out

New Window | Help |

— Allowances Health Benefits
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

- Charitable Contributions || | Find an Existing Value

- Compensatory Time
Payments
— Court Child Care/Alimony EmpliD: begins with ~
— Deductions Due to
Indebtedness Empl Red Nor: - T
— Direct Deposit Social Security Humber: =
- Discretionary Allotments
- Einancial Allotment/Health Name: begins with ~
Sav
— Flexible Spending Account
— Health Benefi Agency: begins with « Q
— Leave Data Transferred

— Lump Sum Leave Sub-Agency: begins with &}
Payments e

~ MUIA- Health Benefits Bl Case Sancitive

— Master File Change

— Multi-Element Update Search | Clear | Basic Search [ Save Search Criteria

— Non-Federal Life Insurance

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[ Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[» Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroanizational [

Last Name: begins with -

m

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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1D

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Ben
eave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Mon-Federal Life Insurance

— SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

m

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

LOrnanizational O s

= Payroll Documents -

Health Benefits

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

I { Find an Existing Value

WuttiChannel Console

Add to

New Window | Help |

EmpliD: begins with

Empl Rcd Nbr: =
Social Security Number: =

-

Name: begins with

Last Name:

begins with

Agency: begins with

Sub-Agency:
[C|case sensitive

begins with

-

-

-

vy

Search | Clear |Basic Search B Save Search Criteria

— Thrift Savings Plan - Catch- |||

Step

Action

4, Click the Search button.
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= Payroll Documents -
— Ceftifications

- Eﬁ;ﬁ?&génformatlon m\‘

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time GREGORY A SMITH EmpllD: 077777 Read# 0 SSN J00-NX-6688
Payments Health Benefits

— Court Child Care/Alimony

— Deductions Due to *Effective Date:
Indebtedness —

— Direct Deposit User ID: GWEBESS Transaction Status: Auto Actn

- Discretionary Allotments

— Financial AllotmentiHealth Pian Information

WuttiChann Sign out

New Window | Help | Customize Page | 5

Pay Period: 01 Date Entered: 12/10/2007

Sav
— Flexible Spending Account Benefit Plan: Ea GEHA HEALTH BENEFIT PLAN
— Health Benefit:
— Leave Dats Transferred A Coverage Code: 1 Self Only
— Lump Sum Leave 3 ransaction Information =
Payments T
— MMA - Health Benefits *Transaction Code{ Change
— Master File Change Open Season
- Multi-Element Update Event Code: pen seas
— Mon-Federal Life Insurance > 2027075709
_ SES Performance Married? Employee Daytime Phone Humber:
Appraisal (Other Insurance Information
- Saving i ) i i
Savings Elonds. Medicare A Medicare B Medicare D Tricare
— Severance Payment
~ ISP Loan Allotment Private Insurance Name: |[UMICARE
— Tax Data
— Thrift Savings Plan Policy Number
— Thrift Savings Plan - Catch- |||
Yo Event Date: 01/06/2008 Date Document Signed: | 12/10/2007
— Union Dues
[ HR Reports Event Change Code: Office Received Date: 121 I
¥ ST Personnel Contact

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Mon-Employee Processing

Hame: SPECIALIST,BENEFITS bl |

*first  |BENE Midd Last AL Suffi
[» Time and Labor e fadie as e
1> North American Payroll Authorized Agency Phone 2027072211 Personnel Office Phone 2027072211
[> Global Payroll

HNumber: HNumber:

[> Payroll Interface
[» Workforce Development | Retro collection by NFC Pre-Tax FEHB Premium Temp Employee Pay Full | pjg

L Orognizational 0

Step Action

5. Click the scrollbar.
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Sign out

= Payroll Documents -
— Ceftifications
— Education Information R

Health Benefits i 1 of 1 o

_ allowances *Effective Date: 01/06/2008 Pay Period: 01 Date Entered: 12/10/2007
- W UserID: GWEBESS Transaction Status: Auto Actn
— Charitable Contributions - —
— Compensatory Time Plan Information L
Payments . 11
_ Court Child Care/Alimon Benefit Plan: - GEHA HEALTH BEMEFIT PLAN
— Deductions Due to .
iabiedness ovrge cle. .t Self Only
_ Diract Deposit [Transaction Information |
— Discretionary Allotments * i | Change
~ Financial Allolment/Heslth Transaction Code:
Sav . Open Season
— Flexible Spending Account Event Code: S
— Health Ben. Married? Employee Daytime Phone Number: |=U=/U73
— Leave Data Transferred L Other Insurance Information
— Lump Sum Leave 3 . ~ . .
Payments Medicare A Medicare B Medicare D Tricare

1% - Health Benefits
— Master File Change
— Multi-Element Update Policy Number
— Mon-Federal Life Insurance
— SES Performance

Private Insurance Name: |JN

Appraisal Event Date: i Date Document Signed: | 12/10/200 L
- gzxg‘rasncaeoggsmem Evenlcnange Code: Office Received Date: 121002
~ TSP Loan Allotment
— Tax Data
— Thrift Savings Plan Hame: SPECIALIST,BENEFITS
— Thrift Savings Plan - Catch- (| -

Un first |2 : Middle “Last |3
— Union Dues R — oo
& HR Reports Authorized Agency Phone 20270722 Personnel Office Phone 20270722
[> Recruiting Number: Number:

[» Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor Bl save | S\ Return to Search
[> Morth American Payroll
[ Global Payroll Elections | Dependents
[> Payroll Interface
[> Workforce Development |

LOrnonizatinnal 0 h =

Suffix

Retro collection by NFC Pre-Tax FEHB Premium Temp Employee Pay Full | ng
Premium:

Step Action

6. Click the Dependents link.
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= Payroll Documents - New Window | Help | Customize Page |
- Cerfifications

- Eﬁ;ﬁ?&génformatlon Dependents
— Auth for Restored Annual
Leave
— Charitable Contributions
- Compensatory Time GREGORY A SMITH EmplD: 077777 Recd# 0 SSN O0{-3{-6688
Payments
— Court Child Care/Alimony
— Deductions Due to Effective Date: 01/06/2008 Date Entered:  12M0/2007
Indebtedness
— Direct Deposit UserID: GWEBESS Transaction Status:  Auto Actn
- Discretionary Allotments
- Einancial Allotment/Health Benefit Plan: 3M
Sav
— Flexible Spending Account
— Leave Data Transferred
- Lump Sum Leave
Payments
— MMA - Health Benefits *First Middle *Last Suffix
— Master File Change National ID
- Multi-Element Updste (SSNO) “Birthdate Relationship “Gender |M3'®
— Non-Federal Life Insurance
- SES Performance
i Address 1
- Savings Bonds
— Severance Payment Address 2
- $§:’E\J_:t2n Allotment Address 3
~ Thrift Savings Plan city
— Thrift Savings Plan - Catch- |||
Up Foreign Address Indicator
— Union Dues
[ HR Reports
[> Recruiting Medicare A Medicare B Medicare D Tricare
[> Payroll Processing
[> Training Administration
[» Manage Performance Policy Number
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development | . . il

L Orognizational 0 =

Worklist | WuttiChannel Console | _Add to Favorites [ _Sign out

Coverage Code: Self Only

m

Name

m

Private Insurance Name

Step Action

7. Dependent Information is required each time a transaction is processed
needing dependent data.

8. This completes Health Benefits.
End of Procedure.
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Tax Data
Overview

Federal, State, county, City, and EIC pages are combined into one component.

Tax Data
This section demonstrates changes to Tax Data.

o IR
Menu =2

Search:
®

Add to Favorites [ _Sign out

Help

MultiChannel Console

[> My Favorites

[ Employee Self Service

[ Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[» EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up
— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Organizational Development

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

Eﬁ' Certifications
Certification Information

EE“ Auth for Restored Annual Leave
Auth for Restored Annual Leave

EE“ Court Child Care/Alimon:
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

Eﬁ" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

Es“ Education Information
Education

Eﬁ“ Charitable Contributions
Charitable Contributions.

Eﬁ Deductions Due to Indebtedness

Deductions Due to Indebtedness

Eﬁ" Financial Allotment/Health Sav
Financial Allotment

Eﬁ" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

E hrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Allowances
Allowances

E Compensatory Time Payments
Compensatory Time Payments

Direct Deposit

Direct Deposit

EE Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update

Multi-Element Update

Savings Bonds
Savings Bonds

E" Tax Data
Tax Data

Union Dues

Flexible Spending Account

Edit "Payroll Documents” Folder

Action

2. Click the Tax Data link.
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= Payroll Documents -
— Certifications
— Education Information

| Console | _Add to Fa

New Window | Help |

- Allowances Tax Data
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

- Charitable Contributions || ] { Find an Existing Value %

- Compensatory Time
Payments

— Court Child Care/Alimony EmpliD: begins with ~

— Deductions Due to
Indebtedness Empl Red Nor: - T

— Direct Deposit Social Security Number: =

— Discretionary Allotments

- Einancial Allotment/Health Name: begins with ~
Sav

— Flexible Spending Account

— Health Benefits Agency: pegins with - Q

— Leave Data Transferred

— Lump Sum L eave
Payments -

~ MMIA - Health Benefits [case sensitive

— Master File Change

— Muiti-Element Update Search | Clear | Basic Search [E Save Search Criteria

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

TSP Loan Allotment

ata

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[» Payroll Processing

[> Training Adminisiration

[> Manage Performance

[> Mon-Employee Processing

[ Time and Labor

[» Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development
L Oroonizational T

Last Name: begins with -

m

Sub-Agency: begins with &}

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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S

= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface

[> Workforce Development
L Oroanizational [

— Non-Federal Life Insurance

m

— Thrift Savings Plan - Catch- |||

Tax Data

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

{ Find an Existing Value

New Window | Help |

EmpliD: begins with

Empl Rcd Nbr: =
Social Security Number: =

-

Name: begins with

Last Name:

begins with

Agency: begins with

Sub-Agency:
[T case Sensitive

begins with

-

-

077777

Search | Clear |BasicSearch ) Save Search Criteria

Step

Action

4, Click the Search button.
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11D

= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

— TSP Loan Allotment

Dal

Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

— Non-Federal Life Insurance

m

— Thrift Savings Plan - Catch- |||

Viorklist | _WuttiChannel Consol Sign out

New Window | Help | Customize Page |

{ City Tax Data ' County TaxData | State TaxData | Federal TaxData | Earned Income Credit |

GREGORY A SMITH

EmpllD: 077777

Recd# 0 SSN 0GCHX-6688

“Effective Date; | P9/14/2008 |2

Pay Period: 19 Date Entered: (0/15/2008

User ID: TS077619 Transaction Status: InProgress
Exemption Data

State: Q

City: Q

Resident of City where =

employed ?

Percent of annual compensation 0

for Services outside the city :

Total Humber Of Allowances:

Additional Withholding Amount: $0.00

B save | (L Return to Search

City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Eamed Income Credit

Step

Action

5.

Click the County Tax Data tab.
o
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D

= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

ax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

L Oroanizational 0

— Non-Federal Life Insurance

m

— Thrift Savings Plan - Catch- |||

WuttiChann

Sign out

New Window | Help | Customize Page |

/ CityTaxData | County Tax Data \_State TaxData ) Federal Tax Data | Earned Income Credit !

GREGORY A SMITH EmpllD: 077777 Rcd# 0 SSN J00GCI0(-6688
[County Tax Data
(o arang | +
*Effective Date: |02/14/2008 | Q, Pay Period: 19 Date Entered:  09/15/2008 =E
User ID: TS077619 Transaction Status: InProgress

Exemption Data
State Code: Q
County Code: Q

Resident of County where employed?

For Services Outside the County : 0
Percent of Annual Compensation

Total Number Of Allowances:

Additional Allowances: 50.00

B save | S\ Return to Search

City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit

Step

Action

6. Click the State Tax Data tab.
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= Payroll Documents -

— Ceftifications

— Education Information - -

_ Alowances |/ CityTaxData | CountyTaxData | State Tax Data ' Federal Tax Data | Eamned Income Credit |

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time GREGORY A SMITH EmpllD: 077777 Recd# 0 SSH CX-XX-6688
Payments State Tax Data

— Court Child Care/Alimony

- " (Daramo0s | +
Deductions Due to *Effective Date; | 09/14/2008 O Pay Period: 19 Date Entered: 0911512008 =
Indebtedness

— Direct Deposit

- i . |InProgress
_ Discretionary Allotments User ID: T3077619 Transaction Status:
— Financial Allotment/iHealth

sav Exemption Data

- —‘J—q—t"z:l?r']easenzgfs'” Account State tax withholding state code: Q

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— T5P Loan Allotment

Dal

Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[> Recruiting

[» Payroll Processing

[> Training Administration & Save | £\ Return to Search

[> Manage Performance

[> Mon-Employee Processing City Tax Data | County Tax Data | State Tax Data | Eederal Tax Data | Earned Income Credit

[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

L Ornanizatinnal 0

Viorklist

WultiChannel Consol Sign out

New Window | Help | Customize Page |

Total Number OF Allowances: ¥ NFC TAX INSTRUCTIONS

m

Additional Withholding Amount: $0.00

Step Action

7. Click the Federal Tax Data tab.
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S

= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

ax Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[ Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[ Global Payroll
[> Payroll Interface
[> Workforce Development

L Orognizational 0

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

WuttiChann

Sign out

New Window | Help | Customize Page |

|/ CityTaxData | CountyTaxData | State TaxData | Federal Tax Data { Eamed Income Credit |

GREGORY A
Federal Tax Data

SMITH EmpllD: 077777 Rcd# 0 SSN X{-Xx{-6688

“Effective Date: 911412008 Pay Period: 19 Date Entered: 09/15/2008

UserID: Ts077618 Transaction Status: | |NProgress

Exemption Data

Tax Marital Status: Mo Data -
S Total Number of Allowances Claimed: 0
Additional Withholding Amount: $0.00

B save

City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Earned Income Credit

{2\ Return to Search

Step

Action

8. Click the Earned Income Credit tab.

| Earned Income Credit '
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= Payroll Documents

— Ceftifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

TSP Loan Allotment

Data

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[ Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development

L Ornanizatinnal 0

— Non-Federal Life Insurance

m

— Thrift Savings Plan - Catch- |||

Sign out

New Window | Help | Customize Page |

| CityTaxData | CountyTaxData | State TaxData | Federal TaxData | Earned Income Credit '

GREGORY
Earned Income Credit

A SMITH EmpllD: 077777 Rcd# 0 SSN XX-X{-6688

Effective Date: 09/14/2008 | O Pay Period: 19  Date Entered: 09/15/2008

User ID: TS077619 Transaction Status: | [nProgress

Allowance Data
No Data

-

Eligible for Earned Income Credit:

Earned Income Credit Code:

Bl save | S\ Return to Search

City Tax Data | County Tax Data | State Tax Data | Federal Tax Data | Eamed Income Credit

Step

Action

9.

The only change to the previous screens is all pages are now combined
into one component.

10.

This completes Tax Data.
End of Procedure.
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FRCEN EEAA TO KATIRA

TSP Loan Allotment

Overview

Some fields on the TSP Loan Allotment page have changed. In addition to the changes, the
system will return a message of “No Matching Records” if the employee does not have an
existing record.

TSP Loan Allotment
This section demonstrates the changes made to the TSP Loan Allotment page.

ExpowF IR

_Home | Worklist | MultiChannel Console | Add to Favorites | Sign out
Help
Menu -]
Search:
®

[> My Favorites

[ Employee Self Service

[> Manager Self Senice

[ PAR Processing

[» Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[- Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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Cerlifications
ducation Information

— Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

— Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Einancial Allotment/Health
Sav

— Elexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

- SES Performance
Appraisal

- Savings Bonds

— Severance Payment

— ISP Loan Allotment

— Tax Data

— Thrift Savings Plan

Up

— Union Dues
[ HR Reports
[ Recruiting
[> Payroll Processing
[> Training Administration
[» Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
L Organizational Development

— Mon-Federal Life Insurance

m

— Thrift Savings Plan - Catch-|| |

ﬁ Payroll Documents

Payroll Documents

E“ Certifications
Certification Information

E“ Auth for Restored Annual L eave
Auth for Restored Annual Leave

Court Child Care/Alimon
Court Child Care/Alimony

iscretionary Allotments
Discretionary Allotments

Health Benefits
ederal Employee Health Benefits

IMA - Health Benefits
MMA - Health Benefits

Eﬁ' Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

EE“ Thrift Savings Plan
Thrift Savings Plan

E" Education Information
Education

E" Charitable Contributions
Charitable Contributions.

E" Deductions Due to Indebtedness

Deductions Due to Indebtedness

Financial Allotment/Health Sav
Financial Allotment

= Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

Es“ SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

Eﬁ“ Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

Sign out

Edit "Payroll Documents” Folder

E" Allowances
Allowances

E" Compensatory Time Payments
Compensatory Time Payments.

Direct Deposit
Direct Deposit

Flexible Spending Account

A Lump Sum | eave Payments
Lump Sum Leave Payments

Multi-Element Update
Mutti-Element Update

- Savings Bonds
Savings Bonds

E Tax Data
Tax Data

Union Dues

Action

2. Click the TSP Loan Allotment link.
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Worklist [ _MultiChannel Console | _Add to Favorites | _Sign out
. =]

[~ Payroll Dacuments m New Window | Help |

- Certifications

— Education Information

— allowances TSP Loan Allotment

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

Leave

- Charitable Contributions || | Find an Existing Value

- Compensatory Time
Payments

— Court Child Care/Alimony EmpliD: begins with ~

— Deductions Due to
Indebtedness Empl Red Nor: - T

— Direct Deposit Social Security Humber: =

- Discretionary Allotments

- Einancial Allotment/Health Name: begins with ~
Sav

— Flexible Spending Account

— Health Benefits Agency: begins with + Q,

— Leave Data Transferred

- Lump Sum Leave
Payments . -

— MMA- Health Benefits [Tl include History [“| Case Sensitive

— Master File Change

— Mutti-Element Update Search |

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch- |||
Up

— Union Dues

[ HR Reports

[ Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[» Global Payroll

[> Payroll Interface

[> Workforce Development

L Orognizational 0

Last Name: begins with -

m

Sub-Agency: begins with &}

Clear | Basic Search B Save Search Criteria

Step Action

3. The system will return "no matching values were found" if the employee
does not have a record.

Enter the desired information into the EmplID field. Enter "077777".
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1D

= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Pavment

— Thrift Savings Plan

Up
— Union Dues
[ HR Reports
[> Recruiting
[» Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[> Time and Labor
[» Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
L Oroonizational T

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch- |||

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

I { Find an Existing Value

WuttiChannel Console

Mew Window | Help |

EmplID: begins with ~ 077777
Empl Rcd Nbr: = -
Social Security Number: =

Name: begins with

Last Name: pegins with -

Agency: begins with aQ
=| Sub-Agency: begins with &}

[“lInclude History [ Case Sensitive

Search | Clear |Basic Search B Save Search Criteria

Add to

ncEn

Step

Action

4. Cl

ick the Search button.
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= Payroll Documents -
— Ceftifications
— Education Information
- Allowances
— Auth for Restored Annual
_ Ié?ﬂ?rﬁable Contributions || ROBIM JEWELER EmplID: 079252 Rcd# 0 SSN O0C-XX-TBO0Y
— Compensatory Time TSP Loan Allotment
Payments =
— Court Child Care/Alimony Effective Date (04/13/2008 Pay Period: 08 Action Date 05/02/2008
— Deductions Due to
|ndebtedness User ID NFTSP Transaction Status Auto Actn
- Direct Deposit Data Element
- Discretionary Allotments
— Financial AllotmentiHealth
Sav
- EI:;\I?Aeanzgth;n Account (@ Federal Non Federal

Worklist

WuttiChannel Console | _Add to Favorites | _Sign out

Hew Window | Help | Customize Page | 15

— Leave Data Transferred
- Lump Sum Leave
Payments

n

TSP Allotment Transaction Code

~ MMIA - Health Benefits Allotment Amount Per Pay Period 300.00
— Master File Change Number of TSP Loan Payments 260

— Multi-Element Update

— Non-Federal Life Insurance

 5ES Performance
Appraisal Account Type Checking @ Savings

— Savings Bonds

— Severance Pavment Routing # 065036022

|| = TSP Loan Allotment
— Tax Data Account # 0915001G
— Thrift Savings Plan
— Thrift Savings Plan - Catch- ||

Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[» Manage Performance

[ Non-Employee Processing

[> Time and Labor

[> Morth American Payroll

[ Global Payroll

[> Payroll Interface

[> Workforce Development

L Orognizational 0

Save | -\ Return to Search | +[E]| Previous in List | +[E Nextin List | s Refresh pE Include History
v

Step Action

5. Click the green book icon to view the changed fields on the TSP Loan
Allotment page.

@

EFT Information Available Changed This field was renamed Direct

Routing Number Available Changed This field was renamed Routing
® #in 9.0.

Deposit in 9.0.

Account Number Available Changed This field was renamed
@ Account# and moved fo below
Routing #in 9.0.

Account Type . Available Changed This field was moved to above
Routing #in 9.0.
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Step Action

6. This completes TSP Loan Allotments.
End of Procedure.
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EHRI RSM Elements

EHRI RSM Elements
This page demonstrates the new EHRI RSM Elements page.

MultiChannel Console | _Add to Favorites | _Sign out

Help

Menu =
Search:

[> My Favorites

[ Employee Self Service

[> Manager Self Senice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reporis

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[ Non-Employee Processing
[> Time and Labor

[> North American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[> Pension

[ Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[+ Enterprise Components

[+ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Payroll Documents link.
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ducation Information
llowances
— Auth for Restored Annual
Leavi
— Charitable Contributions
- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum L eave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

Up
= Union Dues
— EHRI RSM Elements
[» HR Reports
[> Recruiting
[> Payroll Processing
[> Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[» Global Payroll
[> Payroll Interface
| Worldorce Development

— Non-Federal Life Insurance

— Thrift Savings Plan - Catch- L

ﬁ Payroll Documents

Payroll Documents

EE Certifications
Certification Information

EE" Auth for Restored Annual Leave
Auth for Restored Annual Leave

Eﬁ" Court Child Care/Alimon
Court Child CarefAlimony

D\screliona Allotments
Discretionary Allotments

E" Health Benefits
Federal Employee Health Benefits

E" MMA - Health Benefits
M4 - Health Benefis

E" Hon-Federal Life Insurance
Non-Federal Life Insurance

Severance Payment
Severance Payment

E" Thrift Savings Plan
Thrift Savings Plan

E" EHRI R5M Elements
EHRI RSM Elements

Eﬁ“ Education Information
Education

Eﬁ" Charitable Contributions
Charitable Contributions.

Eﬁ" Deductions Due to Indebtedness

Deductions Due to Indebtedness

E" Financial Allotment/Health Sav
Financial Allotment

E" Leave Data Transferred
Leave Data Transferred

Master File Change
Master File Change

E SES Performance Appraisal
SES Performance Appraisal

TSP Loan Allotment

Eﬁ“ Thrift Savings Plan - Catch-U
Thrift Savings Plan - Catch-Up

WultiChannel Console | _Add to

n Menu

Edit "Payroll Documents” Folder

E Allowances
Allowances

Eﬁ" Compensatory Time Payments
Compensatory Time Payments

Direct Deposit
Direct Deposit

Flexible Spending Account

E Lump Sum Leave Payments
Lump Sum Leave Payments

Multi-Element Update
Multi-Element Update

Savings Bonds
Savings Bonds

E’ Tax Data
Tax Data

Union Dues

Action

2. Click the EHRI RSM Elements link.
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=.¥2_§HR)

= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

- Discretionary Allotments

— Financial AllotmentiHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

- Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— SES Performance
Appraisal

— Savings Bonds

— Severance Payment

— TSP Loan Allotment

— Tax Data

— Thrift Savings Plan

— Thrift Savings Plan - Catch-
Up

— Union Dues

[ HR Reports

[> Recruiting

[> Payroll Processing

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

[> North American Payroll
[> Global Payroll

[ Payroll Interface

SERLIL L

— Non-Federal Life Insurance

1,

EHRIRSM

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

{ Find an Existing Value

EmpliD:
Empl Rcd Nbr:

WuttiChannel Console | _Add to Fave

New Window | Help |

begins with + |

= -

Social Security Number: =

Name: pegins with ~
Last Name: pegins with -
Agency: begins with (e}
Sub-Agency: begins with s}
[T case Sensitive

Search | Clear | Basic Search [ Save Search Criteria

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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= Payroll Documents -
— Certifications
— Education Information

WultiChannel Console | _Add to

New Window | Help |

- Allowances EHRIRSM
— Auth for Restored Annual Enter any information you have and click Search. Leave fields blank for a list of all values
Leave

- Charitable Contributions || | { Find an Existing Value %

- Compensatory Time
Payments

— Court Child Care/Alimony EmpliD: begins with = 077777

— Deductions Due to
Indebtedness Empl Red Nor: - T

— Direct Deposit Social Security Number: =

— Discretionary Allotments

- Einancial Allotment/Health Name: begins with ~
Sav

— Flexible Spending Account

— Health Benefits Agency: pegins with - Q

— Leave Data Transferred

— Lump Sum L eave
Payments -

~ MMIA - Health Benefits [case sensitive

— Master File Change

— Muiti-Element Update Search | Clear | Basic Search [E Save Search Criteria

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch- (-
Up

- Union Dues

Last Name: begins with -

m

Sub-Agency: begins with &}

— EHRI RSM Eleme

[> HR Reports

[» Recruiting

[> Payroll Processing

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

[> North American Payroll
[ Global Payroll

[ Payroll Interface

PRI Ll

Step Action

4, Click the Search button.
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Worklist [ _MultiChannel Console | _Add to Favorites | _Sign out
= Payroll Documents -
— Certifications

— Education Information

- Allowances { EHRIRSM

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time GREGORY A SMITH EmpllD: 077777 Red# 0 SSN 00(-X%-9999
Payments T

— Court Child Care/Alimony EHRI RS Elemnts -

- Deduclions Buclo Effective Date P9/28/2008 [} pay period: 20 Action Date 10/07/2008 =

— Direct Deposit User ID TSO077619 Transaction Status NFC Ready

- Discretionary Allotments

- Q:vanmal AllotmentHealth Delete Entry

— Flexible Spending Account
— Health Benefits Citizenship Country M
— Leave Data Transferred

New Window | Help | Customize Page |

1,

— Lump Sum Leave Creditable Military Service: Years Months Days
fens 1
— MMA- Health Benefits Service Obligations / End Dates
— Master File Change (
— Multi-Element Update Service Obligations Service Obligation Date
— Non-Federal Life Insurance
— SES Performance 1 e =
Appraisal
— Savings Bonds
— Severance Payment Military Lost Days [”] Appt Excluded from CSRS
— TSP Loan Allotment
— Tax Data FERS
— Thrift Savings Plan
— Thrift Savings Plan - Catch- L [CIFERS Indicator  FERS Election Date 5[] Appointment excluded from FERS
Up
— Union Dues FEGLI
— EHRIRSM Eleme [CIFEGLI Assignment Indicator |”| Benefits Designated FEGL! Indicator
P2 AEEEE FEGLI Post-Election Basic Insurance Amt
[> Recruiting
[> Payroll Processing —
[> Training Administration EMERGarves s Wl
[> Manage Performance [CIFICA Coverage 1 [CIFICA Coverage 2
[» Non-Employee Processing
I Time and Labar “orrespondence Information
[> North American Payroll
[» Global Payroll Correspondence Country h
E-:‘ayrnl\ IntelLface - Correspondence Region -
Step Action
5. This page is used to enter values in the 444 Document fields.

Click the green book icon to view the top of the new EHRI RSM Element
page.
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@ Field 9.0 Impact

Citizenship Country Indicates the Employee’s country of citizenship.

Service Obligations Reason for Employee’s service obligation.

Service Obligation Date Employee’s service obligation expires.

Date

Military Lost Days Number of days the military has determined are not creditable

in a service period.

Appt Excluded from Indicates if an Employee’s appointment is not automatically

CSRS covered under the CSRS plan as described by law and
regulation.

FERS Indicator Indicates Employee’s election or non-election of Federal

Employees’ Retirement System.

FERS Election Date Date on which the Employee who is not automatically covered
by FERS chooses to elect FERS.

Appointment Excluded | Indicates if an Employee’s appointment is not covered under

from FERS the FERS plan as described by law and regulation.
FEGLI Assignment Indicates whether an employee has completed or has an Rl
Indicator 76-10 Assignment Form on file.
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S

= Payroll Documents -
— Certifications

— Education Information

- Allowances { EHRIRSM

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time GREGORY A SMITH EmplD: 077777 Red# 0 SSN 00(-X%-9999
Payments

- Court Child Care/Alimony EHRI RS Elemnts

~ Deductions Duefo Effective Date 091282002 [ pay Period: 20 Action Date 10/07/2008
Indebtedness

— Direct Deposit User ID TSO077619 Transaction Status NFC Ready

- Discretionary Allotments

- Q:vanmal AllotmentHealth Delete Entry

— Flexible Spending Account
— Health Benefits Citizenship Country M
— Leave Data Transferred

WuttiChann

Sign out

New Window | Help | Customize Page |

Find |

1,

— Lump Sum Leave Creditable Military Service: Years Months Days
Tmene 1
— MMA- Health Benefits Service Obligations / End Dates

— Master File Change
— Multi-Element Update
— Non-Federal Life Insurance

Service Obligations

— SES Performance 1 e =
Appraisal
— Savings Bonds
— Severance Payment Military Lost Days [”] Appt Excluded from CSRS
— TSP Loan Allotment
— Tax Data FERS
— Thrift Savings Plan
— Thrift Savings Plan - Catch- [CIFERS Indicator  FERS Election Date 5[] Appointment excluded from FERS
Up
— Union Dues FEGLI
— EHRIRSM Elem [CIFEGLI Assignment Indicator |”| Benefits Designated FEGL! Indicator
P2 AEEEE FEGLI Post-Election Basic Insurance Amt
[> Recruiting
[> Payroll Processing —
[> Training Administration EMERGarves s Wl
[> Manage Performance [CIFICA Coverage 1 [CIFICA Coverage 2
[» Non-Employee Processing
I Time and Labar “orrespondence Information
[> North American Payroll
[» Global Payroll Correspondence Country h
E-:‘ayml\ Inte;face - Correspondence Region -

Step Action

6. Click the scrollbar.
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1D

= Payroll Documents

— Certifications

— Education Information

- Allowances

— Auth for Restored Annual
Leave

— Charitable Contributions

- Compensatory Time
Payments

— Court Child Care/Alimony

— Deductions Due to
Indebtedness

— Direct Deposit

— Discretionary Allotments

— Financial Allotment/iHealth
Sav

— Flexible Spending Account

— Health Benefits

— Leave Data Transferred

— Lump Sum Leave
Payments

— MMA - Health Benefits

— Master File Change

— Multi-Element Update

— Non-Federal Life Insurance

— SES Performance
Appraisal

— Savings Bonds

- Severance Pavment

— TSP Loan Allotment

— TaxData

— Thrift Savings Plan

— Thrift Savings Plan - Catch-
Up

- Union Dues

[> HR Repaorts

[» Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> North American Payroll

[ Global Payroll

[ Payroll Interface

m

RRLC L

Viorklist | _MuftiChannel Consaol

R A ownn P
EHRI RSM Elemnts Find First [ 4 of 4 [H] Last
Effective Date | 09/28/2008 |5 Pay Period: 20 Action Date 10072008 /=]
User ID TS077619 Transaction Status MFC Ready
Delete Entry
Citizenship Country hd

Creditable Military Service: Years

Months

Service Obligations

Military Lost Days [T] Appt Excluded from CSRS

_n
m
o
7]

[CIFERS Indicator  FERS Election Date [ [C] Appointment excluded from FERS

EGLI
[C1FEGLI Assignment Indicator  [_] Benefits Designated FEGLI Indicator
FEGLI Post-Election Basic Insurance Amt

‘

FICA Coverage

[T FIcA Coverage 1 [CIFICA Coverage 2

~orrespondence Information

Correspondence Country M
Correspondence Region

B save | £\ Return to Search |

Sign out

m

Step

Action

7. Click the green book icon to view the bottom of the new EHRI RSM

Element page.
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Benefits Designated Indicates whether an employee has a Designation of Beneficiary
FEGLI Indicator Form SF-2823 on file.
FEGLI Post-Election Indicates the FEGLI Post-Election Basic Insurance Amount

Basic Insurance Amount | when an employee has elected partial living benefits.

FICA Coverage 1 Indicates if an employeeis (1) an inmate working in a US penal
Indicator institution, (2) a student employee as defined in 5 USC 5351, or
(3} an individual serving on a temporary basis in case of fire,
storm, earthquake, flood, or other similar emergency.

FICA Coverage 1 Indicates if the employee is returning to duty after a detail to an
Indicator international organization under 5 USC 3343 or being
reemployed after transfer to an international organization under
5USC 3581 is being restored to duty under the provisions of
chapter 43 of title 38, US code, after performing service as a
member of a uniformed service is being reemployed after
employment by a tribal organization to which section 105(e)(2)
ofthe Indian Self Determination Act applies.

Caorrespondence Country | International Country Codes as defined by the United States
Postal Service.

Correspondence Region | Region, province, or ather first administrative district or division
of a country other than the U.S. for the organization or person
address.

Step

Action

This concludes EHRI RSM Elements.
End of Procedure.
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Module 5 Transit Subsidy

Overview and Objective

The Transit Subsidy component is used to indicate the distribution amounts given to employees
for transit and parking. This component is currently used by only the Library of Congress but
will be made available to all agencies in version 9.0.

The Transit Subsidy page ensures:

e Only current eligible employees receive subsidies through any means (physical
distribution of fare cards at LOC or DOT and/or updates of SmarTrip records).

o All transit administrators (HRS, Service Unit Liaisons, and DOT) have an accurate list of
participants and funds expended.

e No employee receives a subsidy in any quarter exceeding his or her approved amount.

e No employee participates in both the transit subsidy and parking programs.

After completing this section, participants will understand the Transit Subsidy functionality.
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Transit Subsidy

This section demonstrates the Transit Subsidy Functionality.

MultiChannel Console | _Add to Favorites | _Sign out

Help

Menu =
Search:

[> My Favorites

[ Employee Self Service

[> Manager Self Senvice

[» PAR Processing

[> Position Management

[ Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[ Workforce Development

[- Organizational Development
[+ Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[» Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— Wy Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Transit Subsidy link.
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[> My Favorites

[ Employee Self Service
[> Manager Self Service

[» PAR Processing

[> Position Management
[> Payroll Documents

[» HR Reports

[» Recruiting

[> Payroll Processing

[> Training Administration
[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll
[ Global Payroll

[> Payroll Interface

[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

— Transit Subsidy Dist Report|
— Transit Subsidy
— Transit Enrollment Load
— Transit File Load

[ EmpowHR Setup Tables
(HD)

> EmpowHR User Security
(HD)

[> Set Up HRMS

[» Enterprise Components

[> Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

WultiChannel Console | _Add to

n Menu

ﬁ Transit Subsidy Edit Transit Subsidy” Folder

Transit Subsidy
Transit Subsidy Dist Report = Transit Subsidy ansit Enroliment Load
E Transit Subsidy Dist Report E Transit Subsidy Transit Enrollment Load

E" Transit File Load
Transit File Load

Step

Action

2.

Click the Transit Subsidy link.
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B IR

Worklist | luttiChannel Console | _Add to Favorites [ _Sign out

Search: Help

& . )
b My Favorites Transit Subsidy

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

[» PAR Processing { Find an Existing Value Y Add a New Value

[> Position Management

ﬁ:ggg;ﬁ”mm EmpliD: begins with |

[ Recruiting Empl Red Nbr: - -

[> Payroll Processing

[ Training Administration Name: begins with

[> Manage Performance

[» Non-Employee Processing Last Name: begins with ~

[> Time and Labor Social Security Number: =

[> North American Payroll

[+ Global Payroll Sub-Agency: begins with ~ Q
E ;ﬂﬁ!:g;eg;c:mpmem Include History [“| Correct History (| Case Sensitive

[> Organizational Development

I Enterprise Leaming Search | Clear | Basic Search B Save Search Criteria

[ Pension

[> Labor Relations

< Transit Subsidy Find an Existing Value | Add a Mew YValue

Tr ty Dist Report]

— Transit Enroliment Load
— Transit File Load

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passwaord

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

3. Enter the desired information into the EmplID field. Enter "077777".
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Viorklist

WultiChannel Consol Sign out

Search: Help

b My Favorites Transit Subsidy

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

[> PAR Processing { Find an Existing Value Y Add a New Value

[> Position Management

[ Payroll Documents - -

o HPfReports EmpliD: begins with 077777]

[ Recruiting Empl Red Nbr: = -

[> Payroll Processing

[> Training Administration Name: begins with

[> Manage Performance X

[> Non-Employee Processing Last Name: begins with ~

b TS 5 1ETT Secial Security Number: =

[> Morth American Payroll

[ Global Payroll Sub-Agency: begins with Q
[> Payroll Interface

b wﬂyrkm,cs Development Include History [*] Correct History [] Case Sensitive

[> Organizational Development

[> Enterprise Learning Search Clear | Basic Search B Save Search Criteria

[ Pension

[> Labor Relations
< Transit Subsidy Find an Existing Value | Add a Mew YValue
— Transit Subsidy Dist Report|

ransit Enroliment L oad
— Transit File Load

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree WManager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

4, Click the Search button.
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Worklist | luttiChannel Console | _Add to Favorites [ _Sign out

Search: Help

[> My Favorites

[ Employee Self Service
[> Manager Self Service
[» PAR Processing

[> Position Management

SMITH,GREGORY A EmpllD: 077777 SSH:  XOC(-XH-6688

NFC Organization Code  4020001200000000

&> Payroll Documents Job Code 053536 CHIEF, MBRS Account Code: 014200
I HR Reports

[ Recruiting Grade 00 Occ Series 1410 Work Schedule FullTime Standard Hours  40.00
[ Payroll Processing

[ Training Administration Program Participation
[> Manage Performance
[> Non-Employee Processing

[> Time and Labor [ ——— - .
b Nory American Payrall Effective Date P9/15/2008 [5]  status Active Program Transit Quarteny Amount
[+ Global Payroll T — -

[ Payroll Interface Entiiyie=nbulon First [ 4 04 [ L
[> Workforce Development Distribution Date Distribution Amount

[> Organizational Development

[> Enterprise Learning B [=]
[ Pension

[ Labor Relations
= Transit Subsidy
- Transi i

ment Load
— Transit File Load

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[» Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics B save | S\ Return to Search A [E* Correct History

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passwaord

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

5. Click the green book icon to view field descriptions for Transit Subsidy.
w Description
Effective Date Enter the effective date of the subsidy.
Status Select the status of Active.
Program Select either Transit or Parking.
Quarterly Amount Enter the maximum total allowed per quarter.
Monthly Distribution Enter the Distribution Date and Distribution Amount each time a new
Information distribution is made to the employee.

Step Action

6. This completes Transit Subsidy.
End of Procedure.
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Module 6 Labor Relations
Overview and Obijectives

The Labor Relations component is used to track employee relations issues initiated by and
employee, a department, or a union representative. Currently, no agencies are using this module,
but it will open to all agencies in EmpowHR 9.0

After completing this module, participants will be able to:

Create and maintain Disciplinary Actions
Create and maintain Grievances

Create and maintain Information Requests
Create and maintain Unfair Labor Practices
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Labor Relations
Overview

This section is new to EmpowHR 9.0 and open to all agencies.

Adverse Actions
This section demonstrates the functionality of Adverse Actions.

Evipeoa I 1D
Menu =

Search:
©)

WuttiChannel Console

[ My Favorites

[ Employee Self Service

[> Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reporis

[+ Recruiting

[> Payroll Processing

[+ Training Administration

[ Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[> Transit Subsidy

[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[- Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Add to Favorites

Sign out
Help

Step Action

1. Click the Labor Relations link.
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Search:

[> My Favorites
[ Employee Self Service
[> Manager Self Service
[> PAR Processing
[» Position Management
[> Payroll Documents
[ HR Reports
[> Recruiting
[ Payroll Processing
[> Training Adminisiration
[> Manage Performance
[> Mon-Employee Processing
[- Time and Labor
[> Morth American Payroll
[> Global Payroll
[> Payroll Interface
[> Workforce Development
[> Organizational Development
[» Enterprise Learning
[> Pension
— Adverse Actions
- Grievances
— Information Request
- Miscellaneous
— Unfair Labor Practice
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)
[» EmpowHR User Security
(HD)
[> Set Up HRMS
[> Enterprise Components
[ Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools
[> PeopleTools
— Applicant Home
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

mn

— EmpowHR Process Monitor

1]

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

{ Find an Existing Value Y Add a New Value

Viorklist

Disciplinary Action Control # begins with +

EmplID: begins with Q
Disciplinary Type: begins with - Q,
[Cinclude History [C] Correct History

Search | Clear |Ba5icSearch Bl save Search Criteria

Find an Existing Value | Add a Mew Value

WultiChannel Consal

Sign out

New Window |

Step Action

2. Click the Adverse Actions link.

|- Adverse Actions |
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WuttiChann

Sign out

New Window |

[> My Favorites
[> Employee Self Service

Adverse Actions

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

I Position Management { Find an Existing Value ' Add a New Value

[> Payroll Documents

[ HR Reporis I . " .

> Recruiting Disciplinary Action Control # begins with - \

[> Payroll Processing EmpliD: begins with + Q
[> Training Administration

[ Manage Performance Disciplinary Type: begins with ~ Q,
[> Non-Employee Processing " "

> Time and Labor [Clinclude History [[] Correct History

[> North American Payroll

P EmEFE Search | Clear |Ba5ic Search [El Save Search Criteria

[ Payrall Interface

[> Workforce Development
[» Organizational Development Find an Existing Value | Add a New Value
[> Enterprise Learning
[ Pension

= Labor Relations

— Grievances

— Information Request
- Miscellaneous

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1]

Step Action

3. Click the Search button.
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Viorklist | _WuftiChannel Consaol

Sign out

New Window |

[> My Favorites Adverse Actions

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

[> PAR Processing

[> Position Management { Find an Existing Value Y Add a New Value

[ Payroll Documents

Rl Disciplinary Action Control # begins with ~ =
[> Payroll Processing EmpliD: begins with ~ a

[ Training Administration

[> Manage Performance Disciplinary Type: begins with - Q,

[» Non-Employee Processing
[> Time and Labor

[> North American Payroll

1> Global Payroll Search | Clear |Ba5ic search Bl save Search Criteria
[ Payroll Interface

[> Workforce Development

[Clinclude History [C] Correct History

[> Organizational Development Search Results
[+ Enterprise Learning 1-82 of 92
[ Pension 2 5 — ==
Disciplinary Action L ontrol # Disciplinary lype
- Labor Relations Control # EmpllD Disciplinary Type
081509 FAL
Grievances 0413 078196 PRE
— Information Request 0415 081003 AWL
- Miscellaneous 04-16 078236 AWL
— Unfair Labor Practice 0417 081501 AWL
[ Transit Subsidy 04-18 0381640 PRF
[> EmpowHR Setup Tables 04-19 079096 CPO
(HD) ) 04-2 079383 CMP
(3 (E':nDp;owHR User Security 0420 082991 UNR
[ Set Up HRMS 04-22 081166 AWL
[> Enterprise Components 04-23 081123 AWL
[> Worklist 04-25 082239 CPO
[ Application Diagnostics 04-26 082217 FAL
[> Tree Manager 04-27 080254 MSC
[> Reporting Tools 04-28 079609 AWL
» P"Ul‘i’g‘;:;’ﬂims 04-29 0B0B78CPO
— Applicant Home
— Change My Password 043 080776 ANL
— My Personalizations 04-31 078236 AWL
— My System Profile 04-32 078664 STC
— My Dictionary 04-33 082586 CPO
— EmpowHR Process Monitor | -~ 04~ 079178 CMP ¥

Step Action

4, Click the 04-12 link.
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[> My Favorites

[> Employee Self Service
[> Manager Self Service

[> PAR Processing

[> Position Management
[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Administration
[ Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> North American Payroll
[> Global Payroll

[ Payrall Interface

[> Workforce Development
[» Organizational Development
[> Enterprise Learning

[ Pension

= Labor Relations

— Grievances

— Information Request
- Miscellaneous

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Adverse Actions
Control # 04-12

*Proposal Date: P1/15/2004 5 *offense Type: FAL QU Faisification

*Employee ID: G JOHN JR Race: Sex: M Barg Unit: 2477
Job Code: 051672 Pay Plan-Occ-Grade: G5 -1411-07
DeptiD: 921338 MATERIALS EXPEDITING UNIT |
Incident Description:

Employee falsified medical documentation by changing dates on excuse slip to cover absences on days on

which he was not under doctor's care. 15 Wkdy Susp. proposed. 4/5/04 - R.0. recommended penalty be
reduced to 5 workdays.

Proposed Action: 514 Q guspension 14 or more days

Recommendation: SUS QU syspension 14 or less days Recommend Date: 04/05/200

Decision: REP @ Reprimand Decision Date: 08/02/200

B save | S\Returnto Search | +[E Fre

1 List | 48 Nextin List | Eada | s

av | A2 Include History

WuttiChann

Sign out

New Window |

[ Correct History

1]

Step

Action

5.

Click the green book icon to view field descriptions for Adverse Actions.
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@ Field Description

Control # Mumber is added when adding an adverse action or displays
when viewing an existing action.

Proposal Date Effective date of the offense
Offense Type Offense type displays or selected from list.
Employee ID Employee's EmpowHR ID displays for an existing action or is

entered when adding an action. Employee’s Race, Sex,
Bargaining Unit, Job Code, Pay Plan-Occ-Grade and
Department ID displays or defaults when adding an action.

Incident Description Description of offense displays or entered.
Proposed Action Proposed action to be taken due to the offense displays or is
selected.

Recommendation Recommendation to resolve action displays or selected.
Recommendation Date Date of recommendation is entered or displays.
Decision Decision to resolve adverse actions displays or selected.
Decision Date Date of decision is entered or displays.

Step Action

6. This completes Adverse Actions.
End of Procedure.

Grievances

This section demonstrates the functionality of Grievances.
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By i IR
Menu 2

Search:
®

Add to Favorites [ _Sign out

Help

MultiChannel Console

[> My Favorites

[ Employee Self Service

[ Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[> Labor Relations

[> Transit Subsidy

[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[ Enterprise Components

[+ Worklist

[ Application Diagnostics

[> Tree Manager

[» Reporting Tools

[» PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Labor Relations link.
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MultiChannel Console | _Add to Favorites | _Sign out

Help

Menu
Search:

[> My Favorites

[ Employee Self Service

[ Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[ Organizational Development
[> Enterprise Learning

[ Pension

— Adverse Actions

m

— Miscellaneous
— Unfair L abor Practice
[> Transit Subsidy
[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
> Set Up HRMS
[> Enterprise Components
- Worklist
[> Application Diagnostics
[ Tree Manager
[> Reporting Tools
[ PeopleTools
— Applicant Home
— Change My Password
— My Personalizations i
— My System Profile
— My Dictionary
— EmpowHR Process Monitor -

Step Action

2. Click the Grievances link.
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WuftiChannel Col

Sign out

New Window |

[> My Favorites

[> Employee Self Service Grievances
I Manager Self Service Enter any information you have and click Search. Leave fields blank for a list of all values
[> PAR Processing
I Position Management { Find an Existing Value ' Add a New Value
[> Payroll Documents
> HR Reporis . i - —
> Recruiting Grievance ID:  begins with -
[> Payroll Processing Description: begins with +
[> Training Administration
[> Manage Performance Filed By: = - -
[> Non-Employee Processing EmpliD: b ih -
[> Time and Labor s £gins wi
> North American Payroll Contact Name: begins with -
[ Global Payroll n
[> Payroll Interface [C]case Sensitive
[> Workforce Development
[» Organizational Development Search Clear
1> Enterprise Leaming | | Basic Search |5 Save Search Criteria
[ Pension
< Labor Relations _ | Find an Existing Value | Add a New Value
— Adverse Actions =

rievance
- rmation Request
- Miscellaneous

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1]

Step Action

3. Click the Search button.
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[> My Favorites

[ Employee Self Service

[ Manager Self Service

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[» Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[» Non-Employee Processing
[> Time and Labor

[> North American Payroll

[ Global Payroll

[ Payroll Interface

[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension

= Labor Relations
— Adverse Actions
— Grieval

— Information Request

- Miscellaneous

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

m

Grievances

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

{ Find an Existing Value Y Add a New Value

Viorklist

Grievance I begins with

Description: begins with
Filed By: = -
EmpliD: begins with

Contact Name: begins with
[C]case Sensitive

Search | Clear

Basic Search

E Save Search Criteria

Search Results
Wiew All

(Grievance ID Description
0000000001 Performance

0000000002 Rights of Police Officers

0000000003 Adverse Action

0000000004 Merit Selection Plan Viclation Union

0000000005 Performance

0000000006 Health & Safety
0000000007 Hours of Duty

0000000008 Adverse Action
0000000009 Adverse Action
0000000010 Adverse Action
0000000011 Adverse Action
0000000012 Adverse Action
0000000013 Adverse Action

1-100 of 110 [p] Last

Filed By EmpliD Contact Name

EmpliApp| 082586 (blank)
Union (blank) (blank)
EmpliApp| 082633 (blank)
(blank) (blank)
Union  (blank) (blank)
Union  (blank) (blank)
Union  (blank) (blank)
EmpliAppl 081579 (blank)
Empl/Appl 078854 (blank)
EmpliAppl 081228 (blank)
Empl/Appl 082413 (blank)
Empl/Appl 079056 (blank)
Empl/Appl 081284 (blank)

0000000014 Merit Selection Plan Violation Empl/Appl 082056 (blank)

0000000015 Health & Safety
0000000022 L eave
0000000102 Overtime

- 0000000231 Performance

Union  (blank) (blank)
Union  (blank) (blank)
Union (blank) {blank)
Union  (blank) (blank)

WuftiChannel Consal

New Window |

Sign out

m

Step

Action

4, Click the Performance link.
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Wiorklist | WuttiChannel Console | _Add to Favorites [ _Sign out

[> My Favorites
[> Employee Self Service

{ Grievance ' Grievance Step | Arbitration )" Grievance Resolution

[> Manager Self Service

Grievance ID:
[> PAR Processing
[ Position Management -
[> Payroll Documents ) Labor Org
[> HR Reporits
[> Recruiting © Employee
[ Payroll Processing ) Other
[> Training Administration
[ Manage Performance
[> Non-Employee Processing
[> Time and Labor Department:

[> North American Payroll

[> Global Payroll

[ Payrall Interface

[> Workforce Development

[» Organizational Development

Contract Ref:

*Grievance Date:

[> Enterprise Learning Status:

[ Pension

I~ Labor Relations Assign To:
Due Da

*Description:

scellaneous Ofcr

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

Bl save | [\ Return to Search

0000000001

Barg Unit: 0400 G, FOP

920808 @, LCPOLICE FORCE

cril
10/06/2004 [ 003 Q

-

*Type: Performance

Closed

a
11/04/2004 [31)

allegedly shoved a patron. (on video) Proposed adv act Extension granted to 11/10/04. DENIED 11/10/04 -
Invoked arb 11/24/04. Recd FMCS list 12/1/04 FMCS Case Mo.
Arb held Feb 24, 2005. Decision held in favor of LC May 2005

(3) Arb

+B +[E] Next in List

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary
EmpowHR Process Monitor

1

Grievance | Grievance Step | Arbitration | Grievance Resolution

Step Action

5.

Click on the green book icon to view the fields on the Grievances page.

@

Grievance ID Mumber is added when adding a grievance or displays when
viewing an existing grievance.

Filed By section Active radio button indicates if the grievance is filed by a labor
organization or an employee. Bargaining Unit information
displays or is selected when grievanceis filed by an employee.

Security Department displays or selected.

Contract Ref Contract reference information displays or entered.

Grievance Date Date of the grievance displays are is entered.

Type Type of grievance displays or selected.

Status Grievance status displays or selected.

Assigned To EmpliD displays or selected for individual assigned the
grievance.

Due Date Date grievance is due displays or entered.

Description Description of grievance displays or entered.
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Exipow 1)
Menu &

Sign out

WutiChannel Console | _Add to Favories

5 1 Mew Window |
[ My Favorites { Grievance " Grievance Step | Arbitration )" Grievance Resolution |

I Employee Self Service

[» Manager Self Service Grievance ID: 0000000001

[> PAR Processing
[> Position Management

[> Payroll Documents _' Labor Org
[ HR Reports Barg Unit: 0400 C, FOP
[ Recruiting Employee QB

[» Payroll Processing Other
[> Training Adminisiration
[> Manage Performance

> Non-Employee Processing

> Time and Labar Department: 920808 @, LCPOLICE FORCE
[> North American Payroll
[ Global Payroll . il
Contract Ref: c

[> Payroll Interface
[ Workforce Development *Grievance Date: 10/06/2004 [ *Type: 003 a Performance
[> Organizational Development
[- Enterprise Learning Status: Closed -
[ Pension
= Labor Relations Assign To: aQ

— Adverse Ach 3

— Due Date: 1110412004 [51

— Information Reguest *Description:

B ’L“]'Sfce”% a ofer allegedly shoved a patron. (on video) Proposed adv act Extension granted to 11/10/04. DENIED 11/10/04 -
3 TrW Invoked arb 11/24/04. Recd FMCS list 12/1/04 FMCS Case No. (3) Arb

Arb held Feb 24, 2005. D held in favor of LC May 2005

o EmpowHRSetupTables [ e s ecision held in favor of ay |

{HD)
I E HR User Securi

{'TD%OW BRI B Save | [\ Returnto Search | +[E] Frevious in List | [ Mext in List [Es Add
> Set Up HRMS

- Grievance Step | Arbitration | Grievance Resolution

b Enterprise Components Grievance | Grievance Step | Arbitration | Grievance Resolution
[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Passwaord

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1]

Step Action

6. Click the Grievance Step tab.
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Wiorklist

WuttiChannel Console | _Add to Favorites | _Sign out

[ My Favorites /[ Grievance | Grievance Step ' Arbitrafion " Grievance Resolution !
I Employee Self Service

[> Manager Self Service

Grievance ID: 0000000001
[> PAR Processing
[» Position Management Grievance Date: 10/06/2004 Grievance Type: Performanc Status:  Closed
[> Payroll Documents
[* HR Reports .
[> Recruiting o ' Iy aQ =
[ Payroll Processing Grievance Step: ' Appealed

[> Training Administration *Action Date: 07/08/2008 B
[ Manage Performance
[» Non-Employee Processing Resolution Date: [
[> Time and Labor
[» North American Payroll Discussed With:
E 52;‘,’;" mrﬂcs Letter Code: GRF 2 Filing
[ Workforce Development Letter Dt: [#
[» Organizational Development
[ Enterprise Learning Step Resolution: Q
[ Pension T
= Labor Relations Comment:
allanec

- %@:ﬁce [& save | [\ Return to Search | <] +[= Next in List [Es Add
g Eﬁgﬁs«iﬁ;ﬂ{mmbles Grievance | Grievance Step | Arbitration | Grievance Resolution

(HD)
[- EmpowHR User Security

(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1

Step Action

7. Click the green book icon to view the fields on the Grievance Step page.

@

Grievance Step Grievance step displays or selected.

Action Date Date of the grievance step displays or entered.

Resolution Date Date of the grievance step's resolution displays or entered.

Discussed With Information pertaining to the grievance information discussed
displays or entered.

Letter Code Code used to identify letter used in conjunction with the
grievance step resolution displays or entered.

Letter Dt Date letter was sent displays or entered.

Step Resolution Step resolution displays or entered.

Comment Comments pertaining to step resolution displays or entered.
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Viorklist

WuttiChannel Consol Sign out

New Window |

I My Favorites Grievance | Grievance Step ' Arbitration | Grievance Resolution
I Employee Self Service

[ Manager Self Service
[> PAR Processing

[> Position Management Grievance Date: 10/06/2004 Grievance Type:
[> Payroll Documents
[ HR Reports

[» Recruiting i .

[> Payroll Processing Grievance Step: h a Appealed
[» Training Administration *pAction Date: 07/08/2008 1]

[> Manage Performance

[» Non-Employee Processing Resolution Date: [

[> Time and Labor
[» North American Payroll Discussed With:
[> Global Payroll
[> Payroll Intzrface Letter Code: GRF & Filing
[> Workforce Development Letter Dt: [5]

[» Organizational Development
[> Enterprise Learning Step Resolution: Q
[ Pension TN
= Labor Relations Comment:

— Adverse Adtions
— Grieval

Grievance ID: 0000000001

Performanc Status:  Closed

n

— Information Request
— Miscellaneous
— Unfair Labor Practice & save | [\ Return to Search | +[E| Previous in List | 5 Next in List

e A Grievance | Grievance Step | Arbiration | Grievance Resolution
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1]

Step Action

8. Click the Arbitration tab.
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WuttiChann

Sign out

[ My Favorites | Grievance | Grievance Step | Arbitration Y Grievance Resolution |
I Employee Self Service

[> Manager Self Service
[ PAR Processing Grievance ID: 0000000001
[> Position Management
[> Payroll Documents

[ HR Reports Arbitrator: Esq
[ Recruiting

[> Payroll Processing Hearing Date: i

[ Training Administration

[> Manage Performance Counselor:

[> Non-Employee Processing
[> Time and Labor

[> North American Payroll e .
& Global Payroll Witness:
[ Payrall Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

Description:
7 Lepor Relations 3 FMCS Gase No. Disciplinary B
|__Grievances ] ]
— Information Request
- Miscellaneous
— Unfair Labor Practice & save | L\Return to Search | <[ +[E Next in List ErAdd
[ Transit Subsidy ) ]
> EmpowHR Setup Tables Grievance | Grievance Step | Arbitration | Grievance Resolution
(HD)
[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1

Step Action

9. Click the green book icon to view the fields on the Arbitration page.

@

Arbitrator Name of arbitrator displays or entered.

Hearing Date Date of the hearing displays or entered.

Counselor Mame of the counselor displays or entered.

Witness Mame of the witness displays or entered. Multiple witnesses can
be added or viewed.

Description Description of witness displays or entered.
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Viorklist | _WuftiChannel Consaol

Sign out

New Window |

[> My Favorites

[ Employee Self Service
[ Manager Self Service
[» PAR Processing Grievance ID: 0000000001

| Grievance Y Grievance Step | Arbitration Y Grievance Resolution |

[> Position Management
[> Payroll Documents

> HR Reports Arbitrator: Esq
[» Recruiting

[> Payroll Processing Hearing Date: 1

[ Training Administration

[> Manage Performance Counselor:

[» Non-Employee Processing
[> Time and Labor

[> North American Payroll

b Global Payroll “Witness:
[ Payroll Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

= Labor Relations
— Adverse Adtions
— Grieval

— Information Request
- Miscellaneous

— Unfair Labor Practice & save | S\Returnto Search | +E] Previous in List | +[E Next in List
[> Transit Subsidy
> EmpowHR Setup Tables Grievance | Grievance Step | Arbitration | Grievance Resolution
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Description:
FMCS Case No. Disciplinary e

n

1]

Step Action

10. Click the Grievance Resolution tab.
| Grievance Resolution |
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[ = =)

Worklist | luttiChannel Console | _Add to Favorites [ _Sign out

® T New Window | 15,
[ My Favorites | Grievance | Grievance Step | Arbitration | Grievance Resolution '
[> Employee Self Service
[> Manager Self Service . |
b PAR Processing Grievance ID: 0000000001
1> Position Management Grievance Date: 10/06/2004
[> Payroll Documents o
> HR Reports Short Description: Performanc Closed
I Recruiting _ Final Resolution: | Q
[> Payroll Processing
[ Training Administration Resolution Comments: T

[ Manage Performance

[> Non-Employee Processing
[> Time and Labor -
[> Naorth American Payroll

[ Global Payroll

[ Payrall Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

I~ Labor Relations

n

B Sava| 4 Return to Search| +B | 4[5 Next in Li5t| Ex Add

— Unfair Labor Practice

[ Transit Subsidy Grievance | Grievance Step | Arbitration | Grievance Resolution
[ EmpowHR Setup Tables

(HD)
[ EmpowHR User Security

(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1

Step Action

11. Click the green book icon to view the fields on the Grievance Resolution
page.

@ Field Description

Final Resalution Final grievance resaolution displays or entered.

Fesolution Comments Comments pertaining to the resalution display ar entered.

Step Action

12. This completes Grievances.
End of Procedure.

Information Request
This section demonstrates the functionality for Information Request.
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Menu
Search:

[> My Favorites

[ Employee Self Service

[> Manager Self Senice

[> PAR Processing

[ Position Management

[> Payroll Documents

[ HR Reporis

[> Recruiting

[ Payroll Processing

[> Training Administration

[> Manage Performance

[ Non-Employee Processing
[> Time and Labor

[> North American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

[- Labor Relations

[ Transit Subsidy

[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[- Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

dd to Favorites | _Sign out

Help

Step Action

1. Click the Labor Relations link.
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Sign out
Help

MultiChannel Console | _Add to Favorites

Menu =
Search:

[> My Favorites

[ Employee Self Service

[ Manager Self Senvice

[> PAR Processing

[> Position Management

[> Payroll Documents

[ HR Repors

[> Recruiting

[> Payroll Processing

[ Training Administration

[> Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

~ Labor Relation:

dverse Actions

m

— Unfair Labor Practice
[> Transit Subsidy
[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS
[ Enterprise Components
- Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools
[» PeopleTools
— Applicant Home
— Change My Password
— My Personalizations i
— My Systermn Profile
— My Dictionary
— EmpowHR Process Monitor -

Step Action

2. Click the Information Request link.
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Viorklist

WuttiChannel Consol Sign out

New Window |

[> My Favorites
[ Employee Self Service

Information Request

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

[> Position Management { Find an Existing Value Y Add a New Value

[> Payroll Documents

[ HR Reports " .

> Recruiting Information Request# begins with

[> Payroll Processing

[> Training Administration

- Manags Performance ﬂl ﬂl Basic Search [ Save Search Criteria

[» Non-Employee Processing
[> Time and Labor

[> North American Payroll

[> Global Payroll

[ Payroll Interface

[> Workforce Development
[> Organizational Development
[> Enterprise Learning

[ Pension

= Labor Relations

— Adverse Actions

— Grivances

- Miscellaneous

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Find an Existing Value | Add a New Value

m

1]

Step Action
3. Click the Add a New Value tab.
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Worklist | luttiChannel Console | _Add to Favorites [ _Sign out

New Window |

[> My Favorites
[> Employee Self Service

Information Request

b Manager Self Service Enter any informatian you have and click Search. Leave fields blank for a list of all values
I PAR Processing

I Position Management { Find an Existing Value ' Add a New Value

> Payroll Documents

[ HR Reporis

[ Recruiting Information Request#: begins with ~

[> Payroll Processing
I;"\;r:::gs S:?ul:rlr?::g:" Search | Clear | Basic Search (B Save Search Criteria
[> Non-Employee Processing
[> Time and Labor

[> North American Payroll

[ Global Payroll

[ Payrall Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

I~ Labor Relations

— Adverse Actions

— Grievances

- Miscellaneous

— Unfair Labor Practice

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Find an Existing Value | Add a New Value

n

1]

Step Action

4. Enter the desired information into the Information Request # field.
Enter "006-99".
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Viorklist | _uttiChannel Consol Sign out

New Window |

[ My Favorites
[ Employee Self Semvice
[ Manager Self Service

I> PAR Processing FEind an Existing Value T Add a New Value \ll

Information Request

[> Position Management
[> Payroll Documents

[ HR Reports

[» Recruiting

[> Payroll Processing Add
[ Training Administration
[> Manage Performance
[» Mon-Employee Processing Find an Existing Value | Add a Mew Value
[> Time and Labor

[> North American Payroll

[> Global Payroll

[ Payroll Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

= Labor Relations

— Adverse Actions

— Grievances

- Miscellaneous

— Unfair Labor Practice

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Information Request #: 006-09|

m

1]

Step Action
5. Click the Add button.

274|Page



FrowHR Training Guide

SOLUFIONS

o v EmpowHR 8.8 to 9.0 Transition Training

Worklist | luttiChannel Console | _Add to Favorites [ _Sign out

[ My Favorites .
[ Employee Self Service Information Request

[> Manager Self Service

[» PAR Processing Information Request #: 006-99

[> Position Management
[> Payroll Documents
[ HR Reporis
[> Recruiting
[> Payroll Processing
[> Training Administration
[ Manage Performance
EoneariieliEEs Contact Hame: Assigned To: Q
[> North American Payroll
[> Global Payroll
[ Payrall Interface Description:
[> Workforce Development -
[» Organizational Development -
[> Enterprise Learning
[ Pension
I~ Labor Relations
— Ad e Actions
Lrievances
|- Information Request ] 1
- Miscellaneous
— Unfair Labor Practice
[> Transit Subsidy
[ EmpowHR Setup Tables
(HD)

[ %}—TDF;UWHR User Security B save Es Add Update/Display

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

() Labor Org Q

©) Employee Q Barg Unit: Q

Date Filed: ] Response Due Date: [

*Status Date: EJ

]
N
w
&
=3
=4
@
4

1

Step Action

6. Click the green book icon to view the fields on the Information Request
page.

@

Information Request # Active radio button indicates if the information request is filed by
alabor organization or an employee. Bargaining Unit information
displays or is selected when information request is filed by an

employee.
Contact Name Contact name displays or entered.
Assigned To EmplID displays or selected for individual assigned the

information reguest.

Date Filed Date displays or entered when information request is filed.
Response Due Date Date displays or entered when the request response id due.
Description Description of the information request displays or entered.
Status Status of the information request displays or entered. Multiple

information request statuses can be maintained.

Status Date Date for each information request status displays or entered.
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Step Action

7. This completes Information Request.
End of Procedure.

Miscellaneous
This section demonstrates Miscellaneous.

MultiChannel Console | _Add to Favorites | _Sign out
Help
Menu =]
Search:
@

[> My Favorites

[ Employee Self Service

[> Manager Self Senvice

[ PAR Processing

[> Position Management

[> Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[> Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll

[> Payroll Interface

[> Workforce Development

[> Organizational Development
[ Enterprise Learning

[> Pension

[ Labor Relations

[> Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS

[> Enterprise Components

[ Worklist

[» Application Diagnostics

[> Tree Manager

[» Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Labor Relations link.
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Menu
Search:

[> My Favorites
[ Employee Self Service
[ Manager Self Senvice
[> PAR Processing
[> Position Management
[> Payroll Documents
[ HR Repors
[> Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[+ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
dverse Actions
rievances
- Information Request
— Miscellaneous
— Unfair Labor Practice
[> Transit Subsidy
[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS
[ Enterprise Components
- Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools
[» PeopleTools
— Applicant Home
— Change My Password
— My Personalizations
— My Systermn Profile
— My Dictionary
— EmpowHR Process Monitor

Sign out
Help

m

Step Action

2. Click the Miscellaneous link.

277|Page



EwveowHR Training Guide

SOLUTIONS

o v EmpowHR 8.8 to 9.0 Transition Training

Viorklist

WuttiChannel Consol Sign out

New Window |

[> My Favorites

[ Employee Self Service Miscellaneous

s ManpagirSe\fService Enter any information you have and click Search. Leave fields blank for a list of all values
[> PAR Processing

[> Position Management { Find an Existing Value Y Add a New Value

[> Payroll Documents

[ HR Reports N - . P

> Recruiting Tracking Nbr for Misc LR: begins with |

[> Payroll Processing

[> Training Administration

- Manags Performance ﬂl ﬂl Basic Search [ Save Search Criteria

[» Non-Employee Processing
[> Time and Labor

[> North American Payroll

[> Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

= Labor Relations

— Adverse Adtions

— Grievances

Find an Existing Value | Add a New Value

m

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1]

Step Action

3. Click the Add a New Value tab.
| Add a New Value |
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Viorklist

WuttiChannel Console | _Add to Favorites | _Sign out

New Window |

[> My Favorites
[> Employee Self Service
[> Manager Self Service

I> PAR Processing Eind an Existing Value T Add a New Value \I

Miscellaneous

[> Position Management
[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing Add
[> Training Administration
[> Manage Performance
[» Mon-Employee Processing Find an Existing Value | Add a Mew Value
[> Time and Labor

[> Naorth American Payroll

[ Global Payroll

[ Payrall Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

I~ Labor Relations

— Adverse Actions

- Grievances

— Information Reguest

Tracking Nbr for Misc LR:

m

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1]

Step Action

4. Enter the desired information into the Tracking Nbr for Misc LR field.
Enter "07-999".
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Viorklist

WuttiChannel Consol Sign out

New Window |

[ My Favorites
[ Employee Self Semvice
[ Manager Self Service

I> PAR Processing FEind an Existing Value T Add a New Value \ll

Miscellaneous

[> Position Management
[> Payroll Documents

[ HR Reports

[» Recruiting

[> Payroll Processing Add
[ Training Administration
[> Manage Performance
[» Mon-Employee Processing Find an Existing Value | Add a Mew Value
[> Time and Labor

[> North American Payroll

[> Global Payroll

[ Payroll Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

= Labor Relations

— Adverse Adtions

— Grievances

Tracking Nbr for Misc LR: 07-999|

m

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1]

Step Action
5. Click the Add button.
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Wiorklist

WuttiChannel Console | _Add to Favorites | _Sign out

[> My Favorites
> Employee Self Senvice Miscellaneous

[> Manager Self Service
[> PAR Processing

[> Position Management Tracking Nbr:  07-999

[ Payroll Documents

[ HR Reporis

[> Recruiting Description:

[> Payroll Processing

[> Training Administration Contact Name:

[ Manage Performance

[> Non-Employee Processing Date Received: EJ [CIReponse Due Due Date: 5
[> Time and Labor

[> Morth American Payroll Comments:

[ Global Payroll

[ Payrall Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

<~ Labor Relations *Status: - Status Date:
e Actions =

EAdd Update/Display

— Unfair Labor Practice
[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

1

Step Action

6. Click the green book icon to view the fields on the Miscellaneous page.
@

Tracking Mbr Tracking number displays or entered for LR.
Description Miscellaneous information displays or entered for the LR,
Contact Mame Contact name displays ar entered.
Date Received Date the LR was received displays or entered.
Fespaonse Due Checkmark indicates a respanse is due.
Due Date Date the respaonse to the LR is due displays ar entered.
Comments Comments display or entered.
Status Status displays ar entered. Multiple statuses can be maintained
Status Date Date for each information request status displays or entered.
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Step Action

7. This completes Miscellaneous.
End of Procedure.

Unfair Labor Practice
This section demonstrates the functionality for Unfair Labor Practice.

Add to Favorites | _Sign out

Help

MultiChannel Console

[> My Favorites

[ Employee Self Service

[> Manager Self Senvice

[» PAR Processing

[> Position Management

[ Payroll Documents

[ HR Reports

[> Recruiting

[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Mon-Employee Processing
[> Time and Labor

[> Morth American Payroll

[+ Global Payroll

[> Payroll Interface

[ Workforce Development

[- Organizational Development
[+ Enterprise Learning

[> Pension

[» Labor Relations

[ Transit Subsidy

[ EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[» Set Up HRMS

[> Enterprise Components

[> Worklist

[> Application Diagnostics

[> Tree Manager

[ Reporting Tools

[- PeopleTools

— Applicant Home

— Change My Password

— Wy Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Step Action

1. Click the Labor Relations link.
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By N IR
Menu 2

Search:
®

[> My Favorites
[ Employee Self Service
[ Manager Self Senvice
[> PAR Processing
[> Position Management
[> Payroll Documents
[ HR Repors
[> Recruiting
[> Payroll Processing
[ Training Administration
[> Manage Performance
[> Non-Employee Processing
[> Time and Labor
[> Morth American Payroll
[+ Global Payroll
[ Payroll Interface
[> Workforce Development
[> Organizational Development
[> Enterprise Learning
[ Pension
dverse Actions
rievances
- Information Request
— Miscellaneous
— Unfair Labor Practice
[> Transit Subsidy
[- EmpowHR Setup Tables (HD)
[ EmpowHR User Security (HD)
[ Set Up HRMS
[ Enterprise Components
- Worklist
[ Application Diagnostics
[> Tree Manager
[> Reporting Tools
[» PeopleTools
— Applicant Home
— Change My Password
— My Personalizations
— My Systermn Profile
— My Dictionary
— EmpowHR Process Monitor

Worklist

MultiChannel Console

Add to Favorites

Sign out
Help

m

Step Action

2. Click the Unfair Labor Practice link.
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Viorklist

WuttiChannel Consol Sign out

New Window |

[> My Favorites
[ Employee Self Service

Unfair Labor Practice

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

[> Position Management { Find an Existing Value Y Add a New Value

[> Payroll Documents

[ HR Reports " "

b Recruiting ULP ID Number: begins with ~ |

[> Payroll Processing EmpliD: begins with + Q

[ Training Administration » . - -

[> Manage Performance Bargaining Unit: begins with - Q,

[» Non-Employee Processing .

> Time and Labor [case Sensitive

[> North American Payroll

P EDE I Search | Clear |Ba5ic Search [El Save search Criteria

[ Payroll Interface

[> Workforce Development
[> Organizational Development Find an Existing Value | Add a New Value
[> Enterprise Learning

[ Pension

= Labor Relations

— Adverse Adtions

— Grievances

— Information Request
— Miscellaneous

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

m

1]

Step Action
3. Click the Add a New Value tab.

"]
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Viorklist

WuttiChannel Console | _Add to Favorites | _Sign out

New Window |

I My Favorites Unfair Labor Practice
> Employee Self Service

[> Manager Self Service —
I PAR Processing { Eindan Existing Value | Add a New Value Y
[> Position Management

[> Payroll Documents

ULP ID Number:
[ HR Reporis
[> Recruiting
[> Payroll Processing Add

[> Training Administration
[ Manage Performance
[» Mon-Employee Processing Find an Existing Value | Add a Mew Value
[> Time and Labor

[> Naorth American Payroll

[ Global Payroll

[ Payrall Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

I~ Labor Relations

— Adverse Actions

- Grievances

— Information Reguest
Miscellaneous

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

m

1]

Step Action

4, Enter the desired information into the ULP ID Number field. Enter "04-
999",
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Viorklist | _luttiChannel Consol Sign out

New Window |

I My Favorites Unfair Labor Practice
[ Employee Self Senvice

[ Manager Self Service
[> PAR Processing [/ Eind an Existing Value '} Add a New Value
[> Position Management
[> Payroll Documents

[ HR Reports

[» Recruiting

[> Payroll Processing Add
[ Training Administration
[> Manage Performance
[» Mon-Employee Processing Find an Existing Value | Add a Mew Value
[> Time and Labor

[> North American Payroll

[> Global Payroll

[ Payroll Interface

[> Workforce Development

[» Organizational Development
[> Enterprise Learning

[ Pension

= Labor Relations

— Adverse Adtions

— Grievances

— Information Request

— Miscellaneous

[> Transit Subsidy

[ EmpowHR Setup Tables
(HD)

[» EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components
[ Worklist

[> Application Diagnostics
[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

ULP ID Number: 04-099|

m

1]

Step Action
5. Click the Add button.

286|Page



EveowHR Training Guide
P s 0 EmpowHR 8.8 to 9.0 Transition Training

Wiorklist

WuttiChannel Console | _Add to Favorites | _Sign out

New Window |

[ My Favorites { Unfair Labor Practice 1 '\ Unfair Labor Practice 2 ,
[» Employee Self Service

[> Manager Self Service
[ PAR Processing ULPID#: 04-999
[> Position Management

[> Payroll Documents

[ HR Reporis

[> Recruiting

[> Payroll Processing

[> Training Administration

[ Manage Performance

[> Non-Employee Processing
[> Time and Labor

[> North American Payroll Investigator:
[> Global Payroll

[ Payrall Interface

E Uo\l;ugr::‘:‘lzr;: 3,3%223: ;:ﬂem [7] complaint Issued Issued Date: 2 Agency Reply Date: B
[> Enterprise Learning

[ Pension

I~ Labor Relations

— Adverse Actions

- Grievances

— Information Reguest
Miscellaneous

[> Transit Subsidy

[ I(E':nDp]uwHRSetupTables B save EbAdd Update/Display
[ EmpowHR User Security
(HD)

[> Set Up HRMS

[> Enterprise Components

[ Worklist

[> Application Diagnostics

[> Tree Wanager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

— EmpowHR Process Monitor

Q, Barg Unit: Q

Judge:

*Status: M *Status Date: mEE

m

UInfair Labor Practice 1 | Unfair Labor Practice 2

1]

Step Action

6. Click the green book icon to see the fields on the Unfair Labor Practice
page.
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@

ULPID # Mumber is added when adding an unfair labor practice or
displays when viewing an existing unfair labor practice.

Filed By Section Active radio button indicates if the grievance is filed by a labor
organization or an employee. Bargaining Unit information
displays or is selected when grievance is filed by an employee.

Investigator Mame of individual investigating the unfair labor practice displays
or entered.

Judge Mame of judge presiding over the unfair labor practice displays
or entered.

Complaint Issued Checkmark indicates a complaint was issued on the unfair labor
practice.

Issued Date The date the complaint was issued displays or entered.

Agency Reply Date Date by which an agency must replay to the unfair labor practice.

Status Status of the unfair labor practice displays or entered. Multiple

statuses can be maintained.

Status Date Date of the unfair labor practice status displays or entered.

Sign out

) New Window | &

I My Favorites { Unfair Labor Practice 1 '{_Unfair Labor Practice 2
[ Employee Self Service
[> Manager Self Service
[> PAR Processing ULPID#: 04-999
[> Position Management
[> Payroll Documents

I HR Reports @ Labor Org a
[» Recruiting

[ Payroll Processing ©) Employee Q Barg Unit: Q
[- Training Administration .

[> Manage Performance ) Other

[> Non-Employee Processing
[> Time and Labor

[> North American Payroll Investigator:
[» Global Payroll

[ Payroll Interface

[> Workforce Development

[> Organizational Development
[> Enterprise Learning

[ Pension

Judge:

[] complaint Issued Issued Date: el Agency Reply Date: el

= Lahor Relations | *Status: > *Status Date:

Ady

scellaneous

| — Unfair Labor Practice

[> Transit Subsidy

[ I(ElTDDJOWHR Setup Tables B save EsAdd Update/Display

13 '(E'TD%OWHR User Security Unfair Labor Practice 1| Unfair Labor Practice 2
[» Set Up HRMS

[» Enterprise Components
[> Worklist

[ Application Diagnostics
[> Tree Manager

[» Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password
— My Personalizations

— My System Profile

— My Dictionary | M
— EmpowHR Process Monitor | «
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Step Action

7. Click the Unfair Labor Practice 2 tab.
I Unfair Labor Practice 2 |

Sign out

New Window | &,

I My Favorites [~ Unfair Labor Practice 1 " Unfair Labor Practice 2 }

[ Employee Self Service
[> Manager Self Service
[» PAR Processing

[> Position Management
[> Payroll Documents

I HR Reparts ] ]
[» Recruiting Witness: =
[> Payroll Processing

[> Training Administration

[> Manage Performance

[ Non-Employee Processing
[> Time and Labor

[> Morth American Payroll

[> Global Payroll Issues & Decision:

[ Payroll Interface | A
[> Workforce Development

[> Organizational Development
[» Enterprise Learning

[ Pension

= Labor Relations

ULP ID:#: 04-999

m

scellaneous

| — Unfair Labor Practice_[INISE Add | UpdsteiDispiay

[> Transit Subsidy

[ EmpowHR Setup Tables Unfair Labor Practice 1 | Unfair Labor Practice 2
(HD)

[ EmpowHR User Security
(HD)

[» Set Up HRMS

[» Enterprise Components

[ Worklist

[ Application Diagnostics

[> Tree Manager

[> Reporting Tools

[> PeopleTools

— Applicant Home

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary | i

— EmpowHR Process Monitor | -

Step Action

8. Click the green book icon to see the fields on the Unfair Labor Practice 2
page.

Witness Mame of the witness displays or entered. Multiple witnesses can be
maintained.

Issues & Decisions Information pertaining to an unfair labor practices issues and decisions
displayed or entered.
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Step Action

9. This completes Unfair Labor Practice.
End of Procedure.
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Summary and Wrap Up

F\II"O\\ H

ILIlF[!

D Summary and Wrap Up

Summary

At the beginning of the course, objectives were established. Can
you now:

Ildentify changes to navigation?

|ldentify changes to pages?

*Enter transit allowances?

*Enter certifications?

*Enter educational information?

*Locate and be aware of new functionality?
*Enter labor information?

Step Action

1. Press [Enter].
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SOLUTTONS
FROM HIRE 10 RE

Questions?

Step Action

2. End of Procedure.
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