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Objectives

By the end of this lesson you will
be able to: @

—Navigate HRSS

—Familiarize yourself with links, reports,
and options available in HRSS

—Navigate the ‘Back End’ menu
—Search, view, and research records

—EXxplain the row structure and effective
dating of position and employee records
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Human Resources Self Service Page

Manager [ﬁ] [Employee] [Report Outputl [Bureau Maintenance] [Proxy.-—'Gruup] [SEC] [Menu]

HR Documents HR Processing gPerformance

¥ HR Connect User's Manual 3
(Web) * HR Connect Menu %Pelzounmllcte_
Viewthe HR Connect User's Use this link to process personnel and position SO ¥ arzzapeelrfrgr?rl]n A,
Manual (éeb Version). relafed_actlons_and ather HR transactions. routing

¥ Print = HR. Online Induiry administrative

Llze this link to wiew an employee's current

Paosition h J tasks on your
Description persannel information. perfarmance
Access the " SF-50 Notification of Personnel Action documents.
pasition Llze this link to wiew ar print all of an employea's
description SF-50s. .
lib ? Learning & Development
I raﬂ‘hﬂ * My Information Updates
Searc ; ; - ) )
' Click here to see action needed by HR for My Infarmation updates.
RS, I T T Sy g ! i ¥ p The bn_elnw I|rl1ks wHI_cnnnect\;Du toyour
bureau specific position * Position Wizard organization's learning management
descriptions. Usze this link to access the condensed set of pages for the quick creation of system's homepage.
positions. * LearnATF
* Process Monitor * GAO Learning
Click here to see ifthe process reguestyou submitted has successfully completed. Center
HR Connect Help * Worklist Status * HUDHVU
o Click here to view items that no longer display onyour worklist because they have .

* HR Connect-2-Learn Training been worked. Treasury TLMS
Resource Center {non-IRS})
This center offers learning and * Treasury ELMS {IRS}
other helpful resources to b Gov Online
suppart you in completing most ] ] _ Serves as the Government-wide one-
HR Cannect functions. Currently there are no iterms in your worklist. stop resource to obtain high quality e-
Ifyou are unable to find a tool or Training product and services.

resource and are interested in y b Law Enforcement Training
training contact us. Recruitment Tools Qbtain skills and knowledge to meet
* Hawe a question? - eMail us demanding challenges of a Federal

law enfarcement career.

b Treasury Executive Institute
COffers learning oppotunities to mesat

llse HR Connect to build the content for CareerConnector wacancy announcements.

" \iew Requisition Requests
Click here to view 3 manager's request to initiate recruitment.

Last Login * CareerConnector Login the needs ofthe Departrment's senior
Click here to use CareerConnector to create vacancy announcements and manage executives.

Yfour last successful login was the application process. X

JUR 04, 2010 03:52 a.m. There . - . ¥ USDA Graduate School

have been 0 unsuccessful logins CareerConnector Resources o o Frovides career-related courses from

SfiEE, Access eLearning, the Remarks Maker, the shared question library, communication the Government's continuing

and deployment infarmation, and other CareerConnectar resources. education institution.




Human Resources Self Service Page

Manager [ﬁ] [Employee] [Report Outputl [Bureau Maintenance] [Proxy.—’Group] ISEC] [Menu]

HR Documents HR Processing ePerformance

* HR Connect User's Manual )
{\VWeh) HF. Connect Menu

View the HE Cannect Usar's Use this link to process personnel and position _ ¥

b ePerformance
Create, maintain,

WManual dfveh Versian). related actions and other HR transactions. rannutliﬁgmrm
b Print " HR l.ml_me_ I||(|u||3_..r . administrative
Position Usze this I|n_ktn wew an employee's current tasks onyour
Description persannel information. perfarmance
Access the = SF-50 Notification of Personnel Action documents.
position Llze this link to wiew or print all of an employee's
description SF-a0s. .
. F;U . Learning & Development
sear?h * My Information Updates
A ) Click here to see action needed by HR for My Information updates. The below links will connect you to your
reviews, or print Treasury and * Position Wizard organization's learning managerment
hureau specific position e . ) :
descriptions., Llze thiz linkto access the condensed set of pages for the quick creation of systern's homepage.
positions. * LearnATF
* Process Monitor * GAO Learning
Click here to see ifthe process requestyou submitted has successfully completed. Centar
HR Connect Help * Worklist Status * HUDHVU
. Click here ta wiew items that no longer display onyour warklist because they hawve .
* HR Connect-2-Learn Training been wirked. Treasury TLMS
Resource Centel {non-IRS)

* Treasury ELMS {IRS)
b Gov Online

This center offers learning and
other helpful resadrces ta

supportyou in completing most
HR Connect functions.

Ifyau are unable to find a toal ar

currently there are no items inyour warklist.

Serves as the Government-wide one-
stop resource to obtain high gquality e-
Training product and services.

resource and are interested in - b Law Enforcement Training

training contact us. Recruitment Tools Qbtain skills and knowledge to meet
P Have a question? - eMail us demanding challenges of a Federal
law enfarcement carger.

b Treasury Executive Institute
Offers learning opportunities to meet

* CareerConnector Login the needs of the Department's senior
Click here to use CareerConnector to create vacancy announcements and manage exacutives.

the application process. b USDA Graduate School

. CﬂleeHZOIIIIeﬂ_OI Resources o o Provides career-related courses from
Access elearning, the Remarks Maker, the shared gquestion libirary, communication the Government's continuing

and deployment infarmation, and other CareerConnector resources. education institution.

Llse HR Cannectto build the content for CareerConnector wacancy announcements.

" View Requisition Requests
Click here to wiew a manager's request to initiate recruitrment.

Last Login

Yadr last successtul login was
JUM 04, 2010 09:52 a.m. There
have heen 0 unsuccessful logins
since.




Human Resources Self Service Page

Bureau Reports

Click on the report name to obtain a report.

b Duplicate Actions Report
List duplicate employee personnel
actions on the same effective date.

P Emergency Contacts Listing
Yiew the emergency contacts and
work lacation of employees based
an arganization level or reporting
manager.

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

b HCUP On-Hold Report
View the HCUP On-Hold Repaort to
review on hold HCUP Packages in
your arganization.

¥ HCUP Status Report
View the HCUP Status Report to
review HCUP Packages in your
arganization.

P Ind. Pending/Processed Awards
View the status of pending
processed award for individual
employees.

P Manager Initiated PARS
Types and number of actions
initiated via M33.

P NTE Date Report

View a listing of MTE expiration
dates within a specified date range.




Human Resources Self Service Page

P Pending Actions Report
YWiew the Pending Actions Report to
identify actions in your Bureau with
an MFC Apolied Status of Pendina.

¥ Pending and Processed Actions
View the status of pending and
processed personnel actions within
a specified date range.

b Pending PAR Actions
List of all personnel actions in a
Warlk in Progress state.

b Pl Auto Action Error Report
List of the Inbound Interface Actions
MOT inserted into HR Connect.

b Pl Auto Action Insert Report
List of the Inbound Interface Actions
inserted into HR Connect.

P Pl Auto Action N Report
List of all PAR actions with an MFC
Insert Indicator setto M - Needs
Manual Modification.

¥ Pl Auto Action Report
List of all incoming Payrall Interface
Actions.

b Pl Pay Document Report
Listing of PI Pay Document Inbound
Transactions.

b Pl Pay Document Error Report
Listing of PI Pay Document Inbound
Transaction Errors.




Human Resources Self Service Page

b SF-50 Notification Error Rpt
View a listing of SF-50 Motification of
Fersonnel Action errars.

b SING Document Type Count Rpt
Total count of all SING errar
messages associated to each
document type.

b SING Error Message Count Rpt
Total count of unique SIMQ error
messages by document type.

b SING Summary by User ID Rpt
Surmmary listing of all SING errar
messages by PQI, userid, and
document type.




HR Self Service - Review

What does HRSS stand for?

. Name two things HR professionals can do
% from their HRSS page?




‘Back End’ Basics
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Accessing the ‘Back End’

Two ways for the HR user to access the ‘Back End’
Menu.

JHR] Employee] [Report Dutput] [Proxy.-’Grnup] [Menu]

1 - Click on the HR tab,
then HR Connect Menu HR Documents

1 ¥ HR Connect User's Manual
Ilnk' {Webh)
Wiew the HR Connect User's
Manual deb Wersiomn).

|' HRE. Connect Menu |
[Jse this linkio process personnel and positian *
related actions and other HR transactions.

OR

2 - Click on the Menu
tab_ | HR| | Employee | | Report Gutput| | Pruwaruup| | Menu




Clicking arrow to the] il K
left of a menu item Search:
expands that item to )
00 e N e ___2
item S [ ePerformance E—
’\J} Recruiting :
[ Workforce Administration I @
[ Workforce Development [ My Favorites
[ Organizational Development [ ePerformance
[- Set Up HRMS [ Recruiing
I PeopleTools — Workforce Administration
— Report Output = Personal Information

— Adress
[ Organizational
Felationships
[ Personal Relationships
= Job Information
[ Workforce Development
[ Crganizational

‘Search:

®

When a menu or

sub-menu item b My Favorites

h n arrow [ ePerformance
Oa;?] t?n al’i Oht [> Recruiting Development
p g g ! « \Workforce Administration [» Set Up HRMS
more sub-menu [ Personal Information [ PeopleTools
items can be [+ Job Information — Report Output
[ Workforce Development
fu It h er [ Organizational
expan ded Development
[ Set Up HEMS

> PeopleTools
— Report Output




Navigation Menu

Search:

[ My Favorites
[» ePerformance
[ Recruiting

[ Workfortelevelopment

[ Organizational
Development

[+ Set Up HEMS

[ PeopleTools

[ o " R S S

Workforce Administration

Hire employees, add non-employees, maintain perzonal and job data, adminizter global azsignmentz, labar relations, abzence and vacation.

ﬁ Personal Information ﬁ Job Information

Maintain information about & person regardless of Jobs. Maintain information about & person tied to & specific job record
1 Biographical = Hire Emploves JSF
3 Oroganizationsl Relationships =] Hire Wizard
[ Personal Relationships [0 Revieww Job Infarmation

=l HR1 Authorization
=l HR:2 Autharization
=l HR3 Authorization
=] HE Processing

= Cancellstion

=l CoR1 Aotharization
= CcoR2 Authorization
= CoORS Authorization
=l COR Processing

3 Payrol Documents



Search:

[» My Favorites
[» ePerformance
[» Recruiting

I> Personal Information
[ Job Information

[ Workforce Development

[» Organizational
Development

[- Set Up HRMS

I PeopleTools

— Report Output

Navigation Menu

[ Biographical
Organizational Relationships

Perzonal Relationships

Workforce Administration

By clicking on a sub-
folder, it brings up
associated page links.

Hire employees, add non-employees, maintain personal and job data, administer global azsignments, labor relations, absence and vacation.

ﬁ Personal Information
haintain infarmation about a person regardless of Jobs,

Job Information
Maintain infarmation about a person tied to a specific job recor

=l Hire Employes LISF
= Hire Wizard

[ Review Job Information
= HR1 Authorization

= HR2 Authorization

= HR3 Authorization

=l HR Processing

5 Cancellation

= COR1 Autharization

[E coR2 Authorization

IS5 CORS Authorization

By clicking on
page link itself, it
brings up
requested page.




Navigation Menu - Search

Search:

benefits

[> Mv Favorites

[ ePerformance

[> Recruiting

[ Workforce Administration

[ Workforce Development

[ Organizational Development
[ Set Up HEMS

[ PeopleTools

— Report Output

Search

Enter search keywords separated by a space. Use gquotes for any phrases. For example: Cities
Countries 'United States’

* New Search " Search Within Results %
|heneﬂt5 Lt | Customize Settings 0

Hide Summaries
Search Results

1 Benefits, Life Events Planner

Dhtain information about Federal benefits, healthflife insurance, and long term care.
Home=Treazury HR Connect - Hidden=HR Connect External Links=Benefits, Life Events Planner

2 Safety and Health Info Mot

Safety and Health Information Management Systermn (SHIMS). Use this link to initiate a claim
forWorkers' Compensation andior medical benefits relating to & work-related illness or injury.
Home=Treasury HR Connect - Hidden=HR Connect External Links=Safety and Health Info Mgmt

3 Soc Sec Benefit Planner

Learn ahout and calculate social security henefits.
Home=Treazury HR Connect - Hidden=HR Connect External Links=Soc Sec Benefit Planner




- hly Favorites
— Add to Favorites
— Edlit rmes
[ EPEIT@IIEE
[ Recruming
[ Workforce Administration

[ Waorkforce Development

[- Organizational Development
[ Set Up HEMS

[ PeapleTools

— Report Owtput

= Wy Favorites
— AddMUpdate Posttion Info

— ApproverUser Access Maint

— Education
— Emergency Conmntact
— HR Processing
— My Informaticn
— Review History USF
— Add ro Favorites
— Edit Favorites
[ ePerformance
[ Manager Self Service
[ Recruming
[ Workforce Administration
[ Compensation
[ Workforce Development
[= Crganizational Development
[ Bureau Maimtenance
[ Set Up HEMS
[ Treasury Portal Apps
[ PeopleTools
— Report Curtput




Navigation Menu

[ My Favorites \\ Click the

l}ePeﬂnnjance Minimize

[- Self Service Button to
hide the
Menu

Click the
small b

menu icon
to make it
reappear

s

7 Self Service




Exercise 1

Add Favorites




Typical Search Screen Functions

Search:
= My Favorites
- AddUpdate Position Info

- HR Pt sing

- Add to Favorites

- Edit Favorites

[ ePerformance

[ Manager Self Service

[* Recruiting

[ Workforce Administration

[ Compensation

(- Workforce Development

(> Organizational
Development

[» Set Up HRMS

[ PeopleTools

— Repaort Owutpit

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

{ Find an Existing Value |

EmpliD: | begins with ¥ | 333
Empl Red Nl}r:|= -] |

Last Name: | begins with v |

First Name: | begins with v | |
National ID: | begins with = | |

[™ Correct History

Search | Clear |Basic8€arch =

Search Results

Only the first 300 results can be displayed. Enter mare inﬂ:urma@' a?we and search agamD@duce the number of search results.,
View All 1-100 oF Last

LasT NAME FIRSTNAME  NATIOWAL ID

Save Search Criteria

EHFLID EMFL RCO NER NAME

3332 0 Garcia.Cherry B GARCIA CHERRY 123456789
33310 0 Smith.George 5 SMITH GEORGE 987116543



Navigating Records

(®)

[ Data Control ' PersonalData | JobData | Position Data | Compensation Data | Employment Data 1 | Employment Data 2

(

Mutual Evelyn EmpliD: 247577 EmplRcd Nbr: 0

Data Control Find | View All

*Actual Effective Date: |12-'1 8/2012 Proposed Effective Date:  12/18/2012

*Transaction #/ Sequence:|_1 I_'I Not To Exceed Date: I NTE # Days: I
*Pl upd ind: [Processed [7] “Authentication Date:  [12/18/2012 NFCins: | | Rows

NFC Applied Status | DI-Allatch =l pPNrProcessed: 2612012 HCUP Status: |_
*Action: [T Data Chg PAR Status: [HR Processed by HR

*Reason Code: I”'ﬂ- Management Action ~ Contact: I Q

NOA Code: 203 Change in Non-CPDF Data Element

Authority (1}: I I I
Authority (2): I I I

—_ —
prntsF62 | _ PrintsF-50 | HCUF Impact PAR Remarks Award Data  Tracking Data  SING Search

PAR Request#:
I Mismatch GPPA Website Award Address  SING Erroris)  SIMNG Addendum




Two Ways to View Records

o ool {_Barson s D D Posbon D

- [ [
S —. S A
. .
J
R— Y
p— [
- [ —
Fema
[Eo s
PR L]
[i— [P E——
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P s PR A _Prcessedivi Authoriy (1[G QL Res et #=)
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Understanding Effective Dates

2/1/07- ; 10/1/10 —
8/1/1 N N . 1/1/2011
i 8/1/10
[System
Date]
HISTORY CURRENT FUTURE

ROWS ROW ROWS




A0

o
(1)

&J Understanding Effective Dates (cont.)

« Today’s date is August 1, 2010...

Action History Current Future

Hired 1/1/2008

Realignment 3/15/09

Promoted 8/1/2010

Expected Retirement
12/31/2010




Opening Multiple Windows

[ Data Control { FersonalData | JobData | PosiionData | Compensation Data | EmploymentData 1 | EmploymentData2 | [

Mutual Evelyn EmpliD;

Data Control

34887

Empl Rcd Nbr: 10

I12-‘18-‘2E|12
*Transaction #/ Sequence: |_1 I_'I

*Actual Effective Date:

*Pl upd ind: |F'r-3-:esse.j vI
NFC Applied Status | DI-Allllatch ~
*Action: DTA Data Chg

NOA Code: 903 Change in Non-CPDF Data

*Reason Code: Management Action

First [4] 1031 Last
[+][=]

Find | View All

Proposed Effective Date:  12/18/2012

I—
I‘IE-"IE-’ZD‘IE

Hot To Exceed Date:

NTE # Days: I
NFC Ins: I_

*Authentication Date;

PPt Processed: 2612012 HCUP Status: I_
PAR Status: |HR Processed by HR
Contact: I Q

Element

Authority (1) I_ I

Authority (2): I_ I

. . p——

printSF-52_| _Print SF-50_| HCUP Impact FAR Remarks AwardData  TrackingData SINQ Search
PAR Requests#:
I Mismatch GPPA Wehsite Award Address  SINQ Error(s)  SING Addendum




Exercise 2

Navigate an Employee’s Record




Exercise 2 — Search

HR Processing
Enter any information you have and click Search. Leave fields blank

/ Find an Existing Value

EmpllD: begins with
Empl Rcd Nbr:| = |
Last Name: hegins with

begins with
cantains
Mational 1D: =

not =
[T Correct Hig <

First Hame:

Search Search & Save Search Criteria

=] =

hetween
in




Exercise 2 — Navigate

[ Data Control ' PersonalData | JobData ) Position Data ¥ Compensation Data ' EmploymentData 1 | Employment Data 2 @

\J
Mutual Evelyn EmpliD: 24557 Emp Rcd Mbr: 0
Data Control

Find | ViewAll  First (1] 1 or31 B L ast
*Actual Effective Date: |12-'1 8/2012 Proposed Effective Date:  12/18/2012 =]

*Transaction #/ Sequence:|_1 I_*I Not To Exceed Date: I NTE # Days: I
*P1 upd ind: |Pf'3'36556'j =] *Authentication Date: |“|2-'““3-'2'3'12 NFC Ins: |_

NFC Applied Status | DI-AllMatch =l PPNrProcessed: 2612012 HCUP Status: |_
*Action: [PTA]  Data Chg PAR Status: [HR Processed by HR

*Reason Code: IHH- Management Action ~ Contact: I Q

NOA Code: 903 Change in Non-CPDF Data Element

Authority (1) I_ I I
Authority (2): I_ I I

printSF-52_| | PrintSF-60_| HCUP Impact PAR Remarks AwardData  TrackingData SINQ Search
PAR Requests:

I Mismatch SPPA Website

Data Control | Personal Data | Jobh Data | Position Data | Compensation Data | Emploviment Data 1 | Employment Data 2 | MFC Data 1 | WEC Data II

Award Address  SING Error(s)  SING Addendum




Exercise 2 — View

[ Data Control ' Personal Data | JobData | Position Data | Compensation Data | Employment Data1 /' EmploymentData2 [

Mutual Evelyn EmpliD:

Data Control

245457

Emp Bcd Hbr: 0

Fird|ViewAl  First ] 1or2¢ B Last

*Actual Effective Date: |‘12-”I 8/2012 Proposed Effective Date:  12/18/2012 =]
*Transaction #/ Sequence: I_1 I_1 Not To Exceed Date: I NTE # Days: I

*Pl upd ind: |Pf'3'3E55E'j :I‘ *Authentication Date: |’|E”|E-‘E'I'1E NFC Ins: |_

NFC Applied Status | D-AlMatch =l PPirProcessed: 2612012 HCUP Status: |_

*Action: IDT;- Data Chg PAR Status: IHH Processed by HR
*Reason Code: ||-1'F""‘- Management Action Contact; I Q

NOA Code: 903 Change in Non-CPDF Data Elernent

Authority (1): | | |

Authority (2): | | |

e R
PrintSF-52 | | Print SF-50_| HCUP Impact PAR Remarks AwardData  Tracking Data  SINQ Search
PAR Request#:

a—

Mismatch

GPPAWebsite Award Address  SING Error(s)  SING Addendum

Data Control | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | WEC Data 1 | MEC Data 2




E Ise 2 — New Wind
[ DataControl Y PersonalData | JobData ' PositionData | Compensation Data | Emplayment Data 1 | Employment Data 2 ' [

Mutual Evelyn EmpliD: 34557 EmplRcd Nbr: 0

Data Control Find [ViewAll  First [1] 1 or31 I Last

*Actual Effective Date: |12-'1 8/2012 Proposed Effective Date:  12/18/2012 =

*Transaction #/ Sequence:|_1 I_1 Not To Exceed Date: I NTE # Days: I
*Pl upd ind: |F'f'3'3655e'j ] *Authentication Date: |‘12-'1E-'2'3'12 NFC Ins: |_

NFC Applied Status | DI-Alllatch =l PPNrProcessed: 2612012 HCUP Status: |_
*Action: IDT;- Data Chg PAR Status: IHR Frocessed by HR

*Reason Code: I”“- Management Action ~ Contact: I Q

HOA Code; Iﬁ Change in Mon-CPOF Data Element
Authority (1): I_ I I
Authority (2): I_ I I

—__ —_
PrintsF-52_| | Print SF-50_ | HCUF Impacdt PARRemarks AwardData  Tracking Data SINQ Search

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




‘Back End’ Review

What is meant by ‘Front End’ and ‘Back End’?

How do you access the ‘Back End’?

% . How do you navigate from one PAR to another?

Y What are two ways to view records?

How do you open multiple windows?









