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Procedures
1) Navigation
Menu > 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.

2) Search for the employee
a) Use the employee’s EmplID or Name
b) Click ‘Search’

[+ My Favarites
[» Recruiting
= Workforce Administration

[> Personal Information SuPerwsor RequeSt USF

= Job Information Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Contract Administration
[> Review Job Information / Find an Existing Value
[ Repors

— Hire Emplovee LUSF

— Concurrent Hire USFE EmpliD: begins with |+ ||| + a) sela.{?:h for employee using
et LIS empli
Fequest LIS Empl Rcd Nbr: | = v .
— 1=t Rgst Authaorization
IISF Name: hegins with
_ — or by entering employee’s
EJr;dFRqstAuthDrlzatlnn Last Name: begins with % 4— name
- rove Request LISF [Jinclude History [ |Correct History [ | Case Sensitive
— HRE Processing UJSF
— Correct Personnel Action
LISF Search | Clear | Basic Search Save Search Critetia
— Cancel Personnel Action T
LISF
— HR Reviewer b} Click search

[ Global Assignments

Page 1 of 4

Revised: November 25, 2008



Capital HR User Guide
Change in Duty Station

c) Ensure you are on the ‘Data Control’ tab

d) Insert a new row by clicking on the plus (+) sign

e) Enter the Actual Effective Date

f) Enter Action Code = DTA *

g) Enter Reason Code = CDS *

h) Select the Tracking Data Hyperlink (at the bottom of the page)

C. Data Control Page Fewe wWindowe | (5L
*
/ Data Control % Personal Data Job Y Pasition " Compensation } Employment 1 Y Emplayment 2 Cl Exceptions
©. Enter effective date Emplin: EmplRcdNbr: 0

Data Control Find | wiew Al First [4] 1 or 2 B [ast
+
Actual Effective Date: |'I 0M05/2007 | [34 Proposed Effective Date: 1 0/05/2007 =
Transaction #/ Sequence: I 1 I 1 f_ Enter 'DTA for Mot To Exceed Date: I d. msertnew row
- Action code

“Action: [oTa U Data chg Par Status: [REQ/@  Requested

‘Reason Code: |CD5 O, Change In Duty Station  Contact Emplid: || a

g Enter 'CDS' for

Reason code
NOA Code: | =8 noa b | | S
Authority (13 | 2 pescr (1) | Descr (1) Part 2: |
Authority (25 | @ pescri2x | Descr (2) Part 2: |
PAR Requests: Frint SF-52 | Process hMonitor EAR Remarks Award Data Tracking Data Severance Pay

| PrintSF-50 |

h Click on 'Tracking
= Data' hyperlink

Note: Using the magnifying glass to look up codes will minimize the chance of errors.
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3) Tracking Data Page
a) Enter the new Duty location [City, State] in the Comment field.

Note: If the information you need to capture will not fit in the Comment field, enter “SEE
PAR Remarks” (you will be returned to the data control page). Click on the PAR

Remarks hyperlink
use the 'ZZZ' PAR

(at the bottom of the data control page) to enter appropriate remarks;
Remark code to enter this information.

b) Click ‘OK’

= Job Information
- Contract Adrainistration

> Review Job Information

> Reports

— Hire Ermplovee LISE
I

eq =]
1st Rost Authorization
USE

— 2Znd Rast Autharization
NES

— Approve Reauest USFE

— HR Processing USFE

— Correct Personnel Action
USE

— Cancel Personnel Action
USE

— HE Reviewer
- Collective Frocesses
- HHS Report

o Benefits

- Gompensation

& Payroll Tor Morth America

o Payroll Interface

- wWiorkforce Development

- Organizational Development

L HHS Custam Menu

L Set Up HRMS

[ wiarklist

L Tree Manager

L Reporting Tools

> PecpleTools

— Chanoe My Passward

— iy Fersonalizations

— My Systern Profile

— by Diictionary

ey Window | S5

Job Tracking Info

Empl Rcdz: o

EmpliD: 00049459

Current Status: Reguested

Effective Date: 10/05/2007

Action: Reason Code: Change In Duty Station

Data Change

Override N
R o Emplid of
@ @ pera 5 2
Action Taken Status User ID Operator Tracking Ro Name Commment
Emplid Aracking Bow
10052007 Reguested #TMS0128 —

—
T

Type in new duty location

L [City, State]
b- CIck'OK'
oK | _cancer |
=1l I |
T T T 3 [ meernet

&

4) The Data Control tab will again be displayed

a) Update the

b) Click ‘Save’

3. bpata Control Page

PAR Status

All‘g‘] =22 | . The ‘Route To’ page will be displayed

Mewe wWindow | [

+
/ Data Control % Personal Data

Jok v Caompensation Y Employment1 v Employment 2 Y C1 Exceptions )

0

Fasitian

Data Comtrol

EmpliD: EmplRcd Nbrz 0

First [4] 1 or2 B | ast

Actual Effective Date:

Transaction #/ Sequence: | 1 | 1

*Action:

‘Reason Code:

NOA Code: | X
[ [y

[ =

Authoriny (1)
Authority (2):

PAR Request#:

Frint SF-52

==1

Update PAR
status

|1 0/aS/z007 | [F] Proposed Effective Date: 10052007

I a
[FEa * Feaussted
I <

NOA Ext: I_ (=N

Hot To Exceed Date:
[oTa @ Data cha
ICDS L Change In Duty Station

Far Status:

Contact Emplid:

Descr (1% | Descr (1) Part 2: |

Descr {2): | Descr {2) Part 2: |

Erocess Monitor BAR Remarks Avvard Data Tracking Data Severance Pay

Frint SF-50 I

Eind | Wieww Al

b. click 'save:

LU Return to Searc

= Seve’l

h I mlotity I Prewious tshl =5 hlest tak I LlpdsteJDispleyI =] Include History I [E# Correct History I

c) Click on ‘Route To’ button
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d)

additional

= Job Information
> Contract Administration
I Review Joh Information

Click ‘OK’

Select the checkbox next to the person to whom the action will be routed.
Initially, only five names are displayed. Select the ‘View All' hyperlink to see

names.

MNew Window

Route to Next Empl ID

Actual Effective Date: 10/0572007 Proposed Effective Date:  10/05/2007

Transaction #/ Sequence: 1 1 Not To Exceed Date:

Action: DTA

cDs

Data Change Par Status: REQ Requested

Reason:

Change In Duty Station Contact Emplid:

Frocesses
[ HHS Report
[> Benefits
[> Compensation
[ Payroll for Morth America
[ Payroll Interface
[ Workforce Development
>0 izati D
[* HHS Custom Menu
[ Set Up HRMS
[ Worklist
[ Tree Manager
> Reporting Tools
[> PeopleTools
— Change bty Password
— My Personalizations
My Systemn Profile
— My Dictionary

d.

The status of this data requires you to specify the employee to whom to next route the data.
Choose an Employee ID below.

Rowting Based on: Route to 15t Review

Route to Nex:

Click the button for a list of those to whom the PAR request should be routed. C.

Click ‘Route To'

First (4] 1.5 ot a7 B L ast

Find | View All

= ooooo111
= 00000132

ROTMARMALLAN H €. Click "View Al

Sgecuhe DIETZ,CHARLES M
'n;uteTo'/,r 00000176 O LEARY JOHN
L I ooooosss ARBOGAST,CAROL A
™ oooooazs LUCAS,DARYL J
Ok Cancel
— £ clickok

&

TS (e internet

For Help Contact HR Systems Support:

Help Desk:

301-451-1436

Email:

hrsystemssupport@od.nih.gov

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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