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Objectives

At the end of this lesson, you will be able to:

« Navigate through different screens of a PAR
action

« Understand how edits work

* Understand the Match process

* Process PAR actions

* Route actions

« Approve actions

» Use the Correct History Mode (Red Pencil)

 Validate actions
« Explain interfaces between systems
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Personnel Actions

* Where do PARSs come from?

* Where do you go to retrieve PARS?
T

§ * What is your job as a HR professional
| working a PAR?

} - What reference materials are available
to assist HR Professionals with
processing personnel actions?
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Reference Materials

 GPPA — Guide to Processing

Personnel Actions
D7
= >

S * HR Connect User’'s Manual D\'G\

? e Job Alds
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PAR Screens

Let's review each PAR page.
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Data Control Page
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Mew Window

[ DataControl | Personal Data | JobData | Position Data | Compensation Data | EmploymentData 1 | Employment Data2 | [V

hutual Evelyn EmpliD:

Data Control

34457

EmplRcdNbr: 0

I12-’18-’2EI11

*Transaction #/ Sequence: I_1 I_’I

IF'r-:u::essed TI

| Dl-Aliatch =l

NOA Code: 803 Change in Non-CPDF Data

*Actual Effective Date:

*Pl upd ind:

HFC Applied Status

*Action: Data Chg

*Reason Code: Management Action

First E 1 of 31 o Last
[=]

Find | View All

Proposed Effective Date:  12/18/2011

I—
I12-’18-’2[I11

Hot To Exceed Date:

NTE # Days: I
NFC Ins: I_

*Authentication Date:

PP/Yr Processed: 2612011 HCUP Status:l_
PAR Status: |HH Processed by HR
Contact: I Q

Element

Authority (1) I I

Authority (2) I I

PrintsF52 | | FrnisFs0 |

HCUP Impact PAR Bemarks

Award Data SING Search

Tracking Data

PAR Request#:

Mismatch

GPPAWebsite Award Address  SING Error(s)  SING Addendum




Data Control Page (cont.)”
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Mew Window

[ DataControl | Personal Data | JobData | Position Data | Compensation Data | EmploymentData 1 | Employment Data2 | [V

hutual Evelyn EmpliD:

Data Control

34457

EmplRcdNbr: 0

I12-’1S-’2El11

*Transaction #/ Sequence: I_1 I_’I

IF'r-:-:esse-j TI

| Dl-Aliatch =l

NOA Code: 803 Change in Non-CPDF Data

*Actual Effective Date:

*Pl upd ind:

HFC Applied Status
*Action: Data Chg

*Reason Code: Management Action

First E 1 of 31 o Last
[=]

Find | View All

Proposed Effective Date:  12/18/2011

I—
I12-’18-’2El11

Hot To Exceed Date:

NTE # Days: I
NFC Ins: I_

*Authentication Date:

PP/Yr Processed: 2612011 HCUP Status:l_
PAR Status: |HF’- Processed by HR
Contact: I Q

Element

Authority (1) I I

Authority (2) I I

PrintsF52 | | FrnisFs0 |

HCUP Impact PAR Bemarks

Award Data Tracking Data SING Search

PAR Request#:

Mismatch

GPPAWebsite Award Address  SING Error(s)  SING Addendum




Personal Data
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{ Data Control | Personal Data % JobData | Position Data | Compensation Data | Employment Data1 | Employment Data 2 ' [b)

hutual BEvelyn

3445487 EmplRcdNbr: 0

Personal Data

Effective Date: 12/18/2011

Action Type: Data Change NOA Code:

Prefix: I Ms j'

Transaction® /Seq 1 1

First: |

Last: |

Hame:; Dubach,Penny

Gender: T Male Female
Draft Status: I j

*Date of Birth: |0 1/27/1968

Date of Death: I

Addl Birth Info Mailing Address Personal Phone

Find | ViewAll  First [ 4 or 21 B Last
[=]
PAR Status: Frocessed by HR
gp3 Changein MNon- Empl Status:  Active
CPOF Data
Middle:
>
*Country: IUS-"% 2, United States
Citizenship: [17 U.S. citizen
Race and Ethnicity-Disakility
Date Entitled to Medicare: | =)
Yeterans Info Iarital Info Education Details E-mail Info

Country: IUS-"% Q

*Type/Description: I FR :I'

Hational [D:
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Job Data

/ Data Control | PersonalData | JobData Y Position Data | Compensation Data | Employment Data 1 ' [¥)

Mutual, Evelyn Emplil: 34557 EmplRcdNbr: 0

Find|ViewAll  First (4] 1 or31 B L ast
Effective Date: 12M18/2011 Transaction# /Seq 1 1 PAR Status:  Processed by HR =
Action Type:  Data Change NOA Code: g3 Changein Non- Empl Status:  Active
Position: | Refresh “— G2-0203-08  Human RESEUF;SEFS?:.?:;SHM [T Position Management Record
+ Job Code: W G5-0203-08  Human Resources Assistant | Position Override

Classification Action Code I_

*Agency: ITH Department of the Treasury Transferred From Agency: I

*Sub-Agency: IE': Internal Revenue Senice Transferred To Agency: I

*Business Unit: [RS01 Internal Revenue Service Benefits/FEHE Data
*Department: |1 100013102 EAR UNIT 2 FEGLIRetirement/FICA
*Location: II-JTI:”:IEIS IRS SERVICE CEMTER - OCDEMN Departmental Hierarchy

Tax Location: | Q Detail
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Position Data

/ Data Control | Personal Data | JobData | Position Data | Compensation Data | Employment Data1 ' [M)

mMutual Evelyn EmpliD: 34557 EmplRcd Hbr: 1
Find | View All First (4] 1 or31 B Last
Effective Date: 12/18/2011 Transaction# (Seq 1 1 PAR Status: FProcessed by HR FE]
Action Type:  Data Change NOA Code: gg3 Changein Non- Empl Status:  Active
CPDF Data

LEO Position: [0t Applicable =] ¥ SF-113G Ceiling *Regular Shift: | Mot Applicable |
*POI; [2771 IRS BRKHVN PERS OFF-SBISE W&l Rate /Factor: | |
*Pay Group: BW3 Biweekly Salary Payrall
Pay Frequency.  Biweekly Holiday Schedule: |FHL FED Holiday Schedule

Type Appt: |IZI1-C-3|11|3-Career.SES-Career j
“Employee Type: IE_ Salaried Posn Occupied: | 1-Competitive =]
Employee Classification: *Work Schedule: IF'F"'”T”“E =l
*Reg."remp: HEQU'EF j *FLSA Status: IrIJIjI-IE':‘-'EI-I-Il:It j

Supervisor Level:  2-4ll Other Positions

StandardHDurs:l 40,000 fTE: |1-':":":":":":'




Compensation Data
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| Data Control | PersonalData | JobData | Position Data | Compensation Data | EmploymentData 1 ' [¥)

mutual, Evelyn

EmpliD:

345457 Empl Rcd Nbr: ()
First El 1 of 31 O Last

Find | View All

Compensation Data

Effective Date: 12M8/2011

Transaction# /Seq 1 1

[+ [=]

PAR Status: Frocessed by HR

Action Type: Data Change NOA Code: go3 Change in Non- Empl Status:  Active
CPDF Data
*Pay Rate Determinant: |':"Ff'3£iU|3f Rate j *Pay Basis: IF'er Annum vI
*Pay Plan! Table!Grade: |'EiS |':”:“:”:' |':'E‘ Step: I_E‘
Rtnd PP/Table/Grade: | [ | step: | 0 Grade Entry Date: [05/27/2007
Base Pay:. Compensation Frequency: Annual

Loc/LEQ Adjust:

Adjusted Base Pay: | 8
| 52,981.00

Total Pay:

Dther Pay Information

Expected Pay

e

Annuity Offset Amount:

[T Override

Accounting Info
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Employment Data 1

| Data Control | Personal Data | JobData | Position Data | Compensation Data | EmploymentData1 ' [¥)
mutual, Evelyn

Employment Data 1

Emplily:  34A857 Empl Rcd Nbr: ()

Find | View All First (4] 1 o231 B Last
Transaction# /Seq 1 1 PAR Status: FProcessed by HR =]

Effective Date: 12M8/2011

Action Type:  Data Change NOA Code: gp3 Changein Mon- Empl Status:  Active

CPDF Data
EODDt  |01/031989 [ pire NTE DE: | ] Mand Retire Dt: | [ ExpDates
Rehire Dt Separation Dt: Mext Review Dt I El Appt Data
*Leave: |112?1988 m Retire: |112?1988
RIF: |11-'2?-'1E!BE= TSP: I'I'I-‘E?-"IE!E:E
LEC: I Sev Pay: I E‘j

Career Tenure Start Date: I
Career Conv Date: I E‘J

WGI Status: |Waiting j Non-Pay Hours 0.00

WGl

WGl Due Date: IDEHEJ’ED‘M [34) SCDAWGE

0512212011

Intermittent Days Worked: I 0
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Employment Data 2

(4] / Position Data | Compensation Data | Employment Data 1 | Employment Data 2 ' NFC Data 1 | NFC Data2 | Calcs &

Mutual Evelyn EmpliD: 34557 EmplRcd Nbr: 1
Employment Data 2

Find|ViewAll  First (4] 1 op2¢ B L ast

[=]
Effective Date:  12/18/2011 Transaction# /Seq 1 PAR Status:  Processed by
HR
Action Type:  Data Change NOA Code: gpz Changein Non- Empl Status:  Active
CPDF Data
Bargaining Unit: IBBEE Maon-Bargaining Unit

Union Code: I
Union Anniversary I—
Date:;

Pay Plan/Grade: I_O\ I_ Compl/Area Level; I_ I_ Eeg-m Date
Expires Date; I
RIF Series: | Q

Probation Details Mon Pay Data Financial Disclasure
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NFC Data 1

(4] / Position Data |/ Compensation Data | Employment Data 1  EmploymentData2 § NFCData1 { NFCData2 |

NFC Data 1

Find | View All

Mutual Evelyn

Effective Data:
Action:

12M18/2011

Previous Sub-Agency: I
Retained Occup Func: I':":'
Retained Occup Series: I':":":":'

Annual Leave Category: IB_ Q
o

COLA/Post Differential: I':'_

Wage Board Shift Rate:; I

Salary Share Code:

[ &

Law School:

HOA Code: gp3 Change in Mon-

EmpliD: EmplRcid Nbr: 0

34447

WIP Status:
Empl Status:

Trans #/ Seq #: H A1 Processed by HR

Active
CPDF Data

Special Employee Pay Code: |00
LI Coverage Amaount: I TSP Eligibility: IQ_Q

Leave Earning Status:; |T_

—
—
—

™ Annual Leave 45-Day Ind
Recruitment/Student Loan Amount:

Relocation Amount:

Military Pay Rate for Offset.

Code: I_ Q

Amount: I
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NFC Data 2

(4] / Position Data | Compensation Data | Employment Data 1 ' EmploymentData2 | NFCData1 | NFCData2

NFC Data 2 Find|viewAll  First [*] 4 o534 I Last
[=]
Mutual BEvelyn EmplD: 34557 EmplRcdNbr: 0
Effective Date:  12M18/2011 Trans # | Seq # 101 WIP 5tatus: Processed by HR
Action: NOA Code: g9p3  ©hangeinMNon- Empl Status: Active
CFDF Data
IT Deduction Refund Received I~ Surviver Election

. . - ™ Post-56 Military Deposit
L Military Retired Pay Recipient

I~ part Time, After April 7, 1986

m Military Waiver Received M Administrative E
mimstratvye regs

| Life Insurance Reduction I FERS Disability/SSA Benefits
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Calcs & Edits

(4] / Position Data |/ Compensation Data | EmploymentData 1 ' Employment Data2 | NFCData1 ' NFCData2 Y Calcs & Edits Y

mMutual Evelyn EmpliD: 34557 EmplRcd Nbr: 0

Data Control Find | View All

Effective Date: 12/18/2011 Transaction# /Seq 1 1 PAR Status: Processed by HR

ActionType:  Data Change NOA Code: 903 Change inNon- Empl Status:  Active
CPDF Data

Find|View Al | 88 First [ 1 o1 [¥] Last

Message




System Edits
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System Edits

Why have edits been added to HRC?

—To enforce data standards
—To reduce or prevent SINQ errors

—In preparation for HR Connect to become
the System of Record for HR data



System Edits
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When will edits fire?

—When PAR Status Is changed from one
status to another and the SAVE button Is
selected

—When current, future, historical or
correction (002) row Is inserted in ANY
PAR Status and the SAVE button is
selected



System Edits

When won’t edits fire?

—When updating an existing PAR already In
HR or COR status

—When updating an existing pending action
and PAR Status is NOT changed

—When processing cancellations (001)

—When routing actions through Manager Self
Service (MSS)




System Edits

Soft or Hard Edits?

—-Soft (Warninq):

When PAR Status Is changed to HR1,
HR2, HR3, COR1, COR2, or COR3

—Hard (Error):

When PAR status is changed to HR or
COR or PAR Is Inserted iIn HR or COR
Status




el
Soft Edits (Warnings) k

Warning — There are warnings on the following rows:
Effective Date: 2011-03-03, Transaction #5equence = 11, Row: 1 (27001 ,41)

Click on OK if you wish to SAVE the record(s).
Click on CAMCEL to transfer to the Calculations and Edits tab to review errors and correct the document.
Ok | Cancel |
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Hard Edits (Error) K

ta | Employment Data1 Y Employment Data 2 | MFC Data1 | MFC Data 2 f Cals & Edits \]
L

EmpliD; 995949 Empl Rcd=: 0

Find | View All First E 1 of 46 b Last

Microsoft Internet Explorer
There are errors on the Following rows:
i ! Effective Date: 2011-03-02, Transackion #/Sequence = 11, Row: 1 (27001,42)
odr
|— Pleaze note that the record(=] will not be saved until all errors are fixed.
N

N e
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New Calcs & Edits Page (PAR)

] / Compensation Data | EmploymentData1 | EmploymentData2 ¥ WFCDatal  NFGData2 | Cales & Edits

Emploves Lisa EmpliD: 53595 Empl Redz: 0

Find | Migw: All First E 1 of 45 b ast

Effective Date: 030252011 Transaction® Seq 1 1 PAR Status: Processed by HR
Action Type: Promotion MOA Code: 7032 Promotion MTE Empl Status:  Active

First E 1of 1 El Last

Message

[finitial MOA = 703 the Classification Action Code must be blank.

The code is required ifthe initial MOA is 3w arthe position or job caode does not equal the position or job caode an the
previous HRICOR processed row. (27001 43




—-°,7F', HHHHHHH
Edits (Non-PAR) ##1R

How do edits display on non-PAR pages?

Message from webpage

EHRI Edit #500.07.1:

If Paosition Cocupied is 3 ar 4,
Then Pay Plan musk be ES,

The PeopleCode program executed an Error staktement, which has
produced this message,

| Ik I



Field Tuning
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Field Tuning #1.:

In certain cases, where an edit indicates a field must
either be blank, zero, or allows only one value, the
system will automatically insert that value.

Example:

Edit #720.16.2 which reads: “If Nature of Action is
101, 141, 501, or 541,then Tenure must be 2.”

| With field tuning, If one of these four NOAs Iis entered,

the system will automatically assign a value of “2”

&% (Conditional) to the Tenure Tield and make it read-only so

It may not be changed.



Field Tuning (cont.)

Field Tuning #2

If the field allows multiple values, only those values the
edit says are acceptable will appear in the Lookup.

Example:

Edit #720.13.2, reads: “If Nature of Action is 100, 130,
140, 500, or 540, Then Tenure must be 1 or 2.

Tenure normally allows 4 values:
O — None 2 — Conditional
1 — Permanent 3 — Indefinite

With field tuning, if one of these 5 NOAs is entered, only
values 1 & 2 will be available in the Tenure lookup.
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Calcs & Edits Suggestions”

Work actions In sequential order

—Some edits fire against the immediately
preceding HR or COR row (based on

.« Effective Date and Effective Sequence)

—Failure to finalize actions in sequence
can result in bogus Warnings/Errors




Fixing Errors

» Determine appropriate action to take -
refer to resources If necessary

. * Click on appropriate tab(s)

1 * Make necessary changes
4 ° Click Save

* Route as necessary
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Sample Edits

NOA Edit Description Field Name Message Sing Message

703 If NOA=703,then  GVT_NFC_POS_CLSSCD If Nature of Action = 703, 599-CLASSIFICATION

Classification Action GVT_NOA_ CODE then Classification Action ACTION CODE
Code must be blank Code must be blank INVALID
N/A If the action is GVT_NFC_POS_CLSSCD If the action is 599 — CLASSIFICATION

separation (3XX), GVT_NOA CODE separation (3XX) ACTION CODE
Classification Action Classification Action INVALID

Code cannot be Code cannot be

blank. Blank

When 893, grade GRADE, STEP Step must increase 441 - NATURE OF
must = position GVT_NOA CODE and Grade mustremain  ACTION SPECIFICES A
grade, step must unchanged for NOA 893  SALARY CHANGE

increase by 1.

If series is 1811 GVT_SCD_LEO LEO SCD must not be
LEO SCD must GVT_OCC_SERIES blank when Occ Series
not be blank. Is 1811




Resources

For information on fixing these errors please
refer to:

* Personnel Input and Edit System (PINE)

- (5 CFR)

4 - PACT Data Elements ( )
¥ « PMSO Data Elements ( )

e Local Office Procedures



http://i2i.nfc.usda.gov/Publications/PINE/pine.pdf
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?sid=48bcc48d9efebc0720ed77ba8bab87ec&c=ecfr&tpl=/ecfrbrowse/Title05/5tab_02.tpl
http://www.opm.gov/feddata/gppa/gppa.asp
http://awss.web.irs.gov/ess/PPS/Redbook3-PACT_Data_Elements.pdf
http://awss.web.irs.gov/ess/PPS/Bluebook-PMSO_Data_Elements.doc

Common Errors

 If NOA = 713, grade must not equal grade on previous
row

 Career Tenure Start Date must be blank if Tenure is not
W ¢ Iftenure =0, 1 or 3, Career Tenure Start Date must be
\ zeros (unless Pay Plan = ES)

. Career Tenure Start Date must be blank if NOA i1s 100,
d 108, 115,171, 500, 508, 515 or 571

* If Job Code or Position # is changing, or action is
separation (3xx), Class Action Code cannot be blank
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Common Errors (cont.)

« Leave categories:
— Temp Appts less than 90 Days =4
—1f SCD leave < 3 yrs then 4
—f SCD Leave >3 <15 then 6
—f SCD Leave >15 then 8

— Exceptions for PP = ES or Special Pay Code =
~, 83

| » If NOA is not = to 5xx, 702, 703, 713, 721, 740, 741,
’ 800, 002, 1xx or 002 to previous NOAs, Occ Series
cannot change on the PAR

"« If Tenure = 2 and Type of Appt = 2, Career Tenure
Start Date must be present
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Common Errors (cont.)

* If Pos Supv Code = 2 or 4 the Supv/Mgr Prob required
Indication =1, 2 or 3

« If Date Military Service Retired is present, uniform
service component must be 4 or 5. If zero, cannot
have Date Military Service Retired

e If Occ Series = 2210, 0335, or 0332, Posn Sensitivity
. mustendinC

d * If Occ Series = 1811, LEO must not be N or blank

e |f tenure is 0 or 1, Probation Trial Start Date must be
blank
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Online Edits for HCUP and Mat@h'{k

Edits:
— HCUP Package is currently On-Hold

— Existing DI-Mismatch Record for employee needs
review

— HCUP package was inserted for employee that
could affect this action

Edits will fire when:

— HR saves an action in HR1, HR2, HR3, HR,
COR1, COR2, CORS3, or COR




Match Process

|

—— @ }; F_ Connect
fﬁ A ‘




Match Process

* New functionality has been implemented, on top
of existing Inbound Payroll Interface, which
currently separates applied actions dally Into
files used for processing and reports

~ « This functionality splits out actions to either a
| Match or HCUP Process as well as updates
existing programs, pages and setup data

| « Compares NFC applied actions on the inbound
to new actions and current row corrections
Initiated in HR Connec.



Match Process

The following actions go through the

Match Process:

— Those originating in HR Connect and sent to
NFC

— Those originating in HR Connect and sent to
NFC and get caught up in a HCUP Package

— NFC auto generated applied actions coming in
on the daily download file (not part of a HCUP
package)

— Current row corrections to non-exception actions
originating in EPIC




Definition of Terms

« PEPLG60 — File generated by NFC to show actions
applied that day

« Match Process — Runs against:

— Actions originating in HR Connect and sent on the
outbound interface to NFC

— NFC applied actions that come in on daily
download file from NFC (not part of a HCUP
package).

— Current row corrections to non-exception actions
originated in EPIC

— Actions originating in HR Connect and get “caught
up” in a HCUP Package,

|« 1st Level Match — First step in the Match Process

« 2"d | evel Match — Second step of the Match Process
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HR Connect Match Process (con

Mctions that Criginated in (
PE:_;D R Conmect will go through Malch Procass
The Malch Frocess
r

HRE Connact

Enter Curent/Fubure:
Mew Actions & Correciions
Positions, Joboodes,
and Payrall Docs

I'-.
A
L
1'.
Non-HCUP related
action input
PEPLED
—_— " Tsng

EFIC NFC
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HR Connect Match Process (cont)

MFC Applied
Status sat to

DiI-All Match

MNFC Applied
Status set 1o
Di-Mismatch or
Action set to
Row Mismatch

Ertar Current/Future
inli Mew Actions & Comections, Positions, Jobcodes,
HR SpE Cla||5t5 and Payrall Docs

Resolve Mismatch in HR Connect

k J

— & Resend Action to NFC*

T

HR Specialists

Resolve Mismatch In NFC ™

HR Connect

FESI
Interface

MNFC Applied
Status set to
Pending

NFC
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1st Level Match

Determines if there is a corresponding HR Connect row
for row coming in from NFC on PEPLG6O file. If not,

. mismatch information will be put on Mismatch Report
“ " and available through Mismatch link on other PARS.

| Example: Current row Change to Lower Grade entered
\ directly in NFC, action not in HR Connect

1st Level Match criteria includes:
— SSN
— 1st NOA and corresponding Auth Codes
—2nd NOA and corresponding Auth Codes
— Effective Date
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2nd level Match

—Field by field comparison of HR Connect
fields and NFC's PEPLGO0 fields

—Fields being compared are listed in the
Match column of the PAR Mapping
spreadsheet

—Discrepancies between the actions will be
listed in the Mismatch report and on the
Mismatch link within the PAR page
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# HR Connect Match Process (cont)

Mismatch Report and Processing

— Users can run a Mismatch Report or access
mismatch details from the Mismatch link on PAR
actions

— Report/Mismatch link contains field-by-field
comparison of data elements for all actions that
apply at NFC
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HR Connect Match Process (cont)

Example of Match
NFC Applied Status = DI-All Match

[ DataControl Y PersonalData /' JobData '/ PositionData | Compensation Data | Employment Data 1 | Employment Data 2 | [V

mutual Evelyn EmpliD: 34857 Empl Rcd Nbr: 0
Data Control

Find|ViewAll  First [1] 1 or31 I Last
*Actual Effective Date: |12-'1 8/201M1 Proposed Effective Date:  12/18/2011 [=]

*Transaction #! Sequence: |_1 I_1 Hot To Exceed Date: I NTE # Days: I
*P| upd ind: IPW':ESS'E':! :I' *Authentication Date: |12’13"2':'11 NFC Ins: I_

NFC Applied Status | DI-Alitateh =l PPNrProcessed: 2612011 HCUP Status: |_
*Action: P74 pata Chg PAR Status: [HR Processed by HR

*Reason Code: I”'F';- Management Action  Contact: I Q

NOA Code: 803 Change in Mon-CPDF Data Element

Authority (1) I I I
Authority (2): | | |

PrintSF-62 | | PrintsF50 |

HCUP Impact PAR FEemarks Award Data Tracking Data SIMG Search

PAR Request#:

I Mismatch GPPA Website

Award Address  SING Erroris)  SING Addendum
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HR Connect Match Process (cont)

Example of Mismatch
NFC Applied Status = DI-Mismatch

[ DataControl | PersonalData | JobData | Position Data |/ Compensation Data | Employment Data 1 ' Employment Data 2 ' [¥)

Emploge Kathy EmplD: 111111 Empl Red b 0

Find | view Al First (1] 1 of32 B Last

*Actual Effective Date: |U‘”U‘”20‘I 2 [3) Proposed Effective Date:  (1/01/2012 =

*Transaction #/ Sec|uence:|_2 I_1 Mot To Exceed Date: I‘IE’IEQ"E':"]2 &l NTE # Days: I 364
*Pl upd ind: |F'“3'3ESSEEJ =] *Authentication Date: |u1mwn12 el NFC Ins: |N_Q
HFC Applied Status Dl - Mismatch PPMTr Processed: 1 12012 HCUP Status:l_

*Action: IEKT U Extension PAR Status: IHR Q. Processed by HR
*Reason Code: [cus & Competitive Selection Contact: 222222 S Manager carol Ann
NOA Code: |?59 @ Ext of Promotion NTE
Authority {1): |N3rv1 Q, |REG 335.102/AG CITE |
Authority (21 | & | [

R R

PrintSF-52_ | Print P50 | HCUP Impact PARRemarks AwardData  TrackingData SINQ Search
PAR Request#;

I GPPA Webhsite Award Address  SING Error(s)  SIMNQ Addendum
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HR Connect Match Process (cont.

Connect

{ Data Mismatches !

ifaﬁ_ﬁ The below mismatch report shows mismatches between HR Connect and NFC on actions that have
applied to the NFC database. Mismatches include (1) row mismatches for rows that applied at NFC but
do not match a row in HR Connect and (2) data field mismatches for fields that are discrepant between
HR Connect and MFC on rows that are in both systems. Use the EMPLID link to go to the HR
Processing screen to wark the mismatch in HR Connect and re-send to NFC if needed. If a change is
required at NFC, once the change is made and applied at NFC the Match process will re-compare with
the new data. All mismatches will be re-compared nightly through the Match Process.

SetlD: IRS01
EmpliD:111111
Effdt: 2012-01-01

Effseq: 21

Data Mismatches i First [ 1-3 of 3 I Last
1st HNO&A Leg Leg Proc Proc ] , .

EmpllD Name Eff Date NOA  |Code Auth1  |Auth 2 POI ar PP Mismatch Field HRC Value NFC Value |Mismatch Reason

111111 Emploee Kathy ovozonz 0oo 769 M3M 27T 2012 1 Base Pay 64292 66301 |Data Field Mismatch

111111 Emploee Kathy 01/01/2012 ooo 769 M3M 2771 2012 1 SCD-WGI 02-JAN-11 01-JAM-12 | Data Field Mismatch

111111 Emploee Kathy 01/01/2012 ooo 769 N3M 2771 2012 1 Step 3 4 |Data Field Mismatch
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“ HR Connect Match Process (cgh'{.k)

\\

How do | correct a DI-Mismatch?

Determine where the error lies.
Error at NFC
— Current PP - Rollback action at NFC, correct
HRC and change NFC Applied Status to
Resend. The status will be changed to DlI-
AllMatch the next day.
— Later PP — Follow corrective processing
procedures
Error in HR Connect
— Correct the value in HR Connect and save (do
not send to NFC). The match process runs
each night and will update HR Connect and
change the status to DI-AllMatch.




Lock-down of Fields and Suppression of Edits

— Fields listed in “Match Lock Down” column in the PAR Mapping
spreadsheet will be locked down and un-editable when NFC
Applied Status = DI-AllMatch.

— If changes are required during the current pay period,

« Change the NFC Applied Status to Resend to unlock fields
« Make changes
« Change Pl Upd Ind to “Ready” if applicable

— If changes are required during a subsequent pay period (after
BEAR)
» Only those with appropriate permissions can unlock an action
« Once Unlocked the status will stay at “Unlock” and never reflect DI-
All Match

— Edits do not fire against locked down fields if NFC Applied
Status = DI-AllMatch.

— If new action or correction is inserted below an exception action
where NFC Applied Status = DI-AllMatch, the exception row will
be unlocked and a message and a message displayed




New Reports

Mismatch Report

Displays the results of 1st and 2" |evel
Match Process

Y Pending Actions Report

Displays Actions with current NFC Applied
Status of “Pending”
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Mismatch Report

Report Location: Workforce Administration>Job Information> Mismatch

Check this box
to send to
Report Output
and view in Excel

I an Employees {(Report Output Only)

EPIC User 1D I Q

Pay Period Applied To I "I
I j‘"

Pay Period Applied From | vI
| Q

Last Name |

Pay Year Applied From Pay Year Applied To

EmpliD

First Hame |

[~ Al POI Offices

First [ 1 or 1 (¥ Last

Enter POl to Process
POl Description
|2?53 i  OGDEMN PERSOMMEL OFFICE

add |  Delete |

Data Row Both ®

Submit |

—

Clear

Click Submit
to view report on-line

>




Connect

Mismatch Report

Click EmplID Link to Only visible to users with
navigate to employee TR_Override_Match role
records

Row Mism~.cches Find | View All First :"

[EffDate  [1stMOA |NOACode |LegAuth1 |LegAuthz |PoI Proc Year |Proc PP |MismatchType | |Override |
' o 011012012 |000 903 Z00 2758 2012 1 Row notin HRC r
01/01/2012 |000 903 Z00 2753 2012 1 Row notin HRC r
) 0110112012 |000 903 z00 2862 2012 1 Row notin HRC r
01/01/2012 |000 903 ML 2776 2012 1 Row notin HRC r

EmpliD |Name Eff Date ﬁ g{?:e k—;engh,i kulh2 POI 5:}_2? % Mismatch Field HRC Value HEC Value Mismatch Reason
01/01/2012 |000 |760 |MBM 2818|2012 1 Special Employment Pragram (i3] 00 |Data Field Mismatch

.- 01/01/2012 1000 (892 |RBM 2758 2012 1 Military Reserve Category 0 1 |Data Field Mismatch
4|y 01/01/2012 (000|760 |MBM 2818 2012 1 Special Employment Program 0o 66 |Data Field Mismatch
. 01/14/2012 |000 |881 |DPM 2818 (2012 1 GEOLOC 122541011 120790011 |Data Field Mismatch
01/01/2012 |000 |903 |Z00 2818 (2012 1 Base Pay 129517 124653 |Data Field Mismatch

| Print To Excel || Back | Save |

Click to export report data to Excel
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Pending Actions Report

Report Location: Bureau Reports pagelet on the HR home tab

Pending Actions Report

-,,..__ﬂ LIse the Pending Actions Repart to locate actions in your bureaufagency with an MFC Applied
Status value of ‘Pending”.
Fending actions are those that have been transmitted to the payroll center and not been
received in the inbound file of applied transactions or which may have applied but are in

FIMCL

Processor Emplid |

Employee Last Hame |

Employee First Hame |

™ anl POI Offices

Enter POI to Process viewAll  First [4] 1 or1 [¥] Last
POl Description
[2753 Q. OGDEN PERSONNEL OFFICE Add Delete

Submit | Cancel Clear
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Pending Actions Report

Pending Actions Report
As of Friday, Jan 13, 2012

Emplid First Name Last Name Transf Action Action Reason NOA Code PAR Status POI Pl Update ind Processor

Em
Saqé pld

12/18/2011 11 AWD TWL 345 HR 2753 P 351507

i 12/18/2011 11 PRO CIS 703 HR 2753 P 354559
1/1/2012 3l PRO CIS 703 HR 2753 P 355006

3/13/2011 11 DEM CIS 713 HR 2753 P 328764

i 12/25/2011 11 REC FUR 230 HR 2753 P 357298

. 11/6/2011 11 DTA WGA 74l COR 2753 P 326734




Demo
Mismatch

etoizardisUsed (o 15k oo ety o acoseeirs O You have completed and subrmttod the rancy
o~ action may be roued  HR1, Hr2, HR3,of

DanaConrmor

*Actual Eft. pt: B

Abentcsion bt BT ) mupdims et e
10A Code: 1017 career-cond aggt Hot To Exceed Date: &
Authority (1): QJ IR

JRCLT TS
Authory 2y, [ |

Contact: Y

I —

Tracking Data - Comments:




Demo - Data Mismatch

Scenario:

A HR professional adds a Change in Non-

. . CPDF Data Element action (903) to move an

W) employee from one organization to another.
She validates her work in HR Connect the
| following day and discovers the NFC Applied

L 4 Status = DI-Mismatch.

Where should she go to identify the Mismatch?
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Connect

Demo - Data Mismatch (cont.)

I

J( Data Control | Personal Data |

JobData | Position Data | Compensation Data | Employment Data 1 | EmploymentData2  [»)

Employee Alexander 999999

EmpliD:

Empl Rcd Nbr: 0

I'IEH 912011 [m)

*Actual Effective Date;

Proposed Effective Date:

*Transaction # | Sequence: I_‘I I_1 Not To Exceed Date:
*Pl upd ind: [Processed v *Authentication Date:

MNFC Applied Status DI - Mismatch PPNT Processed:
*Action: IHCJ\ Data Chg PAR Status:
*Reason Code: W Q Management Action Contact:

HOA Code; Iﬁq Change in Mon-CPDF Data Element

authority (1: | |

Authority (2): | Q@ |

PrintsF52 | PrintsFs0 | HCUP Impact  PAR Remarke
PAR Request#:

Find [ ViewAll  First (4 1 or50 I Last

12/19/2011

| % NTE#Days: |

[12102011 i necms: | @
2612011 HCUP Status: I_

IHR 2, Processed by HR

| Q

Award Data Tracking Data  SING Search

GPPA Website Award Address  SING Error(s)  SING Addendum
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Demo - Data Mismatch (cont.)

{ Data Mismatches \I

e The below mismatch report shows mismatches between HR Connect and NFC on actions that have
applied to the NFC database. Mismatches include (1) row mismatches for rows that applied at MFC but do
not match a row in HR Connect and (2) data field mismatches for fields that are discrepant between HR
Connect and NFC on rows that are in both systems. Use the EMPLID link to go to the HR Processing
screen to work the mismatch in HR Connect and re-send to NFC if needed. If a change is required at NFC,
once the change is made and applied at NFC the Match process will re-compare with the new data. All
mismatches will be re-compared nightly through the Match Process.

SetlD: IRS01
EmpliD: 999999
Effdt: 2011-12-19

Effseq: 11

First 4 4 or 4 L2

Data Mismatches Find |*

1st NOA  |Leg Auth Proc
EmpliD Hame Eff Date NDA Co-de POIL "r' oar Proc PP |Mismatch Field HRC Value HEC Value

9999  |Employee Alexander 12/19/2011 (000|903 | |2T58 2011 |26 |Work Schedule F|Data Field Mismatct

Cancel |

Mismatch Reason




I

— 22
FF7|

Demo - Data Mismatch (cont.)

Job Tracking Info

EmpliD: 9599999 Employee Alexander
Effective Date: 03/29/2010

Action:

Data Change

WIP Status:

Reason Code:

Empl Rod#: 0

FProcessed by HR

Management Action

First (4] 1.4 ora (¥ Last

Connect

Scroll Area

™ action Date Override

*Action Taken: 09M17/2010

WIP Sequence: 4

WIP Status:

Find

Proc by HR

Emplid: 999991 Specialist Janet
Comments: Chg from Full Time Seasconal to Full time Permanent ps a result of Mational Agreement Article 13 Section 2C. Flease direct any questions ;I
regarding this PAR action to *HCO BRK EMP MOMN COMP. j
_ . [=]
Effective Date:  08/29/2010 Transactiond# /5eq 1 1 PAR 5Status: FProcessed by HR
Action Type: Data Change NOA Code: 781 ChaginWark Empl Status:  Active

M-Mot Applicable -
| =

IE?EB

P LEQ Position:

*POL MEMFHIZ PERSOMNMEL OFFICE
A *Pay Group: BWS Biweekly Salary Payroll
Pay Frequency: Biweekly
R Type Appt:
*Employee Type: IS_ Salaried

Employee Classification:

[¥ SF_113G Ceiling

Schedule
*Regular Shift: |H-3ti.|3|3|i-:;3|3|.;

=]

Rate | Factor: |

FHL FED Huoliday Schedule

Holiday Schedule:

|D1—Cnmp—Career,SES—Career

Posn Occupied: | 1-Competitive

Ll L

*Work Schedule: |G—Fu|l Time Zeasonal
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Demo - Row Mismatch

Scenario:

A HR professional is responsible for working

the Mismatch Report. She needs to find all row

<l level mismatches in PP26 for all POls.

—Where Is the Mismatch Report located?
—Is there an easy way to get to the report?

—Is this report available to everyone?
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Demo - Row Mismatch (cont.)
Mew 8|

Search: ) J( Mismatch Search ‘|

)
> My Favorites Mismatch Report
[> ePerformance

[ Manager Self Service A . ) . )
> Recruiting R, Enter search criteria as desired to run the Mismatch Report for your bureau. Click on the

Submit button to review the results of the report. The Mismatch Report can be exported to

~ Workforce Administration
[ Personal Information Excel.
= Job Information
[ Review Job Information
[- Payroll Documents

= Hire Employee USF I Al Employees (Report Output Only)

- Hire Wizard

= HR1 Authorization EPIC User ID I Q

= HR2 Authorization

=~ HR3 Authorization Pay Period Applied From [5 = Pay Period Applied To |26 =

= HR Processing

= PINE SING Search Pay Year Applied From I Vl Pay Year Applied To I VI

= PMS0 SINQ Search

~ Cancellation EmplID I Q

~ COR1 Authorization

= COR2 Authorization Last Hame |
= COR3 Authorization

— COR Processing

= Mismatch Report First Name |

[ Compensation

[ Workforce Development

[ Organizational Development
[ Bureau Maintenance

[¥ a1l POI Offices

[ Set Up HRMS

[ Reporting Tools

[» Treasury Portal Apps
[> PeopleTools Data Row = Both

= Report Qutput
Submit | Clear |
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Demo - Row Mismatch (cont.)

":-_-,..-.__‘i The below mismatch report shows mismatches between HR Connect and NFC on actions that have
applied to the MFC database. Mismatches include (1) row mismatches for rows that applied at MFC but do
nat match a row in HR Connect and (2) data field mismatches for fields that are discrepant between HR
Connect and MFC on rows that are in both systems. Use the EMPLID link to go to the HR Processing
screen to work the mismatch in HR Connect and re-send to MFC if needed. If a change is required at MFC,
ance the change is made and applied at MFC the Match process will re-compare with the new data. All
mismatches will be re-compared nightly thraugh the Match Process.

SetlD: IRS01
Period From: 26

Period To: 26

Row Mismatches

First (] 1.2 02 (] Last

1st
) = HNOA Proc Proc ) )
il vaar |pp |Bismatch lype vernde
EmpllD Employee Hame Effective Date ggje Code Autm AuthE 0l Year PP Mismatch Type Dverride

o

888888 |Healthy,Jeannie |'12."'1B."2|:|'1'1 |EIEIEI |915 |331E |2EI12 |25 |RnwnntinHRC | r

Print To Excel | Back | Save |
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Demo - Row Mismatch (cont.)

‘( Data Control | PersonalData | JobData | Posiion Data | Compensation Data | EmploymentData 1 | EmploymentData2  [b)

Healthy, Jeannie EmpliD: 833888 Empl Red Nbr: 0
Data Control

Find|ViewAll  First ) 1 or2a B Last
*Actual Effective Date: |1 2/18/2011 |1 Proposed Effective Date:  12/18/2011 =]

*Transaction # | Sequence: I 1 I_1 Not To Exceed Date: I L NTE # Days: I
*Plupd ind: I Mot Ready :I' *Authentication Date: I1 21812011 [w)

NFC Ins: [a
HFC Applied Status Mot Applicable PPMT Processed:; I HCUP Status:; I_
*Action: [DTA 2 pata chg PAR Status: [FR @ ProcessedbyHR

*Reason Code: [DTA & pata Change Contact: [ Q

HOA Code: |915 L Health Benefits Coverage

Authority (1) | | |
Authority (2 | @ | [
PrintsF-52 | = PrntsFs0 |

HCLUP Impact PAR Remarks  Award Data

Tracking Data  SIMNGQ Search
PAR Request#:

e

Mismatch GPPA Website  Award Address  SING Error(s)  SING Addendum
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Demo - Row Mismatch (cont.)

{ Data Control ' Personal Data |

|/ JobData | PositionData | Compensation Data ;| EmploymentData1 | EmploymentData2 = [

Healthy, Jeannie EmpliD: 288388

Empl Rcd b 0

First 1) 4 or 22 B Last

Data Control

I12-’1B-’2EI11

*Transaction # | Sequence:l 1 I 1
IH-:tF’.ea-j_.' vI

*Actual Effective Date;

Hot To Exceed Date;

*Authentication Date:

*Pl upd ind:

NFC Applied Status | DI-AliMatch =l | perrprocessed:
*Action: IF Data Chg PAR Status:
*Reason Code: IF Data Change Contact;

HNOA Code: 815 Health Benefits Coverage

Authority (1): I_ I

Authority (2): I_ I

PrintSF-52_| | PrntsFo_ | HCUP Impact  PAR Remarks

PAR Request#:

I Mismatch GPPA Website

Proposed Effective Date:

Award Data

Award Address

Find | View All

=

HTE # Days: I
HFC Ins: I_

HCUP Status:; I_

121812011

I—
I12-’1B-’2EI1 1

2612012

IHF" Processed by HR
I Q

Tracking Data  SINGQ Search

SING Error(s)  SING Addendum
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Hire

* HR Connect term for an accession

. *» Action that brings someone into HR
Connect/NFC

E Assigns EmplID




Hire

You have three options available to initiate
a Hire action

1. Hire Wizard
2. Hire Integration Wizard
3. Standard Hire



Demo
Hire Wizard

etoizardisUsed (o 15k oo ety o acoseeirs O You have completed and subrmttod the rancy
o~ action may be roued  HR1, Hr2, HR3,of

DanaConrmor

R uthenticaiondate: 70008 () prupa e Mot e
T s S
e I En— |
Contact: Q

I —

Tracking Data - Comments:




Hire Wizard PAR Page 7

DATA CONTROL

[ PAR Y Address | Education } Workflow Routing | Calcs & Edits
Hire Wizard - PAR

@1 This wizard is used for rapid data entry of accessions. Once you have completed and submitted the transaction,

-

' the accession action may be routed to HR1, HRZ, HRE3, or HR.

EmpliD:  MEW Empl Rcd#: 0

DATA CONTROL

*Effective Date: I 4 *Authentication Date: ||:|1J1 0/2012 [l Plupdind: pgt Ready
NOA Code: |1':"| QU Career-Cond Appt Not To Exceed Date: I el

Legal Authority (1): | 4 | | PAR Remarks |
Legal Authority (2): | 4 | |
Contact Emplid; l— Q
Comment: ﬂ
=




Hire Wizard PAR Page ~#

PERSONAL DATA

PERSONAL DATA

Hational [D:

Hame Prefix:

First: Middle:

Last:

Hame:

*Date of Birth: | 5 *Gender:[Female ] Citizenship [USAT QU United States

Country:
Citizenship Status: |1 Q. U.S. citizen
Preferencehppt-h - Mone | . . - . [ooop | (YYMM)
. Race and Ethnicity-Disakility Creditable Military Service:
*Preference RIF: | 3-Mon-veteran (no retention) j
Status: X-Not a Veteran |
D—Nnne
SO ANl Poviiom ] 1-Ready Resenve
. 2-Standby Reserve .

ST I-Mational Suard T vl —and Tk dagEeie g . IR o i
. 4-Retired Military - Regular
I 5-Retired Military - Non-Regul Bl




Hire Wizard PAR Page
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(cont.)

JOB AND POSITION DATA

Position #: I Q

|1E' Q Unknown

Job Code: Transferred From Agency:
Department: Location:
FEHB Eligible: [ ot Eligible =l rewBDate: | E *FEHB Coverage: |4 O
FEGLI Code: EQ Basic Only Annuitant Indicator: |9_Q Not &pplicable
Retirement Plan: IK_Q FERS and FICA CSRS Frozen Service: |0000
Previous Retirement: |N-Never Covered j Type of Appointment: |E|2—Comp-Career Conditianal j
FERS Coverage: |A—Automatica|ly Covered By FER. j Supervisor Level:
COMPENSATION DATA Pay PlanTable/Grade
*Pay Rate Determinant: [0-Regular Rate = Step: I_U Q
Grade Entry Date; I E Base Pay: |

EMPLOYMENT DATA 1

SCD Retire: I [#] SCD-WG: I [#]

Calc 3CD Leave

L

*SCD Leave:

&

Career Tenure Start

SCD TSP | E SCD RIF: | ) | &

Date:
SCD LED: I e Special Employment IUD Q

Program:

EMPLOYMENT DATA 2

*Tenure: | 2-Conditional j Probation Start Dt: I B

SupviMar Prob Req Code: I 0-Mot Required j SupviMar Prob. Start Dt.: I 0l

NFC DATA 1

TSP Eligibility: B coLapost pifferential: 1° < Special Empl PayCd: |00

[+ &

Annual Leave Category:

Annual Leave 45-day Ind [~

e

Leave Earning Status:

Connect
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Hire Wizard Address Page

[ PAR { Address Y Education  Workflow Routing
Hire Wizard - Address

EmpliD:  MEW EmplRcd®: 0

‘Effective Date; I P1upd indd: INntReadv et I

Address 1: I For more infarmation about
how WFC & the LISPS handle

Address 2: | mail outside the US, click here

Address 3: |

Country: |United States ;' State: | LI

City: | Q. County: | G

State/Country Cd: I City Code: I County Code: I Zip Code: I I

Address 1: I

Address 2; |

Address 3 |

Country: |United States ;l State: | ;l
City: | a, County: | &)

State/Country Cd: I_ City Code: I County Code: I— Zip Code: I I

<Back | | Net- |

Submit | Cancel |

PAR | Address | Education | Workflow Routing
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Hire Wizard Education Page

Connect

/  PAR Y Address | Education Y ‘Workflow Routing

Hire Wizard - Education

EmpliD:  pEWY Empl Red=: 0

‘Degree: I':"1 Q High School Graduate or Cert
Year Earned/Expected; I GPA; I ™ Graduated

Major Code: I i Major: |
School Code: I Q School: I

State: | Q, Country: IUEP-. Q I Minority Institution
Credit Hours: I Howurs Type: I ;I

= Back Mext =

Submit Cancel

PAR | Address | Education | Workflow Fouting




Hire Wizard gl

Workflow Routing Page

[ PAR Y Address | Education | Workflow Routing Y Calcs & Edits |

Hire Wizard - Workflow Routing

EmpliD;  MEW Empl Rcd#: 0

Actual Eff. Dt Authentication Date: 01/10/2012

[~ Route to 1st HR Authorizer: |
¥ Routeto 2nd HR Authorizer: | @
[~ Route to 3rd HR Authorizer: |
I Route to HR Processor: I—

= Back

Submit Cancel




Demo
Hire Integration Wizar

| WORKFLOW RoliTing

etoizardisUsed (o 15k oo ety o acoseeirs O You have completed and subrmttod the rancy
o~ action may be roued  HR1, Hr2, HR3,of

DanaConrmor

Bt E— P, 3020060 propaind: ot e

N0 Code: 10T Q career.con appt

Hot To Exceed Date: &
Authority (1): QJ PAR Remarks

JRTETTY
Aoy [CQTT———
Contact: | I—

Tracking Data - Comments: '_% |

:

N

"




Hire Integration Wizard —#f—
Search Page

Hire Integration Wizard - Search

Eﬂ?x;-. To heginyour search, enter one or more search criteria below and click SEARCH.

HR Connect Recruit Request 3;

Hire Integration Announcements:

Vacancy Series: Q

Last Name:

First Name:

Search Clear Cancel




Hire Integration Wizard s}

Search Results

Hire Integration Wizard - Search Results

¢ L,_ﬁ Click on the Hire Integration Announcement # to select the announcement farwhich yau want ta hire
hew emplovees. Click BACK TO SEARCH to return to the search page. Click an the calumn title to

change the sort order.,

Hire Integration HR Connect Vacancy GradeBand Vacancy Source  Macancy
Annauncement # Recruit Request £ Series Title izlosing Date

Search Results | Wigw All First E 1-10 of 907 O Last

ggﬂNE-WIE-DDE#-DEEE- 97504 0962 0% gnntactﬁepresentative G5-0962- oo 02312009
08AN3-YWIEDDD3-0305- Lead Files Clerk G5-305-5

1 03058 05 STATUS ONLY cC 1061342008
EEANE'W'E””M'”“E' 40436 0318 08 SECRETARY AUTOMATION CC 1062142008
08AN3-WIEDDDA-0303- IMITIAL ASSISTARNCE

05 90078 0303 05 REPRESEMTATIVE (I4R) Bilingual ce 1011712008
EEAN}W’ED”W‘DEQ} 0592 08 Tax Examiner G5-0592-05 CC 111 82008
D9ANIEDDT0-0303 g, 0o 0303 05 IMITIAL ASSISTAMCE 10/20/2008

05 REFPRESEMNTATIVE {IAR] Bilingual e




Hire Integration Wizard -#if—

Select Hire

Hire Integration Wizard - Select Hire

5 L_ﬁ Click on the name below to process the new hire using the Hire Integration Wizard. Once the new
hire is completed in the Hire Wizard, a status of "Processed"” will display. {f an employee's recard is

already in HR Connect, you must process the appointment outside of the Hire Integration Wizard )

Hire Integration Announcements; 09AM3-WIEDDDS-0305-045
HR Connect Recruit Fequest =;
55-0305-05 |, Lead Files Clerk G5-305-5 STATUS ORLY

Position:

Blatme a3 current Fecord in Emplid Hire Status
Agency HRC?

Search Results | Wiew All First E 1-2 of 2 E Last

Wiash2 7 26AR George O20-%_ s Other Y- RS 454260

Wash2T 2667 Gearge F2G-Ee AR Treasury - IRS Y- IRS 4314980

Back To Search Cancel
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Rehire - No Show Employees

— HR processes Hire action on employee,
employee does not show

— HR cancels Hire action

— Same employee hired again, HR enters
SSN In Hire Wizard or Hire Employee
USF

— System checks for existing SSN (has a
hire row that was cancelled)

— If SSN exists, user will receive a message
stating they must process a REHIRE




.
Rehire - No Show Employees (co &)

REHIRE Process:

« User initiates New Hire through Hire Wizard or Hire Employee
« User receives message that Rehire must be processed

« User transferred to HR1 component

* New row automatically inserted above CANCELLED action and populated
with key personal data elements (from row prior to the cancelled action)

— Name,
— Date of Birth
— SSN/National ID
— ERI
— Gender
— Disability
— Veteran’s Info
— Address Info
_ — Education
« Position related information cleared out

« User continues to process the REHIRE using data provided and
updating/adding the appropriate information




Rehire - No Show Employees (Cont.)

Example: Using Hire Wizard

DATA CONTROL
‘Effective Date:  [11/06r2011 [ *Muthentication Date: [11/06r2011 [ Plupdind: ot Ready
NOA Code: M0 2 career-cand appt Not To Exceed Date: | [
Legal Authority (13: |BVWA ©, |OPM DELE AGR,CERT MO | PAR Remarks |
Legal Authority 2: |~ X | |
Contact Emplict | Q
Comment: =]
[ |
PERSONAL DATA

National ID:  |039562134]

Message received stating SSN already exists.

This Mational ID number already exists for emplid 655942 in huread BRDOT with an employment status of A 28000,3

Other Persons with this Mational 1D Exist
Ok | Cancel |
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Rehire - No Show Employees (com.)

User re-directed to HR1

[ DataControl { Personal Data | Jok Data | Position Data | Compensation Data | Employrment Data 1 ) Ernployment Data 2 W)
Employee, Candace J EmpliD: 111111

EmplRcd Hbr: 0

Find | Wiew All First E 1of 2 [} ast

*Actual Effective Date:  [[11/2172011 5 Proposed Effective Date:  10/23/2011
[=]
*Transaction #| Sequence: I_ I_ Hot To Exceed Date: I B! NTE # Days: I—
*Pl upd ind: | Mot Ready :|" *Authentication Date: | el NFC Ins: |_ Q
HFC Applied Status Mot Applicable PPNT Processed: ! HCUP Status: I_
*Action: Iﬁ Q Rehire PAR Status: W G, 1stHR Authorization

*Reason Code: I Q Contact: I Q

NOA Code: |_ Q

Authority (1 | | I
Mawdlr e o f L. I (-:l I




- , Connect

Rehire - No Show Employees (Cont.)

Verify all data and add/update information to
process the rehire.

{ DataContral | Personal Data § JobData Y Position Data | Compensation Data | Employment Data 1 ' [¥)

Employee, Candace J EmpliD: 111111 Empl Rod#: 0

Find | Wiew All First E 1 of 2 o Last

_ i L [=]
Effective Date: 11/01/2011 Transaction® /Seq 1 1 PAR Status: 15t HR Authorization
Action Type: MOA Code: 101 Career-Cond  Empl Status:  Active
Appt
Position: Refresh | GaEET174 Q GS5-0510-12  Accountant [T Position Management Record

‘Job Code:  |99FP228 G5-0510-12  Accountant I™ Position Override

Classification Action Code I_ Q

*Agency. ITR Department of the Treasury Transferred From Agency: I

*Sub-Agency: IAE' Bureau of the Public Debt Transferred To Agency: I

*Business Unit: [EFD0 Bureau of Public Debt BenefitsiF EHA Data
*Department: |PD?23'3'3 DEBT ACCOUNTING BRANCH FEGLURetirerment/FICA

*Location: I'u'WEH 5a Hintgen Bldg Parkershurg Wy
Tax Location: I Q

Departmental Hierarchy

Detail



Exercise 8
Name Change




Exercise 8 — g
Name Change

[HR] [Employee] [Report Gutputl [Proxy.-"Grnup] [Menu]

Workforce Anabvtics [T

Ta view the Department of

Treasur's workforce analtics site, Initiator can view Manager's People & Positions and the Mass Action pagelet to
click here. initiate actions.

Appraver can viesw Manager's Warklist to authorize actions.

HR Connect Hel -
P Group Worklists
* HR Connect-2-Learn Training

o ezl Group Worklist for: Mame Change
This center offers learning and

other helpful resources to
supportyou in completing most
HRE Connect functions.

Ifyau are Uunahle ta find a tool ar
resaurce and are interested in
training contact us.

¥ Have a guestion? - eMail us




Exercise 8 (cont.) — g

Name Change — Access/Lock PAR

— ) . .
b S Click an the Persannel Action to review and approve.

For Group Worklist items, check the "Lock" box to prevent other group members from working the same worklist
itern.

p to four sort orders may be selected in seguence 1-4. Make yvour sort selection and then click the Sort Button. All
rowes an the entire list will he sorted to reflectthe selected soris). For example, if MOA Descending and then Mame
Ascending are selected, after clicking the Sort Buttan, the listwill be softed by MOA in descending arder, and then

within each MOA, the list will bhe sorted by Mame in ascending order.

=z | =l | =+ | =

—

Sort
Award  Proposed Proposed
Emplidd Employee Name Personnel Action NOA Code Effective Date Org Code

D&r2652008 936093980304010000

112233 Manager,Michael HEZ - Mame Change 780




Exercise 8 (cont.) — g
Name Change — Correct History

[ DatacControl Y Personal Data | Job Data ) Position Data | Compensation Data ) Employment Data 1 ) Employment Data 2 5 [®

Gypsum, Ran EmpliD: 51138 EmplRcd Nbr: 0

Find | View All First (4] 1af 15 o Last

+
*Actual Effective Date: |IJEIITI zmo 5 Proposed Effective Date:  02/01/2010 =]
‘Transaction #/ Sequence: I_1 I_1 Hot To Exceed Date: I E‘j NTE # Days: |
‘Pl upd ind: | - I
I Mot Ready *Authentication Date: I':'E“”:|1 2010 [ NFC Ins: I_ Q
!

HFC Applied Status Mot Applicahle PPNT Processed: HCUP Status: I_
*Action: |DTﬂ A\ Data Chy PAR Status: ||N| QU Initiated

‘Reason Code: IDTA 2 Data Change Contact: I Q

NOA Code: ITED S Mame Chg fram

Authority (11 | 2 | |
Authority 21 | & | |
Print SF52 | | Print SF-50 | HCUF Impact PAR Remarks AwardData | Tracking Data | SINQ Search
PAR Request#;
I Mismatch GPPA Webhsite Award Address  SING Error(s)  SIMQ Addendum

B save | L\ Return to Search Previous tah Mext tab & Include History [E¥ Carrect History




Exercise 8 (cont.) el

Name Change — Tracking Data

Job Tracking Info

EmpliD; 51138 Gypsurm,Ranny L Empl Red: L

Effective Date: 05/01/2010 WIP Status:  Initiated

Reason Code: Data Change

Action: Data Change
Action Taken:  |07/2272010 I™ Action Date Override WIP Status:  Initigted
WIP Sequence: 2
Emplidk: 51138 Bypsum,Ran.
Comments: Mariage =
w
Action Taken:  |07/22r2010 [™ Action Date Override WIP Status:  Requested

WIP Sequence: 1
Emplid: 1138 Fypsum,Ron

Comments: =
v

0k | Cancell




Exercise 8 (cont.) el
Name Change — PAR Remarks

FPAR Remarks

PAR Remarks First (4] 1 of 4 [ Last
Remark CIx =]
[ Data Control ' Personal Data |~ Jo |24T Q I Insertion Required PAR Remark Lines: IT

Gypsurm, Ron INP-.ME WAS FORMERLY & @
|
*Actual Effective Date: IUEUUHEEI

‘Transaction £/ Sequence: |_1 I_1

|
|
|
*Plupd ind; [ Mot Rea I
|
|
|

NFC Applied Status Mot Appl
*Action: Wq
‘Reason Code: Iﬁ a,
NOACode:  |780 U Name Ch Ok | Cancel
auhoriy (1 [ 2 | |
autnorty 2 [ @ | I
Frint 5752 | s | HCUP Impact |PAR Remarks | Award Data Tracking Data SIMNG Search
PAR Request#:
I Mismatch GPPA Website Award Address  SING Error{s)  SING Addendum

Bl save | LS\ Return to Search Previous tak Pet tak H Include Histary [EF Correct Histary




Exercise 8 (cont.)

Name Change - Authority

I

[ X X
— — Connect
A da

j/ Data Control Y Personal Data | Job Data j Posit]

on Dats ¥ Cornensation Dats Y Emnlovrnent Data 1 Y Emnlowin

et Data 2 4 [b

g
g
g

EmpI'ID

Gypsum,Ron

Data Control

‘Actual Effective Date:  |08/01/2010 [ &
‘Transaction £/ Sequence: |_1 |_1 ."
INDt Readys I

Mot Applitable
[DT& 2 pata chy
IDI'A Q Data Chanoe

0

HMare Chyg frorm

——
—

g

“PLupdd indd:

HFC Applied Status

*Action:

‘Reason Code;

NOA Code: W Q
Authority (1): | @
Authority (2 | Q.
PrintSF-52 | | PrintSF-=o%, |
PAR Request#: )

e

1T

Look Up Authority (1)

Hatura of Action Code:
Legal Authority Code:

78l

hegins with v | |

Look Up | Clear Cancel |E|5|5i|:|_|:||:||{|_|p

Search Results
1-0 of 9

Leqal Authority Code
hlank

o

Y
4T
Gk
o1
20
02

=

*
o

T

[} Search

[} Addendum

prrect History |




Exercise 8 (cont.)

Name Change — PAR Status

[ DataControl % Personal Data | Job Data | Fosition Data | Compensation Data | Employment Data 1 ) Employment Data 2 ) [©

Gypsum,Ron

EmpliD:

51138

EmplRcd Nbr; 0

‘Actual Effective Date:

|nam1xzn1 THE

‘Transaction #/ Sequence: |_1 |_1

‘Plupd ind:

HFC Applied Status

*Action:

‘Reason Code:

NOA Code:

Authority (1): |CGM QA

Authority (20 | 2
Print SF-52 |

INntReady vI

Mot Applicable

[DTA @ pata chg
IDT’E‘ Q Data Change

ITBU S, Mame Chg fram

First E 1aof 15 [} Last

Find | Wiew All

Print SF-50 |

PAR Request#:

e

+
Proposed Effective Date:  03/01/2010 =]
Not To Exceed Date: I el NTE # Days: I
*Authentication Date: IEIEIIZH 2010 NFC Ins: I_ Q
PPANT Processed: ! HCUP Status: I_
PAR Status: I Q0 nitiated
" Contact: I Q "'.,’
|5 UsC 5524
I Cancel |
Search
Search Results
Addendum

1-2 of 2

[ X X
— — Connect
A da

ork-in-Progress Status Short Description
& save | L\ Return to Search Previous tabl = Me

rect Hiztary |

HE1 1stHR
BEJT Fejected




Exercise 8 (cont.) 45+

Name Change - Routing

Route to Next Empl ID

Actual Effective Date: Oein 1204 0 Proposed Effective Date: oaro1i2010

Transaction #/ Sequence: 1 1 Not To EXceed Date:

Action: OTA, Data Change PAR Status:  HREN 15t HR Authorization
Reason: DTA Data Change Contact Emplid:

The status ofthis data requires yvoud to specify the emplayvee to whom to next route the data.

" Route to 1st HR Authorizer: |

[ Route to 2nd HR Authorizer: I

™ Route to 3rd HR Authorizer: |

[+ Route to HR Processor: |1 1111 Q

(] | Cancel

I

Connect



Exercise 8 (cont.) — g
Name Change

/ Data Control } Personal Data | JobData | Position Data j Corpensation Data | Employment Data 1 Y Employment Data 2 [

Gypsum,Ran EmpliD: 51138 EmplRcd Nbr: 0

Find | View All First [4] 1of 15 I Last
+
‘Actual Effective Date: |'3BI 0172010 [3 Proposed Effective Date:  02/01/2010 =]

‘Transaction #/ Sequencea: |_1 I_1 Not To Exceed Date: I Bl NTE = Days: I—

Pl upd ind: |NntRead1.r vI * Authentication Date: |IIIE=IEI1I2EI1EI el NFC Ins: I_O\

HFC Applied Status Mat Applicahle PEAT Processed: | HCUP Status: I_
*Action: [DTA @ pat Chy PAR Status: |HR3 Q| 3rd HR Autharization

‘Reason Code: IDTA 2 Data Change Contact: I Q

NOA Code: ITED S Mame Chg from

Authority (1) |COM @ |5 UsC 552A(ENE) |
Authority (2 | @ | |
. . R
printSF-52_| | PrintsF-50_| HCUP Impact PAR Remarks AwardData  TrackingData SINQ Search
PAR Requesti#:
I Mismatch GPPA Webhsite Award Address  SING Error(s)  SING Addendurn
B save | L\ Return to Search Frevious tah Mext tab & Include History | 7 Correct Histary

Drata Control | Personal Data | Joh Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | WEC Data 1 | MEC Data 2




Exercise 9
Suspension-NTE




Exercise 9 _é,,ﬁ!{k nnnnnn
Suspension NTE

One of your employee’s has been
placed on a three day suspension. The
450 NOA suspension action has been
&  submitted by their manager and has
| been routed to you to process.




Exercise 9 (cont.) el
Suspension NTE

[Manager] [ﬁ] [Employee] [Report Output] [Proxy.'Grc»up] IMenu]

Learning & Development

HR Documents HR Processing
bl LonnactUsaratianual The below links will connect you to your

Wiorklist For B 450 MUTLAL }ersonneland position organization's learning management

system's homepage.
er HNfransactions.
) = LearnATF

® GAO Learning
Center
HUDHVU

Treaswry TLMS
(non-IRS})

Proposed Eff

Personnel Action emaloy¥s curent

Date Emplwee Hame ersonnel Action
080142010 511386  Gypsum,Ron print all oran em ”{E'S o
Treasury ELMS {IRS)

-

-

02/01/2010 410086  Bergen,Patricia A oot oy oty Nermaton s  Tresaw

08152010 345538 Murdock Robert G N Jeres I e Dovemmen e ne-
Training product and semvices.
Law Enforcement Training

DE” 5.'12':"“3 34':'?22 HardenViIIE,HEbEEEa.ﬂ. \ demanding challenges of a Federal
lawe enforcement career,

process request you submitted has successiully completed. stop resource to obtain high quality e-
DBH 5.|'2|:|1 I:I 331 DEE SUgarlnaf'ChaUdIa D thatmoIongerdisp\ayonvourwol&'stbecausethe\rha\re
Obtain skills and knowledge to meet
H — Treasury Executive Institute
081572010 340879 Ha}dunuarandl L Offers learning opportunitie s to meet

-

Vﬂll"“ﬂly lick on the personnel action, or fo get a maore delailidwew, the needs ofthe Department's senior
= - executives.
HRE - Retirgment-Voluntary 031152010 335387 Blosshurg,Miriam J \ } USDA Graduate School

5 ] Provides career-related courses from

HR - Retirement-Voluntary 0501 8/2010 340683  Hanna,Lisa [ the Govemments continuing

education institution.
g::"“d EfT Emplid Employee Name
Expand to see details 080172010 511386 Gypsum,Ron Bureau Reports
T 08ro1r2010 410088 Bergen,Patricia A - -
- HR- Promotion NTE ™ 0@/152010 345538 Murdack,Robert G Click an the repart name to abtain a
— report

— — — Last Login HR - Promotion 021 fragd 0 331088 Sugarloaf,Claudia D Y E Contacts Listi -

-~ HR- Chgin Duty Location 08152010 340722  Hardenwille,Rebecca A nergency Lontacts Lt

-~ - — Your last successful login was JUL d — 17 ~ : “iew the emergency cantacts and
~ =~ o 22,20100232pm There have [l 2= B e 081512010 2400 ~QHun Brandi L wiork location of employees based
. el Unsuccessul loging since Voluntary on organization level or reporting
Su S en S I O n — — — HR - Retirement-Voluntary 081152010 335387 EIInEhu&MiriamJ manager.
p s B HR - Retirement-Volutary  08/18/2010 340683 Hannalisa ¥ NTE Date Report
—~ ~ Yiew a listing of NTE expiration
N T E Privacy and Security Policy Expand to see details | dates within a specified date

range.
GroupMass Awards
. GroupMass Awards and the
Recruitment Tools ermployees given each award.
Ind. PendingProcessed Awards
Wiew the status of pending

-

-

Use HR Connectto build the content for CareerConnector vacancy announcerments.

= \iew Requisition Requests processed award for individual
Click hete to view a manager's reguest to initiate recruitment emplovees.
* CareerConnector Login b Manager Initiated PARS '|

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

= CareerConnector Resources
Access eLearning, the Remarks Maker, the shared guestion library, communication
and deployment information, and other CareerConnector resources.




Exercise 9 (cont.) el
Suspension NTE

j/ DataControl { Fersonal Data | JobData | Fosition Data | Compensation Data | Employment Data 1 ) Employment Data 2 [¥)

Employee. Jeannie EmpliD: 225588 Empl Rcd Nbr: 1

Data Control Find |View Al First 4 1 or 22 B | ast
+
*Actual Effective Date: |DEIU1 2010 3 Proposed Effective Date:  08/01/2010 =l
R ion &/ J [ i [oBs arz010
Transaction 2/ Sequence: Mot To Exceed Date: el NTE # Days: I 14
*PlLupd ind: | = I
Mot Ready *Authentication Date: IIZIE!IIZIHEEH 0 [ NFC Ins: I_Q\

HFC Applied Status mot Applicable PPYT Processed: [ HCLP Status: I_
*Action: |5U5 Q. suspension PAR Status: ||N| S Initiated

‘Reason Code: IDAC QU Disciplinary Action Contact: I Q

NOA Code: |45':' 2L suspension MTE

- | |

Authority (1)
Authority (2): Q | I

SIS Print SF-50_| HCUR Impaci PAR Remarks) Award Data Tracking Data  SING Search
PAR Request#:

Mismatch GPPA Webhsite Award Address  SING Error(s)  SING Addendurr

Previous tak Mext tak & Include History | 7 Correct Histary

E Save |
Data Cantral | Fersaonal Data | Job Data | Position Data | Compensation Data | Emplo

vent Data 1 | Employviment Data 2 [WEC Data 1 | MEFC Data 2

Authority PAR )
Remarks




Exercise 9 (cont.) el
Suspension NTE

PAR Remarks

Find | view Al First (U1 o 1 0] Last

Remark CD: [=]
|549 Q I Insertion Required PAR Remark Lines: IT

IHE.-'J-.EDN FOR SUSPEMSION:

] | Cancel




Exercise 9 (cont.) el
Suspension NTE

[/ DataControl Y Personal Data | Job Data | Position Data | Cornpensation Data ) Employrnent Data 1 ) Employment Data 2 [b)

Employee. Jeannie EmpliD: 225588 EmplRcd Nbr: 10

Find |View 8l First (4 1 of 23

+
*Actual Effective Date: IIZIBIIZH 2010 E‘j Proposed Effective Date:  02/0152010 Stat us

‘Transaction 2/ Sequence: |_1 |_1 Mot To Exceed Date: IIZIEU1 42010 [#H
Plupdind: INDt Ready :‘v *Authentication Date: IUBIUW?E|1 o [z

NFC Applied Status Mot Applicable PPN P . f
*Action: IEUEQ« Suspension <EAR5tatus: I|N| S Initiated

HCUP Status: I_

‘Reason Code: IE'*Q%C U Disciplinary Action Contact: Q

NOA Code: |45':' S, suspension MTE

Authority (1) |HAM QL |REG 250.101 |

muthority (2 | @ | |

; : B
prntSFs2 | | PrintsF50_ | HCUP Impact PARRemarks AwardData  TrackingData SINQ Search

PAR Request#:;

I Mismatch GPPA Webhsite Award Address  SING Erroris)  SING Addendurr
Bl save | Previous tak | Mexdt tak A2 Include History [ Correct History

Data Control | Personal Data | Job Diata | Position Data | Compensation Data | Employment Data 1 | Employiment Data 2 |WFC Data 1 | MFC Data 2




Exercise 9 (cont.) el
Suspension NTE

[ Data Control Y Personal Data | Job Data | Position Data | Compensation Data | Employment Data1 | Employment Data 2 ' [

Employee, Jeannie EmpliD: 225583 EmplRcdMbr: 0

Find |View Al First [ 1 o 23

*Actual Effective Date: I':”M':'”z':”':I El Proposed Effective Date:  02:01/2010

‘Transaction 2/ Sequence: I_’I I_1 Not To Exceed Date: I':'Eﬂ #2010 [+ NTE # Days: | 14 PAR
. - (ot Ready =] Status
Plupd ind: Mot Ready = *Authentication Date: I':'E”':|1 2010 [
!

NFC Ins:

MFC Applied Status Mot Applicable PPNT Processed:

*Action: [3US QU guspension PAR Status: HR3 QU 3rd HR Authorization

‘Reason Code: Im Q Disciplinary Action Comtact:

NOA Code: WQ Suspension NTE

Authority (1) |HAM & [REG 250101 |

muthority (2 | 2 | |

PrintSF-52_| | PrintSF-50_ | HCUP Impact PARRemarks AwardData  IrackingData SINQ Search

PAR Request#;

I Mismatch GPPA Webhsite Award Address  SING Error(s)  SINGQ Addendur
F save | Previous tab | Mext tab & Include Histary [EF Correct History

Data Control | Personal Data | Jok Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | MEC Data 1 | MEC Data 2




Exercise 10
Return to Duty




Exercise 10 (cont.) —m'{k
Return to Duty

Scenario:

The manager did not initiate the RTD action
returning the employee from Suspension.
We, as HR, need to initiate it on the

manager’'s behalf.




Exercise 10 (cont.) oo
Return to Duty

Manager W [Employeel [Report Output\ [Proxy.-"Group\ [Menul

search Iain Menu = Workforce Administration =
®) ﬁ Job Information
[ My Favarites T : - s
b ePerformance hairtain information about 2 perzon tied to & specific job record
[ Manager Self Senvice ﬁ Review Job Information E HR1 Authorization E HR2 Authorization
~ Workforce Administration Ineguiry pages and reports that shaw work Initiste and for route PAR actions from HR1 Initiate and for route PAR actions from HRZ
[ Personal Information information far & person weorkflow level, wearkflo level.
+ Job Information 5| Job Summary
> Review Job Information =] Glahsl Job Summar
= HR1 Authorization L ) .
~ HR2 Authorization = HR3 Authorization G= HR Processing = Cancellation
7 R utharioati Initiste anct for raute PAR actions fram HR3 T HEresTan employee's PAR Actions and Cancel a Perzonnel Action Reguest.

weatkfloe level. exs additional actions.

- COR1 Authorization
- COR2 Awthorization
- COR3 Authorization
- COR Processing

[: Compensation

[: Workforce Development =
b Organizational =
Development
[ Set Up HRMS
[: PeopleTools
— Report Output

COR1 Authorization E CR2 Authorization E COR3 Authorization
nitizte and Jor route Correction actions Ittiste and Jor route Correction actions Initiate and Jor route Correction actions
CORY workflow level. ffom CORZ workflow level. from COR3 workflow level.

HR Processing




Exercise 10 (cont.) el
Return to Duty

HR Processing

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

[ Find an Existing Value

EmpliDy: | biegins with ;l
Empl Red Nbr: | = = |
Last Name: | hegins with LI
First Name: | biegins with ;l
National ID: | beging with = ||
™ Correct History

Search Clear | Basic Search 1B Save Search Criteria




Exercise 10 (cont.) el
Return to Duty

[ DatacControl Y Personal Data | JobData | Position Data | Compensation Data | Employment Data1 | Employment Data 2 [b)

Employee, Jeannie EmpliD: 225683 EmplRcdNbr: 0

Find | Wiew All First E 1 of 23 o Last

+
*Actual Effective Date: |IJBIEH 2010 Proposed Effective Date:  08/01/2010 =]

‘Transaction 2/ Sequence: I_'I I_1 Mot To Exceed Date: I':'E‘ﬂ #2010 [+ NTE # Days: | 14 -
; : +” or
“Plupd ind: -
I Ready v | *Authentication Date: 08/01/2010 [ NFCns: I_ Q Alt 7
!

NFC Applied Status Mot Applicable PPN Processed: HCUP Status: |_

*Action: ISUSO\ Suspension PAR Status: IHR S Processed by HR
‘Reason Code: IDAC U Disciplinary Action Contact: I Q

NOA Code: |45':' S, suspension MTE

Authority (1) |HAM & |REG 250101 |
Authority (2): | @ | |
i 3 e
PrintSF52 | | PrintsF 50| HCUP Impact PARRemarks AwardData  TrackingData SINQ Search
PAR Request#;
I Mismatch GPPA Wehsite Award Address  SING Error(s)  SINQ Addendur
F save | Previous tab | Mext tab A Include Histary [EF Correct History

Drata Cantrol | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | WEC Data 1 | WEC Data 2




Exercise 11

Retirement




Exercise 11 (cont.) _mi{k
Retirement

Scenario:

A 302 Retirement action has been
Initiated and routed to the Retirement
group worklist for processing. Select
75% for Life Insurance reduction.




Exercise 11 (cont.) el
Retirement

Warning -- There are warnings an the fu:ullu:uwing s
[ Effective Date: 02/26/2012 , Transaction #Sequence = 11, Row: 1 (27001 ,4@
Click on Ok ifyou wish to SAVE the record(s).
Click on CANMCEL to transfer to the Calculations and Edits tab to review erraors and carrect the dacument.

Ok | Cancel




Exercise 11 (cont.) oo
Retirement

/ Position Data | Compensation Data | Ermployrnent Data 1 ) EmploymentData2 ¥ NFCDatal ' NFCData2 | Calcs & Edits

Fortville, Paula K EmpliD: 3395249 Empl Rcd#: 0

Effective Date: 02/26/2012 Transaction® 'Seq 1 1 PAR Status: 15t HR Authorization

Action Type:  Retirement HOA Code: anz2 Retirement- Empl Status:
woluntary

Artive

Find | view Al | 38 First (12 002 [ Last

Messaije
EHRI Edit #665.03.3:

! If hath the SCD-Retirement and the SCO-Leave have a value,
Then the SCD-Retirement must be later than or equal to the SCO-Leave.
Ifinitial MOA = 703 the Classification Action Code must be hlank.

2 The code is required ifthe initial MNOA IS 33 ar the positiaon ar job code does nat equal the positiaon ar job code an the
previous HRICOR processed row (27001 ,4)



Correction Mode

|

—— @ }; F_ Connect
fﬁ A ‘




_aeel)
Al

» Referred to as Red Pencil Correction
* Not an 002 Correction
. » Powerful tool
%0 * Allows you to correct data
 Used to correct SINQs
' » WIill not maintain the history

Correction Mode




B

— o @ /i) Connect
A4

Correction Mode (cont.)

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

{ Find an Existing Value

ensation Data | Employment Data 1 ' Employment Data 2 ' [¥)

EmplRcd Nbr: [

EmpliD: | begins with v | |

Find | View All

Empl Red Nbr: | = = | 0

Effective Date:  08/01/2010

Last Name: |hegins with v ||

LeedDate; 08142010 [ NTE #Days:| 14
htion Date: IDBIUH?U1D £l NFC Ins: I_Q

Cessed: ! HCUP Status:|
¥ Correct History s: [FR & Processed by HR

a

First Name: | hegins with v | |

National ID: | hegins with ¥ | |

Search | Clear |Elasic Search 5| Save Search Criteria

Authormy () [T [ oot I
Authority 2 | | —

[ Correct History

PrintSF52 | | PrntSF50 | HCUP Impact PAR Remarks Award Data TrackiNData  SING Search I
PAR Request#: I
I Mismatch GPPA Website Award Address  SING Error}s\ SING Addendur ]
\ /
& Save | Previous tab | Mexd tab 42 Include History| | [ Correct Histary |

Data Control | Fersonal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | WFC Data 1 | NEC Data 2




Exercise 12
Red Pencill




Exercise 12 (cont.) _WHR
Red Pencll

Scenario:

You receive a call regarding the retirement
action telling you they transposed the
number on the address. It should be 1750
not 1570 Pennsylvania Avenue.




Exercise 12 (cont.) —grelll
Red Pencll

Manager W [Employeel [Report It:‘:utpuﬂ IProxv.-’Group\ IMenul

search: Iain Menuy = Workforce Administration =

®) ﬁ Job Information

E ';E;::ﬂll:,ﬁlsc " Mairtain information shout & peron tied to & specific job record
[: Manager Self Service ﬁ Review Job Information E HR1 Authorization E HR2 Authorization
= Workforce Administration Incpuiry pages and reports that show work Initiste anid for route PAR actions from HR1 Initiate and jor route PAR actions from HR2
[ Personal Information information for & peraan vtk flow level et level,
formation ] Job Summary
[ Review Job Information =] Glahsl Job Summary
N :E; :::::g::;g::g:: E HBS Authorization _ E==1 HR Processing . E Cancellation .
— HRL Autharizatio Initiate andl for route PAR actions from HR3 = Eeess an employee's PAR: Actions and Cancel a Perzonnel Action Request,
. weorkfloy level. process additionsl actions,
- Lancellation N
o porizaton CORi Authorization = (R ozt = CORs Ahorzatin
- nitiste and Jor route Correction actions Intiste and jor route Correction actions Inttiate and Jor route Correction actions
~COR3 'ﬂ'mho"?atm" CORT workflon level, fram CORZ warkflow level, from CORZ workflow level.
- COR Processing
[: Compensation
[- Workforce Development =
i Organizational = Arress an employde’s Correction Actions
Development
[ Set Up HRMS
[: PeopleTools
~ Report Output

HR Processing




Exercise 12 (cont.) _qu
Red Pencll

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

{ Find an Existing Value

EmpliD: heging with

Empl Bcd Nbr: | = d I

Last Name: |begins with -

First Name: |beding with

Mational ID: | begins with

¥ Correct History

Search | Clear |Elasi[: Search B Save Search Criteria




Exercise 12 (cont.) el
Red Pencll

PAR Remarks

PAR Remarks First E 1 of 1 E Last
Remark CL¥v: El
MET L I~ Insertion Required PAR Remark Lines: IT

FORWARDIMNG ADDRESS="1570 Pennsylvania Ave, Washington DC 20002 " :

s, Cancel




Promotions

|

—— @ }; F_ Connect
fﬁ A ‘




Promotion Action

* A change to a higher grade

e Different types of promotions
« Competitive — Permanent or Temporary
* Non-Competitive — Permanent or Temporary
» Career Ladder



dd

Temporary Promotion

e Position considerations

. * How the system operates




Exercise 13
Temporary Promotion



Exercise 13 (cont.) _WHR
Temporary Promotion - PAR

Scenario:

An employee competed, and was selected,
for a temporary promotion. The PAR was
Initiated by an HR Assistant and routed to
your worklist for further action.




Exercise 13 (cont.) el
Temporary Promotion - PAR

Data Control ' FersonalData | Job Data | Position Data | Compensation Data | Employment Data1 | Employment Data 2 ) [¥)

Coarnelia,Denise L EmpliD: 337473 EmplRcd HNbr:
Find | wiew: All First [«] 1 of 36
‘Actual Effective Date:  [02/12/2012 [ Proposed Effective Date:  02/12/2012 =]
*Transaction #/ Sequence: I_1 I_1 Mot To Exceed Date: I':'Eﬂ 02013 [ NTE # Days: | =B3
*Plupd ind: | Not Ready ¥] *Authentication Date: |'32” 32012 [ NFC Ins: |_ Q
HFC Applied Status Mot Applicable PPNT Processed: ! HCUP Status: I_ Q
*fction: IF'HC' Q. promotion PAR Status: IHR1 Q. 15t HR Authorization

*Reason Code: ICMS S competitive Selection  Contact: I Q

NOA Code: |T'33 U Pramation MTE

Authority (2): Q | |

PrintSF-62 | | PrintSF-50_| HOUP Impact  PAR Remarks  Award Data € Tracking Data SING Search
PAR Request#:
I Mismatch GPPAYWehsite Award Address  SINO Error(s)  SIMG Addendum

El save | S Return to Search Previous tab | (S8 Mewxt takb A Include History | [EF Correct Histary




Exercise 13 (cont.) el
Temporary Promotion - PAR

(4] / Position Data ' Compensation Data § Employment Data1 Y EmploymentData2 Y MFCData1 ) NFC Data 2 | [»)

Caornelia,Denise L EmpliD: 337473 EmplRcd#: 0
Compensation Data Find | Wiew All as
_ . o [=]
Effective Date: 02/12/2012 Transaction® Seq 1 1 PAR Status: 15t HR Autharization
Action Type: Promuotion NOA Code: 703 Promotion NTE Empl Status:  Active
*Pay Rate Determinant:  [{EMASRRIEIMRELS *Pay Basis: I Per Annum 7]
*Pay Plan’ Table/Grade: ||R |':”:”:”:' |':'5 Step: I_DQ
Rtnd PP/TableiGrade: | | | Step: |_n Gratle Entry Date: |nzm 212012 [
Base Pay: | 1,000.000000 Compensation Frequency:  Annual
LociLEO Adjust: I 11,470.00 Annuity Offset Amount: I
Adjusted Base Pay: | 42,470.00 [T Owerride
Total Pay: | §2,470.00
Dther Pay Information Expected Pay Arcounting nfo
E Save | L Return to Search | Previous tak hext tab Z Include Histary | B Correct Histary

Cata Caontral | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | WEC Data 1 |




Exercise 13 (cont.) el
Temporary Promotion - PAR

[ DataControl { Personal Data | Job Data | Position Data | Compensation Data | Employment Data1 ' Employment Data 2 1 [¥)

Cornelia,Denise L EmpliD: 337473 EmplRcdNbr: 0
Find | Yiew All i
*Actual Effective Date: |'32H 22012 [5) Proposed Effective Date: 0211212012
*Transaction #/ Sequence: I_1 I_1 Mot To Exceed Date: I':'zﬂ 02013 [ NTE # Days: | 269

*Pl upd ind: |NDtREEd3’ :I' *futhentication Date: |E'2f*I 32012 [3) NFC Ins: |_C'\

HFC Applied Status Mot Applicable PPNT Processed: HCUP Status: I_ Q

i
*Action: IPR':' U Promotion PAR Status: I"”:H S 1stHR Auth@

*Reason Code: |'3"J15 S Competitive Selection  Contact: | Q

NOA Code: |T'33 S, Promatian MTE

Authority (1): |N3rmq |[REG 335102645 CITE |
Authority (21 | 2 | |

PrintSF-52 |  Printsrsn |
PAR Reqguest#:

HCLUP Impact  PAR BEemarks  Award Data Tracking Data  SIMGQ Search

I histmatch GPPAWehsite Award Address  SING Erroris)  SING Addendum

< Bl save | SL Return to Search Previous tab Met tak & Include Histary || 27 Correct History




I

Connect

Exercise 13 (cont.)
Temporary Promotion - PAR

®® O

Warning -- There are warnings on the following rows:

Effective Date: 021 212012, Transaction #Sequence = 11

(27001,41)

Click an QK ifyou wish to SAVE the recardis).
Click on CANCEL to transfer to the Calculations and Edits tab to review errors and correct the document.

(]34 Cancel |

—

(4] / Position Data ' Compensation Data }* Employment Data1 3 EmploymentData 2 | NFCDatal | NFCData2 | Calcs & Edits

Caornelia,Denise L EmpliD: 337473 Empl Rcd®: 0

Find | Wiew All First (4] 1 of 36 o Last

Effective Date: 02/12/2012 Transaction® Seq 1 1 PAR Status: 2nd HRE Authorization
Action Type: Fromaotion NOA Code: 703 Promotion NTE Empl Status:  Active

Message

1 Supw/Mar Prob Reqg Code must be 1 when a date is entered in the Supy Prob Start Date, (27001,19)




Exercise 13 (cont.) el
Temporary Promotion - PAR

(4] / Position Data |} Compensation Data ) Employment Data 1 " Employment Data2 | NFGDatal | MFCData2 | C:

Cornelia,Denise L EmpliD: 337473 EmplRcd#: 0
Employment Data 2
Effective Date: 02/12/2012 Transaction® Seq 1 1 PAR Status:  2nd HR
Authorization
Action Type: Prormotion NOA Code: 703 Promotion NTE Empl Status:  Active
Bargaining Unit: I8888 Nor-Bargaining Unit

Union Code: I
Union Anniversary I—

Date:

*Tenure: |1—Permanent vl

] : 5
PayPlanicrade: | X | compareatewe:| | Beg_m Date |
I Expires Date: I B
RIF Series: Q

Probation Details

an Pay Data Financial Disclosure

Probation Details

SES Probation End Dt.: | El
| [#] Probation End Dt.: | [#]

SupvMgr Prob Req. Code: | 1-Required |

SupvMgr Prob. Start Dt.: |nzm 212012 [5 SupwMgr Prob. End Dt.: | El

B save | LU Return to Search | Previoustabl (=% Mext tab

Probation™s

(] Cancel |




Exercise 13 (cont.) el
Temporary Promotion - PAR

Route to Next Empl ID

Actual Effective Date: Q21220 2 Proposed Effective Date: 02122012

Transaction #/ Sequence: 1 1 Mot To Exceed Date: o203

Action: PRO Pramatian PAR Status:  HR2 2nd HR
Authorization

Reason:  ChES Competitive Selection Contact Emplid:

The status ofthis data requires yau to specify the employvee to whorm to next route the data.

[ Route to 1st HR Authorizer: |
" Route to 2nd HR Authorizer: |
™ Route to 3rd HR Authorizer: |

[+ Route to HR Processor: 3280949 Q Pearsaon,Mancy B

(] 4 | Cancel |




Exercise 13 (cont.) el
Temporary Promotion - Position

[Manager] [HR] [Employee] [Report Dutput] [Pruxy.-’Group] [Menu]

Search:

hain Menu = Organizational Developmernt = Position Management =
) ﬁ Maintain Positions/Budgets

ldertifies positions within organization, budgets for postions, and alloves for crestion of job requistions

[ My Favorites
[ ePerformance
[ Manager Self Senvice
[ Workforce Administration
[ Compensation
[ Workforce Development
= Organizational
Developiment
= Position Management
* Maintain
Fositions/Budgets
— AddMUpdate Position
Info
[ Define Position Data
USF
[ Set Up HEMS
[: PeopleTools
— Report Output

lion, and other information about & position.

Position Data




Exercise 13 (cont.) el
Temporary Promotion - Position

hd % US Federal

Occupational Series:

Paremthetical Title:

Crrganization Posn Title Cd:

Crganization Position Title:

Position Occupied;
Date Position Established:
Position Audited By:

Position Auilit Date:

Work Schedule:

Funil Source:

0201 Fersonnel managemeant

Hr Spc Emp R

Caompetitive

031720049 Mot To Exceed Date:

F-Full Tirne Personnel Action Request Nbr:

A-gppropriated Funds Target Grade: 13

Chligated To I1D;
Obligation Expiration:

Positien Location:
Personnel Office ID:

Sub-Agency:

225538 Employee, Jeannie

o9r1/2010

Headquarters

7875 Obligated To ID:
a3 Internal Revenue Service and

Obligation Expiration:



Position Refresh

What is Position Refresh?

Position Refresh...

— Allows users to update job code and/or Position

related information on a PAR record
— Available on HR and COR processing pages
— Based on effective dates of Position and PAR

— Replaces Hokey-Pokey




B

®®
— Connect
L

Position Refresh

Where Is Position Refresh?

/ DataControl | Personal Data { JobData % Position Data | Compensation Data | Employment Data1 ' Employment Data 2

Hathoro,Penny EmpliD: 34083 EmplRcd=: 0
Find | Wiew Al First E' 1 of 37 [ Last
+
Effective Date: 03/15/2010 Transaction® Seq 1 1 PAR Status: 15t HR Authorization e
Action Type: Frormation NOA Code: 702 Promotion Empl Status:  Active
Positio ’ IESED'IEQE QGS'DEDE'DQ Lead Human Eesaurces Assistant I- Position Ma“aue"]e“t Recorid

Joly Code: 942594 G3-0203-09 Lead Human REesources Assistant ] Position Ohverride

Classification Action Code ID_ Q

‘Agency: ITH Depattrment ofthe Treasury Transferred From Agency: I

‘Sub-Agency: |93 Internal Revenue Service Transferred To Agency: I

‘Business Unit; I'HS':” Internal Revenue Serice BenefitsfFEHE Data
‘Department: |1 10001 35976 TIER 1 SUPPORT URIT FEGLIR etirernerntiFICA
‘Location: IUT':”:'35 IRS SERVICE CENTER - OGDEN Departrnental Hierarchy

Tax Location: I C'\ Detail

E save | Previous tab | Mext tak | 42 Include History | [E7 Correct Histary




I{k nnnnnn

Position Refresh (cont.)

When should | refresh a position?

. Use Position Refresh when....
. —you make a change to a position
and

—that position is already reflected on the
employee’s record.




r{k nnnnnn

Position Refresh or Not? "

Would the scenarios shown here require a
position Refresh?

. Reassignment (wrong position # selected)

a
b. Realignment (wrong location on position)

o

Reassignment (wrong job code selected)

d. Career Ladder Promotion (wrong step selected)




k-

Career Ladder Promotions’

* True position management

.. *No “"smart coded” positions




Position # 91222008
Job Code #92120A

GS-1106-6

N

Position \

Position # 91222008
Job Code #92119A

GS-1106-5

# 91222008
Dallas, TX

Position # 91222008
Job Code #92118A

GS-1106-4




Exercise 14
Career Ladder Promotion



Exercise 14 (cont.) -l
Career Ladder Promotion

Scenarlio:

You received a request for a Career Ladder
Promotion. The manager selected an
Incorrect job code.

You must correct this by changing the job
code before working the PAR.

This action is on your Career Ladder group
worklist




Exercise 14 (cont.)  —li—
Career Ladder Promotion

| Data Control | Personal Data | JobData Y Position Data | Compensation Data |/ Employment Data 1 Y Employment Data 2 1 [»)

Flairwille, Sharon

Effective Date: 0211 5/2010

Action Type: Fromaotion

*Job Code:

Classification Action Code

‘Agency: ITR De
‘Sub-Agency: IEl 3

‘Business Lnit: W

‘Drepartiment; Im
‘Location: W
Tax Location: I— Q

Position: Refresh|65410706 ), 35-0303-04 CLK

GS5-0303-04 CLE
e

rtrment of the Treasury
Internal Revenue Service

Internal Revenue Service
BATCHINGIZORREES TEAM 1049

TOLR BUILDIMNG

Emplil: /1797 EmplRcd® 0
Find | Wiew All First [+] 1of 27 I Last
+
Transaction® Seq 1 1 PAF. Status: Initiated El
NOA Code: 702 Promotion Empl Status:  Active

= Position Managemeint Record
~ Position Override

Transferred From Agency: I1 B LIrkn 0w
Transferred To Agency: I

Benefits/FEHE Data
FEGLIRetirementFICA

Depattmental Hierarchy

Cretail

Position #



Exercise 14 (cont.) el
Career Ladder Promotion - Position

Add/Update Position Info
Enter any information you have and click Search. Leave fields blank for a list of all walues.

[ Find an Existing Value {_Add a New Value |

Position Number: = ;I B5235182

Description: hiegins with ;l

Position Status: = ;l ;|
Effective Status: = = B3
Business Unit: begins with ;| Q
Department: hiegins with LI Q

Joh Code: begins with ;I Q

Reports To Position Number: | hegins with ;|

¥ Correct History [ Case Sensitive

Search | Clear |Elasic Search Save Search Criteria




Exercise 14 (cont.) gl
Career Ladder Promotion - Position

{ Description Y Specific Information ' Budget and Incurnbents |

Eind | Wieww All First [{] 1 of 14 o Last

Position Number:  §5235182  Human Resources Speclst (Info Headcount Status: =
Current Supervisor: Manager Susie J - SUP HR SPC Current Head Count; 1 out of 1
*Effective Date; [02/15/2008 |1 ‘Status: [Active -]

) SING Error{s)
Reason: IUF'D Q Posgition Data Updata Action Date:  11/23/2010 SING Search

‘Position Status: I’E‘WWE” :I' Status Date: I':”ﬁﬂ”?':”:|4 El ¥ Key Position SING Addendum
Reports To: |55393553 Q Dot-Line: I Q

*NFC Function Code: | Add - *NFC Update Indicator: IF'”Z'GESSE':| :I'
Update NFC Status | NFC Status Code |Active ] NFC Status Date 02/15/2009

Job Information

‘Business Unit: IIHED‘I Internal Revenue Semice
Job Code: Hefreahl IEI‘IBEEA 2L Humman Resources Speclst (nfo Manager Level:  8-All Other Positions
‘RegTemp:  |Regular | *Full Part Time: | Full-Time =]

‘Regular Shift: | Mot Applicable j Union Code: I Q

Official Title: Human Resources Speclst (Info Short Title: |HLJru1AN RESO




Exercise 14 (cont.) — g
Career Ladder Promotion - Position

[ Description Y Specific Information " Budget and Incumbents

e b L Find | viewal  First [ 1 of 14 B Last
Position Number:  §5235182 Human Resources Speclst (Info Headcount Status: =
Current Superdsor: Manager,Susie J - SUP HR SPC Current Head Count: 1 out of 1
‘Effective Date: |02/15/2009 |51 ‘Status: [Active -]

) SING Erroris)
Reason: IUPD S Position Data Update Action Date:  11/23i2010 SING Seareh

*Position Status: IApprwed :Iv Status Date: IIIIEIE1 2004 El ¥ Key Position SING Addendum
Reports To: |55393353 Q Dot-Line: I Q

'NFC Function Code: | #dd h 'NFC Update Indicator: IF'”I'E?ESSE':i 'I
Update NFC Status | NFC Status Code [Acive 7] NFC Status Date 02/15/2009

Job Information

‘Business Unit: W Internal Revenue Service

Job Code: Refresh | [950044 [0, Human Resources Specist(nfo  Manager Levek  8-All Other Positions

‘RegTempy: | Regular '\j ‘Full’Part Time: | Full-Tirme j
- Union Code: I_ Q

Official Title: Human Resources Speclst {Info Short Title: |HUMP~.H RESO

Job
Code

‘Regular Shift: | Mot Applicable




Exercise 14 (cont.) — g

Career Ladder Promotion - Position

[ Description Y Specific Information | Budget and Incumbents

Position Information

First E' 1 of 14 > Last

PositionNumber:  §5235182  Human Resources Speclst (Info Headcount Status: =
Current Supervisor: Manager Susie J - SUP HR SPC Current Head Count: 1 owt of 1
‘Effective Date: |l:|2H 512009 [5 ‘Status: |Active vI

) SING Error(s)
Reason: IUPD S Position Data Lipdate Action Date: 1172372010

SIMG Search
‘Position Status: Iﬁ.pprwed :I' Status Date: IIZIEIE1 2004 ] IV Key Position SING Addendurn
Reports To: |55393553 Q Dot-Line: I Q

*NFC Function Code: | Add > *NFC Update Indicator: [Ready =]
Ujzges Lre Statusl NFC Status Code IAE““E :I" NFC Status Date 02/15/2009

Job Information
‘Business Unit: W hternal Revenue Service
*Job Code: Refresh | 918224\ Human Resources Speclst {info Manager Level:  5-All Othér Positions
‘RegTemp: | Regular \ . ‘FullPart Time: | FullZime .
‘Regular Shift: | Mot Applicable j Union Code: a,
Official Title: Human Resources Gpeclst (nfo Short Title: /lHUMAN RESO

NFC Function NFC Update

Code Indicator




Exercise 14 (cont.)

i

Connect

Career Ladder Promotion - PAR

Manager HR [Employee] IReport Outputl IProxy.—-'Group] IMenu]

HR Documents

* HR Connect User's Manual
{Web)

View the HR Connect User's
Manual Webh Yersion).

* Print
Position
Description
Access the
position
description
library ta
search,
revievy, or print Treasury and
bureau specific position
descriptions.

HR Connect Help

* HR Connect-2-Learn Training
Resource Center
This center offers learning and
other helpful resources ta
supportyvou in completing most
HR Connect functions.
If vou are unable to find a tool or
resource and are interested in
training contact us.

P Have a guestion? - eMail us

Last Login

Your last successiul login was JUL
28, 2010 01:54 p.m. There have
been 0 unsuccessful logins since.

Privacy and Security Policy

HR Processing

* HR Connect Menu
Use this link to process personnel and position
related actions and other HR transactions.

=

P

Learning & Development

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

- = LeaniTE
= HR Onl
Usetr)}!
persa Personnel Action PO 2 2 Employes Name
= SF-5001 Date
sestd  HR - Mame Chg from 08/01/2010 51138 Gypsum,Ronny L
B 'gﬁc'"'h HR - Chg in Dty Location 08 azoman 34072 Hardernville, Rebecca A
* proced HFE - Promaotion 081520110 33108 Sugarloaf Claudia D one-
Clidk b ity -
. w'?',km HR2 - Promaotion 08M45/2010 34083 Hathoro,Penry
Cllckh _ A _
bgeny] HRZ- Refirement 081152010 34087  Haxun,BrandiL oot
N Voluntary ral
HF. - Retirement-Voluntary 0811 8/2010 33538 Blosshurg, Miriarm J
Tdrevied HR - Retirement-Voluntary 081 8/2010 34068 Hanna,Lisa Marie el
cllckthe L -
I 1 ,” USDA Graduate School ,’
Worklist,{:m RI1450 MUTUAL 7 Frovides career—lrelateq cgtfrses fram
] 4 the Government's continging

Perso.anel Action g:::used EfT Emplid Employee Name

azf01sz2010
02152010
021452010
02152010

HR - Hame Chg from

HR -'tllg in Duty Location
HE yPromotion

HRZ - Promotion

Hﬁﬁ - Retirement-
Vqlummy

HE - Retirement-Voluntary 08152010
I-'lR - Retirememt-Voluntary  08418/2010

1

02152010

Expand to see details

51138 Gypsum,Ranny L
34072 Hardenville, Rehecca A
33108 Sugarloaf,Claudia D
34083 Hatharo,Penny

34087 Haxtun Brandi L

33538 Blossburg,Miriam J
234068 Hanna,Lisa Marie P

4

education institution,, 4
,

4
Bureau Repopté

7
Click an the;r-!por‘t name to abtain a
report. ,/
*  Emergency Contacts Listing —
Vje{rv the emergency cantacts and
Awork location of employees based

v s -
» onarganization level ar reporting

manager.

*  NTE Date Report
“iew a listing of NTE expiration
dates within a specified date
range.



Exercise 14 (cont.) gl
Career Ladder Promotion - PAR

[ DataControl Y Personal Data | JobData ) Position Data | Compensation Data ) Employment Data1 ) Erployrnent Data 2 [¥)

Hathoro, Penmy EmpliD: 34033 EmplRcdNbr: 0

ind | Wiew: All First E 1 of 37 (b Last

+
*Actual Effective Date: IEIEI1 2010 [z Proposed Effective Date: 081 5/2010 =
‘Transaction £/ Sequence: I_1 I_1 Not To Exceed Date: I el NTE # Days: |
“P1up ind: | - I

' Mot Ready *Authentication Date: I':'B” 52010 B nrems: [ Q

HFC Applied Status Mat Applicahle PEAT Processed: HCUP Status: I_
"Action: IF'RC' S Pramotion PAR Status: IHH 1 & 1stHR Autharization

‘Reason Code: INCF' 2L Mormal Carear Contact: I Q

Frogressian

NOA Code: IT':'2 2L Promotion
Authority (1): | Q | |
Muthority 21 | QA | |

i . v eren
printsF-52_| | PrintsF-50 | HCUP Impact PAR Remarks AwardData  TrackingData SINQ Search
PAR Request#:

I Mismatch GPPA Website Award Address  SING Error(s)  SING Addendurn




Exercise 14 (cont.) gl

Career Ladder Promotion - PAR

| DataContral | Personal Data | JobData Y Position Data | Compensation Data | Employment Data 1 | Employment Data 2

Hathoro, Penny EmpliD: 34083 Empl Rcd® 0
Find | Wiew All First E 1 of 37 [} Last
+
Effective Date: 0211 5/2010 Transactions Seq 1 1 PAR Status: 15t HR Authorization El
Action Type: FPromation NOA Code: 702 Promation Empl Status:  Active

656015096 CL G5-0203-08  Lead Human Resources Assistant 7 position Management Record
G5-0203-08  Lead Human Resaurces Assistant L Position Override

Classification Action Code I':'_ Q

‘Agency: ITR Department ofthe Treasury Transferred From Agency: I

‘Sub-Agency: |93 Internal Revenue Service Transferred To Agency: I

‘Business Unit: I”:*S':|1 Internal Revenue Service Benefits/FEHE Data
‘Department: |11'3”3“3'1 3976 TIER 1 SUPFORT UNIT FEGLUREtirernentFICA
‘Location: IUT':”:ISE IRS SERVICE CENTER - OGDEM Departmental Hierarchy

Tax Location: I Q Detail

Bl save | Previous tabl Mext tak | & Include History | EF Correct Histary




Exercise 14 (cont.) g
Career Ladder Promotion - PAR

(4] / JobData Y Position Data § Compensation Data ¥ Employment Data 1 | Employment Data 2 ' MFCDatal § NFCData2 ' [

Hathoro, Penny Emplilx: 34053 EmplRcdz: 0

Compensation Data Find | view All

Effective Date: 0871572010 Transactionz Seq 2 1 PAR Status: 15t HR Authorization =
Action Type: Fromotion MNOA Caode: 702 Promaotion Empl Status:  Active

‘Pay Rate Determinant: I 0-Fegular Rate [~ ‘Pay Basis: I Fer Annum :I'

‘Pay Plan’ Table/Grade; |55 |':”:”:”:' | Step: I_ Q _

Rtnd PP:Table Grade: |_ | | Step: | 0 Grade Entry Date: |E|4m 412004 [z
Base Pay: | 54662000000 Compensation Frequency: Annual
Loc/LED Adjust: Im Annuity Offset Amount: I
Adjusted Base Pay: | k0,620.00 [ Override
Total Pay: | 60,620.00

Other Pay Information Expected Pay Accounting [nfo




Exercise 14 (cont.) el
Career Ladder Promotion - PAR

Warning — There are warnings on the following rows:
Effective Date: 0311/2012, Transaction #5eqguence = 11

(2700141}

Click on QK if you wish to SAVE the recard(s).
Click on CAMCEL to transfer to the Calculations and Edits tab to review errors and correct the document.

o
—

(4] / Position Data ' Compensation Data j Employment Data1 3 EmploymentData 2 ) NFCDatal ) NFCData2 | Calcs & Edits )

Cornlea Kandace D EmpliD: 527490 Empl Red#: 0

Find | View Al First (4] 1 or 25 B Last

Data Control

Effective Date: 03/11/2012 Transaction# /5eq 1 1 PAR Status: 15t HR Authorization

Action Type: Fromotion NOA Code: 702 Promotion Empl Status:  Active

First E 1 of 1 E| Last

Messaie
[finitial MO&A =703 the Classification Action Code must be blank. The code is required ifthe initial MOA §s 3w or the

paosition ar job code does not equal the position orjob code on the previous HRICOR processed rowe (27001, 43




Exercise 15
Change In Duty Location



Exercise 15 (cont.) _”{k nnnnnn
Change in Duty Location

Scenario:

A manager submitted a Change in Duty PAR
to move an employee from one location to
another.

e

The manager calls and says he selected the
wrong location; the employee is moving to the
Constellation Bldg at 6009 Oxon Hill,
Washington, MD 20745 (Bldg Code MD0281).

You do not have access to the worklist it has
been routed to, so you will work this action
from the ‘Back End’.




Exercise 15 (cont.) —m'{k
Change in Duty Location

* Where will you start?

 How do you access the PAR?

% " - How do you find the position number?

1+ What must you do on the position?

g® - What must you do on the PAR?



Reassignment

|

—— @ }; F_ Connect
fﬁ A ‘




Exercise 16 l{k nnnnnn

Reassignment

Scenario:

An employee is reassigned from one area to
another. The gaining manager Initiated the

action using MSS and it has been sent to
HR for processing.

You do not have access to the worklist it has

been routed to, so you will work this action
from the ‘Back End’



I

— o @ ;:) Connect
24

Exercise 16
Reassignment

Warning -- There arewwarnings on the following rows:
Effective Date: 2011-06-05, Transaction #FSequence = 11, Row: 1 (27001,41)

izlick on Ok ifyou wish to SAVE the record(s).
Click an CAMN nsfer to the Calculations and Edits tab to review errors and carrect the document.

o] |

Mountainburg Marla D EmpliD: IR406E2 Empl Rz 0

Effective Date: 08/05/2011 Transaction® Seq 1 1 PAR Status: 1st HR Authorization

Action Type: Reassignment'ConversionNOA Code: 721 Reassignment Empl Status:  Active

Messaie

, [finitial MoOA = T03 the Classification Action Code must be blank. The code is required if the initial MOA s 3% ar the
position or job code does naot equal the position ar job code on the previous HRICOR processed row (27001 4)




_gselll..
Al

A system process automatically removes

position rows for all PAR, position-

affecting, transactions that are rejected or
W  deleted, regardless if they were initiated
9 through MSS or HR.

Position Row Removal




ol
Position Row Removal (COH’E)I

Position rows are automatically deleted
when:

— PAR is rejected or deleted (-)
and

— Only one PAR for that effective date exists
and

—Position row effective date = PAR effective
date

and
—More than one position row exists

nnnnnnn



gul

@
— — Connect
24l

Position Row Removal (cont.)

How will the system handle position rows
when only one exists?

Position Information

Find|ViewAll  First [4] 1 o4 [¥]

Position Number: BERTEZ20 Headcount Status: E
Current Supervisor:  KManager,David - SUP HR SPC Current Head Count: 0 out of 0
“Effective Date:  DE18/2011 [ Cataus:  macve >
SING Error(s
Reason: NEW U new Position Action Date:  07/15/2011 =)
SIMNC Search
*position Status: Approved - Status Date: 07/15/2011 El [¥] Key Position SINQ Addendul
Reports To: 65392863 O Dot-Line: Q

*NFC Function Code: ~ Add M *NFC Update Indicator: NDTR@

Update NFC Status | NFC Status Code NFC Status Date




Validation

|

—— @ }; F_ Connect
fﬁ A ‘
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Validating Applied Actions

* Check the appropriate CULP
~ . *Use IRIS to review fields

Y+ Correct SINQs




Interfaces

|

—— @ }; F_ Connect
fﬁ A ‘




Big Picture of el
HR Connect & NFC

Inbound fro
02 & Daily Download (Appli
iIncluding Automatic Insertion

e

Employees
(PRES)

HR
Connect

MSS & ESS

Seevtbound from HR Connect
& Payroll (SEQOUT61) (Table 101)
ians & Job Codes (SEQOUT62)



k-

The ‘Front End’ System Interface (FESI)

—Collects data ready for transmission
—Translates data
—Confirms interface

Front End System Interface
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Processing Consideration

* PAR Status
"~ & * Pl Update Indicator

\ * Effective Date




-

Processing Consideration ™

Today’s date is 06/01/10

- Mark Kahuna’s Record

" Eff Date  PAR Status Pl Upd Ind
105/29/10 HR Ready

' 05/01/10 HR Ready
" 03/08/10 HR Processed



Today’s date is 06/01/10

Mark Kahuna’s Record
PAR Status Pl Upd Ind

J?deﬁDme

1 05/29/10
| 05/15/10

" 05/01/10

1 03/08/10

R Not Ready
R1 Not Ready
R Ready

R Processed

.iﬁl{k nnnnnn

Processing Consideration
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Processing Consideration ™

Today’s date is 07/15/10

Mark Kahuna’s Record

" Eff Date PAR Status Pl Upd Ind
07729110 HR Ready

06/17/10 HR Processed

g8 03/08/10 HR Processed




Processing Cycle

Payvroll/Personnel Processing Cycle

Sunday Monday | Tuesday ednesday] Thursdav] Friday Satur day
PP 14
- T&A's (WK2)

e & & Frou

IP]:NE Transmitied

Sunday Monday | Tuesday ednesday | Thursday | Friday Saturday
eryerierie
T& A s Entered, Transmuitted, Edited, and Corrected  =—_ PP 15
&8 | i w2

BEAR] payday

PAPER CHECE
TIME PAYE BEAR PAVDAY PAYDATY




NFC Applied Status

Status of records transmitted to NFC
—NFC Reports

—NFC Applied Status




NFC Applied Status Values k

New Definition

Value set by the Match Program - Complete match of all fields compared
DI - All Match | between HR Connect and the NFC daily download of applied actions.

Set by the Match Process - Personnel action does not pass either the 1st or
DI — Mismatch | 2nd level match process.

Set by the outbound to signify that the action was sent on the outbound
Pending interface to NFC. Value signifies actions in SINQ or held in NFC’s future file.

Not Applicable | All new rows entered into HR Connect

Set for all historical pending actions at the time of the HCUP/Match Process
Cleanup Conversion to ensure new pending actions are tracked correctly.

HCUP Insert | Value set for rows that are inserted based on the HCUP Insert process.

Only available in the drop-down during current processing pay period when
action has been set to DI-All Match. Allows user to open locked fields to edit
Resend and resend the action to NFC.

Value set when a SINQO025 comes into HR Connect as part of SINQ
Rollback processing, or via the HCUP process. Opens all previously locked fields.

Super Users Only (TR_MATCH_UNLOCK role) - Opens fields previously locked
down. Once the field has been set to ‘Unlock’ and the action is saved, the field
Unlock cannot be manually set to any other value.
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Connect

® ®
Er

NFC Applied Status (cont.)’

[ DataControl Y Personal Data | JobData | Position Data |/ Compensation Data | Employment Data1 '/ Employment Data 2 ' [

Mutual Evelyn EmpliD: 34557 Empl Rcd Nbr: 0

Find | ViewAll  First [*] 1 or31 I [ ast
*Actual Effective Date: |‘|2-"I 8/2011 Proposed Effective Date:  12/18/2011 =]

*Transaction #/ Sequence:|_1 I_1 Hot To Exceed Date: I NTE # Days: I
*Pl upd ind: |F'f'3'36556'j = *Authentication Date: |12-'1B-'2'3'11 NFC Ins: |_

C Applied Status | DI-Alllateh }Ppwr Processed: 2612011 HCUP Status: |_

I
*Action: JUTA Data Chg PAR Status: |HF’- Processed by HR

*Reason Code: I”'F';- Management Action Contact: I Q

NOA Code: 203 Change in Mon-CPDF Data Element

Authority (1) I I I
Aurthority (2): I I I

PrintSF-52 | | PrintsF50 |

HCUP Impact PAR Remarks Award Data Tracking Data SIMNCG Search

PAR Request#:
I Mismatch GPPA Website Award Address  SING Error(s)  SING Addendum




NFC Insert Field

* Allows insertion of NFC generated
actions
* Indicates how future-dated rows are
affected by the insertion of an automatic
action from NFC
— | = Inserted by NFC Inbound
— M = Modified by NFC Generated Action
— N = Needs manual modification
— R = Reviewed by HR person



NFC Insert Field (cont.)

I

[ X X

Connect

[ DataControl '\ Personal Data ' Job Data ) Position Data | Compensation Data ) Employment Data 1 Erployrment Data 2 [»)

Emplil: 34757

hutual BEvelyn

EmplRcd Nbr: 10

Find | View All

‘Actual Effective Date: |'3'3f 07s2004 [5 Proposed Effective Date:
‘Transaction #/ Sequence: I_1 I_1 Mot To Exceed Date:
Plupdind I Proces SEdj' “Authentication Date:

NFC Applied Status | Di-AllMatch =l ppivr Processed:
“Action: [FAY O pay Rt chg PAR Status:
‘Reason Code: Iﬁ Q FPerfarmance Comtact:

NOA Code: |893 QL oy
Authority (1): |G!?M Q

Authority (2): | Q, |
printsF62 | = PrintsFs0 |

|REG 531.404

HCUP Impact PAR Remarks

PAR Request#;

Pt

Mismatch GPPA Webhsite

[+ [=]

03ra7r2004

I Eﬂ NTE #Days:l
|D3maxznn4 =]

2612011 HCUP Status:|

IHR 2 Processed by HR

[ a

Award Data

Tracking Data SIMNG Search

Award Address  SING Error(s)  SING Addendurn
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» Address changes originating from NFC
are automatically inserted into HR
Connect

Address Changes

» Includes changes made through
| Employee Express

. Overlays the address information in
HR Connect




Summary

In this lesson, you learned how to:
—Process PAR actions
—Route actions
—Approve actions
—Use the Correct History Mode
—Validate actions

—Describe the two interfaces between HR
Connect and NFC
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Questions & Answers
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Questions & Answers (cont.)
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Questions & Answers (cont.)




,? , Connect
717

Questions & Answers (cont.)
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Questions & Answers (cont.)
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Questions & Answers (cont.)
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Questions & Answers (cont.)




