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Introduction to EHRP and Position Management

	
	
	

	Introduction to Position Management
	
	This training course will assist you in understanding and using the Enterprise Human Resources and Payroll (EHRP) system for tasks involved in position management.

What is position management with regard to EHRP?  Position management creates job codes, and positions, and establishes an organizational structure of employees within Human Resources.  It is the process of assigning data to positions and moving employees in and out of those positions as appropriate.  Position management allows users to set-up their organizational structure before hiring people into their organization.

	
	
	

	
	
	

	This Course
	
	In this course, you will learn about and practice:

· Creating job codes and positions,

· Correcting position data,

· Processing recruit actions (job requisitions), and

· Using additional resources that are available for student use.

	
	
	

	
	
	

	Course Objectives
	
	Upon completion of this course, students will:

· Be familiar with the data elements used in creating job codes and positions in the EHRP system.

· Be able to create a job code in the EHRP system.

· Be able to create a position in the EHRP system.

· Be able to correct position and job code data in various situations in the EHRP system.

· Be able to inactivate positions in the EHRP system.

· Be able to process recruit actions (job requisitions) in the EHRP system.

· Be familiar with and be able to access on-line job aids and other forms of help when using EHRP.

	
	
	


	
	
	

	Glossary of Data Elements
	
	To help you better understand the data elements involved in working with EHRP, a Glossary of Data Elements has been developed.  This glossary is included as part of this training package.

Refer to the Glossary of Data Elements as you work through the exercises included in this document, as well as when you work with EHRP records in your office.

	
	
	


Creating Job Codes and Positions

	
	
	

	Introduction
	
	Before you begin creating job codes and positions, you need to understand what these data fields entail and mean within EHRP.

	
	
	

	
	
	

	Overview of Job Codes
	
	Job codes are similar to position descriptions (PDs), but contain more information.  A job code stores information about the positions assigned to it, such as grade and job title.

Job codes are templates within the EHRP system that are used to group similar positions in a logical manner.  A single job code can have many positions and thus many employees may be linked to one job code within EHRP.  Many employees may share the same job code, even though they may have different positions and perform work in different admin codes and locations.

Some of the data tracked at the job code level within EHRP include the following:

· Job title

· Occupational series

· Pay plan

· Pay table

· Grade

· Supervisory level

· PATCOB code

· Functional classification

· FLSA status

· POI

· LEO

Job codes are numbered in accordance with position description numbers.  When creating a job code in EHRP, the HR user assigns the six-digit alphanumeric position description number to the job code, based on the Agency’s numbering scheme.

	
	
	

	
	
	Information at the job code level defaults to the position level, and information at the position level defaults to the employee record.  However, both can be overridden, if necessary.  However, for the purposes of data integrity, overriding job code and position data should be used only when absolutely necessary to update information on the employee record that has already been corrected on the position level.

HR staff should inactivate and reactivate job codes as appropriate.  A new job code should not be created each time a new position is needed in EHRP.  Also, in order to maintain an accurate data history, job codes should never be deleted.

	
	
	

	
	
	

	Overview of 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: a position cannot be filled by more than one employee.  An exception to this rule is if two employees share one position.

In EHRP, each employee is assigned to a position.  This allows agencies to keep track of vacant positions and control the number of employees that can be hired.  Information related to a position (such as location and pay grade) can be easily tracked as well.

In EHRP, there are five pages in the position data page group.  Information is entered onto the first four pages of the page group.  Many of the fields on these pages default from the associated job code.

Position numbers are sequentially auto-generated by the system in the order in which 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 in which the positions are saved, no matter where the user is located 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 assigned to the first position would be 00000001 and the position number assigned to the second position would be 00000002.  If the FDA HR staff subsequently creates another position for job code #2B2740, the position number automatically assigned would be 00000003.

	
	
	

	Navigational Tips
	
	Keep the following points in mind as you work with the EHRP system:
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	When you are accessing a field in EHRP that requires data entry (such as the Business Unit field), see if this button appears next to the field.  If the button is available, clicking it will open a window containing a list of possible entry options for the field.
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	When you are accessing a date field in EHRP (for example, the Effective Date field), this button appears next to the field.  Clicking this button will open a pop-up calendar for your reference.  To select a specific date as the field entry, click on the date on the pop-up calendar.
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	When you are accessing a field in EHRP that requires data entry (such as the Status field), see if this button appears next to the field.  If the button is available, clicking it will display a drop down list containing a list of possible entry options for the field.

	
	
	

	
	
	[image: image5.png]s
| — [—1
T s |

Lo

T ———
s FEE i

=






	
	
	


	
	
	

	Procedure: Creating a Job Code
	
	There are a number of screens involved in creating a job code.  A job aid outlining the procedure and specific steps that you must take to create a job code has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to create a job code.  Once you have seen a demonstration of the procedure, you will be asked to create a job code on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you create job codes later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for creating a job code.

	
	
	


	Procedure: Creating a Job Code

	Exercise 1

	Step
	Action
	Result
	Data Entry

	1
	· Click on Develop Workforce on the main menu of EHRP.

· Click on Manage Positions (USF).

· Click in Setup.

· Click Job Code Table.

· Scroll down to the bottom of the screen.

· Click Add a New Value.

Note: The job code should be created within the SETID that corresponds with the Agency for which the job code is being created (the default should be your Agency’s SETID, but you can change the SETID if necessary).
	The Job Code Table screen appears.
	SETID: PSC00

	2
	· Press [Tab], and then enter the job code number (in all caps) that you wish to add in the Job Code field.

Note: The Job Code number is the Position Description number.  The format for this number is determined by each agency and should be entered in all caps.

· Click the Add button.
	The Job Code Profile screen appears.
	See Monitor Tag for Exercise 1: Creating a Job Code

	3
	· If the date is different from the default (today’s) date, enter the date this action was authorized in the Effective Date field, or use the pop-up calendar button to select a date. [image: image6.jpg]



· Enter the Occupational Series field, selecting the entry from the list of options. [image: image7.jpg]



· Press [Tab], and then enter the Official Posn Title Code, selecting an entry from the list of options. [image: image8.jpg]



· 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.
	Data is entered, with associated data automatically completed by EHRP.
	Effective Date: Today’s date

Occupational Series: 0203

Official Posn Title Code: Human Resources Assistant

	4
	· Click on the Manager Level list and select an entry from the drop down list. [image: image9.jpg]



· Enter data in the Standard Hours field.

· Enter the Standard Work Period field, selecting the entry from the list of options. [image: image10.jpg]



· Click on the Regular/Temporary list and select an entry from the drop down list. [image: image11.jpg]



· Click on the USA button. [image: image12.png]P EE




	The USA icon screen appears.
	Manager Level: Other

Standard Hours: 40

Standard Work Period: W

Regular/Temporary: Regular

	5
	· Click on the FLSA Status list and select an entry from the drop down list. [image: image13.jpg]



· Click on the US Federal button. [image: image14.png]P EE




	The US Federal icon screen appears.
	FLSA Status: Non-Exempt

	6
	· Enter the Sub-Agency information, selecting an entry from the list of options. [image: image15.jpg]



· Press [Tab], and then enter the POI field, selecting an entry from the list of options. [image: image16.jpg]



· Press [Tab], and then enter the Bargaining Unit field, selecting an entry from the list of options. [image: image17.jpg]



· Click on the Fund Source list and select an entry from the drop down list. [image: image18.jpg]



· Click on the PATCOB Code list and select an entry from the drop down list. [image: image19.jpg]



· Complete the following as necessary:

· If the OF-8 indicates that an Employee Financial Interests or Executive Financial Disclosure background investigation is required, then check the appropriate checkbox.

· If the OF-8 indicates that classification findings will support a request to increase allocations, then check the IA Actions checkbox.

· If the job code is a career ladder job code and represents the target grade, then click on and enter the Target Grade.

· Click the Default Compensation tab.
	The page for the Default Compensation tab is completed.
	Sub-Agency: 11

POI: 4183

Bargaining Unit: 8888

Fund Source: Appropriated Funds

PATCOB Code: Administrative

	7
	· Click on the Pay Plan field, selecting an entry from the list of options. [image: image20.jpg]



· Press [Tab], and then enter the Table field, selecting an entry from the list of options. [image: image21.jpg]



· Press [Tab], and then enter the Grade field, selecting an entry from the list of options. [image: image22.jpg]



· Press [Tab] – the information for the Salary Survey will automatically appear.

· Click the Save button.
	The data is saved and the Job Code is created.
	Pay Plan: GS

Table: 0000

Grade: 11


	
	
	

	Exercise: Creating a Job Code
	
	Now you are familiar with the concepts and procedures for creating a job code.

To reinforce your understanding of creating a job code, you will now practice the procedure.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Creating a Job Code (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Creating a Position
	
	There are several screens involved in creating a position.  A job aid outlining the procedure and specific steps that you must take to create a position has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to create a position.  Once you have seen a demonstration of the procedure, you will be asked to create a position on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you create positions later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for creating a position.

	
	
	


	Procedure: Creating a Position

	Exercise 2

	Step
	Action
	Result
	Data Entry

	1
	· Click on Develop Workforce on the main menu of EHRP.

· Click on Manage Positions (USF).

· Click on Use.

· Click on Position Data.
	The Position Data screen appears.
	

	2
	· Scroll down to the bottom of the screen.

· Click on Add a New Value.

· Click on the Add button.

Note: Do not enter a Position Number – the value remains at 00000000 until you save the data.  A sequential Position Number will then be automatically generated.
	The page for the Description tab appears.
	

	3
	· Enter the Effective Date field, or use the pop-up calendar button to select a date. [image: image23.jpg]



Note: This date must be effective on/before the effective date of the action to place an employee in the position.  For example, if the hire date is before the effective date of the position, it will not be accessible.
	The page for the Work Location tab appears.
	Effective Date: Today’s date

	
	
	[image: image24.png]



	If a user is creating a new position, the Initialize button displays on the page for the Description tab.  Select this button if you want to copy all or many of the characteristics of a similar existing position.

When the Initialize button is clicked, a dialog box appears, prompting the user for the Position Number from which to copy data.  The system populates the pages with the data for the selected position.  The user will then need to enter the Terminal ID.  Other data fields can be overridden that do not apply to the new position being created.

If all the existing data applies to the new position being created, the only step that needs to be taken prior to saving is to enter the Terminal ID.  To do this:

· Click on the Work Location tab.

· Click the US Federal icon button. [image: image25.png]P EE




· Enter the Terminal ID number.

Click the Save button.

This feature saves time when a user is required to create numerous similar positions.
	
	
	

	
	Click the Work Location tab.
	
	

	4
	· Enter the Company field, selecting the entry from the list of options. [image: image26.jpg]



· Enter the Business Unit, selecting the entry from the list of options. [image: image27.jpg]



Note: Business units serve as data filters within EHRP; therefore, you must enter a business unit before the appropriate job code can be selected.

· Click the Job Information tab.
	The page for the Job Information tab appears.
	Company: HE

Business Unit: PSC00

	5
	· Enter the Job Code field, selecting the entry from the list of options. [image: image28.jpg]



· Click back to the Description tab.
	The page for the Description tab appears.
	Job Code: See Monitor Tag for Exercise 1: Creating a Job Code

	6
	· Enter the Reports To field, selecting the entry from the list of options. [image: image29.jpg]



Note: The data contained in the Reports To field enables EHRP to drive automatic actions notices, such as Within Grade Increases Notices.  This information can be overwritten at the employee level, if necessary.

Note: If more detailed text is required, click on the Detailed Job Description link and enter the appropriate description.

· Click the US Federal icon button. [image: image30.png]P EE




	The US Federal icon screen appears.
	Reports To: 00137423

Title: Human Resources Assistant

Short Title: HRA

	7
	· Enter the Position Occupied field, selecting the entry from the list of options. [image: image31.jpg]



Note: The Occupational Series entry defaults from the Job Code.  The Date Position Established entry defaults to the Effective Date.

· Click on the Medical Officer list and select an entry from the drop down list, if applicable. [image: image32.jpg]



· Click on the Exempt Type list and select an entry from the drop down list, if applicable. [image: image33.jpg]



· Click on the Work Location tab.
	The page for the Work Location tab appears.
	Position Occupied: Competitive

Date Position Established: today’s date

	8
	· Enter the Department, selecting the entry from the list of options. [image: image34.jpg]



· Enter the Location Code field, selecting the entry from the list of options. [image: image35.jpg]



· Click on the US Federal icon button. [image: image36.png]P EE




	The US Federal icon screen appears.
	Department: PB

Location Code: 241360031

	9
	· Enter the Personnel Office ID, selecting an entry from the list of options. [image: image37.jpg]



· Change the Sub-Agency if necessary, selecting the entry from the list of options. [image: image38.jpg]



Note: The Sub-Agency is equivalent to a DHHS Agency, e.g., NIH.  The sub-agency from the Job Code is the default value, based on the Business Unit assigned on the Job Code.

· Change the Position location from the default of Headquarters, if necessary, selecting the entry from the list of options. [image: image39.jpg]



· Click on the Terminal ID list and select an entry from the drop down list. [image: image40.jpg]



· Click the Job Information tab.
	The page for the Job Information tab appears.
	Personnel Office ID: 4183

Sub-Agency: 11

Terminal ID: PSC

	10
	· Confirm the values in the Reg/Temp and Full/Part Time fields.

Note: The values in the Reg/Temp and Full/Part Time fields default from the Job Code – these fields are not to be used to identify the work schedule.

· Click the Regular Shift list and select an entry from the drop down list. [image: image41.jpg]



· Change the Grade (which defaults from the Job Code), if necessary, selecting the entry from the list of options. [image: image42.jpg]



· Enter the Grade field, selecting the entry from the list of options. [image: image43.jpg]



· Press [Tab], and then enter the Work Period, selecting an entry from the list of options. [image: image44.jpg]



· Click on the US Federal icon button. [image: image45.png]P EE




	The US Federal icon screen appears.
	Reg/Temp: Regular

Full/Part Time: Full Time

Regular Shift: 1

Grade: 11

Work Period: W

	11
	· Confirm the values in the Bargaining Unit, Work Schedule, Fund Source, and FLSA Status fields – if necessary, changing a value by selecting an entry from the list of options. [image: image46.jpg]



Note: The defaults for the Bargaining Unit and the Fund Source are from the Job Code.  The Work Schedule is the Federal work schedule identifier.  The default for the Target Grade is from the associated Job Code; this field is indicative of a career ladder Job Code.

· Click the Specific Information tab.
	The page for the Specific Information tab appears.
	Bargaining Unit: 2600

Work Schedule: Full Time

Fund Source: Appropriated Funds

	12
	· Click the US Federal icon button. [image: image47.png]P EE




	The US Federal icon screen appears.
	

	13
	· Confirm the values in the Sensitivity Code, Security Clearance, or LEO/Fire Position fields, changing values (if necessary) by selecting an entry from drop down list. [image: image48.jpg]



Note: The defaults for the Sensitivity Code and the LEO/Fire Position are from the Job Code.

· Click the Drug Test (Applicable) checkbox, if necessary for the position.

· Click the Save button.
	The data is saved, a Position Number is assigned, and the position is created.
	Sensitivity Code: Non sensitive

Note: Document the Position Number for Exercise 2 on your Monitor Tag. 


	
	
	

	Exercise: Creating a Position
	
	Now you know about positions and the procedures involved in creating a position in EHRP.

To reinforce your understanding of creating a position, you will now practice the procedure.  At the direction of your instructor, use the following materials to complete the two exercises:

· Procedure: Creating a Position (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	


Correcting Job Code and Position Data

	
	
	

	Introduction
	
	Once you enter job code or position data, you may find that a piece of information within the record needs to be modified or corrected.

The action of modifying or correcting the actual job code and position data in EHRP is not difficult.  However, you must keep the following in mind:

· When you modify job code data, associated position records within EHRP will not be automatically updated with the changes.

· When you modify job code and/or position data, employee records within EHRP will not be automatically updated with the changes.

It cannot be stressed enough that while it is possible to correct job code and position data, it can be a complicated and time-consuming task.  Make every effort to enter data correctly the first time!

	
	
	

	
	
	

	Effect on Employee Records
	
	When you modify or correct data in a job code or position record within EHRP, the most important thing to remember is that the data fields that you change will not be automatically updated in an employee’s record.  Once you have changed the data for the job code or position, you will need to manually update all of the employee records affected by the change.  This must be approached in an organized and careful manner.

Once you have modified or corrected job code or position data, you must find out what employees are assigned to the modified job code or position.  You can access a report of employees assigned to a specific job code using the following menu path:

Develop Workforce>Manage Positions>Inquire>Employee Ranking by Job Code

	
	
	


	
	
	The following diagram outlines that general flow of steps to be taken when job code or position data needs to be corrected.  Start with the second step (modify associated position data) when you are modifying position data only.

	
	
	

	
	
	

	Modify Job Code data
	
	Modify associated Position data
	
	Generate report: Employee Ranking by Job Code
	
	Use report to identify employee records affected by job code/ position modification
	
	Modify employee records

	
	
	

	
	
	

	
	
	The rest of this section provides job aids and exercises to help you with:

· Modifying a Job Code,

· Modifying a Position, and

· Inactivating a Position.

Following these job aids, there are discussions of specific situations that may arise when you need to correct job code and position data in EHRP.

	
	
	

	
	
	

	Procedures: Modifying a Job Code
	
	Before modifying a job code, you must determine which of the following applies to the job code:

The job code data needs to be changed from a specific date forward.

The job code data to be changed has been in error since its creation.

Once you have determined the condition that applies to the specific job code that you are modifying, select the job aid that applies and proceed.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for correcting job code data from a specific date forward.

	
	
	


	Procedure: Modifying a Job Code (specific date forward)

	Demonstration

	Step
	Action
	Result

	1
	· Click on Develop Workforce on the main menu of EHRP.

· Click on Manage Positions (USF).

· Click on Setup.

· Click on Job Code Table.
	The Job Code Table screen appears.

	2
	Note: The SETID should default to your Agency’s SETID, but you can change the SETID if necessary.

· Press [Tab], and then enter the job code number (in all caps) that you wish to modify in the Job Code field.

Note: The Job Code number is the Position Description number.  The format for this number is determined by each Agency and should be entered in all caps.

· Click the Search button.
	The Job Code Profile screen appears.

	3
	· Click on the [image: image49.png]


 button on the right side of the screen to add a new row at row 1.

· If the date is different from the default (today’s) date, enter the date this action was authorized in the Effective Date field, or use the pop-up calendar button to select a date. [image: image50.jpg]



· Click on the Occupational Series field to select an entry from the list of options. [image: image51.jpg]



· Click on the Official Posn Title Code field to select an entry from the list of options. [image: image52.jpg]



· Manually remove the information from the Organization Posn Title Cd field and press [Tab] to display the new title.

· Manually remove the information from the Job Description field and type the new Occupational Series Job Description.

· Correct any other fields as necessary, selecting entries from the list of options [image: image53.jpg]


 and drop down lists. [image: image54.jpg]



	The data defaults to the existing Job Code data in EHRP.

	4
	· Click the Save button.
	The data is saved and the Job Code is modified.


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for correcting job code data that has been in error since its creation.

	
	
	


	Procedure: Modifying a Job Code (in error since its creation)

	Exercise 3

	Step
	Action
	Result
	Data Entry

	1
	· Click on Develop Workforce on the main menu of EHRP.

· Click on Manage Positions (USF).

· Click on Setup.

· Click on Job Code Table.
	The Job Code Table screen appears.
	

	2
	Note: The SETID should default to your Agency’s SETID, but you can change the SETID if necessary.

· Press [Tab], and then enter the job code number (in all caps) that you wish to modify in the Job Code field.

· Check the checkbox to mark Correct History.

Note: The Job Code number is the Position Description number.  The format for this number is determined by each Agency and should be entered in all caps.

· Click the Search button.
	The Job Code Profile screen appears.
	SETID: PSC00

See Monitor Tag for Exercise 1 Job Code

	3
	· Click on the Default Compensation tab.

· Click on View All.

· Scroll down to the row that you want to change.

· Click on the Grade field to select an entry from the list of options. [image: image55.jpg]



· Correct any other fields as necessary, selecting entries from the list of options [image: image56.jpg]


and drop down lists. [image: image57.jpg]



	Data is entered, with associated job code data automatically completed by EHRP.
	Grade: 07

	4
	· Click the Save button.
	The data is saved and the Job Code is modified.
	


	
	
	

	Exercise: Modifying a Job Code
	
	Now you are familiar with the concepts and procedures for modifying a job code that has been in error since its creation.

To reinforce your understanding of modifying a job code, you will now practice this second procedure.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Modifying a Job Code (in error since its creation) (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Correcting Positions
	
	Now that you have corrected the job code data, you need to generate a report to identify positions that are associated with the corrected job code.  Remember that EHRP will not automatically update associated positions and employee records.

	
	
	

	
	
	

	Modify Job Code data
	
	Modify associated Position data
	
	Generate report: Employee Ranking by Job Code
	
	Use report to identify employee records affected by job code/ position modification
	
	Modify employee records

	
	
	

	
	
	

	
	
	You can access and print a report of positions assigned to a specific job code using the following menu path:

Develop Workforce>Manage Positions>Inquire>Employee Ranking by Job Code

Generate the report by entering the modified job code and then clicking the Search button.

From the Employee Ranking by Job Code report, you will need to identify which positions need to be corrected as a result of modifying the job code.

Before modifying a position, you must determine which of the following applies to the position:

The position data needs to be changed from a specific date forward.

The position data to be changed has been in error since its creation.

Once you have determined the condition that applies to the specific position that you are modifying, select the job aid that applies and proceed.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for correcting position data from a specific date forward.

	
	
	


	Procedure: Modifying a Position (specific date forward)

	Exercise 4

	Step
	Action
	Result
	Data Entry

	1
	· Click on Develop Workforce on the main menu of EHRP.

· Click on Manage Positions (USF).

· Click in Use.

· Click Position Data.
	The Position Data screen appears.
	

	2
	· Do one of the following to identify the position to be modified:

· Enter the job code number associated with the position (in all caps) in the Job Code field, then select the position from the drop down list in the Position Number field, OR

· Enter a Business Unit, then click on the Position Number list and select an entry from the drop down list [image: image58.jpg]


, OR

· Enter the Position Number.

· Click the Search button.
	The Position Data Profile screen appears.
	See Monitor Tag for Exercise 2 Position #

	3
	· Click on the [image: image59.png]


 button on the right side of the screen to add a new row at row 1.

· If the date is different from the default (today’s) date, enter the date this action was authorized in the Effective Date field, or use the pop-up calendar button to select a date. [image: image60.jpg]



· Click on the US Federal icon button. [image: image61.png]P EE




	The data defaults to the existing Position data in EHRP.
	Date: Today’s date

Reason:  REO

Reports to:  00137454

Business Unit: PSC00



	4
	· Correct any fields as necessary, selecting entries from the list of options [image: image62.jpg]


and drop down lists. [image: image63.jpg]



· Click on the Work Location tab.
	
	

	
	· Choose a new Department ID selecting entries from the list of options [image: image64.jpg]



	
	Department ID:  PBQ

	5
	· Click the Save button.
	The data is saved and the Position is modified.
	


	
	
	

	Exercise: Modifying a Position
	
	Now you are familiar with the concepts and procedures for modifying a position from a specific date forward.

To reinforce your understanding of modifying a position, you will now practice the procedure.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Modifying a Position (specific date forward) (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for correcting position data that has been in error since its creation.

	
	
	


	Procedure: Modifying a Position (in error since its creation)

	Demonstration

	Step
	Action
	Result

	1
	· Click on Develop Workforce on the main menu of EHRP.

· Click on Manage Positions (USF).

· Click on Use.

· Click on Position Data.
	The Position Data screen appears.

	2
	· Do one of the following to identify the position to be modified:

· Enter the job code number associated with the position (in all caps) in the Job Code field, then select the position from the drop down list in the Position Number field, OR

· Enter a Business Unit, then click on the Position Number list and select an entry from the drop down list [image: image65.jpg]


, OR

· Enter the Position Number.

· Check the checkbox to mark Correct History.

· Click the Search button.

· Click on the Job Information tab.
	The Position Data Profile screen appears.

	3
	· Click on View All.

· Scroll down to the row that you want to change.

· Click on the Grade field to select an entry from the drop down list.  [image: image66.jpg]



· Correct any other fields as necessary, selecting entries from the list of options [image: image67.jpg]


 and drop down lists. [image: image68.jpg]



· Correct any other rows of history that are affected by the changes.
	The data defaults to the existing Job Code data in EHRP.

	4
	· Click the Save button.
	The data is saved and the Position is modified.


	
	
	

	Correcting an Employee Record
	
	Now that you have corrected the job code data as well as the associated position data, you need to generate a report to identify employee records that are associated with the corrected job code and positions.  Remember that EHRP will not automatically update associated employee records.

	
	
	

	
	
	

	Modify Job Code data
	
	Modify associated Position data
	
	Generate report: Employee Ranking by Job Code
	
	Use report to identify employee records affected by job code/ position modification
	
	Modify employee records

	
	
	

	
	
	

	
	
	You can access and print a report of employees assigned to a specific job code using the following menu path:

Develop Workforce>Manage Positions>Inquire>Employee Ranking by Job Code

Generate the report by entering the modified job code and then clicking the Search button.

From this report, you will need to identify which employee records need to be corrected as a result of modifying the job code and/or position.

	
	
	

	
	
	

	Modify Job Code data
	
	Modify associated Position data
	
	Generate report: Employee Ranking by Job Code
	
	Use report to identify employee records affected by job code/ position modification
	
	Modify employee records

	
	
	

	
	
	

	
	
	Before modifying an employee record, you must determine which of the following applies to the employee:

The data needs to be changed from a specific date forward.

The data to be changed has been in error since its creation.

Once you have determined the condition that applies to the specific employee record that you are modifying, select the job aid that applies and proceed.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for correcting employee record data from a specific date forward.

	
	
	


	Procedure: Modifying an Employee Record (specific date forward)

	Exercise 5

	Step
	Action
	Result

	1
	· Click on Administer Workforce on the main menu of EHRP.

· Click on Administer Workforce (USF).

· Click on Use.

· Click HR Processing.
	The HR Processing, Find an Existing Value screen appears.

	2
	· Do one of the following to identify the position to be modified:

· Enter the EmplID field, OR

· Enter the Last Name of the employee.

· Click the Search button.
	The Search Results at the bottom of the screen.

	3
	· Click on the desired employee record from the Search Results.
	The page for the Data Control tab appears, displaying the selected employee’s information.

	4
	· Click on the [image: image69.png]


 button on the right side of the screen to add a new row at row 1.

· If the date is different from the default (today’s) date, enter the date this action was authorized in the Effective Date field, or use the pop-up calendar button to select a date. [image: image70.jpg]



· Click on the Action field and select an entry from the list of options. [image: image71.jpg]



· Click on the Reason Code field and select an entry from the list of options. [image: image72.jpg]



· Click on the NOA Code field and select an entry from the list of options. [image: image73.jpg]



· Click on the Authority (1) field and select and entry from the list of options. [image: image74.jpg]



· Click the Job tab.
	Data is entered, with associated job code data automatically completed by EHRP.

	
	· Check the checkbox to mark Position Override.

· Correct the fields as necessary, clicking on the appropriate tabs and selecting entries from the list of options [image: image75.jpg]


 and drop down lists. [image: image76.jpg]



	

	5
	· Click the Job tab and unmark the Position Override box.

· Click the Save button.
	The data is saved and the Employee Record is modified.


	
	
	

	Exercise: Modifying an Employee Record
	
	Now you are familiar with the concepts and procedures for modifying an employee record from a specific date forward.

To reinforce your understanding of modifying an employee record, you will now practice this second procedure.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Modifying an Employee Record (specific date forward) (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for correcting employee record data that has been in error since its creation.

	
	
	


	Procedure: Modifying an Employee Record (in error since its creation)

	Demonstration

	Step
	Action
	Result

	1
	· Click on Administer Workforce on the main menu of EHRP.

· Click on Administer Workforce (USF).

· Click on Use.

· Click HR Processing.

Note: If the data being corrected is information that displays on the SF-50 (e.g., series), then an 002/Correction action should be processed on all OPM rows.  002/Correction actions are detailed in the Processing Personnel Actions training course.
	The HR Processing, Find an Existing Value screen appears.

	2
	· Do one of the following to identify the position to be modified:

· Enter the EmplID field, OR

· Enter the Last Name of the employee.

· Check the checkbox to mark Correct History.

· Click the Search button.
	The Search Results at the bottom of the screen.

	3
	· Click on the desired employee record from the Search Results.

· Click the Job tab.
	The page for the Data Control tab appears, displaying the selected employee’s information.

	4
	· Click on View All.

· Scroll down to the oldest row of data that needs to be corrected.
· Check the checkbox to mark Position Override for that row.
· Correct the fields as necessary, selecting entries from the list of options [image: image77.jpg]


 and drop down lists. [image: image78.jpg]



· Scroll up to the next oldest row that needs to be corrected. 

· Check the checkbox to mark Position Override for that row.
· Correct the fields as necessary, selecting entries from the list of options [image: image79.jpg]


 and drop down lists. [image: image80.jpg]



· Continue this procedure until all rows have been corrected.

· Click the Job tab and unmark the Position Override box.

· Click the Save button
	Data is entered, with associated job code data automatically completed by EHRP.

The data is saved and the Employee Record is modified.


	
	
	

	Inactivating Position Data
	
	To retain an accurate system history, users should never delete a position.  When a position is no longer needed, it should be inactivated instead.

Inactivating a position retains all of the history associated with the position.

	
	
	

	
	
	

	Procedure: Inactivating a Position
	
	A job aid outlining the procedure and specific steps that you must take to inactivate a position has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to inactivate a position.  Once you have seen a demonstration of the procedure, you will be asked to inactivate a position on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you inactivate a position later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for inactivating a position.

	
	
	


	Procedure: Inactivating a Position

	Exercise 6

	Step
	Action
	Result
	Data Entry

	1
	· Click on Develop Workforce on the main menu of EHRP.

· Click on Manage Positions (USF).

· Click on Use.

· Click on Position Data.
	The Position Data screen appears.
	

	2
	· Enter the position number in the Position Number field. [image: image81.jpg]



· Click the Search button. 
	The Search Results opens the Position Data Record and defaults to the Description tab.
	See Monitor Tag for Exercise 6: Inactivating a Position

Search Results: Human Resources Specialist

	3
	· Verify that the position is not encumbered by checking that the Headcount Status is Open on the Description tab.
	The page for the Description tab appears.
	

	4
	· Click on the [image: image82.png]


 button on the right side of the screen to add a new row at row 1.

· Enter the Effective Date field, or use the pop-up calendar button to select a date. [image: image83.jpg]



· Click on the Status list and select Inactive from the drop down list. [image: image84.jpg]



· Click on the Save button.
	A warning screen appears with the following message: Warning – Position is inactive.  No incumbent updates will be made (1000, 190).
	Effective Date: Today’s date

	5
	· Click on the Ok button.

Note: Inactive positions are assumed to have no current incumbents.  If you expect incumbent updating to take place, the position must first be reactivated by changing the Status field to Active.
	The position is inactivated.
	


	
	
	

	Exercise: Inactivating a Position
	
	Now you know about positions and the procedures involved in inactivating a position in EHRP.

To reinforce your understanding of inactivating a position, you will now practice the procedure.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Inactivating a Position (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Real-life Scenarios
	
	In this section, you have learned how to:

· Modify job code data,

· Modify position data,

· Modify employee record data, and

· Inactivate a position.

The actions that you must perform using EHRP to complete these actions are not difficult.  However, as you have seen, you must think about how each of the actions affects other records in the system.

The following examples provide demonstrations of the affects of correcting job code and position data on other records, and the importance of identifying and manually correcting the associated data.

Unusual situations (other than the examples provided below) may arise as you work with EHRP records.  In those cases, always check with your Agency Point of Contact (PoC) to ensure accuracy in your data entry.


	
	
	

	
	
	

	Example: Correcting Position Data on a Vacant Position
	
	Management has authorized the filling of a position in the PSC.  There is an existing vacant position, but there has been a reorganization and the Position Number is not correct on the vacant position.

As an EHRP user, you need to update the vacant Job Code by inserting a row with a current Effective Date and use the new Position Number.

	
	
	

	
	
	

	Example: Correcting Job Code Data with Associated Positions
	
	OPM has authorized a new Occupational Series (XXXX) for Physical Therapists.  There is one Job Code in OS for this occupation, but there are 30 employees currently assigned to Position Numbers linked to that Job Code.

You need to update the Job Code by inserting a row with an Effective Date given by OPM.  You must then update the Occupational Series to XXXX, and save the record.  Then you must run the Employee Ranking by Job Code report to identify all of the current employees on the Job Code.

For each Position Number, you must insert a row with the same Effective Date as the Effective Date of the modified Job Code.  Then, process a 721/Reassignment for each employee by inserting a row, using Position Override to update the Occupational Series.

	
	
	

	
	
	

	Example: Correcting Position Data When Encumbered on Current and Older Rows
	
	It has come to your attention that an employee’s Position Occupied was erroneously identified as Excepted to indicate that he was in the Excepted Service – but it should have been Competitive.  This error occurred on a 9/30/04 Hire action.

Since that time, the employee has had a Pay Adjustment, effective 1/5/05, a Within Grade Increase on 3/30/05, and a FEGLI change on 9/7/05.

First, you need to correct the position into which the employee was hired.  You then need to do an 002/Correction for each action listed, because the data fields that are in error are on the SF-50 and the corrected data must be reported to OPM.  You need to use Position Override to change the Posn Occupied field on the Position page of the employee’s record.

	
	
	


Processing Recruit Actions

	
	
	

	Introduction
	
	Once you have created your job codes and positions within the EHRP system, you can use them to process recruit actions (job requisitions).  Upon completion of this section of the Position Management training, you will be able to use the EHRP system to process recruit actions.

	
	
	

	
	
	

	Workflow
	
	Workflow automates, streamlines, and controls the flow of information throughout the organization.  Workflow routes a request by sending personnel actions through a cycle to initiate, request, authorize, and approve the request.  Workflow then sends the request on to Human Resources for final processing.

The automated workflow process ensures that a recruit action request goes through all of the reviews required by an Agency until it is complete.

	
	
	

	
	
	

	Workflow Roles
	
	The EHRP system is designed around users’ roles in the system.  When an action is created in the system, it follows a prescribed path through the workflow, from the initiation of the action through the final approval and entry by HR personnel.

There are six system roles upon which the EHRP workflow is based:

Requester (REQ)

1st Authorizer (1st)

2nd Authorizer (2nd)

Approver (SIG)

HR Reviewer (REV)

HR Processor (PRO)



	
	
	

	
	
	

	Workflow Routing Options
	
	There are six recruit menu paths or routing options associated with the six recruit workflow roles.  The six routing options are available for each recruit action:

In each of these six paths (illustrated in the following diagrams), the Management and Staff team processes the recruit action first before moving the action across the dotted line to the HR team for final processing.  The recruit action can be disapproved or returned to the Requester at any point in the process.

	
	
	

	6-Step Process
	
	Actions and requisitions that require the highest level of approval may employ a 6-step workflow process:
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Example: A supervisor initiates a request for recruit.  The request is forwarded for 1st Authorization.  Upon approval by the 1st Authorizer, the recruit action is forwarded for 2nd authorization.  Upon approval by the 2nd Authorizer, the Approver receives it.  The Approver then forwards the recruit action to HR for completion.

	
	
	

	5-Step Process
	
	Actions and requisitions that require less approval may employ a 5-step workflow process:
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Example: A supervisor requests a recruit action.  The request is forwarded for 2nd authorization.  Upon approval by the 2nd Authorizer, the Approver receives it.  The Approver then forwards the recruit action to HR for completion.

	
	
	

	4-Step Process
	
	A 4-step workflow process may also be employed:
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Example: A supervisor makes a request for promotion.  The request is forwarded directly to the Approver.  The Approver then forwards the recruit action to HR for completion.

	
	
	

	3-Step Process
	
	Using the INI (initiated) WIP status
, a 3-step workflow process may be used within an HR office after a paper SF-52 is received from management:
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Example: The Manager creates a paper SF-52 request and forwards the request to HR.  The HR Reviewer puts the action on hold until the action is ready for processing in EHRP.

	
	
	

	2-Step Process (two methods)
	
	Method 1:

A 2-step workflow process may also be employed in an HR office after a paper SF-52 is received from management:
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Example: The Manager creates a paper SF-52 recruit request and forwards the request to HR.  HR then processes the request in EHRP.

	
	
	

	
	
	Another 2-step workflow process option is for the Processor to utilize the INI WIP status
:

Method 2:
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Example: The Manager creates a paper SF-52 recruit request and forwards the request to HR.  The HR Processor enters the recruit action in EHRP as INI and the action is processed in EHRP.

As you will learn in the following section, an action/requisition does not enter the workflow while in an INI WIP status and remains on hold until the Processor changes to the WIP status to PRO (processed).

	
	
	

	1-Step Process
	
	HR may employ the 1-step process if they are not utilizing EHRP’s workflow functionality:
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Example: The Manager creates a paper SF-52 recruit request and forwards the request to HR.  The recruit action is entered directly into the system under PRO status.

	
	
	

	Summary of Workflow Paths
	
	The following diagram demonstrates all of the workflow paths for recruit actions.
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	Work-In-Progress (WIP) Statuses
	
	There are controls behind the scenes of EHRP’s business processes that enable you to track and process recruit actions in a streamlined, flexible manner.  WIP statuses enable system users to identify the standing or routing status of the job requisition in the EHRP system.

The work-in-progress status can be identified in EHRP by the Status Code, located on the page for the Job Requisition 1 tab.  The table on the following page identifies the WIP status codes, as well as their working definitions.

	
	
	

	
	
	Note: An electronic SF-52 will replace your paper SF-52s.  This is an OPM approved electronic document.  The user is not required to print this document.  The electronic signature in Part A, Item 6 on the SF‑52 is that of the approver.

Batch SF-52s can be printed using the following menu path:

Develop Workforce>Recruit Workforce USF>Report>Recruit 52

	
	
	


	Work-In-Progress Status
	Status Code
	Definition

	Initiated
	INI
	INI indicates a recruit action is open, but not yet submitted as a request.  By assigning a status of INI, originators can leave the request open until it is ready to submit.

	Requested
	REQ
	REQ status is assigned to automatically forward the request to the next level.

	1st Authorized
	1st
	1st status is assigned to automatically forward the request to the next review level.

	2nd Authorized
	2nd
	2nd status is assigned to automatically forward the request to the approval level.

	Approved/Signed
	SIG
	SIG status is assigned to automatically forward the request to the Human Resource official for processing.

	Reviewed by Human Resources
	REV
	REV is assigned when the recruit action has been approved for processing by the HR Reviewer.  Additional data may be entered at this point, and the request is checked for any last minute changes that may be necessary.

	Processed by Human Resources
	PRO
	PRO is assigned when the request is processed by the HR Processor.  Only HR officials can assign PRO status, indicating final approval.

	Returned for More Information
	RET
	RET is assigned when a Reviewer requests additional information or clarification at any point in the process.  The user can include a comment requesting additional information, with the request returning to the originator.  When the returned request is received, the originator adds the information, reassigns REQ status, and the process begins again.

	Disapproved
	DIS
	DIS is assigned when a request is disapproved, with the reason entered in the comments field.  Only the HR Processor or the Approver can disapprove a request.  The request is routed back to the Requester and cannot be modified or re-routed back into the workflow.


	
	
	

	Reviewing and Processing Recruit Actions
	
	Now that you are familiar with the concept of recruit actions (or job requisitions) and the EHRP workflow, routing options, and roles, let’s take a look at the procedures for use in performing recruit actions.

	
	
	

	
	
	

	Procedure: Processing Recruit Actions
	
	There are three pages (screens) available for entering data for recruit actions:

Job Requisition 1 

Job Requisition 2

Job Requisition 3

A job aid outlining the procedure and specific steps that you must take to process recruit actions has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to process a recruit action.  Once you have seen a demonstration of the procedure, you will be asked to process a recruit action on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you work with recruit actions later on after you leave this training session.

Each of the six recruit menu paths (discussed earlier in the Workflow Routing Options section of this document) leads to these pages.  HR Reviewers and HR Processors have the capability of modifying any of the fields in the recruit action page group.

	
	
	

	
	
	

	Required and Optional Fields
	
	The following table identifies data entry fields that are required when entering a recruit action in EHRP.  Your role in the workflow process determines which fields are required and which fields are optional.

	
	
	

	
	
	Role
	Required Fields
	Optional Fields

	
	
	· Requestor
	· Business Unit

· WIP Status

· Recruiting Office
	· All fields

	
	
	· 1st Authorizer

· 2nd Authorizer

· Approver
	· WIP Status
	· Job Code

· Position Number

· Comment

· Remarks

	
	
	· Reviewer
	· WIP Status
	· All fields

	
	
	· Processor
	· WIP Status

· Job Code

· Position
	· All fields

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for processing recruit actions.


	Procedure: Processing Recruit Actions 

	Discussion

	Step
	Action
	Result

	1
	· Click on Develop Workforce on the main menu of EHRP.

· Click on Recruit Workforce (USF).
· Click Use.

· Click Process Requisition.

· Scroll to the bottom of the screen.

· Click Add a New Value.

· Click Add.
	The page for the Job Requisition 1 tab appears.

	2
	· Click on the Status list and select an entry from the drop down lists. [image: image93.jpg]



· Click on the Type list and select an entry from the drop down lists. [image: image94.jpg]



· Click on the Reason list and select an entry from the drop down lists. [image: image95.jpg]



· Click on the Area of Consideration list and select an entry from the drop down lists. [image: image96.jpg]



· Enter the Business Unit , selecting the entry from the list of options. [image: image97.jpg]



· If the date is different from the default (today’s) date, enter the appropriate date this action in the Status Date field, or use the pop-up calendar button to select a date. [image: image98.jpg]



· Enter the Date Opened, or use the pop-up calendar button to select a date. [image: image99.jpg]



· Enter the Date Closed, or use the pop-up calendar button to select a date. [image: image100.jpg]



· Click on the Job Requisition 2 tab.
	The page for the Job Requisition 2 tab appears.

	3
	· Click on the Position Number field to select an entry from the list of options[image: image101.jpg]


.

Note: The Job Code field populates automatically.

· Click on the Employment Conditions button to view additional information about the Job Code.

· Click OK to return to the Job Requisition 2 tab.

Note: The HR Reviewer and HR Processor roles can modify any field on the job requisition.

· Click on the Job Requisition 3 tab.
	The page for the Job Requisition 3 tab appears.

	4
	· Enter the Recruiting Office, selecting the entry from the list of options.[image: image102.jpg]



· Enter any applicable information.

Note: Information entered in the Remarks field appears on the SF-52.

· Click on the Job Requisition 1 tab.
	The page for the Job Requisition 1 tab appears.

	4
	· Enter the Work-In-Progress Status field, selecting an entry from the list of options. [image: image103.jpg]



· Click on the Save button.
	The data is saved and a Job Requisition # is assigned.


	Saving and Interim Saving Data
	
	Once the HR Reviewer has saved the page group, the recruit action will be routed to the pooled worklist for the HR Processors.  The HR Processor will access the record using the worklist (in the same manner in which the HR Reviewer does).

Users can save a request, but not submit it to the next workflow user using an interim save.  This is performed using the same procedure as processing a recruit action without modifying the WIP status.  When ready to complete processing of the action, the user updates the Work-In-Progress Status field and saves the record.  Changing the WIP status routes the action through the workflow for further processing.

	
	
	

	
	
	

	Reviewing Recruit Actions
	
	EHRP users can access and review additional information about worklist items.  This is accomplished by clicking on the Detail View hyperlink at the bottom of the worklist page.

All workflow roles can check the status of requisitions using the menu path and tracking data information.  This data is found on the page for the Job Requisition 1 tab.

	
	
	

	
	
	

	Discussion: Processing a Recruit Action
	
	At this point, you should be familiar with the concepts and procedures for processing and reviewing recruit actions.

To reinforce your understanding of creating a position, your instructor will use the following materials for your discussion:

· Procedure: Processing a Recruit Action (job aid provided earlier in this section)


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	


Additional Student Resources

	
	
	

	Introduction
	
	There are additional resources available to users of the EHRP system beyond this training course.  These resources include the following:

· On-Demand on-line job aids

· On-Demand web-based training (WBT)

· Help desk

· Help Points of Contact (Help PoCs)

	
	
	

	
	
	

	On-Demand Job Aids
	
	You have access to job aids for specific tasks that are on-line.  These job aids are resident on the EHRP website.  Do the following to access the job aids:

Go to the PSC website: www.psc.gov.
Click on Human Resources.

Click on Enterprise Human Resources and Personnel Systems (EHRP).

Click on Training.

Click on Job Aids.

Click on HR Users.

You can also access these job aids by typing in the full URL:

http://www.psc.gov/hrs/ehrp/training/

A list of job aids will appear.  Click on the job aid that you need, selecting a specific format (DOC, HTML, or PDF).  Once the job aid appears on your screen, you can print the document for use, if you choose.

	
	
	

	Creating Job Codes and Positions
	
	On-Demand job aids that are available to help you create job codes and positions include the following:

· Creating a Job Code

· Creating a Position

· Determining if a Position Already Exists

	
	
	

	Correcting Job Code and Position Data
	
	On-Demand job aids that are available to help you correct job code and position data include the following:

· Modifying Job Code Data

· Modifying Position Data

· Inactivating Positions

	
	
	

	Recruit Actions
	
	On-Demand job aids that are available to help you work with recruit actions include the following:

· HR Review/Process of Job Requisitions

· Correct an Action

	
	
	

	
	
	

	On-Demand WBT
	
	In addition to the job aids, users have access to web‑based training (WBT).  The On-Demand WBT is an interactive self-paced e-training tool that simulates processing actions in EHRP.  It is designed for HR staff who process personnel and pay actions using EHRP.

Do the following to access the WBT:

Go to the PSC website: www.psc.gov.
Click on Human Resources.

Click on Enterprise Human Resources and Personnel Systems (EHRP).

Click on Training.

Click on OnDemand WBT.

Click on the OnDemand link within the text on the screen.

You can also access the WBT by typing in the full URL:

http://www.psc.gov/hrs/ehrp/training/on_demand_wbt.html



	
	
	

	
	
	EHRP information is displayed on screens: topics are selected from the left window, with associated text appearing in the top and bottom windows on the right side of the screen.
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	There are three modes in which to access information using the On‑Demand WBT:
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	The See It! mode enables users to learn by watching an animated demonstration of the steps for a task being performed in a simulated environment.  All of the required activities, such as moving the mouse and entering data, are completed automatically.
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	The Try It! mode enables users to learn interactively in a simulated environment.  Users are prompted for mouse clicks and keystrokes to complete a task.
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	The Know It? mode is an assessment-type of playback in which users are instructed to complete a particular task.  Users do not receive step-by-step instructions for completing a task.  Instead, they must complete the steps without prompting and are scored on how accurately the task is completed.

	
	
	

	
	
	Note: The fourth mode (Do It!) is currently inactive.

	
	
	

	
	
	

	Post Cards
	
	Post cards are used to alert and update users when changes are made on how actions are processed.

You can access the post cards by typing in the URL:

http://www.psc.gov/hrs/ehrp/training/postcards.html



	
	
	

	
	
	

	Help PoCs
	
	Some processes and procedures are unique to a given Agency.  Each HHS Agency has employees designated as HR liaisons to provide functional and information technology specific to their Agency.  These liaisons are known as Help Points of Contact (Help PoCs).

Help PoCs provide onsite assistance to users.  Any users who need assistance may contact their specific Agency Help PoC.  Individual Agency users must contact their Agency Help PoCs prior to logging a help ticket to the Program Services Center (PSC).

To identify the Help PoC for your Agency, go to the following:

http://www.psc.gov/hrs/ehrp/about/contacts.html

	
	
	

	
	
	

	Updates to EHRP
	
	The OEHRP continues to build the EHRP website as an information tool for your use.  To stay current with the latest EHRP news and find links to related information and documentation, go to the following:

http://www.psc.gov/hrs/ehrp/news

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


EHRP topics





EHRP information





Calendar button





Options button





Drop down button








� Contact information for Agency PoCs is discussed at the end of this training session.


� Work-In-Progress (WIP) statuses are discussed and identified in the following section.


� Work-In-Progress (WIP) statuses are discussed and identified in the following section.
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