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Manager Self-Service Page

JManager] [Empluyee\ [Repurt Outputl [Pruxy.-’Group\ [Menu]

; 1 . i ePerformance
SEC Records Welcome to HR Connect- The HR and services portal for Managers, s easier for you

to manage your tearm with organized tools and resources to do your job better.
ePerformance J
Create, maintain,
and perfarm
‘ routine ‘

adrninistrative :
tasks onyour &
. BE- T Learning & Development

Toview and update Separating
Employee Clearance records. People and Positions

* SECrecords
View and update SEC records.

-

Wiew information on employees and positions
repatting ta you. If infarmation below is incarrect,
contactthe Human Resources office or send an e-
mail using the link in the HR Connect Help box,

Profiles and Proxies Taoinitiate a personnel action request, click on the = S
P Workflow Profile amployee's narme. L Y ? The helaw links will connect you to your
Set up your typical routing organization's learning management
rofile. system's homepage.
" Manager: HECKLER BARBARA Y pag
b Pick aProxy * LearnATF
Designate Organization: RECEIPT & CONTROL OPERATIONS * GAO Learning
ONe OF More = Center
ofyour Employee Name Position Title Sub Or
! G “ * HUDHWU
ez Ees Johnzon James Tech Ady
to initiate or ! * Treasury TLMS
approve ’ | Smith, Jane MamtPg Asst {non-IRS)
actions on John Kathryn Deept Mar &tk * Treasury ELMS (IRS}
your hehalf ) -
Roger David PRG MGR bk b Gov Online
Vacant PRG MGR &bl Serves as the Government-wide one-
stop resource to obtain high guality e-
WACANT-DETAIL Dept Mar iEh L .
HR Connect Help . Training praduct and services.
, § o * Subordinate Employees ¥ Law Enforcement Training
HR Connect-2-Learn Training Search for or initiate an action on an employes not listed as a direct report above. Ohtain skills and knowledge to meet
Resource Center demanding challenges of a Federal
This center offers learing and * Detailed Employees law enfarcement career,
other helpful resources to View ernplovees detailed to your arganization processed in HR Connect, } Treasury Executive Institute
L i ol [ cnmpletmg most = Offers learning opportunities to meet
HR Connect functions. Expani to see details |

the needs ofthe Department's seniar

[fyou are unahle to find a tool or

executives.
resource and are inferasted in Other Employees » USDA Graduate School

fraining cortact us. Pravides career-related courses fram
the Government's continuing

Other Bureau Employees

] ion? - i
Have a QUESTIDH. eMail us Initiata 2 nncitinferalatad ar = actinon an armcalovooe artcicda wane immoadiato



Manager Home Page (cont'd)

. Mass Actions
Last Login | Posions
Wour last successful login was
APR 19, 2010 06:11 p.m. There

have been 0 unsuccessful logins . .
SiREE Establish Hew Position

Request a new position to be added to your organization.

Vacant Positions To initiate the =ame action for a graup_ of
Wigw vacant positions and begin recruiting. several employees, use the mass action
process.
b Mass Awarils

Initiate awards for a group of

secworkist __________[E
3

Privacy and Security Policy Mass Furlough
oL « "
ou have no SEC warklist items. Initiate a furlough for a group of
employees.

P Mass Return to Duty

employees.
b . .
To review and approve, click on the personnel action, orto get a more detailed view, g‘a‘;ﬁ Data Element Change {(NOA
click the EXPAMD hutton.
Change Department 1D, Building
worklist For  xx1234:Heckler Barbara - IRS01 Code, andfor Mew Manager.
[
Personnel Action Proposed Eff Date Employee Name Manager Tools
Temporary Promotion 020172010 Roger,David P Workforce
Analytics
Expand to see details I Access the Human
Resources

reporting site to
obtain statistics
and demagraphics
on the Department
ofthe Treasury's workforce.

¥ Print Position
Description
Access the
position
description library
to search, review:,
or print Treasury ar
Bureau specific
pasition descriptions.

¥ Safety anid Health

Information | )
Management £5

Reports

T
*  Alphabetical Roster .
Wiew 3 list of employees in your A‘

organization.

*  Birthiday Report
View the Bithdavs of emblovees
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Maddie
Manager

Vet Adams

Rhett
Jefferson

Lonnie Loco

James Oak

Toni Temp

@ 8
i A

Joe Fegli Johnny Jones




What Links People and Positions?

REPORTS TO!!

People and Positions

Yiew infarmation on employvees and positions '

reparting to you. Ifinformation helow is incorrect, ‘
contact the Human Resources office or send an e-

mail using the link in the HRE Connect Help box,

Toinitiate a personnel action request, click on the
employee's name.

Manager: HECKLER BARBARA
Organization: RECEIPT & CONTROL OPERATIONS

Employee Name Position Title Sub Org
Johnson James Tech Ady
Smith Jane MomtiFg Asst
John Kathryn Dept Mgr =7
Rooer Davidd PRG MGR Ebh
Yacant PRG MGR =
WACANT-DETAIL Dept Mar Ebh




People and Positions

This is my position.
No one else can sit
here until | leave it!
Thank ya, thank ya
verra much!

# 65421102




How is it all related?

STEP 3 —
Hire an employee

and assign them to EMPLOYEE
a Position, which
holds a Job Code Salary
' Appointment Type
STEP 2 — Position
Build a position. POSITION
Then associate a _
job code with the Location
position Reports To
r Competitive Level
Job Code
STEP 1 — JOB CODE
Build a job code
Occupational Series
Pay Plan
Grade

Duties and Responsibilities
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Workflow

. ] H |
> Profiles and Proxies
7
7/ . -
P » | Workflow Profile
[Manager| [Employee | [Repért Output] | Set up your typical routing
Ve ePerfoarmance
SEC Records pslcor profile. erfor you
Taview and updateSeparating ¥ i 0 . b ePerformance N
Employee Cleafénce records, m P|Ck. a p' Xy - Create. maintain ‘
* SEC regeords Vigw in Des'Qnate and perfarrm
Wieye and update SEC records. reporHir one ar more routine
7’ contaet adrministrative ‘
Ve il ue of your tasks on your 5
employees :
H Learning & Development
Profiles and Proxies To initiz fa ftiste o 9 P
¥ Workflow Profile employ The helow links will connect you to your
Set up your typical routing appl’O‘-‘e arganization's learning management
X E_ruzle.P Mana, aCtionS on svsterlr_]s hu;n;page.
ick a Proxy " Learn
Designate Orgar your hehalf * GAO Learning
one ar more Centel
of your m .
employees pa— — - HUDHWU
to initiate ar . 4” e SR - = Treasury TLMS
approve Smith Jane WP eAsTl (non-IRS})
a;ﬂﬁgghoan - John athryn = ~| Dept Mgr * Treasury ELMS {IRS)
¥ £ Roger David _ == - PRG MGR ¥ Gov Online
- - jamt’ PRG MGR Serves as the Government-wide one-
stop resource to obtain high gquality e-
HE Connect Help VACANT'_DETAIL Dept Mar Training product and services.
R N . * Subordinate Employees P Law Enforcement Traiming
HR LOHIIECT-Q-LEJI" Training Search for ar initiate an action an an employee nat listed as a direct repart abave. Dhbtain skills and knowledge to meet
Resource Center demanding challenges of a Federal
This center offers learning and * Detailed Employees lawy enforcement career.
ather helpful resaurces to Yiew employees detailed to your arganization processed in HR Gannect. b Treasury Executive Institute
Supportyou in cnmplet|ng most - Offers learning opportunities to meet
HF: Connect functions. Expandto see details I the needs ofthe Department's senior
Ifyou are unahble to find a toal ar executives.
resource and are interested in Other Employees b USDA Graduate School
fraining contact us. Frovides career-related courses from

Other Bureau Employees the Government's continuing

b Have a question? - eMail us . - ' ) ) )
o ‘ Initiate a position-related or award action on employees outside your immediate AV




Workflow

[Manager] [Emplnyee\ IReport Dutputl [Prnxy_-’Grnup] [Menul

Search: .
® Workflow Profile
[ My Favorites
[ ePerformance Manager:  Heckler Barbara
LMATTRAE e S EIEE: Description:  RECEIFT & CONTROL OPERATIONS
— Report Output

@1““% To set up default routings far each autharization level, select the autharizer's name (person ar group) that you typically
route actions to for authorization. Ifyou do not see the authorizer's name in the list for the specific level of authorization you
wigh, contactyour HR office.

The system will automatically send you e-mail notifications throughout the routing process. Ifyou prefer not to receive any

ofthese e-mails, simply check the e-mail checkbox Be sure to SAVE your profilel Click Teif Me More for details ahout your
Workflow Profile.

Contact name and phone number for HR: [Contact Barbars Heckler at 123/555-1234
v Turn off rmy e-mail notification far Personnel Action Reguests.
r Turn off rmy e-mail notification far Recruitment Reguests.

Role Employee or Group Name
First Authorizer: |E'aUh|E.E'EﬂV 5

Second Awuthorizer: |

Third Authorizer; |

Jelfls

Save | Clear | Cancel

? Have a question? Send an g-rail.




Exercise 2
Setting Workflow Profile



Exercise 2
Setting Workflow Profile

Workflow Profile

Manager:  Heckler Barbara

Description: RECEIPT & CONTROL OPERATIONS

g L__a To set up default routings for each authorization level, select the authorizer's name (persan ar group) that you tepically
route actions ta for authorization. Ifyou do not see the authorizer's name inthe list for the specific level of authaorization you
wish, cantact vour HR office.

The systerm will automatically send you e-mail notifications throughout the routing process. Ifyou prefernot to receive any
ofthese e-mails, simply check the e-mail checkbox. Be sure to SAVE wour profile! Click Teitife More far details aboutyour
Workflow Profile.

Contact name and phone number for HR: |-ontact Barbara Heckler at 1.2:3/533-1234
W Turn off ry e-rmail notification for Personnel Action Requests.

r- Turn off my e-mail naotification for Recruitment Regquests.

Role Employee or Group Name
First Authorizer: | |enefic Kathy Q
Second Awthorize |Gilcrest.Michele H D\
Third Authorizer: |_|Genale Janet R Q,
Save | Clear | Cancel

? Have a guestion? Send an g-mail.




MSS

Pick a Proxy

.ol

— - Connec I
44l




Pick a Proxy

7’

s » Workflow Profile

Z
JManager] [Employee] [Rgp‘ﬂrt Outputl [

= Profiles and Proxies

Set up your typical routing

ePerformance

b ePerformance

s rofile.
SEC Records o~ ';":Er:]':a':'r: P rerﬂ:r«w::u
To view and upqéieéeparating » IPick aPr oxXy '
Employee Cryx hce recards. m Desi nate -
L S_Eiileeouls Vigw in g
ﬂe&fand update SEC records. reportir one or more
7 contact of your
mail us
employees
Profiles and Proxies To m|mE to initiate or
b Workflow Profile employ
Set up your typical routing approve
profile. Mana actions on
b oo
Pick a Proxy your hehalf
Designate Orgar
OheE of rare
of yaur m
emp.ll.jyees - HTI'ISDFI,\JEITIES L Eer Ay - - -
to initiate ar _—
approve Srmith,Jane wwpﬁsst
actions on John Kathryn - - Dept Mar
hehedt
’\’Tr*& Roger Davied = = PRG MGR
L= SeaEnt FRG MGR
WACANT-DETAIL Dept Mgr

HR Connect Help

¥ HR Connect-2-Learn Training
Resource Center

This center offers learning and
other helpful resources to
suppartyod in completing most
HR Connect functions.

Ifyou are unable to find a tool or
resource and are interested in
training contact us.

b Have a guestion? - eMail us

" Subordinate Employees

Search for or initiate an action on an employee not listed as a direct report above.

® Detailed Employees

Wiew emplovees detailed toyour organization processed in HR Connect.

Expanidto see details

Other Bureau Employees

Initiate a position-related or award action on employees outside your immediate

Create, maintain,
and perform
routine
administrative
tasks on your

?:

Learhing & Development

The belaw links will connect you to vour
arganization's learning management
system's homepage.

= LearnATF

" GAO Learning
Center

* HUDHWVU

* Treasury TLMS
{non-IRS)

* Treasury ELMS {IRS)

¥ Gov Online
Sernes as the Governmentwide one-
stop resource to obtain high quality e-
Training product and services.

¥ Law Enforcement Training
Obtain skills and knowledge to meet
demanding challenges of a Federal
law enforcement career.

¥ Treasury Execiutive Institute
Offers learning opportunities to meet
the needs of the Department's senior
executives.

b USDA Graduate School
FProvides career-related courses from
the Government's continuing

RN SR L TR T



Setting Up a Proxy

Pick a Proxy
Manager; Hechler Barbara
QOrganization; RECEIPT & CONTROL OPERATIONS

i
g, Going out-ofown on business, taking leave, or just need help in managing your routine HR work? Pick a Proxy lets you

designate someane toinifiate andfor approve actions on your behalf. You can assiogn one of more proxies and determing
the [ength of agsignment with Start and End dates. To stop the prowy agsignment early, change the End Date. Ifyou want

the nrowyto have the same capability 1o select a different approver, then leave the Roubing check box checked. If

unchecked, your prasy will only be akle to route 10 approvers you have desionated on your Workfow Prafile. Click Tel/Me

Movefor details.

First E w1013 Last

Celete

‘Name 'Proxy as (Role)

‘Start Date

‘End Date

Proxy Can

Change

Contact NamePhone for HR

D\ InitiatoriAnnrawer j

Delete

Q, [eParfwio Approv: "I

Anpraver
Initiator
InitiatorApnraer
ePerfApproval

ePertwio Approval

1200112006 [+

1032010 [+

101012006 [+

1032010 [+

Routing
2

J

b

-

Heckler Barbara 123-355-1234

Heckler Barbara 123-955-1234
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Initiating Personnel Actions

* Two types of Personnel Actions (PARS)
Initiated by a manager

— Position Related
— Non-Position Related

* Position related PARSs

— Affect an employee AND a position
— Are initiated by the GAINING manager
— Example: Reassignments and Promotions
* Non-position related PARs only affect the
employee
— Example: Suspension or Award.




Initiating a Position Related PAR

« Select Employee
« Select PAR action
* Do you want to use a Vacant Position?
—Yes
« Select vacant position from list
* [nitiate PAR
—No

« Select job code from Position Description (PD)
Library.

« HR Connect builds the position.
* Initiate PAR




Automatic Position Generation

« When a vacant position is not selected, the system
automatically generates a position when initiating
the following actions:

— Reassignment

— Change to Lower Grade

— Competitive Perm Promotion
— Temp Promotion

— Detall

 Positions are not generated by the system when
Initiating the following actions:

— Career Ladder Promotion
— Termination of Temp Promotion




Exercise 3
Manager Initiated PAR

Suspension



Exercise 3 Suspension

Employee Data/Personnel Actions

Name: Johnson James PD # 943264 Suspensmn
EmpliD: 155542
PositionTitle:  Tech Ady 65-0301-11 / 3 Name: Ainon,anes PD# 943264
Pasition Nbr: 5234236 EmplID: 35442
_ Description: Technical Advisor GS-0301-111 3
o, This infarmation reflects the most recent entries in HR Connect Ifthere is a discrepancy with any of the . §
S infarmation, please contact us. Toview historical information, click onthe HISTORY link. Toinitiate a Position Number: 5734235
personnel action reguest, click on one ofthe actions links on the right. Check the status of requests by
clicking the PENDING ACTION link Action Reason: Disciplinaty Action
POSITION INFORMATION Type of Suspension: |Suspension NTE Kl
Organization Code: .
e 1400013458 PERSONNEL ACTIONS Proposed Effective Date; euz0t (mrmiddi)
Organization RECEIPT & CONTROL OPERATIONS
Description: Promotion Proposed Not To Exceed Date: | ] {mmiddfy)
Supervisor of Record: 10015277 - Program Manager Temporary Promotion
Position Occupied: + inati i
| Competitive Termination of Ternporary Promotion Commentsinstructions:
Manager Level: 841l Other Positions Change to Lower Grade
Target Grade: 11 Channe in Duty Location
ﬁs e Exmpt Realionment Please provide the name and phane number of a person that HR may contact ifthey have any
OrK Schedule: _ i i . - . .
F-Full Time Reassiunment yuestions. You may also use this space to provide any addifional information
Weekly Duty Hours: 40 Change in Hours
Tenure: 1-Permanent Chandae in Wark Schedule Cortact Barbara Heckler at 123-555-1234 ﬂ
Sensiivity Level: 5-Moderate Risk Detail -
Bargaining Unit: 8845 Non-Bargaining Unit Tettriination of Detail
Work Location IRS SERVICE CENTER - OGDEN Leavs Wihout Pay NTE W“h””t Fay NTE Ta approve this action, selectthe next appropriate approver, then click SUBMIT
1160 1200 5 Edension
OGDEN, UT 54404-5402 Conversions Role Employee or Group Name
Return to Duty (LWOP )
Requesting Manager Heckler Barbara
& First Authorizer IBauhIe,Beﬂy 5 Q
EMPLOYMENT INFORMATION HISTORY |  Ratrernent
—‘LBaSE.Pa : §63638.00  Excludes Locality Tarmination € Second Authorizer | Q
Locality Pai; $7,585.00 %14.160 Backill  Third Aot Q
. . = ird Authorizer
Adjusted Base Pay: $61,234.00 Ermnergency Contact I

€ Human Resources



Exercise 3 — Suspension cont.

Type of Suspension: Suspension NTE
 Effective Date: Use default date
* Length: 1 Pay Period

« Comments: Employee is being suspended
because of repeatedly being late for work.
For further information, contact — Your
Name and Phone No.

- Routing: HR



POSITION INFORMATION

Organization Code:
Organization
Description:
Supervisor of Record:
Pasition Occupied:
Manager Level;
Target Grade:
FLSA:

Work Schedule:
Weekly Duty Hours:
Tenure:

Sensitivity Level:
Bargaining Unit:

Work Location:

EMPLOYMENT INFOEMATION

Base Pay:

Locality Pay:
Adjusted Base Pay:
Eetmaining GEO:
Other Pay:

Total Pay:

Conw to Career Due Dt

Years of Service:
Grade Entry Date:
Date Last WGl
Promotion NTE Date:

Appoimtment NTE Date:

First Start Date:

MSS — Pending Actions

400013456
RECEIPT & COMTROL OPERATIOMS

10015277 - Program Manager
Campetitive

8-All Other Positions

11

Exermpt

F-Full Tirme

40

1-Permanent

A-Moderate Risk

3883 - Mon-Bargaining Unit

IRS SERVICE CENTER - OGDEM
1160w 12005
OGDEM, UT 24404-5402

HISTORY

F53,639.00 Excludes Lacality
57.,5595.00 %14 160
561,234.00
F0.00 0.00 %
$0.00 0.000%
$61,234.00
22
Qar2rizo0s
04r2652009

03mManaar

PERSONNEL ACTIONS

Promaotion
Temparary Pramotion

Termination of Temporary Promotion
Change to Lower Grade
Change in Duty Location
Eealigniment
Eeassigniment

Change in Hours

Change in Work Schedule
Detail

Termination of Detail
Legve Without Pay MTE
Extension

Conversions

Eeturn to Duty (LWVOF)
Eeturn ta Duty (Othet
Suspensian

Retirerment

Termination

Backill

Emergency Sontact
EecruittRelocation Incentives
Phone Updates

FD Chandge
Awards
Individual Sash Avward
Individual Tirne Of
Foreign Languade (Law Enfarcerment
Duality Step Increase
Travel Savings Ihcentive (Gainsharing)

Fending Action{s)



MSS — Pending Actions

Pending personnel action list for  Johnson James asof 0BN4/2010

o, Towithdraw an action, click checkbox next to the action, then click WITHDRAW. ¥ou can
g anly withidrawe actions with Status of Requested, 1st Authorized, 2nd Authorized, 3rd
Authorized, or Mass Action Authorizer. Use CLEAR to uncheck all actions yau have

designated to withdraw.

Withdraw Initiated By  Description - Part 1 W Assigned To Department #;E::: Description
1 | Manager Suspension MNTE OB2052010  Ogd L 14000134586 OR/042010 InHR

Wiithdraw |

Clear I Baclk

STATUS DESCRIPTION
For definitions ofthe different status value =

Work in Progress Status

Feguested Action initiated in HRE Connect self-service
. Action approved by first level of management in HR Connect self-senvice and
1=t Autharized " )
awaiting next level of approval before farwarding to HR
. Action approved by second level of management in HR Connect selfservice
2nd Authorized = )
and awaiting next level of approval before forwarding to HR
) Action appraved by third level of management in HR Connect self-service
3rd Authorized = .
and awaiting next level of approval before forwarding to HR
Mass 5“‘”” Mass Action approved by management and forwarded to HR for rewiew
Authorizer
I HRE The action has heen received by HR far review
HR Frocessed  |HR has processed the action

Feturn |




Gaining Manager PARs

_[Manager] [HR] !'Empluf.ree] !'Report Output] [Eureau M:\intenance] [Pro:-c;r-croupﬁ [FMR Aat] [SEC] [Menu]

SEC Records Welcome o HR Connect- The HR and serices portal for Managers. It's easier for you ePerformance

Towview and update Separaling
Emploves Clearance records. b ePerformance

b SEC records People and Positions Create, maintain,

o manage your fearm with organized tools and resources to do vour job better.

and perform
View and update SEC records.

Yiew information on emplovess and positions routine
reporting to you. If infarmation below iz incormect, administrative
contact the Human Resources office of send an e- tasks on your
. miail using the link in the HR Gonnect Help bog, performance
Frofiles and Proxies documents.
b Workflow Profile Tainitiate a personnel action reguest, click an tha
St up your typical routing employees name, Learning & Development
profile.
¥ Pick a Proxy - The below links will connect you to your
[ ok e b .
Designale DN L . . organization's learning management
are or more
ofyour Other EMP'B?EEE
ermplovess

to initiate or Cther Bureau Employees

P, Initiate a position-related or award action on employvees outside your immediate
EtEhal arganization.
\ N\ Detalled Employees N _ / Treasury ELIS (IRs)
\ View employees detailed o your organizafion processed in HR Connect. Gov Online
HR Connect Help\ Expand to see details | Serves aghe Government-wide one-

k

N\ stop resource to obtain high guallty e-
HR Connect-2-Learn 'llahm_q \ Traisffg product and services.
Resource Center \ Other Employees o
e TS TR o ¥ M‘ﬂ Enforcement Training
offter helfl rasaurces mﬂ \ Other Burean Employees / Obtain s_kills and knowledge to meet
TR (P e Initiate 3 position-related or award action on employees outside your Immediate demanding challenges of 2 Federal

HR Connect functions \ organization. /7 I3 enforcement career




Exercise 4

Gaining Manager
Reassignment



Exercise 4
Gaining Manager - Reassignment

Personnel Action Request - Select Employee

r Personnel Actions Request - Select Type
¥ g To search for a specific emplovee, type the employes's last name and click SEARCH,

the other fields to refing your search. When you getthe search results, click on a nam

gelect . . , PO G4TROA
Wihen you enter Grade/ Occupational Series alane of one character in the LastiFirst Action For: Cuenca,Darin P
fmore fime to retum the resutis. EmpliD: 9667
Position Title: 1014
Last Name: |CUENCA ) Tec AdvEntInfrac Co GE-2010-14 16
Position Nbr: fi5395449
First Name: |Dﬂ*R|N

Pay Plan:

Occupational Series: | Q
Grade; I :l"

ﬁ
\ =gy Click on ane ofthe links to selectthe appronriate action.

Organization Name; | Q POSITION-RELATED

seanh | Ok | | Bak | Reassignment- Hew PD#
Search Resuts [Viewall  First [l or4 Y Last Reassionment- Same FO#
Employee Last Name Tite % Series Realignment
Cuenca Datin P Ter Adv EntInfrac Co G 10 Promation

Temporary Promation

Tetmingtion of Temporary Promation

Chande to Lowet Grade




Exercise 4 — cont.
Galning Manager - Reassignment

Vacant Position - Search

o, The Departtment ID (DeptlD) of the employvee's current position is shown in the DeptlD field below. If this is not
the DeptlD where the emplovee will be assigned, yvou will be required to enter either a new DeptlD OR the
Fosition Murmberyou want the employvee to he assigned to. Ifyou do not know the HR Connect DeptlD, wou can
find it by accessing the Org Crosswalk Report at;
hitpipersinfosweh.irs. gowirswt.htm

The repart provides a crosswalk hetween the HR Connect Department D, the MFC Org Level Codes, and the
TAPS Code.

DeptiD: |1 100013968 O (See note ahove)

Pay Plan: I LI
COccupational Series: I Q
Grade: I_L‘

Job Code: | Q

Position Number: I

Search | pack | [Personnel Actions - Vacant Positions

x L_ﬂ This page allows you to wiewe your current appraved vacancies. Click an the Position # below to
perform an action on avacant position. To see the full text of major duties and responsibilities, click on
“Wiew PO, Ifthere is novacant position that meets your needs, click on the link at the bottom of the

page to search the PD library for the appropriate position description.

e Al First E 1-6af B |I| Last

Position S Pay o _ ]
Description # Position # PlanSeries/Grade ~2Si10 THE Major Duties

Organizational Location:

O7060A  FSBO1579 65020305 Employes Account Rep ggmgzﬂd;ﬁn‘laﬁw View PD

Position Information Barg




Exercise 4 — cont.
Gaining Manager - Reassignment

Reassignment

Name: Cuenca,Darin P PD#  94760A
EmpliD: 38663

Description: Infarmation Technology Special GS-2210- 47 B
Position Number: £5395479

Action Reason: Manager Request

|n‘m gizo10 [z

BEE01574
Proposed Grade: 0a

Proposed Position Title:

Proposed Effective Date
Proposed Position Number:

Emplovee Account Rep

(mrmiddinand)

<@==== [0 portion

Commentsinstructions:

Proposed Department: |EAR LMIT 2-1100013102

Please provide the name and phone number of a person that HR may contact ifthey have any

State: [UT- Utah

guestions. You may also use this space to pravide any additional information. Indicate the Position

City:

[OGDEN
Building Location:

Contact Hana,Dauneen K at 1231 23-1234.

IUTDDSE - IRS SERVICE CENTER - OGDEMN-1160'W 1200 5

mumhberthat this employee is to accupy ifitis known.
F
w

Manager Name: Hana Dauneen K

Manager Position Number:

65516508 QU supy HUMA

To approve this action, select the next appropriate approver, then click SUBMIT.

Role Employee or Group Name

Reguesting Manager Hana,Dauneen k

Bottom portion s>

{* First Authorizer |HA\-"ACO Q,
" Second Authorizer |PEARSON aQ,
" Thir |HANNASTOWN Q,

" Human Resources

| certify that this is an accurate staterment of the major duties and responsibilities ofthis position and its
arganizational relationships, and that the position is necessany to carry out Government functions far

which | am responsible. This cedification is made with the knowledage that this information is o he used
for statutory purposes relating to appointment and payment of public funds, and that false or misleading

statements may constitute violations of such statutes or their implementing regulations.

Submit Back

? Have a guestion? Send an E-rnail.




Requesting New Positions and Job Codes

 Managers can use HR Connect to

— Initiate classification requests, which is the
establishment of a new position description
(PD)/Job Code.

* In HR Connect, position descriptions (PD) are referred
to as Job Codes.

* In NFC, Job Codes are called Master Records.

— Request the establishment of individual
positions.

— Initiate recruitment actions for new or existing
vacancies.




MSS Position Management

Flow Chart

Position Management Workflow

Authority to Fill
PD Library
Use Existing PD Mﬂdifvpixisting Draft New PD
Position Request Position Request Job Code Request
Generated Generated Generated

Evaluate Need for New
Job Code




Job Code Reqguest




Job Code Request

People and Positians

Yiew infarmation on employees and positions
reporing to you. If information below is incorrect,
contactthe Human Resaources office or send an e-
mail using the link in the HRE Connect Help bosx.

To initiate a personnel action reguest, click an the
employee's name.

Manager: Hana Dauneen k

Organization: EAR UNIT 2

Employee Name Position Title Sub
Bagdad,Lisa A Hr Res Asst
Dinuba,Julie | Hr Res Asst

= Subordinate Employees
Search for or initiate an action on an employee not listed as a direct report ab

= Detailed Employees
Wiew ermployees detailed to vour organization processed in HR Connect.

Other Bureau Employees
Initiate a position-related or award action on employees outside your immedis
organization.

Expanid to see details

Vacant Positions
Wie i

Establish New Position
Request a new position to be added to your organization.

=
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Position Description - Search

iy, Use HR Connect's Position Description (PD) Library to save time! The library containg hundreds of officially
classified position descriptions that can he used for a variety of personnel actions, including recruitment and

promations.,

This screenwill allow you to search for Treasun=wide standard, classified PDs and bureau-specific positions
that contain text descriptions of major duties availahle far review in HRE Connect. Certain bureau positions will not
have the text available and may require that you contactyour HR office to verify the duties.

To heginyour search, verify the checkhoxes for the Position Library desighated, enter one or more ofthe
elements below, and click SEARCH. Ifyou already know the Position Description #, enter the number, select all

checkboxes under Position Library and click SEARCH.
I¥ Bureau - withtext ¥ Bureau - without text

[

I™ Treasury

Pay Plan: I
Occupational Series: |UE'72 Q

IEIB 'l

'E)sition Title: |

Position Description & I

Clear |

Position Library:

Grade:

Kewwards:

Search | Back |




Job Code Request

Position Description Library - Results

m Click on the position title to select the position to be used. To see the full text of major duties and responsihilities, click
- an "Wiew FD". Position Descriptions identified as "Treasun are standardized positions that can be used in any

Treasury bureau.

Lpto 258 entries at atime are displayed. Ifthere are more than 259, click VIEW ALL or use the search results arroves on
the title bar.

There are no matching Position Descriptions. Please maodify yvour search ar click here to establish a new pasition.

Backta Search




Job Code Reqguest

Position Description Library - Request Position Description

To create a new position description for use in your organization, complete the infarmation below, Your nes
position description must he revieswed and classified by an HR Specialist. Mot using a pre-classified standard
position from the Position Description Likrany will significantly increase the time it will take to finalize the
classification and to fill the position. You may cut and paste text into Proposed Major Duties and
Competencies. Once yvour HR office has approved the position description, you will he notified by e-mail to

recruit for this position.

Position Title: |ﬂngerprint specialists
Pay Plan: |GE- General Schedule ;l
Occupational Series: I':”:'T2 Q

Fingerprint identification
Graie: 06 =

Proposed Major Duties and Competencies:

Comments and additional instructions for HR:

E-Mail Notification:

Enteryour supervisoris) e-mail address to notify them of your new regquest.
Separate multinle e-mail addresses with a comma.

Submit Cancel




Job Code Request

Microsoft Internet Explorer X|

3 Thank you for using HR. Connect, Your Jobcode Request has been forwarded to HR for review,
. Your reguest number is 10780,




Exercise 5

Position Request/Recruit Request



Exercise 5
Position Request/Recruit Request

Vacant Positions
Wig nsifions and begin recruiting.

Establish Hew Position
equest a new position to be added to yvour organizatio

Position Description - Search

qfag:._,h Uze HR Connect's Fosition Description (PO Likrary to save time! The library containg hundreds of officially
classified position descriptions that can be used for a variety of personnel actions, including recruitment and
promaotions.

This screen will allow you to search for Treasun-wide standard, classified PDs and bureau-specific positions
that contain text descriptions of major duties available for review in HR Connect. Certain bureau positions will not
hawe the text available and may require that vou contact yvour HR office to verify the duties.

To begin your search, verify the checkboxes for the Position Library designated, enter one or more of the
elements below, and click SEARCH. Ifyou already knowe the Paosition Description #, enter the number, select all

checkboxes under Position Library and click SEARCH.

Position Library: [T Treaswry ¥ Bureau - withtext ¥ Bureau - without text
Pay Plan: | LI

Occupational Series: IUQU3 Q

Grade: 06 =

Position Title: |

Position Description #: |

Keywords: I
Search | Clear | Back




Exercise 5 - cont.
Position Request/Recruit Request

Position Description Library - Results
i, Click on the position title to select the position to be used. To see the full text of major duties and responsikilities, click
S on "Yiew PD". Position Descriptions identified as "Treasun® are standardized positions that can be used in any
Treasuny bureau.

Ll to 25 entries at a time are displayed. Ifthere are more than 29, click WIEW ALL ar use the search results arrows an
the title bar.

First E 1-19 of 19 E' Last

Cdficial Position Title E_—?;’i] Series Grade Major Dities & Responsibilities
2rganizational Title: Employee Account Representative Organizational Location
1 HrRes Assl & L2 o Agency-Wide Shared Services, Payroll Office Transactional Processing B
. - Drganizational Location: Servicewide Remarks: Incumbent must maintain
< HRA (F ingerprinting) G3 0203 0B fingerprint cedification under Homeland Security Presidential Order#12. 11/
3 Hr Asst (0a) Gg 0703 06 INTROQDUCTION The position is established to provide clerical, administrative,

and limited technical supportto personnel engaged in recruitment & plac

a| |




Exercise 5 — cont.
Position Request/Recruit Request

¥ Use this Position Description for my new position.

" Maodify this Posttion Description for my new position.

The Position Description | need is not here...click here.

[ et Back Cancel

(" Add this Position and recruit now.

. Forward my request to human resources, return to my MANAGER HOMEPAGE, and recruit later.

sSubmit Back Cancel




Exercise 5 — cont.
Position Request/Recruit Request

Power Recruiting Effective Date: 07/18/2010

[ S ‘Welcome to HR Connect's joh requisition site. By using the job request wizard, you will

provide your HR specialist with the ability to take your recruiting efforts to a higher level and
find the talent you need ta fill yvaur job. Maostfields are not required; however, keep in mind
that the mare infarmation yau provide to HRE at this time, the mare efficiently they will he
ahle to meetyour needs. Once you submit your recruitment request, yvou will not be able ta
rmodify ar review it at a later date.

FPlease use this wizard only for positions that you are authorized to

recruit.
Pasition Title:  Human Res Asst Pay Plan-Series-Grade: G5-0203-08
Request #: 121371
Choose Advertising Area:
Division 0 Departmentidgency  © Opento Everyone O
Bureau *  Federal Government

Commuting Area:
Local o Matinmwide [

Choose Advertising Duration:
Mormal O Extended o Lnknown “
Appointment:

Regular @ Temparary 0 Length oftemparary appaintment; I

Work Schedule:

F-Full Tirne |

Shift Work?:
Yes [ Mo [

Additional shift infarmation:

Moving Expenses:
Will Be Paid Will hat Be Paid "

Check if this position involves travel: [~ “Trawvel nights per month; | Mot atall ;l

Mext

Cancel |



Customer Assistance Practice




Manager Self Service - Review

 What does MSS stand for?

~» What links People and Positions?




Questions & Answers
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