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CHAPTER 1: INTRODUCTION

1.1 OVERVIEW

First and foremost, this is a User Guide, and not a Technical Manual. As such, this document will
focus on procedures within the system but will not cover, in detail, professional HR practices
and policies or underlying system mechanics. This guide is organized by both system
functionality and user role, and its primary purpose is to provide the average user with the
information and instruction (about core functionality) necessary to conduct actions within HR
Connect.

1.2 FUNCTIONS

HR Connect is a web based application that enables human resource professionals, managers,
and employees to more efficiently and easily manage HR processes within their organization.

As previously stated, this guide is focused on core functionality. Core functionality is defined as
any system component in use by a majority, or near majority, of HR Connect customer
organizations.

The following is considered to be core functionality, and therefore is included in this document:

e Basic Role Functionality
e Employee Self Service (ESS)
e Manager Self Service (MSS)
e Human Resources Self Service (HRSS)
e Position Management
e Recruitment
e Labor Relations
e Personnel Action Requests (e.g., Hiring, Promotion, Detail, etc.)
e Payroll
e FAIR Act
e Performance Management (e-Performance)
e Reporting Tools

Walkthroughs are provided for the above functionality whenever possible. It should be noted
that while organizations may share functionality, the specific steps may differ slightly based on
how the system has been customized for your organization. Additionally, your access to
functionality in HR Connect is heavily dependent on your role within the system.
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1.3 ROLES

While user roles may be customized to suit your organization’s needs, the primary roles
available are Employee Self Service (ESS), Manager Self Service (MSS), and Human Resources
Self Service (HRSS).

EMPLOYEE SELF SERVICE (ESS)

ESS users have the lowest level of access within the system. They will only be able to initiate
actions and view information relating to their own accounts. ESS users are able to initiate Data
Change, Retirement, and Resignation actions.

MANAGER SELF SERVICE (MSS)

MSS users have the capability to perform actions on subordinates. While primarily actions will
be taken on direct reports, HR Connect includes functionality for MSS users to initiate actions
on other subordinates (including detailed employees). While an MSS user may initiate actions
on other individuals, an MSS user is unable to make that action effective without the approval
of an HRSS user.

HUMAN RESOURCES SELF SERVICE (HRSS)

HRSS users have the most access to HR Connect functionality. An HRSS user can initiate,
authorize, and process personnel actions. An HRSS user also has access to the Back End of HR
Connect where a user may manually locate and edit an employee’s record. For more
information about each roles functionality, consult the ESS, MSS, and HRSS chapters
respectively.

1.4 USING THE USER GUIDE

This document is intended to be a user friendly guide, enabling users to easly locate and
acquire information needed to successfully complete tasks in HR Connect. In addition, the
document was designed to be easily accessible and 508 compliant. All of the styles which are
used are for the purpose of making the document user friendly.

Sections and topics have been organized in a logical progression (e.g., general background
information followed by more specific information and detailed instruction), while screenshots
and other graphics have been labeled and organized to further clarify the text. The User Guide
is also designed so that individual sections can function as separate documents. As a result,
references between sections are used sparingly.

To easily navigate through the document, each page includes a link back to the Table of
Contents. This link is located on the left side of each page’s footer. Selecting the Table of
Contents link will take you to the Table of Contents.

|
Table of Contents «

Chapter 1 Figure 1: Table of Contents Link

Whenever possible, this document makes use of both screenshots and text to describe system
components. All screenshots include a caption (see above) and alternative text (viewable only

Table of Contents December 11, 2012 Page 2 of 277




HR Connect User Guide

in electronic form). When necessary, screenshots may also include instructional or
informational callouts.

Orange text indicates descriptive, non-instructional, information. To draw attention to
information in a screenshot, an orange box will be used to highlight the necessary region or
field. In addition, orange lettered callouts are used to match the highlighted area to its
corresponding orange text (see below).

| )|

Chapter 1 Figure 2: Sample Informational Box & Callout

A. Informational- This information is descriptive but is not presented in a step-by-step
order. In practice, these callouts are commonly used to highlight additional
information or to provide context for instructional callouts.

Alternatively, blue text is used to identify instructional information. Blue text indicates that an
action is required on your part. Instructional information is often presented in walkthroughs,
which present step-by-step instruction numerically (see below).

1. Instructions are presented as a number list. If a named field is included in a step AND
requires input, it will be presented with instructional blue text.

2. If a page or field are referenced, but do not require input, they will be presented in bold
text.

o I

Chapter 1 Figure 3: Sample Instructional Box & Callout

Additionally, walkthroughs will also include a navigation path to assist users in locating the
action’s starting page:

Manager tab>People and Positions pagelet>Employee Name link>Employee Data page
1. The above navigation path indicates that, starting on the Manager tab, you locate

the People and Positions pagelet and select the employee’s name which will take
you to the Employee Data page.
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CHAPTER 2. ACCESSING HR CONNECT

To log in to HR Connect, use your browser to navigate to http://www.hrconnect.treas.gov. This
will open the HR Connect Login page:

Special Announcements a 3 HR Connect Features G

Welcome to HR Connect Login

[What's New

R Connect 0ots 3 Resh naw 100l Take
2 100k Ingi0e, you't S8 fing Ml tne

B atures and funcSons Mat you Cumently
50, DU HOW WEW SOSANTHd Tham
DAD WiEh yOU - T wa et in rend Ocr
w00k (5 Just e Segnning. We'R
ERE0 YU SOSHG Whan we make
230B0a3! enhancements to MR Connect
M3t wil helo you Stay connecied 1o a8
yout Daneits ¥ong with Relging you
MINAPE pour Carese

JEmergency Contact Information
Have yOu 30300LOAMNT your
ARI0NcY CONACT INSmaaton in HR
Connect? MR Connect is the ofical

£ 0SOSR00Y Tof 4MEIDINCY CONaCt
nfoeenation. Everytns i strongly

o D03 5 4nsute Info i
Custent 30G 2ccurats. Whan you login,
use e Ergioyee Seil-Sersce My
Information ik 10 upaate Esnergency
Contacts

Privacy aad Security Policy

HR Conmact is 3 word-class human

resources system, owned and cperated By the

US Degpartment of the Treasury

L NI e

Faceral Stadste 18 USC 1000 This system is
— $2¢ OBCM Use Only and suSject 1 mondtonng

Vi 90 Des. I you reached is system in etror,
- DML B3 CONNC How

Enter your user ID or e-Mail address and password 10 get
connected:

User 1x = New 1o HR Connect

Sell Service?
o Sian up now!
o Forpet your user iD or
password?
Chck Hore
o Need i change your
passwoid?
Chck Hore

full o Mal address: |
Password:

Z8A

e For Employees
Parform f3st 303 633y UPAates 1 your]
PO IAOIMASOn A0 iew your
Benetes

o For Masagers

SuOmE parsonnel actions cokne
A20g Wit Managing yout people andll
positons. Otain repons 10 help maky
SEMNOIC decisicas

» Take 8 jock 2t Manaper Seir
Service

For MR Consultasts

Review your vacancy amnouncements
and prist pOSBoN JeSCTIpEOns

s Find oul moce...

» View FAQs aboet HR Coanect

HR Connect-2-Learn

s Enbance your knowdedge!
u  SUengihen your shily!

e Bulld your competoacies!
Find out more...
» Nowr HR Consect Cosrses

Chapter 2 Figure 4: HR Connect Login Screen

The HR Connect Login page consists of 3 columns:

A. Special Announcements- The special announcements pagelet presents HR
Connect news and notices.

B. Welcome to HR Connect Login- The welcome pagelet includes the system login
fields as well as sign up, retrieve user ID/password, and change password links.

C. HR Connect Features- The features pagelet includes resources outlining HR
Connect functionality for existing and prospective users.
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2.1 LOGGING IN
Enter your User ID or Full E-Mail Address in the provided field.
1. Enter your Password in the field provided.

2. Select the Sign In button. (This will direct you to the HR Connect main page.)

Enter your user ID or e-Mail address and password to get
connected:

User ID: s Newto HR Connect

Self Service?
-0r - Sign up now!
s ForgotyouruseriD or

password?
Click Here

Need to change your
password?
Click Here

Full e-Mail address:

Password:

i

Chapter 2 Figure 5: HR Connect Login 2

2.2 FORGOT USER NAME OR PASSWORD

If you should forget your User Name or Password, use your browser to navigate to
http://www.hrconnect.treas.gov, and perform the following steps:

1. Underneath Forgot your user ID or password?, select the Click Here link. This will
take you to the Forgot User Name Or Password Verification page.

s Newto HR Connect
Self Sevice?
-or - Sian up now!

s ForgotyouruseriD or

T

Sign In = Need to change your
password')

Click Here

Chapter 2 Figure 6: Forgot User Name or Password
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2. Enter your Official Business E-mail Address in the field provided.
3. Enter your Social Security Number in the field provided.
4. Enter your Last Name in the field provided.
5. Enter your Temporary Registration PIN in the field provided.
6. Select the Submit button.
HR Conneet
(1) Verdyidentty

Enter the following data, which will enable us to validate your identity.
Click SUBMIT to continue to the next page. For a summary of steps

involved in the authentication process, click here .

Official Business E-mail Address

Social Security Number: Eﬂ 123456789, no spaces of dashes)

Last Mame: | \h § (as it appears on your eamngs statement)

@ Establish Registration PIN

Create your Temporary Registration Personal Identification Number (PIN). This PIN
must be 4 or more numbers with no letters. The PIN must not start with a zero (D).

Temporary Registration H":d{i_g. 1234)

NOTE:

will use the Temporary Registration PIN in the next part of the registration process.
is the only time the PIN will be used. Do not reuse this PIN,
will receive an emall momentarily describing the next step.

2

Chapter 2 Figure 7: Forgot User Name or Password

2.3 CHANGING YOUR PASSWORD

If you need to change your Password, use your browser to navigate to
http://www.hrconnect.treas.gov, and perform the following steps:
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1. Underneath Need to change your password?, select the Click Here link. This will
take you to the Change Your Password page:

s New to HR Connect
Self Service?
<O - Sian up now!
s ForgotyouruseriD or
DGSSWOTG?
Click Here
| Signin | = Need to change your
[Cici tero Y

Chapter 2 Figure 8: Change Your Password Step 1

2. Enter your user ID in the Userld field.
3. Enter your Current Password in the field provided.

4. Select the Submit button.

CHANGE YOUR PASSWORD

Welcome to the Change Password page. This page requires you to know your
userid and the password you have been using. Remember that your new

password is case sensilive and must be at least 8 characters - with at least one
letter,one number, and one special character (for example: | @ # $ % " & 7).

Userid: (1 gy = —
I L2 n 2]

Current Passwggd:

Chapter 2 Figure 9: Change Your Password Step 2
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2.4 SIGNING OUT

To logout of HR Connect:

48 N8 HR Connect

\ your onling connNaction to human rosourcos

o
= A L( Home |m«mrwomﬂ | ContactUs

Figure 10: The HR Connect Banner

Select the Sign out link in the HR Connect Banner. This will direct you to the logout
confirmation page:

Thank you for using HR Connect! We appreciate your using Treasury's state-of-
the-art human resources system.

Please remember to close your Internet browser by clicking the "x" at the top
right hand corner of your screen..

Chapter 2 Figure 11: Sign Out Confirmation Page
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CHAPTER 3: FEATURES

3.1 OVERVIEW

In HR Connect, there are a variety of features which can help users to more efficiently navigate

and use the system. The following provides specific details as to the location and use of these
features.

3.2 MENU SEARCH

The HR Connect System Menu contains a Search Tool, which allows you to search for items
within HR Connect. To conduct a search in the HR Connect System:

1. On the Back End Menu, enter your search criteria in the Search field.

2. Select the Double Arrow button to the right of the Search field.

Chapter 3 Figure 12: Menu Search Tool

If the search returns more than twenty five results, you can navigate between pages by

selecting Next>> or narrow down the results by refining your terms and selecting Search Within
Results.

After completing a search, the Search Results will display.

Search

Enter search keywords separated by a space. Use quates far any phrases. For example: Cities
Counfries "United States’

@ New Search Search Within Results
HR ﬂl Cusiomize Seffings h Ti
Hi mimari Mext ==

Search Resulls
1 Self Senvice Comparigo no

Click here o view different types of sell sendce actions available in HR Connect and other 9
online HR. syslems.

Homes=Treasury HR Connect - Hidden=HR Connect External Links=Sell Service Enmmnne
Chapter 3 Figure 13: Menu Search Results Page

A. Search Result- A hyperlink to the found search item.

B. Brief Descriptive Summary- A short synopsis of the search results.

C. Navigation Path- The path necessary to navigate to that result from the home
page.

To further customize your search results, select the Customize Settings link. From there, you
can determine whether or not summaries should be displayed, as well as the number of results

(10, 25, or 50) that should be displayed per page. For additional search advice, you can select
the Search Tips link.
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3.3 My FAVORITES

HR Connect system allows you to bookmark important pages in the My Favorites section of the
menu. Once bookmarked, these Favorites can also be edited and placed in a different order.

ADDING A FAVORITE

Favorites can either be added using the HR Connect Banner or the Back End Menu. These two
methods are detailed in the following walkthrough:

Method 1:

1. (Using the Banner): After you have navigated to the page or folder that you wish to
save as a favorite, in the Banner, select the Add to Favorites link. (Skip to Step 4).

HR Connect

your online connection to human resources

Home | Sign out | Edd to Favorites|| Contact Us

Chapter 3 Figure 14: Banner Add To Favorites Link

Method 2:
1. (Using the Back End Menu): On the Menu tab, select the My Favorites menu.
2. (Using the Back End Menu): Select the Add to Favorites link.

Menu 2 8
Search:

=~ Job Codes

- to Favorite

Chapter 3 Figure 15: Back End Menu My Favorites

3. Onthe Add to Favorites page, enter a description (no more than 30 characters) in
the Description field.

Note: The description entered will become the title of the page in your My Favorites
menu.

4. Select the OK button.

Add to Favorites

Please Enter a Unigue Description for this Favorite a

FDescription: |Position Table [ |
4
Cancel ]
Chapter 3 Figure 16: Add To Favorites
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EDITING/REORDERING/DELETING A FAVORITE

To edit, reorder, and/or delete a favorite:
1. Onthe Menu tab, select the My Favorites menu.

2. Select the Edit Favorites link.

ites]
Edit Favortes]

Chapter 3 Figure 17: Back End Menu My Favorites

3. (Torename your favorite): Modify the text in the Favorite field.

4. (Toreorder your favorites): Modify the Sequence numbers. Lower sequence
numbers will be ordered higher in the list.

5. (To delete a favorite): Select the Delete button corresponding to the desired
favorite.

Edit Favorites

Click Ihe Save bulton ater editing or deleting favorites,

* Favorites Customize | Fing | B First 4] 1.3 or3 M Last

"Favorite uence numbar
HR Processing

Lieo Codes 1 |

Position Table L

Chapter 3 Figure 18: Edit Favorites Page

3.4 LOOKUP

The Lookup feature in HRConnect allows users to input data. Fields with the Lookup feature are
accompanied by a magnifying glass icon. The Lookup provides a list of form data that may be
entered into its corresponding field.

To lookup form data:
1. Select the Lookup icon.

*Action: o7 G hta cno

Chapter 3 Figure 19: Magnifying Glass / Lookup Icon

Note: After selecting the lookup you will either be required to search for relevant data
or select from a short list.
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2. (Optional): Enter relevant search criteria.
3. (Optional): Select the Look Up button.

4. Select the desired item from the list. (You will be taken back to the field, which is
now filled with data from the item you selected).

Look Up NOA Code

Action: DTA
Mature of Action Code: beqgins with - ‘h

Look Up Clear | Cancel |E;35ic|_[|ukug

Search Results

:-1_ 1-24 of 24 _|-_'
A e De piiG E [ [ L
Fd EE“H”Hﬁ”EE NTE ';E'li"k;'
755 Exception to RIF Release (blank)
780 Name Chq from (blank)

Chapter 3 Figure 20: Search Results Page (Lookup)

3.5 GLOBAL TABLE FUNCTIONS

Most tables in HR Connect contain the functions detailed below.

Chapter 3 Figure 21: Global Table Functions

A. Collapse/Expand- Selecting the downward facing arrow causes the table to minimize
and display only the blue header row. Once collapsed, the arrow will point upwards.
Selecting it again will cause the table to reappear.

B. Table Customization- Reorganize, freeze/unfreeze (lock/unlock), and hide/unhide
table columns.

C. Find- This opens an Explorer User Prompt which will allow you to conduct a general
search of fields that are visible within the table.

D. View All- By default, HR Connect displays only thirty rows of data at a time, not
including the header or title rows. To reveal all rows, select the View All link.

E. Download- This icon opens a File Download prompt that will ask .

F. Next/Previous Page- To navigate to the first page select the First link. To navigate to
the previous or next page select the left and right arrow buttons respectively. To
navigate to the last page select the Last link.
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3.6 OPENING A DUPLICATE WINDOW

HR Connect includes a feather that allows users to generate a duplicate window or copy the
page’s http address. This allows for easier navigation when jumping between pages. Be
cautious when working in duplicate windows as changes to one window may influence another.

To open a duplicate window or copy it’s http address:

1. (To open a duplicate window): Select the New Window link. This will open a
duplicate window for the page you are currently on.

2. (To copy the http address): Select the http icon. This will automatically copy the
page’s http address to your computer’s clipboard.

M \Window

Hire Employee USF

[ Adda New Value |

EmpliD:

Empl Rcd Nbr:

_re |

Chapter 3 Figure 22: New Page & HTTP Links
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CHAPTER 4. NAVIGATION

This section provides a basic overview of navigational terminology and system components as
well as walkthroughs on how to navigate HR Connect. It should be noted that not all users will
be able to view and access the same content. What you can or cannot see will be determined
by the role assigned to your user account.

4.1 HOME PAGE

The main page is the first screen available to you upon logging into the system. It includes all of
the tabs available as part of your role, the system banner, and all work area pagelets visible
within each tab. Pagelets are HR Connect components that provide access to topically specific
information or an application.

After successfully logging into HR Connect, you will be automatically directed to your home tab
on the main page. Your home tab is the default tab associated with your role. For example, if
you are a Manager your home tab will be the Manager tab.

These components are visually identified below:

HR Connect

“ YOUT ONING CONMOCTIN 10 NUMAN 1OS0UICOS

T

Manager HR| | Employee | | Report Output| | Bureau Maintenance | | Proxy/Group| | FAIR Act| | sEC| [ Menu

Home | Signout | Add to Favorites b Contact Us

SEC Records Weicome 10 HR Connect - The HR and services ponal for Managers. It's easser for you 1o Performance
MANBOe YOur 18am with Orgarszed 10ClS And resSOuces 1o 8o your b better
To view and update Separating .
Employee Clearance records (';:::"“"“;"
» SEC ::,m S People and Positions anao&v'a“-m‘rm'm =
View sformanon on employees and postons admenstrative tasks
Pagelet reporting 10 you If ndormnaticn below i incorrect, on your ‘
contact the Human Resources ofce or send an e- z""‘“"“" [
mad useng the ik 0 the HR Connact Help box , uments .
Profiles and Proxies ‘ =
To intiate & personnel action request, chck on the Bary Y ST
> Workdfiow Profile ; Y Learning & Development
Set up your bypical fouting profile employes’s nane. _ -?, g P
»  Pick a Proxy - - The bekre ks will CONNECE you 10 your
Desgrate o CEGANZILCA'S Warneng manmgernent
one of more sysu-m s homepage:
:'ny::wes : Manager: Hardenville Rebecca A LeamATE
o
e of Organization: TECHNICAL SUPPORT SECTION - OG * GAO Leaming
approve Center
acbons on Employee Name Position Title Sub Org * HUDHW
o * Subordinate Employees * Treasury TLMS
Search for or titte an Achion On an employee Not kstod as & drect repon above {nondRS)
* Treasury ELMS (IRS)
* Detalled Employees N
HR Connect H.lp View empioyees detaded 10 your erganzation processed in HR Connect Oor IHL.;:;W(-: ernmert-wide one-

* MR Connect-2-Learn Training
Resource Center

S%0p resource 1o obtain high quaity e

Expand to see details ] Traning product and services

Tres center offers lnarnng and ¥ Law Enforcement Training
other helplid resources 1o suppon Other Employees Otrpn skits and knowhedoe 1o
you i completing mast HR m-qmmuafmuw
Cannect functions Other Bureau Employees erforcement career
Intine 8 posBon-relatod of award Hction 0N eMEIoYees SRS YOur TFmediato
¥ you are unable %0 find & tool of orgaNZabOn ¥ Treasury Executive Institute
reSOUce 8nd are interested in Otters learmang opponundes 16 meet
franng contact us, Positions noeds of the Depatment’s senor
exncutves
Vacant Positions * Graduate School
View vacant postons and Degn recnatng Provdes career-related courses from
Last Login Establish New Position ::Gov«mwi 'S CONtIraang oducation
Your last successful login was MAR Regquest a new poson o be added 10 your organzaton A0
26, 2012 1028 am. There have
been 0 unsuccesstul logns since Mass Actions
= -
Worklist To mtiste the same acton for a group of
2 .8 el Cusrently there are no Rems in your workist mf’ YN0, U8 90 FTINES fved

Chapter 4 Figure 23: Main Page
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The following sections provide more detailed information concerning these system
components.

4.2 THE BANNER

The system banner is located at the top of the page, regardless of what tab or page you’re on. It
can be used as a tool for easy navigation back to your home tab or out of the system

., 48 b8 HR Connect

\  your online coconon t an rosour
L( Home | Signout | Addto Favorites | ContactUs

Chapter 4 Figure 24: The Banner

Home- Return to your default home page.

Sign Out- Logout from HR Connect.

Add to Favorites- Bookmark a page by adding it to your favorites.

Contact Us- Get contact information for individuals who can answer HR Connect
questions.

4.3 TABS

System tabs can be used to easily navigate between work areas. Selecting a tab will allow
access to the work area associated with that tab, and all of its functional pagelets therein.
While all available tabs are discussed below, not all may be visible from your main page. Access
to certain tabs is limited by your role within the system.

‘ ’Eggnr HR] IEmgyae] [Repnrﬁlutput] [Buraau I'I.Entenanne] [meyﬁrnup] ﬁgm %] I/Mgﬂ

Chapter 4 Figure 25: Main Tabs

on®»

Manager- Access tools for team management.

HR- Access tools for most Human Resources functions.

Employee- Employees can manage their career & personal benefits information.
Report Output- Display & print HR Connect reports.

Bureau Maintenance- Create & maintain specifics related to HR workflows, user
maintenance, HR & MSS groups, as well as MUM.

Proxy Group- View, change, or authorize actions from Manager’s Worklist

Fair Act- View information & reports relating to the FAIR Act.

SEC- View, maintain, & process SEC records.

Menu- Access the Back End Menu Pagelet & Navigation Browser.

moow»

~TZom
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MANAGER TAB

The Manager tab allows access to pagelets whose functionality involves employee, position,
workflow, and proxy management. The Manager tab also includes access to ePerformance and
your personal worklist. The Manager tab is divided into 3 columns:

[ Manoger | [MR] | Empicyee | Rapert Ovtout] [ Promy o] [FAR Act] [Merrs] Q
Rocords ke 1 MR Comwat - Tha MR st sevwinn potel b Managers 15 cane b you e pPertoemance
&

O T S e T N AR O s 8 bt
& wew and pite Sepwrrng

Cmphoyse Camrce reconts PeAamance
¥ S2Covcorn :?v\--m-.
View and spdate SEC moontn.
fww b g n et N prE O ety | ' v :—ﬁ—u»"
b you ¥ ehomanon beice I8 ACEredt, Cotact Be YU e
Buman Hansurcen ofice or send an o sl wnng e Socunanhs
b e P Commact Pl Bae ’
Profiles and Proxies
o ntiate 3 penael acten gt Cick wa Do A LT &N
b P Postie
C— I L earning & Development
et op yous Hypscaf wating prolie ~oyees rame j— AT
PPk e Py - - e e Dot teikn wil Commect you bo your
ammdan. | ]
e o more 2 vy Ny
o oo s Manager: Garmmon Kambery 5 o Loarndlf
vy e . < "
PR zation: TECHNCAL SUFPORT SECTION . AU . (G‘A)l-c-hq
Ay —_—
i o . oY
vou behat | Eppatein. Toresn & | PUMAN RESOURCES SPEGLST INO * Treasery TLUS
Fishapt oo W | riuman Ressurces Assatant o 15}
Fortviie Fuste X " Ast Bl . :;-v"lﬂ
MR Connect Help ¥ o Aasgient & " dosyy Ao
P W Commoct 2 Loarn Troining Fustniione 3 Lo Taves in B Gomrmment wedn sme 240
p "’ Gakasia Yoimiaety & P Paancrt ot -»«‘.:‘:::pmonw‘
D Comtar #iors inarmung ond | Gasavelivy Debbio A 1 P\ Mp Spo! .' ‘ <
Wt Mg se it 10 bt | G Rchars € . Aust ) ;’M‘u‘—: oty ...
 cbobwama s Geldoonatomee®  [lswhAuw 00000 Semardieng e o o F oders e
x [ > Aart B et st v
¥ yo e wmatie b B 0 bl o0 b= 2
e o o teevied - Pevrcsnldoa L L " At ravry Usecetve lnsinss
e e [T} | P Resmncot Spud z‘.‘ """"‘"""""
wvanavitie Soyie J | A B9 Phtterietg
Seduw dnsie | wpioyees (o otuate Sitund
R e e P ) FO0eten Cve Wl pd Coriet Tom De
Last Login o mert § COrtmang O £0n
Your it s oschd g wes FED Ootaliod Cmphoyors rvtson
0. 2017 0% N p . Thaw b been View anglogees Srtaled 30 your SgEnanon paceieed n MR Camect
3 urssccenshd logrs sece
LTI 08 51 4 m RO Eapand b see dotats | plass Acsoes
ST am, BRI EROS am
e T Y o L
o amghoyees. wie Do Buet SR
(Wt Pre by | mphryens s
Privacy and Secwin Policy Iwe 8 gt rigted v Buerd e o mgheyres hbele yoe ee—hale Usw Aok
- e pmty e b g o emybrgres

Chapter 4 Figure 26: Manager Tab

A. Left Column- Consists of the SEC Records, Profiles and Proxies, HR Connect Help,
and Last Login pagelets.

B. Middle Column- Consists of the People and Positions and Other Employees
pagelets. In addition, though not fully visible in the above image, this column
includes the Positions, SEC Worklist, or Worklist pagelets.

C. Right Column- The right column consists of the ePerformance, Learning &
Development, and Mass Actions pagelets. In addition, though not fully visible in the
above image, this column includes the Manager Tools and Reports pagelets.

These pagelets are discussed below, organized into subsections by column.

LEFT COLUMN

The SEC Records pagelet allows you to view and update Separating Employee Clearance
records.

SEC Records

To view and update Separating
Employee Clearance records.

» SECrecords
View and update SEC records.

Chapter 4 Figure 27: SEC Records Pagelet

The Profiles and Proxies pagelet allows you to setup automated workflows and designate
proxies.
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Profiles and Proxies

»  Workflow Profile
Set up your typical routing profile.

» Pick a Proxy - - -
Designate
one ormore ; 3
of your e S - WP
employees to WG
initiate or i
approve
actions on
your behalf

Chapter 4 Figure 28: Profiles and Proxies Pagelet

The HR Connect Help pagelet allows you to access the HR Connect-2-Learn Training Resource
Center. This Center includes training resources such as job aids, online tools, and classroom
training, etc.

HR Connect Help

» HR Connect-2-Learn Training
Resource Center

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

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

Chapter 4 Figure 29: HR Connect Help Pagelet

The Last Login pagelet displays the date & time of your last login attempt as well as the number
of unsuccessful logins since you last accessed HR Connect.

Last Login

Your last successful login was FEB
10,2012 01:18 p.m. There have
been 0 unsuccessful logins since.

Chapter 4 Figure 30: Last Login Pagelet

MiDDLE COLUMN

The People & Positions pagelet allows you to initiate PAR actions, create new positions, and
initiate recruitment actions.
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People and Positions

View information on employees and positions
reporting to you. If information below is incorrect, |
contact the Human Resources office or send an e-
mail using the link in the HR Connect Help box.

o initiate a personnel action request, click on the o
2mployee’s name. e,

Manager: Garrison,Kimberly S

Organization: TECHNICAL SUPPORT SECTION - AU

Employee Name | Position Title

Eppstein,TeresaR HUMAN RESOURCES SPECLST (INFO
Fishtrap,Edith M Human Resources Assistant

* Subordinate Employees

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

I Sub Org

= Detailed Employees
View employees detailed to your organization processed in HR Connect.

Expand to see details |

Chapter 4 Figure 31: People & Positions Pagelet

The Other Employees pagelet allows you to initiate actions on employees outside of your
immediate organization.

Other Employees

Other Bureau Employees

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

Chapter 4 Figure 32: Other Employees Pagelet

The Positions pagelet allows you to view vacancies, create new positions, and initiate
recruitment actions.

Vacant Positions

View vacant positions and begin recruiting.

Establish New Position

Request a new position to be added to your organization.

Chapter 4 Figure 33: Positions Pagelet

The SEC Worklist pagelet allows you to approve SEC records for your employees.

SEC Worklist

Approve SEC records for your employees.

Employee Name Proposed Eff Date NOA Code

Fortville,Paula K 2012-02-26 302
Galatia,Kimberly S 2012-02-26 302
Chapter 4 Figure 34: SEC Worklist Pagelet

The Worklist pagelet allows you to process PARs forwarded to you for approval.
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Worklist

To review and approve, click on the personnel action, or to get a more detailed view, click
the EXPAND button.

Worklist For MA4137: GARRISON

Personnel Action Proposed Eff Date Employee Name
HR1 - Suspension 2012-02-26 Foxton,Margaret A
HR2 - Promotion NTE 2012-03-25 Stevensville Joyce J

Expand to see details |

Chapter 4 Figure 35: Worklist Pagelet

RIGHT COLUMN

The ePerformance pagelet allows you to create & review performance documents.

ePerformance

» ePerformance
Create, maintain,
and perform routine
administrative
tasks on your
performance
documents.

Chapter 4 Figure 36: ePerformance Pagelet

The Learning & Development pagelet allows access to your agency’s learning system and
training resources.

Learning & Development

The below links will connect you to your
organization's learning management
system’s homepage.

LearnATF

GAO Learning
Center

HUD/HVU

Treasury TLMS
(non-IRS)

* Treasury ELMS (IRS)

» GolLearn
Serves as the Government-wide 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 Executive Institute
Offers learning opportunities to meet
the needs of the Depariment's senior
executives.

» Graduate School
Provides career-related courses from
the Government's continuing education
institution.

Chapter 4 Figure 37: Learning & Development Pagelet
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The Mass Actions pagelet allows you to initiate the following actions for groups of employees:
Awards, Furlough, Return to Duty, and Mass Element Data Change.

Mass Actions

To initiate the same action for a group of
several employees, use the mass action
process.

» Mass Awards
Initiate awards for a group of
employees.

¥ Mass Furlough
Initiate a furlough for a group of
employees.

» Mass Return to Duty
Initiate a return to duty for a group of
employees.

» Mass Data Element Change (NOA 903)
Change Department ID, Building Code,
and/or New Manager.

Chapter 4 Figure 38: Mass Actions Pagelet

The Manager Tools pagelet allows you to run demographic reports, print position descriptions,
and access the Safety and Health Information Management System (SHIMS).

Manager Tools

» Workforce
Analytics
Access the Human
Resources
reporting site to
obtain statistics
and demographics
on the Department
of the Treasury’s workforce.

» Print Position
Description
Access the position |
description library
to search, review,
or print Treasury or |
Bureau specific
position
descriptions.

» Safety and Health 4
Information \ )'\
Management NI ‘J
System (SHIMS) | >4
Use this linkto \
review and acton
your employees’
requests for =%

Workers' Compensation and/or

medical benefits, pursuant to a work-
related illness orinjury.

Chapter 4 Figure 39: Manager Tools Pagelet

The Reports pagelet allows you to run reports on employee information (such as roster,
birthday, etc.) and the status of actions initiated on subordinates.

Reports

} Alphabetical Roster -
View a list of employees in your [
organization.

» Birthday Report
View the Birthdays of employees in
your organization.

Chapter 4 Figure 40: Reports Pagelet
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HR TAB

The Human Resources (HR) tab allows access to pagelets whose functionality involves HR
processing tools and information. The HR tab also includes access to learning resources and
your personal worklist. As with most tabs, the HR tab is divided into 3 columns:

[Mansger] [WR| [Empioyes] [Repor Outpu] [PronyGrous ] [FAIR Act] [Mems]

HR Documents MR Processing Learning & Development

» MR Conoact User's Manusl - The Gulrm Snks Wil Gonnect you 1 your
ey o MR Connact Mase s o
View (e MR Camect Uner's Une s ok bz procens pecacnnel nd poation u'vv"'lh"-v-o-= »
Marusl (W0 Verwon) WA SCTON a0t other ML Vamaactons LoatahLYy
. * R Online Inguiry e
Une Swn ok 12 wew 3n employer’s Cument GAO Learning
e r vl horvagn Cortur
* S5 50 Mogcasion of Pemcanel Action * ey
Line T ok 13 s o0 ot o8 of i ampioyed's 35 * Tosamry TLMS
S focn IRS)
* Ry Inkonacion Updetes * Treasey LS
ik have 10 S action tmadied by MR for My Ihrmation opdetet =5
* Postion Wigad ' Goleam
Use Ss fok 12 scoens the condensed set of Dages for Bhe Quch owston of postions Sanas 4 e Camarenat wale e iopf
o Mies Weaaed TORoue B SBAN g Qe & % omeeg
Lt 0 Sk 10 0000 Ther COndenntdl o of Paies e Quach BOOIRON GI0H ooty product and serces
* Miow Letageation Wizast ’ ;:'"‘*""‘" Erolaiey
. - o Cttan vy ot hnowiede 35 mwet
HR Connect Help e Wt Sk 10 20000 e e B CovenCanminn. USA Stafleg. o EQOS o
Dracens tham Brough the Hes Wizand 0 srpedes sccenton daly astry Camandng chaflecqes of 8 Fudest low
b Comnect 2 Lo Trainieg S il s S art Carew
S et Cick st 3 bee f the racent nguest you Iwimited ham Socceteidly Complted . Dnpay oyt Ruhety
Thet Conter ofers barneng and . % Cllor s Wby St it ' wmel The
har bk eisaces B " . mends of he Dopartment's samer
13 Sagpot Chh bt 00 virw Bevne TN 10 St Sphiny o0 i warkial bt auns They Aive et cascutves
ViV Comgintag wo HR pucsrolrs
Coroact hnctionn. ) Cradeste Schocl
¥ o v unatle 5 St & tol o Proades canser sniated Corves bom e

Cammmrnged 4 Comtompeny e Wupm
itton

rmrce ol we eteniied &
g cootact we

Waorkliat

To revew and spprow, chek on the pecsonnel action, o 50 get 8 mone detaled wew. chck

CEPAND buten Bureau Regorts

Last Login

Your Ut succonidd oo wat FES
W, 2002 0110 pm Therw have beeny
T an SIS pad e
ALY GH5T 2 m SETRIT nRRN 2IWEE  Faston Mangaret A
OFSham, MLV OR0Sam NI . Promotien NTE aRes XM Swwrreile Joyce J
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 Dwplicess Actions Report .
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Wirtder Far WAL GARSESON

Expand o soe detaile

s

v GeompAlas Awerds
GrovpMians Awards s the
by e e 0ah Sawt

b HOUP On 400 Rapen
Vi e HOUP On Hok Report 43
Twden 0 Mol HOLS Packages W

ooy and Smcurdy Moty
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Chapter 4 Figure 41: HR Tab

A. Left Column- Consists of the HR Documents, HR Connect Help, and Last Login
pagelets.

B. Middle Column- Consists of the HR Processing, Worklist, and Recruitment Tools
pagelets.

C. Right Column- Consists of the Learning & Development and Bureau Reports
pagelets.

These pagelets are discussed below, organized into subsections by column.
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LEFT COLUMN

The HR Documents allows you to view HR Connect reference documents and access the
position description library.

HR Documents

* HR Connect User's Manual
(Web)

View the HR Connect User's
Manual (Web Version).

» Print
Position
Description
Access the
position
description
library to
search, e
review, or print Treasury and
bureau specific position
descriptions.

Chapter 4 Figure 42: HR Documents Pagelet

The HR Connect Help pagelet allows you to access the HR Connect-2-Learn Training Resource
Center. This Center includes training resources such as job aids, online tools, and classroom
training, etc.

HR Connect Help

» HR Connect-2-Learn Training
Resource Center

This center offers leaming and
other helpful resources to support
you in completing most HR
Connect functions.

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

Chapter 4 Figure 43: HR Connect Help Pagelet

The Last Login pagelet allows you to view the date and time of your last login attempt, as well
as the number of unsuccessful logins since you last accessed HR Connect.

Last Login

Your last successful login was JUN
28,2012 09:18 a.m. There have
been 0 unsuccessful logins since.

Chapter 4 Figure 44: Last Login Pagelet
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MIDDLE COLUMN

The HR Processing pagelet allows you to access the HR Connect Menu, HR Online Inquiry, SF-50
Notification of Personnel Action, My Information Updates, Position Wizard, Hire & Hire
Integration Wizards, Process Monitor, & Worklist Status.

HR Processing

* HR Connect Menu
Use this ink to process personnel and position
refated actions and other HR transactions

* HR Online Inquiry
Use this ink to view an employee's current
personnel infformation

* SF-50 Notification of Personnel Action
Use this kink to view or print all of an employee's
SF-50s.

* My Information Updates
Click here to see action needed by HR for My Information updates.

* Position Wizard
Use this ink to access the condensed set of pages for the quick creation of positions.

* Hire Wizard
Use this ink to access the condensed set of pages for quick accession data entry

* Hire Integration Wizard
Use this kink to access new hires from CareerConnector, USA Staffing, or EODS and
process them through the Hire Wizard to expedite accession data entry

* Process Monitor
Click here to see if the process request you submitted has successfully completed

* Worklist Status

Click here to view items that no longer display on your worklist because they have been
worked

Chapter 4 Figure 45: HR Processing Pagelet

The Worklist pagelet allows you to access PARs that have been sent to your individual worklist.

To review and approve, ciick on the personnel action, or to get a more detailed view, cick
the EXPAND button

Worklist For MA4137: GARRISON

Personnel Action Proposed Eff Date Emplid Employee Name
HR1 - Suspension 2012.02-26 339558 Foxton Margaret A
HR2 - Promotion NTE 2012.03.25 443035 Stevensvilie Joyce J

Expand to see details I

Chapter 4 Figure 46: Worklist Pagelet

The Recruitment Tools pagelet allows you to view a manager’s recruiting requests, access
CareerConnector, and CareerConnector Resources.

Recruitment Tools

Use HR Connect to build the content for CareerConnector vacancy announcements

* View Requisition Requests
Click here to view a manager’s request to intiate recruitment

* CareerConnector Login
Click here to use CareerConnector to create vacancy announcements and manage the
application process.

* CareerConnector Resources

Access eLeaming, the Remarks Maker, the shared question ibrary, communication and
deployment information, and other CareerConnector resources

Chapter 4 Figure 47: Recruitment Tools Pagelet

Table of Contents December 11, 2012 Page 23 of 277




RIGHT COLUMN

HR Connect User Guide

The Learning & Development pagelet allows access to your agency’s learning system and

training resources.

Learning & Development

The below links will connect you 10 your
organization's learning management
system’'s homepage.

* LeamATF

* GAO Leaming
Center

* HUDMHVU

* Treasury TLMS
{non.IRS)

* Treasury ELMS
(IRS)

» Goleam
Senves as the Government-wide one-stop
resource to obtain high quality e-Training
peoduct and senices.

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

}  Treasury Executive Institute
Offers learning opportunities to meet the
needs of the Department’s senior
executnes.

» Graduate School
Provides career-related courses from the
Government’s continuing education
msttution.

Chapter 4 Figure 48: Learning & Development Pagelet

The Bureau Reports pagelet allows you to access a variety of Bureau reports concerning

personnel actions.

Bureau Reports

Ciick on the report name to obtain a report.

» Duplicate Actions Report 2
List dupliicate employee personnel
actions on the same effective date. |

» Emergency Contacts Listing
View the emergency contacts and
work location of employees based on
organization level or reporting
manager.

» Group/Mass Awards
Group/Mass Awards and the
employees given each award.

» HCUP On.Hold Report
View the HCUP On-Hold Report to
review on hold HCUP Packages in
your organization,
» HCUP Status Report
View the HCUP Status Report to
teniew HCUP Packages in your -

Chapter 4 Figure 49: Bureau Reports Pagelet
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EMPLOYEE TAB

The Employee tab allows access to pagelets that provide tools to view and manage your
personal information. The Employee tab also includes access to learning resources and limited
access to initiating personnel actions on your account (e.g., retirement, resignation, workers
compensation claims, etc.). The Employee tab is divided into three columns:

Manager| [HR| |Employee | | Report Output | | ProxyiGroup | | FAIR Act| | Monu.[

eicome to Coonect - The MR and serdces potal for employees. Manage your Caree,
update your parsonal information, get benefits informaton and so much more

About Me Leaming & Development

¥ My Information

The below laks will connect you 10 your

W onal and MGANZALNN'S aming Management
um?:;lz’-::m ePerformance systeas’s homepage
P Self Sutvice o ateil * LeamATF
Guide erfcemance e
V':u 3 gude Create, maintan, and perdorm 1outine admincstratve * GAO Learning
10 yoor se¥ tasks 0n your perormance documents ; ) / Center
* HUDMHW
sarace g
Ry 1 > * Treasury TLMS
. (nondRS)
2 * Treosury ELMS
(RS)
N
e » Goleam
Secvos as the Goveenment wide cne-sicp.
R commaL e, Links to HR Tools resousce t obtain high qualty e-Training
* HR Conmect.2Leamn Tralning product and seraces
Rescerce Conter b NFC Employoe P ™ » Law Enfoccomant Training
Joarmng Koo A riryraiey ¥ Obtan 4hilis 3nd knowledge 16 mest
This center ofers aad Viow your eamings statement, W2, and payroll deductions. Update yoor paryrolt Gemasdng chalengns of 3 Fedecal law
Wm":'w i “:;W informaticn: taxes, alotments, health insurance, and thed savings contribution orfoacoment Coree
Vé:”m Sunctons P Fed Tax Withholding Calculator b Treasury Exscutive Inatitsse
Estimate Fodetsl 1ax brwmeldy mthholding rites O
¥ you are unable to $nd a tool o 13 JOMTing Opporuniteg Lo fmaet the
'"y:'“ and are interested P Salary Tables needs of the Departments senot
trawreng coneact us. Vorw the latest Federal salary tabies and selated imformaticn “xectnes
b Thein Savings Plsa (TSP) b Graduate Schoot

Revew yout sccount balance or loan amourt. change fusd sliocations, and perform Provdes caroer-rolated courses fom the
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Last LDQ‘H Leasn abost and calculate social securty benelts
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3 unsuccesstd logns snce Obtan formation about Federal Benefies, healthie nsurance, and leng term care
Q2011 0351 am . 0B28/2011 P USA Gov b IRS Only
WHlam WA am Access Fedend G resources, ok , nd servces and bnk to statetocal Search for jabs avadable enly 1o IRS
Qovemments amployees
P Safety and Mealth Info Mgem * Job Search . USAJOBS
: Safety and Health information Managesent System (SHIMS) Use ths hnk to mtiate a Lookng for & sew
Privacy and Secwity Policy clm for Workers' Compensation and'or medical bonedts relaing 10 3 work<elated liness 07 Check ot jeb
of ingury kstengs bom

USAJ0BS
Priot Position woe
Description N
ALCoss he poston

descapton hbesry 1

search, teview, o pentt Treasury o
Buresy apociic poadicn descepton

-

Chapter 4 Figure 50: Employee Tab

D. Left Column- Consists of the About Me, HR Connect Help, and Last Login pagelets.

E. Middle Column- Consists of the ePerformance and Links to HR Tools pagelets.

F. Right Column- Consists of the Learning & Development and My Career Info
pagelets.

These pagelets are discussed below, organized into subsections by column.
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LEFT COLUMN

the About Me pagelet allows you to review and, when appropriate, modify your personal
information stored in HR connect.

About Me

» My Information
View or update your personal and
emergency contact information.

» Self Service
Guide
View a guide
to your self
service
options.

4
=)

Chapter 4 Figure 51: About Me Pagelet

The HR Connect Help pagelet allows you to access the HR Connect-2-Learn Training
Resource Center.

HR Connect Help

» HR Connect-2-Learn Training
Resource Center

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

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

Chapter 4 Figure 52: HR Connect Help Pagelet

The Last Login pagelet allows you to view the date and time of your last login attempt as well as
the number of unsuccessful logins since you last accessed HR Connect.

Last Login

Your last successful login was MAY 24,
2012 12:39 p.m. There have been 0
unsuccessful logins since.

Chapter 4 Figure 53: Last Login Pagelet

The ePerformance pagelet allows you to create, maintain, and review performance documents.

ePerformance

* ePerformance
Create, maintain, and perform routine administrative
tasks on your performance documents.

bl

Chapter 4 Figure 54: ePerformance Pagelet

The Links to HR Tools pagelet allows you to access external government resources, as well as
pay, benefits, and retirement tools.
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Links to HR Tools

» Fed Tax Withholding Calculator
Estimate Federal tax biweekly withholding rates.

» Salary Tables
View the latest Federal salary tables and related information.

» NFC Employee Personal Page
View your earnings statement, W-2, and payroll deductions. Update your payroll information:
taxes, allotments, health insurance, and thrift savings contribution.

> Thrift Savings Plan (TSP)
Review your account balance or loan amount, change fund allocations, and perform interfund
transfers

» Soc Sec Benefit Planner
Learn about and calculate social security benefits.

» Benefits, Life Events Planner
Obtain information about Federal benefits, health/life insurance, and long term care.

» USA Gov
Access Federal Government resources, information, and services and link to stateflocal
govemnments.

» Safety and Health Info Mgmt
Safety and Health Information Management System (SHIMS). Use this link to initiate a claim
for Workers' Compensation and/or medical benefits relating to a work-related illness or
injury.

Chapter 4 Figure 55: Links to HR Tools

The Learning & Development pagelet allows access to your agency’s learning system and
training resources.

Learning & Development

The below links will connect you to your
organization's learning management
system's homepage.

* LearnATF

* GAO Learning
Center

* HUD/HVU

* Treasury TLMS
(non-IRS)

* Treasury ELMS *
(IRS)

» Golearn
Serves as the Government-wide 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 Executive Institute
Offers learing opportunities to meet the
needs of the Department's senior
executives.

» Graduate School
Provides career-related courses from the
Government's continuing education
institution.

Chapter 4 Figure 56: Learning & Development
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The My Career Info pagelet allows you to conduct a job search and access the position
description library. This pagelet may also include information specific to your organization.

My Career Info

» IRS Only
Search for jobs available only to IRS
employees.

» Job Search - USAJOBS
Looking foranew
job? Check outjob |t
listings from
USAJOBS.

» Print Position

Description
Access the position
description library to =
search, review, or print Treasury or

Bureau specific position descriptions.

i

i

n

{
i

w1

Chapter 4 Figure 39: My Career Info

REPORT OUTPUT TAB

The Report Output tab allows access to pagelets that provide tools to check for and review
reports generated within the past seven days. Unlike most tabs, the Report Output tab is
divided into only two columns:

Manager ]HR [Emplnyaa |Rapurt Qutput i_l_meyrGrnupU_FAIR ActU_MunuJ_

A B
Ep———— [ —

* HR Connect-2Learn Training Use Report Output to display and print HR Connect reports. If the report you just submitted is
Resource Center not shown, click on the CHECK FOR NEW REPORTS button to update the display of
This center offers leaming and completed repons. Reports older than 7 days will be purged from the system. To save repors
other helpful rescurces 1o suppodt to your hard drive, open the repert and click on the floppy disc icon on the Adobe Acrobat
you in completing most HR toolbar,

Connect funchions.

If you are unable to find a tool or
resource and are interested in Check For New Repons I
traning contact us.

Privacy and Security Pollcy Payroll Interface Rpt Output

® Current Reports - None
® First Date Prior Reports - None
* Second Date Prior Reporis - None

Chapter 4 Figure 57: Report Output Tab

A. Left Column- Consists soley of the HR Connect Help pagelet.
B. Right Column- Consists of the Report Output and Payroll Interface Rpt Output
pagelets.

These pagelets are discussed below, organized into subsections by column.
LEFT COLUMN

The HR Connect Help pagelet allows you to Access the HR Connect-2-Learn Training Resource
Center.
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HR Connect Help

» HR Connect-2-Learn Training
Resource Center

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

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

Chapter 4 Figure 58: HR Connect Help Pagelet

RIGHT COLUMN

The Report Output pagelet allows you to display & print HR Connect reports.

Use Report Output to display and print HR Connect reports. If the report you just
submitted is not shown, click on the CHECK FOR NEW REPORTS button to update the
display of completed reports. Reports older than 7 days will be purged from the

system. To save reports to your hard drive, open the report and click on the floppy disc
icon on the Adobe Acrobat toolbar.

Check For New Reports

91822A - 05/24/12012 - 08:55
Request for Personnel Action - Havana - 05/22/2012 - 16:05
Pending PARs for a BU - 05/22/2012 - 15:35

EE Pl Auto Action Report (03:01) - 05/22/2012 - 15:01

Recruitment Request #46 - 05/22/2012 - 14:13

Chapter 4 Figure 59: Report Output Pagelet

The Payroll Interface Rpt Output pagelet allows you to view both Current, First, and Second
Date prior reports.

Payroll Interface Rpt Output

®= Current Reports - None
* First Date Prior Reports - None

= Second Date Prior Reports - None
Chapter 4 Figure 60: Payroll Interface Report Output Pagelet

PrRoOXY/GROUP TAB

The Proxy/Group tab allows access to the Proxy As and Group work lists pagelets. Unlike most
tabs, the Proxy/Group tab is divided into only 2 columns:
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[Hanagar] [ﬁl jEmpIn-yraai [Fiapnrt Dutput] [mewﬁroup] [FAIR Act [Mnnu]

Workforce Analytics Proxy As
To view tha Department of Treasury's
workforce anahyics site, click here. Initiator can view Manager's People & Positions and the Mass Action pagelat to initiate
actions.
Approver can view Manager's Worklist to authonize actons.
HR Connect He IP People E Positions for: HKatonah Melissa L
Mass Actions for: Katonah Mealssa L
F HR Connect-2-Learn Training Reports for: Katonah Malizsa L
Resource Canter . ) '
Worklist for: Katonah Malissa L
This center offers leaming and ]
other helpful resources to support SEC Records: Katonah Melissa L
you in completing most HR
Connect functions.

If you are unable to find a tool or Group Worklists

risource and ane interested in

ATERIH)ICIHUR CU A Group Worklist for: CAREER LADDER,
Group Waorklist for: HANSAS CITY EARS
Group Worklist for: MAME CHAMNGE
Privacy and Security Policy Group Worklist for: RETIREMENT

Chapter 4 Figure 61: Proxy/Group Tab

A. Left Column- Consists of the HR Connect Help pagelets.
B. Right Column- Consists of the Proxy As and Group Worklists pagelets.

These pagelets are discussed below, organized into subsections by column.
LEFT COLUMN

The HR Connect Help pagelet allows you to Access the HR Connect-2-Learn Training Resource
Center.

HR Connect Help

» HR Connect-2-Learn Training
Resource Center

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

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

Chapter 4 Figure 62: HR Connect Help Pagelet
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RIGHT COLUMN

The Proxy As pagelet provides the ability to initiate or approve actions, SEC documents,
mass actions,or reports, on behalf of a manager

Initiator can view Manager's People & Positions and the Mass Action pagelet to
initiate actions.

Approver can view Manager's Worklist to authorize actions.

People & Positions for:
Mass Actions for:
Reports for:

Worklist for:

SEC Records:

Katonah,Melissa L
Katonah,Melissa L
Katonah,Melissa L
Katonah,Melissa L
Katonah,Melissa L

Chapter 4 Figure 63: Proxy As Pagelet

The Group Worklists pagelet allows you to access the worklists for your workgroups.

Group Worklists

Group Worklist for: CAREER LADDER
Group Worklist for: KANSAS CITY EARS
Group Worklist for: NAME CHANGE
Group Worklist for: RETIREMENT

Chapter 4 Figure 64: Group Worklists Pagelet

FAIR ACTTAB

The FAIR Act tab allows access to pagelets that provide access FAIR ACT data, processing tools,
and reports. As with most tabs, the FAIR Act tab is divided into three columns:

| Manager| EI [Employes | | Ropeat Outpur| [ ProsyiGrowp| | FAIR Act| [Manu]

FAIR Act Data Setup u FAIR Act Reports
FAIR Act Buress Coniacis
Upsdaie FAR &t Buress Conteci
Iniformata

Assign User Ong Level
As3ign Usars 1o an NFT
Cvpaaizaton Level

FAIR Act Data Processing

v Commercial &

FAR Act Commarcial & Rapart
Posities
FAR Act Detsl Pealion Repart

JuATfCaton Semmany
F&R Act Jeatifatos Semmary Repert

= Position Seanch and Update
Updabs thes FAR A0 Dotal Tabds
® FAIR Acd Ddre

Rua s FAR At [dEs

L]
::‘u e FAIR Act Annual Processing b Sammary iy Funciion Cods
D-“';bﬂl F&R At Semmary Oy Funcion Code
v OF e = FAIR Act Dats LockUnbock Repert
s LeciUrinck me FAR 43 Detsd Table b Ourtall int Rxdraed
L g Fusetios Cedes mnd
D::c"mt.ml = FAIR Act Dats Fis FAR Ak Datadl Dty Extract
b Initigtiee Erosis tha FAR A0 Dafa Fla b W Reporting Tear Poaitions
Upsiade Inbiyiue Codes snad * FAIR Act Edin ;ﬁ.ﬂ.‘-dlllw Bepanrs vea Poaboo)
Descrptony Pt e FAR At Fdla. eperl
P hesticaton Semmary
Upsdate Jeandannn Summany
Cr=das s Cesnrphons.

HR Connect Help

¥ HR Cennect-2-Learn Training
Resource Canber

Thish cenler olfels kaiming asd
DT el ESEUR 08 1) SUpEEn
¥ou N Compleiing Mo R
Conneci harein

H you pre wnabis o frd o bl or
rencaarca ard arp indsresled in
trining contsct us.

Chapter 4 Figure 65: Fair Act Tab

A. Left Column- Consists of the FAIR Act Data Setup and HR Connect Help pagelets.
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B. Middle Column- Consists of the FAIR Act Data Processing and FAIR Act Annual
Processing pagelets.
C. Right Column- Consists solely of the FAIR Act Reports pagelet.

These pagelets are discussed below, organized into subsections by column.
LEFT COLUMN
The FAIR Act Data Setup pagelet allows you to view and update Fair Act data.

FAIR Act Data Setup

» FAIR Act Bureau Contacts
Update FAIR Act Bureau Contag
Information.

» Assign User Org Level
Assign Users to an NFC
Organization Level.

b A76
Update A76 Codes and
Descriptions.

» Function
Update Function Codes and
Descriptions.

» Initiative
Update Initiative Codes and
Descriptions..

» Justification Summary
Update Justification Summary
Codes and Descriptions.

Chapter 4 Figure 66: Fair Act Data Setup Pagelet

The HR Connect Help pagelet allows you to access the HR Connect-2-Learn Training Resource
Center.

HR Connect Help

» HR Connect-2-Learn Training
Resource Center

This center offers learning and
other helpful resources to

support you in completing mosf
HR Connect functions.

Ifyou are unable to find atool o
resource and are interested in
training contact us.

Chapter 4 Figure 67: HR Connect Help Pagelet
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The Fair Act Data Processing pagelet allows you to search for and edit Fair Act position

information.

FAIR Act Data Processing

= Position Search and Update
Update the FAIR Act Detail Table.

FAIR Act Edits
Run the FAIR Act Edits.

Chapter 4 Figure 49: Fair Act Data Processing

The Fair Act Data Annual Processing pagelet allows you to view and edit yearly Fair Act data.

FAIR Act Annual Processing

FAIR Act Data Lock/Unlock

Lock/Unlock the FAIR Act Detail Table.

FAIR Act Data File
Create the FAIR Act Data File.

FAIR Act Edits
Run the FAIR Act Edits.

Chapter 4 Figure 50: Fair Act Data Annual Processing Pagelet

The Fair Act Data Reports pagelet allows you to generate reports that contain Fair Act data.

FAIR Act Reports

4

Commercial A
FAIR Act Commercial A Report.

Position
FAIR Act Detail Position Report.

Justification Summary
FAIR Act Justification Summary Repor

Summary By Function Code
FAIR Act Summary By Function Code
Report.

Detail Data Extract
FAIR Act Detail Data Extract.

New Reporting Year Positions
FAIR Act New Reporting Year Position:
Report.

Chapter 4 Figure 51: Fair Act Data Reports Pagelet

MENU TAB

The Menu tab allows access to the Back End Menu pagelet. This too can be used to navigate the
Back End of HR Connect. The majority of actions discussed in this user guide will be located in
the Back End Menu. The Menu tab initially consists of only one column. When an item in the
menu is selected, a second pagelet (the Explorer Window) will appear to the right with
information corresponding to the menu item chosen.
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Searchz

[+ My Favorites
* aPerormance

I Reports

= Performance

Management Home

[ Manager 5elf Service
[+ Recruiting
[ Workforce Administration
[+ Compensation
[ Workforce Development
> Organizational
Developmeant

m m Empln;rn] JRipun Dutpul[ [Prcxyrrﬂroup| | Minu[

ll(r::j

ePerformance

[@ Performance Management Home

Chapter 4 Figure 68: Menu Tab with Explorer Window

A. Left Column- Consists solely of the Back End Menu pagelet.
B. Right Column- The right column, called the Explorer Window, appears when the
desired item from the Back End Menu is selected.

Menu options, and their corresponding explorer windows, are discussed in further detail in the

following subsections.

MY FAVORITES

The My Favorites menu provides access to the My Favorites bookmarking tool, as well as a list
of links to pages you’ve previously bookmarked.

EPERFORMANCE

v My Favorites
- Add/Update Position Info
- HR Processing
- ProxyiGroup
- Add to Favorites
- Edit Favorites

D ePerformance

[ Manager Self Service

D Recruiting

D Workforce Administration

D Workforce Development

D Organizational Development
D Set Up HRMS

D PeopleTools

- Report Output

Chapter 4 Figure 69: Back-End Menu

The ePerformance menu provides access to performance related documents and reports.
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Search: Main Menu >

® ﬁ ePerformance

> My Favorites

D Reports = ﬁ Reports

~ Perfolmance Performance Management Home

Management Home E5] Printable Performance Plans

lanager Self Service 5] Award Election Report
D Recruiting =] Status Summary
> Workforce Administration B Missing Performance Documents
> Workforce Development E5 performance Document Status
D Organizational E5) Document Pending Rating Revieve

Development =] performance Progress Report
D> Set Up HRMS
D> PeopleTools
= Report Qutput

Chapter 4 Figure 70: ePerformance Menu Explorer Window
IMAANAGER SELF SERVICE

The Manager Self Service menu allows managers to access tools to manage their proxies and
workflow.

search: _

® @) Manager Self Service

Navigate to self service information and activities for people reporting to you.

D My Favorites
> ePerformance

v Manager Self Service E Pick a Proxy Workflows Profile
- Pick a Proxy “Designate one or more of your employees to inttiate or approve Set up your typical routing profie.

- Workflow Profile actions on your behalf”

D Workforce Administration

D Workforce Development

D Organizational
Development

D Set Up HRMS

D PeopleTools

- Report Output

Chapter 4 Figure 71: Manager Self Service (MSS) Menu Explorer Window
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The Recruiting menu allows users with the appropriate roles to manage and administer the

recruiting process.

Search:

D My Favorites
D ePerformance

D> Manager Self Service
- Display Requisition
Request

D Workforce Administration

D Workforce Development

D Organizational
Development

D Set Up HRMS

D PeopleTools

= Report Output

Main Menu >

® é;U%I Recruiting

| Manage and administer the recruiting process.

EE" Display Requisition Request
Display Requisition Request

Chapter 4 Figure 72: Recruiting Menu Explorer Window

WORKFORCE ADMINISTRATION

The Workforce Administration menu allows you to conduct personnel actions (e.g., hiring an
employee, cancelling an action, etc.) and maintain personal and job data.

®

D My Favorites
D ePerformance
[ Hanager Self Service

v Workforce Administration
P Personal Information
D Job Inlormanon

D Organizational
Development
D SetUp HRMS
D PeopleTools
- Report Output

{@ Workforce Administration

Hire employees, add non-employees, in p | and job data,

Personal Information
ﬁ Maintain information about a person regardless of Jobs.

O piograghical
Ommnmmm
O Personal Relationshios

global assig labor b and

Job Information
ﬁ Maintain information about a person tied to a specific job record

Chaﬁter 4 Figure 73: Workforce Administration Menu Explorer Window
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WORKFORCE DEVELOPMENT

The Workforce Dev
tools.

Search:

®

D My Favorites

D ePerformance

D Manager Self Service
P Recruiting

orkforce Developme
D Profile Management

elopment menu allows you to access personnel profiles and career planning

_

%Q Workforce Development

Perform Profile Management and Performance Management, maintain Facuity Events and Career Planning.

Profiles Match Competencies to Role
Create and manage non-person and person profiles, search and Initiate the matching competencies/accomplishments process

compare profiles, and generate profile reports. between employees and roles; Create teams and match team
‘ =] Non-person Profiles competencies 1o roles.
=] Person Profiles 5] Role to Person

rganizational Development
D Set Up HRMS
D PeopleTools
- Report Output

Chapter 4 Figure 74: Workforce Development Menu Explorer Window

ORGANIZATIONAL DEVELOPMENT

The Organizational

Development menu allows you to conduct and process personnel actions,

maintain a succession planning system, and take advantage of position management

information.

D My Favorites

D ePerformance

D Manager Self Service
D Recruiting

;,, Organizational Development
Maintain Succession Planning and Position Management.

ﬁ Maintain Positions/Budgets ﬁ Review Position/Budget Info ﬁ Define Position Data USF

Identifies positions within organization, Displays summary, historical, and vacant Contains pages to define position data for
USF

D Workforce Administration budgets for positions, and allows for budgeted position information
creation of job requisitions = Vacant Budgeted Positions = Job Code Request
Organizational Developme F5) Position Request 5 Job Codes
D Position Managemem F5) AddiUpdate Position Info =] Competitive Level Table
etUp T = it ZAr
D PeopleTools Create Organization Structure
= Report Output Create Organization Structure
=) Position - Jobcode Compare
Chapter 4 Figure 75: Organizational Development Menu Explorer Window
SeT Up HRMS

The Set Up HRMS menu allows users to add and maintain account codes, department IDs and

work locations.

Menu ]
Search: Main Menu >
® | 23

> My Favorites

> ePerformance

[> Manager Self Service

> Recruiting

> Workforce Administration
[+ Workforca Davelopment

> Set Up HRMS

Define installation and system setup tables.

Cnmrnon Definitions Product Related

Contains all components used to setup data for common business Contains all components used 10 setup data for product related
processes or utilized across several products. business processes.

() School Information (5 Profile Management

- Ropon Output

Chapter 4 Figure 76: Set Up HRMS Menu Explorer Window
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The People Tools menu allows users to monitor the progress of their reports posting to their

report output tab."

D My Favorites

D ePerformance

[ Manager Self Service

D Recruiting

D Workforce Administration
D Workforce Development

D Set Up HRMS

v PeopleTools
[ Process Scheduler

[ Organizational Development

Search: Main Menu >

)

PeopleTools

0

Enhance, deploy, and extend PeopleSoft and non-PeopleSoft applications.

ﬁ Process Monitor
Review process and server lists for specified criteria.

Chapter 4 Figure 77: People Tools Menu Explorer Window

REPORT OUTPUT

The Report Output menu allows users to display and print HR Connect Reports. This
functionality is similar to that in the Report Output tab.

Search: @

[ My Favorites

P ePerformance

[ Manager Self Service

[ Recruiting

[ Workforce Administration

[> Workforce Development

[ Organizational Development
D Set Up HRMS

[ PeopleTools
= Report Output

Report Output

Use Report Output to display and print HR Connect reports. If the report you just submitted is not shown, click
on the Refresh button to update the display of available reports. Reports older than 7 days will be purged from
the system. To save reports to your hard drive, open the report and click on the floppy disk icon on the Adobe
Acrobat or Excel spreadsheet toolbar.

Refresh [

There are no Reports to display.

Chapter 4 Figure 78: Report Output Menu
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CHAPTER 5: EMPLOYEE SELF SERVICE (ESS)

Manager - Employoel |Report Outputl ]ProxyIGroup] [Menu]

About Me Welcome to HR Connect - The HR and services portal for employees. Manage your Learning & Development

career, update your personal information, get benefits information and so much more.

» My Information The below links will connect you to your

View or update your personal ganization’s | ing t
and emergency contact ePerformance system’'s homepage.

Ll * ePerformance S EamATy
» If i 3 ) AL -
éﬁidzemce Create, maintain, and perform routine * GAO Learning
View a guide administrative tasks on your performance 2 Center
1o your self documents. ! | ” * HUDHVU
service ' * Treasury TLMS
options. - (non-IRS)
‘/ * Treasury ELMS (IRS)

Chapter 5 Figure 79: Employe Home Page

The My Information page can be used to review and modify personal information. Follow the
path below to access My Information page.

Employee tab> About Me pagelet> My Information link>My Information page

MY INFORMATION

MName: Uiy Wos PD #:
Emplid: 4561466
Pasition Title: - - !

Supervisor of Record:

IHDTE: Historical employee information is based on when your bureau corverted to HR Connect. Tall Me When

Parsnnal p
|wa and update your personal information including your name, education. home address, wark location, telephone
nurnbirs, #-mail, emergency contact, and olther dims about you

Tao wiew the timatable for updates, click hera.

|Emplonyment
WView your job-related data such as position, grade, work schedule, and |ast promotion date.

|Hotification of Personnel Actions
iew your SF-50 Notsfication of Personnel Action,

Compensation

iew your salary data and bonus/award histony.
Lot

Check out your leave balances.

Performance
Wiew your curnent rating of recond and pedfarmance history.

Benefits
Review your Retirement, TSP, health inzurance, life insurance, Medicare, and FECA benafits.

Retirement (Only uge this oplon if vou wam Lo initiate a Retirement Action,) Tell Me Mose
Initiate a Retirement Action if planning to retire within the necat 30-60 days.

Resignation  (Only use this option if you want to inftiate a Resignation action.) Tall Me Mora
Initiate a2 Resignation Action if you have decided to ressgn from your position.

Back

Chapter 5 Figure 80: My Information

A. Personal- View or update information concerning your education, work location,
contact information, etc.
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G Mmoo

Employment- View information concerning your position (e.g., Work Schedule,
Duty Hours, etc.) and work history (e.g., Years of Service, Last Equivalent
Increase, etc.).

Notification of Personnel Actions- View your SF-50 Notifications.
Compensation- View your salary data and bonus/award history.

Leave- View your leave and compensatory time balances.

Performance- View your current rating of record and performance history.
Benefits- View your retirement, TSP, life and health insurance, Medicare, and
FECA benefit information.

Retirement-Initiate a Retirement Action if you plan to retire in the next 30-60
days.

Resignation- Initiate a Resignation Action to resign from your current position.

The following sections will explore actions conducted via the A. Personal, C. Notification of
Personnel Actions, H. Retirement, and |. Resignation links.

5.1 MODIFYING/REVIEWING PERSONAL INFORMATION

To review and/or modify your personal information select the Personal link on the My
Information page. This takes you to the My Information — Personal page, which consists of 7
tabs: Personal Data, Education, Address, Work Location, Phone/E-mail, Emergency Contact
Information, and Job Related Skills. These tabs will be discussed below in order of appearance
from left to right.

Note: Not all steps are required in the walkthroughs provided in this section, though it is
recommended that you provide as much information as possible. Any step that is
optional will be marked.

PERSONAL DATA TAB

Employee tab>About Me pagelet>My Information link>Personal link>Personal Data tab

To initiate any change action, select the Edit button next to the item that you would like to
modify. While the example below involves submitting a name change request, the steps
involved are similar for all information on the Personal Data tab. While the majority of Change
Requests will immediately result in a change of personal data, changes to your name or
veterans preference require HR processing before taking effect.
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To change your personal data in HR Connect:

1. Select the Edit button.

PersonalData | Educaton | Address | WorkLocaton | Phone/E-mai | Emergency Contacts |
MY INFORMATION - PERSONAL

P, CKEDIT to change your information. When finished click SAVE ALL

HR Connect no bager displays Race and National Origin (RNO) code, since & has been replaced by a new
Race and Ethnicly (RSE) code. Employees are strongly urged 1o use the "My nformation” ink and update
the new RAE information, 30 that accurate data s reported 1o the Equal Employment Opportunity

Commission. Submission of this new R3E information is voluntary.

Name: Garrison Kimberly S PO Q3569
Empid. 330828
Position Title: SUP HR SPC R -0201-04 /
ame: Eln
Gender: Female Ede
Disabity: NO DISABLITY ta
Veterans' Preference 1-None Ect
Date of Birth: 07041850 ta
Bace and Ethaicly, Not HispaniciLatno Ede
White

Save A} l

Next >>

__Concel |

Chapter 5 Figure 81: My Information — Personal

Table of Contents December 11, 2012 Page 41 of 277




HR Connect User Guide

2. On the My Information — Update Name page, enter or select changes to your Name.

3. Enter the Effective Date. This is the day upon which your name change will be
effective in the system.

4. (Optional): Identify the Reason for Change.

5. Select the OK button. (This will take you to the Personal Data tab.)

Requested Name Change

Name Prefix:
Marie

c

First Name:
Middle Name:

Last Name:

T

Name Change should take 06/03/2012 [  (mm/ddiyyyy)

effect on this date:

a
v

Reason for Change:

4

Your HR office will contact you if verification is needed,

g

To view a suggested list of other people you may want to notify, click

fter selecting OK, be sure to click SAVE ALL to complete

Cancel

hara.

Chapter 5 Figure 82: My Information — Update Name

Caution! Selecting OK will not save your work or submit your change for processing. The
following steps may be completed at any point, but must be completed before exiting the My
Information-Personal section of HR Connect.
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6. On the Personal Data tab, select the Save All button.
7. On the Confirmation page, select the OK button.

8. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

THE EDUCATION TAB

Employee tab>About Me pagelet>My Information link>Personal link>Education tab

The Education tab allows you to Add, Edit, or Delete a Degree.

MY INFORMATION - PERSONAL

.0

o Click EDIT to update existing information. Click DELETE to remove a degree. Click ADD A DEGREE fo

enter new information. When finished click SAVE ALL.

Hame: Semarang Kathlean A PD#: 954281

Emplid: 330142

Position Tithe: Superdsory Human Resources Sp IR -0201-05

Accomplishment Deqres Major Achool Yaar Earned Edit Dalete
04 High School Graguate or Cert Mo Major L Edit |

B C

Add A Degree o

Save All |

<< Previous | Mext »> |

Cancel All |

Chapter 5 Figure 83: Education Tab

A. Add A Degree- Add a new degree to your account.
B. Edit- Update or otherwise alter an existing degree.
C. Delete- Remove an existing degree from your account.

ADDING A DEGREE

Employee tab>About Me pagelet>My Information link>Personal link>Education tab

To add academic information:

1. Select the Add a Degree button.

2. On the My Information— Update Education page, select a Degree from the
dropdown menu.

3. (Optional): Enter the year you earned the degree in the Year Earned field.
4. (Optional): Enter the cumulative Grade Point Average.

5. (Optional): Enter the Major Code associated with your degree using the field
provided.

Note: The Major field is automatically populated to correspond to the Major Code
chosen in Step 6.
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6. (Optional): Enter the Country, School, and State in which the degree was earned.

7. Select the OK button.

To find your major quickly, click on the search icon next to the Major Code field. Then, type in the keyword and
click on LOOKUP. Select the best match by clicking on the Major Code or Major from the search results

displayed.
EoUCATION B

Degree: v -~
[Year Earned: 4-|-E

ﬁi{:lm < "ﬂ

Major Code: ‘ E

Major:

Country: USA United States

School: Q - -E
_State -

Human Resources may request that you provide documentation supporting this educational change.
fter selecting OK, be sure to click SAVE ALL to complete.
OK Cancel

Chapter 5 Figure 84: Add a Degree Form

Caution! Selecting OK will not save your work. The following steps may be completed at any

point, but must be completed before exiting the My Information-Personal section of HR
Connect.
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8. On the Education tab, select the Save All button.
9. On the confirmation page, select the OK button.

10. Select the OK button in the Message Window. The message will disappear and you
will remain on the My Information page.

EDITING A DEGREE
Employee tab>About Me pagelet>My Information link>Personal link>Education tab

Once a degree has been assigned to your account, you will have the ability to modify certain
information associated with that degree.

1. Select the Edit button next to the degree to be edited. This will take you to the My
Information — Update Education page.

2. On the Update Education page, you can update your Grade Point Average by
modifying or entering the correct GPA in the field provided.

3. To update where you earned your degree, enter or modify the information in the
Country, School, and State fields

4. Select the OK button. (This will take you to the Education tab.)

To find your major quickly, click on the search icon next to the Major Code field. Then, type in the keyword and click
on LOOKUP. Select the best match by clicking on the Major Code or Major from the search results displayed.

EDUCATION

Degree: 04-High School Graduate or Cert

Year Earned:

Grade Point Average: <

Major Code:

Major:

Country: USA Q United States _a
) o
School: Q

State v

Human Resources may request that you provide documentation supporting this educational change.

After selecting OK, be sure to click SAVE ALL to complete

Cancel |

Chapter 5 Figure 85: Edit a Degree Form

Caution! Selecting OK will not save your work. The following steps may be completed at any
point, but must be completed before exiting the My Information-Personal section of HR
Connect.
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5. On the Education tab, select the Save All button.
6. On the confirmation page, select the OK button.

7. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

DELETING A DEGREE

Employee tab>About Me pagelet>My Information link>Personal link>Education tab

Once a degree has been assigned to your account, you will have the ability to modify that
information. Certain information is not, however, modifiable (e.g., Degree, Year, and Major).In
such a case where unalterable information is incorrect, you may delete the entry.

1. Select the Delete button next to the degree. (This will take you to the Delete
Confirmation page.)

Personal Data Education ‘[ Address. ) Work Location | Phone / E-mail ' Emergency Contacts | Job-Related Skils |I|IJI

MY INFORMATION - PERSONAL

-If’h_ Click EDIT 1o update existing information. Chck DELETE o remove a degree. Chek ADD A DEGREE 1o enter
new information. When finished click SAVE ALL.

Narmie: e Ay PD & g35E9|
Empiid: 335828

Position Title: SUP HR SPC R -0201 -04 F

Accomplishment Degres Major School Year Earn Edit 1 Delete
04 High School Graduate or Cart  No Major Edit Delete

Chapter 5 Figure 86: My Information- Personal For Deleting A Degree

2. Select the Yes-Delete button. (This will take you to the Education tab; where the
degree is no longer listed.)

Caution! While it is no longer visible, this degree is still assigned to your account. To complete
this change, you will need to save your work. The following steps may be completed at any
point, but must be completed before exiting the My Information-Personal section of HR
Connect.
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3. On the Personal Data tab, select the Save All button.
4. On the Confirmation page, select the OK button.

5. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

THE ADDRESS TAB
Employee tab>About Me pagelet>My Information link>Personal link>Address tab

The Address tab allows the viewing and editing of your primary residence address, as listed in
HR Connect. On the Address tab, to update your home address:

1. Enter the correct information in the (Address, Country, State, City, and Postal code)
fields provided.

Caution! The following steps may be completed at any point, but must be completed before
exiting the My Information-Personal section of HR Connect.

2. Select the Save All button.

/ Personal Data | Education j Address % WorkLocation | Phone/E-mail | Emergency Contacts | [
MY INFORMATION - PERSONAL

‘.7“‘- Edit information directly on this page. When finished click SAVE ALL. The Address change will be
) effective on or about the next pay cycle.

Hame: PD #: 95438
Emplid; 330142
Position Title:  Supenvisory Human Resources Sp IR -0201-05 |/

HOME ADDRESS F

Address 1: 10 MAIN STREET v

e e hom NEC & he USPS nandi
Address 3: SUITE 1300 mail outside the US,  click here
Country: United States -

State: District of Columbia -

City: WASHINGTON @, County:  DIST. OF COLUMBIA Q
Postal: 20006-0000

Mofte: A change to your home address on this page does NOT update your address for tax withholding,
savings bond, and benefitinsurance, etc., mailing purposes. Those address changes must be made

separately,
Save All "'E

<= Previous ] Mext == |

Cancel All I

Chapter 5 Figure 87: Address Tab
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3. On the confirmation page, select the OK button.

4. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

THE WORK LOCATION TAB
Employee tab>About Me pagelet>My Information link>Personal link>Work Location tab

Unlike other Personal Information, your Work Location cannot be modified in the front end of
the system. This is tied to your position, and can only be altered by someone with access to
MSS or HRSS functionality. The Work Location tab allows you to view, but not change, your
Work Location Address.

{ Personal Data | Education j* Address | Work Location Y} Phone/E-mail )} Emergency Contacts ' [¥)

MY INFORMATION - WORK LOCATION
"';"S“- Edit your building/work location address information directly on this page. When you are finished, click

SAVE ALL. You may only update your work location if the city where you work has not changed. Any
changes to your work address will be effective immediately.

Note:

Please use the Contact Us link to notify your HR office of your changes if:

- The building/work location you wish to select does not display in the Building Location dropdown or
- There is a future or pending action in progress you cannot change your work location.

Name:

Emplid:
Position Title:

Semarang,Kathleen A PD#
330142
Supenvisory Human Resources Sp

WORK LOCATION ADDRESS

Building Description:

Address Line 1:

954381

IR -0201-05 /

(See note above)

10 Main Street

State:
City:
Postal Code:

County:

Address Line 2:
Address Line 3:

14TH FLOOR
SUITE 1300

PA
WASHINGTON
19104
PH%PHIA

Chapter 5 Figure 88: Work Location Address Tab
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Employee tab>About Me pagelet>My Information link>Personal link>Phone/E-mail tab

The Phone/E-Mail tab allows you to add or remove phone numbers and e-mail addresses from

your HR Connect account.

| Personal Data | Educalion § Address 3 Work Localion | Phone | Eamail {_ Emergency Conlads

\ (¥}

MY INFORMATION - PERSONAL

"'1-,,* Edd infosrnation direcily on this page. Click ADD to ender new infarmation. Glick DELETE to
remeéne information. Whien finished dick SAVE ALL. For changes b your busingss phong or g-
madl, contac your local help desk lof instrucions

Hams: Semarang Kamleen A P& 954381
Emplig 330142
Position Tite:  Supendsary Human Resoces Sp R -0201-05 |

14 g o LM Last

Phone Typa Telephona (Use no spaces of characters) Ext

- Add | Delgle
E ML
E-mail Typs E-mail Aidrass
- Add Delete
Sawe Al
=< lewsl Hed => I
Cancel &l |

Chapter 5 Figure 89: Phone/E-mail Tab

Business, etc.), phone number, and extension.

Business, etc.) and e-mail address.

A. Phone- Add or remove phone information including phone type (e.g., Home,

B. E-mail- Add or remove e-mail information including e-mail type (e.g., Home,

UPDATE PHONE/E-MAIL INFORMATION

Employee tab>About Me pagelet>My Information link>Personal link>Phone/E-mai

| tab

While this tab contains separate pagelets for phone and e-mail information, the following
process is the same for making changes in either pagelet. To update your phone or e-mail

information:
1. Select the Add button to add a new row.

2. Enter your Phone (or E-mail) information.

PHOME

Customize | Find | View All | = First [ 12 orz (¥ Last
Phone Type Telephone (Use no Spaces or characiers) xt

Business 1 E - 202/555-5551

Chapter 5 Figure 90: Phone Information — Row Added

from your organization’s official directory. You are unable to

Note: While Business is an available option for e-mails, business e-mails are updated
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Add a business e-mail via this method. To add or change your business

e-mail, contact your local helpdesk.

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.

On the Phone/Email tab, select the Save All button.
On the Confirmation page, select the OK button.

Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

REMOVE PHONE/E-MAIL INFORMATION

Employee tab>About Me pagelet>My Information link>Personal link>Phone/E-mail tab

1.

Select the Delete button across from the phone number or e-mail address to be
removed. This will generate a Confirmation Message.

In the Confirmation Message pop-up, select the OK button. After doing so, the
Phone/E-mail tab will refresh.

Note: The phone number (or e-mail) is no longer listed.

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.

On the Phone/Email tab, select the Save All button.
On the Confirmation page, select the OK button.

Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

EMERGENCY CONTACTS

Employee tab>About Me pagelet>My Information link>Personal link>Emergency Contacts tab

The Emergency Contacts tab allows you to add, edit, or remove your emergency contacts in HR

Connect.
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(4] /" Work Location | Phone/E-mail | Emergency Contacts | JobRelaled Skills | ATFInfa |
MY INFORMATION - EMERGENCY CONTACT

:'153: Click EDIT to change or updale information, Click DELETE to remove a contact Click ADD A CONTACT o
i enter new information. When finished click SAVE ALL

Hame: Semarang Kathleen & FD # 954381
Emplid: 330142
Position Title:  Supendsory Human Resources Sp IR -0201-05 T

A B
onia Relationship 1o Employee Primary Edit
=1 = 20 =9

| Add a Contact

Save All

== Previous | Mexd == |

Cancel All

Chapter 5 Figure 91: Emergency Contacts Tab

Contact- View the names of your existing emergency contact(s).

Relationship to Employee- View your relationship with the emergency contact.
Primary- Identify the primary emergency contact.

Edit- Modify existing contact information.

Delete- Remove existing contact information.

Add a Contact- Add a new emergency contact.

mmoO®P>
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Employee tab>About Me pagelet>My Information link>Personal link>Emergency Contacts tab

The steps below focus on adding a new contact. The information provided below can also be

used to edit a contact.

1. To add a new contact, select the Add a Contact button. (To edit an existing contact,

select the Edit button instead.)

Contact Relationship to Employee
George Employee

| Add 3 Contact ==

Chapter 5 Figure 92: Emergency Contact Information

2. On the Update Emergency Contact page, enter or select the desired information for
the Contact field and Relationship to Employee dropdown menu.

3. Enter the mailing Address of the contact in the fields provided.

4. Enter the contact’s Telephone information in the fields provided.

5. Select the OK button. (This will take you back to the Emergency Contacts tab.)

EMERGENCY CONTACT

Contact:
Relationship to Employee: v

y:

¥

| Same Address as Eﬂmg

Address 1:
Address 2:
Address 3:

Country: United States -

State: =
City:

Postal Code:

«—f

EMERGENCY CONTACT PHONE NUMBERS

*Phone Type Telephone (Use no spaces or characters)

-

Last Update Name:

Update
Date/Time:

After selectifig OK, be sure 1o ¢

OK Cancel I

ck SAVE ALL 1o complete

Chapter 5 Figure 93: Emergency Contact Information Form

checkbox.

A. If you are at the same address as this Emergency Contact, you may automatically
enter your address into Step 3 by selecting the Same Address as Employee
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B. If necessary, you may Add multiple phone numbers or Delete an existing phone
number.
C. You may review the Last Update Name and Last Update Date/Time.

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.

6. On the Emergency Contacts tab, select the Save All button.
7. On the Confirmation page, select the OK button.

8. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

DELETING AN EXISTING EMERGENCY CONTACT
Employee tab>About Me pagelet>My Information link>Personal link>Emergency Contacts tab
1. Select the Delete button.

2. Inthe pop-up message, select the OK button. (After selecting the OK button, the
Emergency Contact tab refreshes; the contact is no longer listed.)

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.

3. On the Emergency Contacts tab, select the Save All button.
4. On the Confirmation page, select the OK button.

5. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

JOB-RELATED SKILLS

Employee tab>About Me pagelet>My Information link>Personal link>Job-Related Skills tab

The Job-Related Skills tab allows you to add and/or edit information pertaining to
certifications, memberships, test scores, and language proficiencies you have earned.

Note: To access the Job Related Skills tab, select the Tab Advance arrow.

Table of Contents December 11, 2012 Page 53 of 277




HR Connect User Guide

(4] /" Work Location | Phane /E-mail | Emergency Gonlads | Job-Related Skills |__ATFInfo
JOB-RELATED SKILLS

J“ Use this section to include additional information about you, including job-relaled skills,
licknsesicenificabes afained, memberships in arganizations, and foreign languages that you
speak Click EDIT fo update exsting information. Click DELETE fo remove information. Click ADD o
enber new imfonmation. When fimighed dick SAVE ALL

Name: SemarangKathleen & PD# a54381
Emiplid 330142
Position Title:  Supendsory Human Resouwrces Sp IR -0201-05 T

LicenseaiCertificalas Ins Db

Mlh"rrlr.ll'll:.hljil"u Issue Dale

Add a Membership

Iasue Date

Add & Test

Raadimg Wiriting
Profceency Proficiency

Addalanguage | D

Chapter 5 Figure 94: Job-Related Skills Tab

A. Licenses/Certificates- Allows you to add and/or view the name and issuance date of
any Licenses/Certificates assigned to your account.

B. Memberships- Allows you to add and/or view the name and issuance date of any
Memberships assigned to your account.

C. Tests- Allows you to add and/or view the name, issuance date, and outcome (score
and whether or not you passed) of any test assigned to your account.

D. Languages- Allows you to add and/or view the name and proficiency (speaking,
reading, and writing) of any language assigned to your account.
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ADD/EDIT A LICENSE/CERTIFICATE

Employee tab>About Me pagelet>My Information link>Personal link>Job-Related Skills tab

1. Select the Add a License/Certificate button (or the Edit button associated with the
license/certificate).

Licenses/iCertilicates Issue Date Delete
Certified Appraiser 0702012 Edit Delete
1
Add a Licensel/Certificate

Chapter 5 Figure 95: Licenses/Certificates Information

2. Onthe Add/Edit Licenses/Certifications page, select the appropriate
License/Certificate from the dropdown menu.

3. (Optional): Enter the number associated with your license in the License Nbr field.

4. Enter the license’s/certificate’s issuance date in the Issued Dt field (Optional: and
expiration date in the Expiration DT field).

5. (Optional): Enter who the license/certificate was Issued By in the field provided.

6. (Optional): Enter where the license/certificate was issued in the Country and State
fields.

7. Select the OK button.

Add/Edit Licenses/Certifications

License/Certificate:

License Nbr;

<8 4

Issued Dt: [

(mrmiddiyy) *

Expiration DT: [

(mmiddiyyyy)

A

Issued By:

Country:

| State:

United States

>
L]

Afer selecting OK, be sure 10 click SAVE ALL 10 complete

QK Cancel |

Chapter 5 Figure 96: Add/Edit Licenses/Certifications Form

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.
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On the Job Related Skills tab, select the Save All button.

On the Confirmation page, select the OK button.

10. Select the OK button in the Message Window. (The message will disappear and you

will remain on the My Information page.)

ADD/EDIT A MEMBERSHIP

Employee tab>About Me pagelet>My Information link>Personal link>Job-Related Skills tab

1.

Select the Add a Membership button (or the Edit button). This will take you to the
Add/Edit Memberships page.

Memberships Issue Date
AF Commun Eleclronics Assoc o7rorzo12 Delete

Add a Membership

Chapter 5 Figure 97: Memberships Information

Select the appropriate Membership from the dropdown menu.
(Optional): Enter the date the membership was issued in the Issued Date field.

Select the OK button.

AddiEdit Memberships a
Membership: A 1
Issue Date: A v [r‘ﬂl‘ﬂ!tlﬂ."ﬂj-}']l

After selecting OK, be sure 1o click SAVE ALL to complete.

Chapter 5 Figure 98: Add/Edit Memberships Page

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.
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5. On the Job Related Skills tab, select the Save All button.
6. On the Confirmation page, select the OK button.

7. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

ADD/EDIT A TEST
Employee tab>About Me pagelet>My Information link>Personal link>Job-Related Skills tab

1. Select the Add a Test button (or the Edit button associated with the test). This will
take you to the Add/Edit Tests page.

Issue Date  Score Passed Edit

Business English 0702042 100.00 Y Edit Delete

AddaTest <

Chapter 5 Figure 99: Tests Information

2. Select the appropriate Test Name from the dropdown menu provided.
3. (Optional): Enter the issuance date in the Issue DT field.

4. (Optional): Enter your test Score in the field provided and identify whether or not
you Passed the test using the checkbox provided.

5. Select the OK button.

Add/Edit Tests a

Test Hame:

Issue DT: w00 (mmiddyyyy)

Score:
[ Passed

After zelacting OK, be sure to click SAVE ALL to complete

OK -q....ﬂ Cancel
Chapter 5 Figure 100: Add/Edit Tests Page

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.
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6. On the Job Related Skills tab, select the Save All button.
7. On the Confirmation page, select the OK button.

8. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

ADD/EDIT A LANGUAGE
Employee tab>About Me pagelet>My Information link>Personal link>Job-Related Skills tab

1. Select the Add a Language button (or the Edit button associated with the language).
Doing so will forward you to the Add/Edit Languages page:

Apeaking - Eeading Wiriting
sency Proficiency Proficiency Edit

Moderabe

Langueanas

Gl Moderate Moderate

Add 3 Language

Chapter 5 Figure 101: Languages Information

2. Select the appropriate Language from the dropdown menu provided.

3. (Optional): Select your Speaking, Reading, and Writing Proficiencies in the
dropdown menus provided.

4. Select the OK button.

AddrEdit Languages F
lLa nguage:

Speaking Proficiency: v
e
Reading Proficiancy: -
Writing Proficiency: -
Afer selecling O, be sure to click SAVE ALL to complete
oK Cancel |

Chapter 5 Figure 102: Add/Edit Languages Page

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.

Table of Contents December 11, 2012 Page 58 of 277




HR Connect User Guide

5. On the Job Related Skills tab, select the Save All button.
6. On the Confirmation page, select the OK button.

7. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

DELETING JOB RELATED SKILLS

Employee tab>About Me pagelet>My Information link>Personal link>Job-Related Skills tab

In addition to adding and editing Licenses/Certifications, Memberships, Tests, and Languages,
the Job Related Skills tab allows you to remove information from these pagelets. All Job Related
Skills utilize the same steps for deletion.

1. Select the Delete button corresponding to the Job Related Skill you intend to
remove. This will take you to the Delete Confirmation page.

2. On the Delete Confirmation page, select the Yes Delete button.After doing so, you
will be returned to the Job Related Skills tab (where the Job Related Skill is no longer
listed).

Caution! To complete this change, you will need to save your work. The following steps may be
completed at any point, but must be completed before exiting the My Information-Personal
section of HR Connect.

3. On the Job Related Skills tab, select the Save All button.
4. On the Confirmation page, select the OK button.

5. Select the OK button in the Message Window. (The message will disappear and you
will remain on the My Information page.)

5.2 REVIEWING SF-50 NOTIFICATION OF PERSONNEL ACTIONS

Employee tab>About Me pagelet>My Information link>My Information page

Via ESS, you may review personnel actions taken on your account by generating an SF-50
report. To generate an SF-50 report:

1. On the My Information page, select the Notification of Personnel Actions link.

2. On the confirmation page, select the Cancel button. (Alternatively, selecting OK will
direct you to the Report Output page.)

3. On the My Information — SF50 Notification of Personnel Action page, select the
Print Most Recent, or Print All Available Personnel Actions, check box.

Note: If you select the Print Most Recent SF-50 Personnel Action, then skip to Step 5, as
Step 4 will not be available.
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4. Enter a date range in From Date and To Date fields provided.

5. Select the Submit button.

NOTIFICATION OF PER SONNEL ACTON

[¥] view or Print the Most Recent 5F-50 Personnel Action Toll Me More a

[ Iwiew ar Print All Available Personnel Actions Tell Me More

Select a date range for the SF-50, Motice of Personnel Action, |:;:me/n
I From Date: (mmiddiyyy)  To pate: (mmyddiyyyy]

View the SF-50 MNolice 1o Employes (Printed on the back of an SF-50)
L Submit I Back |

Chapter 5 Figure 103: My Information — SF50 Notification of Personnel Action Page

6. On the Report Manager confirmation page, select the OK button. This will take you
to the Report Output page.

7. Select the appropriate SF50 Notification report link (This will take you to the Report
Output page; if this link does not appear, wait a minute and select the Check For
New Reports button).

Manager [ﬁ' | Employee| [Rnpnrt Clutput| |Prnwaroupi [Menu|

HR Connect Help

" HR Connect-2-Learn Training Use Report Output to display and print HR Connect repors. Ifthe report you just
Resource Center submitied is not shown, dick on the CHECK FOR NEW REPORTS button to update the
This center offers learning and display of completed reports. Repors older than 7 days will be purged from the
other helpful resources to gystem, To save repons 10 your hard drive, open the repor and click on the Noppy disc
support you in completing most ican on the Adobe Acrobat toolbar.

HR Connect functions

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

Check For New Reports |

ri $F50 Notification-330142-Recent EMP Copy - 0762012 - 15:4'U|

Payroll Interface Rpt Output

* Current Reports - None
* First Date Prior Reports - Hone
* Second Date Prior Reports - None

Privacy and Security Policy

Chapter 5 Figure 104: Report Output Tab

5.3 INITIATING A VOLUNTARY SEPARATION

The process for initiating a voluntary separation is the same when the separation is the result of
a retirement or a resignation. While the reasons behind such actions significantly differ, for the
purposes of documentation they are interchangeable.
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INITIATING A VOLUNTARY SEPARATION

Employee tab>About Me pagelet>My Information link>My Information page

HR Connect User Guide

1. On the My Information page, select the Retirement link to initiate a retirement or
the Resignation link to initiate a resignation. This will take you to the Retirement or
Resignation page.

2. Select the appropriate Action Reason and Proposed Effective Date from the
dropdown menu and date field provided.

3. If necessary, provide supplementary Comments/Instructions in the field provided.

4. |If possible, specify an Authorizer (If you are unable to edit these fields, your action
will be routed to Human Resources).

5. Select the Submit button. (This will take you to the SEC Records Maintenance page.)

Action Reasom: [ In Liew of Involuntary Aclion =
Proposed Effective Date 0715012 (1 (mmiddiyyy)

7

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

questions, You may also use this space to provide any additional information

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

Role Employee or Group Name

First Authorizer

Second Authorizer

L2 L L

Third Authorizer

2 Human Resources

Chapter 5 Figure 105: Resignation or Retirement Page

SEC RECORDS MAINTENANCE

Employee tab>About Me pagelet>My Information link>My Information page>Retirement or Resignation
link>Submit button>SEC Records Maintenance page

On the SEC Records Maintenance page you will see a list of items which need to be returned
before you may complete your voluntary separation. Iltems are organized by SEC Category (e.g.,
Security, Information Technology, etc.) and are identified in the Description field.
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6. Enter the items Serial Number and Bar Code in the fields provided.

7. Select the Estimated Return Method and Date in the dropdown menu and date field
provided.

8. (Optional): Enter a comment in theEmployee/Manager Comments and SEC
Comments fields provided (e.g., why you are unable to return the item).

9. Select the OK button. (This will produce a confirmation message and will take you
back to your home tab.)

SEC Maintenance

CQar ARy 2 . (T} —

*SEC Category: | Security v *SEC Item: BADGE / SMARTID ~ |

Description: Badge / Smart ID (includes Badge/Key Conversion) Serial Number: a
T &

Estimated Return Method: ¥ BarCode:

Estimated Return Date: 5

Employee/Manager

Comments: Provide contact name and phone#. If Unrecoverable, provide explanation.

- “

Actual Return Status: Initiated v \

Actual Return Date:

SEC Comments: Provide contact name and phone#. If Unrecoverable, provide explanation. #

If you have questions, contact: Bealeton,Shari Ann
Telephone: 202/555-1000

Email Address:
Tracking Data

OK Cancel Apply

Chapter 5 Figure 106: SEC Records Maintenance Page
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CHAPTER 6: MANAGER SELF SERVICE (MSS)

6.1 MANAGER SELF SERVICE

Managers and their proxies can initiate a variety of actions, and perform a variety of functions
from the Manager Tab. These include Personnel Action Requests (PAR’s), Human Resource
Actions, and other processes which relate to setting up or using particular functions. These
processes include:

e Setting up workflows

e Picking a proxy

e Using the People and Positions pagelet
WORKFLOW

HR Connect includes the functionality to create a workflow, and manage the routing of actions
within your organization.

SETTING UP A WORKFLOW PROFILE
Manager tab>Profiles and Proxies pagelet>Workflow Profile link>Workflow Profile page

1. Enter the name and office phone number in the Contact name and phone number
for HR field for the individual who can be contacted by HR should there be questions
about the action.

2. Select E-mail Notification preferences.

3.
4.

Enter the names of Authorizers.

Select the Save button.

Workflow Profile

Manager:

Description:

Garrison Kimberly 5
TECHMICAL SUPPORT SECTION - AU

.

To set up default routings for each authorization level, select the authorizer's name (person or group) that you typically route
actions to for authorization. If you do not see the authorizer's name in the list for the specific level of autherization you wish,

contact your HR office.
The system will automatically send you e-mail nofifications throughout the routing process. If you prefer not to receive any of
theze e-mails, simply check the e-mail checkbox. Be sure to SAVE your profile! Click Te!l Mz More for details about your Workflow

Profile. F

Contact name and phone number for HR:

JContact Kimberly S Garrison at 816/268-3138. W |

D Turn off my e-mail notification for Personnel Action Requests.

O Tum off my e-mail notification for Recruiment Requesis.

8

Role

Employee or Group Name a

Veirst Authorizer:  Katonan,Melissa L

Second Authorizer: Secor,Charlotte A

v

L L L

Dorris, Michele H

Third Authorizer:

4
N_Save |

Clear | Cancel I

Chapter 6 Figure 107: Workflow Profile Page
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Pick A PROXY

Managers can designate an individual to carry out administrative actions on their behalf. This
can be temporary while that manager is away from the office, or on a semi-permanent basis, at
the discretion of the manager.

SETTING UPA PROXY
Manager tab>Profiles and Proxies pagelet>Pick a Proxy link>Pick a Proxy page
1. Select the Proxy lookup.

2. On the Proxy Lookup page, enter the proxy Name and Organization information in
the fields provided.

3. Select the Search button.

4. Select your proxy from the search results. This will take you back to the Pick a Proxy
page.

5. On the Pick a Proxy screen, specify the Role, Start and End Date, Routing Privelege,
and Contact Information for the proxy.

Note: The Proxy Can Change Routing checkbox should always be selected as the proxy
takes on the workflow profile of the manager. This will ensure that the Proxy will be
able to change the routing so that the correct authorizers approve the action.

6. Select the Save button. This will take you to the Pick a Proxy Notification screen.

7. Select the Close button.

Pick a Proxy

Manager: Garrison,Kimberly S
Organization: TECHNICAL SUPPORT SECTION - AU

I-

‘1‘9'"'3‘-.‘ Going out-of-town on business, taking leawve, or just need help in managing your routing HR work? Pick a Proxy lats you
designate somegne to intiate andfor approve actions on your behall. Youw can assign one or more proxies and determing the
lengih of assignment with Stan and End dales. To sbop the proxy assignment eary, change the End Date. If you want the proxy
fo have the same capability to select a different approver, then leave the Roufing check box checked. f unchecked, your proxy
will only be able to route 1o approvers you have designated on your Workflow Profile. Click Ted Me More for details

Wiew &l Firzt U 4 or 4 L Last

Proxy Can
*Name *Proxy as (Role) *Start Date "End Date Change Contact Name/Phone for HR
Routing

Add | Deete | n/@lmﬂia,m v 07202012 [ A ]
I Save ZI Cancel I

Chapter 6 Figure 108: Pick A Proxy Screen

PEOPLE & POSITIONS

The People and Positions pagelet allows managers to view information relating to employees
and positions who report to them. This includes employees who report directly to that
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manager, the subordinates of that employee, and employees who have been detailed to that
manager.

Manager tab>People and Positions pagelet

People and Positions

View information on employees and positions
reporting to you. If information below is incomect,
contact the Human Resources office or send an e-
mail using the link in the HR Connect Help box.

To initiate a personnel action request, click on the

employee's name. ﬁ;',“. e
—
. ~ - -
Manager: Garrison Kimberly
Organization: TECHNICAL SUPPORT SECTION - AU?
C
Employee Name ‘ Position Title l Sub Org
Eppstein,Teresa R HUMAN RESOURCES SPECLST (INFO
Fishtrap,Edith M Human Resources Assistant
Fortville Paula K Hr Asst (Is)

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

il |
View employees detailed to your organization processed in HR Connect.

Chapter 6 Figure 109: People & Positions Pagelet

Manager- Your name.

Organization- The organization in which you work.

Employee Table- A list of employees who report directly to you.

Subordinate Employees- Employee information for an individual who reports
indirectly to you.

E. Detailed Employees- Employee information for an individual who has been detailed
to your organization.

oOnw»
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VIEW AN EMPLOYEE’S INFORMATION

Manager tab>People and Positions pagelet
1. Select the desired Employee Name from the list.
2. View the desired information from the Employee Data/Personnel Actions page.

VIEW A SUBORDINATE EMPOYEE’S INFORMATION

Manager tab>People and Positions pagelet >Subordinate Employees link>Subordinate Search — Select
Employee page

1. Enter or select the desired information.
2. Select the Search button.

3. Inthe search results, select the Employee Last Name from the list. (This will take you to
the Employee Data/Personnel Actions page.)

Subordinate Search - Select Employee

\;\?& To search for a specific employee, type the employee’s last name and dick SEARCH. Include any of the
other fields to refine your search, When you get the search results, click on 2 name from the list to select.
When you enter Grade/ Occupational Series alone or one character in the Last/First Name it will take more

time to return the results,

— FOXTON
1

First Name:

Pay Plan:
Occupational Series: Q
=

Grade:

Organization Name:

P ] = =
Employee Last Name Title Pla, Series Grade Organization Name
P e Hr Analyst Gs o1 13  TECHMCAL SUPPORT SECTION

Chapter 6 Figure 110: Subordinate Search- Select Employee Page
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CHAPTER 7: HUMAN RESOURCES SELF SERVICE (HRSS)

While MSS actions may be initiated through the Manager tab (the front-end of HR Connect),
HRSS actions must by processed by HRSS users via the HR tab and Back-End Menu. The
following are the primary functions of HRSS:

e Reviewing your Individual Worklist.

e Viewing the status of worked items that no longer appear in your Individual or
Group Worklists.

e Viewing an Employee’s Personal Information.

e Reviewing and printing an SF-50 Notification of Personnel Actions.

e Viewing and printing a Position Description.

7.1 REVIEWING YOUR INDIVIDUAL WORKLIST

Similar to the Manager’s Worklist, any PARs requiring processing or authorization assigned to
your account will appear in your Individual Worklist.

To review and approve, click on the personnel action, or to get a more detailed view,

click the EXPAND button.

Worklist For ©
Personnel Action Proposed Eff Date Emplid Employee Name
HR1 - Suspension 2012-02-26 339558 Foxton Margaret A
HR2 - Promotion NTE 2012-03-25 443035 Stevensville, Joyce J

Expand to see details |

Chapter 7 Figure 111: Individual Worklist
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7.2 VIEW WORKLIST STATUS

HR Tab>HR Processing pagelet>Worklist link

1.

2
3.
4

Select Worklist Status.

Enter/Select the desire

d From Date & To Date.

Select your Individual or Group worklist.

HR Connect User Guide

Select the Submit button. (This will take you to the Worklist Status Report for the

worklist you selected.)

Worklist Status Report

‘eﬁkﬁa Enter the From and To Dates, select the Individual or Group worklist items to
display. Click SUBMIT to display report.

From Date: (9 (mmiddiyyyy
To Date: B (mmiddiyyyy)
i@ My Individual Worklist -E

) Group Worklist 4]

Suhmiq Cancel

Chapter 7 Figure 112: Worklist Status Report

7.3 VIEW AN EMPLOYEE’S PERSONAL INFORMATION

HR Tab>HR Processing pagelet

1.
2.

In the HR Processing pagelet, select the HR Online Inquiry link.

On the HR Online Inquiry page, enter the desired search criteria in the fields

provided.

Select the Search button. The HR Online Inquiry Screen (with the employee’s
personal information),will then display.

HR Online Inguiry

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

]( Find an Existing Value |

Empl Red Nbr: =

iESaamh I Clear

EmpliD: El ~ | 339558 4-""“

Last Name:  begins with +

First Mame: .tleginswim -
Mational ID: ‘negmsmm -

-

|Hi$_ﬂ:_53jﬂ:_h B save Search Criteria

Chapter 7 Fi

gure 113: HR Online Inquiry Search Screen
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7.4 VIEW OR PRINT AN EMPLOYEE’S SF-50

HR Tab>HR Processing pagelet>SF-50 Notification of Personnel Action link
1. Enter the desired Employee ID in the EmplID field.
2. Select the Search button.
3. Select the View or Print the Most Recent SF-50 Personnel Action checkbox.
4. Select the Submit button.

HR Processing - SF50 Notification Of Personnel Actions

Name: Foxton Margaret A POF: 947954
Emold 339558
Position Title: Human Resources Specatst GS-0201-13 1 7

‘ﬁ?ﬁ“ You may sedect only one of the following 3t a time: View of Print the Most Recent Perscanel
Action of View of Print A% Available Perscanel Actions by checking only one of ihe
chackboxes. Select e Tell Me More link for a short description of each choice When
selecing a range of dates for e View All Avaladie Personnel Acions, you must select both a
From Date and a To Date. if there are no actions for the selected date range, you will roceve
anotice 1o that effect The detault Is fo print the Employoe copy of the SF-%0. Select the
optional Check if OPF Copy only £ you want to pant the OPF copy of the SF-50. Alter sefecting
SUBMIT, follow the Instrucbons 1o teltieve the requesied SF-50(s) from ?ie Report Output
Tab. Select ;e BACK 2umon 10 retuen % the HR Processing page

NOTIFICATION OF PERSONNEL ACTIONS
View or Print the Most Recent SF.50 Personnel Action  Tell Me More
) view or Prist All Available Personnel Actions Toll Me More
[CICheck 1 OPF Copy (Otherwise Empioyee copy wil print)

Select 3 date range for the SF-50, Notce of Personned ACon, of leave dlank for all dates

From Date: L (meniddiyyyy) To Dau:; | (mmiaayyyy)

gack | cancer |

Chapter 7 Figure 114: HR Processing- SF-50 Notification Of Personnel Actions

5. From the Report Output page, select Check for New Reports.
6. Select the desired report. (The employee’s SF-50 form will then display.)

" Report Output

Use Report Output to display and print HR Connect reports. If the report you just
submitted Is not shown, click on the CHECK FOR NEW REPORTS button to update the
dispiay of compieted reports. Repons older than 7 days will be purged from the
system. To save repons o your hard drive, open the report and dick on the floppy disc
icon on the Adobe Acrobat toolbar.

Check For New Reports | |

r& $F50 Notification-339558-Recent EMP Copy - 08/16/2012 - 10:2

FE Recruitment Request #147339 - 08/15/2012 - 13:11

Chapter 7 Figure 115: Report Output (SF-50 Form)
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7.5 PRINT A POSITION DESCRIPTION
HR Tab>HR Documents pagelet>Print Position Description link
1. Enter/Select the Job Code search criteria.

2. Select the Search button.

Print Position Description - Search

i-&i:u, To begin your Search, enter below one or more of the following and click SEARCH. |

@ Job Code Search ) Indiwidual Position Search o -’n

Job Code Number:

Organization Position Title:
Pay Plan: -
Oecupational Series: L&)

Grade: o

searcnap B clear | canca |

Chapter 7 Figure 116: Print Position Description- Search

3. Inthe Search Results, select the desired Position Title.

Print Position Description - Results

% Click on the Position Title to select the position to be printed. Click BACK TO SEARCH to return to the Search page.

Wiegw 1000 First U 1.25 of 8361 o Last

sontode  mdwdual Posiion  position Title PayPlan Occ Series Grade SetiD
T00068 Clerk 4= GS 0303 01 TRSO1
T00286 Custodial Worker WG 3566 01 TRSOY
T00056 File Clerk cs 0305 01 TRSO1
TO0028 Labarar WG 502 0 TRS01
T00046 Wail Clerk s 0305 01 TRSO1

Chapter 7 Figure 117: Print Position Description- Results

4. On the Report Output page, select Check for New Reports.

Note: If no reports are visible, select the Check for New Reports button to refresh the
list.

5. Select the desired report. The Position Description will then display.
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CHAPTER 8: POSITION MANAGEMENT

8.1 OVERVIEW

HR Connect is a position-driven system; it requires that a position exist in the system before
hiring or promotion actions can be performed. The defining characteristics of any position (e.g.,
General Schedule, Title, Manager Level, etc.) are referred to as its Position Description (PD),
referred to in HR Connect as a Job Code (JC). While each position is assigned a unique eight-
digit Position Number, many positions may share the same job code.

This section provides walkthroughs for the creation and management of Job Codes, Positions,
and Requisition Requests from the perspective of both MSS and HRSS users.

8.2 POSITION DESCRIPTION/JOB CODE MANAGEMENT

While Job Codes may be requested by Managers, MSS roles do not include functionality to
process such requests. HRSS provides the functionality necessary to create Job Codes by either
approving Job Code requests or, if no request was submitted, initiating the creation of new Job
Codes.

To initiate and process a Job Code request:

INITIATING A JOB CODE REQUEST IN MSS

Manager tab>Positions pagelet>Establish New Position link>Position Description — Search page
1. Enter the search criteria associated with the desired job code.

2. Select the Search button.

Position Description - Search

Y
‘f\ Use HR Connect's Position Description (PD) Library to save time! The library contains hundreds of officially classified
position descriptions that can be used for a variety of personnel actions, including recruitment and promotions.

This screen will allow you to search for Treasury-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 have the
text available and may require that you contact your 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. If you already know the Position Description #, enter the number, select all checkboxes under

Posttion Library and click SEARCH. F

Position Library: LI Treasury Bureau - with text Bureau - without textf]

Pay Plan: Y

Occupational Series: Q

Grade: b

Position Title:
Position Description #:
Keywords:

Clear Back |

Chapter 8 Figure 118: Position Description Search For Job Code Creation Request
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3. Inthe Search Results, select the Click Here link.

view Al First () 125 of 250 I Last

Your search has returned more than 100 matches. Try to refine your search.
If the Position Description you need is not here

Back to Search

Figure 119: Create New Job Code Click Here Link

4. On the Position Description Library page, enter or select the appropriate Job
Code/Position Description information.

5. Select the Submit button.

Position Description Library - Request Position Description

To create a new position description for use in your organization, complete the information below. Your new position
description must be reviewed and classified by an HR Specialist. Not using a pre-classified standard position from the
Position Description Library 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 your HR office has

approved the position description, you will be notified by e-mail to recruit for this position. | ﬂ
Position Title: Sample Position Ttitle I
Pay Plan: AC - Administrative -

i iag: 0083
Occupational Series: Q Police

Grade: 10 -

Proposed Major Duties and Competencies:
Security -

Comments and additional instructions for HR:

E-Mail Notification:
dot .sand@treasury.gov

Enter your supervisor(s) e-mail address to notify them of your new reguest.
Separate multiple e-mail addresses with a comma.

Chapter 8 Figure 120: Position Description Library- Request Position Description
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In the Confirmation message, select the OK button. (This will take you back to your
Home Page.)

PROCESSING A JOB CODE REQUEST IN HRSS

Menu tab>Organizational Development menu>Position Management link>Define Position Data USF link>Job
Code Request link>Job Code Request page

1.

O N O U B W N

On the Job Code Request page, enter search criteria (e.g., Request Number).
Select the Search button.

In the Search Results, select the desired Req# (Request Number) link.

If changes are necessary, select the Edit Request checkbox. (If not, skip to step 6).
Make any necessary changes.

Select the Request Status from the dropdown menu.

Select the Save button.

To create the requested job code, select the Apply Job Code button. (This will take
you to the Add a New Value tab on the Job Code USF page. To complete this
process, follow the steps provided in the Creating/Modifying a Job Code in HRSS
section.)

Job Code Request )
Request Number: 8 Request Date: omuzoo3lams| Status: Request 'I
SetiD: RSO initiated By: Manager Requested for:
BB {oemen 0] soocose NFC ORgIO: 23- 77- 9477 - 00
Official Tithe: Grade: Occ Seres:

Proposed Major Duties and Competencies.

Comments and Additonal Instructions for KR

User 1D: 080173 Appled Date:

Search Jodb Codes J Apply Job Cod
" 1 @ Save I X Return to Search l

Chapter 8 Figure 121: Reviewing a Job Code Request
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CREATING/MODIFYING A JOB CODE IN HRSS

Menu tab>Organizational Development menu>Position Management link>Define Position Data USF link>Job
Codes link>Job Code USF page

1. Select the Add a New Value tab.

2. Enter the Job Code you would like to create.
3. Select the Add button.

Job Code USF

i Find an Existing Value dd a Hew Value

SetiD: AE01

N = 2

Chapter 8 Figure 122: Job Code USF Page

Note: The steps for creating a new job code are similar to the steps for modifying an

existing job code. To modify an existing job code, select the add a new row (+) button on
the Job Code Profile tab prior to Step 4.
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4. Enter the desired Effective Date (defaults to current date) and select the
appropriate Status (defaults to active) in the date field and dropdown menu
provided.

5. Ensure that the NFC Function Code and Update Indicator in the dropdown menus
are set to Add and Ready respectively.

6. Enter the Occupational Series and Official Posn (Position) Title Code (Optional: as
well as the Organization Posn [Position] Title Code) in the fields provided.

7. Enter the Standard Hours, Standard Work Period, Comp Freq (Compensation
Frequency), and select the Manager Level associated with the job code in the fields
and dropdown menu provided. If necessary you may also enter the Workers’ Comp
(Compensation) Code in the field provided.

Job Code Profile Y Default Compensation )" Non-Base Compensation
Setil: IRS01 Job Code: 921204 in nits that use this Seti
Job Code Profile Find  First 4 4 o714 LM Last
! : i E GoTo Ruwl & =
*MFC Function Code: ~ Add - v *NFC Update Indicator; _Ready - |
Update MFC Status | NFC Status Code: | Mot Added - NFC Status Date:
*Occupational Series: Q SING Error|s)
*Official Posn Title Code: Q, SING Search
SIMQ Addendum
Organization Posn Title Cd: Q
Job Description: - o
Job Function Code: Q Job Subfunction: <]
Job Family: Q
*Standard Hours: 40.00 Standard Work Period: W O, Weekly
Workers' Comp Code: *Manager Level: 8-All Other Positions -
*Comp Freq: A QL Annual k
ReqularTemporary: Regular = ] Medical Chechup Required é h
Union Code: Q

Chapter 8 Figure 123: Job Code Profile Tab — Job Code Profile Pagelet

You may also enter:

A. The Job Description, Function and Subfunction Codes, and Job Family associated
with the Job Code.

B. The Union Code associated with the Job Code. You may also specify whether or not
the Job Code is Regular/Temporary and if a Medical Checkup is Required for
positions assigned this job code.
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8. Enter the appropriate POI (Personnel Office ID) and Bargaining Unit in the fields
provided.

9. Select the Pay Basis and PATCOB Code, corresponding to the occupational category
associated with the job code, in the dropdown menus provided.

v B2 s Federal
Agency: ITR Department of the Treasury
Sub-Agency: 92| Internal Revenue Senvice
*POL Q
*Bargaining Unit: Q
“Pay Basis: PA-Per Annum .J—g
Fund Source:
Official Title Prefix: v
Parenthetical Title: - __ Employee Financial Interests
*PATCOB Code:  Other White Collar . CHEXSCRENS Fismncii Discissms

Chapter 8 Figure 124: Job Code Profile Tab — US Federal Pagelet

You may also enter:

C. The Fund Source, Official Title Prefix, and Parenthetical Title associated with the

Job Code.
10. Enter the classification date in the Date Classified field.

Functional Class: | 00-Mot Applicable - [Tla Actions
Target Grade:

Sensitivity Code: 2-Mon-Critical, Sensitive -
LEO Position: ol

Classification Q
Standard:

Classifier:

Marrative Texd

oTrzo2012 M Classification Authority: Title 5, GS Class System

First 1 4 of 4 L] Last

Classification Factors Find | View Al

Classification Factor: Factor Level: Paints: Weight (%): =
® -

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

Humber: 0 o

Position Classification Stds:

Chapter 8 Figure 125: Job Code Profile Tab — Classification Factors Pagelet
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with the Job Code.

D. The Sensitivity Code, LEO Position, Classification Standard, and Classifier associated

E. The Factor Level, OPM Certification Number, and Position Classification Stds
associated with the Classification Factor.

11. Select the appropriate EEO/IPEDS Job Categories in the dropdown menus provided.

12. Ensure the information in the FLSA Status (Fair Labor Standards Act Status) and
Tipped dropdown menus provided are correct.

v B ysa

*EEOQ-1 Job Category:
*EEOQ-4 Job Category:
*EED-5 Job Category:
*EEQ-6 Job Category:
IPEDS-S Job Category:

Mo EEQ-1 Reporting

Mo EEO-4 Reporting

Mo EEQ-5 Reporing

Mo EEQ-6 Repaorting

Mo IPEDS-S Reporting

i

Standard Occupational Classif: a
Occupational Classif. Code: Q,
EED Job Group: Q
*FLSA Status: Monexempt -
*Tipped: Mot Tipped - *m
Updated on: Updated By:

[Es Add | | UpdateDisplay | & Include History

Chapter 8 Figure 126: Job Code Profile Tab — USA Pagelet

You may also enter:

F. The Standard Occupational Classif (Classification), Occupational Classif
(Classification) Code, and EEO Job Group in the fields provided.
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13. Select the Default Compensation tab.

14. Enter the Pay Plan/Table/Grade in the fields provided.

[ Job Code Profile )™ Default Compensation {_Non-Base Compensation |

SetiD: IRS01 Job Code: 921204
Default Compensation
Effective Date:  OFr20/2012 Status: Active
Job Ratio G
Minimum Salary: Midpoint Salary: Maximum Salary: Currency: Frequency:
Q, Q,
Sal PlaniGrade/Step
Pay Plan/Table/Grade: ez @ || a Q
Minimum Midpoint Maximum
Hourly:
BivWeekly:
Monthly:
Annual:
Job Code Base Components Customize | Find | &
H Rate Code Details ~ Comp Rate Currency Freguency — Percent Apply FTE
1 S Details o e B =

Chapter 8 Figure 127: Default Compensation Tab

Here you may also enter:

G. Minimum, Midpoint, Maximum Salary information in addition to Currency and

Frequency of payment.
H. Rate Code, Comp (Compensation) Rate, Currency, and Frequency
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16. (Optional): Review the Rate Code, Comp Rate, Currency and Frequency of Non-Base

Compensation.

17. Select the Save Button to create the Job Code. (This will refresh the tab and create

the job code.)
8.3 POSITION MANAGEMENT

PROCESSING A PosITION REQUEST IN HRSS

Menu tab>Organizational Development link>Position Management link>Maintain Positions/Budgets

link>Position Request link>Position Request page

1. Enter the relevant search criteria.
2. Select the Search button.
3. Inthe Search Results, select the desired Reg# (Request Number) link.
4. (To make changes): In the Position Request tab, select the Edit Request checkbox
and make changes to the Position Number, Pay Plan, or Job Code.
5. Select the Request Status from the dropdown menu.
6. Select the Save button.
7. To create the requested job code, select the Apply Position button.
|/ Position Request |
NOTE: If a recruitment request associated to this p IS in MSS , the apply button will be grayed out,
Request Number: 52 Request Date: 022772003 uest Status: jl
Seti:  IRSO1 Instiated By: Pto_xx Requested for:
Edt Request Position Number: I NEC OrgiD: 23 76- 8676~ 00
Occupational Seres: 0301 Job Codec I
Grade: 12 Official Tive:
HR Comments |  Manager Comments
Original Position Description:
Introduction -
This senior level position is located in the Criminal irvesSgation DiMsion. The incumbdent i responsitie for the E

pudiic record Information, and evaluation of avaliable data relading 1o tax noncompliance.

Proposed Position Description:

This position is associated with Requisition Request: 52
Status of redated Requisition Request, if applicable Croate
Oprid:  WC2851 Applied Dt

Search Positions | | Apply Position 4 7
6

FEw

- RemmlcSurml

production and dissemination of finished intelligence reports! determining the relationships of inancial, criminal and

Chapter 8 Figure 128: Position Request Form
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8. On the Description tab, review the Position Information pagelet for accuracy.

9. In the Job Information pagelet, select Full/Part Time status from the dropdown
menu.

10. In the Work Location pagelet, enter or lookup the appropriate Department and
Location. (Location may automatically populate, depending on the Department
chosen.)

11. In the US Federal pagelet, select the Position Occupied.

12. (Optional): Enter or lookup the position auditor and audit date in the Position
Audited By and Position Audit Date fields.

13. Select the appropriate Work Schedule, Fund Source, and Target Grade.

14. Enter or lookup obligation information in the Obligated To ID and Obligation
Expiration fields.

15. Select the appropriate Position Location and Personnel Office ID.

16. Select the Next Tab button.

50 5 Federal
"Occupational Series: 1101 O General business and industry
Parenthetical Titla: -

Organization Pogsn Tithe Cd: 9933 O

*Organization Position Tile:  Business Analyst

*Position Occupied: I -

Date Positicn Established: 091122012 W Mot To Exceed Date: "

Position Audited By: Q

Position Audit Date: ]

"Work Schedule: I - Eﬂw"erm Request ior

“Fund Source: A-Appropriated Funds - I Target Grade: Q
Obligated To 10z a
Obligation Expiration: [ *-m
*Position Location: Headquarters -
*Personnel Office 10 -Q *m
Sub-Agency: 1 Deparimental Offices

Updated on: Updated By:
ok | cancel | apply | & reveuse llaumml

Chapter 8 Figure 129: Position Request Tab - US Federal Pagelet
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17. On the Specific Information tab, review information for accuracy.

18. In the US Federal pagelet, select the appropriate Sensitivity Code and Security
Clearance.

19. Enter the appropriate Competitive Level.

20. Select the Apply button.

Caution! A confirmation message displays: “Please ensure that you press the OK button to
complete this position request.” This message refers to the OK button on the Description tab.

» B2 Us Federal
*Sensitivity Code; - [l seasonal
- || Drug Test (Applicable)
*Security Clearance: 0-Mot Required -
[ Inteligence Pasition
LEQ/Fire Position: - B Mobility Position
Language Required: Q [7] Procurement Integ Posn
Performance Plan: a, [] Presidential Appt Posn
Training Program: (5] ["] Executive Financial Disclosure
Maintenance Review: 0 C,  Mone =StaffiLine Position: L
Review Results: 0 O, Mone Competitive Area:
Commercial Function Q
Coda: L-Competitive Level: |
acancy Review: 0 &
oK Cancel | Apply | @ Previoustab| G wext tab |

Chapter 8 Figure 130: Specific Information Tab - US Federal Pagelet

21. In the confirmation message, select the OK button.

22. In the Description tab, select the OK button. (This takes you to the Position Request
page.)
CREATING A POSITION IN HRSS

HRSS (Front End): HR tab>HR Processing pagelet>Position Wizard link>HR Position Wizard — Entry page

HRSS (Back End): Menu tab>Organizational Development menu>Position Management link>Maintain
Position Budgets link>HR Position Wizard link>HR Position Wizard — Entry page

The HR Position Wizard provides two methods for creating a position:
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e Create a brand new Position- This option generates a blank position.
e Clone an Existing Position- This option copies data from an existing position and

enters it into the new position. The cloning option also allows for the generation
of multiple new positions.

The process for creating a brand new position and cloning an existing position involve the same
steps, with the only difference being that cloning a position will reduce the amount of

information to be entered. The following walkthrough demonstrates the creation of a brand
new position.

1. Onthe HR Position Wizard — Entry page, select the Create a brand new Position
radio button.

2. Enter a Job Code in the field provided.
3. Select the Next button.

HR Position Wizard - Entry

Y . -
%, Selectwhether you would like to create a brand new position or
clone an existing position.

A

© Create a brand new Positiond—n
Job Code:

) Clone an existing Position

Position Number:

e Number of new Positions:

Next Cancel

Chapter 8 Figure 131: HR Position Wizard
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4. On the Create a New Position page, enter the Effective Date, Official Title, and, if
necessary, Reports to Position in the fields provided.

5. Ensure that the Status, Pl upd ind (Payroll Interface Update Indicator), and Position
Status are correct.

6. Enter the Department, Location Code, and POI (Personnel Office Identifier) in the

fields provided.
L_DESCRIPTION :
*Effective Date: 07/30/2012 E‘] *Status: Active - *Pl upd ind: Ready - ﬂ
Reports To Position: Q *Position Status: APProved v
*Official Title: 4 AGT Key Position

Description: ﬂ n

WORK LOCATION
*Department: Q *Location Code: Q

*POI; Q - ﬂ

Chapter 8 Figure 132: Create A Position Form — Description And Work Location Pagelets
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7. Ensure that the Salary Plan Default, Dt Position Est. (Date Position Established),
FLSA Status (Fair Labor Standards Act Status), and Bargaining Unit are correct.

8. Select the Position Occupied and Sensitivity Code from the dropdown menu’s
provided.

9. Enter the Target Grade and Competitive Level in the fields provided.

10. Select the Submit button. (This will bring you to a confirmation screen where you
will be presented with the Position Number and the choice to create another

position.)

JOB INFORMATION

Pay Plan: GS General Schedule Manager Level:  8-All Other Positions
Occupational Series: 0000 q Not To Exceed Dt: [5)
- . 0000 07/3012012
Salary Plan Default: Q 01 l *Dt Position Est:  07/30/2012 [
*FLSA Status: Nonexempt — ~ *Work Schedule:
Obligated To ID: (S W Standard Hours
Obligation Exp Dt: ) Weekly Monday Tuesday WednesdayThursday Friday Saturday Sunday
PAYROLL INFORMATION
*Bargaining Unit: 1010 Q  HUD AFGE Professional Union Code: Q
SPECIFIC INFORMATION ,ﬂ
*Position Occupied: v / LEO/Fire Position: ¥ | [IFirst Authorizer
*Sensitivity Code:  2-Non-Critical, Sensitive ~ | Language: Q ["] second Authorizer
Security Clearance: 0-NotRequired ¥ |*Target Grade: Q & ‘g []Third Authorizer
Competitive Area: *Competitive Level: Q
Automated Staffing and Charting (ASC)
Position Category: U Q' Unidentifed Position Authorized
Comments:
gubmit Back | Cancel |

Chapter 8 Figure 133: Create a Position Form — Job, Payroll, and Specific Information Pagelets
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11. (To create another position): On the confirmation page, select the Yes button. (This

will take you back to the HR Position Wizard. Repeat Steps 1-10.)

12. (To exit the HR Position Wizard): Select the No button. (This will take you back to

your Home Page.)

MODIFYING AN EXISTING POSITION IN HRSS

Menu tab>Organization Development link>Maintain Positions/Budgets>Add/Update Position Info
link>Add/Update Position Information page

1.
2.
3.

Enter the relevant search criteria.
Select the Search button.

On the Position Description Library- Results page, select the desired Official
Position Title.

On the Description tab, select the add a row (+) button.
Modify the position information as necessary.

Select the Save button. (This will save your changes and refresh whichever tab you
are currently on.)

8.4 REQUISITION REQUEST

To fill an empty position, whether it was vacated or newly created, a Requisition Request is
required to post a vacancy announcement. A Requisition Request may be initiated via MSS or
HRSS, but requires processing through HRSS.

To initiate and process a requisition request:

INITIATING A REQUISITION REQUEST IN MSS

Manager tab>Positions pagelet>Vacant Positions link>Vacant Positions page

1.

2
3.
4

On the Vacant Positions page, select a Vacant position.
On the Recruit — Verify Position page, select the To Power Recruiting button.
On the Power Recruiting (1) page, verify the position information to be Advertised.

Select the Next button.
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olelelole

Position Title:
Request #:

Chief, Employment Section
147376

Pay Plan-Series-Grade: |R-0201-05

Choose Advertising Area:
Division ©) Department/Agency (©)

Bureau @ Federal Government ©)

Commuting Area:

Local @ Nationwide ©

Choose Advertising Duration:
Normal @ Extended ©
JAppointment:

Regular @ Temporary ©

Work Schedule:
F-Full Time -

Shift Work?:
Yes ©

7

Opento Everyone ©)

Unknown ©

Length of temporary appointment:

IAdditional shift information; |

Moving Expenses:

WillBe Paid © Will NotBe Paid @

Check if this posilion involves travel: D *Travel nigh[s per month: | Notatall -

Next

Cancel |

Chapter 8 Figure 134: Power Recruiting Form — Page 1
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10.
11.
12.
13.

14.
15.
16.
17.

18.
19.

20.
21.
22.
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On the Power Recruiting (2) page, verify or add Additional Occupational Series.
Select the Next button.

On the Power Recruiting (3) page, verify Position Grade Information.

Select the Next button.

On the Power Recruiting (4) page, enter Advertising Sources (e.g., Newspaper,
Internet, etc.) in the field provided.

Select the Next button.
On the Power Recruiting (5) page, enter the Work Location in the fields provided.
Select the Next button.

On the Power Recruiting (6) page, enter the Help Wanted Box Text in the field
provided.

Select the Next button.
On the Power Recruiting (7) page, verify the listed Job Criteria.
Select the Next button.

On the Power Recruiting (8) page, enter desired Job Candidate Qualifications in the
field provided.

Select the Next button.

On the Power Recruiting (9) page, select the appropriate Routing Information. (If
this is a Backfill, in the Is this a Backfill? item, select Yes.)

Select the Submit button.
On the confirmation page, select the OK button.

In the pop-up message, select the OK button. (This will take you to your Home
Page.)

INITIATING A BACKFILL IN MSS

OVERVIEW

A Backfill action is required to make a vacancy announcement when an existing position is
vacated by an employee, before that position can be filled. A Backfill action may be initiated by
an MSS user, but requires processing by an HRSS user.

The process for initiating a Backfill is similar to the steps shown above in Initiating a Requisition
Request in MSS section.
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INITIATING A BACKFILL ACTION

Manager tab>People and Positions pagelet>Employee Name link>Employee Actions Personnel Data page
1. Inthe Personnel Actions pagelet, select the Backfill link.
2. Select the To Power Recruiting button.

3. Complete Steps 3-22 in the Initiating a Requisition Request in MSS section provided
above.

REVIEWING A REQUISITION REQUEST IN HRSS
HR tab>Recruitment Tools pagelet>View Requisition Requests link>View Requisition Request Search page

1. Enter or select the Requisition Request Number (or search criteria) for the position
to be filled in the field(s) provided.

2. Select the Search button.

View Requisition Request - Search

To begin your search, enter one or more of the following and click SEARCH.

Requisition Request #: Qe -—?

Position Title:

Occupational Series: Q

Pay Plan:

Grade:

Search 4] =

Chapter 8 Figure 135: View Requisition Request — Search Page

Clear Cancel

3. Inthe Search Results, select the appropriate Request Number.

Requisition Request - Results

HR Connect has found the following requisition requests matching your criteria. Click on the Request# to select
the recruitment request to be printed. Up to 25 entries at a time are displayed. If there are more than 25, click

VIEW ALL or use the search results arrow on the title bar. Click BACK TO SEARCH to return to the search page.

ViewAl  First (4 or 4 [¥] L ast

Request #Jl Position Title p—la:n _S_ﬁes Grade RequestDate Org Descr Requesting Manager
Management and ACIOHR -

000015 . Program Analyst GS 0343 09 11/13/2002 CONNECT Mcgaheysville, Todd H
3

Back To Search |

Chapter 8 Figure 136: Requisition Request — Results Page
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On the Report Manager page, select the OK button.

On the Report Output tab, select the Recruitment Request report link. (This will
open the Power Recruiting - Summary in a new window. If no reports are visible,
select the Check for New Reports button to refresh the list.)

PROCESSING A REQUISITION REQUEST IN HRSS

Menu tab> Recruiting menu> Display Requisition Request link>Display Requisition Request Search page

1.

i & W N

6.

equisition Rgstll {fJob Codes Location Competencies Jf [Position Request 8§ Routing Info

Enter the Requisition Request Number (or relevant search criteria) for the position
to be filled in the field(s) provided.

Select the Search button.
In the Search Results, select the appropriate Requisition Request.
Review the requisition request.

In the Requisition Rqst tab, select the appropriate Request Status from the
dropdown menu.

Select the Save button. (This will save your and refresh the Requisition Rqgst tab.)

Request Number: 1139 Request Date: 06/24/2003 | Request Status: L0 ASN™
SetlD: DO001 Pay Plan: GS 5

Initiated By:  Proxy Requested For:
Area of Consideration: | Bureau | NFC OrglD: 99 25 0006 00
Commuting Area: Local ©  Nationwide Involves Travel: »
; » Not at all v
Advertising Duration: Normal Travel nights per month:
Appointment Type: Regular _ 4 -
» Paid Relocation Expenses:
Work Schedule: F-Full Time | Shift Work:

Promotion Potential:

Major Duties:

HR Comments G
Wetum to Search I +(E] Previous in List | 4[E] Nextin List

Shift Info:

Length of Temporary
Appointment:

(&) Previous :.ﬂil (= Next tab |

Chapter 8 Figure 137: Requisition Request Tab

A. Requisition Rqst- The Requisition Request tab displays a summary of the
requisition request, including the Request Number and Request Status.

B. Job Codes- This tab displays the Position Description/Job Code data associated
with the requisition request.

C. Location- This tab displays the advertised job location and Advertising Sources.

D. Competencies- This tab presents the competencies to be posted in the vacancy
announcement.
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E. Position Request- This tab presents information pertaining to the vacant
position to be filled.

F. Routing Info-The Routing Information tab displays tracking data (i.e., actions
taken and relevant comments) associated with the requisition request.

G. HR Comments- This link takes you to the HR Comments page where you can add
comments to the Requisition Request.
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CHAPTER 9: EPERFORMANCE

9.1 EPERFORMANCE OVERVIEW

HR Connect’s ePerformance is a performance plan management tool accessible to Employees
and Managers. It involves the creation and maintenance of performance documents. These
documents outline plans and form the basis for performance ratings for a given assessment
period. The ePerformance module is highly customizable and, as a result, procedural details will
vary across, and even within, organizations. The following section presents a high-level
overview of the ePerformance process.

The assessment process consists of 3 stages:
1. Establishing a Plan
2. Midyear Review
3. Final Review
The ePerformance process commonly involves 3 individuals:
1. Employee
2. Rating Official (Manager)
3. Reviewing Official

The User Guide will be primarily focused on the interaction between Employees and Rating
Officials at the Establishing a Plan and Final Review stages.
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9.2 ESTABLISHING A PERFORMANCE PLAN (ESS)

The following subsections will focus on the ESS (Rating Official) role in establishing a
performance document. Subsections will be organized by ePerformance stage.

CREATING & MAINTAINING A PERFORMANCE PLAN/DOCUMENT
Employee tab>ePerformance pagelet>ePerformance link>Performance Management Home page
1. Select the Create My Performance Document link.

2. On the Create Your Performance Document page, select the desired document
Template.

3. Ensure the Period Begin and End Dates are correct.

4. Select the Create Document button. (This will create the document and set its status
as In Progress. This will take you to the Maintain Performance Document page;
refer to Step 2 of Maintaining a Performance Plan/Document.)

Document Creation Details

Template: l H

Period Begin Date: o Periog End Date: v

A

Creale Ducumenﬂ' * Please verify Period Begin and End Dates before clicking the Create Documents button.

Chapter 9 Figure 138: Document Creation Details Pagelet

MAINTAINING A PERFORMANCE PLAN
Employee tab>ePerformance pagelet>ePerformance link>Performance Management Home page

1. On the Performance Management Home page, select the Maintain My
Performance Document link.

2. On the Maintain Documents page, select your Name inline with the desired
document.

3. Select the Reason for Appraisal using the dropdown menu.

4. Enter performance plan (e.g., Goals, Competencies, Commitments, etc.).

Note: The information to be entered in this step may vary across organizations and/or
performance documents.

Table of Contents December 11, 2012 Page 92 of 277




HR Connect User Guide

5. Select the Ready for Review button.

¥ o = = - e R L B 1AL R C EEl T g lis Peiiies

+ Strategic Plan Goals |
¢ Organizational Goals |
* Core Competencies |
* Perf Commitments: Element 5 |
* Perf Commitments: Element 6 |
* Perf Commitments: Element 7 |

¢+ Perf Commitments: Element 8 |
* Perf Commitments: Element 3 |
* Core Leadership Competency |
* Progress Review |
* Summary Rating Narrative |

v Owerall Summane

4
Ready for Review Printable Performance Document
Save for Later G Save and Continue
Delete Document 9

Chapter 9 Figure 139: ESS Maintain Performance Document Page

A. Expand/Collapse All Sections— These links allow you to expand or collapse all
pagelets at once.

B. Status Tracking— This link provides information concerning the documents
current status, including information on actions taken and the current document
status (e.g., Plan In Progress).

C. Performance Notes— This link directs you to a page where you can enter
comments concerning the performance document.

D. Printable Performance Document— This button generates a printable version of
the performance document in the Report Output tab.

E. Save for Later— This button allows you to save your work and leave the
Performance Management section.

F. Save and Continue— This button allows you to save your work and continue
entering your performance plan.

G. Delete Document— Selecting this button will allow you to delete the document.
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6. On the Ready for Review page, enter or lookup your Rating Official.
7. Select the Ready for Review button.

8. On the Ready for Review Confirmation page, select the OK button.

Note: This will transition ownership of the document from you to your manager (or
alternative rating official). You will be unable to make changes to the document until the
document is returned.

REVISING A PERFORMANCE PLAN

Employee tab>ePerformance pagelet>ePerformance link>Performance Management Home page

It is possible that your manager (or alternative rating official) returns your performance
document for revisions. Such an action will once again grant you ownership of the document
and allow you to make edits.

To revise your performance document:

1. On the Performance Management Home page, select the Maintain My
Performance Document link.

2. On the Maintain Documents page, select your Name inline with the desired
document.

3. On the Maintain Performance Document page, make any necessary changes to your
plan.

4. Select the Ready for Review button.
5. On the Ready for Review Confirmation page, select the OK button. (This will take

you to the Maintain Documents page.)

SIGNING A PERFORMANCE PLAN

Employee tab>ePerformance pagelet>ePerformance link>Performance Management Home page

Once the document has been approved by your rating official, it will be returned to you for
review. At this point you may choose to either sign or refuse to sign the document. OPM
guidelines require that a plan must be reviewed by an employee before it is established, to
ensure that employee’s understand what their performance review will be based on in the
coming year. These guidelines do not require that the employee agree with the plan.

To review and sign your performance plan/document:

1. On the Performance Management Home page, select the Maintain My
Performance Document link.

2. On the Maintain Documents page, select your Name inline with the desired
document.

3. On the Maintain Performance Document page, review your performance plan.

4. Select the | Acknowledge Review button to indicate approval or the | Refuse to Sign
button to indicate that you do not approve the plan. (Selecting either button will
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indicate that you have reviewed the document and will change the document’s
status to Plan Established.)

Note: Following Step 5, regardless of your choice, you will need to pass through 2
confirmation screens before you are ultimately returned to the Maintain Documents

page.

+ Strateqic Plan Goals

* Organizational Goals

* Core Competencies

* Perf Commitments: Element 5
* Perf Commitments: Element 6
* Perf Commitments: Element 7
* Perf Commitments: Element &
* Perf Commitments: Element 9
+ Core Leadership Competency
* Progress Review

* Summary Rating Harrative

* Owerall Summary

L1 Acknowiedge Review Printable Performance Document |

| | Retuse to Sign

Save and Conlinue |

Chapter 9 Figure 140: ESS Maintain Performance Document — Acknowledge Review
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9.3 ESTABLISHING A PERFORMANCE PLAN (MSS)

The following subsections will focus on the MSS (Rating Official) role in establishing a
performance document. Subsections will be organized by ePerformance stage

CREATING A PERFORMANCE DOCUMENT FOR DIRECT REPORTS
Manager tab>ePerformance pagelet>ePerformance link>Performance Management Home page

Although employees may enter their own performance plans through ESS, MSS includes
functionality that allows managers to create performance documents for any of their direct
reports.

To create a performance document:

1. Inthe Performance Documents - Manager pagelet, select the Create Performance
Documents link.

On the Select Employees page, select the desired document Template.
Select the Go button.

Select the relevent Employee(s).

Verify the Period Begin and End Dates.

Select the Continue button.

N o U W N

On the Create Performance Documents page, select the Create Documents button.
(This will take you to a confirmation page. The document is accessible through the
Maintain Documents page.)

Doecument Creation Details

ITempIate Cument non-SES performance vI I Go H

B+

Show Appraisals  Cument Padformance Documents o

Direct Reports for Marmet,Dawid .J

Find  First (] 40 ora [F Last

ri in Period End Date Job Title Department
[7]  Knockpatrick Angela W S 1002011 [ 093052012 17 §494146 FISCAL AFFAIRS SPECIALIST Qfc Of Cas
E 1 Roedhouse Braden Andrew 10012011 (W 08/30/2012 FISCAL AFFAIRS SPECIALIST Ofc Of Cas
[ Martelle Christopher H 100012011 [y QO30/2012 Fizcal Affairs Specdialist Ofc Of Cas

Direct Reports with Documents Tor Marmed,David J

Namé Tempilate Period Begin Date  Period End Date Current Owner
Knockpatrick Angela W S Current non-SES parformanca 1000172009 0R302010 MarmelDavid J
Lucememines Veronica Current non-SES performanca 1000172008 08302010 Marmeal,David J
Martelle, Christopher H Curmrent non-SE5 performance 10012009 0302010 Marmet, David

Saled All
Continue M

Chapter 9 Figure 141: MSS Create Documents For Direct Reports
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CREATING A PERFORMANCE DOCUMENT FOR OTHER EMPLOYEES

Manager tab>ePerformance pagelet>ePerformance link>Performance Management Home page

HR Connect includes functionality to create performance documents for employees that are not
among your direct reports through MSS.

To create performance documents for other employees:

1. Inthe Performance Documents - Manager pagelet, select the Create Performance
Documents link

2. Onthe Select Employees page, select the Create Document for Other Employees
link

Select the desired document Template.

Enter the search criteria.

Select the Search button.

In the search results, select the desired Employee(s).

Verify the Begin and End Date.

O N o U B W

Select the Create Documents button. (This will take you to the Create Documents
for Other Employees - Results page. The document is accessible through the
Maintain Documents page.)

Employea Search and Document Creation Detads

[Tmp;m Currem non-SES perfarmance -

LastHame MONTEREY Lvi2 &
First Hame Lvi3

Dept 1D

Search Resulis

ADMINISTRATIVE Agsl Secretary Fin

Monterey,Veronica (] 201431 MAMACEMENT SPEC Stability

Select All

| Create Documents I * Please verify Period Beqin and End Dates before clicking the Create Docurments bution

Chapter 9 Figure 142: MSS Create Documents For Other Employees

Table of Contents December 11, 2012 Page 97 of 277




HR Connect User Guide

REVIEWING A PERFORMANCE PLAN/DOCUMENT

Manager tab>ePerformance pagelet>ePerformance link>Performance Management Home page

Once processed, a Performance Plan requires a Rating Official’s approval before it can be
submitted to the employee for final review.

To review a performance plan/document:

1. Inthe Performance Documents - Manager pagelet, select the Maintain
Performance Documents link

2. On the Maintain Documents page, select Employee inline with the desired
document.

3. On the Maintain Performance Document page, review the performance document
for accuracy.

4. Select the Rating Official — Plan Approved button to Accept or the Return to
Sender/Employee button to Reject the document.

Note: Following Step 4, regardless of your choice, you will need to pass through 2
confirmation screens before you are ultimately returned to the Maintain Documents
page.

If you chose to Accept: This will send a notification to the employee under review and
will change the status to Rgst Emp Plan Approval, allowing the employee to approve the
plan.

If you chose to Reject: This will send a notification to the employee under review and
will keep the status as Plan In Progress, allowing the employee to make
changes/corrections to the plan.
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coand Al Saction
Strategic Plan Goals
Organizatonal Goals.
Core Competéncies
Perl Commitments: Element 5
Perf Commitmenis: Element &
Perf Commitments: Elemant 7
Parl Commitmenis: Element §
Perf Commitmanis: Ebemant B
Core Leadership Compelancy
Progriess Review

Summary Rating Narrative
Crverall Sumamary

| FRating OMcial -P1an Approved

| rewsmmendis Emptoyee

Siava for Later

|

Dalete Document

|

Printatie Perlormance Docurnent |

Save and Continus |

Chapter 9 Figure 143: MSS Review Performance Plan
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SENDING A PERFORMANCE PLAN/DOCUMENT TO A REVIEW OFFICIAL
Manager tab>ePerformance pagelet>ePerformance link>Performance Management Home page

Once an Employee and Manager have agreed upon a performance plan, the Manager (the
Rating Official) will need to forward the document on to a Review Official (another MSS user).

To make a document available to a Review Official:

1. Inthe Performance Documents - Manager pagelet, select the Maintain
Performance Documents link.

2. On the Maintain Documents page, select Employee inline with the desired
document.

3. On the Maintain Performance Document page, select the Make Avail to Review
Official button.

4. On the Make Avail to Review Official page, enter or lookup the desired Reviewing
Official.

5. Select the Make Avail to Review Official button.

6. On the Make Avail to Review Official Confirmation page, select the OK button. (This
will take you to the Maintain Documents page.)

9.4 MID-YEAR REVIEW (ESS & MSS)

The Mid-Year Review process will vary significantly across organizations. The following is an
example of the Mid-Year Review process, wherein the manager provides a Mid-Year Review
and the employee acknowledges the review.

INITIATING MID-YEAR REVIEW (MSS)
Manager tab>ePerformance pagelet>ePerformance link>Performance Management Home page
To initiate a Mid-Year Review:

1. Inthe Performance Documents - Manager pagelet, select the Maintain
Performance Documents link.

2. On the Maintain Documents page, select Employee inline with the desired
document.

3. On the Maintain Performance Document page, enter or lookup the Mandatory
Progress Review Date.

Enter the employee’s midyear Progress Review.
Select the Midyear Review button.

On the Midyear Review page, Select the Midyear Review button.

N o un bk

On the Midyear Review Confirmation page, select the OK button. (This will take you
to the Maintain Documents page.)
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* Strategic Plan Goals
¢ Drganizational Goals
* Core Compelencies

* Perl Commitments: Element 5
* Perl Commitments: Element &
* Perl Commitments: Element 7
+ Perl Commitments: Element 8
* Perl Commitments: Element 9
* Core Leadership Competency
' Progress Review

* Summary Rating Harratroe

l Midyear Review M Printable Performance Document I

Save for Later | Save and Conbnue I

Chapter 9 Figure 144: Initiate Midyear Review

MID-YEAR REVIEW (ESS)

Employee tab>ePerformance pagelet>ePerformance link>My Performance Documents - Employee
pagelet>Maintain My Performance Document link>Maintain Documents page

To acknowledge a midyear review:
1. Select your Name inline with the desired document.

2. On the Maintain Performance Document page, review the Progress Review entered
by your Rating Official.

3. Select the | Acknowledge Review button to indicate approval or the | Refuse to Sign
button to indicate disapproval. (Selecting either button will indicate that you have
reviewed the document and will change the document’s status to Plan Established.)

Note: Following Step 3, regardless of your choice, you will need to pass through two
confirmation screens before you are ultimately returned to the Maintain Documents

page.
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v Stralegic Plan Goals

v Core Compelencies

* Perf Commitments: Element 5
Perl Commitments: Element 6
Peerf Commitments: Element 7

* Perf Commitments: Element &

b Perl Commitments: Element 9

+ Core Leadership Compatency
| ' Progress Review

+ Summary Rating Narrative

v Creerall Summary

| Ackmowledge Revew Printable Performancs Document |

Iﬂﬂukuhﬂ Save and Conlinug |

Chapter 9 Figure 145: Acknowledging A Midyear Review
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9.5 FINAL PERFORMANCE REVIEW (MSS — RATING OFFICIAL)

Manager tab>ePerformance pagelet>ePerformance link>Performance Documents — Manager
pagelet>Maintain Performance Documents link>Maintain Documents page

1.

On the Maintain Documents page, select Employee inline with the desired
document.

On the Maintain Performance Document page, select the Input Final Ratings
button.

On the Input Final Ratings page, select the Input Final Ratings button.
On the Input Final Ratings Confirmation page, select the OK button.

On the Maintain Documents page, select Employee inline with the desired
document.

On the Maintain Performance Document page, select ratings for all relevant Critical
Elements/Commitments/Goals.

(If rating is Outstanding or Unacceptable): In the Summary Rating Narrative pagelet,
enter a Comment explaining the rating.

In the Overall Summary pagelet, select the Calculate Rating button. (This will
generate an average score, based on the weights and scores from Critical Elements,
Commitments, Goals, etc.)

Select the Forward to Reviewing Official button.
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= Perl Commitments: Element 9

k Perf Commitments: Element 9

~ Rating Official

A summary narrative stalement describing the basis for the Employee's overall summary
rating is required if that rating is either Outstanding or Unacceptable. ?

Comments:

* Employee: [Comments Optional)

| - overan sywevitpey .|

Calculate Rating |

0

Overall Rating:

[ Foward to Reviewing Offcial 4—=FJ

Chapter 9 Figure 146: Maintain Performance Document Page

10. On the Forward to Reviewing Official page, enter or lookup the appropriate
Reviewing Official.

11. Select the Forward to Reviewing Official button.

12. On the Forward to Reviewing Official Confirmation page, select the OK button.
(This will transfer document ownership to the Reviewing Official and take you back
to the Maintain Documents page. The documents status will be: Rgst Rvw Official
Final Apprvl.)

Note: Once approved by the Reviewing Official, navigate back to the document and
select the Make Available to Employee button.
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9.6 FINAL PERFORMANCE REVIEW (MSS — REVIEWING OFFICIAL)

Manager tab>ePerformance pagelet>ePerformance link>Performance Documents — Manager
pagelet>Maintain Performance Documents link>Maintain Documents page

Once approved, your organization’s review process may require that an additional MSS user
(i.e., the Reviewing Official) review the performance document before a performance
assessment can be finalized.

1.

On the Maintain Documents page, select Employee inline with the desired
document.

On the Maintain Performance Document page, review the performance plan.

(To Approve): Select the Rating Reviewed button. (This will return the document to
the original Rating Official and mark the document as Review Official Apprvd Rating.)

(To Reject): Select the Return for Edits button. (This will return the document to the
original Rating Official for changes [or you may route the document to another
Rating Official]).

9.7 FINAL PERFORMANCE REVIEW (ESS)

Manager tab>ePerformance pagelet>ePerformance link>Performance Documents — Manager
pagelet>Maintain Performance Documents link>Maintain Documents page

1.

On the Maintain Documents page, select Your Name inline with the desired
document.

On the Maintain Performance Document page, review your final rating.

Select the | Acknowledge Review button to indicate approval or the | Refuse to Sign
button to indicate disapproval. (Selecting either button will indicate that you have
reviewed the document and will change the document’s status to Plan Established.)

Note: Following Step 3, regardless of your choice, you will need to pass through 2
confirmation screens before you are ultimately returned to the Maintain Documents

page.
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9.8 TRANSFERRING & COPYING PERFORMANCE DOCUMENTS (MSS)

Manager tab>ePerformance pagelet>ePerformance link>Performance Management Home page

HR Connect includes functionality for Manager’s to transfer documents and copy documents to
other rating officials.

TRANSFERRING PERFORMANCE DOCUMENTS

To transfer a performance document:

1. Inthe Performance Documents - Manager pagelet, select the Transfer Performance
Documents link.

On the Transfer Document page, Select documents to transfer.

(Optional): Filter results by entering search criteria and selecting the Refresh button.
Select the Continue button.

On the next Transfer Document page, enter or lookup the Receiving Manager’s ID.

Select the Save button.

N o U R~ W N

On the Save Confirmation page, select the OK button. (This will take you to the
Transfer Document page.)

Transfer Document

Listed below are the performanca documenis that you own. You may transfer documents in any
status. Use this option to transfer ownership of the document. Do not use it to transfer to the nexd
level reviewer

Template - Refresh |

Document Status  Rating Reviewadidpprovad -

Employee ID Q e —E

Last Name GWYNNEVILLE
First Name

Show Appraisals  Curment Peformance Documents -

Documents owned by Levelock, Henry

Select Employes Beqin Date End Date  Template Document Status
— - 12450-A Manager Perf Rating
] Gwynneille John & 101012008 09302009 Agresmant Reviews yApproved

Seledﬁdl] Clear All I I Conftinue HI

Chapter 9 Figure 147: MSS Transfer Document Page
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COPYING PERFORMANCE DOCUMENTS

To copy a performance document:

1. Inthe Performance Documents - Manager pagelet, select the Copy Performance
Documents link.

2. On the Copy Document page, select the Employee Name inline with the document
to copy.

3. Onthe Select Employees page, select Direct Reports you would like to copy the
document to.

4. Select the Copy Document button. (This will take you to the Copy Document -
Results page.)

9.9 EMPLOYEE PERFORMANCE RECORD

HR Connect’s ePerformance module was designed primarily as a Front End tool for ESS and MSS
users. In addition to ePerformance, HR Connect includes functionality for HRSS users to
manually add and edit rows to an employee’s performance record.

MANUAL RECORD EPERFORMANCE ENTRY (HRSS)

To manually edit an employee’s performance record:

Menu tab>Back End Menu pagelet>Compensation menu>Employee Review History link>Review History USF
link>Review History USF page

1. Enter the relevant search criteria.
2. Select the Search button.

3. (Optional): In the search results, select the desired employee.

Note: Adding a row will create a new appraisal record. Alternatively, you may edit an
existing row by selecting the Correct History button and skipping Step 4.
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4. On the Employee Appraisal tab, select the add a row (+) button.

5. In the Review Details pagelet, Enter or select the Eff Date (Effective Date) and
Review Type.

6. Select the appropriate Pl Upd Ind status.

7. Enter or select the From/To and Next Review Dates.

8. Enter or lookup the appropriate Rating Scale and Review Rating.

9. In the Reviewers pagelet, select the appropriate Review Level (e.g., Supervisor, Self,

Peer, etc.).
10. (Optional): Enter or lookup the Reviewer ID.
11. (Optional): Enter a reviewer Comment.

12. (Optional): To add an additional reviewer select the add a row (+) button and return
to step 8.

13. Select the Save button. (This will refresh the Employee Appraisal 1 tab and save
your work.)

Employee Appraisal 1

Shatw st W N

Review Details

=)
[enoote: 10022012 ' Review Type: OMcial Rating 9 [Piupand Notreasy | HE
100272011 W 10022012 (W  pext Review Date: 100032012 ~"§ Processed PP Year: 2012

Rating Scale: OPM Rating of Record Pattemn E

Review Rating: Fully Successiul or Equivalent OPM Pattern: E

Company: 91 TR Departmental Ofices OPM Rating: 3 Levelln

Department: Position: 65664343

Business Unit: _ Supervisor: Other

Job Code: PP.Occ.Grade: GS 030114

Find | View All F'f‘!n 202X

N0 Save] 2 return to Search | (2] nosty | 1 Retres | ; | @ comectHstery |
Chapter 9 Figure 148: Employee Appraisal 1 Tab
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CHAPTER 10: LABOR RELATIONS

10.1 OVERVIEW

The Labor Relations feature of HR Connect allows for the tracking, management, and
documentation of Disciplinary Cases (e.g., insubordination, suspensions, warnings, etc.) and
Grievances (e.g., EEO discrimination, formal complaints, etc.). The processes for tracking,
managing, and documenting cases and grievances appeals will be outlined in the following sub-
sections.

10.2 DISCIPLINARY CASES

ADDING AND MODIFYING A DISCIPLINARY CASE
Menu tab>Workforce Administration menu>Labor Administration link>ER Actions link>ER Actions page
1. (Adding a New Case): Select the Add a New Value tab.

2. (Adding a New Case): Select the Add button. (This will take you to the Summary tab.
Skip to Step 5.)

ER Actions
Find an Existing Vake fWaAdd a New Value L

SetlD:

Case Humber:

?
A &

Chapter 10 Figure 149: ER Actions Add A New Value Tab

3. (Modifying an Existing Case): Enter the relevant search criteria (i.e., Case Number,
National ID, and/or Name).

4. (Modifying an Existing Case): Select the Search button.

ER Actions
Enter any information you hawve and click Search. Leave fields blank for a st of ol vakues

I|r Find an Existing Value Y Add a New Valus

SetiD:
Cage Humber: bagins wih
Matianal 1D: baging wilth -

Harme: begins with

[[correct History [ |Case Sensitive

Chapter 10 Figure 150: ER Actions Find An Existing Value Tab
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5. On the Summary tab, enter or verify the employee’s SSN (Social Security Number).

6. (Optional): Verify the employee’s Pay Plan, Occ Series (Occupational Series), Salary
Grade, Title, and/or Department.

7. Enter or verify the date the offense was reported in the Reported Date field.
8. Select the appropriate Status.

9. Enter or lookup the employee ID of the HR Specialist working the case.

Note: In Steps 10-14 you may add rows to include multiple disciplinary actions by
selecting the add row (+) button. To remove an action row, select the remove row (-)
button.

10. (Optional): Enter or lookup the applicable special category Code and whether the
action requires Special Consideration.

11. (Optional): Enter or lookup the proposed disciplinary step Code and the ID of the
associated employee (EmplID).

12. (Optional): Enter or lookup the Code and employee ID (EmplID) associated with
decisions for the proposed disciplinary steps in Step 11.

13. (Optional): Enter or verify the Case #s (Case Numbers) and Dates associated with
Inspection Data.

14. (Optional): Enter or lookup the Code relating to each offense and indicate whether
the offense was Sustained, Not Sustained, or Unresolved.

Note: To print an ER Action Case Summary Report, select the Summary Report button
and, on the following confirmation page, select the Yes button. This will direct you to
the Report Output page.
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15. Select the Events tab.

o
0 55H: q E Setilc 1

L salary Grade: % e W |

Special Consideration

Yes O MNo &

Ingpection Data F w et 1afil® Lass l':l11-.'||:-:1.'|3-:l

Sustained [+ [
% Hot Sustsined
L) Unresohved

Summary Report m

= Save | [Es Add | .£|u'pdl-1l:'0||ull'r| [ Comedt History [

Chapter 10 Figure 151: Disciplinary Action Summary Tab

16. On the Events tab, enter or lookup the appropriate Disciplinary Action Event code.
17. Enter or verify the date the disciplinary action was Initiated.

18. Enter or verify the Name of the individual who worked the action.

19. Enter or verify the date the disciplinary action was Completed.

20. (Optional): Enter a Comment about the disciplinary event.

Note: In Steps 10-14 you may add rows to include multiple disciplinary actions by
selecting the add row (+) button. To remove an action row, select the remove row (-)
button.

21. Select the Narrative tab.

| Summary ;I' Events m—-m

Case Number: 00000 S5H2: 001243585

140 4 o8 1 ¥ | asl
)

Pitistes:__ 7] #=

W

Action Event:

Comment:

Chapter 10 Figure 152: Disciplinary Action Events Tab
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22. On the Narrative tab, enter any appropriate text in the Case Summary and Other
Comments field (text from e-mails, letters, etc.).

23. Select the Save button. (This will save your work and refresh the Narrative tab.)

Summary | Evenis | Marrative |
Case Number: 00000 SEHE: 001243595 @
Case Summary and other Comments: *
l.':—'.m 23 [Es ada | H UpdateiBispiay | [B Comect History

Chapter 10 Figure 153: Disciplinary Action Narrative Tab

10.3 GRIEVANCES

ADDING AND MODIFYING A GRIEVANCE

Menu tab>Workforce Administration menu>Labor Administration link>Record Grievances link>Record
Grievances page

1. (Adding a New Grievance): Select the Add a New Value tab.

2. (Adding a New Grievance): Select the Add button. (This will take you to the
Summary tab. Skip to Step 5.)

Record Grievances 1
i an S Ve

SatiD:

Grievance Il:

==

Chapter 10 Figure 154: Add A New Grievance
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3. (Modifying an Existing Case): Enter the relevant search criteria (e.g., Grievance ID,
Grievance Type, HR Specialist, etc.).

4. (Modifying an Existing Case): Select the Search button.

Record Grisvances
Endar wory indarmadion yow bares and cick Search. Lawvs Takds Blank for o ek o ol valses

| Fied an Exiating Velue | A3d 8 hew vake |

_ 3|
m =
L

Grievancs i begea win - |

Gariervance Type: bagra with w (s |
Shatwn: - -
ik By = -
Ermpdily [T
Union Code: Dbgiea Wi -
ContsctMamie:  begra wiy =
HR Specialist  begns wi +
[l case Sensimve

———
@_ﬂ'_l Baskc Sewch B Sawce Search Criern

Chapter 10 Figure 155: Find An Existing Grievance

o

5. On the Grievance tab, select the type of entity (Employee/Applicant, Bargaining
Unit, or Other) that filed the grievance.

Note: The fields that appear in the Field By pagelet will vary based on your choice in
Step 5. These variants are presented in Steps 6-8.

6. (If you selected Employee/Applicant): In the Field By pagelet, enter or lookup the
Employee/Applicant and verify the Pay Plan, Empl Dept (Employee Department),
Title, and Occ Srs (Occupational Series).

[ Grievance '\ Grevance Steps | Grievancs Resolution
Grievance 10 0000000000 a SetiD DODO1
@ Employee/Applicant Q, + Pay Plan Q [}
Empl Dept Q Title . Oce Srs Q
") Bargaining Unit
) Other

Chapter 10 Figure 156: Grievance Tab — Employee/Applicant Selected

7. (If you selected Bargaining Unit): In the Field By pagelet, enter or lookup the Barg
Unit (Bargaining Unit) and Union.

[ Grievance Y Grievance Steps | Grievance Resolution '}

Grievance [0z 0000000000 SetiD DOOOH

Filed By

{0} Employee/Applicant

@) Bargaining Unit BargUnit| W T, HUD AFGE Professional Union: = |
) Other

Chapter 10 Figure 157: Grievance Tab — Bargaining Unit Selected
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8. (If you selected Other): In the Field By pagelet, enter the source of the grievance in
the Other field.

9. In the Security pagelet, enter or lookup the Department ID.
10. Enter or verify the Grievance Date and Type.

11. (Optional): Enter or verify a narrative describing the grievance in the Description
field.

12. (Optional): Enter or verify the relevant labor Contract Ref (Contract Reference) and
Employee Representative.

13. Enter or verify the HR Specialist working the grievance.

14. Select or verify the grievance Status and Status Date.

Note: To print a Grievance Summary Report, select the Summary Report button and, on
the confirmation page that follows, select the Yes button. This will direct you to the
Report Output page.

15. Select the Save button.

16. Select the Grievance Steps tab.

Grievance || Grievance Stensjy Grisvance Resolidion |
Grievance ID: oollil ooo Setil DODO1

Filedd By

) EmployestApplicant

Security
Business Unit: m 0oant 00 BU Department: L
I "Grievance Date: ¥ 10232012 () EE Q I m
Description: * =
Contract Ref:
Em & Representative: + -m

*HR Specialist:

Panding  sgiatus Date: 10232012 Purge Date:

Summary Raport
\L.'-'I'..l:_:-::l:| (=% Mexd tab II'+"'W| B updateDispiay

Chapter 10 Figure 158: Grievance Tab — Other Selected
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17. On the Grievance Steps tab, enter or verify the appropriate grievance Step and
Action Date.

18. (When the grievance is resolved): Enter or select the Resolution Date.

19. (Optional): Enter or verify the name of the individual (Last, First Middle) with whom
the grievance was Discussed.

20. (Optional): Enter or verify the narrative regarding this grievance step in the
Comment field.

Note: In Steps 17-20 you may add rows to include multiple grievance steps by selecting
the add row (+) button. To remove a grievance step row, select the remove row (-)
button.

21. Select the Grievance Resolution tab.

| Grievance r Grigvance Steps IGI‘E\'H‘I&RMHI‘I HII

Grievance ID: Q000000000 SetlD DOOM
Grievance Date: 1023202 Grievance Type: Status:  Pending

Digcussead With:
Comment: 1
& Sav | = Pravious uh| =5 Nt tab ] é Llu-s] ,ﬂunmwuﬂ

Chapter 10 Figure 159: Grievance Steps Tab
22. (If the grievance is resolved): On the Grievance Resolution tab, enter or lookup the
resolution type in the Disposition field.

23. (If the grievance is resolved): Enter or verify narrative comments in the Resolution
Comments field.

24. Select the Save button. (This will save your work and refresh the Grievance
Resolution tab.)

| Grievance | Grievance Steps | Grievance Resolution

Grievance |D: GO00000000
Grievance Date: 102W2012

Short Description: Pending @

u-in.un-b| &N [ Acd | £l UpdateDisplay

Chapter 10 Figure 160: Grievance Resolution Tab

[isposition:
Resolution
Comments:
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10.4 THIRD PARTY ACTIONS

ADDING AND MODIFYING A THIRD PARTY ACTION

Menu tab>Workforce Administration menu>Labor Administration link>Record Grievances link>Record
Grievances page

1. (Adding a Third Party Action): Select the Add a New Value tab.

2. (Adding a Third Party Action): Select the Add button. (This will take you to the
Actions tab. Skip to Step 5.)

Third Party Actions
| Find an Existing Value fl Ad a Hew Value
Setll:
Case &
Add

Chapter 10 Figure 161: Add A New Third Party Action

3. (Modifying an Existing Action): Enter the relevant search criteria (e.g., Case #, Third
Party Action Type, etc.).

4. (Modifying an Existing Action): Select the Search button.

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

[ Find an Existing Value Y Adda New Valus ?

Setil; = 1 *

Case & baging with -

Third Party Action Type: begins with - e}
Bargaining Unit: begins with - QL
Union Code: begins with - a3
EmpliD: begins with - o]

Is'*"':h inl‘“' IE&@L&H@ B 2ave Search Criteria

Chapter 10 Figure 162: Find An Existing Third Party Action
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On the Actions tab, select the Action Type.
Enter or lookup the Bargaining Unit and Union Code.
In the Employee Information pagelet, enter or lookup the employee’s ID (EmplID).

Select the appropriate HQ/ASC Location.

o ® N 9 U

In the Case Tracking pagelet, enter or select the Action Initiated date and case
Status.

10. (If applicable): Enter the date when the case was Closed or Purged and when the
action was Completed.

11. (If applicable): Enter or lookup the Final Disposition.

12. (If applicable): In the Issues pagelet, enter or lookup the Action Issue and Issue
Comments.

13. Enter details about the Third Party in the Facts & Analysis field.
14. Select the Events tab.

|; Actions I Evenls-d—m_‘q :.rm

THIRD PARTY ACTIONS

Selld:  HUDO1 Case #: Q0000 ‘/E

EMPLOYEE INFORMATION

“EmpliD: QH SSN:

Position: - - Position Title:

Department: /E Location:

HQIASC Location: ]

CASE TRACKING
Case Open: 1111472012 ?
*Action Initiated:

" Status:

(Y purge Date:

-
10

Customize | Find | B8

Issue Comments

*Facts & o
Analysis: A 1
Summary Repart | h
@ save B Add | B correct History

Chapter 10 Figure 163: Third Party Actions — Actions Tab
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15. On the Events tab, enter or lookup the Action Event code and Event Date.
16. Enter Additional Information pertaining to the event.

17. (Optional): Add additional events by selecting the add a row (+) button and return to
Step 15.

18. (Optional): Select the References tab.

| Adions Events I Rawanmsﬂ I:I

THIRD PARTY ACTIONS

Setil:  HUDO1 Casa® Ll ]
Action Type:
Bargaining Unit: Union Code:

= Save m m [Es Acg | [ Corract Hisiory |

Chapter 10 Figure 164: Third Party Actions — Events Tab
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19. (Optional): On the References tab, enter relevant cross referenced Case #’s.

20. (Optional): Enter or lookup Case Contacts and provide contact Phone numbers.

21.

Select the Save button. (This will save your work and refresh the tab you are

currently on.)

[ Adions ) Evenls ) References )

THIRD PARTY ACTIONS
Setid: HUDOD1
Action Type:

Bargaining Unit:

Case #: 00000

Union Code:

ROSS REFERENCES
Grievance Case #: |

Discipline Case #:

Docket Case &

ASE CONTACTS
POI: Q

Phone:

HR Specialist 1: Q
HR Specialist 2: q, Phone:
Third Party Official: Phone:
Employee Representative 1: Phone:

Employee Representative 2:

Phone:

21 [Es 2o [ [# Correct History |

Chapter 10 Figure 165: Third Party Actions — References Tab
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11.1 OVERVIEW

The FAIR Act tab consists of tools that allow designated HR employees to manage and support
the various activities necessary to maintain compliance with the Federal Activities Inventory
Reform (FAIR) Act of 1998. The FAIR Act tab consists of 4 pagelets: FAIR Act Data Setup, FAIR
Act Data Processing, FAIR Act Annual Processing, and FAIR Act Reports. These pagelets will be
discussed separately in the following subsections.

FAIR Act Data Setup

» FAIR Act Bureau Contacts
Update FAIR Act Bureau Contact
Information.

» Assign User Org Level
Assign Users to an NFC
Organization Level.

> A76
Update A76 Codes and
Descriptions.

» Function
Update Function Codes and
Descriptions.

¥ Initiative
Update Initiative Codes and
Descriptions..

» Justification Summary
Update Justification Summary
Codes and Descriptions.

FAIR Act Data Processing

* Position Search and Update

Update the FAIR Act Detail Table.

* FAIR Act Edits
Run the FAIR Act Edits.

FAIR Act Annual Processing

* FAIR Act Data Lock/Unlock

Lock/Unlock the FAIR Act Detail Table.

* FAIR Act Data File
Create the FAIR Act Data File.

* FAIR Act Edits
Run the FAIR Act Edits.

FAIR Act Reports

)

Commercial A
FAIR Act Commercial A Report.

Position

FAIR Act Detail Position Report.
Justification Summary

FAIR Act Justification Summary
Report.

Summary By Function Code

FAIR Act Summary By Function Code
Report.

Detail Data Extract
FAIR Act Detail Data Extract.

New Reporting Year Positions
FAIR Act New Reporting Year
Positions Report.

Chapter 11 Figure 166: FAIR Act Tab Pagelets
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11.2 FAIR ACT DATA SETUP PAGELET

The tools accessible from the FAIR Act Data Setup pagelet allow users to update their
organization’s FAIR Act data. Specifically, these tools allow updates to FAIR Act Bureau
Contacts, a user’s NFC Organization Level, A76 Codes, Function Codes, initiative Codes, and
Justification Summary Codes. Below are brief descriptions of each function:

FAIR Act Data Setup

* FAIR Act Bureau Contacts o
Update FAIR Act Bureau Contact
Information.

» Assign User Org Level
Assign Users to an NFC
Organization Level.

» A76
Update A76 Codes ande
Descniptions.

* Function
Update Function Codes and
Descriptions. 0
» Initiative
Update Initiative Codes anb
Descriptions..

» Justification Summary
Update Justification Summavo
Codes and Descriptions.

Chapter 11 Figure 167: FAIR Act Data Setup Pagelet

A. FAIR Act Bureau Contacts— Add or update FAIR Act contacts for each available
Bureau/Agency. This tool generates contact information based on data in the
employee’s most recent record.

B. Assign User Org Level— Add or modify a user’s NFC organization level within a given
bureau.

C. A76- Add or update the effective date, status, and description associated with A76
studies that are being conducted at your organization. Positions that are subject to
these studies will have an A76 value assigned to them.

D. Function- Add or update the function code, effective date, status, and description
for positions. Each function code consists of a letter, followed by a numbered
substring for further specification.

E. Initiative- Add or update the initiative code, effective date, status, and description
for positions classified as Status Commercial or Reason E, that are to be part of a
major reorganization or restructuring initiative.

F. Justification Summary- Update the effective date, description, and status of
justification summary codes designed to further justify and support various
combinations of status and reason codes.
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11.3 FAIR ACT DATA PROCESSING PAGELET

The FAIR Act Data Processing pagelet provides search tools for locating and updating populated
FAIR Act data. These include the Position Search & Update tool and FAIR Act Edits tool. Brief
description of each function is provided below:

FAIR Act Data Processing

* Position Search and U|::u|:IatE.-'oI
Update the FAIR Act Detail Table.

* FAIR Act Edits
Run the FAIR Act Edits. 9

Chapter 11 Figure 168: FAIR Act Data Processing Pagelet

A. Position Search and Update— This tool allows users to search for existing FAIR Act
positions according to one or more of the following categories: Criteria, Value,
and/or Value To Range. After selecting one or more positions, this tool allows for the
modification of that position’s FAIR Act values (e.g., Function Code, Reason Code, A-
76 Study, Initiative, COTR, etc.).

B. Fair Act Edits— This tool allows users to generate a report of all the FAIR Act edits
performed in the current reporting year.

11.4 FAIR ACT ANNUAL PROCESSING PAGELET

The FAIR Act Data Processing pagelet provides tools for maintaining control of the data
contained within the FAIR Act Detail Table. These include the FAIR Act Data Lock/Unlock tool,
FAIR Act Data File tool, and FAIR Act Edits tool. Brief descriptions of these features are provided

below:
FAIR Act Annual Processing

* FAIR Act Data Lock!UnIocko
Lock/Unlock the FAIR Act Detail Table.

* FAIR Act Data File@)
Create the FAIR Act Data File.

* FAIR Act Edits (3
Run the FAIR Act Edits.

Chapter 11 Figure 169: FAIR Act Annual Processing Pagelet

A. FAIR Act Data Lock/Unlock— Once all errors are corrected in the FAIR Act Detail
Table, this tool can be used to lock and unlock the FAIR Act Detail Table. Locking the
table prevents any changes from being made.

B. Fair Act Data File— This tool allows users to generate a PDF or Excel file containing all
of FAIR Act position data available for your organization.

C. Fair Act Edits— This tool allows users to generate a report of all the FAIR Act edits in
the current reporting year.

11.5 FAIR ACT REPORTS PAGELET

The FAIR Act Data Report pagelet provides access to all of the available FAIR Act reports. These
reports include Commercial A, Position, Justification Summary, Summary By Function Code,
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Detail Data Extract, and New Reporting Year Positions. Brief descriptions of these reports are
provided below:

FAIR Act Reports

» Commercial A €Y
FAIR Act Commercial A Report.

’ Position@

FAIR Act Detail Position Report.

* Justification Summarye
FAIR Act Justification Summary
Report.

} Summary By Function Codeo
FAIR Act Summary By Function Code
Report.

» Detail Data Extracte
FAIR Act Detail Data Extract.

* New Reporting Year Positions
FAIR Act New Reporting Yeare
Positions Report.

Chapter 11 Figure 170: FAIR Act Reports Pagelet

A. Commercial A— Generates a report of newly designated Commercial A Positions for
a reporting year. To run a report you must specify a Bureau, Reporting Year, and
Organizational Level.

B. Position— Generate a report of FAIR Act position information (e.g., position number,
name, occupational series, function, organization code, position location, etc.). To
run a report you must specify a Bureau, Reporting Year, and Organizational Level.

C. Justification Summary — Generate a report of a position’s justification summary
information (e.g., abbreviation, occupational series, reason, justification summary,
etc.). To run a report you must specify a Bureau, Reporting Year, and Organizational
Level.

D. Summary By Function Code— Generate a report of a position’s function code
information (e.g., function code, description, status, etc.). To run a report you must
specify a Bureau, Reporting Year, and Organizational Level.

E. Detail Data Extract— Generate a report that contains a complete line-by-line listing
of your Detail table. To run a report you must specify a Bureau, Reporting Year, and
Organizational Level.

F. New Reporting Year Positions— Generate a report that shows all active and
encumbered positions added since the last population of the Detail Table. To run a
report you must specify a Bureau, Reporting Year, and Organizational Level.
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CHAPTER 12: PAYROLL

12.1 OUTBOUND PAYROLL INTERFACE

OVERVIEW

The Front End System Interface (FESI) captures a snapshot of data on the front-end system (i.e.,
HR Connect) and transmits that data to the system of record (i.e., NFC). This allows users to
enter data via HR Connect and have that data transmitted to NFC on a regular processing

schedule.
@

HR Connect FESI

Chapter 12 Figure 171: Taking A Snapshot Of HR Connect & Submitting It To NFC

HR Connect does not transmit an action to NFC until the processing cycle for its effective pay
period begins. Below is a sample payroll and interface-processing calendar. Processing between
NFC and HR Connect is the same for each two week payroll-processing period.

ﬁ
SUNDAY MONDAY TUESDAY WEDNESDAY  THURSDAY FRIDAY SATURDAY
h—PP 14
FIRST PASS TRA's (WK2)
PINE ENTERED &
[PINE] [PINE] [PINE] [PINE] | TRansmimTeD
-
SUNDAY MoOoNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
[ TIME | [ TIME | | TIME | | TIME | | TIME | | TIME |
PAYE | | PAYE | (WK 1)
[PINE] | [PINE]
™~ PP 15
BERR EFT PavDay PAPER CHECK (WK 2)
PayDay

Chapter 12 Figure 172: Payroll Personnel Processing Calendar

The following are definitions, provided by the NFCs Payroll/Personnel Manual, for the acronyms
used in the above image:
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e PINE- The Personnel Edit Subsystem (PINE) edits data released into FESI before it
is applied to the Payroll/Personnel System. PINE processes personnel actions and
payroll transactions on the first Saturday of the pay period and during each work
week (Monday through Friday).

e T&A-Time & Attendance (T&A) data are received every two weeks from an
agency’s time and attendance system through FESI.

e TIME- Time and Attendance Validation System (TIME) performs validates and
edits T&A data before it can be applied to the Payroll Personnel System
database.

e BEAR- Bi-weekly Examination Analysis and Reporting (BEAR) analyzes payroll and
personnel transactions that occur during a pay period and closes out the
previous pay period. BEAR processes on the second Sunday following the
associated pay period (e.g., The BEAR in the above image occurs in PP15, but
applies to PP14).

e PAYE- Payroll Processing System (PAYE) processes payroll, personnel, and T&A
data before the end of each pay period. PAYE processes data on the first
Thursday and Friday of a pay period.

e EFT- Electronic Funds Transfer (EFT; i.e., Direct Deposit) or payday occurs on the
second Monday of the following pay period (e.g., the EFT in the image above
applies to PP14, but occurs during PP15).

TRANSACTION PROCESSING

Transactions are entered into HR Connect on a daily basis. These transactions are then
transmitted to NFC for payroll processing. The status set in the Payroll Interface Update
Indicator (Pl Upd Ind) field on the Data Control tab of an employee’s record determines when a
transaction is ready to be sent to NFC.

Once a row has been inserted into HR Connect, its update indicator will default to Not Ready. A
post-dated record (i.e., with a future date) or a record marked as Not Ready will not be
transmitted to NFC.

To submit a record to NFC, the Pl Upd Ind field must be set to Ready. To set the indicator to
ready, its associated PAR Status must be set to HR.

Note: Make sure the effective date of the action is in the current or prior cycle before
saving the action. If the post-effective date PAR action is saved as Not Ready, users must
use the Correct History mode to change the Pl Upd Ind field to Ready.
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*Actual Effective Date: 111042012 [y Proposed Effective Date:  11/04/2012
*Transaction #/ Sequence: 1 | Not To Exceed Date: &Y
*Pl upd ind: Not Ready |v] *Authentication Date: 1110472012 [y
: Not Ready
NFC Applied Status PPIYr Processed: !
) Read
*Action:

PAR Status: HR Q
Chapter 12 Figure 173: Data Control Tab Pl Upd & PAR Status Fields

Once submitted, FESI will automatically convert the record’s status to Processed to reflect that
the record has been transmitted to NFC.

Note: A Processed status indicates that the batch file was sent to the NFC for
processing, not that NFC has finished processing the data.
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SINQ REPORTS

The outbound transmission to NFC will generate Suspense, Inquiry, and Correction System
(SINQ) reports. SINQ reports are generated when a transaction fails PINE validation. Corrections
to such transactions should be made in HR Connect, not in SINQ.

The following SINQ reports are available in HR Connect via the Bureau Reports pagelet on the
HR tab:

¢ SINQ Document Type Count Rpt- Generate a report on the number of SINQ
errors per document type within a given timeframe. This report may be sorted
by POI.

e SINQ Error Message Count Rpt- Generate a report on the number of unique
error messages per document type within a given timeframe. This report may be
sorted by sub-agency, POI, document type, and error code.

e SINQ Summary by User ID Rpt- Generate a report of SINQ errors by User ID
within a given timeframe. This report may be sorted by sub-agency, POI, and
document type.

All three reports are generated using the following generic procedure:
1. Select the HR tab.
2. In the Bureau Reports pagelet, select the desired SINQ, report.

3. On the SINQ Document Type Count Report page, enter or select the desired Run
Date From date.

4. Enter or select the desired Run Date To date.
5. Enter or select the desired Personnel Office ID.

6. Select Submit.

IRun Date From: 102602012 Y (mmiddivyyy) ﬂ'EI

Run Date To: 10262012 W [mmicdiyyyy p

IPer5¢nneIDI‘ﬁceID: 2731 E a‘a
I 5ubmutqlﬂ Cancel |

Chapter 12 Figure 174: SINQ Document Type Count Report

7. On the Report Output tab, select the desired report. (This will open the selected
SINQ report.)

Note: It may take some time for the report to generate. Wait a few minutes and then
select the Check for New Reports button and repeat Step 7.
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12.2 INBOUND PAYROLL INTERFACE

OVERVIEW

The goal of the Inbound Payroll Interface is to insert the NFC automatic transactions into HR
Connect.

Some NFC generated automatic actions require insertion into HR Connect by the Inbound
Payroll Interface process. These actions correspond to the following Nature of Action (NOA)
codes:

e 880- Change in Tenure Group

e 882- Change in SCD (Service Computation Date)

e 891- General Manager (GM) Within Grade Increase (WGI)
e 892- Within Grade Increase (WGI)

e 894- Pay Adjustment

e 895- Locality Payment

e 903- Change in Data Element

Prior to being loaded into HR Connect, incoming data from NFC is checked to ensure all
necessary information is included. NFC automated actions are generated each pay period
following BEAR processing.

To maintain data integrity, all future actions based on the insertion of an NFC-generated action
have an indicator (NFC Insertion; NFC Ins) to identify any insertions or modifications needed or
conducted. The available NFC Ins indicator values are:

e |- Inserted for an NFC generated action.

e M- Modified by an NFC generated action.

e N- Needs a manual modification for NFC Insertion.
e R- Record has been reviewed for NFC insertion.

Data Control Find | View All First E] 1 of 40
*Actual Effective Date: 11/04/12012 [3J Proposed Effective Date:  11/04/2012

*Transaction #/ Sequence: 1 ' Not To Exceed Date: (Y NTE # Days:

*Pl upd ind: NotReady ¥ *Authentication Date: 11/04/2012 [} INFC Ins: Q

Chapter 12 Figure 175: Data Control Tab NFC Ins Field
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TRANSACTION PROCESSING

A full transaction between HR Connect and NFC follows these generic steps:

1.

2
3
4.
5

NFC receives a data file from HR Connect via FESI.

NFC runs a PINE to validate data.

NFC processes the data.

NFC communicates a status code for the processed action back to HR Connect.

The Inbound Interface program updates the NFC Applied Status field on the Data
Control tab of the relevant employee’s record.

Data Control

*Actual Effective Date: 11/04/2012 [i¥

*Transaction # Sequence: 1

*Plupd ind: MNolReady

|NFC Applied Status Not Applicable
Chapter 12 Figure 176: Data Control Tab NFC Applied Status

NFC Applied Status field values are:

e DI All Match- Indicates that the record has been successfully sent to NFC and
that HR Connect and NFC have matching data.

e DI Mismatch- Indicates that the record has been successfully sent to NFC, but
that there is a data mismatch between HR Connect and NFC.

e Pending- Indicates that the record has been successfully sent to NFC, but has not
yet been applied.

e Not Applicable- Indicates that the action has not yet been sent to NFC.

ADDRESS CHANGES

Address changes may be conducted in HR Connect or received from NFC via the inbound
interface. Address changes originating from NFC will automatically be inserted into HR Connect.
In HR Connect these changes can be made through Employee Self Service (ESS).

The Inbound Payroll Interface will overwrite address information on the current action and any
relevant pending actions. Address information will be attached to the last most recent action.
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PAYROLL INTERFACE REPORTS

There are several reports available outside of HR Connect that can aid in verifying information
processed inbound to HR Connect. Inbound reports, generated from NFC to HR Connect that
identify discrepancies between NFC and HR Connect are shown below. Please note that that
while visible, some of the reports listed below have been retired or moved to other locations
within HR Connect.

History Correction Update Process (HCUP) Report- Designed to correct past
dated transactions in HR Connect and NFC.

Mis-Match Report- Identifies values that were transmitted to NFC from HR
Connect that did not match, and specifies the value that was applied to the NFC
database.

Pending Transaction Report- Shows details of actions that have been
transmitted to NFC through the interface from HR Connect, but have not been
applied to the NFC database.

Auto Action Summary Report- Shows details of actions that have been
transmitted to NFC through the interface from HR Connect, but have not been
applied to the NFC database.

Auto Action 903 Report- Identifies all of the NOA 903 actions generated directly
by NFC that are not in HR Connect after BEAR runs.

Auto Action Audit Report- Lists all of the automatic actions returning from NFC
that do not meet HR Connect validation, and are not inserted into HR Connect
Database to Database Compare Report- Created daily using a download from
NFC Table 102.

Note: Some of the Payroll Interface Reports may have been retired or moved to a
different location in your version of HR Connect.

There are also Payroll Interface reports that can be generated from the Bureau Reports
pagelet, on the HR tab, within HR Connect. These reports are:
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e Pl Auto Action Error Report- Generate a report of inbound interface actions that
were NOT inserted into HR Connect within a given timeframe. This report may
be filtered by POI office.

e Pl Auto Action Insert Report- Generate a report of inbound interface actions
that were inserted into HR Connect within a given timeframe. This report may be
filtered by POI office.

e Pl Auto Action Report- Generate a report of all inbound payroll interface actions
requiring manual modification (NFC Insert Indicator = N) within a given
timeframe. This report may be filtered by POI office.

e Pl Auto Action Report- Generate a report of all inbound payroll interface actions
within a given timeframe. This report may be filtered by POI office.

e Pl Pay Document Error Report- Generate a report of all inbound payroll
interface pay document transaction errors within a given timeframe. This report
may be filtered by POI office.

12.3 IDENTIFYING SINQ ERRORS

OVERVIEW

SINQ Searches may be conducted to view and correct for SINQ errors without having to leave
HR Connect. A SINQ search is limited so that only SINQs originating in HR Connect may be
worked within HR Connect. Search functionality is available in the Back End Menu; though
accessibility is limited depending on your role.

HR Connect provides two SINQ Searches:

e PINE SINQ Search
e PMSO SINQ Search

The following subsections provide walkthroughs for conducting a PINE or PMSO search.

PINE SINQ SEARCH

The PINE SINQ Search identifies actions that failed to pass through Personnel Edit Subsystem
(PINE) validation.

To run a PINE SINQ Search:

Menu tab>Organizational Development menu>Position Management link>PINE SINQ Search link>Enter PINE
SINQ Search Criteria page

1. Specify the Run Date From and To dates.

2. (Optional): Enter the relevant search criteria (e.g., Document Type, User ID, NOA
Code, POI, Pay Period, Employee ID, etc.).

3. (Optional): Enter Search Exclusion Criteria (e.g., User ID, Doc Type, Error Code,
Performance Appraisals, etc.).

4. Select the Show Listing or Show Details buttons. (This will take you to a listing of
SINQ messages matching your search criteria.)

5. (To print your results): On the listing results page, select the Return to Search
button.
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6. (To print your results): Select the Print Listing to Excel or Print Detail Results to PDF.
7. (To print your results): In the confirmation message, select the OK button.

8. (To print your results): Select the Go to Report Output button. (This will take you to
the Report Output tab where you may retrieve your printed listing.)

Enter PINE SINQ Search Criteria

SetlD; D001 rch Hel
Run Date From: 11012012 B  (mmuddhyyy)
110112012 [ (mmyd

Pay Period:
EmpliD: Q,
55N:

Last Hame:

First Name:

Reviewed Status: h

Search Exclusion Criteria

User Dz

Doc Type: Q - 'E
Err Cd:

[ ] Exclude Employee ExpressiNFC Personal Page actions?
["] Exclude Third Party Payroll Documents

[ Exclude Doc Type 999 . Informational Messages?

[] Exclude All Performance Appraisals

I Show Listing | Show Delailﬂ Clear | 6

8
Print Listing to Excel Print Detail Results to PDF Go to Report Ouiput

Chapter 12 Figure 177: PINE SINQ Search Form
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PMSO SINQ SEARCH

The PMSO SINQ Search identifies actions that failed validation in the Position Management
System (PMSO) to pass through Personnel Edit Subsystem validation.
To run a PINE SINQ Search:

Menu tab>Organizational Development menu>Position Management link>PMSO SINQ Search link>Enter
PMSO SINQ Search Criteria page

1.
2.

Specify the Run Date From and To dates.

(Optional): Enter the relevant search criteria (i.e., Document Type, User ID, POI, Job
Code, Position, Incumbent/Obligated Social Security Number, and/or Reviewed
Status).

(Optional): Enter Search Exclusion Criteria (i.e., User ID, Error Code, or Doc Type
999 - Informational Messages).

Select the Show Listing or Show Details buttons. (This will take you to a listing of
SINQ messages matching your search criteria.)

(To print your results): On the listing results page, select the Return to Search
button.

(To print your results): Select the Print Listing to Excel or Print Detail Results to PDF.
(To print your results): In the confirmation message, select the OK button.

(To print your results): Select the Go to Report Output button. (This will take you to
the Report Output tab where you may retrieve your printed listing.)

Table of Contents December 11, 2012 Page 133 of 277




HR Connect User Guide

Enter PMSO SINQ Search Criteria

SetiD:

Run Date From:
Run Date To:

Do0o1
11101/2012 (mmid

Doc Type:

User ID:

POI:

Job Code:
Position:
Incumbent SSH:
Obligated SSN:

Reviewed Status:

Search Help

UserID:
Err Cd:

Search Exclusion Criteria

| Exclude Doc Type 999 - Informational Messages?

“T8

| Show Listing

ShuwDetailg"B Clear |

I Print Listing to Excel

i i Go to Report Output ||

Print Detail Results to PDF

Chapter 12 Figure 178: PMSO SINQ Search Form
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SINQ LINKS

In addition to search functionality, each employee’s record in HR Connect has a link, SINQ
Error(s), at the bottom of the Data Control tab. This link is inactive when no SINQ error exists.
When a SINQ error does exist, the link will activate and turn red. Select the SINQ Error(s) link to
view a detailed listing of SINQ errors for this record.

[ DataControl '\ Personal Data Y Job Data )" Position Data i Compensafion Data }” Erployment Data 1 ) Employment Data 2 ]

Employes Ellen Emplil: 000000 EmplRcd Nbe: 0
‘Actual Effectve Date: 09182004 7 Proposed Effective Dates  09/1 272004 HE
“Transaction &/ Sequence: |_" I_ Mot To Exceed Date: I 0y NTE # Days: |_
aL l-m nd: Processed "I *futhentication Date: 023004 1E MNFC Ins: [_q
NFC Appl Status: [pplied Mismatct) =]
“Action: [TER Q. geparation PAR Status: [HR Q. processed by HR
*‘Reason Code: I:‘{FR 2 Transferto Agency Contact: I Q
HO® Code: |353 S Termination-Appt in
Authority (1) IDBH Q, [5 CFRPART 715 |
nhority 2 [ 2 | I
Print 5F-52 | Print 5F-50 I PAR Remarks Award Data Trackin i SING Search
PAR Requesty:
I GPPAWeDsIte  Award Address || SINO Error(s) SIMNG Addendum

W save | CuRstunito Search | offl Previous inList | 4 NestinList | @ Previous tab | et tab |

Diata Control | Personal Data | Job Data | Position Data | Compensation Data | Employrment Data 1 | Employment Data 2 | MFC Data 1 | NFC Data 2

Chapter 12 Figure 179: SINQ Error Link
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12.4 RECONCILIATION

OVERVIEW

SINQ and inbound interface reports can be used to identify potential inconsistencies between
records in HR Connect and/or NFC. When an inconsistency is identified, corrections must be
made within HR Connect and then transmitted to NFC for application. A correction should
never be directly applied to NFC.

The following information should be reconciled: Job Code Data, Position Data, and PAR Data.
JoB CoODE DATA RECONCILIATION

After identifying a SINQ error resulting from a Job Code discrepancy, determine where the data
needs to be corrected (i.e., NFC or HR Connect). This determination will influence the steps
necessary to correct the SINQ error.

To reconcile Job Code Data:

Menu tab>Organizational Development menu>Position Management link>Define Position Data USF link>Job
Codes link>Job Code USF page

1. Enter the Job Code and/or relevant search criteria.
2. Select the Search button.

3. (If the search returns multiple results): In the search results, select the appropriate
Job Code.

4. Make any necessary corrections to the Job Code Profile, Default Compensation,
and/or Non-Base Compensation tabs.

5. Select the Job Code Profile tab.
6. On the Job Code Profile tab:

7. (If the job code does not exist in NFC): change the NFC Update Indicator field to
Ready and ensure that the NFC Function Code is set to Add.

8. (If the job code data in NFC is incorrect): change the NFC Update Indicator field to
Ready.

9. (If the job code data in HR Connect is incorrect): leave the NFC Update Indicator
field set to Processed.

10. Select the Save button. (This will save your work and refresh the Job Code Profile
tab.)
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PosiTioN DATA RECONCILIATION

After identifying a SINQ error resulting from a Position Data discrepancy, determine where the
data needs to be corrected (i.e., NFC or HR Connect). This determination will influence the steps
necessary to correct the SINQ error.

To reconcile Position Data:

Menu tab>Organizational Development menu>Position Management link>Maintain Positions/Budgets
link>Add/Update Position Info link>Add/Update Position Info page

1. Enter the appropriate Position Number and/or relevant search criteria.

2. Select the Search button.

3. (If the search returns multiple results): Select the appropriate Position Number.
4

Make any necessary corrections to the Description, Specific Information, and/or
Budget and Incumbents tabs.

v

Select the Description tab.
6. On the Description tab:

a. (If the job code does not exist in NFC): Change the NFC Update Indicator field
to Ready and ensure that the NFC Function Code is set to Add.

b. (If the job code data in NFC is incorrect): Change the NFC Update Indicator
field to Ready.

c. (If the job code data in HR Connect is incorrect): Leave the NFC Update
Indicator field set to Processed.

7. Select the Save button. (This will save your work and refresh the Description tab.)
PAR DATA RECONCILIATION

After identifying a SINQ error resulting from a Personnel Action Request (PAR) data
discrepancy, determine where the data needs to be corrected (i.e., NFC or HR Connect). This
determination will influence the steps necessary to correct the SINQ error.

To reconcile PAR Data:

Menu tab>Workforce Administration menu>Job Information link>HR Processing link>HR Processing page
1. Enter the relevant employee ID (EmplID) and/or search criteria.
2. Select the Search button.

3. (If the search returns multiple results): In the search results, select the appropriate
Job Code.

4. Locate the relevant employee record.
5. On the Job Code Profile tab:

a. (If the action did not apply in NFC): Ensure that the PAR Status is set to HR
and change the Pl Upd Ind field to Ready.
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b. (If the PAR data in NFCis incorrect): Submit a Correction transaction to NFC.
(Please consult the PAR chapter’s Correction section for step by step
instruction.)

c. (If the PAR data in HR Connect is incorrect): Leave the NFC Update Indicator
field set to Processed and make any necessary corrections.

Note: You cannot correct the Effective Date field through Correct History mode in HR
Connect.

If you need to correct the Effective Date, you must cancel the action and insert a new
row with the correct Effective Date. (Please consult the PAR chapter’s Cancellation
section for step by step instruction.)

6. Select the Save button. (This will save your work and refresh the Data Control tab.)
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CHAPTER 13: PERSONNEL ACTION REQUESTS (PARS)

13.1 INTRODUCTION TO PARS

OVERVIEW

Personnel Action Requests (PARs) include any personnel or payroll action taken to modify an
employee’s record in HR Connect. PARs may be position related (e.g., Change in Work Schedule,
Change in Hours, etc.) or non-position related (e.g., Suspension, Personal Data Change, etc.)
and may be initiated in the Front End (via ESS or MSS) or the Back End (via HRSS). Once initiated
and properly routed, PAR actions will be made available through your individual or group
worklist. Following processing by an HRSS user, changes to an employee’s record may be
transmitted to NFC via the Front End System Interface (FESI).

This section provides walkthroughs for both MSS and HRSS users. Primarily, this user guide
presents PAR initiation from the perspective of an MSS user and processing from that of an
HRSS user (Consult the Employee Self Service chapter for more ESS walkthroughs.).

The following subsections provide general information concerning PAR initiation and
processing. In addition, walkthroughs are provided for initiating PAR actions via HRSS and
accessing PAR actions through various worklists and the Back End Menu.
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INITIATING PARS viA MSS

The process for initiating PARs via MSS involve many of the same pages, tabs, links, and fields.
This section identifies and describes these sections in the context of PAR initiation (For more
generic information about the Manager tab, consult the Navigation chapter).

To initiate a PAR via MSS:
Manager tab>People and Positions pagelet

1. Inthe list of direct reports, select the appropriate Employee Name. (Alternatively
you may search for other Subordinate or Detailed Employees in your organization.)

People and Positions

View information on employees and positions
reporting to you. If information below is incorrect,
contact the Human Resources office or send an e-
mail using the link in the HR Connect Help box.

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

Manager: Choconut, Timothy G

Organization: 1
Employee Name Position Title
Angela,Lorenzo R Chief Financial Officer i
Barnhart,Violette Nicole Chief of Management and Operat ity
Blachly,Darius Radcliffe Chief Homeownership Preservati m
Dickeyville,Carole L SENIOR LIAISON OFFICER i
Marlin,Patricia SPECIAL MASTER, EXECUTIVE COMP
Milmine,Frederick Benjamin | Chief Compliance Officer (OFS) &
PelkieIMau Charmian Degug Chief Investment Office

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

*Detailed Employees
View employees detailed to your organization processed in HR Connect.

| | !xpana fo see detalls G I

Chapter 13 Figure 180: MSS People & Positions Pagelet

A. Subordinate Employees- This link provides access to the Subordinate Search- Select
Employee page. Allows access to subordinate employee’s basic information and the
ability to initiate PAR actions for that individual.

B. Detailed Employees— This link provides access to the Detailed Employees page.
Allows access to a detailed employee’s basic information and the ability to initiate
PAR actions for that individual.

C. Expand to see details- This button provides access to the People and Positions
page. Allows access to additional employee and position information.
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2. Select the appropriate Personnel Action link.

HR Connect User Guide

Note: When processing actions that involve a change in the employee’s position number
(i.e., Promotion, Temporary Promotion, Change to a Lower Grade, Reassignment, and
Detail) you will be directed to the Vacant Positions page before reaching the PAR form.

Name: Dickeyville,Carole L
EmpliD: 617607

Position Title: SENIOR LIAISON OFFICER
Position Nbr: 65557930

PD# 094378

GS-0501 -15 /10

Y
it -
ACTION link.

POSITION INFORMATION
Organization Code:
Organization
Description:

Position Occupied:
Manager Level:
Target Grade:
FLSA:

Work Schedule:
Weekly Duty Hours:
Tenure:

Sensitivity Level:
Bargaining Unit:

Work Location:

Base Pay:

Locality Pay:
Adjusted Base Pay:
Remaining GEO:
Other Pay:

Total Pay:

Conv to Career Due Dt:
Years of Service:

Supervisor of Record:

EMPLOYMENT INFORMATION

This information reflects the most recent entries in HR Connect. If there is a discrepancy with any of the
information, please contact us. To view historical information, click on the HISTORY link. To initiate a personnel
action request, click on one of the actions links on the right. Check the status of requests by clicking the PENDING

DO647100
Office of Oversight & Reporting Director

65676185 - Assistant Secretary for Financ
1-Competitive

2-Supervisor or Manager

15

Exempt

F-Full Time

40

3-Indefinite

2-Non-Critical. Sensitive

8888 - Non-Bargaining Unit

MAIN TREASURY BUILDING
1500 PENNSYLVANIA AVENUE. N.W.
WASHINGTON, DC 20220-0002

HISTORY

$129,517.00 Excludes Locality
$25,983.00 %24.220
$155,500.00
$0.00 000%
$0.00 0.000%
$155,500.00
"

PERSONNEL ACTIONS g

v

Promotion

Temporary Promotion

Termination of Temporary Promotion
Change to Lower Grade

Change in Di
Realignment
Reassignment
Change in Hours

Change in Work Schedule
Detail
Termination of Detail

Leave Without Pay NTE
Extension

Location

Conversions
Return to Duty (LWOP

Return to Duty (Other)

Suspension

Retirement

Termination

Backfil

Emergency Contact

Awards
Individual Cash Award
Individual Time Off

Foreign Language (Law Enforcement)
Quality Step Increase
Travel Savings Incentive (Gainsharin

Chapter 13 Figure 181: Employee Data/Personnel Actions Page

Table of Contents

December 11, 2012

Page 141 of 277




3. (Only for PARs involving a change in position): From the Personnel Actions- Vacant

Positions page, select the desired Position # link.

HR Connect User Guide

PD library for the appropriate position description.

011137 |65355818<-B: GS-0201-09

011137 65382115 GS-0201-09

011281 85447161 GS-0201-11

Personnel Actions - Vacant Positions

If you are processing a promotion to a career ladder position, click here

View All First Y 11001247 D Last
Position - Pa -
Description# 0Sition # B Series/Grade  PoSition Title

Media Coordinator

Media Coordinator

Media Coordinator

&

\;‘~~_'.;. _ This page allows you to view your current approved vacancies. Click on the Position # below to perform an
action on a vacant position. To see the full text of major duties and responsibilities, click on "View PD". If
there is no vacant position that meets your needs, click on the link at the bottom of the page to search the

Major Duties

MEDIA COORDINATOR GS-
0301-09 PD# 011137 CAREER
LADDER: GS-0201-07:
08284B |. INTRODU

MEDIA COORDINATOR GS-
0201-09 PD# 011137 CAREER
LADDER: GS-0201-07:
08284B |. INTRODU

Media Coordinator GS-301-11 I.
INTRODUCTION The purpose of
this position is to serve as a Med

Chapter 13 Figure 182: Personnel Actions- Vacant Positions Page
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4. From the PAR page, enter the required information. (Consult the relevant PAR
chapter section for more information.)

5. In the Comments/Instructions field, enter the Name and Phone Number of an
individual who can be contacted for this action (e.g., your name).

6. Enter or lookup the appropriate Authorizer.

7. Select the Submit button. (A confirmation message will display. Select the OK button
to return to your Home Page.)

Tell Me More about this action

Action Reason:

Proposed Effective Date:
Proposed Position Number:
Proposed Grade:

Proposed Position Title:
Proposed Department:

Proposed Location:

Unsatisfadory Performance v
10/07/12012  [3) (mmiddiyyyy) <k
65194015

12

Financial and Programs Analyst
OFFICE OF FISCAL PROJECTIONS

Manager Name:

Manager Position Number:

Margarettsville,David J

00201231 Q Director, Office Of Fiscal Pro

Comments/instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information. Indicate the Position

Number that this employee is to occupy if itis known.

il |

Role

Requesting Manager

Margarettsville,David J

To GEEI'OVE this ach'onl select the next aEEI'OEI‘iate aEETU\feI'i then click SUBMIT.

Employee or Group Name

(Z) First Authorizer

(2 Second Authorizer

<ra

Q

() Third Authorizer

Q

@ Human Resources

7

| certify that this is an accurate statement of the major duties and responsibilities of this position and its
organizational relationships, and that the position is necessary to carry out Government functions for

which I am responsible. This certification is made with the knowledge that this information is to be 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.

Back
Chapter 13 Figure 183: PAR Page
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AUTHORIZING PARS viA MSS

If an action requires MSS authorization prior to HRSS processing, the initiator may route the
action to another MSS user. When routed for MSS authorization, actions will appear in that
Manager’s individual Worklist available on the Manager tab. The MSS authorizer may choose
to approve the action and route it for further authorization/processing or disapprove the action
and delete it.

To approve or disprove a PAR via MSS:

Manager tab>Worklist pagelet

1. Select the desired Personnel Action link.

To review and approve, click on the personnel action, or to get a more detailed view,
click the EXPAND button.

Worklist For RO0516: ALTHA

Personnel Action Proposed Eff Date Employee Name
IChange in Hoursﬂ 2012-11-18 Alvada,lrene J

Expand to see details |

Chapter 13 Figure 184: Manager Worklist Pagelet
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2. On the PAR page, review the information provided and make any changes as
necessary.

3. (To Disapprove): Enter your reason for disapproval in the Comments field.

4. (To Approve): Enter or lookup the next MSS Authorizer (or select Human Resources
to route the action for processing).

5. (To Disapprove): Select the Disapprove radio button. (Upon submission, this will
delete the action and send an e-mail to the initiator.)

6. Select the Submit button. (A confirmation message will display. Select the OK button
to return to your Home Page.)

Proposed Hours Worked per Pay Period: 30.00 "E
Proposed Effective Date 1111812012 [3) (mm/ddiyyyy)
Proposed Action is at Employee's Request: O
Comments/instructions:

REQ

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

‘ -

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

Role Employee or Group Name

Requesting Manager LevantEthan R

First Authorizer Altha Vona Susan
© Second Authorizer | Q
© Third Authorizer Q
©) Human Resources - ~n

| © pisapprove w
L__suomit ¥ Back

Chapter 13 Figure 185: Authorizing a PAR Action Example
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HRSS INITIATING A PAR

Menu tab>Workforce Administration menu>Job Information link>HR1 Authorization link>HR1 Authorization
page

Primarily, this User Guide presents PAR initiation from the perspective of an MSS user. In
addition to Front End MSS initiation, HR Connect includes functionality for HRSS users to initiate
PAR actions through the Back End Menu. This process involves inserting a new row into the
employee’s record and manually entering PAR data.

To initiate a PAR action via HRSS:
1. Enter the employee’s ID (EmplID) and any relevant search criteria.

2. Ensure that the Correct History box is empty.

Note: The Correct History checkbox allows you to overwrite existing data. This checkbox
should only be selected when correcting an employee’s record. Consult the PAR
chapter’s Correction section for more information.

3. Select the Search button.

{ Find an Existing Value '\

EmplID: begins with v
Empl Red Nbr: = -

1

Last Name: begins with

4

First Name:  begins with

4

National ID:  begins with

[CIcorrect Historyé.a

I Search A'ECIear |E!asic search [E) Save Search Criteria

Chapter 13 Figure 186: HR1 Authorization Page

4. On the Data Control tab, select the add a row (+) button.

5. Inthe new row, enter relevant PAR data. (Consult the PAR section associated with
the desired action for more information.)

6. Select the Data Control tab.

7. On the Data Control tab, enter processing data. (Consult the HRSS Processing a PAR
subsection for more information.)

8. Select the Save button.

9. Enter or lookup the appropriate HR Authorizer (HR2, HR3, or HR Processing).
(Consult the HRSS Routing a PAR subsection for more information.)

10. Select the OK button. (This will take you to the Data Control tab).
WORKING AN EXISTING PAR IN HRSS

After actions are initiated via MSS or HRSS, as part of the workflow they are then routed to
individuals in HR for authorization and processing, before the approved action is sent to NFC.
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Each organization has set up its own rules for routing PAR actions through the workflow, based
on NOA codes, POI (Personnel Office Identifier), and Department.

HRSS users can access PARs routed for processing via the Back End Menu or via their individual,
group, or web worklist.

INDIVIDUAL WORKLIST
Actions will appear in your individual worklist only if they are routed directly to your account.

To access a PAR through your individual worklist:
HR tab>Worklist pagelet

1. Select the desired Personnel Action link. (This will take you to the Data Control tab
for that action.)

Note: Selecting the Expand to see details button will take you to a more detailed
version of your individual worklist.

Caution! You will be taken to the Most Recent action on the employee’s record, which may not
be the action you intend to work. Verify that you are in the correct row of the employee’s
record before working the action.

To review and approve, click on the personnel action, or to get a more detailed view, click
the EXPAND button.

Worklist For AN3826D: GILMAN

Personnel Action Proposed Eff Date Emplid Employee Name
| HR1 - Suspnension MTEI 2012-10-22 300611 Willshire, Thomas J

Expand to see details I

Chapter 13 Figure 187: Individual Worklist

GROUP WORKLIST

Actions will be found in your Group Worklist only if they are routed to a group of which you are
a member.

To access a PAR through your Group Worklist:
Proxy/Group tab>Group Worklists pagelet>Group Worklist for link>Worklist for Group page

1. Select the desired Group Worklist for link.

Group Worklists

Group Worklist for:‘(n DO-BPD PROCESSORS

Group Worklist forfy DO-BPD PROCESSORS PENDING
Chapter 13 Figure 188: Group Worklists Pagelet
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2. (Optional): On the Worklist For Group page, claim the action by selecting the
checkbox in line with the desired PAR. (This will prevent other group members from

working the claimed action.)

3. Select the desired Personnel Action link. (This will take you to the Data Control tab
for that action.)

Caution! You will be taken to the Most Recent action on the employee’s record, which may not
be the action you intend to work. Verify that you are in the correct row of the employee’s
record before working the action.

Worklist For Group

) \. Click on the Personnel Action to review and approve.
For Group Worklist tems, check the "Lock™ box to prevent other group members from working the same worklist tem.

Up to four sort orders may be selected in sequence 1-4. I1ake your sort selection and then click the Sort Button. All rows
on the entire list will be sorted to reflect the selected sort(s). For example, if NOA Descending and then Name Ascending
are selected, after clicking the Sort Button, the list will be sorted by NOA in descending order, and then within each NOA,

the list will be sorted by Name in ascending order.
) - v v 3 v 4
Sort

Customize | View All | & First 1-25 of 57 )| Last
Date

Award Proposed Proposed Org

EmplID Employee Name Personnel Action NOA Code Effective Date Code Red
|V|§623500 Marlin,Patricia a ‘l HR - Ext of Aggt NTE I 760 10/10/2012 910604000000000000 04/17/12
[] 643350 ::;f;:gf:t""ARK HR - Ext of Term Appt NTE 765 11/07/2012 910604000800000000 04/20/12

Chapter 13 Figure 189: Worklist For Group Page
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WEB WORKLIST

The Web Worklist is a safety net where routed actions are placed if there is no rule in place to
identify the appropriate worklist where the action should be automatically routed. In practice,
the Web Worklist is an intermediate step, wherein an HRSS user must manually reroute the
action to the appropriate group or individual worklist.

To reroute a Web Worklist action:
Menu tab>Workforce Administration link>Job Information link>Web Worklist page

1. Enter the relevant search criteria.

2. Select the Search button.

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

/ Find an Existing Value

EmplID: begins with w | )n

Empl Red Nbr: = v

Last Name:  begins with »
First Name:  begins with

National ID: begins with w

[ lInclude History @ Correct History

SearchAf ™ Clear I Basic Search [=) Save Search Criteria
Chapter 13 Figure 190: Web Worklist Search Page

3. In the Search Results, select the desired employee Name.

Search Results

EmpliD Empl! Rcd Nbr Name Last Name
6136120 ool Lk T ARRIBA
628294 0 ISerena,tw o Sasull SERENA
653645 0 v Tw— e

8621330 Stk HANSBORO
Chapter 13 Figure 191: Web Worklist Search Page Search Results
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4. On the Data Control tab, change the PAR Status from WEB to INI.
5. Select the Save button.

{ Data Control | Personal Data Job Data Positon Data C Dats Empl Data 1 Employment Data 2
EmpliD: 028294 Empl Rod Nbr: 0
*Actual Effective Date 11042012 [ Proposed ENective Date: 11042012 ®
“Transacticn ® / Sequence; - Hot To Exceed Date: WTE # Days
Pl upd ind: NotReasy ¥ *Authentication Date: 11082012 i) NFC ins: Q
NFC Applied Status Not Applicable PPYr Processed: / HCUP $tatus
*Acton Dats Chg INI (L Initiated

*Reasce Code Mansgement Action  Contact
HOA Code Chg in Outy Location
Authority (1) :
Authority 12)
Pilok 9552 l ] HCUP Impact PAR Remars  Award Dats Tracing Osts  SINQ Search
PAR Requests
a Mismatch GPPAWebule Award Address  SING Error(s)  SING Addendy

W Save ] &\ Return to Search | (5] Pravious in List | $[Z] Next in List || &) UpeawOingny | & 1ecuce o
p - -

Chapter 13 Figure 192: Data Control Tab For Web Worklist

6. On the Route to Next Empl ID page, enter or select the desired HR1 Authorizer.

7. Select the OK button. (This will take you to the Data Control tab and route the
action to the appropriate worklist.)

Route to Next Empl ID

Actual Effective Date: 11/09/2012 Proposed Effective Date: 11/09/2012
Transaction#/Sequence: 1 1 Not To Exceed Date:

Action: DTA Data Change PAR Status:  INI Initiated
Reason: MGA Management Action Contact Emplid:

The status of this data requires you to specify the employee to whom to next  route the data.
Choose an Employee ID below.

"] Route to 1st HR Authorizer
HR1 Authorizers: g1

[V ok Cancel |

Chapter 13 Figure 193: Route to Next Empl ID
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BAck END PAR ACCESS

If an action is not routed to your account or a group of which you are a member, HR Connect
includes functionality to search for an employee’s record using the Back End Menu. This tool
may also be useful for accessing an action that you have previously worked, but is no longer

present in your worklists.

To access an employee’s record via the Back End:
Menu tab>Workforce Administration menu>Job Information link>HR Processing link>HR Processing page

1. Enter the employee’s ID (EmplID) and/or any relevant search criteria.

2. (Optional): Select the Correct History checkbox. (When filled, this unlocks greyed
out fields and allows you to overwrite existing data.)

3. Select the Search button.

HR Processing
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: = - .n

Last Name: begins with -

First Name:  begins with

National 1D: begins with -

("] Correct History

| Searc lear | Basic Search Save Search Criteria

Chapter 13 Figure 194: HR Processing Page

4. Select the Search button. (This will take you to the Data Control tab of the
employee’s record.)

CANCELLATIONS

OVERVIEW

HR Connect includes the functionality to cancel actions. The method for implementing a
cancellation varies depending on the action’s timeframe status (Current or Historic).

To perform a Cancellation for a Current action or Historic action:

CURRENT ACTIONS

Menu tab>Workforce Administration menu>Job Information link>Cancellation link>Cancel Personnel Action
USF page

An action is considered current if it has the most recent effective date of all actions in the
employee’s record. If multiple actions have the same effective date, their ordering will be
determined by highest sequence number.

To correct a current action:
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1. On the Cancel Personnel Action USF page, enter the relevant search criteria.

2. Select the Search button.

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

[ Find an Existing Value

EmplID: begins with «
Empl Rcd Nbr: = v

4

Last Name: begins with

‘ )

First Name: 'begins with

National ID: beqins with

I Searc“zl Clear |E!asic Search [E) Save Search Criteria

Chapter 13 Figure 195: COR Processing Search Form

4

3. On the Data Control tab, verify the date the action is to be cancelled in the Actual
Effective Date field.

In the PAR Status field, enter or lookup CAN.

In the NOA Code field, verify that the NOA Code is 001 (Cancellation).
Verify the legal authority in the Authority (1) field.

Enter or select an Authentication Date.

Select the Tracking Data link.

w N o un e

On the Job Tracking Info page, enter the reason for cancellation in the Comment
field.

10. Select the OK button.

Job Tracking Info

Emplil: 479178 Empl Reds: o

Effective Date: 10302005 WIP Status: Canceled

Action: Hre Reason Code: New Postion

Scroll Area Fi
*Action Taken Action Date Override WIP Status: Cancaled
WIP Sequence: 3
Emplid ALEE40 Mannford Barbars B g

I Comments: *

I oK q Cancel

Chapter 13 Figure 196: Job Tracking Info Page — Cancellation
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11. Select the Save button. (This will take you to the Data Control tab).

HISTORIC ACTIONS

Menu tab>Workforce Administration menu>Job Information link>Cancellation link>Cancel Personnel Action
USF page

A historic row is any row that does not have the most recent effective date, but has been
entered after HR Connect was implemented at your organization. The basic steps are the same
for cancelling a current row, with the caveat that changes to a historic row may influence any
row following it, including the current row.

To cancel an Historic Action:
1. On the Cancel Personnel Action USF page, enter the relevant search criteria.

2. Select the Search button.

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

[ Find an Existing Value

4

EmplID: begins with
Empl Rcd Nbr: = v

A
B

Last Name: begins with

4

First Name: begins with

4

National ID: beqgins with

| Search I !|93f |E!asicSearch [E) save Search Criteria

Chapter 13 Figure 197: COR Processing Search Form
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3. On the Data Control tab, select the View All link.

4. Locate the action to be cancelled by scrolling through the rows of the employee’s
record.
5. Inthe appropriate row, enter the Authentication Date.
6. Inthe PAR Status field, enter or select CAN.
7. Verify the legal authority in the Authority (1) field.
8. Select the Tracking Data link.
*Actual Effective Date: 10/20/2005 Proposed Effective Date:  10/30/2005 =
*Transaction #/ Sequence: Not To Exceed Date: NTE # Days:
Plupd ind: Not Ready E\T’Muthenticartic.m Date: by NFC Ins:
NFC Applied Status Not Applicable PPIYr Processed: 1 HCUP Status:
*Action: Hire E\hAR Status: CAN @ cancelled
*Reason Code: P New Position Contact:

NOA Code:

Authority (1): AT Q 5U.S.C. 302

Authority (2): Q

Print SF-52 | Print SF-5C _

HCUP Impact PAR Remarks Award Data Tracking Data SINQ Search

PAR Request#:
IMismatch GPPA Website  Award Address SINQ Error(s) SINQ Addendum

Return to Proxy/Group tab

13
&X Return to Search | (=) Previous tab | (=% Next tab |

Chapter 13 Figure 198: Data Control Tab — Cancellation Example

9. On the Job Tracking Info page, enter the reason for cancellation in the Comment
field.

10. Select the OK button.

11. On the Data Control tab, review all rows above the cancelled row to assess the
cancellations impact.

12. Once a row is reviewed, select the Reviewed checkbox.

Note: If a row is adversely impacted by the cancellation, make corrections to that row
using the procedure outlined in the Corrections section of the User Guide.
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*Actual Effective Date: 01/08/200€ Proposed Effective Date:  01/08/2006 [®]review =]
12
*Transaction #/ Sequence:|__| ! Not To Exceed Date: NTE # Days:
Pl upd ind: Not Ready *Authentication Date: 12/22/2005 NFC Ins:
NFC Applied Status HRSYSGEN PP/Yr Processed: I HCUP Status:
*Action: P/ Pay Rt Chg PAR Status: HR Q@ Pprocessed by HR

Chapter 13 Figure 199: Reviewing Impacted Rows

13. Select the Save button.
14. On the first confirmation page, select the Yes button.

15. On the second confirmation page, select the Yes button. (This will take you back to
the Data Control tab.)

CORRECTIONS

OVERVIEW

HR Connect includes functionality to perform corrections to actions in an employee’s record.
The method for implementing a correction varies depending on the action’s timeframe status
(Current, Historic, or Pre-dating HR Connect).

To perform a Correction for a Current action, Historic action, or Actions predating HR Connect
implementation:
CURRENT ACTIONS

Menu tab>Workforce Administration menu>Job Information link>COR Processing link>COR Processing page

An action is considered current (for correction purposes) if it has the most recent effective date
of all actions in the employee’s record (other than exception actions like awards, details not
released to NFC, and change in data element). If multiple actions have the same effective date,
their ordering will be determined by highest sequence number.

T correct a Current Action:
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1. Onthe COR Processing page, enter the relevant search criteria.

2. Select the Search button.

COR Processing
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:

Last Name:
First Name:

National 1D:

begins with

-

begins with

.begins with

begins with

4

b

b

b

2
'33f ‘ Basic Search [E) Save Search Criteria

Chapter 13 Figure 200: COR Processing Search Form

N o v 2w

Enter the Authentication Date.

Select the PAR Remarks link.

the original data in the From field.

On the Data Control tab, select the add a row (+) button.

In the Remark CD field on the PAR Remarks page, enter or select C11.

In the remark row, fill in the blanks by entering the Item to be corrected and record

Note: For additional remarks, select the add row (+) button & repeat Steps 6-7 as
necessary. To remove a remark select the remove row (-) button.

8. Select the OK button.

PAR Remarks
PAR Remarks

Remark CD:
c11 Q

Find | \

Insertion Required

View All First (4] 4 of 1 LX) Last

®E=

PAR Remark Lines: 1

CORRECTS ITEM

FROM

v

I 0K q !ancel ‘

Chapter 13 Figure 201: PAR Remarks — Correction
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9. Make all necessary corrections to the employee’s record.
10. On the Data Control tab, enter or lookup the appropriate PAR Status.
11. (If PAR Status = COR): In the Pl upd ind dropdown menu, select Ready.
12. Select the Save button. (This will save your changes and refresh the tab.)
HISTORIC ACTIONS
Menu tab>Workforce Administration menu>Job Information link>COR Processing link>COR Processing page

A historic row is any row that does not have the most recent effective date (other than
exceptions actions), but has been entered after HR Connect was implemented at your
organization. The basic steps are the same for correcting a current row, with the caveat that
changes to a historic row may influence any row following it, including the current row and that
the Pl Upd Ind may not be set to Ready.

On the COR Processing page, enter the relevant search criteria.
Select the Search button.

On the Data Control tab, select the view all link.

P W N e

Review all rows with a more recent effective date than the historic row and assess
the potential impact your correction will have.

Select the add a row (+) button in the historic row.
Enter the Authentication Date.
Select the PAR Remarks link in the historic row.

In the Remark CD field on the PAR Remarks page, enter or select C11.

w e N o wn

In the remark row, fill in the blanks by entering the Item to be corrected and record
the original data in the From field.

Note: For additional remarks, select the add row (+) button & repeat Steps 8-9 as
necessary. To remove a remark select the remove row (-) button.
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10. Select the OK button.

11. Make all necessary corrections to that row.

12. On the Data Control tab, enter or lookup the appropriate PAR Status.
13. (If PAR Status = COR): In the Pl upd ind dropdown menu, select Ready.
14. Repeat Steps 5-13 for each affected row.

15. Select the Save button. (This will save your changes and refresh the tab.)

AcTIONS PREDATING HR CONNECT

Menu tab>Workforce Administration menu>Job Information link>HR Processing link>HR Processing page

Any action that is not the current action will not be communicated to the NFC (i.e., the Payroll
Interface update indicator will be left as Not Ready).

To make a correction to an Action Predating HR Connect:
1. Onthe HR Processing page, enter the relevant search criteria.
2. Select the Correct History checkbox.
3. Select the Search button.

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

{ Find an Existing Value

EmplID: begins with j
Empl Red Nbr: - A

Last Name: begins with

First N\ame:  begins with «

begins with «

Correct History.

I Searcn=| B:'eaf | Basic Search [E) Save Search Criteria

Chapter 13 Figure 202: HR Processing Search Form
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4. On the Data Control tab, select the view all link.

v

Review all rows with a higher effective date than the historic row and assess the
potential impact your correction will have.

6. Select the add a row (+) button in the historic row.

7. Enter the Authentication Date.

8. Select the PAR Remarks link in the historic row.

9. Inthe Remark CD field on the PAR Remarks page, enter C11.

10. In the remark row, fill in the blanks by entering the Item to be corrected and record
the original data in the From field.

Note: For additional remarks, select the add row (+) button & repeat Steps 9-10 as
necessary. To remove a remark select the remove row (-) button.
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11. Select the OK button.
12. Make all necessary corrections to that row.
13. On the Data Control tab, enter or lookup the appropriate PAR Status.

14. (If PAR Status = COR): Verify that the Pl upd ind dropdown menu has defaulted to
Not Ready.

15. Repeat Steps 6-14 for each affected row.
16. Select the Save button. (This will save your changes and refresh the tab.)

ComMmmMmoN HRSS PAR PAGES

In authorizing and processing PAR actions, many of these actions utilize some of the same
pages, tabs, links, and fields. Those items will be identified and described in this section.

DATA CONTROL TAB

The Data Control tab provides the basic parameters for authorizing and processing a PAR
action. It includes information that defines the duration of, and provides the justification for,
and status of an action.

|/ Data Control {_Personal Data " JobData ) Position Data )" Compensation Dala ) EmploymentData 1 " EmploymentData2 '\ [V

Bonprosbopd sorsiiin e e EmpliD: 614037 EmplRed Nbr: 0
Data Control Find | View Al First 4] 1 of 14 ] Lasi
*Actual Effective Date: 110472012 E‘b Proposed Effective Date:  11/04/2012 #=
— —=
*Transaction #/ Sequence: 2 | 1 Q“ﬂ To Exceed Date: Lty NTE # Days: I
I E;a ;E: NotReady ~ b 3 -autentication pate: 111052012 5 | ecins: Q
NFC Applied Status Mot Applicable PPIYr Processed: ! HCUP Status:

*Action: AWD S, award Mnt PAR Status: N L Iniated

*Reason Code: VL Travel Savings

HOACode: 845 T Travel Savings

Authority (1): QL

Authority (2): Q

[ F""'“SF'“g Print SF-50 I HCUP Im PR Remarks | sward Data Tracking Q;]ai SING Search
PAR Request#:

Mismatch QEPF‘AWQQEﬂg Awar LI SING Error(s) SING Addendum

REeturn to ProseGroup lab

Chapter 13 Figure 203: Data Control Tab Elements Labeled

A. Actual Effective Date- Indicates the date when the action became or will become
effective.

B. Transaction #/Sequence- When two actions share the same effective date, the
sequence number determines which will be shown first. For example, the action
with the most recent effective date and highest sequence number will be shown in
the first row of an employee’s record.
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C. Not To Exceed Date- Indicates the date when a temporary action is scheduled to
end. Alternatively, you may enter the number of days the action is to remain active
in the NTE # Days field. This will automatically calculate and generate the Not To
Exceed Date.

D. Pl upd ind- The Payroll Interface Update Indicator (Pl upd ind) indicates the actions
status for communicating with NFC. When set to Not Ready the action will not be
transmitted. When set to Ready, the action is queued for submission to NFC. When
the status is Processed, this indicates that the action was transmitted to NFC.

E. Authentication Date- This date is used for the sequencing of actions in NFC. The
date entered here will appear in box 49 of the SF-50.

F. PAR Status- Indicates the actions authorization status INI = Initiated, HR1 = First
Level Authorization, HR2 = Second Level Authorization, HR3 = Third Level
Authorization, HR = Processed by HR). Additionally actions can be rejected (RJT),
returned to the initiator (RET), corrected (COR), or cancelled (CAN).

G. Action- Indicates the action being taken as a 3 letter code (e.g., PRO = Promotion,
REH = Rehire, TER = Separation, etc.).

H. Reason Code- Indicates the reason for the action (e.g., CMS = Competitive Selection,
JRE = Job Reclassification, NCP = Normal Career Progression, etc.).

I. NOA Code- Nature of Action (NOA) Codes further explain the action taken (e.g., 702
= Promotion, 703 = Temporary Promotion, 740 = Position Change, etc.).

J. Authority (1)- Identifies the legal authority code under which the action is taken
(i.e., the law, Executive Order, regulation, agency directive, etc.).

K. Contact- Identifies an employee who may be contacted for more information
regarding the action.

L. Print SF-52- Selecting the Print SF-52 button will generate an SF-52 report and take
you to the Report Output page. Select the relevant Request for Personnel Action
report link to review the employee’s SF-52.

M. PAR Remarks link- Opens the PAR Remarks page (shown below) wherein you may
generate pre-formatted text and enter information required for the NOA Code
chosen. Comments entered here will appear on the employee’s SF-50.

N. Award Data & Award Address- These links provide reward relevant information and
are available only when processing an award action. For more information, consult
the Award section in the PAR chapter of this User Guide.

0. Tracking Data link- Opens the Job Tracking Info page (shown below), wherein you
may add or view comments about the current transaction. Any comments entered
during the MSS request process will be stored here.

P. GPPA Website- This link will open the Office of Personnel Management’s Guide to
Processing Personnel Actions (GPPA).
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To enter or modify a PAR Remark:

1.
2.

On the Data Control tab, select the PAR Remarks link.

Review or lookup the appropriate Remark CD. The Remark Code will automatically
generate text.

Enter any necessary information in the remark rows. (The Remark CD chosen may
require you to enter additional information.)

(Optional): Select the add row (+) button to enter additional remarks. (Repeat Steps
2-3).

Select the OK button. (This will return you to the Data Control tab.)

Find | ViewAll  First [ 1 0r3 B Last

Remark CD: ? FlEI
110 Q 2 i : :InsertionRequiredI PAR Remark Lines: 2 L

—
I THIS POSITION HAS PROMOTION POTENTIAL TO , HOWEVER, PROMOTION ISQ—E

NEITHER GUARANTEED, NOR IS THE PROMISE OF PROMOTION IMPLIED.

5

| Yok | Cancel I

Chapter 13 Figure 204: PAR Remarks Page

Insertion Required- Indicates whether or not the Remark CD requires any additional
text to be entered in the automatically generated remark text.

PAR Remark Lines- Indicates the number of lines required for the chosen Remark
CD. This count does not include any manually added content.
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To add a new comment in Job Tracking Info:

1. On the Data Control tab, select the Tracking Data link.
2. Select the add row (+) button to enter a new comment.
3. Enter a note or instruction into the Comment field.

4. Select the OK button. (This will return you to the Data Control tab.)

Job Tracking Info

EmpliD: 623600 Marlin,Patricia Empl Red#: 0
Effective Date: 11/01/2012 WIP Status: Processed by HR
Action: Detail Reason Code: Administrative Need

Find First [4] 1-2 of 2 Last

P — ) - e
*Action Taken: 11/01/2012 L] Action Date Override I WIP Status:  Proc by HR

WIP Sequence: 1

I Emplid: 200557 Markleysburg,Sherri D D

Comments: 1st comment. .
*Action Taken; | 11/01/2012 [J Action Date Override WIP Status:  Proc by HR
v

Emplid: 200557 Markleysburg Sherri D p
IComments: 2nd comment ¥ .

=

Chapter 13 Figure 205: Job Tracking Info Page

modified by selecting the Action Date Override checkbox.

T. WIP Status- The Work In Progress (WIP) Status is dependent on the action’s PAR
Status at the time the comment was entered.

U. Emplid- Identifies the employee who originally entered the comment.

V. WIP Sequence- Identifies the order of comments. The highest WIP Sequence
number indicates the most recently entered comment.

S. Action Taken- Indicates the date that the comment was entered. This date can be
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PERSONAL DATA TAB

The Personal Data tab provides personal information specific to the employee to which the
action pertains.

{ Data Control " Personal Data \__JobData | Position Data )j” Compensation Data | Employment Data 1 " Employment Data2 | [»

Dickeyville,Carole L EmplID: 617607 EmplRcd# 0
Personal Data Find | View All First () 4 or17 B Last
=]
Effective Date: 12/03/2012 Transaction#/Seq 1 1 PAR Status:  |nitiated
Action Type:  Award - Non Monetary NOA Code: 846 Time Off Empl Status:  Active
c (Individual)
Prefix: ls v |
FFirst: Carole Middle: L
Last: Dickeyville
. . > Citizenship Status
Name: Dickeyville,Carole L —
*Country: USA Q  United States
Gender: ©OMale  © Female Citizenship: 1 Q  US.citizen
Draft Status: v
Date of Birth: ~ 07/04/1950 [ JRace and Ethnicity-Disabili
Date of Death: | IDate Entitled to Medicare: 9

»
Addl Bith Info ~ Mailing Address Personal Phonefl | Veterans Info Marital Info ~ Education Details E-mail Info

Country: USA Q *TypelDescription: PR h ‘5 National ID: 1/ =% I

Return to Proxy/Group tab

Chapter 13 Figure 206: Personal Data Tab

A. Identifying Information- This includes the employee’s Name, Gender, Date of Birth,
Mailing/Home Address, etc.

B. Citizenship Status- Identifies the employee’s home country and citizenship status.

C. Race and Ethnicity-Disability- This link takes you to the Race and Ethnicity-Disability
page. Here you can enter, view, or update the employee’s disability status, race,
and/or ethnicity.

D. Veterans Info- This link takes you to the Veterans Info page, wherein you may enter,
view, or update the employee’s veterans status.

E. National ID- Identifies the employee’s Social Security Number or National ID.
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JoB DATATAB

The Job Data tab provides organizational and benefits related information relating to a
particular job.

Data Control | Personal Data f Job Data ‘\ Position Data ; Compensation Data ) Employment Data 1 »
Marlin,Patricia EmpliD: 623500 Empl Red#: 0
Job Data Find | View Al First (4] 1 of3 B Last
Effective Date: 11/01/2012 Transaction#/Seq 1 1 PAR Status: Processed by HR =]
Action Type:  Detail NOA Code: Empl Status:  Active
|posm°m Refresh | 55635480 (? GS-0501-15  SPECIAL MASTER, EXECUTIVE Position Management Record
COMP — .
[oob code: 094758 GS-0501-15  SPECIAL MASTER, EXECUTIVE Positiop Override
comp
Classification Action Code Q
= E
*Agency: TR O\ Department of the Treasury Transferred From Agency:
*Sub-Agency: 9 Q Departmental Offices Transferred To Agency:
) . F
*Business Unit: 00001 Q Departmental Offices
*Department: DO&40000 Q Asst Secretary Fin Stability | FEGLURetiremenb‘FIEﬁ
*Location: 11580 Q MAIN TREASURY BUILDING Departmental Hierarchy
H
Tax Location: Q
@ save [ L\ Return to Search‘ (*#=) Previous tsb] (=% Next tsb‘ Updste/Displs | Z] Include History | [# Comect History

Chapter 13 Figure 207: Job Data Tab

A. Position- Identifies the employee’s Position Number.

B. Job Code- Identifies the Job Code associated with the employee’s Position Number.

C. Classification Action Code- When an employee leaves a position, this code
communicates to NFC what action should be taken regarding the vacant position
(i.e., 0 = Leave Vacant, 1 = Abolish Position, 2 = Inactivate Position).

D. Position Override- When the checkbox is filled, this allows users to override position
defaults by making grayed out fields accessible.

E. Work Location- the employee’s Agency, Business Unit, Department, Location, etc.

F. Benefits/FEHB Data Link- This link takes you to the Benefits/FEHB Data page
(shown below), wherein you to view or edit employee benefits plan data.

G. FEGLI/Retirement/FICA Link— This link takes you to the FEGLI/Retirement/FICA
page (shown below), wherein you can view or edit an employee’s Federal Employees
Group Life Insurance (FEGLI), Retirement, and/or Federal Insurance Contributions
Act (FICA) Status data.

H. Detail Link- This link takes you to the Detail Assignment page, wherein you may
view or enter the employee’s Detail Position Number.

The Benefits/FEHB Data page is presented in more detail below:
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Benefits/FEHB Data
Benefit Record Number: 0 Benefits Employee Status: Adtive
BAS Group ID: Q
*Benefit Program: FED Q Federal Employee Pgm-Manual
Elig Fid 1:
() Permanent Elig Fid 2:
0 i Continuing Coverage Elig Fid 3:
("' Temporary Appointment > 1 yr Elig Fid 4:
") Temp Appt < 1yr + FedSvc > 1yr Elig Fid 5:
i9) Not Eligible Elig FId 6:
EligFid 7:
T Elig Fid 8:
FEHB Date: [31) Elig FId 8:
*FEHB Coverage: 2 &
Projected Sick W
Leave Usage Dt: oy
—
FEHB Coverage: v
Project Sick Leave Usage Dt 3
OK l Cancel [

Chapter 13 Figure 208: Benefits/[FEHB Data Page

I. Benefits Control- This pagelet includes the employee’s Benefit Record Number,
Group ID, and Benefit Program code.

J.  FEHB- This pagelet includes Federal Employee Health Benefits (FEHB) data, including
FEHB Eligibility, Date, Coverage code, and the employee’s Projected Sick Leave
Usage Date.

Table of Contents December 11, 2012 Page 166 of 277




The Benefits/FEHB Data page is presented in more detail below:

HR Connect User Guide

FEGLI/Retirement Data/FICA

o

FEGLI Code:

cQ

Basic Only
Post 65 Basic Life Reduction -
D Living Benefits Coverage Amount:
Retirement Plan: K Q FERS and FICA
FERS Coverage: A-Automatically Covered By FER -
Previous Retirement Coverage: N-Never Covered v
Annuitant Indicator: 9 Q Not Applicable
Annuity Commencement Date: [E'
CSRS Frozen Service: 0000
‘ FICA Status-Employee Subject hd

OK | Cancel |

O

Chapter 13 Figure 209: FEGLI/Retirement Data/FICA Page

filled.)

K. FEGLI- This pagelet identifies the employee’s Federal Employees Group Life Insurance
(FEGLI) Code, Post 65 (Military) Basic Life Reduction percentage, and living benefits
coverage. (To enter a Coverage Amount, the Living Benefits checkbox must be

Retirement- This pagelet includes information pertaining to the employee’s
retirement plan, coverage, and annuity.
. FICA Status-Employee- Identifies the employee’s Federal Insurance Contributions
Act (FICA) Status (i.e., Exempt, Medicare, or Subject).
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PosITION DATA TAB

The Position Data tab presents information relating to the employee’s position. This
information defaults from the position number on the Job Data tab. The majority of information
will remain greyed out unless its corresponding NOA Code is entered (e.g., 782 to modify
Standard Hours, 781 to modify Work Schedule, etc.). Appointment Type (Type Appt) can be
edited without a specific NOA code.

| Data Control | PersonalData | JobData ) Position Data | Compensation Data } Employment Data 1 | [»)
Marlin,Patricia EmpliD: 623600 EmplRcd#: 0o
Position Data Find | View All First 'L 10of2 o Last
. S (=]
Effective Date: 11/04/2012 Transaction¥/Seq 1 1 PAR Status:  Processed by HR
Action Type:  Award - Monetary NOA Code: 842 Suggestnor Empl Status: Active
Inventn (Ind)
LEO Position: b [v] sF-113G Ceiling *Regular Shift: | Not Applicable v
*POI: 2731 Svc'd by BPD-Parkersburg, WV Rk 1 Sacrar:
*Pay Group: BINS Biweekly Salary Payroll
Pay Frequency:  Biweekly Holiday Schedule: |""- FED Holiday Schedule
Type Appt: 08-Excepted-Ind, Excepted-Lmtd> v
*Employee Type: |= Salaried Posn Occupied; | 2-Excepted V.
" . | Fintermittent
Employee Classification: Work Schedule: | ~Mermien M
s . Exempt v
*Reg/Temp: Regular v FLSA Status:
Supervisor Level: 2-Supervisor or anager
Standard Hours: 200 FTE:
& save | & Return to Search | (&) Previous tab| (=) Next tab 73 Updste/Disgls | /Z) Include History | [E# Cormect History

Chapter 13 Figure 210: Position Data Tab
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COMPENSATION DATA TAB

The Compensation Data tab presents information pertaining to an employee’s financial or
other compensation (e.g., Pay Plan, Base Salary, Pay Basis, etc.).

(4] / PositionData Y Compensation Data Y EmploymentData1 ¥ EmploymentData2 Y NFCData1 Y NFCData2 \ [»
EmpliD: 668533 EmplRcd#: 0
Compensation Data Find | ViewAll  First
+
Effective Date: 11/04/2012 Transaction¥#/Seq 1 1 PAR Status:  Initiated &=
Action Type:  Data Change NOA Code: 781 ChginWork  Empl Status:  Active
Schedule
*Pay Rate Determinant:  0-Regular Rate > *Pay Basis: Per Annum ~
*Pay Plan’ Table/Grage: ES Q 0000 Q 00 Q step: 0Q
Rtnd PP/Table/Grade: Step: | C Grade Entry Date: 07/30/2012
[ Guoted P z
Base Pay: 165,300.000000 Compensation Frequency: Annual
Loc/LEO Adjust: Annuity Offset Amount:
Adjusted Base Pay: 165.30 L] override
Total Pay: i
[Ciner Payinformation é Accounting Info
D
Return to Proxy/Group tab
mSaveI ® Pfeviouslnbl @Nmtnbl ﬂhdudeﬂ‘mgryl [ Correct Hist I

Chapter 13 Figure 211: Compensation Tab Items Labeled

A. Compensation Information- Identifies the employee’s Pay Rate Determinant, Pay
Basis, and Pay Plan/Table/Grade & Step.

B. Quoted Pay- Indicates the employee’s Base Pay, Locality and Law Enforcement
Officer Adjustment (Loc/LEO Adj), Adjusted Base Pay, and Total Pay. If necessary,
you may edit this information by selecting the Override checkbox.

C. Other Pay Information- Opens the Other Pay Information page wherein you may
review or enter the sources of additional compensation beyond the employee’s base
pay.

D. Expected Pay- Opens the Expected Pay page, wherein you may review the
employee’s expected pay determined by Base Pay, Adjustments, and Other Pay.
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EMPLOYMENT DATA 1 TAB

The Employee Data 1 tab presents information pertaining to an employee’s Within-Grade
Increase Data. In addition, this tab presents the employee’s service computation, mandatory
retirement, and next performance review dates (among others).

Oson ompensalon Lala I'I'IDD]'I!I'IHI'I'I ta mploymen al ala | alCcs |
{1 { Position Data | € fionData | Empl Data1 Y Empl tData2 | NFCDatai1 | NFCDala2 ) Calcs & Edits

EmpliD: 668533 Empl Rcd# 0
Employment Data 1 Find | View All First (4] 4 or2 Last
Effective Date: 1100472012 Transaction#/Seq 1 1 PAR Status:  Initiated =
Action Type:  Data Change NOA Code: 781 ChginWork  Empl Status:  Active

qmnm: P _;I Schedule G_ﬂ] i

07/20/2012 (9] |'Hire NTE Dt: 07/30/2015 [Ypand Retire Dt:

oh

Rehire Dt: Separation Dt: Next Review Dt: c ) Appt Data
[]
sLeave: 0773002012 [ Calc  Retire: 07/30:2012 [l | | career Tenure Start Date: [
RIF: [y TSP: 071302012 [ | | Career Conv Date: [
LEO: [y Sev Pay: o
WGl Status: Waiting - Non-Pay Hours 0.00
WG
WG Due Date: W scpwet W Intermittent Days Worked: 0
Eﬁvs[@ﬁﬂﬂusub| (E‘lh‘n‘tlubl ,@,hchd‘tH'uluryI [B* Correc I

Chapter 13 Figure 212: Employment Data 1 Tab Items Labeled

A. EOD Dt.- The Entered On Duty (EOD) Date indicates the effective date of the hire
request.

B. Hire NTE Dt- Indicates the date that an employee’s temporary employment is
scheduled to end.

C. Mand Retire Dt- Identifies the Mandatory Retirement Date for employees who
encumber Law Enforcement Officer (LEO) positions.

D. Next Review Dt- Indicates the next date set for the employee to undergo a
performance evaluation.

E. Service Computation Dates- Identifies the dates marking the beginning of the
employee’s Leave, Retirement, Reduction In Force (RIF), Thrift Savings Plan (TSP)
eligibility, Law Enforcement Officer (LEO) retirement, and Severance Pay (Sev Pay)
computations.

F. Within-Grade Increase- Indicates the Status, Non-Pay Hours, Due Date, Service
Computation Date, and Intermittent Days Worked associated with a Within-Grade
Increase (WGI).
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EMPLOYMENT DATA 2 TAB

The Employee Data 2 tab presents information pertaining to an employee’s position
information, tenure status, and compensation. It includes links to the Probation Details and
Non Pay Data pages.

(4] / Position Data ) Compensation Data Y EmploymentData 1 Y Employment Data2 Y NFCData1 ) NFCData2 ) Calcs & Edits
EmpllD: 668533 EmplRcd#: 0
Employment Data 2 Find | View All First («] 10f2 [ > Las!
=
Effective Date: 11/04/2012 Transaction#/Seq 1 1 PAR Status:  Initiated
Action Type:  Data Change NOA Code: 781 ChginWork  Empl Status:  Active
A Schedule
Bargaining Unit: 8888 Q Non-Bargaining Unit
Union Code: Q
Union Anniversary |
Nate: See———
FTenure: | 0-None 'E
Permanent Data - RIF Retained Grade Expires |
Begin Date: D)
Pay Plan/Grade: Q ComplArea Level: —
Expires Date: 69
RIF Series: Q
@ save | @ previous tab| @ Nexttad | 2 ncude History | 7 Correct istory |

Chapter 13 Figure 213: Employment Data 2 Tab — Items Labeled

A. Employment Data— Indicates position related employment information (e.g.,
Bargaining Unit, Union Code, and Union Anniversary Date). These fields default
from the employee’s position number.

Tenure- Indicates the employee’s tenure status.

C. Permanent Data - RIF- Identifies the employee’s Pay Plan and Grade (Pay
Plan/Grade), Compensation Area and Compensation Level (Comp/Area Level), and
Reduction In Force Series (RIF Series).

D. Probation Details- Opens the Probation Details page (shown below), wherein you
may review or enter the employee’s probation information.

E. Non Pay Data- Opens the Non Pay Data page (shown below), wherein you may
review or enter the employee’s Last Date Worked, Service Computation Date (SCD)
Hours, Probation Hours, and/or Career Tenure Hours.

b
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The Probation Details page is presented in more detail below:

Probation Details
-.SEIE;IPEr;)t;.'art.itl)nfEnd Dt.: w
Probation Start Dt.: &) Probation End Dt.: ) q
Supv/Mgr Prob Req. Code: 0-NotRequired v Q
Supv/Mgr Prob. Start Dt.: () Supv/Mgr Prob. End Dt.: B
OK | Cancel |

Chapter 13 Figure 214: Probation Details Page Items Labeled

G. SES Probation End Dt.— Indicates the probation end date for an employee appointed
into Senior Executive Services (SES).

H. Probation St. and End Dt.- Indicates the probation start and end dates for an
employee hired into a career-conditional appointment.

I.  Supv/Mgr Prob Req. Code- Identifies whether the probationary period for a
supervisor/manager is required, served, or not required.

J.  Supv/Mgr Prob Start and End Dt- Indicates the probation start and end dates for an
employee with supervisor/manager duties.

The Non Pay Data page is presented in more detail below:

Non Pay Data

NOA Code:
Expiration Date: Last Date Worked: | )
SCD Hours: Probation Hours: Career Tenure Hours: l

OK Cancel

Chapter 13 Figure 215: Non Pay Data Page

K. Last Date Worked— Indicates the last day of the employee’s pay status.
L. Hours- These fields indicate the employee’s Service Computation Date (SCD),
Probation, and Career Tenure Hours.
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The NFC Data 1 tab presents information pertaining to an employee’s previous agency, pay

category, Thrift Savings Plan (TSP) eligibil
Allowance (COLA).

ity, leave allowance category/status, and Cost of Living

(] /" Position Data_}” Compensation Data ) EmploymentData1  EmploymentData2 | NFCData1 Y NFCData2 }j Calcs &Edits

Previous Sub-Agency:

P,
Retained Occup Fune: Q

*Retained Occup Series:

NFC Data 1 Find | View Al First [ 1otz O | a5t
EmpliD: 668533 Empl Red#: 0
Effective Data: 1110472012 Trans#/Seq# M 1  WIP Status:  Initiated
Action: NOA Code: 781 ChginWark Empl Status:  Active
Schedule

LI Coverage Amount:

special Employee Pay Code: 00 QL

8 Q

Annual Leave Category:

I [T Annual Leave 45-Day Ind

Leave Earning Status: v Ez b

e
0 Q

Share Code:

COLA/Post Differential:

‘Wage Board Shift Rate:

Law School: Q

Return to Proxy'Group tab

B save | &) Previous labl (=5 Hext tab I

Recruitment/Student Loan Amount:
Relocation Amount:

Military Pay Rate for Offset:

|[Guarters D

Code: Q

| Amount:

/2] Include History | B Correct History

Chapter 13 Figure

216: NFC Data 1 Tab Items Labeled

worked.
B.

etc.).
Program (TSP).

from work.

one year to the next.
first leave eligible pay period.

earned by a cooperative emp

. COLA/Post Differential- Identi

A. Previous Sub-Agency— Indicates the previous agency for which the employee

Special Employee Pay Code- Identifies the employee as belonging to a category
requiring special processing (e.g., Presidential Appointment, Federal Summer Intern,

TSP Eligibility- Indicates whether the employee is eligible for the Thrift Savings
Annual Leave Category- Identifies the employee’s category for accruing paid leave

Annual Leave 45-Day Ind- When the checkbox is filled, this indicates that the
employee can carry a maximum annual leave accumulation of forty five days from

Leave Earning Status- Indicates that the employee is entitled to earn leave for the

Salary Share Code- Indicates outside source that pays a portion, or all, the salary

loyee or re-employed annuitant.
fies the employee’s Cost of Living Allowance (COLA).
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NFC DATA 2 TAB
The NFC Data 2 tab presents information pertaining to retirement benefits and military service.
(¥ [ Position Data }” Compensation Data '} Employment Data 1 ) EmploymentData2 ) NFCData1 f” NFC Data 2 \_ Calcs &Edils ) |
Find | View Al First (U 104 K Last
HE
EmplID: 653645 EmplRcd#: 0
Effective Date:  11/09/2012 Trans#/Seq# 1/ 1 WIP Status: Web
Action: NOACode: 792 Chgin Duly Empl Status: Active
Location
Retiremenls
1 /Q  Deduction Refund Received@) @ 7 survivor etection
“: A l .
U Q  Miitary Retired Pay Recipient() g L FONLS0 Bemny Deposx '
| Part Time, After April 7, 1986
U Q  military Waiver Received G 0, N
J
| | |Q Lifeinsurance Reduction © @ (7 15ers pisabilty/s s Benefits
Raturn to ProxyiGroup tab
@ save | @ previous tab| @ exttab | 3 newde History | 7 Correct sty |

Chapter 13 Figure 217: NFC Data 2 Tab

A.

B.

C.

Deduction Refund Received— Indicates whether or not the employee has received a
refund of his/her retirement contributions and has repaid it.

Military Retired pay Recipient- Indicates whether or not the employee is receiving
retired military pay.

Military Waiver Received- Indicates whether the employee has waived his/her
retired military pay.

Life Insurance Reduction- Indicates the employee’s post-retirement life insurance
reduction.

Survivor Election- When the checkbox is filled, this indicates that the employee has
elected survivor benefits.

Post-56 Military Deposit- When the checkbox is filled, this indicates that the
employee has paid for his/her post 1956 military service and is not receiving military
retired pay.

. Part Time, After April 7, 1986- When the checkbox is filled, this indicates that the

employee has part time service since 1986.

Administrative Fees- When the checkbox is filled, this indicates costs associated with
separation incentive payments.

FERS Disability/SSA Benefits- When the checkbox is filled, this indicates that the
employee has retired with a Federal Employees Retirement System (FERS) disability
and/or is receiving social security disability benefits.
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CALcs & EDITS TAB

The Calcs & Edits tab presents information pertaining to errors that might occur during the
authorization and processing of an action. When an action fails to save, an error Message will
appear with more information about the error.

(1] ("Position Data )" Compensation Data " Employment Data 1 Y EmploymentData2 ) NFCData1 ) NFCData2 | Caics & Edits \_

EmpliD: 653645 EmpiRcd®: 0

Effective Date: 11/09/2012 Transaction®#/Seq 1 1 PAR Status:  Web

Action Type:  Data Change NOA Code: 792 ChginDuty  Empl Status:  Active
Location

Find | View All | 58 First i3

mSIVSI &E!Prwiouslabl (=5 Next 1ag I ﬂhdm"um| B Correct Ha I
Data Control | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | NFC Data 1] NFC Data

Chapter 13 Figure 218: Calcs & Edits Tab
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AUTHORIZING A PAR AcTION IN HRSS

After a PAR action has been initiated via either MSS or HRSS, it is then routed to Human
Resources for further authorization. The authorization process may vary, based on your
organizations requirements, but all MSS initiated PARs require first level authorization before
they can be processed.
The following is a generic walkthrough for authorizing a PAR action:
Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control tab

OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control tab

1. Verify the data associated with the PAR under review.

2. (To Approve): In the PAR Status field, enter or lookup the current authorization level
(HR1, HR2, or HR3).

3. (To Disapprove): In the PAR Status field, select REJ to reject the action or RET to
return the action to the previous authorizer for more information.

4. Select the Tracking Data link.

5. On the Job Tracking Info page, enter Comments regarding the change in PAR Status.
(This is required when rejecting or returning an action.)

6. Select the OK button.

7. On the Data Control tab, select the Save button. (If the PAR Status is set to HR1,
HR2, or HR3.you will be taken to the Route To Next Empl ID page. If the PAR Status
is set to REJ or RET, your work will be saved and the Data Control tab will refresh.)
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{ Data Control | Personal Data )’ JobData ) Position Data ) Compensation Data )" Employment Data 1 )" Employment Data 2 |
EmpliD: 853845 EmplRed Nbr: 0
Data Control First n 2014 n |
*Actual Effective Date: 11/04/2012 iy Proposed Effective Date:  11/04/2012 L)
*Transaction # / Sequence: 2 1) Not To Exceed Date: 6y NTE # Days:
*P1 upd ind: NotReady v *Authentication Date: 11052012 i yec pns: Q
NFC Applied Status Not Applicable PP/Yr Processed: ' HCUP Status: |
*Action: DTA @ pgta Cig IPAR Status: Nl Q Initisted
*Reason Code: MGA Q Management Action  Contact Q
NOACode: 782 Qg in Hours
Authority (1): Q
Authority (2): Q
PrintSF.82 | Prini sFa0 HCUP Impst PAR Remars  Award Dats Tracing Dats] SINQ Search
PAR Request#:
Mismatch GPPA Website Award Address  SINQ Error{s) SINQ Addendy
Return to Proxy)
Save Fre o| & Next tab Z) Include History F Coract H

Chapter 13 Figure 219: Data Control Tab
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RouTING A PAR AcTION IN HRSS

After a PAR action has been authorized via HRSS, it then needs to be routed to the next
authorizer to continue the authorization, or to the HR Processor to process the action. Routing
the action will place that action in the appropriate worklist from which the next authorizer or
the HR processor will select and work the action.

To route a PAR action:
1. Onthe Route to Next Empl ID page, enter or lookup the next HR Authorizer or HR
Processor.

2. Select the OK button. (This will route the action to the selected individual and return
you to the employee’s record.)

Route to Next Empl ID

Actual Effective Date: 11/04/2012 Proposed Effective Date:  11/04/2012
Transaction #/ Sequence: 2 1 Not To Exceed Date:

Action: PAR Status:

Reason: Contact Emplid:

The status of this data requires you to specify the employee to whomto next route the data.

[]Route to 1st HR Authorizer: | pu _n
[JRoute to 2nd HR Authorizer: |
[J Route to 3rd HR Authorizer: ] |

Route to HR Processor: Q

Chapter 13 Figure 220: Route To Next Empl ID Page
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PROCESSING A PAR AcCTION IN HRSS

Once a PAR action has been approved through the authorization process, it is then routed for
processing.

To process a PAR action:

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control tab
OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control tab

1. Verify the data associated with the PAR under review.
2. Inthe PAR Status field, enter or lookup HR.
3. Inthe Plupd ind dropdown menu, select Ready.

4. Select the Save button. (This will save your work and refresh the Data Control tab.)

{ Data Control \ Personal Data | JobData | Position Data | Compensation Data | Employment Data 1 | Employment Data2 |

EmpliD: 853845 EmplRcd Nbr: 0

Data Control Find | View All

*Actual Effective Date: 11042012 iy Proposed Effective Date:  11/04/2012 £
*Transaction # / Sequence: 2 ! Not To Exceed Date: C NTE # Days:
Leiueding. Not Reedy 4"1—8 *Authentication Date: 1052012 6 nec ins: Q

NFC Applied Status Not Applicable PP/Yr Processed: / HCUP Status:
*Action: DTA Q' pata Chg IPAR Status: 4™ Q nitiat
*Reason Code: MGA Q Management Action  Contact d Q

NOA Code: 782 Q Chg in Hours

Authority (1): Q
Authority {2): Q
Pt Seee | ilidinzesies l HCUP Impact PAR Remarks Award Data Tracking Data  SINQ Search
PAR Request#:
Mismatch GPPA Website Award Address  SINQ Error(s) SINQ Addendy

Return to Proxy/Ge ta

@—ﬂ cvus 0t | @ Nea b | 2] Inchode History

Chapter 13 Figure 221: Data Control Tab- Processing A PAR

13.2 INITIATING A HIRING (ACCESSION) ACTION

An accession action is one in which a vacant position is filled by a new hire that doesn’t already
exist in the system. Two methods for performing an accession action are:

e Hire Employee USF
e Hire Wizard

In the Hire Employee USF method, a single empty row is created so that a new hire’s record can
be generated in HR Connect. The Hire Wizard method utilizes a simplified form to
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simultaneously create and populate data into a new hire’s record. Both methods require that
the same information be entered, and differ only in the presentation of the necessary fields for
completing an accession action.

As the Hire Wizard provides the simplest tool for initiating accession actions, the Hire
Employee USF method will not be covered in this section.

To initiate, authorize, and process an accession action:

INITIATING A HIRING (ACCESSION) ACTION VIA THE HIRE WIZARD

Front End: HR tab>HR Processing pagelet>Hire Wizard link>Hire Wizard PAR page
OR

Back End: Menu tab>Workforce Administration menu>Job Information menu>Hire Wizard menu>Hire Wizard
link>Hire Wizard — PAR page

In the Data Control pagelet, enter or select the Effective Date.
(Optional): Verify the Authentication Date.

(Optional): Enter or select the Not to Exceed Date.

Enter or select the appropriate NOA Code.

Enter or lookup the legal authority in the Legal Authority (1) field.
Select the PAR Remarks button.

N un k w N

On the PAR Remarks page, enter the probationary period dates in the PERIOD
BEGINNING @ @ row.

Select the OK button.

%

9. (Optional): In the Data Control pagelet, enter a Comment. (This will appear on the
action’s Tracking Data page.)

DATA CONTROL g

[*eftective Date: 001052012 )| [FAuthentication Date: Y 000522012 )] Plupdind: ot Ready

|N0A Code: 101 Q' career-Cond Appt I‘-ﬂ I Not To Exceed Date: Eﬂ-a
ILegal Authority (1): C_lli-a

Legal Authority (2): Q

6
Contact Emplid: Q

Comment: - a

Chapter 13 Figure 222: Hire Wizard — Data Control Pagelet
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10. In the Personal Data pagelet, enter the new hire’s Social Security Number/National
ID.

11. Enter the new hire’s Name.

12. Enter the new hire’s Date of Birth.

13. Enter the new hire’s Gender.

14. Enter or lookup the appropriate Citizenship Country and Status.

15. Select the appropriate veteran’s preference information in the Veterans pagelet.

16. Select the Race and Ethnicity Disability link.

PERSONAL DATA

[National 10
2

Name Prefix: v
First: Middle:
Last:
IName:
ilbate of Birth: E},_"’Gender. Male Hm o Al T Q  United States -m
Country: —
Veterans itizenship Status: 1 R U.S_citizen
Preference Appt: 1-None ~ | [Race and Ethnicity-Disability] ~ Creditable Military Service: 0000 e
*Preference RIF:  3-Non-veteran (no retention)
Status: X-Not a Veteran v
Mil Resrve Cat: v

Chapter 13 Figure 223: Hire Wizard - Personal Data Pagelet
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17. On the Race and Ethnicity-Disability page, select the new hire’s Racial Category.
18. Enter or lookup the appropriate Disability Code.

19. Select the OK button.

20. In the Job and Position Data pagelet, enter or lookup the Position #.

21. Verify the job and position information entered (e.g., FEHB Coverage, Retirement
Plan, etc.).

22. In the Compensation Data pagelet, select the appropriate Pay Rate Determinant
and Step.

23. Enter or verify Grade Entry Date and Base Pay.

JOB AND POSITION DATA cﬂ'm
|Pos'rtion#: 00200000 Job Code: 009505 ? Transferred From Agency: 1B Unknown

Department: 24850 Entprze IT Ping & Operations W Location:  DC1750 1750 PENNSYLVANIA AVENUE
FEHB Eligible: Not Eligible h FEHB Date: 1] *FEHB Coverage: 4 Q
FEGLI Code: CO R Basic Only Annuitantindicator: 2 R Not Applicable
Retirement Plan: K Q  FERs and FICA CSRS Frozen Service: 0000
Previous Retirement:  M-Mever Covered - Type of Appointment: 02-Comp-Career Conditional -
FERS Coverage: A-Automatically Covered By FER - Supervisor Level:
COMPENSATION DATA @ Pay PaafTablolGrade
*Pay Rate Determinant:  0-Regular Rate v Gs 0000 15 Step: 0
Grade Entry Date: ~ 09/05/2012 Base Pay:

Chapter 13 Figure 224: Hire Wizard — Job And Position Data & Compensation Data Pagelet
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24. In the Employment Data pagelets, verify the scheduled start dates tenure,

retirement, probation, and leave calculations.

25. In the NFC DATA 1 pagelet, verify NFC Data (e.g., TSP Eligibility, Leave Earning

Status, etc.).
26. Select the Next button.

EMPLOYMENT DATA 1

SCD-WGE  09/10/2012  [3) *SCD Leave:

SCD Retire:  09/10/2012  [31

Career Tenure Start

2

09/10/2012 [ Calc SCD Leave

Annual Leave Category: 4 Q Annual Leave 45-day Ind [

SCDTSP: 09/10/2012 [ SCDRIF:  09/10/2012 [3) e 09/10/2012  [3)

SCDLEO: ) Special Employment  gp Q

Program:

EMPLOYMENT DATA 2
Tenure: 2-Conditional Probation Start Dt: 09/10/2012  [3}
SupviMgr Prob Req Code:  0-NotRequired X Supv/iMgr Prob. Start Dt.: )
NFC DATA1
TSP Eligibility: 3 Q COLAPost Differential:  © X Special Empl PayCd: 00 Q

Leave Earning Status: Y Q

== 33

Chapter 13 Figure 225: Hire Wizard — Employment Data & NFC Data Pagelets
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On the Address tab, enter the new hire’s Residence and Check Addresses.

Select the Next button.

On the Education tab, enter or lookup the new hire’s highest Degree.

(Optional): Enter additional education information (e.g., GPA, Major, School, etc.).
Select the Next button.

On the Workflow Routing tab, enter or lookup the appropriate HR Authorizer.

Select the Submit button. (The page will refresh and a confirmation message
displays, stating that your accession action has been successful. It will additionally
provide you with the new hire’s Employee’s ID number.)

AUTHORIZING & PROCESSING AN ACCESSION ACTION IN HRSS

Individual Worklist: HR tab>Worklist pagelet

OR

Group Worklist: Proxy/Group tab>Group Worklists pagelet>Group Worklist for: link>Worklist For Group page

1.
2.
3.

W ® N o U s

Select the appropriate Hiring Action from your worklist.

On the Data Control tab, verify the Actual Effective Date.
Verify the Authentication Date.

Verify the Action and Reason Code.

Verify the NOA Code and Authority (1) fields.

Select the PAR Remarks link.

On the PAR Remarks page, verify the PAR Remarks are correct.
Select the OK button.

Select the Personal Data tab.
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Data Control Personal Data JobData | PositionData | Compensation Data | EmploymentData1 | Employment Data 2 \‘ E)
EmpliD: 653645 EmpIRcd Nbr: 0
Data Control
"Actual Effective Date: By Proposed Effective Date: 0513172012 [
a2
*Transaction # | Sequence: Not To Exceed Date: oy NTE # Days:
*Plupd ind: NotReady ~ B'* *Authentication Date: By I NFC Ins: Q
NFC Applied Status Not Applicable PP/Yr Processed: ! HCUP Status: Q
*Action: QU PAR Status: HR Q@ Processed byHR
*Reason Code: Q Contact: Q
NOA Code: Q
Authority (1): Q
Authority (2): Q 6
Protses2_| toue mpact (B2 Rear] Tagnaat
HCUP Im P. mark: Award Data Trackin SING Search
PAR Request#:
Mismatch GPPAWebsite Award Address SINQ Error(s)  SINQ Addendum
Return to Proxy/Group tab

Chapter 13 Figure 226: Data Control Tab — Accession Action
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10. On the Personal Data tab, verify the new hire’s Name, Gender, and Date of Birth.
11. Verify the new hire’s Citizenship Status.
12. Select the Race and Ethnicity-Disability link.

13. On the Race and Ethnicity-Disability page, verify the new hire’s Ethnicity and
Disability status.

14. Select the OK button.

15. On the Personal Data tab, select the Veterans Info link.

16. On the Veterans Info page, verify the new hire’s Veterans Status.
17. Select the OK button.

18. On the Personal Data tab, verify the new hire’s National ID.

19. Select the Job Data tab.

[ Data Contiol ' PersonalData |\ JobDala | Position Dala }” Compensation Data )" Employment Data 1 )" EmploymentData2 |\ [¥)

ORI Swm—— EmpliD:  §53645 EmpiRcas: 0
Personal Data 19 FindIViewAl  First (4 1 o0 B a5t
=
Effective Date: Transaction# /Seq PAR Status: Processed by HR
Action Type: HOA Code: Empl Stalus:  Active
Prefix: [ ~
First: Ebonye Middle: Michelle
Last: Aitch
~ Citizenship Status
Name: Aitch Ebonye Michelle <
*Country: USA Q  United States
Gender: © Male © Female Citizenship: 1 Q  us cuzen
Draft Status: v
Date of Birth: 07/0411950 [i) I Race and Emmng-ﬂ:samngrm

Date of Death: | Date Entitied to Medicare: W
15
AddIBithinfo  Mailing Address  Personal Phone Maritalinfo  Education Details  E-mail Info

Country: USA Q *Type/Description: PR M | nationaliD: h—m

Chapter 13 Figure 227: Personal Data Tab — Accession Action
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20. On the Job Data tab, verify the new hire’s Position #.
21. Select the Benefits/FEHB Data link.

22. On the Benefits/FEHB Data page, verify the new hire’s Benefits Program, FEHB
Eligibility, and FEHB Coverage.

23. Select the OK button.
24. On the Job Data tab, select the FEGLI/Retirement Data/FICA link.
25. On the FEGLI/Retirement Data/FICA page, verify the following fields:
a. FEGLI Code.
b. Retirement Plan.
c. FERS Coverage.
d. Previous Retirement Coverage.
e. Annuitant Indicator.
26. Select the OK button.
27. Select the Position Data tab.

{ Data Conlrol " Personal Data § JobData |_Position Data_}” Compensation Data " EmploymentData 1 '\ [¥)
EmpliD: 653645 27 Empl Rcd#: 0
Find | ViewAll  First 4] 4 ora B ast

Effective Date: Transaction# /Seq PAR Status: Processed by HR =
Action Type: @ NOA Code: Empl Status:  Active

| Position: Refresh | 65675168 Q1] GS-0201-14 Human Resources Specialist Position Management Record

*Job Code: 10495 GS-0201-14 Human Resources Specialist | Position Override
Classification Action Code Q

*Agency: TR Department of the Treasury Transferred From Agency:

*Sub-Agency: |°1 Departmental Offices Transferred To Agency:

*Business Unit: 00001 Departmental Offices

*Department:  |D0934010 OFC OF HUWMAN RESOURCES FOR DO
*Location: 11992 L STREET BUILDING Departmental Hierarchy
Tax Location: Q Detail
Return to Proxy/Group tab

Chapter 13 Figure 228: Job Data Tab — Hiring Action
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41.

HR Connect User Guide

On the Position Data tab, verify the position information.
Verify the Appointment Type.
Select the Compensation Data tab.

On the Compensation Data tab, verify the Pay Rate Determinant, Pay Basis, and
Pay Plan/Table/Grade.

Select the Employment Data 1 tab.

On the Employment Data 1 tab, verify the Service Computation Dates.
Select the Employment Data 2 tab.

On the Employment Data 2 tab, verify the new hire’s Tenure status.

(If Career Conditional): Verify the probationary period on the Probation Details page
via the Probation Details link.

Select the NFC Data 1 tab.

On the NFC Data 1 tab, select the appropriate TSP Eligibility.
Verify the Annual Leave Category and Leave Earning Status.
Verify the COLA (Cost of Living Allowance).

Select the Data Control tab.

Data Control

Personal Data | JobData | PositionData | Compensation Data | EmploymentData 1 E}

NFC Data 1 Find | ViewAl  First ) 1 ora B 1
e EmplID: 653645 EmplRcd#: 0
Effective Data: 09/24/2012 Trans #/ Seq #: I WIP Status: Processed by HR
Action: NOA Code: Empl Status: Active
Previous Sub-Agency: Q
Retained Occup Func: Q Special Employee Pay Code: 00 Q@
*Retained Occup Series: LI Coverage Amount: I TSP Eligibility: 9 R
i Leave Earning Status: vy
IAnnual Leave Category: 8 QI [7] Annual Leave 45-Day Ind , I Q I

Recruitment/Student Loan Amount:
Salary Share Code: 0 Q

Relocation Amount:
lCOLNPost Differential: 0 QHE

Military Pay Rate for Offset:
Wage Board Shift Rate: Quarters Deduct
Code: Q

Amount:

Law School: Q

Chapter 13 Figure 229: NFC Data 1 Tab — Hiring Action
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42. On the Data Control tab, enter or lookup the appropriate PAR Status.
43. (HR Processor Only): In the Pl upd ind dropdown menu, select Ready.
44. Select the Save button.

45. (HR Authorizer Only): On the Route to Next Empl ID page, enter or lookup the next
HR Authorizer.

46. (HR Authorizer Only): Select the OK button. (This will take you to the Data Control
tab).
13.3 AWARDS

OVERVIEW

This section outlines the procedure for initiating and processing the following employee
awards:

e Individual Cash Award

e Foreign Language (Law Enforcement) Award
e Travel Savings Incentive (Gainsharing)

e Individual Time Off Award

e Quality Step Increase (QSI)

These awards can be monetary or non-monetary. While they may be initiated via MSS,
processing by an HRSS user is required. In addition to Individual Awards, this section includes a
walkthrough for Mass Awards.

To initiate, authorize, and process a monetary or non-monetary Award action:
INITIATING A CASH AWARD IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1. Select the Individual Cash Award, Foreign Language (Law Enforcement), or Travel
Savings Incentive (Gainsharing) link.

2. (Individual Cash Award and Travel Savings Incentive Only): On the Individual Cash
Award or Travel Savings Incentive page, select the appropriate Award Code.

Enter or verify the Proposed Effective Date.
Enter or select the Award From and Award To Dates.

Enter the Award Amount and Account Code (as applicable).

o un W

Select the Justification for the award in the dropdown menu and, if necessary,
provide further information in the textbox provided.
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7. In the Comments/Instructions field, enter the Name and Phone Number of an
individual who can be contacted for this action (e.g., your name).

8. Enter or lookup the appropriate Authorizer.

9. Select the Submit button.

Action Reason: SplAct or Svc orSpot(ind)
Award Code: ‘EAwards Help
Proposed Effective Date: 102122012 [y  (mmd

ward From Date: [ (mrn.-'dd.-‘mﬁ -ﬂ

ward To Date: S ;[‘]J (mm/ddiyyyy)

Award Percent:

ward Amount:

[ lGross-u
N
ccount Code: Q

=0

Justification:

Comments/instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

Contact David J Margarettsville at 202/555-1000. -

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

Role Employee or Group Name
Requesting Manager Margarettsville, David J
@ First Authorizer Q
©) Second Authorizer | ~ltoona Richard L O\*_ _,E
© Third Authorizer Q

©) Human Resources

Submit 4--9 Back |

Chapter 13 Figure 230: Individual Cash Award Page

10. In the Do you want to apply this award to another employee? confirmation

message, select the Yes button to award another employee or select the No button
to return to your Home Page.

Note: Selecting the No button will open a confirmation message. Select the OK button
in the confirmation message to return to your Home Page.
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11. (If you selected Yes): On the Apply Award to Another Employee page, enter or
lookup an employee Name.

12. (If you selected Yes): Select the Next button. (Repeat Steps 2-10 as necessary.)

Apply Award to Another Employee

To apply this award to another employee, choose an employee from the prompt and click 'NEXT. You can update the
details of the award on the next page.

Name: Q- -m

I Nextq' Cancel |

9 Have a question? Send an  g-mail.

Chapter 13 Figure 231: Apply Award To Another Employee Page
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INITIATING AN INDIVIDUAL TIME OFF AWARD IN MSS
Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1. Select the Individual Time Off Award link.
On the Individual Time Off Award page, select the appropriate Award Code.
Enter or verify the Proposed Effective Date.

2
3
4. Enter or select the Award From and To Dates.
5. Enter the Award Hours.

6

Select the Justification for the award in the dropdown menu and, if necessary,
provide further information in the textbox provided.

7. In the Comments/Instructions field, enter the Name and Phone Number of an
individual who can be contacted for this action (e.g., your name).

8. Enter or lookup the appropriate Authorizer.

9. Select the Submit button.
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Action Reason: Time Off (Individual)
Award Code: C029-Time-Off Awd Hrs-Block 20
Pr ffectiv . 10/21/2012 [ (mm/d

Award From Date:
. [:] (mm/ddiyyyy) |

I Award Hours: g—a

Justification: MR -‘E

Comments/instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

Contact David J Margarettsville at 202/555-1000.

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

Role Employee or Group Name

Requesting Manager Margarettsville, David J

18

@ First Authorizer

© second Authorizer  |Afoona Richard L

ERER

© Third Authorizer |
submt < Back |

Chapter 13 Figure 232: Time Off Award Page

10. In the Do you want to apply this award to another employee? confirmation
message, select the Yes button to award another employee or select the No button

to return to your Home Page.

Note: Selecting the No button will open a confirmation message. Select the OK button
in the confirmation message to return to your Home Page.
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11. (If you selected Yes): On the Apply Award to Another Employee page, enter or
lookup an employee Name.

12. (If you selected Yes): Select the Next button. (Repeat Steps 2-10 as necessary.)
INITIATING A QUALITY STEP INCREASE IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1. Select the Quality Step Increase link.

Note: The following message will display: Effective date must be at least 52 weeks since
the employee was last granted a QSI. Select OK to continue.

2. On the Quality Step Increase page, enter or verify the that the Action Reason is
Performance, the Award Code is QSI1, & the Proposed Effective Date.

3. Select the Justification for the award in the dropdown menu and, if necessary,
provide further information in the textbox provided.

4. In the Comments/Instructions field, enter the Name and Phone Number of an
individual who can be contacted for this action (e.g., your name).

5. Enter or lookup the appropriate Authorizer.

6. Select the Submit button.

Table of Contents December 11, 2012 Page 194 of 277




HR Connect User Guide

Action Reason:
Award Code:

Proposed Effective Date

Performance
QSH-Quality Step Increase - _E

Justification:

Comments/instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

Contact David J Margarettsville at 202/555-1000.

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

Role Employee or Group Name

Requesting Manager

® First Authorizer

Margarettsville, David J

) Second Authorizer | Altoona Richard L
© Third Authorizer

) Human Resources

Q
N S
Q

Submit d_a Back

Chapter 13 Figure 233: Quality Step Increase Page

7. Inthe Do you want to apply this award to another employee? confirmation
message, select the Yes button to award another employee or select the No button

to return to your Home Page.

Note: Selecting the No button will open a confirmation message. Select the OK button
in the confirmation message to return to your Home Page.
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8. (If you selected Yes): On the Apply Award to Another Employee page, enter or
lookup an employee Name.

9. (If you selected Yes): Select the Next button. (Repeat Steps 2-7 as necessary.)
AUTHORIZING & PROCESSING OF AWARDS IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control tab
OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control tab

1. Verify the Actual Effective Date.

2. Enter or lookup the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Select the Award Data link.

On the Award Data page, verify the Award Code.

(Cash Award Only): Verify the Award Percent and Award Amount.
(Time Off Award Only): Verify the awarded Hours.

W W N o UV W

Verify the number of employee’s receiving the award in the Award Group field.
10. Enter or verify the Tangible and Intangible Benefits.

11. Verify the start (From Date) and end date (To Date) for the time period for which
the employee was awarded.

12. Verify the appropriate Account Code.

13. Verify the Sub-Agency Charged and the address the payment will be sent to in the
Check Mail Address Ind (Check Mail Address Indicator) dropdown menu.

14. Verify whether or not your organization will be generating payment in the Generate
Payment checkbox.

15. (Optional): Enter the reason for the reward in the Comment field.

16. Select the OK button.
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d Data E

I Award Code: v C011-Performance Award GS/WG

Award Percent: 0.00
Award Amount: a 10.000‘%- Hours:
Pay Period Amount: 10,000.00 Process Until:

Data

Award Group: Use By Date:

Award Number:

Obligation Expiration:

From Date:

Tangible Benefit:

Intangible Benefit:
101172012 [

Account Code: N 104248340000000T1S

Q

GL Pay Type:

Amount Paid: 0.00
m Regular Basic Pay

91 Q.  Departmental Offices

Earnings Code:

Sub-Agency Charged*

[7] pay in Separate Paycheck?
B Gross-Up

Seq:

2

Check Mail Address Ind: Check Mail Address

hd

Generate Payment?

)

S

Comment: Based on Summary Rating - Excellent Performance &
OK ncel [ m

Chapter 13 Figure 234: Award Data Page

17. (Quality Step Increase Only): Select the Compensation Data tab.

18. (Quality Step Increase Only): On the Compensation Data tab, verify the Step.

19. Select the Save button.

20. (If PAR Status = HR1-HR3): On the Route to Next Em
next HR Authorizer.

pl ID page, enter or lookup the

21. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the

Compensation Data tab).
MASS AWARDS

OVERVIEW

In addition to initiating Individual Awards, HR Connect includes

functionality for MSS users to

apply Mass Awards to select groups of individuals. A Mass Award is one which can be applied to
multiple people or groups. Mass Awards may be applied to your direct reports, your immediate
organization, or a selection of individuals within your organization.
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The availability of Mass Actions, and the procedure for processing Mass Awards, may vary
across organizations. This section will provide steps for initiating a Mass Award and an overview
of Mass Award processing.

INITIATING A MASS AWARD IN MSS

Manager tab>Mass Actions pagelet>Mass Awards link>Group/Mass Awards page
1. Select the appropriate Award Code.
Enter or select the Proposed Effective Date.
Enter or select the Period of Award dates.

2
3
4. Select the Justification and enter any additional comments as needed.
5. (Optional):Select the Notify me by Email checkbox.

6

Select the Next>> button.

Group/Mass Awards

;ﬂ;_\h Select the type of award. Only one type can be designated for the group action. Enter the
- proposed effective date, period of award, the justification, and appropriate comments.
When finished, continue to the next screen.
If you are approving or authorizing this award nomination, click Next to continue to the

next page.
Award Code: [ I Awards Help
— T
Proposed Effective Date: 11/04/2012 3 {mm.*ddmfmﬁa | Gross-Up
lPeriod of Award From: B mmiddiyyyy _a
To: [ (mmiddiyyyy)
Justification: Based on Summary Rating -

I Notify me by Email of Changes to this request.*al

6
Cancel |

Chapter 13 Figure 235: Group/Mass Awards Form - Page 1
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7. On the second Award page, enter or lookup the employees to be awarded. (You may
automatically populate the list by selecting Direct Reports or Immediate
Organization and selecting the Populate button.)

8. Enter the Award value. (the Award value can be in hours or dollars, depending on
the award type chosen.)

9. (If a cash award): Enter or lookup the appropriate Account Code.
10. (To add more employees): Select the Add button.

11. (Optional): Enter the name and phone number of an individual who may be
contacted by HR concerning the Mass Award in the Comments/Instructions field.

016

As an initiator, use this feature to list employees in
your organization. To display direct and indirect
reports, select immediate Organization.” To display
only your direct reports, select "Direct Reports.” Click

POPULATE to display names.

© Direct Reports Populate | \
)

() Immediate Organization

Up to 10 employees are displayed on the screen. To disfiay additional names, either click on "View All" for the entire list of
employees or scroll through the pages by clicking on tift page arrows. Once you have clicked on "View All", you can click on
“View 10" to return to a subset of the list.

First [ 4 or 1 [ Last

View All

10
[ Add @ | Dekete |

?O add a name from outside your organization, click on Add. Then search by typing one or more letters of the name.
[Do not include spaces or all capital letters - sample format: Smith,John]

Comments/instructions:

Please provide the name and phone number of a person that HR may contact if they have P m
any questions. You may also use this space to provide any additional information.

Chapter 13 Figure 236: Group/Mass Awards Form - Page 2
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12. Enter or lookup the appropriate Authorizer.

13. Select the Submit button. (This will take you back to your Home Page.)

Role

Requesting Manager

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

Employee or Group Name

Mannford,Barbara B

i

9 First Authorizer Harvey,Mariam G * Q
© Second Authorizer Q
© Third Authorizer Q
© Human Resources

<< Previous
Submit Cancel |

Chapter 13 Figure 237: Mass Awards Routing Pagelet

AUTHORIZING & PROCESSING A IMIASS AWARD IN HRSS

As mentioned previously, the steps for processing a Mass Award may vary across organizations.
In order to maintain an accurate employee’s record, HR Connect provides two options:

The first option is to bypass HR Processing entirely.

e Rather than route Mass Awards to an HRSS user for processing, the action is
instead transmitted directly to the NFC from the final MSS authorizer.

The second option is to process Group Awards individually for each awardee.

e Prior to routing, a Bureau Maintenance user must create a Mass Authorizer

worklist.

e Once routed to Human Resources, the Mass Award will appear in the Mass

Authorizer worklist.

e The Mass Authorizer will then authorize and process each award individually.
The specific steps for processing Mass Awards individually are the same as those
shown above for processing Individual Awards.
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13.4 CHANGE IN DUTY LOCATION

A Change in Duty Location action is performed when an employee’s office location changes
without any change to their department or position. A Change in Duty Location action is
initiated via MSS, and then requires authorization and processing by an HRSS user.

To initiate, authorize, and process a Change in Duty Location:

INITIATING A CHANGE IN DUTY LOCATION IN MSS

Manager Tab>People and Positions pagelet>Employee Name link>Personnel Actions page

1.
2.
3.

Select the Change in Duty Location link.
On the Change in Duty Location page, enter or select the Proposed Effective Date.

Enter or select the change in location information (i.e., Country, State, City, and
Building Location).

Enter or verify the Manager Position Number.

In the Comments/Instructions field, enter the Name and Phone Number who can
be contacted for this action (e.g., your name).

Enter or lookup the appropriate Authorizer.

Select the Submit button. (A confirmation message will display. Select the OK button
to return to your Home Page.)
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Tell Me More about this action
Action Reason:

Management Action

Proposed Effective Date

Building Location:

Proposed Department: a Asst Secretary Fin Stability - DOB40000
Country: v USA 6\
o DC - District of Columbia v
City:

iy WASHINGTON Q

11580 - MAIN TREASURY BUILDING-1500 PENNSYLVANIA AVENUE. N.W.

Q

Manager Name:

Manager Position Number:

Choconut, Timothy G

65676185 Q  Agsistant Secretary for Financ

Comments/Instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

Contact Timothy G Choconut at .

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

Role Employee or Group Name ﬁ
Requesting Manager Choconut, Timothy G A
9 First Authorizer Q
{7) second Authorizer ‘ [}
i) Third Authorizer ‘ ] Q
(7} Human Resources

| certify that this is an accurate statement of the major duties and responsibilities of this position and its

organizational relationships, and that the position is necessary to canry out Government functions for which |
am responsible. This certification is made with the knowledge that this information is to be 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.

7

_Submit 4T s |

Chapter 13 Figure 238: Change In Duty Location Page
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AUTHORIZING & PROCESSING A CHANGE IN DUTY LOCATION IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control page

OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control page

1.

O N O U B W N

Enter or select the Actual Effective Date.

Enter or lookup the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 8-9 as
necessary. To remove a remark select the remove row (-) button.

9.

Select the OK button.

10. Select the Job Data tab.

11. (Optional): On the Job Data tab, select Position Management Record Position

Override checkbox.

Note: The Position Management Record Position Override checkbox is not available to
all iindividuals.
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12. Enter or verify the change in Location.

13. Select the Save button.

[ Data Control ' Personal Data ':Job Data I Position Data j Compensation Data ) Employment Data 1 »

EmplID: EmplRcd#®: 0
Job Data Find] View Al First [*) 1 or4 I Last
Effective Date: 11/09/2012 Transaction#/Seq 1 1 PAR Status:  Web =]
Action Type:  Data Change NOA Code: 792 Chgin Duty Empl Status:  Active
Location
Position: Refresh ||gza7516¢ GS-0201-14  Human Resources Specialist
*Job Code: 010495 Q GS-0201-14  Human Resources Specialist Position Management Record
Position Override

Classification Action Code 2 Q

*Agency: R Q Department of the Treasury Transferred From Agency: | Int Dev
*Sub-Agency: 91 Q Departmental Offices Transferred To Agency:
*Business Unit: 00001 Q e i < Thasn Benefits/FEHB Data

*Department: 00934010 Q P8 e SRRt T FEGLVRetirement/FICA
I'Location: 51100 Q EE Departmental Hierarchy
Tax Location: Q Detail

Return to Proxy/Group tab
15

(=) Ptevioustsbl (=% Next tab Z) Include History I [ Cormect Histor I

Chapter 13 Figure 239: Job Data Tab — Change In Duty Location
14. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.
15. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the Job Data
tab).
13.5 CHANGE IN WORK SCHEDULE/HOURS

OVERVIEW

A Change in Work Schedule action is one in which an employee’s work schedule, and/or work
days per pay period are modified. A Change in Hours is an action in which an employee’s work
hours are modified. These actions may both be initiated via MSS or HRSS, and require
authorization and processing via HRSS.

To initiate, process, and authorize a Change in Work Schedule or Change in Hours action:
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INITIATING A CHANGE IN WORK SCHEDULE/HOURS IN MSS

Manager Tab>People and Positions pagelet>Employee Name link>Personnel Actions page

1.
2.

Select the Change in Work Schedule or Change in Hours link.

(For a Change in Hours): From the appropriate page, enter the Proposed Hours Worked
per Pay Period.

Enter or select the Proposed Effective Date.

(For a Change in Work Schedule):From the appropriate page, select the appropriate
Proposed Work Schedule.

(Optional): If appropriate, select Proposed Action is at Employee’s Request checkbox.

In the Comments/Instructions field, enter the Name and Phone Number who can be
contacted for this action (e.g., your name).

Enter or lookup the desired Authorizer.

Select the Submit button. (A confirmation message will display. Select the OK button to
return to your Home Page.)

Tell Me More about this action
Action Reason: nt Action

Proposed Hours Worked per Pay Period:

Proposed Effective Date 10/21/2012 by (mm/Syyyy)|

Proposed Work Schedule: -
E—

Proposed Action is at Empl 's Request:

Comments/instructions:

Flease provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

b
To approve this action, select the next appropriate approver, then click SUBMIT. B
Role Employee or Group Name
Requesting Manager Choconut, Timothy G

L

@) First Authorizer

(_) Second Authorizer

D)O,O*

(7) Third Authorizer

") Human Resources

Submit Back |

Chapter 13 Figure 240: Change In Work Schedule Page
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AUTHORIZING & PROCESSING A CHANGE IN HOURS /WORK SCHEDULE IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control page
OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data

Control page
1. Verify the Actual Effective Date.
Enter or lookup the appropriate PAR Status.
(If Par Status = HR): In the Pl upd ind dropdown menu, select Ready.

Enter or lookup the appropriate Authority code.

2
3
4. Verify that the Action, Reason Code, and NOA Code fields are correct.
5
6. Enter or lookup the appropriate Remark CD.

7

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 6-7 as
necessary. To remove a remark select the remove row (-) button.

8. Select the OK button.
9. Select the Position Data tab.

10. (For Change in Hours): Verify that the hours in the Standard Hours field are correct.

11. (For Change in Work Schedule): Verify that the Type Appt & Work Schedule
selections are correct.

12. Select the Save button.

{ Data Control ) Personal Data )’ JobData J Position Data Y Compensation Data ) Employment Data1 ) [»
- ’ EmplID: 647700 Empl Red#: 0
Position Data Find | View Al First 4] 1 05 B Last
Effective Date: 11/04/2012 Transaction# /Seq 1 1 PAR Status:  1st HR Authorization HE
Action Type:  Data Change NOA Code: 781 Chg in Work Empl Status:  Active
Schedule
LEO Position: v V] sF-113G6 Ceiling *Regular Shift: Not Applicable v
*POI: 2731 Svc'd by BPD-Parkersburg, WV Rate/ Factor:
*Pay Group: BWS Biweekly Salary Payroll
Pay Frequency:  Biweekly Holiday Schedule:|FHL FED Holiday Schedule
/L*rype Appt: 02-Comp-Career Conditional
*Employee Type: | Salaried Posn Occupied: | 1-Competitive
Employee Classification: NWork Schedule: P-Part Time
*Reg/Temp: Regular = *FLSA Status: | Exempt v
Supervisor Level: 8-All Other Positions ¢
Return to Proxy/Group tab IStandard Hou: '32'00I RIE
[ Save | @ Previous tab| @) Nexttab #) Include History | v |

Chapter 13 Figure 241: Position Data Tab- Change In Work Schedule/Change In Hours
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13. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

14. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the Position
Data tab).
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13.6 CHANGE TO LOWER GRADE

OVERVIEW

A Change to Lower Grade action is one in which an employee is transferred to a position with a
lower rate of base pay. This action may be initiated by an MSS or HRSS user, but requires
processing by an HRSS user.

To initiate, authorize, and process a Change to Lower Grade:

INITIATING A CHANGE TO A LOWER GRADEIN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1.
2.

o un W

N

Select the Change to Lower Grade link.

From the Personnel Actions- Vacant Positions page, select the desired Position # link.

Note: If the position that you need is not listed, then select the here link (below the list),
& search for the desired position from the Position Description- Search page.

From the Change to Lower Grade page, select the Action Reason.
Enter or select the Proposed Effective Date.
Enter or lookup the Manager Position Number.

In the Comments/Instructions field, enter the Name and Phone Number of an
individual who can be contacted for this action (e.g., your name).

Enter or lookup the appropriate Authorizer.

Select the Submit button. (A confirmation message will display. Select the OK button to
return to your Home Page.)
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Tell Me More about this action

|Action Reason:

Unsatisfactory Performance

10/07/2012 E (mmiddlyyyy) W

anager Position Number:

roposed Effective Date:
Proposed Position Number: 65194015 :
Proposed Grade: 12
Proposed Position Title: Financial and Programs Analyst
Proposed Department: OFFICE OF FISCAL PROJECTIONS
Proposed Location:
Manager Name: Margareﬂsnlleloa\rid J

00201231 Q  pjrector, Office

iscal Pro

Comments/instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information. Indicate the Position

Number that this employee is to occupy if itis known.

il |

Role

Requesting Manager

Margarettsville,David J

To aEEI'O\fe this ach'onl select the next aEEI'OEﬁate aEEroveri then click SUBMIT.

Employee or Group Name

(Z) First Authorizer |

<Td

(2 Second Authorizer [

Q

() Third Authorizer |

Q

@ Human Resources

| certify that this is an accurate statement of the major duties and responsibilities of this position and its
organizational relationships, and that the position is necessary to carry out Government functions for

which I am responsible. This certification is made with the knowledge that this information is to be used
for statutory purposes relating to appointment and payment of public funds, and that false or misleading

8
Back

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

Chapter 13 Figure 242: Change To Lower Grade Page
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AUTHORIZING & PROCESSING A CHANGE TO A LOWER GRADE IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control tab
OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control tab

1. Enter or select the Actual Effective Date.

Enter or lookup the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

O N O U B W N

Enter any necessary information in the remark rows.

Note: For additional remarks, select the add row (+) button & repeat Steps 7-8 as
necessary. To remove a remark select the Remove Row (-) button.
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9. Select the OK button.

10. Select the Job Data tab.

11. On the Job Data tab, verify the position information.

12. Enter or verify that the Classification Action Code.

13. Select the Position Data tab.

14. On the Position Data tab, verify the position information.
15. Select the Compensation Data tab.

16. On the Compensation Data tab, enter or verify the Pay Basis, Pay

Plan/Table/Grade, and Step.
17.
18.

Enter or verify the Grade Entry Date.
Select the Employment Data 1 tab.

Data Control | PersonalData | JobData | Position Data '{Compensation Data JAEmploymentData1 J| [

EmpliD: 653845

Empl Rcd#:

EONy SRS ATy T Find | View Al First %) 1 or 2 T Last
Effective Date: 10/21/2012 Transaction#/Seq 1 1 PAR Status: Inttiated FE
Action Type:  Change to Lower Grade NOA Code: 713 Chgtolower Empl Status: Active

Grade,
*Pay Rate Determinant:  0-Regular Rate - "Ry Basis: Per Annum  ~

'Pay Plan ! Table/Grade: (G5

Step: 0Q

Rtnd PP/Table/Grade:

Step:

Grade Entry Date: 10/21/2012 ﬁ

Base Pay:
Loc/LEO Adjust: 0.00
Adjusted Base Pay:

Total Pay:

Other Pay Information
Return to Proxy/Group tab

[ save ‘ (¥) Previous tab| (=% Next tab

Compensation Frequency:

Annuity Offset Amount:

O Override

Expected Pay

Accounting Info

Annual

Z) Indude History | 57 Comect Histor

Chapter 13 Figure 243: Compensation Data Tab — Change To Lower Grade
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19. On the Employment Data 1 tab, enter or verify the Next Review Dt and LEI Date.
20. Select the Save button.

21. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

22. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the
Employment Data 1 tab).

13.7 CONVERSION

A Conversion action is one in which an employee’s appointment is changed either as a result of
an employee or manager request, position reorganization, or job reclassification. A conversion
action may be initiated via MSS, but requires processing by an HRSS user.

To initiate, authorize, and process a Conversion:

INITIATING A CONVERSION IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1.
2.

Select the Conversions link.

From the Position Description - Search page, enter the relevant search criteria.

Note: If the employee’s duties & responsibilities have not changed, select the click here
link and skip to Step 5.

Select the Search button.

Select the desired Position # link.

Note: If the employee is to remain in the same position, select the Click Here link, to the
right of If employee’s duties & responsibilities have not changed.
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From the Conversions page, select the Action Type.
Enter or select the Proposed Effective Date.

(If you selected an NTE Action Type): Enter or select the NTE date.

O N o u

Enter or lookup the Proposed Department and work location (i.e., Country, State, City,
& Building Location.)

9. Enter or verify the Manager Position Number.

10. In the Comments/Instructions field, enter the Name and Phone Number of an
individual who can be contacted about this action (e.g., your name).

11. Enter or lookup the appropriate Authorizer.

12. Select the Submit button. (A confirmation message will display and you will be directed
to your Home Page.)
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Tel Me More  about this action
Action Reason: Ianager Request

102172012

Proposed Position Number: BCELD42E
Proposed Grade: 1
-LIoposed PD: &
Proposed Department: ‘ Sent W Mas BERONMEE T B HR0G SeiaeandEng
Country: USA QU ynoed States
State: DC - District of Columbia -
City: WASHMGTON Q,
Building Location:
DC1801 - 1804 L Strest NW-1801 L Street MW, QL
b=
Manager Hame: Mannford Barbara B
Fnager Position Number: 65612796 QU agepciste Chief Human Capital

Commenisiinstructions:

Please provide the name and phone number of a person that HR may conlact if they have any quéstions.
You may also use this space to provide any additional information.

To approve this action, selact the next appropriate approver, then clhick SUBKIT,
Role Employee or Group Hame
Requesting Manager Wannford,Barbara B
@ First Authorizer »
i) Second Authorizer [
3 Third Authorizer |

) Human Resources

[ swomt_wfppy Back

Chapter 13 Figure 244: Conversion Request Form - MSS

p pi
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AUTHORIZING & PROCESSING A CONVERSION IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control page

OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control page

1.

O N O U B W N

Verify the Actual Effective Date.

Verify that the Action, Reason Code, and NOA Code fields are correct.
Select or enter the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 8-9 as
necessary. To remove a remark select the remove row (-) button.
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9. Select the OK button.

10. Select the Job Data tab.

11. On the Job Data tab, verify the position information.

12. Enter or verify that the Classification Action Code.

13. Select the FEGLI/Retirement/FICA link.

14. On the FEGLI/Retirement Data/FICA page, verify the FEGLI Code, FERS Coverage,
Previous Retirement Coverage, and Annuitant Indicator.

15. Select the OK button.

16. Select the Position Data tab.

17. On the Position Data tab, verify the position information.

18. Select the appropriate Type of Appt (Appointment).

19. Select the Compensation Data tab.

[ Data Control ) Personal Data Job Data [
Willshire, Thomas J

Find | View Al First [*) 1 or 52 I Last
Effective Date: 10/31/2012 Transaction#/Seq 1 1 PAR Status: Initiated E]
Action Type:  Reassignment/ConversionNOA Code: sop ConvtoCareer Empl Status:  Active
Appt

Job Code:

ICIassiﬁcation Action Code 0 g_.la

Position: Refresh | 65568527 Q. ©5-0110-07 | FINANCL ECONMST

4 | GS-0110-07 | FINANCL ECONMST | Position Management Record
Position Override

— —
*Agency: R Department of the Treasury Transferred From Agency: |
*Sub-Agency: 1 Departmental Offices Transferred To Agency: |
*Business Unit; (2000 Departmental Offices Benefits/FEHB Data
*Department: | OFFICE OF FISCAL PROJECTIONS IE'—E FEGLURetirement/FICA I
*Location: | WA v Departmental Hierarchy
Tax Location: Detail
Return to Proxy/Group tab
@ save | @& Previous tah‘ (=%} Next tab | Z Include History Co Hi

Chapter 13 Figure 245: Job Data Tab — Conversion Action

Table of Contents December 11, 2012 Page 216 of 277




HR Connect User Guide

20. On the Compensation Data tab, enter or verify the Pay Rate Determinant, Step, and
Grade Entry Date.

21. Select the Employment Data 1 tab.

22. On the Employment Data 1 tab, enter or verify the Service Computation Dates (i.e.,
Leave, RIF, LEO, Retire, TSP, Sev Pay).

23. (Only if Tenure Code = 2): Enter or select the Conv Begin Date.

24. Select the Save button.

| Data Control ;f Personal Data |

JobData ) Position Data | Compensation Data § Employment Data 1 \ [¥)

Willshire, Thomas J EmpliD: 300611 Empl Red#: 0
Employment Data 1 Find | View All First 4] 1 of 52 O Last
Effective Date: 10/31/2012 Transaction#/Seq 1 1 PAR Status: Initiated

Action Type:  Reassignment/ConversionNOA Code: soo ConvtoCareer Empl Status:  Active

Appt
EopDt:  07/2572004 (Y pire NTE DE: (Y Mand Retire Dt: BY ExpDates
Rehire Dt: Separation Dt: Next Review Dt:  01/02/2002 by Appt Data
:rvice Computation Date: / | Service Conversion Date: |

sLeave: 12291983 [ cCalc. Retire: 4 12/29/1983 [y Career Tenure Start Date: by

RIF: 122911983 [y TSP: by Career Conv Date: < —E

LEO: i) Sev Piy: [

| > Dats

WGI Status: N/A v Non-Pay Hours 0.00

WGI:
WGI Due Date: M scp.wel: [l  Intermittent Days Worked: 0
[ Save | @ Previous tab | @ Nexttsb | Z£) Include History | [ corect

= [=]

Chapter 13 Figure 246: Employment Data 1 Tab — Conversion Action

25. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

26. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the
Employment Data 1 tab).
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13.8 DATA CHANGE REQUEST (PERSONAL)

Changes to an employee’s personal data may be conducted via ESS and/or HRSS and may or
may not require HR processing.

Changes to the majority of this information (e.g., education, address, etc.) do not require HR
processing. These changes may be initiated in the My Information module of ESS and will take
immediate effect.

Changes to the following personal data may be initiated via ESS but do require HR processing:

e Name Change
e Veterans Preference

Not all changes may be initiated in the Front End of HR Connect. Changes to the following data
may only be performed manually in the Back End of HR Connect by an HRSS user:

e Health Benefits

e Federal Employees’ Group Life Insurance (FEGLI)
e Retirement Plan

e Elected Living Benefits

e Tenure Group

e Service Computation Date

e Preliminary Disability Retirement

As all changes require the same general procedure, they will be presented as one walkthrough.
Steps unique to a specific change (e.g., Name Change) will be marked accordingly.
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INITIATING A DATA CHANGE IN HRSS

Menu tab>Back End Menu pagelet>Workforce Administration menu>Job Information link>HR1 Authorization
link>HR1 Authorization page

1. Enter the relevant search criteria.

2. Select the Search button.

3. Inthe search results, select the desired employee.

4. On the Data Control page, select the add a row (+) button.
5

In the new data row, perform the steps outlined below in the Authorizing &
Processing a Data Change section.

AUTHORIZING & PROCESSING A DATA CHANGE IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control Tab
OR

Group Worklist: Proxy/Group tab>Group Worklists pagelet>Group Worklist for: link>Worklist For Group
page>Personnel Action link>Data Control tab

1. Enter or verify the Actual Effective Date.

2. Enter or verify the Action and Reason Code.

3. Enter or lookup the legal authority code in the Authority (1) field.
4

Change or verify the necessary employee information. The following table identifies
the data change (left column) and steps relating to that change (right column):

Change Steps

a. Name 14-20
b. Veterans’ Preference 14-20
c. Health Benefits 21-26
d. Federal Employees’ Group Life Insurance (FEGLI) 27-34
e. Retirement Plan 27-34
f. Elected Living Benefits 27-34
g. Tenure Group 35-42
h. Service Computation Date 43-46

Chapter 13 Figure 247: Change Steps Chart
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5. Select the PAR Remarks link.
6. Enter or lookup the appropriate Remark CD.

7. Enter any necessary information in the remark rows. (For additional Remarks, select
the add row (+) button & repeat Steps 5-6 as necessary. To remove a remark select
the remove row (-) button.)

8. Select the OK button.

9. On the Data Control tab, enter or lookup the appropriate PAR Status.
10. (HR Processor Only): In the Pl upd ind dropdown menu, select Ready.
11. Select the Save button.

{ Data Control '\ Personal Data | JobData | Position Data | Compensalion Data |’ EmploymentData 1 )" EmploymentData2 '\ ®

Knackpatrick Angela W S EmpiD: 494146 Empl Red Nbr: 0 Saved
Data Control Find | View All First 10131 B Last
I"Aclual Effective Date: 080972012 H Proposed Effective Date:  09/09/2012 =
*Transaction #/ Sequence: 1 | ﬂ Not To Exceed Date: [ NTE # Days:
I *Plupd ind: Mot Ready ~ *Authentication Date: 09/09/2012 [ NFC Ins: Q
NFC Applied Status Mot Applicable PP/ Processed: ! HCUP Status: ‘@
*Action: DTA Q patachg M) I PAR Status: IN_Q lﬂitiateﬂ*'g
*Reason Code: DTA @ Data Change Contact: Q

NOACode: 780 QU  mMame Chgfrom

3

Authority (2): Q 5
PrntsF-52 | _ Prnisrso | HCUP Impact AwardData  TrackingDala SINQ Search

FAR Request#:

Mismatch GPPA Website Award Address  SING Error(s) SINQ Addendum
Return to Proxy/Group tab
(&) Previous ta | @Nmmb| A Include History | [B” Correct Histo

Chapter 13 Figure 248: Data Control Tab — Data Change

12. (HR Authorizer Only): On the Route to Next Empl ID page, enter or lookup the next
HR Authorizer.

13. (HR Authorizer Only): Select the OK button. (This will take you to the Data Control
tab).
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The following walkthrough provides the steps for processing changes to an employee’s Name

and Veterans Preference:

14. Select the Personal Data tab.

15. (Name Change Only): On the Personal Data tab, change or verify the employee’s
Prefix, First, Middle, and Last name.

16. (Veterans’ Preference Change Only): Select the Veterans Info link.

17. (Veterans’ Preference Change Only): On the Veterans Info page, change or verify the
employee’s Veterans Information (e.g., Veterans Status, Creditable Military Service,
etc.).

18. (Veterans’ Preference Change Only): Select the OK button.
19. Select the Data Control tab.

[AData Control |{ PersonalData | JobData ) Position Data " Compensation Data | Employment Data 1 " EmploymentData2 | [»)
Clark,Andrew EmpliD: 654907 EmplRecd# 0
Personal Data Eind|ViewAll  First [ 1 or1 [ Last
=
Effective Date: 09/20/2012 Transaction# /Seq 11 PAR Status: 1stHR
Authorization
Action Type: Hire DA Code: 101 Career-Cond  Empl Status:  Active
Appt
[ - Vv
Bdiing Middle:
.
Name: p— ~ Citizenship Status
*Country: USA Q_ United States
Gender: @ Male © Female Citizenship: 1 Q U.S. citizen
Draft Status: h
*Date of Birth: ~ 09/10/11984 [3y Race and Ethnicity-Disability
Date of Death: Date Entitled to Medicare: [
Addl Birth Info Mailing Address Personal Phone Marital Info Education Details E-mail Info
Country: USA Q *Type/Description: PR A National ID:

Chapter 13 Figure 249: Personal Data Tab — Change To Name & Veterans Preference
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20. Return to Step 5 to continue the process of authorizing or processing the action.

CHANGE IN BENEFITS
The following walkthrough provides the steps for initiating and processing changes to an
employee’s benefits:

21. Select the Job Data tab.
22. On the Job Data tab, select the Benefits/FEHB link.

23. On the Benefits/FEHB Data page, change the employee’s Benefits and/or FEHB
(Federal Employee Health Benefits) information.

24. Select the OK button.
25. Select the Data Control tab.

{ Datagontrol | PersonalData § JobData Y Position Data | Compensation Data | EmploymentData 1 ' [)
ClarkAndrew  PLR IR E) EmplID: 554907 EmplRcd#: 0
Find | View Al First () 4 or1 [ Last
Effective Date:  09/20/2012 Transaction#/Seq 1 1 PAR Status:  1stHR Authorization =
Action Type: Hire NOA Code: 101 Career-Cond  Empl Status:  Active
Appt
Position: Refresh | 00200249 Q GS-0301-15 TREASURY LIAISON | | Position Management Record
*Job Code: 08018B GS8-0301-15 TREASURY LIAISON [] Position Override
Classification Action Code Q
*Agency: R Department of the Treasury Transferred From Agency: 1B Q Unknown
*Sub-Agency: 91 Departmental Offices Transferred To Agency:
*Business Unit: |DO00T Departmental Offices m‘b
*Department: 00710000 ASST SEC INTL MKTS & DEV (14) f‘m
*Location: 11580 MAIN TREASURY BUILDING Departmental Hierarchy
Tax Location: Q Detail
Return to Proxy/Group tab
& save | Previous tabl (=% Next tab | Z] Include History | [ Correct History |

Chapter 13 Figure 250: Job Data Tab — Benefits Change

26. Return to Step 5 to continue the process of authorizing or processing the action.
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CHANGE IN FEGLI, RETIREMENT PLAN, AND/OR ELECTED LIVING BENEFITS

The following walkthrough provides the steps for initiating and processing changes to an
employee’s FEGLI, Retirement Plan, or Elected Living Benefits:

27.
28.
29.
30.

31.

32.
33.
34.

Select the Job Data tab.
On the Job Data tab, select the FEGLI/Retirement/FICA link.
(FEGLI Change Only): Change the employee’s FEGLI code.

(Retirement Plan Change Only): Change the employee’s Retirement Plan, FERS
Coverage, and/or Previous Retirement Coverage.

(Elected Living Benefits Change Only): Change the employee’s Living Benefits and/or
Coverage Amount.

Select the OK button.
Select the Data Control tab.

Return to Step 5 to continue the process of authorizing or processing the action.

CHANGE IN TENURE

The following walkthrough provides the steps for initiating and processing changes to an
employee’s Tenure status:

35.
36.

37.
38.
39.
40.

41.
42,

Select the Position Data tab.

On the Position Data tab, select the employee’s new appointment from the Type
Appt. dropdown menu.

Select the Employment Data 2 tab.
On the Employment Data 2 tab, select the employee’s new Tenure.
Select the Employment Data 1 tab.

On the Employment Data 1 tab, clear the Conv Begin Date, Career Conv Date, and
Career-Cond Conv Date fields.

Select the Data Control tab.

Return to Step 5 to continue the process of authorizing or processing the action.

CHANGE IN SERVICE COMPUTATION DATE

The following walkthrough provides the steps for initiating and processing changes to an
employee’s Service Computation Date (SCD):

43.
44,

45.
46.

Select the Employment Data 1 tab.

On the Employment Data 1 tab, change the date in the Leave, Retire, RIF (Reduction
In Force), TSP (Thrift Savings Plan), or Sev Pay (Severance Pay) fields.

Select the Data Control tab.

Return to Step 5 to continue the process of authorizing or processing the action.
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13.9 DETAIL

OVERVIEW

A Detail action is performed when an employee is temporarily transferred to another
department. This action may be initiated by an MSS or HRSS user, but requires processing by an
HRSS user.

To initiate, authorize, and process a Detail action:
INITIATING A DETAIL INMSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1. Select the Detail link.

2. From the Personnel Actions- Vacant Positions page, select the desired Position #
link.

From the Detail page, enter or select the Proposed Effective Date.
Enter or select the Proposed Not To Exceed Date.
Enter or verify the Proposed Detail Department.

Enter or verify the Manager Position Number.

N o v & w

Enter or verify the proposed detail address (i.e., Country, State, City, and Proposed
Detail Building Location.)

8. In the Comments/Instructions field, enter the Name and Phone Number of an
individual who can be contacted for this action (e.g., your name).

9. Enter or lookup the appropriate Authorizer.

10. Select the Submit button. (A confirmation message will display. Select the OK button
to return to your Home Page.)

Table of Contents December 11, 2012 Page 224 of 277




about this action
Action Reason:

Tell Me More

Administrative Need
10/21/2012 [ mm/d

HR Connect User Guide

IProposed Effective Date:

IProposed Not To Exceed Date: (mm/d
Proposed Detail Position Number: 65375936
Proposed Grade: 13 p
Proposed Detail Position Title: FISCAL AFFAIRS SPECIALIST

IProgosed Detail Department: LEZRHE oF 4SS &k SELRE & o600 ‘ g]
Country: Usa Q
State: DC - District of Columbia -
City: WASHINGTON Q - -a
Proposed Detail Building Location:
nhesy bl TR RIS T TENANT L st e GENE o Q

Manager Name:

Margarettsville, David J

Manager Position Number:

00201231 ' pirector, Office Of Fiscal Pro®=

—i

fcommentsiinstructions:

Please provide the name and phone number of a person that HR may contact if they have any questions.
You may also use this space to provide any additional information. Indicate the Position Number that this

employee is to occupy if it is known.
Contact David J Margarettsville at 202/555-1000.

\ -

To approve this action, select the next appropriate approver, then click SUBMIT. B
Employee or Group Name

Role

Requesting Manager Wargarettsville, David J

@ First Authorizer

E'-El

© Third Authorizer | la,

© Second Authorizer |=‘«I:ccna.ﬁichard L

© Human Resources

mq Submit I

Back |

Chapter 13 Figure 251: Proposed Detail Request Form
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AUTHORIZING & PROCESSING A DETAIL INHRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control tab
OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control tab

1. Enter or verify the Actual Effective Date.

Enter or verify the Not To Exceed Date.

Enter or lookup the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

W L N o U B W N

Enter any necessary information in the remark rows.

Note: For additional remarks, select the add row (+) button & repeat Steps 8-9 as
necessary. To remove a remark select the remove row (-) button.

10. Select the OK button.
11. Select the Job Data tab.
12. On the Job Data tab, select the Detail link.

13. On the Detail Assignment page, enter or verify the Detail Position Number and
related information.

14. Verify the Detail Bargaining Unit, and optionally, the Detail Union Code.
15. Select the OK button.

Detail Assignment m

Detail Position Number: ¥ 65375936 Q

Detail Job Code 094488 GS - 0301 - 13 FISCAL AFFAIRS SPECIALIST
Detail Department ID 24319 OFFICE OF ASSISTANT SECRETARY

Detail Location 11580 MAIN TREASURY BUILDING

Detail Bargaining Unit: 8888

o}
NI

Detail Union Code:

[ox Zl'@we. |

Chapter 13 Figure 252: Detail Assignment Page
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16. On the Job Data tab, select the Save button.

17. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

18. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the Job Data
tab).
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13.10 EXTENSION OF NTE
OVERVIEW

An extension is a supplemental action that can be used to extend Not to Exceed (NTE) dates for
existing temporary actions. The effective time period can be extended for following actions:

e Appointment

e Detail

e Leave Without Pay

e Promotion

e SES Limited Appointment
e Term of Appointment

The process for requesting and processing an extension are the same, regardless of the
extended action chosen.

To extend a Not to Exceed date for an existing temporary action:

INITIATING AN EXTENSION OF NTE IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet>Extension
link>Extension page

1. Select the Type of Extension.
Enter or select the Proposed Effective Date.
Enter or select the Proposed Not To Exceed Date.

2
3
4. Inthe Comments/Instructions field, enter your Name and Phone Number.
5. Enter or lookup the appropriate HR Authorizer.

6

Select the Submit button. (A confirmation message will appear. Select OK to
return to your Home Page.)
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Tell Me More about this action

Proposed Effective Date 1000712012 [5) (mm/ddlyyyy
| Proposed Not To Exceed Date: G (mmidan®

Comments/instructions: *
Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

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

Role Employee or Group Name

Requesting Manager Margarettsville, David J

0

© First Authorizer
©) Second Authorizer Ce- "E

© Third Authorizer

0

() Human Resources

k Submit |I Back |

Chapter 13 Figure 253: Extension — MSS Request

AUTHORIZING & PROCESSING AN EXTENSION OF NTE IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Extension of NTE Action link>Data Control tab
OR

Group Worklist: Proxy/Group tab>Group Worklists pagelet>Group Worklist for: link>Extension of NTE Action
link>Data Control tab

1. Enter or select the Actual Effective Date.

Enter or verify the Not To Exceed Date & Authentication Date.

Select or enter the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

W L N @ U A W DN

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 8-9 as
necessary. To remove a remark select the remove row (-) button.
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10. Select the OK button.
11. On the Data Control tab, select the Save button.

{ Data Control ' Personal Data_j JobData | Position Data_j Compensation Data_j” Employment Data 1 )" EmploymentData2 | [¥,

Biberach Michael P EmplD: 10020 EmplRcd Nbr: 0
Find|ViewAl  First () 4 or3s B Last
- & - BEE
*Actual Effective Date: B Proposed Effective Date:  05/29/2010
*Transaction #/ Sequence: Not To Exceed Date: 2y NTE # Days:
I'PI upd ind: NotReady ~ *Authentication Date: B NFC Ins: Q
i PP/Yr Processed: ! HCUP Status:
*Action: PAR Status: HR1 @ 1stHR Authorization I
*Reason Code: Q Contact: Q
NOA Code: Q
Authority (1): Q
Authority (2): Q 7
PrintSF-62_ | : | HCUP Im PARRemarks| AwardData  TrackingData SINQ Search
AR Requesti#:
Mismatch GPPA Website Award Address SINQ Error(s) SINQ Addendum
B save | 2\ Return to Search | +[E | +[E] Next in List | =] | (= Next tab | Pz [E# Correct History

Chapter 13 Figure 254: Extension— Data Control Tab
12. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

13. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the Data
Control tab).
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13.11 FURLOUGH

OVERVIEW

A Furlough action is one in which an employee is granted an unpaid leave of absence either by
the employee’s request, or as a result of a lack of funds, work, or a temporary closure. While a
Leave Without Pay may be initiated via MSS, a furlough action may only be initiated via HRSS.

The initiate, authorize, and process a furlough action:

INITIATING, AUTHORIZING, AND PROCESSING A FURLOUGH IN HRSS

Menu tab>Back End Menu pagelet>Workforce Administration menu>Job Information link>HR1 Authorization
link>HR1 Authorization page

1. Enter the relevant search criteria.
Select the Search button.
In the search results, select the desired employee.
On the Data Control page, select the add a row (+) button.

In the new row, enter or select the Actual Effective Date.

2
3
4
5
6. Enter or verify the Not To Exceed Date & Authentication Date.
7. Select or enter the appropriate PAR Status.

8. (If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
9. Verify that the Action, Reason Code, and NOA Code fields are correct.
10. Enter or lookup the legal authority in the Authority (1) field.

11. Select the PAR Remarks link.

Data Control Y PersonalData | JobData ) Position Data | Compensation Data ) Employment Data 1 | Employment Data 2 1C)

EmpliD: 647700 EmplRcd Nbr: 0

I'ﬂﬁllﬂ Effective Date: 09/07/2012 'ﬂ a

*Transaction #/ Sequence: 1

Pl upd ind: Not Ready Q-I-E K

Find | View Al First [4) 1 or2 O Last

Proposed Effective Date:  09/07/2012 *l=

Not To Exceed Date: 10272012 B e s pays: 51

Authentication Date;  09/07/2012 i NFC Ins: Q

NFC Applied Status Not Applicable PP/Yr Processed: I HCUP Status: Q

Action: LOA Q | wop | Par status: WQ nates |

Reason Code: OTH Q oher Contact: Q
<= -g
NOA Code: %60 QU wopnTE

Authority (2): Q
1
Print SF-52 | Brint SE.E | HCUP Impact PAR Remd¥s Award Data Tracking Data  SINQ Search
PAR Request#:

Mismatch GPPA Website Award Address SINQ Error(s) SINQ Addendum
Return to Proxv/Group tab

Chapter 13 Figure 255: Furlough Action- Data Control Tab
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Enter or lookup the appropriate Remark CD.

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 12-13 as
necessary. To remove a remark select the remove row (-) button.

14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

Select the OK button.

Select the Employment Data 2 tab.

On the Employment Data 2 tab, select the Non Pay Data link.
Enter or select the Last Day Worked.

Select the OK button.

Select the NFC Data 1 tab.

On the NFC Data 1 tab, enter or verify the Leave Earning Status.
Select the Save button.

(If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

(If PAR Status = HR1-HR3): Select the OK button. (This will take you to the NFC Data
1 tab).
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13.12 LEAVE WITHOUT PAY NTE
OVERVIEW

A Leave Without Pay Not to Exceed (LWOP NTE) action is one in which an employee is placed
on unpaid leave for a variety of reasons (e.g., Education, Maternity/Paternity, Workers
Compensation, etc.). A LWOP NTE action may be initiated via MSS or HRSS and will then be
approved and processed via HRSS.

To initiate, authorize, and process a LWOP NTE action:

INITIATING A LEAVE WITHOUT PAY NTE IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet>Leave Without
Pay NTE link>Leave Without Pay NTE page

1. Select the Action Reason.
Enter or select the Proposed Effective Date.

Enter or select the Proposed Not To Exceed Date.

2
3
4. In the Comments/Instructions field, enter your Name and Phone Number.
5. Enter or lookup the appropriate HR Authorizer.

6

Select the Submit button.

Tell Me More t thi ion

Action Reason: Family Friendly Leave Act H
I

Proposed Effective Date 1000712012 [ (mmiddiyyys —E

Proposed Not To Exceed Date: E (mmidd/yyvg —a ﬂ
Comments/Instructions: ’

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

Contact David J Marmet at 202/622-1813. -

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

Role Employee or Group Name
Requesting Manager Marmet,David J
@) First Authorizer Bandirma,Marc W

() Second Authorizer

P o P
4
i

() Third Authorizer

() Human Resources

Chapter 13 Figure 256: Leave Without Pay — MSS Request
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7. Inthe pop-up message, select the OK button. (This will take you to your Home

Page.)

AUTHORIZING AND PROCESSING A LEAVE WITHOUT PAY NTE IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Suspension Action link>Data Control tab

OR

Group Worklist: Proxy/Group tab>Group Worklists pagelet>Group Worklist for: link>Leave Without Pay NTE

link>Data Control tab

1. Enter or select the Actual Effective Date.

Enter or verify the Not To Exceed Date.

Select or enter the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

W L N o U B W N

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 8-9 as
necessary. To remove a remark select the remove row (-) button.

10. Select the OK button.
11. Select the Employment Data 2 tab.

Data Control \ PersonalData | JobData | Position Data | Comp tion Data ;| Employment Data 1 Ji Employment Data 2 l@
- +aw EmpliD: 847700 Empl Red Nbr: 0
Data Control Find | View All First 44 of 2 o Last
| *Actual Fffective Date: 09/07/2012 ﬂ n Proposed Effective Date:  09/07/2012 =
[
*Transaction #/ Sequence: Not To Exceed Date: 1072712012 '."’I NTE # Days: 51
I‘PI upd ind: Not Ready M *Authentication Date: 0s/07/2012 39 NFC Ins: Q
NFC Applied Status Not Applicable PP/Yr Processed: i HCUP Status: Q
'Action: LOA Q ywop PAR Status: W Q hﬁﬂfﬁdl
Reason Code: OTH QU ptner Contact: Q
+—8
NOA Code: 460 QL LwopNTE
| Authority (1): Ql..ﬂ
Authority (2): Q 7
PritSF62 |  Prntsrso | .
HCUP Impact Award Data Tracking Data  SINQ Search
PAR Request#:
Mismatch GPPA Website  Award Address SINQ Error(s) SINQ Addendum
Return to Proxv/Group tab

Chapter 13 Figure 257: Leave Without Pay Action — Data Control Tab
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19.

13.13
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On the Employment Data 2 tab, select the Non Pay Data link.

On the Non Pay Data page, enter or verify the Last Day Worked.

Select the OK button.

Select the NFC Data 1 tab.

On the NFC Data 1 tab, enter or verify the employee’s Leave Earning Status.

Select the Save button.

(If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

(If PAR Status = HR1-HR3): Select the OK button. (This will take you to the NFC Data

1 tab).

PAY RATE CHANGE

A Pay Rate change must be initiated in the back end of HR Connect by an HRSS user. HR
Connect includes functionality to conduct the following Pay Rate Change transactions:

Annuitant Adjustment

Administrative Uncontrollable Overtime (AUO)
Availability Pay

Quality Increase

Within Grade Increase (WGI)

Denial of Within Grade Increase (WGI)

General Manager (GM) Within Grade Increase (WGI)
Termination of Grade Retention (TGR)

While all follow the same general procedure, steps do vary depending on the type of Pay Rate
Change transaction. The unique steps associated with each action are outlined in the table

Change Unique Step(s)

below:

a. Annuitant Adjustment 15
b. Quality Increase 16
c. WGl 16
d. GM WGI 16
e. Retention Allowance 17-19
f. AUO 17-21
g. Availability Pay 20-21
h. TGR 22-23

Table 1: Pay Rate Change Actions & Unique Steps

To initiate, authorize, and process a Pay Rate change action:
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INITIATING, AUTHORIZING, AND PROCESSING A PAY RATE CHANGE IN HRSS

Menu tab>Back End Menu pagelet>Workforce Administration menu>Job Information link>HR1 Authorization

link>HR1 Authorization page

1. Enter the relevant search criteria.
Select the Search button.
In the search results, select the desired employee.

On the Data Control page, select the add a row (+) button.

2

3

4

5. Enter or select the Actual Effective Date.

6. Select or enter the appropriate PAR Status.

7. (If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
8. Enter or select the Action, Reason Code, and NOA Code fields.

9. Enter or lookup the legal authority in the Authority (1) field.

10. Select the PAR Remarks link.

11. Enter or lookup the appropriate Remark CD.

12. Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat steps 11-12 as
necessary. To remove a remark select the remove row (-) button.

13. Select the OK button.
14. Select the Compensation Data tab.

‘f Data Control Y PersonalData | JobData ) Position Dataj" P ion Data |~ Employment Data 1~ EmploymentData2 | [»)
Biberach,Michael P E 10020 Empl Red Nbr: 0
Data Control Find | View Al First 1 1 or 28 [} Last
*Actual Effective Date: Proposed Effective Date:  05/29/2010 =]
; 1 [ Not To Exceed Date: i)
*Transaction #/ Sequence: | ot o Excee e: NTE # Days:
me NotReady ~ J-ﬂ *Authentication Date: i) NFC Ins: Q
NFC Applied Status Mot Applicable PP/Yr Processed: ] HCUP Status:
*Action: PAY Q pay Rt Chg IPAR Status: HRT QU 1stHR Authorization I
*Reason Code: ADJ Q. agjustment Contact: Q
NOA Code: 917 Q. annuitant Adjustment
Authority (1); o
Authority (2): Q
10
PrintSF52 | erintsrso | .
HCUP Impact PAR Remarks Award Data Tracking Data  SINQ Search
PAR Request:
Mismatch GPPA Website  Award Address SINQ Error(s) SINQ Addendum
E Snval RRntumtoSuuﬁl 1E Previcus in List | &E MNext in Lisl| (=) Previcus tab | Nextl.zhl lude Historn | [ Cormect History

Chapter 13 Figure 258: Pay Rate Change Action — Data Control Tab
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15. Select or verify the Pay Rate Determinant.
16. (Annuitant Adjustment Only): Enter or verify the Annuity Offset Amount.

17. (Quality Increase, WGI, GM WGI, & TGR Only): Enter or verify the Step, Step Entry
Date, and Base Pay.

18. (AUO and Retention Allowance Only): Select the Other Pay Information link.

(4] / Position Data { Compensation Data \ Employment Data 1 ' EmploymentData? | NFCData1 ) NFCData2 | [»)
S — - EmpliD: 847700 EmplRed#: 0
Compensation Data Find | View All First 14 10f5 o Last
Effective Date: 10/09/2012 Transaction#/Seq 1 1 PAR Status: 1st HR Authorization E]
Action Type:  Pay Rate Change qHOA Code: 891 RegPerfPay  Empl Status: Active
Pay Rate Determinant:  0-Regular Rate X M *Pay Basis: Per Annum _ ~
Pay Plan ! Table/Grade: (G5 0000 14 Step: 0Q
Rtnd PPi/Table/Grade: k Step: 0 Grade Entry Date: 02/28/2011
N\
[ m
I Base Pay: 98,812.000000 Compensation Frequency: Annual
Loc/LEO Adjust: 23,932.00 I Annuity Offset Amount: "'I_m
Adjusted Base Pay: 122,744.00 O override
Total Pay: 122,744.00
Other Pay Informatio Expected Pay Accounting Info
& save ‘ .Q\RetumloSearch‘ Prm‘oustabl Nmubl & Include Histor ‘ [ Cormect History

Chapter 13 Figure 259: Pay Rate Change - Compensation Data Tab

19. (AUO and Retention Allowance Only): On the Other Pay Information page, enter or
lookup the appropriate Earnings Code.

Note: For additional Earnings Codes, select the add row (+) button. To remove a remark
select the remove row (-) button.

20. (AUO and Retention Allowance Only): Select the OK button.
21. (AUO and Availability Pay Only): Select the NFC Data 1 tab.

22. (AUO and Availability Pay Only): On the NFC Data 1 tab, enter or lookup the Special
Employee Pay Code.

Caution! The Special Employee Pay Code entered in Step 19 must be compatible with the
Earnings Code entered in Step 16.
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23. (TGR Only): Select the Employment Data 2 tab.
24. (TGR Only): On the Employment Data 2 tab, enter or select the Expires Date.

25. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

26. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the
Employment Data 2 tab).
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13.14 PROMOTIONS

OVERVIEW

The two main types of promotions are Career Ladder and Temporary promotions. A Career
Ladder Promotion is a standard type of promotion that is part of the employee’s normal career
track. A Temporary Promotion is when an employee is promoted for a limited time to meet a
particular need. This could include situations where an existing employee takes a temporary
leave, or if someone leaves the organization, thus necessitating someone to fill the position on
an interim basis until a permanent replacement can be found. It should also be noted that
promotions can be classified as either Competitive or Non-Competitive. A Competitive
Promotion is one in which there are multiple candidates for the same position, while with a
Non-Competitive Promotion, there is only one candidate.

Regardless of the type of promotion, the phases are the same. Promotions must first be
initiated (MSS), then authorized (MSS), and finally processed (HRSS). The initiation phase kicks
off the action and provides the information necessary to move the action forward. The
authorization phase is when others can approve return, or reject the action from continuing.
The processing phase allows HR to complete the action so that it can be sent to NFC.

To initiate, authorize, and process a Promotion action:

INITIATING A PROMOTION IN MSS

Manager Tab>People and Positions pagelet>Employee Name link>Employee Data/Personnel Actions page
1. Select the Promotion link.

2. On the Personnel Actions — Vacant Positions page, select the appropriate Position #
or, if you are conducting a Career Ladder Promotion, select the click here link.

3. (Career Ladder Promotion Only): On the Position Description- Search page, enter
the relevant search criteria.

4. (Career Ladder Promotion Only): Select the Search button.

Position Library: |¥] Treasury |¥] Bureau - with text || Bureau - without text
Pay Plan: v

Occupational Series: Q

Grade: v

Position Title:

Position Description #:

Keywords: *

4
5

Chapter 13 Figure 260: Position Description- Search (For Promotion)
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5. (Career Ladder Promotion Only): On the Position Description Library — Results page,
select the appropriate Official Position Title.

6. On the Promotion page, select the Action Reason. (This field is automatically filled
when conducting a Career Ladder Promotion.)

7. Enter or select the Proposed Effective Date.
8. Enter or lookup the appropriate Authorizer.

9. Select the Submit button. (A confirmation message will display. select the OK button
to return to your Home Page.)

Tedl e More  about thes acthon
Action Reason: Mormal Career Pri sion

Proposed Effective Date 2y 2 (mmiddiyyyy)
7
Proposed Grade: 14
Proposed Position Title: Fiscal Affairs Specialist
Deseription: BUDGETMHUMAN RES Div DOE3I1300
Proposed Location:
Manager Name:
Manager Position Number: 65578566 QL oipERVISORY PROGRAM ADVISOR
Commentsinstructions:

Please provade the name and phone number of a persan that HR may contact f they have any queshons.
You may also use this space to provide any additional information. Indicate the Position Number that this

employes is 1o occupy f 1L is known
Comment -

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

Role Employee or Group Name
Requesting Manager "
() First Authorizer [MAYVIEW Q
@ Second Authorizer Q
) Third Authorizer | (e}
(") Human Resources - 3s)

| certify that this is an accurate statement of the magr dutkes and responsibiities of this posiion and &s
ceganizational relationships, and that the position is necessary 1o carmy out Government functions for which |
am responsible. This cedification is made with the knowledge that this information is 1o be used for statutory
purposes relating o apporitrent and payrment of pubbe funds, and that false or misleading stalements many
constibute viclations of such statutes or their implementing regulations.

Submit Back

Chapter 13 Figure 261: Promotion Request Form
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AUTHORIZING & PROCESSING A PROMOTION IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control tab
OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet> Group Worklist link>Personnel Action link>Data
Control tab

1. Enter or select the Actual Effective Date.

Enter or lookup the appropriate PAR Status.

(If the PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
(Temporary Promotion Only): Enter or select the NTE Date.

Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

W L N o U B W N

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 8-9 as
necessary. To remove a remark select the remove row (-) button.

10. Select the OK button.
11. Select the Job Data tab.

L
Data Control Y Personal Data |__Job Data Wl Position Data /' Compensation Data ' Employment Data 1 ' Employment Data 2
Wakeman,Catherine S 1 EmplID: 464449 Empl Rcd Nbr: 0
Data Control Find | View All First (4] 1 or a0 O L
Actual Effective Date: I 031112012 ) Proposed Effective Date:  03/11/2012
*Transaction #/ Sequence: 1 d IN"l To Exceed Date: @I NTE # Days:
|PI upd ind: Ready ~ I *Authentication Date: 311112012 [ NFC Ins: Q
NFC Applied Status MNot Applicable PP/Yr Processed: I HCUP Status: Q
*Action: PRO & promotion PAR Status: HR3 Q  3rd HR Authorization
*Reason Code: NCP Q_ Normal Career Contact: Q

PI’OQI’ESSiDI‘I
NOA Code: 702 Q  Ppromotion

Authority (1): NBM Q REG 335.102/AG CITE *—B
Authority (2): Q 7
PrintSF52 | __Print SF-50 HCUP Impact AwardData  TrackingData SINQ Search
PAR Request#:
Mismatch GPPA Website Award Address SINQ Error(s) SINQ Addendu

Chapter 13 Figure 262: Data Control Tab (Promotion)
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12. On the Job Data tab, enter or lookup the Position to which the employee is being
promoted.

13. Select the Position Data tab.

14. On the Position Data tab, select the desired appointment type (Type Appt).
15. Select the Compensation Data tab.

16. On the Compensation Data tab, Enter or verify the Pay Rate Determinant.
17. Enter or verify the Pay Plan/Table/Grade and Step.

18. Enter or verify the Grade Entry Date.

19. Select the Employment Datal tab.

[ Data Control j PersonalData | JobData ) Position Data | Compensation Data |_Employment Data 1% [»)

Wakeman,Catherine S EmplID: 464449 EmplRed#: 0
Compensation Data Find | View All  First 4ot 0 Last
Effective Date: 03/11/2012 Transaction#/Seq 1 1 PAR Status:  3rd HR Authorization =
Action Type: Promotion Md NOA Code: 702 Promotion Empl Status:  Active
a3 . *Pay Basis: Per Annum v|
*Pay Plan ! Table/Grade: [ 0000 13 step: P 1 Q
Rtnd PPTable/Grade: | | | | | step: |0 |Grade Entry DateM03/11/2012 (i
!:._ nted Pav
Base Pay: 71,674.000000] Compensation Frequency: Annual
Loc/LEO Adjust: 10,149.00 Annuity Offset Amount:
Adjusted Base Pay: . ["] override
Total Pay:
Other Pay Information Expected Pay Accounting Info
= Savel (&) Previous tab | (=) Next tabl Z) Include History | [EF Corect History

Data Control | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | NFC Data 1 | NFC Data 2 | Calcs & Edits

Chapter 13 Figure 263: Compensation Data Tab (Promotion)

20. On the Employment Data 1 tab, enter or select the SCD-WGI date.
21. Select the Save button.

22. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

23. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the
Employment Data 1 tab).
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13.15 REALIGNMENT

OVERVIEW

A Realighnment occurs when an employee’s position remains the same, but the organization to
which that employee belongs, changes. Realignment actions are initiated via MSS, and both
authorized and processed via HRSS.

To initiate, authorize, and process a Realighnment action:

INITIATING A REALIGNMENT IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1.

2
3.
4

v

Select the Realignment link.
On the Realignment page, enter or select the Proposed Effective Date.
Select the department the employee will be realigned to in the To Department field.

Enter or select the employee’s new office location (i.e., State, City, and
Location/Building)

Enter or lookup the Manager Position Number.

In the Comments/Instructions field, enter the contact person’s Name and Phone
Number.

Enter or lookup the appropriate Authorizer.

Select the Submit button.
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Tell Me More about this action

Action Reason: Manager Request

Proposed Effective Date:
To Department:

State:
City:
Location/Building:

Manager Name: i i
M ger Position = I 65676185 Q Assistant Seaeta“ for Fmanc! I‘E

Comments/instructions:

WASHINGTON

11992 - L STREET BUILDING-10 Main Street Q

Please provide the name and phone number of a person that HR may contact if they have ‘
any questions. You may also use this space to provide any additional information.

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

SUBMIT.
Role Employee or Group Name
Requesting Manager Cisco, Timothy G V- j
() First Authorizer | | Q
(") Second Authorizer | | Q
7) Third Authorizer | | R
(@) Human Resources

Submit Back |

? Have a question? Send an &-mail.

Chapter 13 Figure 264: Realignment Page

9. A message will display, asking you if you would like to initiate another Realignment
action. Select Yes to initiate another action, or No to continue on with your current
action.

10. (Optional): From the Apply Realignment to Another Employee page, Enter or select the
desired employee.

11. (Optional): Select Next.
12. (Optional):Repeat Steps 2-8.

13. In the pop-up message, select the OK button. (This will take you to your Home Page.)
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AUTHORIZING & PROCESSING A JOB REALIGNMENT IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control page
OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control page

1. Enter or verify the Actual Effective Date.

Select or enter the appropriate PAR Status.

(If PAR Status is HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

o vk W N

Select the Par Remarks link.

Data Control \. Personal Data Y Job Data | Position Data Y Compensation Data Y Employment Data 1 | Employment Dat|

EmpliD: 828789 Empl Red Nbr: 0

Data Control

[Ar.iual Effective Date: 08/23/2012 aﬂ Proposed Effective Date: 09/23/2012 [;]

i

*Transaction #/ Sequence: 1 |_ Hot To Exceed Date: & NTE # Days:
|:P1 upd ing: Not Ready v| *Authentication Date: 992320126  pecins: | Q
NFC Applied Status Jﬂnt Applicable p PP/Yr Processed: ! HCUP Status: N Q
*Action: T xR Q Ressg/Con W PAR Status: N QY nitisted
*Reason Code: MRR QA Ma nager Request]  Contact dl Q

IAuI:harity {1): 1 ELE
Authority (2): Q
Print SF-52 Print SF-50
- | | HCUP Impact | PAR Remarisgf Award Data  Tracing Dsts SINQ Search
PAR Request#:
Mismatch GPPA Website Award Address SING Error(s) SINQ Addendy
Return to Proxy/Group tab
ﬁSa\re[ «) Previous 1ab| (S8 Next tab ] Include History | (B Comect Hisy

Data Control | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | NFC Data 1 | N

Chapter 13 Figure 265: Job Realignment Data Control Tab

7. Enter or lookup the appropriate Remark CD.

8. Enter any necessary information in the remark rows.

Note: For additional remarks, select the add row (+) button & repeat steps 7-8 as
necessary. To remove a remark select the remove row (-) button.
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Select the OK button.
Select the Job Data tab.

On the Job Data tab, verify the position information (e.g., Business Unit,
Department, Location, etc.)

Select the Compensation Data tab.
On the Compensation Data tab, verify the Step.
Select the Save button.

(If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

(If PAR Status = HR1-HR3): Select the OK button. (This will take you to the
Compensation Data tab.)
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REASSIGNMENT

OVERVIEW

A Reassignment is an action by which an employee is assigned to a position that is different
from the one that the individual currently occupies. This position can be within the current
organization, or to a new organization. The action will be initiated via MSS, and then approved
and processed via HRSS.

To initiate, authorize, and process a Reassignment:

INITIATING A REASSIGNMENT IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1.
2.

10.
11.

Select the Reassignment link.

On the Personnel Actions — Vacant Positions page, select the appropriate Position #
or, if the position is not listed, select the here link at the bottom of the page.

(If you selected the here link): On the Position Description- Search page, enter the
relevant search criteria.

(If you selected the here link): Select the Search button.

(If you selected the here link): On the Position Description Library — Results page,
select the appropriate Official Position Title.

On the Reassignment page, enter or select the Proposed Effective date.

Enter or select the employee’s new Proposed Department and Office Location (i.e.,
State, City, and Building Location).

Enter or lookup the Manager Position Number.

In the Comments/Instructions field, enter the Name and Phone Number of the
person who can be contacted for this action (e.g., your name).

Enter or lookup the appropriate Authorizer.

Select the Submit button. (A confirmation message will display, select the OK button
to return to your Home Page.)
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Tell Me More about this action
Action Reason:

092372012

Proposed Effective Date (mm/dd/yyyy)

Proposed Grade: 13
Proposed Position Title: Equal Employment Specialist
roposed Department: Asst Secretary Fin Stability - DO840000 ]
State: DC - District of Columbia -
ity: WASHINGTON Q
uilding Location:
I1 1055 - LIBERTY FLACE BUILDING-10 Main Street Q

Cisco, Timothy G
65676185 Q  agsistant Secretary for Financ

Manager Name:

Manager Position Number:

Comments/Instructions:

Flease provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information. Indicate the
I isto py if it is known.

Position Number that this

»

To approve this action, select the next appropriate approver, then dick

T
Role Employee or Group Name —m
4

Cisco, Timothy G

Requesting Manager

()l First Authorizer | J Q
(”) second Authorizer [ |a
(71 Third Authori [e}

| certify that this is an accurate statement of the major duties and responsibilities of this position and its
izati I relati and that the position is necessary to camy out Government functions for

which | am responsible. This certification is made with the & ledge that this i ion is to be
used for statutory purposes relating to appoint t and pay t of public funds, and that false or
pl ting regulations.

misleading stateme v constitute violati of such stat or their i
Submit Back |

Chapter 13 Figure 266: Reassignment Page
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AUTHORIZING & PROCESSING A JOB REASSIGNMENT IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control page

OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data
Control page

1. Enter or verify the Actual Effective Date.

Select or enter the appropriate PAR Status.

(If the PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

O N O U B W N

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 7-8 as
necessary. To remove a remark select the remove row (-) button.

9. Select the OK button.
10. Select the Job Data tab.

Data Control Y_Personal Data Position Data | Compensation Data | Employment Data 1 | Employment Dal
— - EmpliD: 828789 Empl Red Nbr: 0
Data Control Find | View All = 2 L
1 Proposed Effective Date: 09222012 £
*Transaction #/ Sequence: 1 |_ Not To Exceed Date: 6y NTE # Days: -
*P| upd ind: Not Ready -“n *Authentication Date: ~ 09/23/2012 3y NFCIns: R
PP/Yr Processed: ! HCUP Status: N Q
sAction: XFR Q Reasg/Con PAR Status: HR1 Q 45t HR Authorization
*Reason Code: MRR Q Manager Request Contact: Q

HOA Code: 721 Q Reassignment

Authority (1): 9BA 2307.1(5)VRA
Authority (2): Q
PintSF62 |  PrintsFs0 | HeUP I ﬁwwm Tmdio Dot SN2 Samch
PAR Request#:
Mismatch GPFPA Website Award Address SINQ Error{s) SING Addend)
Return to Proxy/Group tab
@S.inl ) Frevious tab| =B Next tab ﬂlmt-ltsloryl w Correct Hist

Chapter 13 Figure 267: Processing A Job Reassignment — Data Control Tab
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11. On the Job Data tab, verify the position information (e.g., Business Unit,
Department, Location, etc.)

12. Select the Compensation Data tab.
13. On the Compensation Data tab, verify the Step.
14. Select the Save button.

15. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

16. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the
Compensation Data tab).
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13.17 REHIRE (USING THE BACK END)

OVERVIEW

The process for rehiring an employee is different from that of hiring a new employee. An
accession (hiring) action involves filling a vacant position with an employee that doesn’t already
exist in the system. With a rehiring action, the person being rehired already exists in the
system, as that employee has previously worked for the organization but had been separated
from the organization. The normal method for performing an accession action (i.e. creating a
new data row) will not work. To properly rehire an employee, it will be necessary to add a row
to their existing inactive record.

This action will need to be initiated, authorized, and processed by HR, via the Back End Menu.

INITIATING, AUTHORIZING, AND PROCESSING A REHIRE IN HRSS

Menu tab>Workforce Administration menu>Job Information menu>HR1 Authorization link>HR1 Authorization
page

Enter the relevant search criteria.

Select the Search button.

In the search results, select the desired employee.

On the Data Control tab, select the add a new row (+) button.
Enter the desired Actual Effective Date.

Enter the appropriate Authentication Date.

In the Action field, enter or lookup REH (Rehire).

Enter or select the appropriate Reason Code and NOA Code.

W K N @ U R W NR

Enter or lookup the legal authority in the Legal Authority (1) field.
10. Select the PAR Remarks link.
11. Enter or lookup the appropriate Remark CD.

12. Enter any necessary information in the remark rows.

Note: For additional remarks, select the add row (+) button & repeat Steps 11-12 as
necessary. To remove a remark select the remove row (-) button.
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13. Select the OK button.
14. Select the Personal Data tab.

( JobData ) PositionData | C tion Data | E tData1 | E

EmpliD: 653645 EmplRcd Nbr: 0

[z

*Actual Effective Date: Proposed Effective Date:  05/31/2012

ha 5|

*Transaction # | Sequence: Not To Exceed Date: &y NTE # Days:
*Plupd ind: NitReady ~ m *Authentication Date: £ I NFC Ins:
NFC Applied Status Mot Applicable PPIYr Processed: 1 HCUP Status:

*Action: % PAR Status: HR Q@ Processed by HR

*Reason Code: |E Q Contact: Q

9
Authority (2): Q 10
PrntsF-62 | Pintses0 |

PAR Request#:

Return to Proxy/Group tab

First [ 1 ora 0 La

HCUP Impact Award Data Tracking Data  SINQ Search

Mismatch GPPAWebsite Award Address  SINQ Error(s)  SINQ Addendum|

Chapter 13 Figure 268: Data Control Tab — Rehire Action

15. On the Personal Data tab, verify the new hire’s Name, Gender, and Date of Birth.

16. Verify the new hire’s Citizenship Status.

17. Select the Veterans Info link.

18. On the Veterans Info page, verify the new hire’s Veterans Status.
19. Select the OK button.

20. On the Personal Data tab, verify the new hire’s National ID.

21. Select the Job Data tab.

JobData | Position Data ) Compensation Data ) EmploymeniData 1 ) EmploymeniData 2 | [¥)

( Data Contol | Personal Data [y
—_ 21

Empl Rcd#:

0

Personal Data Find | View All First

Effective Date: Transaction® /Seq PAR Status: Processed by HR
Action Type: NOA Code: Empl Status:  Aclive
Prefix: [ - - _m
First: Ebonye Middle: Michelle
Last: Aitch
Name: Aitch Ebonye Michelle o
“Country: USA Q  United States <= -.m
Gender: Male 9 female Citizenship: 1 Q  US clzen
Draft Status: e
[Date of Birth: 070411950 [i) Race and Ethnicity-Disability

Date of Death: Date Entitied to Medicare: 69
17
AdGiBithinfo  Malling Address  Personal Phone Maritalinfo  Education Details  E-mail Info

Country: USA Q *TypeDescription: PR - I National ID: #—m

Chapter 13 Figure 269: Personal Data Tab — Rehire Action
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22. On the Job Data tab, enter the new hire’s Position #.
23. (Optional): Enter the appropriate code in the Transferred From Agency field.
24. Select the Benefits/FEHB Data link.

25. On the Benefits/FEHB Data page, verify the new hire’s Benefits Program, FEHB
Eligibility, and FEHB Coverage.

26. Select the OK button.
27. On the Job Data tab, Select the FEGLI/Retirement Data/FICA link.
28. On the FEGLI/Retirement Data/FICA page, verify the following fields:
a. FEGLI Code.
b. Retirement Plan.
c. FERS Coverage.
d. Previous Retirement Coverage.
e. Annuitant Indicator.
29. Select the OK button.
30. Select the Position Data tab.

[ DataControl ) PersonalData ) Job Data Position Datagd” Compensation Data | EmploymentData1 ', [¥)
. S — EmplID: 653645 30 EmplRcd#: 0
Find | ViewAll  First Ji0a 0 Last
Effective Date: Transaction# /Seq PAR Status: Processed by HR =
Action Type: @ NOA Code: Empl Status:  Active
| Position: Refresh | 65675168 Q| GS-0201-14 Human Resources Specialist Position Management Record
*Job Code: 010495 GS-0201-14 Human Resources Specialist L Position Override
Classification Action Code Q
*Agency: TR Department of the Treasury Transferred From Agency:
*Sub-Agency: |91 Departmental Offices Transferred To Agency:
*Business Unit: |DO001 Departmental Offices
“Department:  |D0934010 OFC OF HUMAN RESOURCES FOR DO
*Location: 11992 L STREET BUILDING Departmental Hierarchy
Tax Location: Q Detail
Return to Proxy/Group 1ab

Chapter 13 Figure 270: Job Data Tab — Rehire Action
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31. On the Position Data tab, verify the position information.
32. Select the appropriate Appointment Type.
33. Select the Compensation Data tab.

34. On the Compensation Data tab, verify the Pay Rate Determinant, Pay Basis, and Pay
Plan/Table/Grade.

35. Select the Employment Data 1 tab.

36. On the Employment Data 1 tab, verify the Service Computation Dates.
37. Select the Employment Data 2 tab.

38. On the Employment Data 2 tab, verify the new hire’s Tenure status.

39. (If Career Conditional): Verify the probationary period on the Probation Details page
via the Probation Details link.

40. Select the NFC Data 1 tab.

41. On the NFC Data 1 tab, select the appropriate TSP Eligibility.
42. Verify the Annual Leave Category and Leave Earning Status.
43. Verify the COLA (Cost of Living Adjustment).

44. Select the Data Control tab.

|_Data Controg Personal Data j* JobData ) Position Data )" Compensation Data ) EmploymentData1 ', [)

Find|ViewAll  First ) 1 ors L:

R EmpliD: 653645 EmplRecd#: 0
Effective Data: 09/24/2012 Trans #/ Seq #: ! WIP Status: Processed by HR
Action: NOA Code: Empl Status:  Active
Previous Sub-Agency: Q
Retained Occup Func: Q Special Employee Pay Code: 00 Q&
*Retained Occup Series: |200C LI Coverage Amount: ITSP Eligibility: 9

Annual Leave 45-Day Ind Leave Earning Status: v
O y ,| QI

| Annual Leave Category: 8 2

Recruitment/Student Loan Amount:
Salary Share Code: 0 Q

Relocation Amount:
ICOLNPostDiﬂerentiaI: 0 QHE

Military Pay Rate for Offset:

Wage Board Shift Rate: Q
Code: Q
Amount:

Law School: Q

Chapter 13 Figure 271: NFC Data 1 Tab — Rehire Action
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45. On the Data Control tab, enter or lookup the appropriate PAR Status.
46. (If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
47. Select the Save button.

48. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

49. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the Data
Control tab).
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RETIREMENT

OVERVIEW

An employee may initiate a retirement action if he or she is planning to retire within the next
30-60 days. This document may be initiated via ESS or MSS, and will then be approved and
processed via HRSS. The steps for initiating a Retirement via ESS are presented in the ESS
Actions section. This section focuses primarily on MSS and HRSS functionality.

To initiate, authorize, and process a Retirement:

INITIATING A RETIREMENT IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1.
2.
3.

Select the Retirement link.
On the Retirement page, select the appropriate Action Reason.
Enter or select the Proposed Effective Date.

In the Comments/Instructions field, enter the Name and Phone Number who can
be contacted for this action (e.g., your name).

Enter or lookup the appropriate Authorizer.

Select the Submit button. (A confirmation message will display. Select the OK button
to return to your Home Page.)
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B

| Action Reason: Voluntary Retirement
Proposed Effective Date 10212012 W (movadiyyyy
Comments/instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

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

©® Human Resources

Role Employee or Group Name
Requesting Manager Margarettsville, David J
©) First Authorizer Q
© second Authorizer Q
© Third Authorizer _ Q
<

g

Submit ‘ra Back

Chapter 13 Figure 272: The Initiate A Retirement Action Form
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AUTHORIZING & PROCESSING A RETIREMENT IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Retirement Action link>Data Control tab
OR

Group Worklist: Proxy/Group tab>Group Worklists pagelet>Group Worklist for: link>Retirement Action
link>Data Control tab

1. Enter or verify the Actual Effective Date.

Enter or verify the Authentication Date.

Select or enter the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

O N O U B W N

On the PAR Remarks page, enter the retiree’s Forwarding Address. In the
appropriate remark row.

9. Select the OK button.
10. Select the Job Data tab.

| Data Control {_ Personal Data | gfiob Data | Position Data '} Compensation Data_j” Employment Data 1 } EmploymentData2 ' [»
EmpliD: 200555 Empl Rcd Nbr: 0

Martelle,Christopher H

Data Control Find | View All First [4] 1 oraa B Last
I *Actual Effective Date: 09/23/2012 H Proposed Effective Date:  09/23/2012 FHE
*Transaction #/ Sequence: 1 1 q‘ﬂm To Exceed Date: 2y NTE # Days:
|:pLupd ing; Not Ready '* *Authentication Date: 091232012 E|  NfCins: Q
NFC Applied Status Mot Applicable PIYT Processed: 1 HCUP Status: Q

*Action: RET & Retirement NI |ﬂiﬁ319¢|

*Reason Code: INV Q@ In Lieu of Ivoluntary | Contact: Q

Action

NOACode: 304 Q. RetirementILIA

I Authority (1): %
Authority (2): Q 7
Print SF-52 | | HCUP Impact Award Data Tracking Data SINQ Search
PAR Request#:
Mismatch GPPAWebsite Award Address  SINQ Error(s) SINQ Addendum

Return to Proxy/Group tab
B save | & | & extta | ) nclude History | =

Chapter 13 Figure 273: Retirement Action — Data Control Tab
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18.
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23.

24.
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On the Job Data tab, verify that the Transferred To Agency field is correct (i.e., 5A —
Retirement).

Enter the appropriate Classification Action Code.
Select the Benefits/FEHB link.

On the Benefits/FEHB Data page, enter the Project Sick Leave Usage Dt if
applicable.

Select the OK button.
Select the Employment Data 2 tab.
Select the Non Pay Data link.
On the Non Pay Data page, verify the Last Date Worked.
Select the OK button.
Select the NFC Data 1 tab.
On the NFC Data 1 tab, enter or lookup the Leave Earning Status.
Select the NFC Data 2 tab.
On the NFC Data 2 page, verify the information in the following fields:
a. Deduction Refund Received
b. Military Retired Pay Recipient
c. Military Waiver Received
d. Life Insurance Reduction

Select the Save button.

(4] / Position Data | Compensation Data ; EmploymentData 1 | EmploymentData2 | NFCData1 | NFC Data 2 \_Calcs &Edits |

Find|ViewAll  First ) 1 ora3 ) Last
FE=
Martelle Christopher H EmpliD: 200555 EmpliRcd#: 0
Effective Date:  09/23/2012 Trans #/ Seq #: 1 1 WIP Status: Initiated
Action: NOA Code: 304 Retirement-ILIA Empl Status: Retired

N @
N Q

N Q

Deduction Refund Received ¥ Survivor Election
= - : ["] Post-56 Military Deposit
Military Retired Pay Recipient i)
| Part Time, After April 7, 1986

Military Waiver Received - i .
| Administrative Fees

0 C Life Insurance Reduction "] FERS Disability/S SA Benefits

Return to Proxy/Group tab

I )] Savel @) Previous tab | = Next tab Z) Include History

Chapter 13 Figure 274: Retirement Action - NFC Data 2 Tab
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25. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

26. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the NFC Data
2 tab).

13.19 RETURN TO DUTY

OVERVIEW

A Return to Duty action is one in which an employee returns to their position following a leave
of absence (e.g., return from Leave Without Pay [LWOP] or Suspension/Furlough [REC]). While
the reason for the leave of absence may vary, the steps for initiating, approving, and processing
a return to duty action are the same. A return to duty may be initiated via MSS or HRSS, and will
then be approved and processed via HRSS.

To initiate, authorize, and process a separation:

INITIATING A RETURN TO DUTY ACTION IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet>Return to Duty
(LWOP or Other) link>Return to Duty page

1. Select the appropriate Action Reason.
2. Enter or select the Proposed Effective Date.

3. In the Comments/Instructions field, enter the Name and Phone Number who can
be contacted for this action (e.g., your name).

4. Enter or lookup the appropriate Authorizer.

5. Select the Submit button. (A confirmation message will display. Select the OK button
to return to your Home Page.)

Tell Me IMore about this action

Action Reason:
Proposed Effective Date 100072012 B (mmid

o

Comments/instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

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

Role Employee or Group Name

Requesting Manager Marmet,David J

@ First Authorizer

© second Authorizer

R PP
6

© Third Authorizer

©) Human Resources

Submit Back |

Chapter 13 Figure 275: Return to Duty — MSS Request
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AUTHORIZING & PROCESSING A RETURN TO DUTY ACTION IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Return to Duty Action link>Data Control tab

OR

Group Worklist: Proxy/Group tab>Group Worklists pagelet>Group Worklist for: link>Return to Duty Action

link>Data Control tab

1. Enter or select the Actual Effective Date.

Select or enter the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

O N O U B W N

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 7-8 as
necessary. To remove a remark select the remove row (-) button.

9. Select the OK button.
10. Select the NFC Data 1 tab.

Data Control Find | View All First [« 10140 Las
|"Actual Effective Date: 0513112012 H Proposed Effective Date:  05/31/2012 5
*Transaction #/ Sequence: 1 Not To Exceed Date: o NTE # Days:
L-eLupding: Not Reaﬂi’ﬂ—a *Authentication Date: 0513172012 ) NECIns: Q
NFC Applied Status Not Applicable PPIYr Processed: 1 HCUP Status:
*Action: REC Q' RTD Recall INI_Q_initiated |
*Reason Code: REC Q_ Recall from Q
Suspension/Layoff
I Authority (1): %
Authority (2): Q
6
PrintSF52 |  PrintsF50 | .
HCUP Impact | PAR Remarks] Award Data Tracking Data SINQ Search
PAR Request#:
Mismatch GPPA Website Award Address SINQ Error(s) SING Addendum

Chapter 13 Figure 276: Return to Duty — Data Control Tab

11. On the NFC Data 1 tab, enter the Leave Earning Status.
12. Select the Save button.

13. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the

next HR Authorizer.

14. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the NFC Data

1 tab).
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13.20 SUSPENSION

OVERVIEW

A Suspension action is one in which an employee is temporarily placed on unpaid leave for
disciplinary reasons. While the disciplinary reasons for, and length of, a suspension can vary,
the steps for initiating and processing such an action are the same. A suspension is initiated via
MSS and then authorized and processed via HRSS.

To initiate, authorize, and process a suspension:

INITIATING A SUSPENSION IN MSS

Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet>Suspension
link>Suspension page

1. Select the Type of Suspension.
Enter or select the Proposed Effective Date.
(Optional) Enter or select the Proposed Not To Exceed Date.

2
3
4. In the Comments/Instructions field, enter your Name and Phone Number.
5. Enter or lookup the appropriate HR Authorizer.

6

Select the Submit button. (A confirmation message will display. Select the OK button
to return to your Home Page.)

Tell Me More aboutthis action

Action Reason: Disciplinary Action n
Type of Suspension:

-

10/07/2012

roposed Effective Date: m/ddlyyyy)
roposed Not To Exceed Date: iﬂl—&mfdd:‘ym) A
Comments/instructions: b

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

Contact David J Marmet at 202/622-1813. A

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

Role Employee or Group Name

Requesting Manager Marmet,David J
@) First Authorizer Bandirma,Marc W Q
© Second Authorizer Q
© Third Authorizer Q
©) Human Resources

I Submit aﬂa Back

Chapter 13 Figure 277: Suspension — MSS Request

Table of Contents December 11, 2012 Page 262 of 277




HR Connect User Guide

AUTHORIZING AND PROCESSING A SUSPENSION IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Suspension Action link>Data Control tab
OR

Group Worklist: Proxy/Group tab>Group Worklists pagelet>Group Worklist for: link>Suspension Action
link>Data Control tab

1. Enter or select the Actual Effective Date.

2. (If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Select the appropriate PAR Status.

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

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

O N o U B W

Enter any necessary information in the remark rows.

Note: For additional Remarks, select the add row (+) button & repeat Steps 7-8 as
necessary. To remove a remark select the remove row (-) button.

9. Select the OK button.
10. Select the NFC Data 1 tab.

{ Data Control {_Personal Data | JobData ) Position Data ) Compensation Data_}_ EmploymentData 1 ) EmploymentData 2 |\ [,

EmpliD: Empl Rcd Nbr: 0

Find|ViewAll  First 4] 1 or3s B Last

| *Actual Effective Date: M Proposed Effective Date:  05/29/2010 HE

.
*Transaction #/ Sequence: Not To Exceed Date: ey NTE # Days:
|*P1 upd ind: Not Ready *Authentication Date: B NFC Ins: Q
NFC Applied Status Not Applicable PP/Yr Processed: I HCUP Status:
*Action: Q nga Status: HR1 & 1stHR Authorization |
*Reason Code: Q Contact: Q
NOA Code: Q
Authority (1): Q
Authority (2): Q
6
Print SF-52 | | .
HCUP Impact Award Data Tracking Data SINQ Search
PAR Request#:
Mismatch GPPA Website Award Address  SINQ Error(s) SINQ Addendum
@ save | A Retur to Search | 1 | +8 NextinList | | @ Next tab | )= | & correct History

Chapter 13 Figure 278: Suspension Action — Data Control Tab
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11. On the NFC Data 1 tab, enter the Leave Earning Status.
12. Select the Save button.

13. (If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

14. (If PAR Status = HR1-HR3): Select the OK button. (This will take you to the NFC
Data 1 tab).
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13.21 TERMINATION OF TEMPORARY PROMOTION/DETAIL
OVERVIEW

A Termination of Temporary Promotion or Detail action is performed when a temporary
promotion or detail ends prior to the originally anticipated end date. This action may be
initiated by an MSS or HRSS user, but requires processing by an HRSS user. This section
demonstrates the procedure for ending a Temporary Promotion or Detail. Since the procedure
for both actions is the same, this section uses Temporary Promotion as an example.

To initiate, authorize, and process a Termination of Temporary Promotion OR Detail action:
INITIATING A TERMINATION OF TEMPORARY PROMOTION OR DETAIL INMSS
Manager tab>People and Positions pagelet>Employee Name link>Personnel Actions pagelet

1. Select the Termination of Temporary Promotion link (or Termination of Detail link).

2. On the Termination of Temporary Promotion page (or Termination of Detail page),
enter or select the Proposed Effective Date.

3. In the Comments/Instructions field, enter the Name and Phone Number of an
individual who can be contacted for this action (e.g., your name).

4. Enter or lookup the appropriate Authorizer.

5. Select the Submit button. (A confirmation message will display. Select the OK button
to return to your Home Page.)

Tell Me More  about this action
Action Reason: Termination of Temp Promo

Proposed Effective Date dd:‘yyw)

Comments/Instructions:

Please provide the name and phone number of a person that HR may contact if they have any
questions. You may also use this space to provide any additional information.

-

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

Role Employee or Group Name

Requesting Manager Margarettsville,David J f
() First Authorizer Q

(©) Second Authorizer Q

) Third Authorizer Q

(@ Human Resources

I Submit qa Back

Chapter 13 Figure 279: Termination Of Temporary Promotion Page
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PROCESSING A TERMINATION OF TEMPORARY PROMOTION IN HRSS

Individual Worklist: HR tab>Worklist pagelet>Personnel Action link>Data Control tab

OR

Group Worklist: Proxy/Group tab>Group Worklist pagelet>Group Worklist link>Personnel Action link>Data

Control tab
1.
2.

O N o U B W

Verify the Actual Effective Date.

Enter or lookup the appropriate PAR Status.

(If PAR Status = HR): In the Pl upd ind dropdown menu, select Ready.
Verify that the Action, Reason Code, and NOA Code fields are correct.
Enter or lookup the legal authority in the Authority (1) field.

Select the PAR Remarks link.

Enter or lookup the appropriate Remark CD.

Enter any necessary information in the remark rows.

Note: For additional remarks, select the add row (+) button & repeat Steps 7-8 as
necessary. To remove a remark select the remove row (-) button.

9.

10.
11.
12.
13.

14.

Select the OK button.

Select Job Data tab.

On the Job Data tab, enter or lookup the appropriate Classification Action Code.
Select the Save button.

(If PAR Status = HR1-HR3): On the Route to Next Empl ID page, enter or lookup the
next HR Authorizer.

(If PAR Status = HR1-HR3): Select the OK button. (This will take you to the Job Data
tab).
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CHAPTER 14: REPORTING

14.1 OVERVIEW

In HR Connect, it is possible to generate a variety reports. Access to reports is dependent on

your role within the system. These reports are divided into three sections based on whether
they are unique to MSS Users (Unique Manager Tab Reports), unique to HRSS users (Unique
HR Tab Reports), and reports that are available to both MSS and HRSS users (Manager & HR
Tab Shared Reports).

The purpose of this section is to provide a descriptive list of all reports available to MSS and
HRSS users in HR Connect.

14.2 MANAGER & HR TAB SHARED REPORTS

The following reports are available in both the Reports pagelet on the Manager tab and the
Bureau Reports pagelet on the HR tab:

e Emergency Contacts. View or print a tabulated list of emergency contacts for
your direct reports or all employees in your immediate organization. You may
also conduct an Emergency Contact Coordinator Search.

e NTE Date Report. The NTE (Not To Exceed) Date Report generates a list of
temporary actions with NTE dates expiring within a specified timeframe for
individual employees, all employees, or your direct reports.

e Pending Actions Report. View a tabulated list of pending actions for all
employees, individual employees, or your direct reports.

e Pending and Processed Actions. View or print the status of actions taken on an
individual employee within a specified timeframe.

e Individual Pending and Processed Awards Report. Generate a report on
individual awards granted to all employees or direct reports within a specific
timeframe.

e Group/Mass Awards. Generate a report on group/mass awards granted to
employees within a range of effective dates. This report differs slightly across
tabs, as the Manager’s report is titled Group/Mass Pending and Processed
Awards and includes filters by award type for all employees or direct reports.

The following report is available in both the Manager Tools pagelet on the Manager tab and
the HR Documents pagelet on the HR tab:

e Print Position Description. View or print a report of characteristics (e.g., Grade,
Pay Basis, Major Duties, etc.) associated with a Position Description/Job Code.
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14.3 UNIQUE MANAGER TAB REPORTS

The following reports are only available in the Reports pagelet on the Manager tab.

Alphabetical Roster. View a roster of your direct reports or all employees in your
immediate organization including the employee’s Name, Title, Pay Plan, Salary,
Grade Date, Service Date, and Organization.

Birthday Report. View a tabulated list of birthdays for your direct reports or all
employees in your immediate organization. The report may be filtered to include
only birthday’s within a given month.

Employee Leave Report. View or print a tabulated list of leave balances (e.g.,
Sick Leave, Time Off Balance, etc.) for your direct reports or all employee’s in
your immediate organization.

Employee Location Report. View a tabulated list of addresses, linked to a list of
employee’s at that given location, for your direct reports or all employees in
your immediate organization. The report may be filtered to include only
employees at a given location.

Performance Appraisal Summary Report. View a tabulated list of performance
appraisal results (i.e., Review Period, Last Performance Appraisal, OPM Rating,
and Due Date) attributed to your direct reports or all employees within your
immediate organization.

Recruitment Requests Pending Manager Review. View the status of pending
requisition requests matching given search criteria (i.e., Request #, Official
Position Title, Occupational Series, Pay Plan, and/or Salary Grade).

Financial Disclosure Report. View the status of financial disclosure forms for
your direct reports or all employees within your immediate organization.

14.4 UNIQUE HR TAB REPORTS

The following reports are only available in the Reports pagelet on the HR tab:

Duplicate Actions Report. Generate a report of all actions taken within a given
timeframe with the same NOA (Nature of Action) Code. This report may also be
filtered by Organization and Personnel Office ID.

HCUP On Hold Report. View or print a tabulated list of all HCUP packages that
match given search criteria (i.e., EPIC User ID, Pay Period, Pay Year, HCUP
Package Status, On Hold Reason, Employee ID, and Employee’s First and Last
Name).

HCUP Status Report. View or print a tabulated list of HCUP Packages Summaries,
Underlying PAR Actions, Future PAR Actions Not Updated by HCUP, and/or HCUP
Packages Needing Review. This report may be filtered based on given search
criteria (i.e., EPIC User ID, Pay Period, Pay Year, HCUP Package Status, On Hold
Reason, Employee ID, and Employee’s First and Last Name).

Pl Auto Action Error Report. Generate a report of inbound interface actions that
were NOT inserted into HR Connect within a given timeframe. This report may
be filtered by POI office.
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e Pl Auto Action Insert Report. Generate a report of inbound interface actions
that were inserted into HR Connect within a given timeframe. This report may be
filtered by POI office.

e Pl Auto N Action Report. Generate a report of all inbound payroll interface
actions requiring manual modification (NFC Insert Indicator = N) within a given
timeframe. This report may be filtered by POI office.

e Pl Auto Action Report. Generate a report of all inbound payroll interface actions
within a given timeframe. This report may be filtered by POI office.

e Pl Pay Document Report. Generate a report of all inbound payroll interface pay
document transaction errors within a given timeframe. This report may be
filtered by POI office.

e SF-50 Notification Error Report. Generate a report of all existing SF-50
(Notification of Personnel Action) errors. This report may be filtered by POI
office.

e SINQ Document Type Count Rpt. Generate a report on the number of SINQ
errors per document type within a given timeframe. This report may be sorted
by sub-agency, POI, and document type.

e SINQ Error Message Count Rpt. Generate a report on the number of unique
error messages per document type within a given timeframe. This report may be
sorted by sub-agency, POI, document type, and error code.

e SINQ Summary by User ID Rpt. Generate a report of SINQ errors by User ID
within a given timeframe. This report may be sorted by sub-agency, POI, and
document type.
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