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CHRIS User Guide: 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 
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 The “My Employee Information” page opens – the page will display both 

employees and approved/funded vacancies assigned to the Manager that has 

logged on. 

 

 The employees are displayed in the “My Employee Information” list by Last 

Name followed by First Name. 

 

 You can view multiple records or one at a time 

 

 
 

 

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  

 

 
 

 

Click on the Expand  icon to view the employees and/or vacant positions that report 

directly to this supervisor.     

 

 



CHRIS User Guide: Manager View  Page 3 

 

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 

 

 
 

 

 

Personal 
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Salary Tab 

 

 
 

 

 

Awards and Bonuses 

 

 
 

 

Performance Tab 
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Personnel Actions 

 

 
 

 

 

 

 

 

 

Detailed Employee Information 
 

 

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

clicking on it.     

 

 
 

 

 

 

 

 

 

 

 



CHRIS User Guide: Manager View  Page 6 

 

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.   

 

 
 

 

 

 

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).  

 

 
 

 

Click the Show  link to open the folder and view the additional information 

available in the employee’s record.   
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Information Tabs 
The following tabs are used to access employee personnel information 

 

Assignment Tab  
Contains current assignment information 

 
 

  

 

Position Tab 

Contains current position information 
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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 

 

 
 

 

Salary Tab 

Contains employee’s historical salary related information 

 
 

Awards and Bonus Tab 

Contains the employee’s award or Bonus information 
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Performance Tab 

 

Contains the employee’s performance appraisal information 

 
 

 

Personnel Actions Tab 

 

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” Button.  The employee’s SSN and Date of Birth will not be 

displayed on the SF-50 

 
 

Clearance Tab 

 

Contains the employee’s security and investigation information 

 
 
Training Tab 

 

Contains the employee’s completed training information 
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Leave Tab 

 

Contains the employee’s leave information 

 
 

 

 

Other Features 

 
 

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

record, you will click on the My Employee Information   link 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 

 

 
 

The Advanced Search screen opens. 
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Querying Tips 

 
      Queries are conducted in the Employees screen 

 

 Last Name – First Name – search by name is NOT case sensitive.   

 

 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.   

 

 
 

 In addition to search criteria displayed, you may further narrow your search 

by clicking the “Add Another” List of Values Button and adding another 

parameter.  Once you have made your selection, click the Add Button. 
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 You can query by Duty Station or City.   First, add Duty Station parameter 

then click on the Search  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  

button.  See example below. 

 

 
 

 
 

 You must click the Go  Button to begin the search.  The Enter and Tab 

keys will not work. 

 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.   

 Oracle displays employee names by Last Name then First Name.    

 

 


