Creating a Recruit Requisition

Click on:
- Develop Workforce
- Recruit Workforce (USF)
- Use
- Request Requisition

Home = Develop Waorkforce = Becruit Waorkforce (JSF) = Use

W Manage Competencies -ﬁu \%uestﬁeuuisitinn
(GBL) L =2 D

‘ 1st Autharize I-!v:equisitil:nn

W Manage Positions (USF) @ Inguire
[l: Recruit Workforce (USF) O Report

2nd Autharize Reguisition

Approve Requisition

Feview Reaguisitian

Frocess Reduisition

Next Click on:
“Add a New Value”

Home = Develop Workforce = Recruit Workforce (USF) = Lse = Request Requisition

Request Requisition

Find an Existing Value

Job Requisition #:I:I
SETID: ]«
Recruiting Office: :Iﬂ

[ ] Correct Histary

| Search | | Clear | Basic Search

(_ﬂ_dd 2 Mew Walue )'t-




Do NOT enter a Job Requisition #, the system will assign one for you after the action is saved

Click on
- Add

s

Home = Develop Workforce = Recruit Workforce (LISFY = Lze = Request Requisition

Request Requisition

Add a New Value

Job Requisition #: |
Add

Find an Existing Value

On the Job Requisition 1 Tab below Please fill out the following fields:

- Type
- Area of Consideration - use only the following values
o Public (Open to all U.S. Citizens)
o Internal (DHHS or IHS wide only)
o Status (Merit Promotion and Excepted Service Examining Plan)

e Current permanent federal employees, reinstatement elligibles, Indian
preference and those eligible for special appointing authorities.

Harne = Develap Workforee = Racruil Warklarce (USF) = Uss = Redquest Requisition

j Job Requision 1 % Job Requisiion2 | Job Reg Optienal | Job Reguisition 3

Job Requisition & nooooo
“Status: “ “Status Date: D4/06/2006 [1]
‘Type: Open Cormpetition v Date Opened: D40 62006 [
Reaso; M| Date Closed: 1)
Area of Consideration: -
‘Business Unit: H500 |4
‘Waork-in-Progress Slmusc

Wig Al First (4] 1004 [F] Last
Action Date: 040612006 WIP Status: Requasiod REQ E Crerride Operator Emiplid
Ennpakicl f Emnpl R | FERGEL,BRENDA M
Conmeit:

Please ensure the Work-in-Progress Status is changed appropriately. HR will complete the rest of
the data fields on this page.



Click on the “Job Requisition 2 tab

Home = Develop Workiorce 3 Recruit Waorkforce (LISF) = Lse = Request Requisition

Job Requisition 1 Jol'Reguisition 2 % Job Req Optional ~ Job Requisition 3

Job Requisition 000000

Requisition JobCodes Wie All First (4 101 [ Last
Eﬁ:; Official Position Title PP -SERIES- GR.  Primary Employment Conditions
T Q | F1 =]

Rzquisition Posnions Wi Al First (4 1081 [ Last
Organization Position Title Jobh Code  Primary Location PP -SERIES- GR

Position Number

| Y =
Comment:
E Sawve E-l-ﬁdd:l @Updates’[)ispla‘;r:l @Correct Histor'g,rll

Recruit for established or ‘VICE’ positions
Enter the 8 digit position number for the position that is to be filled. (If you do not know the
position number, please see Attachment “A”)

Verify the Job Code information matches the Position Number information for the position you are
requesting to recruit.

Recruit for New positions, Changes to positions for recruitment, or Emergency Hires

Leave the Position number and Job Code blank - as this will be completed in eWITS.

Comments or Remarks regarding the recruit 52 should be made here.

Remarks need to include:

- Enter the Title, Series and Grade(s)

- Appointment Type (Permanent, Temp NTE w/duration, Intermittent, etc)

- If this is a temporary appointment or term appointment, please indicate reason it is not
permanent as applicable.

- Work Schedule (Full Time, Part Time include hours per week, rotating shifts, call-back)



- If you are filling a position that was previously encumbered (enter the vice, when they
left) add where they went if applicable. Include any unique identifiers for this position.

- Special requests for advertisement (multiple grades, MPP & DEU, local commuting area
with reason stated, through open continuous announcement and duration of
advertisement)

- Special types of additional pay/benefits (Travel, Uniform Allowance, Housing, Stand-by,
Salary incentive, etc)

- “Reports to” position number or person or both

- Ifitis an Emergency Hire, enter the name of the person to be hired (if known) and what
position it is in lieu of as appropriate.

- Can number

- Timekeeper Number

Skip the Job Req Optional Tab and Click on:
- Job Requisition 3 Tab

Harme = Develop Warkiorce = Recil Warkforce (USF) = Use = Redquest Requisition

Job Requisition 1 Job Requisition 2 / Job Req Optional | Job Requisifion 3 L

Job Requisition s 000000

@Cllliﬂll{l Office: C{_)
@ﬂffhlﬂ Specialist: | | gD

Telephone:

Fax Number:

Staffing Specialist

(Selecting Official: |Q.D

eimarks:

Enter the Recruiting Office (This is the Admin Code or SAC code where the position is going to
be located) and enter the Remarks if any additional are needed.

Click the “Save” Es=v=) putton at the bottom left-hand corner of the screen.



When you click the yellow “Route To” button and a list of names will appear. Only the
first 5 show, so click the “view all”” link in the blue bar to show all the available names.

Foute to Next Empl ID

Status Date: 047062008 Area of Consideration:
Job Requisition ooonoo Work-in-Progress Status: REC
Job Requisition Status: H Contact:

The status ofthis data reguires you  to specify the emplovee to whorm to nesxt route the data,
Choose an Employves [0 beloy,

Routing Based on: Route for Approval
Foute 1o Next:
Click the button for & list of those to whorm the job request  should be routed,

o — s

Wiy Al First (4] 1.5t 20 B Last

L] oooooi11 ROTHAN ALLAN H
L1 ooooot3z DIETZ, CHARLES M
L1 ooooo17s O LEARY JOHM

L1 ooooo3se ARBOGAST CARCOL A
L] onooo7ao TRUSS WIVIAN A

Place a Checkmark in the box next to the name of the person you want to route the action to...
then scroll to the bottom left-hand corner and click

You will be taken back to Job Requisition 3 and the Job Requisition number (at the top-center of
the requisition) will change from 000000 to a number. WRITE THIS NUMBER DOWN. This number
needs to be kept track of - it is the number of your request.



Attachment A - How to find a Position Number of a previous employee

When entering a requisition for recruitment on an established position, you need to enter the
position number of the previous incumbent. To locate this position number click on the following:
Home > Administer Workforce > Administer Workforce (USF) > Use > any of the following options
below will allow you to look at an employee’s record (Supervisor Request, 1°t Authorization, 2"
Authorization, Approval etc.)

Home = Adminigter Workfarce = Administer Woarkforce (USF) = Use

[dﬂdministerWnrkfnrce (LISF) |IQUSE Hire
B : Concurrent Hire
&2 Automatic Actions (USF) B lze?
&2 Manage Performance (USF) | & nguire
Superisor Regues
S 15t Authorizati
@ HHS st Al nrl?a ||-:|n
& HHS Report 2nd Authorization
Approval
HE Reviewer

HE Processing

Correction
Cancellation

In the name box, type the name of the employee you want to look up (or previous incumbent of
the position) The format for using the “Name:” box is LastName,FirstName (no spaces unless the
last name is more than one word like “Two Bears” There would be a space in the last name, but no
space between the comma and the first name)

After you have entered the name, click “Search”
Home = Administer Warkforce = Administer Workdorce (JSF) = Use = Superdsor Request

Supervisor Request

Find an Existing Value

empie: |
Ermpl Red Nbr| |

MHame: ||

Last Marme: |

[include History [] Correct History

{ Search ] Clear | Basic Search

e




Click the “Job” tab in the employee’s record and look at the position number on the left-hand side

of the screen. This is the position number that this employee most recently encumbered. You can
enter this in your recruit request.

Home = Adrminister Workforce = Administer Workforce (JSF) = Llse = Supendsor Request

| Data Contral ~ Personal Data | & .Job Y Posiion  Compensation © Employment1  Ernployrment2

JOMES AARCHN EmpliD: 00030044 EmplRcds: 0

_ — [+1=]
Effective Date:  01/03/2006 Transaction 2/ Seq: 1 PAR Status:  PROCESSED BY
HILIAR
RESOURCES
Act Type: Fay Rate Change NOA Code: 244 Empl Status:  Active
Position: 3S- 0802- 08 CIMVIL ENGINEERING TECH Posn Magmt Red
"Job Code: G8- 0802- 082 CMLEMGINEERIMNG TECH Position Override
‘Agency: Departrment of HHS Transferred From Agency:
Sub-Agency: Indian Health Service Transferred To Agency:
‘Business Unit: Indian Health Services BenefitsiFEHB Data
‘Department: EMVIROMNMEMTAL HEALTH BRAMCH FEGLIRetirementFICA
‘Location: AN FARMS Departmental Hierarch
Tax Location: Mot Applicable Detail
ﬁ Sa\.re:l QReturn to Search:l Prewious tab:l Mext tah:l @ Include Histor'g,r:l @Cnrrect Histor'g,rzl




There are several ways to look up an EHRP Job Code and Position Number.

other approaches you can use.

Here are a few

You can check the most recent SF-50 of the employee presently occupying the position for

which you are recruiting. In Block 15 the EHRP Job Code is shown as “PD”” and the EHRP Position

Number is shown as “Position.”

FIEST ACTIOR

SECOND ACTION

5-A. Coda 3-B. Matume of Action

240 Individual Cash

&-A Cods §-B. Namre of Action

5-C.Ceds | 5-D. Legal Authesiy

§-C. Cods §-D. Lagal Antherity

S-E Code | 5-F. Legal Autsority

§E. Cada 5F. Legal Authosity

7. FRA

HE]J“ I "\I\ R.ESOU'RCES "SPECIA LIST (] “]\'FOIE‘:QSEE\*IS‘

YN
BD- 000003

izle and Mumbar

AN INOURCES SPECIY

FD: 000005 Position: Position:
BPay Plan | .0cc, OO | L0.Grd el ]Sn?‘ Bats | 12.Tat w.n 35 = Buais | 16.Pay Fle| 17.0¢c, CD | 18.GrdlLe] | 19 SiepRata | 20.Tet. Salary Awssd | 21.Pay Basis
GS 0201 13 $92.820. GS 0201 13 o7 $1,000.00
124 Basic Pay 128, Localizy Ads [ 12C_ Ad;. Basic Pay D Otar 204 Basic Pry 208, Lecality Adj. [ 20C. Adj. Basic Pay [ 200, Qthar Pr
§78.996.00 $13,824.00 $92 820,00 £78,996.00 $13.SEL.DJD §92.820.00 30

14, Wama rnd Losarion of Pocitien ¢ Orgenization
Program Support Center
Human Resources Centers
Human Resources Center, Baltimore
Strategic Programs Division

12, Wams and Location of Positton's Organizarion

Program Support Center

Human Fesources Centers

Human Fesources Center. Baltimore
Strategic Programs Division

WOODLAWN MD USA WOODLAWN MD USA

OR you can use this approach

You can check the EHRP record of the current incumbent through the Administer Workforce
menu path. Go to:

Home > Administer Workforce > Administer Workforce (USF) > Inquire > Personal Data

At the “Find an Existing Value” screen, enter either the EmplID, or search name information in
one of the name fields. The format for the name fields is as follows:

Name: Lastname,Firstname (i.e, comma, no space.) If partial last name is entered do not
enter a first name. Click Search.

Last Name: You may search on part of or all of the last name only. Click Search.

Home = Administer Warkforce = Administer Workdorce (JSF) = Use = Superdsor Request

Supervisor Request

Find an Existing Value

EmpliD: |

Ermpl Red Nbr| |

MHame: ||

Last Marme: |

[linclude History [] Correct History

f Search ] Clear | Basic Search

e




The Personal Data search opens to the Personal Data tab.

SEl |- ¢

G- HEABPree

o

Home » AdministerWorkforce = Administer Workforce (USF) = inguire > Personal Data I ¥in done

{ Personal Data '\ JabDatal " Job DataZ " Employment Data |

-

I FAYER,ROSE M 1D: 0o00&207 Effective Date: 01/08(2006

Name: PAYER,ROSE M Female

Gender:

Marital Status:  Unknown Race: Handicap:

“Country: UsA Q@ United States
Address 1 |
Address 2: |

Address 3: |

City: g
County: Postal:
State: MD  Qlmarylang  ResLoc Code: 240000005 Q)

Click on Job Datal tab - the Job Code and Position information appears under the employee’s
name.

 Personal Data - Microsoft Internet Explorer provided by Centers for Medicare and Medicaid -8

. . . iy || B )
J File Edit “ew Favortes Tools Help J @Eatk - O 7 @ @ \._;j Junks“ ®Snaglt tﬁ H @ -.,l‘
J»Qddress IE hitps:[jcastor hrs.psc.gov/servletsficientservietitrgfvemd=stark, j Go
Huome = Administer Workforce » Administer Waorkforce (USF) = Inguire = Personal Data Bew indovy

[ Personal Dala " Job Datal " Joh DataZ " Employment Data |

I FAYER,ROSE M 1D: 00005207 Effective Date:  01/08/2006

Position: 00103599 0 13 HUMAN RESOURCES Benefits/FEHB Data
SPECIALIST (IN
Job Code: 00000
Employee Type: Excep Hrly Type of Appointment: Career (Competitive Sve Perm)
Empl Class: Posn Occupied: Competitive
Reg/Temp: Regular Work Schedule: Full Time
Supervsor Level:  Other Holiday Schedule: b
Company: HE Department of HHS LEO Position: A
Sub-Agency: 11 Program Suppaort Center

Standard Hours: 40.00

Nenartment:  PJ2A4 =
4 | »

@ ’7 r |—§ “ﬂ Local intranet




OR you can use this approach

You can also find out Job Code or Position Number information in EHRP under the Develop
Workforce path. Go to:

Home > Develop Workforce > Manage Positions (USF) > Inquire > Position Budget Status

At the “Find an Existing Value” screen, under “Search By” you have several search options. You
may search by Department (admin code), Job Code (PD#), or Position Number. To search by
Job Code, select Job Code from the pull down menu. You will need to already know the Job
Code (PD#) to lookup the Position Number using this search method. Enter the Job Code
number. Click Search.

ZJi Position Budget Status - Microsoft Internet Explorer provided by Centers for Medicare and Medi =] =<
J Eile Edit  Miew Faw Toolks  Help H @ Back - () - | 2 & | »|JLinks |J & snaart =1 |J @ | o |

|J Address [{&] https: ficastor hrs. psc. goviservlets/icientserviet firg/7emd=starte: ~1 =13 |
Horme = Develop Waorkforce = Manane Positinns (USFy = Inouire = Position Budget Status Ilenay Wind o

Position Budget Status

Find an Existing Value

Search By:[Job Code ~]
Job Code: |Business Unit

Department

Description

Position Murmber

Fosition Status
Reports To Position Mumber

@1 5ore T[S et

If there are multiple positions within a Job Code the search results screen will appear similar
to the screen below. Each position number associated with the Job Code will be listed. Click
on the first hyperlink under the Job Code column.

ho L Wy - 2 x
“-f!Jﬁ "’

@0-©-HRAG L,k

el

Horme = Develon Workforee = Manane Positions (JSF) = Inguire = Position Budget Status e Vindowy

3 Sign Ouf

Position Budget Status

Find an Existing Value

Search By [Job Code =l

Job Code IUUUUU5
Advanced Search

Search Results

1-6 of G

Position Status Business Unit Department Reports To Position Number

p0103599 HUMAR RESOURCES SPECIALIST (IN Approved FPSCO0 PJ2A 00103594
000005 00107976 HUMAR RESOURCES SPECIALIST (IN Approved FSCO0 PJ2A 00103594
0oooos 00114168 HUMAR RESOURCES SPECIALIST (IN Approved FPSCO0 PJ2A 00103594
oonong 00114214 HUMAR RESOURCES SPECIALIST (IN Approved FSCO0 PJ2 00103594
oonong - 00117351 HUMAN RESOURCES SPECIALIST (IN Approved FECO0 PU2A 001035694
oonong 00133364 HUMARN REEOURCES SPECIALIST (IN Approved FECO0 PJ2B 00103594
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Next, click on “Current Incumbents.” You can do this for each hyperlink on the Search
Results screen until you find the position you are looking for.

Note: if there is only one position associated with the Job Code the search results will take
you directly to the Position information.

N Sy - x
] ! L&

1Q-©-HRANLkee

g

€ Horme
PR~ . .
Position Number: 00103599 HUMARN RESOURCES SPECIALIST (IN

Pasition Status: Active Approved Status Date: 08i252005 = Budgeted
“ Program Support Center
HURARN RESOURCES SPECIALIST (IM

Strategic Programs Division

Max Head Count: 1

Actual Head Count: 1 Total Budget FTE: Total Budget Amount: 87 360 nnnuunﬂ
Current Budget Head Count: 0 Current Budget FTE: Current Budget Amount:

Head Count Variance: 1 FTE Variance; Amount Variance; 47,360.005F]

¥ Current Incumbents First (40 1 o1 ¢ [¥] Last

EmpliD Name Employee Status  Position Entry Date

00005207 PAYER,ROSE M Active 01/25/2004

Annual Rate FullPart Time  RegTemp Standard Hours  FTE SalPlan Grade Step
37,360.0005 Components  Full-Time Regular 40.00 goog 13 ) o

11



Attachment B - How to sign a recruit in your worklist
From the Home page, click “Worklist” from the top, center of the screen.

o

Home

& Home S Sign Out

@ Develop Workforce

2 Administer Workfarce

@ Compensate Employees
@ Define Business Rules
@ He Process Menu

@ PeopleTools
From the list of items that appear click on the Link of the action you wish to view and sign.

Home = PeopleTools = Waorklist = Use = Worklist

orklist for FERGELBR: BRENDA FERGEL

From Date From Work ltem Link Ei:;e“
CHAD DELOMAIS-  0501/2006 HR Worklist 035526, H, EEIIZIEE-M@ i
ghe.&gNDELONAIS- 050172006 HR Worklist gg??ﬂJiaéli:gﬁgga-iT g
ghigNDELONAIS- 050172006 HR Worklist gg?éE?ngaﬂgnﬁ-Dﬁ-m. g
SL_EEEJNE 050172006 HR Worklist ggfﬁfg?aaﬁﬂlyﬁsgizﬁ g
MARCELLAY- GEMMZ, IHSO00

g:;ipélr:\]]E 050172006 HR Worklist 035358, H, 2006-04-21, i
MARCELLAY- GEMMZ, IHS00

:;LE?EADM. 05M12006 HR Worklist 035500 H, 2006-04-26 & 4
QEEE%OMHN'C 05012006 HR Worklist E|?.GSF3|:1?%.|:S§E?DE-IM-21.GFLD. g
-tElIz;FSI?I'?NNANElIII:TSILL‘H 05M1/2006 HR Worklist %E. 0, 2006-05-01, g
CHRISTIMA BITSILLY 020172006 HRE Worklist E|EGEF3JT:'&4%ED.“;§DD§-DE-D1. g
CHRISTIMA BITSILLY 020172006 HRE WWorklist E|3'GEFDJ§EE.20.“_2|§DDED-DE-D1, g

HGFJAZZ IHS00

12



Next, review the information on all of the tabs of the recruit requisition. You can view a tab by
simply clicking on it.

If you choose to approve this request, change the “Work-In-Progress Status:” accordingly (either
1%, 2" or SIG) If you feel that more information is needed or choose not to approve this request,
change the “Work-In-Progress Status:” to RET in order to return the request to the initiator. In
the tracking data below, you may enter your reason for returning the action.

Once you have changed the “Work-In-Progress Status:” click “Save” at the bottom left-hand

corner. If you have returned the action, you may go back to your worklist to sign additional actions
or simply close your internet browser to log out of EHRP. If you have approved the action, the next
screen will ask who you want to route the requisition to.

Home = Develop Workforce = Recruit Workforce (LISFY = Use = 15t Authorize Requisition

‘." Job Requisition 1 Jab Reguisition 2 1 Job Req Optional 4 Jah Requisition 3

Job Requisition = 0297a1

'Status: ~HEMN 'Status Date:

‘Type: ~HEN LDTHELLUN Date Opened;
Reason; Date Closed;

Area of Consideration:

‘Business Unit: | S |

‘Work-in-Progress Status: @

View sl First [ 1001 [ Last

Action Date: 10031720058 WIP Status: Feguested REQ
Emplid | gpi Regs: 120021292 | [0 CANNON, RAMONA
Comment:

<
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When you click the yellow “Route To” button and a list of names will appear. Only the
first 5 show, so click the “view all”” link in the blue bar to show all the available names.

Foute to Next Empl ID

Status Date: 047062008 Area of Consideration:
Job Requisition ooonoo Work-in-Progress Status: REC
Job Requisition Status: H Contact:

The status ofthis data reguires you  to specify the emplovee to whorm to nesxt route the data,
Choose an Employves [0 beloy,

Routing Based on: Route for Approval

Route 1o Next:
Click the bution for a list of those to whom the job request  should be routed.

5

o —
view Al First [ 15020 B Last
L] oooooi11 ROTHAN ALLAN H
L noooo13z2 DIETZ, CHARLES M
L1 ooooo17s O LEARY JOHM
O noooozas ARBOGAST CARCOL A
L] onooo7ao TRUSS WIVIAN A

Place a Checkmark in the box next to the name of the person you want to route the action to...

then scroll to the bottom left-hand corner and click. You may go back to your worklist to
sign additional actions or close your internet browser to log out of EHRP.

14



Attachment C - How to find a recruit that is not in your worklist

If you want to check the status of your requisition, or you want to sign an action that is not
appearing in your worklist, please click on the following:

Home > Develop Workforce > Recruit Workforce (USF) > Use > (choose the appropriate role)

Any of the roles allow you to “look™ at a requisition, but if you need to sign one, you need to be in
the appropriate role.

Home = Develop Workforce = RecruitWaorkforce (LUSF) = Use

& Manage Competencies [d e Feduest Reguisition
(EEL)

& Manage Positions (LISF) &2 Inguire
[a Recruit¥Workiorce (USF) W Report

15t Authorize Reguisition

2nd Authorize Reguisition

Approve Reguisition

Feviews Reguisition

Process Reduisition

Enter the Job Requisition number you are looking for, click “Correct History”, then click “Search”

Home = Develop Workforce = Recruit YWorkforce (USF) = Lse = Request Requisition

Request Requisition

Find an Existing Value

Job Requisitinn@
SETID: Y
Recruiting Office: :Iﬂ

%Cnrrect Histary

| Search | | Clear | Basic Search

Add a Mew Walue

15



This opens up the requisition where you can view the information or sign it and forward it on for
approval.

The “Work-In-Progress Status:” always shows the last thing that has occurred so if you see REQ as
the status, this requisition is waiting to be 1°* Authorized.

Horme = Develop Workforee = Recruit Woarkforce (USFY = Use = 15t Authorize Requisition

j." Job Requisition 1

Job Requisition = 029761
‘Sratus: Open ‘Status Date:
Type: Open Competition Date Opened:

Reason; Job/Position Vacated Date Closed:
Area of Consideration; | Malonwide

'‘Business Unit: |” =00 |

ork-in-Progess Status

‘Work-in-Progress Status: 4
|

Iracking Data View Al First [0 101 [ Last
Action Date: 1053152005 WIP Status: Feguested REQ

Emplid / gpi reas: (00021292 | [0 | CANMON, RAMONA

Comment:

<5
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