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Pay Adjustments Action

Procedures

1) Navigation

Go to Home > Workforce Administration > Job Information > Supervisor Request (USF)

Note: The path for this PAR Action directs you to ‘Supervisor Request’. The term
‘Supervisor Request’ means ‘Initiator’ (e.g., Secretary, Administrative Assistant,
Administrative Officer, etc.) at the NIH.

a) Search for employee using EmplID or Name

b) Click ‘Search’

[+ My Favarites

[» Recruiting

= Workforce Administration
[> Personal Information
= Jah Infarmatian

[> Contract Administration
[> Review Job Information

[ Repors

— Hire Emplovee LUSF
— Concurrent Hire USF

— 1=t Rgst Authaorization
LISF
— 2nd Rast Autharization

LSF
— Approve Reguest LISF
— HRE Processing UJSF

— Correct Personnel Action

LISF

— Cancel Persaonnel Action

LJSF
— HR Reviewer
[ Global Azsignments

Supervisor Request USF
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value

EmpliD: begins with |+ ||| + a) search for employee using
emplid
Empl Rcd Nbr: | = ~
Name: begins with
or by entering employee's
Last Name: | begins with % 4— name

[ include History [Jcorrect History [Jcase Sensitive

Clear | Basic Search Save Search Critetia

Search |

0

b} Click search
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¢) Insert a new row by clicking on the plus (+) sign

d) Enter the Actual Effective Date

e) Enter Action Code = PAY

f) Enter Reason Code = See Action / Reason Code Table (on page 4)
g) Select the Tracking Data Hyperlink (at the bottom of the page)

Data Control Page

/ Data Control | Personal Data Job W Position ¥ Compensation ¥ Employment1 Y Employment 2 Y Cl Exceplions

. Enter actual effective date EmpliD: EmplRcd Nbr: 0

Data Control

Actual Effective Date: |1 01 5/2007 Proposed Effective Date: 1001 52007 /

Enter 'PAY for
Transaction #/ Sequence: I 1 I - action cocde Mot To Exceed Date: I C. Insertnews rowe
“Action: Pay Fay Rt Chg Par Status [REG @ Regquested

I— Ent cl

‘Reason Code: 9‘—_ f. csl;:fr;?::c;:':;_ i] Contact Emplid: I @
NOA Code: [ (= noaExt:[
Authority (1): | U pescr(1: | Descr (1) Part 2: |
Authority (2): | U pescr (2 | Descr {2) Part 2: |
PAR Request?: Print SF-52 I Process Monitor PAR Remarks  Award Data/vTracklng Data Severance Pay

I Print SF-50 |

O. ciick on tracking data
Find | X i

= save | JSUReturn to Search | =] motify | Previous tab | Mext taks | UpdateDisplay | Include History [EF Correct History |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | Cl Exceptlions

| Note: Using the magnifying glass to look up codes will minimize the chance of errors.

2) On Tracking Data Page
a) Enter the amount of the Pay Adjustment in the comment field.
b) Click ‘OK.

Job Tracking Info

Plews Wiindows | 5L

EmpliD: Empl Rod#: o
Effective Date: 10/15i2007 Curremt Status: Reguested
Action: Pay Rate Chanae Reason Code:

Overtide Emplid of
Action Taken Status User 1D Operator o g Row  Mame Conunent
Emplid A o,
1041 5/2007 Reguested #TMS 01 28 — I
Twie in the amount of the
a. pay adiustment
oK | | cancel |

b. cilickox
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3) Return to the Data Control Tab.
a) Update the PAR Status.

b) Click ‘SAVE’ Dsare|

Data Control Page

§ Data Control % Personal Data Jdab 4 Pasition Y Compensation Y Employment1 ¥ Employment 2 Y Gl Exceptions

EmpliD: Empl Rcd Nbr: a

Data Control

Actual Effective Date: |1 0r15/2007 | [5] Proposed Effective Date:  10/15/2007
Transaction #/ Sequence: I 1 I 1 HNot To Exceed Date: I a

= Update PAR status
“Action: | U Par Status: [REG Reguested

*Reason Code: I Q Contact Emplid: I @

NOA Code: [ Q noAE:| |

Awthority (1) | 2 pescr (1% | Descr (1) Part 2z |

Authority (2): | < pescr (2 | Descr (2) Part 2: |

PAR Request#: Print SF-52 I Frocess Monitor PAR Remarks  Award Data Tracking Data Severance Pay

| Frint 5F-50 |

Eind |

b_ Click save

B save I L Return to Search I

Motity I Previous tak Pzt take UpdateDisplay £l Include History I [E# Correct History I

Data Contral | Personal Data | Job | Position | Compensation | Emplaoymment 1 | Employment 2 | Sl Exceptions

c) The ‘Route To’ page will be displayed. Click on ‘Route To’ button.

d) Select the ‘Route To’ person.

e) If all the names are not displayed, Click ‘View All' to see additional names.
f) Click ‘OK.

= Job Information (=]
[ Contract Administration
[ Review Job Information

Route to Next Empl ID

[ Reports
i m
2 Actual Effective Date: 100052007 Proposed Effective Date: 10/05F2007
;
— stFe t Aumniaﬁm Transaction #/ Sequence: 1 1 Mot To Exceed Date:
USF :
2nd Rost sutharization Action: DTA Data Change Par Status:  REQ Reguested
USF . ) ‘o
Anbrowe Feguest LS Reason: cDs Change In Duty Station Contact Emplid:

HR Frocessing USFE
— Correct Personnel Action . X .
The status of this data requires you to specify the employee to whom to next route the data

Choose an Employee 1D below.,

HR EWwWEr Routing Based on: Route to 15t Review:
> Collective Processes
> HHS Report Route to Next:
[ Benefits Click the button for a list of those to whom the PAR request  should be routed C. Click 'Route To'

> Compensation

[ Payroll for North America - Find | View
[ Payroll Interface
> Workforce Development -
> Organizational Development ' ooooo111 ROTMANMALLAN H €. Click "View All
> HHS Custorn Menu Selectthe = 00000132 DIETZ,CHARLES M
[ Set Up HRMS d$ '%U“TO'/' 00000176 O LEARY JOHM
evcHatst | ™ ooooozss ARBOGAST,CAROL A
[ Tree Manager -
b Reporing Tools 00000425 LUCAS,DARYL J
[» PeopleTools
Change My Password ok cancel I
— My Personalizations

— by Systern Profile f ‘
My Dictionary = T click oK
&1 =R T
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Action/Reason Code Table for Pay Adjustment Actions

Reason Code Reason Description |
ADJ Adjustment

ATB Across-The-Board

CNV Currency Conversion
COL Cost-of Living Adjustment
CVR Conversion

MER Merit

OTH Other

PAY Pay Rate Change

PRO Promotion

REC Job Reclassification

SEN Seniority Pay

SPG Step Progression

WGI Within Grade Increase
XFR Transfer

For Help Contact HR Systems Support:

Help Desk:
301-451-1436

Email:
hrsystemssupport@od.nih.qov

Website:
http://hr.od.nih.gov/HRSystems/ehrp/default.htm

Try It with OnDemand:
http://webcastor.hrs.psc.gov/ehrp/EHRPTrainingManual/toc.html
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