CHRIS User Guide: Manager View

GSAQ] GSA Manager View

The Manager View offers secure, real-time access to view employee personnel
information including Assignment, Position, Personal, Obligation Dates, Salary, Benefits,
Awards and Bonus, Performance, Personnel Actions, Clearance, Training and Leave.

The Manager Self-Service View is easy-to-use and brings key information together in
one place which allows for quick access to employee personnel information.

Single click Manager Self-Service

Single click Manager Views

E-Business Sulte

Oracle Applications Home Page

Wavigator.

Porsonalize

G54 Maraoer Sell Senice GSA Manager View

Logat Prafetences Help
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e The “My Employee Information” page opens — the page will display both
employees and approved/funded vacancies assigned to the Manager that has
logged on.

e The employees are displayed in the “My Employee Information” list by Last
Name followed by First Name.

e You can view multiple records or one at a time

GSA Manager View

Home Logout Prodecences Holp

Lasttiame LU Go | Advanced Sesrch Manoge My Lis

My Employoe Information View |Herarcy ¥ | Go

Assignment . Personal  Salwry  Awards and Bonuses  Performance  Personnel Actions

Assignment
Focus Nanse Muamber Position Grade Job
= Morton, Erc C
ackson, Gragory 8702 Industrisl Operatons Analyst. GS30.050M291.003.007370.C = OFALLON, ST CHARLES, Gs Wous Administration & Prograem
FS 18843 Supenvisory Industrial Operatons J90855061 - BLUE ASH, HAMATON, OMIO GS laneous Admenigtration & Program
lys GS30.05CM301.004.0 0301)
My a 15245 Industrial Cperations Anslyst.GS30.5508624.015.013037.C 1221 Indianapols, Marn, N GS Misceflaneous Administration & Program
{0303
> 8 Smith, Zachory M 19532 Supv Industrial Operabions Amalyst GS30.05CM301.001.006425.C 179630093 - YORKVILLE, KENOALL, RUINOIS G5 Miscellaneous Administration & Frogram
s (0301)
Complant Analyst.GS30.550C242.002.000191.C 171670031 - Chucago, 1 GS Miscellaneous Administratioo & Program
0301)
Industrial Operations Analyst. GS30.5508624.016.013038.C 171670031 - Chicago, & s llaneous Administration & Program
(0301)
15844 Master Industral Operations Asalyst.GS QOIT2.002,001671.C AQVOCH DEARSORX, GS Miscellangous Admenistrotien & Program
(0301

Home Logout Prafers

Other Features

As a Manager, you could also have one or more supervisors that have employees that
report to them. The employee names with the “expand” icon next to their name, denotes
a supervisory position

S 'J‘ . Matth M 18843 Supervisory Industrial Operations AQVOCBBA-1 390855061 - BLUE ASH, HAMILTON, GS-13  Miscellaneous Administration &
Analyst.GS30.05CM301.004.012759.C OHIO Program (0301)

Click on the Expand I icon to view the employees and/or vacant positions that report
directly to this supervisor.

Assignment
Focus Name Number Position Organization Location Grade Job
=) Horton, Eric C

Industrial Operations AQVOCBBA-1 295880183 - OFALLON, ST GS-12 Miscellaneous Administration &
Analyst.GS30.05CM291.003.007370.C CHARLES, MISSOURI Program (0301)

& B Jones, Matthew M 18843 Supervisory Industrial Operations AQVOCBBA-1 390855061 - BLUE ASH, GS-13 Miscellaneous Administration &
S Analyst.GS30.05CM301.004.012759.C HAMILTON, OHIO Program (0301)

Seda, Edward 12685 Industrial Operations AQVOCBBA-1 392530057 - Fairborn, OH GS-12 Miscellaneous Administration &
Analyst.GS30.05CM291.010.007369.C Program (0301)

Townsend 25931 Industrial Operations AQVOCBBA-1 181160063 - DANVILLE, GS-11 Miscellaneous Administration &
Frank W Analyst.GS30.05CM292.007.008805.C HENDRICKS, INDIANA Program (0301)

Vacan ion Industrial Operations AQVOCBBA-1 391800049 - Columbus, Franklin, GS-11 Miscellaneous Administration &
Analyst.GS30.05CM292.009.013528.C OH Program (0301)

Rucker, Marcella R 15245 Industrial Operations AQVOCBB 182210097 - Indianapolis, Marion, GS-12 Miscellaneous Administration &
Analyst.GS30.5508624.015.013037.C N Program (0301)

& 2 Smith, Zachary M 119532 Supv Industrial Operations AQVOCBBB-1 179630093 - YORKVILLE, KENDALL, GS-13 Miscellaneous Administration &
Analyst.GS30.05CM301.001.006425.C ILLINOIS Program (0301)

Vacant Position Complaint Analyst.GS30.550C242.002.000191.C AQvocCss 171670031 - Chicago, IL GS-09 Miscellaneous Administration &

Pranram (0201)
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Summary

To view a summary of all the employees the manager supervises, click on the tab(s)
you wish to view (Assignment, Personal, Salary, Awards and Bonuses, Performance,
Personnel Actions).

Assignment

My Empln)Mr_unnn Whbw | Harbrchy M | GO
i Personal  Salary  Awards and Bonases Personnel Actions
o
Assimnment
Pl Poition Organization Location Grada Job
8702 Industrisl Oparations Analyst GS30.05CM29100E007I70.C AQVOCEBA-1 293880183 - OFALLON, 5T CHARLES, G5 Mescelanpous Adminitration & Program
MESSOURE (0301}
18843 Superasary Bdustyial Operalinns. AQWVOCBBA-1 150835041 « BLUE ASH, MAMRLTON, OMIO o Maidailaniins Adminidtialicn & Progrom
Analyst.GS30.05CMI01.004.012750.C (o301}
1268% Industrial Operations Anakyst G530.05CM291.0100007369.C AQVOCBEA-1 392530057 - Fairborn, OH G5 Mecelaneous Administration & Program
(o301}
Ly 25931 Industrisl Dparations Analyst G530, 05CM2I2.007.005805.C AQVOCEBA-1  1S1160063 - DANVELLE, HENDRICKS, INDIAMA G5 Mestelanedus Administration & Program
(o301}
Endustrial Gperations Anabst 4530.05CM0E, 05 011528.C AQVRCEBA-1  JF1A00D4F - Cobambus, Frankiin, OH G5 . Macelonesus Administraticn & Progrom
(03a1)
15245 Industrial Operations Analyst G530.5508624.015.013037.C AOVOCER 182210057 - Indianapolis, Maron, I G5 Mescelaneous Administration & Program
(0381}
19532 Supy Indastrial Operabions Anayst G530, 05CMB0E A0 006425,C  AQVOCEES-1  I70630033 - YORKVIAE, KENDALL, BUINGIS 65 . Mestelansses Adminigration & Program
(o301}
Yacaet Poston Complamt Analrst. G530, 5500292, 000001 51.C APDCED EFLIE70031 - Chicage, IL 65 Maceloneows Adminisiration & Progrom
(0301}
Industrisl Operations Anakyst G530, 3508624.016.013038.C AVOCEE 1FL670031 - Chicago, IL G5 . Mecelaneous Administration & Program
(31}
Wllam 18844 Master Industrisl Operatons Anslyst.G530.00Q0372.002.001671.C AQVECER 185190079 - WEST HARRISON, DEARBORN, €5 . Micellanses Administraticn & Program
THDLANA fo301)

Personal

Last ama i) 6o | Adnoed Seach Manage My List

My Employee information View | Mierarchy % | Go

Assgnment  Persomal Salry  Awards and Bonuses  Performance  Personned Actions

9
Parson Typa Enplsyis Number Hira Date
Employe a7z O-Jan-2000
Ervgloyes.Bx-aplicant 18843 O-Jan-2000
Emploryoe. Ex-applicant 15245 019-Jan-2000
Ervglrped Ex-ppplicant 19512 09-Jan- 2000
Emploryee. Ex-applicant 18844 Of-Jan-2000
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Salary Tab

GSA Manager View

it Preferonces Meip

Lastrame (D) [ 6o | Advanced Seacch Managesey g

Uy Employee Information

View | Mierarchy ¥ | GO

Assignesont WM‘ Awards and Bonusos  Performance  Personned Actions

4
Basic Pay Total Pay  Position Organization

10,000.00 1500000  Industnal Operations Analyst G530.05CM291.003,007370.C AQVOCBRA-1

10,000.60 14,00000  Supesvascry Industrial Operdtions Analyst.GS30,05CM301.004.012759.C AQVOCBBA-1

10,000.00 1500000  Indestrial Operations Analyst GS30.5508624.015.013037.C AQVOCE8

10.000.00 1500000  Supv dustrial Operations Analyst,GS30.05CM101,001.006425.C AQVOCEBD-1
Complaint Analyst GS30.5500242.002.000191.C AQUOCBs8
Industnal Operabons Analyst. GS30,5508624,016,013208.C AQVOCEE

1000009 500000 1500000  Master ndustrial Operations Anslyst. G530.00Q0372.002.001671.C AQOCES

Awards and Bonuses

sheme B [ [Go] AtmoedSearch Manopewyus

My Employeo Information

View | Herarchy % | G0 |

Assignment  Personal  Satary  Awards Actions

Assignment Number Position Organization Location Awards  Bonuses

8702 Industrial Oparations Analyst.GS30.05CM291.003.007370.C AQUOCERA-1 295630183 Yes No

18843 Supenvisory Industrial Operations Analys.GS30.05CM301.004.012795.C AQUVOCERA-1 390855061 Yes )

15245 Industrial Operations Analyst GS30.5506624.015.013037.C AQVOCES 182210097 Yes )

19532 Supv Industrisl Operstions Analyst.GS30.05CM301.001.006425.C AQVocess-1 179630093 Yes No
Coemplaint Analyst GS30.550242.002.000391.C AQVECES 171670031 - Chicago, &
Industrial Opecations Analyst. GS0.5508624.016.013038.C AQUOCES 171670031 - Chvcago, &

18344 Master Industrial Operations Analyst.GS30.00Q0372.002.001671.C AQVOCES 185190029 Yes No

Performance Tab

wateme © [ [Go] Adwoced Seorch Monegeyus

Wy Emsplays blsimation Wiew | Hierarchy ¥| | o

Porsonal  Salary  Awards snd Bomusis | Per
&
Focus Rame Latest Performance Rating Employee Numsber Person Type
3 Horten, Enic C
Litest Ratng LE Empiayee
@ Listest Rating 18843 Employes. Ex-applcant
Latest Ratrg 15245 Ernployes, Ex-appheant
@ Laest Rating 19532 Empioyes. Ex-appicant
filliam E Latest Rating 16844

Empioyes. Ex-appicant
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Personnel Actions

Last tioma (1) [so] atmoced search Manage vy st

My Employee Informaticn

Assignment  Personal  Sabwry  Awards and Bonuses  Performance  Personned Actions

Latest Personnel Action

54 - Gin A
B - G A
&34 . Gan e
E4 - Gan Ay

£ - Gan Ady

Emgleryen Rumbr

2702
{LLok
15245
19532

View | Hurnecky (= | Go

Detailed Employee Information

To view detailed information related to an employee, select the employee name by

clicking on it.

My Employee Information

Assignment Personal Salary Awards and Bonuses Performance Personnel Actions

Focus Name Assignment Number  Position
= GSAtest, Supv

& | @ ~
&9 @ GSATest, Caffen 26579
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Organization |
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Viewing individual Employee Records

General Information
The Header page displays a summary of the employee’s current information.
This information is viewable from any of the tabs selected.

GSATes, Carman

abe  39-Jul-3013
tis Active Appointment
ston Supsrvsory Bulding Manmgemsnt
Spedalist.GS03.WW29192.007.01 2830.C
6513
9,033.00 USD

o B6STY
= Building Management (1176)

WPMIC 0 110010001 - Washington, DC

tion 101 - Career-Cond Appointment Latast Performance Rating X - Hok Rated. Rot yet rovd rating of rord under
agy aprsl sys

Email Agdress

Assigament  Position  Personal  Salary | Awards and Bonuses  Perlormance  Persondel Actions (S5-505)  Clearance  Training  Leave I

How to Show/Hide Information

The Details is defaulted to “Show” and displays additional information available in the

employee’s record. Click the Hide =/"'“€ ' link to close the folder (viewable data).

Detaidls fifective Date  Pay Plan and Grade  Occupational Series Position Organization Duty Station Assigament Status
29-Jul-2012 GS-13 nagement (1176)  Supervisory Bulding Management Specialist, GS03.WW29192.007,012830.C 110010001 - Washington, DC  Active Appointment

Full- Time

0 - Regular Rate

te 26-Jub-2013

al Mot Assigned to Key Emergency Employee Position

re Conditional - Tenure Group 2

(]

28-Jul- 2013
29-Jul-2012

Not Applcable

29-Juk 2012
Tanie 0000 Oracke Federal Standard Pay Table (AL, €S,
EX, GS, 66) No. 0000 I

tws P - Pay Status

Click the Show = 5how link to open the folder and view the additional information
available in the employee’s record.

ut%umomm Pay Pan and Grade  Occupational Soees Position Organization  Duty Station Assigrmont Stats
" 29-Jul-2012 G5-13 Sullding Mansgement (1176)  Supenvisary Bulling Management Specialet, G503 WW29152.007.002830.C AWPMILC 110010001 - Washington, DC  Active Appointment I
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Information Tabs

The following tabs are used to access employee personnel information

Assignment Tab
Contains current assign

ment information

mnﬂh Personal  Salary  Awards and Bonuses  Performance  Personnel Actions (SF-50s) Clearance  Traling  Leave

Pay Plan Position Duty Station Assignment Status
2 Hde 29-)ul-2012 Cs-13 Buliding Management (1176)  Supervisory Bulling Management Specisiist. GS03.WW29192.007.012830.C AWPMIC 110010001 - Washington, DC  Active Appomtment
Step or Rate 01 Work Schedule  F - Full-Time
Part-Time Hours Bawvesidy Pay Rate Determinant 0 - Regular Rate
WGI Due Dot 28-Jul- 2013 WGl Py Date  28-ub-2013
Last Equialent Incresse  29-Jul-2012 Key Emargency Essential  Not Assigned to Key Emergency Employee Position
Part-time Indicator Tenure Conditional - Tenure Group 2
Annuttart Indicator ot Applcable Assgnment NTE Start Date
Assgament NTE Date Leive Without Poy Start Date
Leave Without Pay End Date Suspension Start Date
Suspenson End Date Furlcugh Start Date
Furlough End Date Leave With Pay Start Date
Laave With Pay End Date Hre Date  29-Duk-2012
Emad Address 0000 Oracke Federal Standard Pay Table (AL €S,
Calculation Foy Table g "G5 'G6) No. 0000
Pay Status USER RA Status P - Pay Status
Retained Grade Detads
Date From DateTo  Retained Grade Retained Step or Rate Retained Pay Plan Retained Pay Table 1D Retained Pay Basis Temporary Promotion Step
o results found.
tmployee Detad Information
Details Begin Date nd Date Position Humber Position Tithe Grade Job Organization Location
o results found.
Oblgated Position Information
Permanent postion 10 which the employee & assgned.
Position Titke Position Control umber

Ho results found.

Position Tab

Contains current position information

m%mﬂ Salary  Awards and Bouses  Performance  Personmel Actions (56-50s)  Cearance  Training  Leave

Dwtais Effoctive Date  Valkd Pay Plan and Grade Occupational Series Pasition Office Symbol  Duty Station
ke 29-3uk-2012 G513 Building Management (1176) Supervisory Bullding Management Specialist. G503.\WWIS192.007.012830.C WEMILE 110010001 - Washington, BC
Supervisory Sl Supervisor or Manbger o GSA al R { 1590%)
Ertry Level Grade G5-13 Target Grade G5-13
‘Work Scthedules ¥ - Full-Time Fort-Time Hours Breidy
Fay Basis A - Per Annum FLSA Category E - Exempt
Barganing Undt Sistus  BS8E - Inchgible lor Inclision In A Bargaining Usit Pecstizns Wariing Title
Postion Type  Singhe Incumbent Pary Table 10 0000 Ovacks Federsl Standard Pay Table (AL, £S5,
EX, G5, G6G) No. 0000
Position Sensvity ns) Naticnal ¥ Secunty Acass
Agpropration Cee 192.91121202.61.11.000.A01 Emplaymant Categery Group  Salaried
Gerupation Categony Code rai Competive Level 5001
Fundtionbl Class et Applcabie Type Empleyes Superised MOT APPLICABLE
Competitive Ares  AE Fostion Ocoupled  Competitive Service
Classfonen Ofioel Servicing Clssification Olifice (General) Language Required
Beug Test Position Does Mot Require Brug Test Francal Statement SF-450
Traming Frogram I ¥Y - Hot Applcabls Ky £ Essantial it qENCY
Ky
LB Farsn Indcater e Applcable Program Computer Position Indicator Mo
Adddational Pesition Inlormation
Detais Effoctive Date Date Position Fstablshed Date Started Presont Position Payroll Block Rumber
Sk 29-duk-2012 24-Mar- 2009 29-Dal- 2012 W7208
Position Organization  PBSSOfc of the
e of Fagilities Management
e of Facilities:
Conter

Supervisor of Record Carter,

Shauna M
Riporting To Fostion  Deputy Direchor, Service Delvery Division GS01.WWI091 1.005.012337.C
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Personal Tab
Contains employee personal information

Note: Ethnicity and Race, Gender, Handicap Code and Date of Birth are not displayed

under Manager Self-Service views

Assignment  Position  Persoaal  Salary  Awards and Boauses  Performance  Persoane Actions (SF-50s) Clearance  Training  Leave
Details Effective Date Person Type Employee Number Contingent Worker famber SCD Leave
29- 02012 Employee. Ex-applcant 26579 29-3k2012
Date Last Fromobion
None
Not A Veteran
Competitive -- Career-Conditional Full Teme Employee In Pay Status
BWM
» Never Covered
29 )0k 2012
000000 000000
s 29-Jul-2012 29-Juk- 2015
Probation
Date Prob/ Trisl Period Begins Date Prob/ Yrial Period Ends Date Spvr/Mgr Prob Begins Date Spvr/Mgr Prob Ends Spvr/Mgr Prob Completion Date SIS Prob Expires
29-Jul-2012 13
Service Obligation
Service Start Date nd Date
%0 results found
Education Informatson
Fducation Level Instructional Program Year Degree [ Cort Attained Type of School College-Major- Minor Academic Institution Name Credit Hours  Credit Type
Some college - less thao cne year I
Contai 1 ’s historical sal lated inf ti
ontains €mployee€ S nistorical salary related mrormation
Assignment | Position Permna“alary Awards and Bonuses = Performance | Personnel Actions | Clearance  Training | Leave
<) Previous [1-10 7| Mext 10 &
Details Effective Date ‘Bas'n: Pay ‘Locaﬁty Pay or SR |Adjusted Basic Pay Other Pay Total Pay |L0car|ty Per ‘Currency
[ Show 03-Jan-2010 83,619.00 20,988.00 104,607.00 104,607.00 25.1 usD
82,385.00 20,160.00 102,545.00 102,545.00 24.47 usD
80,031.00 19,584.00 99,615.00 99,615.00 24.47 usDp
77,777.00 18,013.00 95,790.00 95,790.00 23.16 usp
75,489.00 17,483.00 92,972.00 92,972.00 23.16 uso
73,201.00 16,953.00 90,154.00 90,154.00 23.16 uso
71,415.00 15,561.00 86,976.00 86,976.00 21.79 usD
67,563.00 14,722.00 82,285.00 82,285.00 21.79 usD
66,430.00 14,050.00 80,480.00 80,480.00 21.15 usD
[# Show 29-0ct-2006 64,585.00 13,660.00 78,245.00 78,245.00 21.15 usD
Contains th 1 ’ dorB inf ti
ontains tne employee s award or bonus miormation
Assignment | Position | Personal Sal.armwanisand Bonuses = Performance Personnel Actions Clearance | Training | Leave
Award Details
<) Previous | 1-5 x| Next5 2
Effective Date ‘Award Type |Amount or Hours |\Award Percentage Date Award Earned |Award Agency

20-Dec-2009 Quality Step Increase 20-Dec-2009
07-Dec-2008 Quality Step Increase 07-Dec-2008
25-Nov-2007 Performance Award 2609 07-Dec-2007
07-Jan-2007 Individual Time Off 8 18-Jan-2007
26-Nov-2006 Quality Step Increase 26-Nov-2006
Bonus Details

Effective Date
HNo results found.

Assignment Number

CHRIS User Guide: Manager View

Bonus Type

Bonus Amount

Railroad Retirement Board
Railroad Retirement Board
Railroad Retirement Board
Railroad Retirement Board
Railroad Retirement Board

Expiration Date
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Performance Tab

Contains the employee’s performance appraisal information

Assignment | Position Personal | Salary | Awards and Bonuses*erformance Personnel Actions = Clearance | Training Leave

\Date Appraisal Period Ends

Appraisal Type |Rating of Record Pattern |Performance Rating |Date Effective \Performance Rating Points
1 - PMS -- Performance Management System H - Summary levels 1, 2, 3, 4, and 5 5 - Qutstanding 01-Oct-2009 3.92
1 - PMS - Performance Management System H - Summary levels 1, 2, 3, 4, and 5 5 - Qutstanding 01-Oct-2008 3.75
1 - PMS -- Performance Management System H - Summary levels 1, 2, 3, 4, and 5 5 - Qutstanding 01-0ct-2007 3.83
1 - PMS -- Performance Management System H - Summary levels 1, 2, 3, 4, and 5 5 - Qutstanding 30-Sep-2006 3.83
1 - PMS -- Performance Management System H - Summary levels 1, 2, 3, 4, and 5 5 - Outstanding 30-Sep-2005 4.00

Personnel Actions Tab

30-5ep-2009
30-5ep-2008
30-Sep-2007
30-5ep-2006
30-5ep-2005

A list of the employee’s personnel actions processed. You can select multiple SF-50s to
view and/or print. You can either select the SF-50s individually or click on “Select All”
to view/print all the SF-50s . Once you have made your selection, click on the “View

Selected” | ¥iew Selected ) Bytton. The employee’s SSN and Date of Birth will not be

displayed on the SF-50

Assignment | Position | Personal | Salary | Awards and Bonuses Performance*ersnnmlm‘mrﬁ Clearance | Training | Leave

View RPAs/NPAs | View Selected

Select All | Select None
Select Effective Date |F|rst Action |F|rst Action Description |Second Action Second Action Description |Appmva| Date

<) Previous |1-10 =] Next 10 (2

|status
[T |03-Jan-2010 894 Gen Adj 29-Dec-2009 Update HR Complete
[T 20-Dec-2009 892 Irreg Perf Pay 22-Dec-2009 Update HR Complete
™ 04-1an-2009 894 Gen Adj 03-Jan-2009 Update HR Complete
[T 07-Dec-2008 892 Irreg Perf Pay 22-Dec-2008 Update HR Complete
T |20-Jul-2008 893 Reg WRI 18-Jul-2008 Update HR Complete
T 06-Jan-2008 804 Gen Adj 12-Jan-2008 Update HR Complete
T |22-Jul-2007 702 Promotion 02-Aug-2007 Update HR Complete
™ 07-1an-2007 894 Gen Adj 06-Jan-2007 Update HR Complete
T 26-Nov-2006 892 Irreg Perf Pay 01-Dec-2006 Update HR Complete
[T 29-0ct-2006 893 Reg WRI 26-Oct-2006 Update HR Complete

Clearance Tab

Contains the employee’s security and investigation information

Assignment | Position | Personal | Salary | Awards and Bonuses | Performance PersonnelActionA)learame Training | Leave

Current Security Level Date Of Current Certification Last Investigation Date Of Last Investigation

Training Tab

Contains the employee’s completed training information

Assignment | Position | Personal | Salary = Awards and Bonuses Performance | Personnel Actions Clearanc*ﬁain'lng Leave

Details Start Date Completion Date Training Title Training Purpose
[ Show 15-Apr-2008 15-Apr-2008 Business Objects Enterprise X1 Ri/R2: Adm Users & content Develop Unavailable Skills

CHRIS User Guide: Manager View

Date Reinvestigation Due

Training Type
Training Frogram Area
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Leave Tab

Contains the employee’s leave information

Assignment | Position | Personal Salary Awards and Bonuses | Performance | Personnel Actions | Clearance Tra'm'mmeave

Leave Information as of 19-Dec-2009 Absence Without Leave (AWOL) YTD 0

Leave Category 8 Military Leave YTD Hours Used 0

Annual Leave Used YTD 216.5 Military Leave Carry-Over Hours O

Annual Leave Balance 83 Days Worked Since Last Increase 0

Sick Leave Used ¥YTD 57 Donated Leave Code 0@

Sick Leave Balance 105.5 Donated Leave Cumulative Hours Received 0

Leave Without Pay (LWOP) YTD 0 Donated Leave Cumulative Hours Used @

Leave Without Pay (LWOP) Since Last Increase 0

Other Features

GSA Manager View

Lagt Nome LU Go | Advanced Seprch Manoge My List

Uy Employee Information View | Herarcty & | Go I

If you select a single employee record and have completed your query of their detail

record, you will click on the My Employee Information [lvEmplovee information |jnk to
return to the My Employee Information screen.

The Advanced Search link allows you to search for employees using specific search
criteria.

Click on the Advanced Search link

Last Mame [T I Go ) Advanced Search Manage My List

The Advanced Search screen opens.

GSA Manager View

Manage My List
- Advanced Search
splayed In your fesults set
Last Name = £« T
First Name s - »
Porson Type s & R
Position - - 3
Go | Clear |Add Arother | Assigrent Status v AM
Seect Hame Pay Plan and Grade Occupational Series Position Office Symbol Duty Station Emal Address Hire Date Employee Number

No search conducted.

Manage My List
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Querying Tips

Queries are conducted in the Employees screen

e Last Name — First Name — search by name is NOT case sensitive.

e You can view Tips for specific parameters and values by clicking on the ‘&
Tip button. In the example below, you have two choices for Person Type:

Employee or Contingent Worker.

Ferson Type

Position b—<|
Tip -
lect Name Pay Pl . .
I ———— Please select either Employee or Contingent Worker.
0K B
b’
%J Local intranet 3 v Hoow -
¢ In addition to search criteria displayed, you may further narrow your search
by clicking the “Add Another” List of Values Button and adding another
. . Add
parameter. Once you have made your selection, click the Add Button.
Person Type i v Q @O
Clear |add snother | Assignment Status Add
ict Name Pay Plan and Grade (GEEklyEissenls Office Sy
Mo search conduched. Contingent Worker Mumber
Direct Reparts Only
Dty Station
Ermployes Murnber
First Mame
Hire Date
I, 2t e o
Cecupational Series
Office Symbal
Qrganization
Pay Plan and Grade
People from My List
Ferson Type
Position
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e You can query by Duty Station or City. First, add Duty Station parameter

then click on the Search Q icon. This will take you to the Search and Select:
Duty Station screen. To search by City, select City in the Search By drop

down box, then enter the City you are searching by and click the Go ﬂ
button. See example below.

Search and Select: Duty Station

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | City * | JGD
Duty Station %
Resuits [T TNG—_
Select Quick Select Duty Station City

Mo search conducted.
Cancel Select

Search and Select: Duty Station

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | City « | |washington Go

Results
Select  Quick Select  |Duty Station ~ City
O * 110010001 Washington, DC
&) * 1790301749 WASHINGTON, TAZEWELL, ILLINOIS
) * 265111099 WASHINGTON, MACOMB, MICHIGAN

e You must click the Go ﬂ Button to begin the search. The Enter and Tab
keys will not work.

o Query will display Employees, Contingent Workers and Ex-Employees. In
the example below, the first name in the list is a current employee and
displays data in all fields. The second is a Contingent worker and displays the
Organization as the Agency, the Duty Station, Hire Date and Contingent
Worker Number. The last name listed is an Ex-Employee. Currently
separated employees only display Name and Employee Number in the
Summary Views.

e Oracle displays employee names by Last Name then First Name.

CHRIS User Guide: Manager View
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