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Module 1 Course Overview and Objectives 
  

 Overview and Objectives  

  
EmpowHR 9.0 contains minimal changes to functionality. Following is an overview to the 

EmpowHR 9.0 changes, additions, and new functionality.  

  
Navigation Changes  

 Additional search criteria     

 Additional Look up icons     

Pages  

 Field names changed for clarification     
 Fields moved and grouped for ease of entry     

 Fields removed that are no longer required    
 Functionality used only by specific agencies in 8.8 are now available to all agencies 

 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 

 

  

  

 

Step Action 

1.   Press [Enter]. 
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Step Action 

2.   Press [Enter]. 
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Step Action 

3.   Press [Enter]. 
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Step Action 

4.   Press [Enter]. 
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Step Action 

5.   Press [Enter]. 
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Step Action 

6.   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:  

 Identify changes to Job Code functionality     

 Identify changes to Position Management functionality  

 



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

10 | P a g e  

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. 
 
  

  

 

Step Action 

1.   Click the Position Management link. 
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Step Action 

2.   Click the Job Codes link. 
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Step Action 

3.   Click the green book icon to view additions and changes on the Search 

page. 
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Step Action 

4.   Click the Add a New Value tab. 
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Step Action 

5.   New Look Up icon for Master Record Number (NFC). 
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Step Action 

6.   Sub-Agency is a required field in EmpowHR 9.0. 
 
Click the Look up Sub-Agency (Alt+5) button. 

 
 
  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

16 | P a g e  

  

 

Step Action 

7.   Click the Library of Congress link. 
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Step Action 

8.   Click the Add button. 
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Step Action 

9.   Click the green book icon to view additions and changes on the Job Code 
Profile page. 
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Step Action 

10.   Click the scrollbar. 

 

 
  

  

 

Step Action 

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

12.   Click the Default Compensation link. 
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Step Action 

13.   Job Ratio Data is no longer needed on this page. 

 
  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

23 | P a g e  

  

 

Step Action 

14.   Click the scrollbar. 
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Step Action 

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

16.   Click the Affected Positions and Emplids link. 

 
 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

26 | P a g e  

  

 

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. 
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Step Action 

1.   Click the Position Management link. 

 
 

  

  

 

Step Action 

2.   Click the Fair Act Inventory link. 
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Step Action 

3.   Click the Function Code Setup link. 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the B700 link. 
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Step Action 

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

7.   Click the Function/Reason Code Setup link. 
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Step Action 

8.   Click the Search button. 
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Step Action 

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

10.   Click the Competitive Level Setup link. 
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Step Action 

11.   Enter the desired information into the begins with field. Enter "0101". 
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Step Action 

12.   Click the Search button. 
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Step Action 

13.   Click the 0101 link. 

 
 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

40 | P a g e  

  

 

Step Action 

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

  

 

Step Action 

1.   Click the Position Management link. 
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Step Action 

2.   Click the Position Information link. 
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Step Action 

3.   Click the green book icon for additional information on searching. 

 

 

 

 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

44 | P a g e  

  

 

Step Action 

4.   Enter the desired information into the Position Number field. 
Enter "90141692". 
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Step Action 

5.   Click the Search button. 
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Step Action 

6.   Click the scrollbar. 
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Step Action 

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

page. 
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Step Action 

8.   Click the Specific Information link. 
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Step Action 

9.   Click the Expanded section button. 
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Step Action 

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

11.   Click the Budget and Incumbents link. 
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Step Action 

12.   There were no changes on this page. 
 
Click the NFC Fields and Tracking Data link. 
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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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Step Action 

1.   Click the Position Management link. 
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Step Action 

2.   Click the Vacant Positions link. 
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Step Action 

3.   Click the Look up SetID (Alt+5) button. 
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Step Action 

4.   Click the LOC link. 
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Step Action 

5.   Click the Search button. 
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Step Action 

6.   Click the OFFICE OF THE LIBRARIAN link. 
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Step Action 

7.   Information regarding the position displays. 
 
Click the Job Information tab. 
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Step Action 

8.   Information regarding the job displays. 
 
Click the Work Location tab. 
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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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Step Action 

1.   Click the Position Management link. 
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Step Action 

2.   Click the LC Classification Statuses link. 
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Step Action 

3.   Enter the desired information into the Occupational Series field. 
Enter "1071". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click on the green book icon to view the fields on the Classification 
Status page. 

 



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

68 | P a g e  
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Step Action 

6.   Click the Classification Status Sum tab. 
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Step Action 

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

page. 
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Step Action 

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

  

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:  

 Identify changes to PAR Processing functionality     

 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. 
 

  

  

 

Step Action 

1.   Click the PAR Processing link. 
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Step Action 

2.   Click the HR Processing link. 
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Step Action 

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

page 
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Step Action 

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

5.   Click the Search button. 
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Step Action 

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

page. 
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Step Action 

7.   Click the GPPA Website link. 

 
 
  

  

 

Step Action 

8.   This page opens in a new window. 
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Step Action 

9.   Click the Tracking Data link. 
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Step Action 

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

page. 
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Step Action 

11.   Click the OK button. 
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Step Action 

12.   Click the Justification link. 

 
 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

85 | P a g e  

  

 

Step Action 

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

 
Click the OK button. 
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Step Action 

14.   Click the Personal Data tab. 
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Step Action 

15.   Click on both of the green book icons to view changes on the Personal 
Data page. 
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Step Action 

16.   Click the Phone Nbrs link. 
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Step Action 

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

18.   Click the OK button. 
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Step Action 

19.   Click the Veterans Info link. 
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Step Action 

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

21.   Click the OK button. 

 
 
  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

95 | P a g e  

  

 

Step Action 

22.   Click the Job tab. 
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Step Action 

23.   Click the green book icon to view changes on the Job page. 
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Step Action 

24.   Click the NFC Job Information link. 
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Step Action 

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

page. 
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Step Action 

26.   Click the OK button. 
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Step Action 

27.   Click the green book icon to view additions and changes on the Position 

page. 
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Step Action 

28.   Click the Compensation tab. 
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Step Action 

29.   Click the green book icon to view additions and changes on the 
Compensation page. 
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Step Action 

30.   Click the Other Pay Information link. 
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Step Action 

31.   The Pay Period Amount field was removed in EmpowHR 9.0. 
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Step Action 

32.   Click the OK button. 
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Step Action 

33.   Click the Employment 1 tab. 
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Step Action 

34.   Click the Employment 2 tab. 
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Step Action 

35.   Click the green book icon to view additions and changes on the 
Employment 2 page. 
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Step Action 

36.   Click the Non Pay Data link. 

 
 

  

  

 

Step Action 

37.   Click the green book icon to view fields on the Non Pay Data page. 
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Step Action 

38.   Click the OK button. 
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Step Action 

39.   Click the Benefit Data tab. 
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Step Action 

40.   The system name changed from I*CAMS to EmpowHR for these check 

boxes. 

 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

115 | P a g e  

  

 

Step Action 

41.   Click the scrollbar. 
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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. 
 

  

  

 

Step Action 

1.   Click the PAR Processing link. 
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Step Action 

2.   Click the Address Processing link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

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

6.   This completes Address Processing. 
End of Procedure. 

 
 



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

122 | P a g e  

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. 
 

  

  

 

Step Action 

1.   Click the PAR Processing link. 
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Step Action 

2.   Click the Departmental Transfer link. 

 
 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

124 | P a g e  

  

 

Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

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

 

 

 

 

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. 
 

  

  

 

Step Action 

1.   Click the PAR Processing link. 
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Step Action 

2.   Click the Employee Security Clearance link. 
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Step Action 

3.   Enter the desired information into the field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

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

 

 

 

 

Step Action 

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

  

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:  

 Education     

 Certification 

In addition, the tax pages have been combined into one page. 

  
After completing this module, participants will be able to:  

 Identify changes to Payroll Documents     
 Enter Education data     

 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: 

 On the top title bar, the words „annual leave‟ are capitalized. 
 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. 
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Step Action 

1.   Click the Payroll Documents link. 

 
 

  

  

 

Step Action 

2.   Click the Auth for Restored Annual Leave link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Certifications link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click on the green book icon for information on the Certification page. 
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Step Action 

6.   Click the Account Transaction Code list. 
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Step Action 

7.   Click the Add list item. 
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Step Action 

8.   Click the Look up Professional Cert Code (Alt+5) button. 
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Step Action 

9.   Click the Procurement Management link. 
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Step Action 

10.   Click the Look up State Code (Alt+5) button. 
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Step Action 

11.   Click the Louisiana link. 
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Step Action 

12.   Enter the desired information into the Professional Certification Yr field. 
Enter "1995". 
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Step Action 

13.   Click the Save button. 
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Step Action 

14.   Click the OK button. 

 

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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Court Child Care/Alimony link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the scrollbar. 
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Step Action 

6.   Click the green book icon to view changes on the Court Child Care / 
Alimony page. 
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Step Action 

7.   Click the Check Payment Method option. 
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Step Action 

8.   The Name and Address Information is hidden until a user selects the 
Check Payment Method. 
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Step Action 

9.   Click the Direct Deposit Payment Method option. 

 
 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

163 | P a g e  

  

 

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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Deductions Due to Indebtedness link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the green book icon for changes to Deduction Due to 
Indebtedness. 
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Step Action 

6.   Click the Check option. 

 
 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

171 | P a g e  

  

 

Step Action 

7.   The Name and Address Information is hidden until a user selects the 
Check Payment Method. 
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Step Action 

8.   Click the Direct Deposit option. 
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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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Direct Deposit link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the green book icon for information on the change to the Direct 
Deposit page. 

 

 

 

 

Step Action 

6.   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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Discretionary Allotments link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 

 
 
  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

184 | P a g e  

  

 

Step Action 

5.   Click the green book icon to view the changes made to the Discretionary 
Allotments page. 
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Step Action 

6.   Click the Check option. 

 
 
  

  

 

Step Action 

7.   The Name and Address Information is hidden until a user selects the 
Check Payment Method. 
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Step Action 

8.   Click the Direct Deposit option. 
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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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Education Information link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the green book icon to view field descriptions on the Education 
Information page. 
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Step Action 

6.   Click the Account Transaction Code list. 
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Step Action 

7.   Click the Add list item. 
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Step Action 

8.   Click the Education Level list. 
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Step Action 

9.   Click the Bachelor's list item. 
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Step Action 

10.   Click the Look up School Code (Alt+5) button. 
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Step Action 

11.   Enter the desired information into the State field. Enter "la". 
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Step Action 

12.   Click the Look Up button. 
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Step Action 

13.   Click the UNIVERSITY OF NEW ORLEANS link. 
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Step Action 

14.   Click the Look up Instructional Program (Alt+5) button. 
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Step Action 

15.   Click the Agriculture, General link. 
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Step Action 

16.   Enter the desired information into the Year field. Enter "2001". 
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Step Action 

17.   Click the Save button. 
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Step Action 

18.   Click the OK button. 
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Step Action 

19.   Click the OK button. 

 

20.   This completes Education Information. 
End of Procedure. 
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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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Financial Allotment/Health Sav link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the green book icon to view changes to the Financial 
Allotments/Health Account page. 
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Step Action 

6.   This completes Financial Allotment / Health Savings. 
End of Procedure. 
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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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Health Benefits link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the scrollbar. 
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Step Action 

6.   Click the Dependents link. 
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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.  
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the Tax Data link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the County Tax Data tab. 
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Step Action 

6.   Click the State Tax Data tab. 
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Step Action 

7.   Click the Federal Tax Data tab. 
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Step Action 

8.   Click the Earned Income Credit tab. 
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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. 

 

 



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

231 | P a g e  

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. 
 

  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the TSP Loan Allotment link. 
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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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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the green book icon to view the changed fields on the TSP Loan 
Allotment page. 
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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. 
 
  

  

 

Step Action 

1.   Click the Payroll Documents link. 
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Step Action 

2.   Click the EHRI RSM Elements link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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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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Step Action 

6.   Click the scrollbar. 
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Step Action 

7.   Click the green book icon to view the bottom of the new EHRI RSM 
Element page. 
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Step Action 

8.   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: 

 Only current eligible employees receive subsidies through any means (physical 
distribution of fare cards at LOC or DOT and/or updates of SmarTrip records). 

 All transit administrators (HRS, Service Unit Liaisons, and DOT) have an accurate list of 

participants and funds expended. 

 No employee receives a subsidy in any quarter exceeding his or her approved amount. 

 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. 
 

  

  

 

Step Action 

1.   Click the Transit Subsidy link. 
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Step Action 

2.   Click the Transit Subsidy link. 
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Step Action 

3.   Enter the desired information into the EmplID field. Enter "077777". 
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Step Action 

4.   Click the Search button. 
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Step Action 

5.   Click the green book icon to view field descriptions for Transit Subsidy. 

 

 

 

 

Step Action 

6.   This completes Transit Subsidy. 
End of Procedure. 
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Module 6 Labor Relations 
 Overview and Objectives  
  

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 

 



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

253 | P a g e  

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. 
 

  

  

 

Step Action 

1.   Click the Labor Relations link. 
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Step Action 

2.   Click the Adverse Actions link. 
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Step Action 

3.   Click the Search button. 
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Step Action 

4.   Click the 04-12 link. 
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Step Action 

5.   Click the green book icon to view field descriptions for Adverse Actions. 
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Step Action 

6.   This completes Adverse Actions. 
End of Procedure. 

 

 

Grievances 

This section demonstrates the functionality of Grievances. 
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Step Action 

1.   Click the Labor Relations link. 

 
 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

260 | P a g e  

  

 

Step Action 

2.   Click the Grievances link. 
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Step Action 

3.   Click the Search button. 
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Step Action 

4.   Click the Performance link. 
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Step Action 

5.   Click on the green book icon to view the fields on the Grievances page. 
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Step Action 

6.   Click the Grievance Step tab. 
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Step Action 

7.   Click the green book icon to view the fields on the Grievance Step page. 

 

 

 

 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 
 

266 | P a g e  

  

 

Step Action 

8.   Click the Arbitration tab. 
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Step Action 

9.   Click the green book icon to view the fields on the Arbitration page. 
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Step Action 

10.   Click the Grievance Resolution tab. 
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Step Action 

11.   Click the green book icon to view the fields on the Grievance Resolution 

page. 

 

 

 

 

Step Action 

12.   This completes Grievances. 

End of Procedure. 

 
 

Information Request 

This section demonstrates the functionality for Information Request. 
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Step Action 

1.   Click the Labor Relations link. 
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Step Action 

2.   Click the Information Request link. 
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Step Action 

3.   Click the Add a New Value tab. 
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Step Action 

4.   Enter the desired information into the Information Request # field. 
Enter "006-99". 
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Step Action 

5.   Click the Add button. 
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Step Action 

6.   Click the green book icon to view the fields on the Information Request 

page. 
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Step Action 

7.   This completes Information Request. 
End of Procedure. 

 

 

Miscellaneous 

This section demonstrates Miscellaneous. 
 
  

  

 

Step Action 

1.   Click the Labor Relations link. 

 
 

  



 Training Guide 
EmpowHR 8.8 to 9.0 Transition Training 

 

 

277 | P a g e  

  

 

Step Action 

2.   Click the Miscellaneous link. 
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Step Action 

3.   Click the Add a New Value tab. 
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Step Action 

4.   Enter the desired information into the Tracking Nbr for Misc LR field. 
Enter "07-999". 
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Step Action 

5.   Click the Add button. 
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Step Action 

6.   Click the green book icon to view the fields on the Miscellaneous page. 
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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. 
 

  

  

 

Step Action 

1.   Click the Labor Relations link. 
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Step Action 

2.   Click the Unfair Labor Practice link. 
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Step Action 

3.   Click the Add a New Value tab. 
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Step Action 

4.   Enter the desired information into the ULP ID Number field. Enter "04-
999". 
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Step Action 

5.   Click the Add button. 
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Step Action 

6.   Click the green book icon to see the fields on the Unfair Labor Practice 

page. 
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Step Action 

7.   Click the Unfair Labor Practice 2 tab. 

 
 

  

  

 

Step Action 

8.   Click the green book icon to see the fields on the Unfair Labor Practice 2 

page. 
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Step Action 

9.   This completes Unfair Labor Practice. 
End of Procedure. 
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Module 7 Summary and Wrap Up 
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Summary and Wrap Up 

 
  

  

 

Step Action 

1.   Press [Enter]. 
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Step Action 

2.   End of Procedure. 

 


