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Introduction 
EHRP is a position-driven human resource system rather than an employee-driven system. By 
basing the system's database contents on the position itself, the Department can track information 
related to the position, such as location, regardless of whether or not there is an actual employee 
in that particular position. In this configuration, when the position is vacant, the common thread 
that binds the human resource data together is not lost.  
Position Management is the process of assigning data to positions and moving employees in and 
out of those positions as appropriate.  
The information used to maintain and track positions in EHRP will serve the Department in many 
areas of human resources including organization planning, budgeting, recruitment, and career 
planning. While some of these benefits will not be used at this time, they are potential 
components for inclusion with later releases of the system. 
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Job Codes 
Job codes are templates within the system used for grouping similar positions in a logical manner. 
A single job code can have many positions and thus many employees linked to it within EHRP. 
Many employees may share the same job code, even though they may have different positions 
and perform work in different admin codes, locations and Agencies. 
 

Creating a Job Code 
Introduction
In EHRP, there are four pages in the Job Code page group. Information captured on the OF-8 is 
entered into the first and third pages of this page group to create a job code. 
NOTE: Fields that are not required are not listed within the procedure. Optional fields that an 
end-user may choose to complete are not detailed. 
Some of the information tracked at the job code level within EHRP includes: 
-Job Title 
-Occupational Series 
-Pay Plan 
-Pay Table 
-Grade 
-Supervisory Level 
-PATCOB Code 
-Functional Classification 
-FLSA Status 
-POI 
-LEO 
 

Procedure 
 
The following steps detail the procedure for creating a job code. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Setup link. 
 

4.   Click the Job Code Table link. 
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Step Action 

5.   Click the Add a New Value link. 
 

 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 

 
Step Action 

6.   NOTE: The Job Code should be created within the SetID that corresponds with the 
Agency for which the Job Code is being created. This should default to your agency's 
SetID. You can change the SetID . 
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Step Action 

7.   Press [Tab]. 
8.   Enter the Job Code number you wish to add into the Job Code field. Enter "RS8045".  

Note: The job code number is the smart-coded Position Description number and 
should be entered in all caps. 

9.   Click the Add button. 
 

10.   In the Effective Date field, enter the date this action was authorized if it differs from 
the default date, which is today's date.  

 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 
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Step Action 

11.   Click in the Occupational Series field. 
 

12.   Enter the desired information into the Occupational Series field. Enter "0201". 
13.   Press [Tab]. 
14.   Enter the desired information into the Official Posn Title Code field. Enter "07". 
15.   Press [Tab]. 

NOTE: The Official Posn Title Code description will default to the Organization 
Posn Title Code description and the Job Description. If an Organization Posn Title 
Code is selected, the Organization Posn Title Code description will update. The Job 
Description can be overwritten, if necessary. 

16.   Click the *Manager Level list. 
 

17.   Select the desired entry. 
Click Supv/Mgr. 

 
18.   Enter the value of "40.00" for the Standard Hours and "W" for the Standard Work 

Period of Weekly, if necessary.  
NOTE: For a part-time position, this field would be modified. For positions without 
hours, enter "1". The standard hours is based on a weekly versus a biweekly tour. 

19.   Click the Regular/Temporary list. 
 



Training Guide 
Position Management  

 

 
Step Action 

20.   Select the desired entry. 
Click Regular. 

 
21.   Click the USA icon button. 

 
 
  

  

 
Step Action 

22.   Scroll as necessary to view the information contained in the USA icon. 
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Step Action 

23.   Click the *FLSA Status list. 
 

24.   Select the desired entry. 
Click Exempt. 

 
25.   Click the US Federal icon button. 
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Step Action 

26.   Scroll as necessary to view the information contained in the US Federal icon. 
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Step Action 

27.   Click in the Sub-Agency field. 
 

28.   Enter the desired information into the Sub-Agency field. Enter "11". 
29.   Press [Tab]. 
30.   Enter the desired information into the POI field. Enter "4183". 
31.   Press [Tab]. 
32.   Enter the desired information into the Bargaining Unit field. Enter "0018". 
33.   Click the Fund Source list. 

 
34.   Select the desired entry. 

Click Appropriated Funds. 
 

35.   Click the PATCOB Code list. 
 

36.   Select the desired entry. 
Click Professional. 
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Step Action 

37.   Confirm the Position Sensitivity Code default of "Non Sensitive" or select the 
appropriate code from the drop down menu. 
If the job code is for a law enforcement officer (LEO), select the LEO Position from 
the drop down menu. 

38.   If the OF-8 indicates that an Employee Financial Interests or Executive Financial 
Disclosure background investigation is required, check the checkbox. 
Check the IA Actions checkbox if the OF-8 indicates that classification findings will 
support a request to increase allocations. 
Enter the Target Grade if the job code is for a career ladder job code and represents 
the target grade. 

 
  

  

 
Step Action 

39.   Scroll as necessary to view the Default Compensation tab at the top of the screen. 
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Step Action 

40.   Click the Default Compensation tab. 
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Step Action 

41.   Click in the Pay Plan field. 
 

42.   Enter the desired information into the Pay Plan field. Enter "EG". 
43.   Press [Tab]. 
44.   Enter the desired information into the Table field. Enter "0000". 
45.   Press [Tab]. 
46.   Enter the desired information into the Grade field. Enter "00". 
47.   Press [Tab]. 

The salary survey information appears in the Salary Survey area. 
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Step Action 

48.   Scroll as necessary to view the Save button at the bottom of the screen. 
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Step Action 

49.   Click the Save button. 
 

50.   The job code is created. 
End of Procedure.

 

Modifying Job Code Data 
Introduction
You can modify data on an active job code. You need to navigate to the appropriate page and 
field and make the necessary changes.  
Note: Changes made to job code data will not be automatically applied to related positions and 
employees. Manual updates to the positions and employees are required. 
 

Procedure 
 
To modify data on an active job code, perform the following steps. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Setup link. 
 

4.   Click the Job Code Table link. 
 

5.   NOTE: The SetID should default to your agency's SetID. Confirm or enter the SetID. 
 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 
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Step Action 

6.   Press [Tab]. 
7.   Enter the desired information into the Job Code field. Enter "RS8045". 
8.   Click the Search button. 
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Step Action 

9.   Click the Add a new row at row 1 button. 
 

10.   Click the Choose a date button. 
 

 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 
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Step Action 

11.   Navigate as necessary and click on the desired date. 
 

12.   Continue to navigate to the appropriate pages and fields and make any other necessary 
changes. 

 

 
Note: Changes made to job code data will not be automatically applied to related 
positions and employees.  Manual updates to the positions and employees are required. 
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Step Action 

13.   Scroll as necessary to view the Save button. 
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Step Action 

14.   Click the Save button. 
 

15.   The job code data for an active job code is modified. 
End of Procedure.

 

Inactivating Job Codes 
Introduction
To retain an accurate system history, an end-user should never delete a job code. Instead, when a 
job code is no longer needed, it should be inactivated.  
Note: Before inactivating a job code, a user must first inactivate each position associated with the 
job code.  
 

Procedure 
 
To inactivate a job code, perform the following steps. 
 
  



 
Training Guide

Position Management 
 

 
 

Page 21

  

 
Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Setup link. 
 

4.   Click the Job Code Table link. 
 

5.   NOTE: The SetID should default to your agency's SetID. Confirm or enter the SetID. 
 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 
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Step Action 

6.   Press [Tab]. 
7.   Enter the desired information into the Job Code field. Enter "RS8045". 
8.   Click the Search button. 
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Step Action 

9.   Click the Add a new row at row 1 button. 
 

 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 

 
Step Action 

10.   Click the Choose a date button in order to enter the Effective Date for when the Job 
Code should be inactivated. 
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Step Action 

11.   Navigate as necessary and click on the desired date for when the Job Code should be 
inactivated. 
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Step Action 

12.   Click the *Status list. 
 

13.   Click the Inactive entry in the Status list. 
 

14.   Scroll as necessary to view the Save button. 
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Step Action 

15.   Click the Save button. 
 

16.   The job code that is no longer needed is inactivated. 
End of Procedure.

 

Reactivating Inactive Job Codes 
Introduction
Inactive job codes can be reactivated, if necessary. 
  
Note: After reactivating the job code, a user can then reactivate the associated positions, if 
necessary.  
 

Procedure 
 
To reactivate an inactive job code, perform the following steps. 
 
  



 
Training Guide

Position Management 
 

 
 

Page 27

  

 
Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Setup link. 
 

4.   Click the Job Code Table link. 
 

5.   NOTE: The SetID should default to your agency's SetID. Confirm or enter the SetID. 
 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 
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Step Action 

6.   Press [Tab]. 
7.   Note: The Job Code number should be entered in all caps. 

Enter the desired information into the Job Code field. Enter "RS8045". 
8.   Click the Search button. 
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Step Action 

9.   Click the Add a new row at row 1 button. 
 

 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 

 
Step Action 

10.   Click the Choose a date button in order to enter the Effective Date for when the Job 
Code should be activated. 
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Step Action 

11.   Navigate as necessary and click on the desired date for when the Job Code should be 
activated. 
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Step Action 

12.   Click the *Status list. 
 

13.   Click the Active entry in the Status list. 
 

14.   Scroll as necessary to view the Save button. 
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Step Action 

15.   Click the Save button. 
 

16.   The job code that was inactive is reactivated. 
End of Procedure.
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Positions 
Positions are all of the jobs within a department, both encumbered and vacant. There is a one-to-
one relationship between Positions and employees in that a Position cannot be filled by more than 
one employee. An exception to this rule is if two employees job share one Position. 
In EHRP, there are five pages in the Position Data page group. Information is entered into the 
first four pages of the page group. Many of the fields on these pages default from the associated 
job code. 
NOTE: Fields that are not required are not listed within the procedure. Optional fields that an 
end-user may choose to complete are not detailed. 
Position numbers are sequentially auto-generated by the system in the order that the positions are 
created. Position numbers, unlike Job Code numbers, have no inherent meaning tied to them. 
Position numbers are assigned sequentially to newly established Positions by EHRP in the order 
that the Positions are saved, no matter what the location of the user or from what job code the 
Position is established.  
For example, if an HR staff member at FDA creates a position for job code #2B2740 and an HR 
staff member at CMS creates a position for job code #7B2730, then the position number for the 
1st position would be "1" and the position number for the 2nd position would be "2." Then when 
the FDA HR Staff creates another position for job code #2B2740, the position number will be 
"3." 
 

Determining if a Position Already Exists 
Introduction
Positions are all of the jobs within a department, both encumbered and vacant. There is a one-to-
one relationship between Positions and employees in that a Position cannot be filled by more than 
one employee. An exception to this rule is if two employees job share one Position. 
 

Procedure 
 
The following steps detail the procedure to determine whether a specific position already exists in 
the system or to determine the position number for a position. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Use link. 
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Step Action 

4.   Click the Position Data link. 
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Step Action 

5.   Click the Advanced Search link. 
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Step Action 

6.   Click in the Business Unit field. 
 

7.   Enter the desired information into the Business Unit field. Enter "PSC00". 
8.   Click the Search button. 

 
9.   Scroll as necessary to view the rest of the page. 

Click the horizontal scrollbar. 
10.   Note the position number and job code number. 

End of Procedure.
 

Creating a Position 
Introduction
Before you create a position, you should determine whether or not a specific position already 
exists in the system. You can also determine a position number for a position. The topic prior to 
this one, "Determining if a Position Already Exists", will help you to do this. 
 

Procedure 
 
The following steps detail the procedure for creating a position. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Use link. 
 

4.   Click the Position Data link. 
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Step Action 

5.   Click the Add a New Value link. 
 

 
  



Training Guide 
Position Management  

 

 

 
 
Page 40 
 

  

 
Step Action 

6.   Do not enter a Position Number. It will autogenerate when you save. 
Click the Add button. 

 
 

 
NOTE: The Position Number will remain at "00000000" until the user saves the page 
group.  At that point, a new position number will be sequentially autogenerated for the 
position. 
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Step Action 

7.   Click the Choose a date button. 
 

 

 
If a user is creating a new position, the Initialize button is displayed on the Description 
page of the Position Data page group.  A user should select this button if the s/he wants 
to copy all or many of the characteristics of a similar existing position.  When a user 
clicks the Initialize button, a dialog box appears, prompting the user for the Position 
Number of the position s/he wants to copy.  Upon clicking the Initialize button, the 
system populates the pages with the position information of the position that was 
selected.  A user may override any information that does not apply to the new position as 
necessary.  
 
NOTE: This feature serves as a valuable time-saver when a user is required to create 
numerous similar positions. 

 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 
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Step Action 

8.   NOTE: This date must be effective before the effective date of the action. For 
example, if the hire date is before the effective date of the position, it will not be 
accessible.  
Click the desired date. 
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Step Action 

9.   Click the Work Location tab. 
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Step Action 

10.   Click in the *Company field. 
 

 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 

 
Step Action 

11.   Enter the desired information into the *Company field. Enter "HE". 
12.   Enter a Business Unit if a default entry does not appear.  

NOTE: Business units serve as data filters within the EHRP system. Therefore, this 
step is required before the appropriate job code can be selected. 
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Step Action 

13.   Click the Job Information tab. 
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Step Action 

14.   The Job Code number should be entered in all caps. 
Enter the desired information into the Job Code field. Enter "RS8042". 
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Step Action 

15.   Click the Description tab. 
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Step Action 

16.   Click in the Reports To field. 
 

17.   NOTE: The data contained in this field enables EHRP to drive automatic actions, like 
Within Grade Increases. This information can be overwritten at the employee level, if 
necessary. 
Enter the desired information into the Reports To field. Enter "00000008". 

18.   The Official Position Title from the job code is the default. Enter the Title of the new 
position if the default value is not correct.  
Enter a Short Title or a Long Description for the title, if applicable. 
If more detailed text is required, click on the Detailed Job Description link and enter 
the appropriate description. 

19.   Click the US Federal icon button. 
 

20.   Scroll as necessary to view the information contained in the US Federal icon. 
21.   The Occupational Series defaults from the job code. The Date Position 

Established defaults to the effective date. 
Click the Position Occupied list. 

 
22.   Select the desired entry. 

Click Competitive. 
 

23.   Select and change the Medical Officer and Exempt Type if applicable. 
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Step Action 
24.   Scroll as necessary to view the Work Location tab. 

 
  

  

 
Step Action 

25.   Click the Work Location tab. 
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Step Action 

26.   Click in the Location Code field. 
 

27.   Enter the desired information into the Location Code field. Enter "010000000". 
28.   Click the Expand section button. 

 
29.   Confirm or modify the Sub-Agency. 

NOTE: The Sub-Agency is equivalent to a DHHS Agency, e.g., NIH. The sub-agency 
from the job code is the default. 

30.   Click the *Terminal ID list. 
 

31.   Select the desired entry. 
Click PSC. 
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Step Action 

32.   Click the Job Information tab. 
 

33.   Confirm the value in the Reg/Temp and Full/Part Time fields. The values default 
from the job code. These fields are not to be used to identify the work schedule. 
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Step Action 

34.   Click the *Regular Shift list. 
 

35.   Select the desired entry. 
Click 1. 

 
36.   Click in the Grade field. 

 
37.   Enter the desired information into the Grade field. Enter "40". 
38.   Press [Tab]. 
39.   Enter the desired information into the Work Period field. Enter "W". 
40.   Click the US Federal icon button. 

 
41.   Scroll as necessary to view the information contained in the US Federal icon. 
42.   Confirm or modify the Bargaining Unit, Work Schedule, Fund Source, and FLSA 

Status.  
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The Bargaining Unit from the job code is the default. 
 
Work Schedule is the Federal work schedule identifier. 
 
The Fund Source from the job code is the default. 
 
The Target Grade from the associated job code is the default.  This field is indicative of a 
career ladder job code. 

 
  

  

 
Step Action 

43.   Click the Specific Information tab. 
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Step Action 

44.   Click the US Federal icon button. 
 

45.   Scroll as necessary to view the information contained in the US Federal icon. 
46.   Select and modify the Sensitivity Code, Security Clearance, or LEO/Fire Position, 

if necessary. The Sensitivity Code and the LEO/Fire Position from the job code is 
the default. 
Click the Drug Test (Applicable) checkbox, if necessary. 
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Step Action 

47.   Saving assigns a number to the position. 
Click the Save button. 

 
48.   The position is created. 

End of Procedure.
 

Modifying Position Data 
Introduction
When you modify position data, changes made to the position data will not be automatically 
applied to related employees. Manual updates to the employees are required. 
 

Procedure 
 
To modify data on an active position, perform the following steps. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Use link. 
 

4.   Click the Position Data link. 
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Step Action 

5.   Click in the Job Code field. 
 

6.   Enter the desired information into the Job Code field. Enter "002880". 
7.   Click the Search button. 

 
 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 
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Step Action 

8.   Click the *Position Status list. 
 

 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 

 
Step Action 

9.   Select the desired entry. 
Click Proposed. 

 
10.   Click in the Reports To field. 

 
11.   Enter the desired information into the Reports To field. Enter "00000045". 
12.   Click the Add a new row at row 1 button. 

 
13.   Click the Choose a date button. 
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Step Action 

14.   Click the desired date. 
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Step Action 

15.   Click the Ok button. 
 

16.   The data for an active position is modified. 
End of Procedure.

 

Changing Reports to Information 
Introduction
Changing Reports To information is a two-step process. First, the position number must be 
changed at the Position level. Second, the Reports To information must be changed at the 
employee level. 
 

Procedure 
 
The following steps detail the procedure for changing Reports To information. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Use link. 
 

4.   Click the Position Data link. 
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Step Action 

5.   Click in the Job Code field. 
 

6.   Enter the desired information into the Job Code field. Enter "01P001". 
7.   Click the Search button. 

 
8.   Select the appropriate position. 

Click SUPV HELP DESK SPECIALIST 
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Step Action 

9.   Click the Add a new row at row 1 button. 
 

10.   Update the Effective Date. 
Click the Choose a date button. 

 
 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 
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Step Action 

11.   Click the desired date. 
Click 14 
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Step Action 

12.   Click in the Reports To field. 
 

 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 

 
Step Action 

13.   Make any necessary changes to the Reports To field. 
Enter the desired information into the Reports To field. Enter "00000042". 
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Step Action 

14.   Click the Save button. 
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Step Action 

15.   Click the Home link. 
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Step Action 

16.   Click the Administer Workforce link. 
 

17.   Click the Administer Workforce (USF) link. 
 

18.   Click the Use link. 
 

19.   Click the HR Processing link. 
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Step Action 

20.   Click the Correct History option. 
 

21.   Click the Search button. 
 

22.   Select the appropriate employee. 
Click SAMPSON, ELAINE 

 
 
  



Training Guide 
Position Management  

 

 

 
 
Page 70 
 

  

 
Step Action 

23.   Click the Job tab. 
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Step Action 

24.   Click the Position Override option. 
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Step Action 

25.   Click the Employment 2 tab. 
 

 
  



 
Training Guide

Position Management 
 

 
 

Page 73

  

 
Step Action 

26.   Modify the Reports To Position number. 
Double-click in the Reports To Position field. 

 
27.   Enter the desired information into the Reports To Position field. Enter "00000028". 
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Step Action 

28.   Click the Job tab. 
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Step Action 

29.   Uncheck the Position Override checkbox. 
Click the Position Override option. 

 
 
  



Training Guide 
Position Management  

 

 

 
 
Page 76 
 

  

 
Step Action 

30.   NOTE: Changes made to position data will not be automatically applied to related 
employees. Manual updates to the employees are required. 
Click the Save button. 

 
31.   The change to Reports To information is saved. 

End of Procedure.
 

Inactivating Positions 
Introduction
To retain an accurate system history, an end-user should never delete a position. Instead, when a 
position is no longer needed, it should be inactivated.  
 

Procedure 
 
To inactivate a position, perform the following steps. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Use link. 
 

4.   Click the Position Data link. 
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Step Action 

5.   Click in the Job Code field. 
 

 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 

 
Step Action 

6.   Enter the desired information into the Job Code field. Enter "002880". 
7.   Click the Search button. 

 
8.   Click the desired entry in the Search Results table. 

 
9.   Select the appropriate position. 

Click SUPPORT SERVICES SUPERVISOR 
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Step Action 

10.   Click the Budget and Incumbents tab. 
 

11.   Verify that the position is not encumbered. 
12.   Click the Description tab. 
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Step Action 

13.   Click the Add a new row at row 1 button. 
 

14.   Click the Choose a date button. 
 

 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 
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Step Action 

15.   Click the desired date. 
Click 15 
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Step Action 

16.   Click the *Status list. 
 

17.   Click Inactive. 
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Step Action 

18.   Click the Save button. 
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Step Action 

19.   Users will receive a warning that confirms there are no employees attached to the 
position. 
Click the Ok button. 

 
20.   The position that is no longer needed is inactivated. 

End of Procedure.
 

Reactivating Inactive Positions 
Introduction
Inactive positions can be reactivated, if necessary. 
 

Procedure 
 
To reactivate an inactive position, perform the following steps. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Use link. 
 

4.   Click the Position Data link. 
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Step Action 

5.   Click in the Job Code field. 
 

 

 
The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to 
look up all possible entry options for this field. 

 
Step Action 

6.   Enter the desired information into the Job Code field. Enter "002880". 
7.   Click the Search button. 

 
8.   Select the appropriate position.  

Click SUPPORT SERVICES SUPERVISOR 
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Step Action 

9.   Click the Add a new row at row 1 button. 
 

10.   Click the Choose a date button. 
 

 

 
The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up 
calendar for reference.  To select a specific date from the pop-up calendar as the field 
entry, simply click on the date.  Use the arrows to move through the months and years. 
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Step Action 

11.   Click the desired date. 
Click 22 
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Step Action 

12.   Click the *Status list. 
 

13.   Click Active. 
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Step Action 

14.   Click the Save button. 
 

15.   The inactive position is reactivated. 
End of Procedure.
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Position Management Information Tools 
In addition to the EHRP Position Management pages, an end-user can obtain Position 
Management information in condensed formats from the following: 
Inquire Pages 
Position History 
Vacant Budgeted Positions 
Reports 
Active/Inactive Positions 
Active Position History 
Incumbent History 
Vacant Position Report 
Exception Override Report 
OF8 Report 
Inquire pages are queries that are built into EHRP for users to easily access. Since EHRP is 
accessed in a browser format, the inquiries can be printed using the Print button on the browser 
tool bar. Inquire pages will allow the user to view data that meets inquiry criteria. 
Reports are also queries that are built for users to easily access data. Reports can be printed, as 
well.  
 

Position History Inquire Page 
Introduction
The Position History inquire page provides information on incumbents currently and previously 
assigned to a position. Included are position entry and end dates, and salary information. 
The view also contains a hyperlink (Current Position Data) that provides detailed summary 
information for the position. 
 

Procedure 
 
The following steps detail the procedure for generating the Position Management Inquire pages. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Inquire link. 
 

4.   Click the Position History link. 
 

 
  



 
Training Guide

Position Management 
 

 
 

Page 93

  

 
Step Action 

5.   Click the Search By list. 
 

6.   Select the desired entry. 
Click Description. 
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Step Action 

7.   Enter the desired information into the Description field. Enter "Mail Clerk". 
8.   Click the Search button. 

 
9.   Click the desired entry in the Search Results table. 
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Step Action 

10.   Click the Current Position Data link. 
 

 
  



Training Guide 
Position Management  

 

 

 
 
Page 96 
 

  

 
Step Action 

11.   Click the Return button to return to the Position History view. 
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Step Action 

12.   Click the Return to Search button to search for additional Position History. 
 

13.   Continue to search by the desired category, if desired. 
End of Procedure.

 

Vacant Budgeted Positions Inquire Page 
Introduction
The Vacant Budgeted Positions inquire page provides information on each vacant position in a 
selected department (admin code). This view contains three pages: Position Information, Job 
Code Information, and Work Location. Using the three pages of this view, HR Staff can 
determine what positions are vacant in a particular admin code and specific attributes of those 
positions. 
 

Procedure 
 
The following steps detail the procedure for generating the Vacant Budgeted Positions pages. 
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Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Inquire link. 
 

4.   Click the Vacant Budgeted Positions link. 
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Step Action 

5.   Click the Search By list. 
 

6.   Select the desired entry. 
Click Company. 
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Step Action 

7.   Enter the desired information into the Company field. Enter "HE". 
8.   Click the Search button. 

 
9.   Click the desired entry in the Search Results table to view the Position Information 

page. 
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Step Action 

10.   Click the Jobcode Information tab. 
 

11.   Click the Work Location tab to view the Work Location page. 
 

12.   Click the Return to Search button to search for additional information. 
You can also save the search for future reference by clicking the Save button.. 

 
13.   Continue to search as desired. 

End of Procedure.
 

Active/Inactive Positions Report 
Introduction
The Active/Inactive Positions Report provides information on active or inactive positions in a 
specific department (admin code) as of a specified date. 
 

Procedure 
 
 
  



Training Guide 
Position Management  

 

 

 
 
Page 102 
 

  

 
Step Action 

1.   Click the Develop Workforce link. 
 

2.   Click the Manage Positions (USF) link. 
 

3.   Click the Report link. 
 

4.   Click the Active/Inactive Positions link. 
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Step Action 

5.   Click the Add a New Value link. 
 

6.   Enter the desired information into the Run Control ID field. Enter "TWS". 
7.   Click the Search button. 
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Step Action 

8.   Click the Choose a date button. 
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Step Action 

9.   Click the desired date. 
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Step Action 

10.   Click the Active Opt list. 
 

11.   Click an entry in the list. 
12.   Click the Run button. 
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Step Action 

13.   Click the Server Name list. 
 

14.   Click an entry in the list. 
15.   Click the Ok button. 
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Step Action 

16.   Click the Process Monitor link. 
 

17.   Click the Process Monitor link. 
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Step Action 

18.   Click the Process Detail link. 
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Step Action 

19.   Click the View Log/Trace link. 
 

20.   End of Procedure.
 


