Deleting a Vacant Position
from the Hierarchy
User Guide

Overview

The Workforce Management Tool (WMT) builds upon our existing Human
Resources (HR) information technology, leveraging current CHRIS functionality.
The goal is to provide leaders and line managers with the real-time HR information
and the tools they need to strategically plan the size, structure and capabilities of
their workforce.

The WMT will increase the availability and usability of workforce information, and the
capability to use it.

The initial focus of the WMT project is to provide leaders and managers with the
capability to perform effective position management. What’s position management?
It's a series of steps that managers and supervisors go through to determine the
type of organizational structure needed to accomplish the mission, how many
positions are needed, and how positions should be designed.

The WMT will give you the capability to:

e Access workforce information by individual, position, and organization;

e Develop short- and long-term workforce planning strategies;

e Plan workforce size, structure and skill sets to support current and future
business needs;

There has been no way to identify and manage positions, including simply tracking

vacancies. As such, the WMT will provide that capability by moving CHRIS from an

employee based to a position based hierarchy, and assigning a unique Position

Control Number (PCN) to every encumbered and approved vacant position.

Managers will be able to see and track all their positions, and get data to help

structure and manage them.
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User Guide Purpose:

lllustrates how to delete a vacant position when it is no longer funded, and

when the position needs to be deleted from the Position Hierarchy.
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Navigating to the Position Hierarchy Screen

Step 1 — Go to the CHRIS homepage gsa.gov/chris and logon.

Step 2 — From Navigator window, click on the “??? WMT Super User” responsibility, then
click on “Hierarchy” under Position.

Position
[ Eliminate

@ Hierarghy
= omigé\fﬁn
OR

click on the “??? (HR or HR IG or HR CPC) WMT Super User” responsibility, then click
on “Hierarchy” under Position.

Position

@& update, Copy or Eliminate

= Hierarﬁhv

OR

click on the “??? HRO WMT Super User” responsibility, then click on “Hierarchy” under
Position.

Position

@ Update, Copy or Eliminate
@ Hierarchy
= Dhligatigy

OR

click on the “??? WMT Federal Personnelist” responsibility, then click on “Hierarchy”
under Work Structures : Position.

Work Structures : Position
& Create, Update, Delete

= Hierarilﬁu
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The “Find Position” window opens.

(o]

Employee Name
Ermployee Number
Hiring Status
Puosition Name

Joh

Office Symbol (Org)

Location

Active

Clear

| Find j
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Search Query for Deleting a Vacant Position
from the Hierarchy

You can utilize any of the Search Criteria below and then proceed to Page 12 for further
instructions on deleting position.

Supervisor Name Query

Step 1 - For a query using the “Employee Name” field enter the Supervisor's Last Name
and press the Tab key on the keyboard, select the appropriate employee from the List of

Values (if there is more than one), and click the “OK” = button.

(o]

Employee Mame g

Ermployee Mumber

Hiring Status

Paosition Mame | FindlAndrewss

dob MHame Murmher Persan Type
Office Symbaol (Org) Andrew, Sheldon D Ermployee. Ex-applicant
. Andrews Il Thomas L 12130 Employee
Location ,

Andrews, Donna b 23808 Employee Ex-applicant
Andrews, Gregory D 20613 Employee Ex-applicant
Andrews, Levi 18136 Employee Ex-applicant
Andrews, Monet G 2ar7n Employee. Ex-applicant
Al e | »

The “Find Positions” window populates with the selected employee.

O Find Positions

Employee Name Andrew, Sheldon D

Employee Mumber
Hiring Statug  |Active
Fosition Mame
Joh
Office Symbaol (Org)

Location

Cear ||  Find )
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Find

Step 2 - Click the “Find” ) button.

Employee Mame |ﬂxndrew, Sheldon D

Employee Number

Hiring Status |ﬂu:tive

Fosition MName |
Job

|
Office Symbol (Org) |
|

Location

[ Clear Find ,\(_)
1) | 2 ,

The employee’s position data appears in the Position Hierarchy screen, and if the
employee is a Team Lead or Supervisor the list of subordinate positions are viewable.

Mame (G54 ¥ Primary “ersion Mumber ’1—
Pasition
Mame |3 EI Up
Position Control Number |003389 Cffice Symbol |CIH

Holder |[Andrew, Sheldon D Halder Ernp # 15651
Person Type |Emp|0yee Mumber of Subordinates (10
Obligated Emp #

Detailed Emp #
Team Lead | Superdsor |F'aige. Cheryl Marie

Obligated Employee

Detailed Employee

¥ Exists In Hierarchy

Subordinates

Paosition
Contral Mumber of Holder
Marne Murnber Office Symbol Subordinates D91 Name Ermnp #
| Contract Specialist. G=14.00TEST.007.013593.C 013593 ICH 0 (& [ No Holders ™ | =
. |Human Resources Specialist (Information Systems).GElDDSﬁQ? |CIH |D EI |Ang|in, Caral A |15333
. |Human Resources Specialist (Information Systems).GElDDBZDB |CIH |D EI |Elaran, Parnela T |25155 |
. |Human Resources Specialist (Information Systems).GElDDBSS? |CIH |D EI |Kn0x, Teri L |15556
. |Human Resources Specialist (Information Systems).GElDDSdQB |CIH |D EI |Ly|es, Sharan E K |16592
. |Human Resources Specialist (Information Systems). G

[n034a0 ICH o | #] |Rallin, Janette 5 E794 v

4| | 3
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Office Symbol (Organization) Query

Step 1 - Click in the “Office Symbol (Org)” field and enter the specific Office Symbol that
you expect the Position to be in, and then press the “Tab” key on the keyboard.

O Find Positions

Emplovee Name
Employee Numhber
Hiring Status  |Active
Fasition Mame
Job
Office Symbol (Org) P

Location

Clear | | Find )

NOTE: If only one Office Symbol matches your search criteria, go to Step 3.

The “Organizations” window opens.

Qrganizations
Find P%
Office Symbaoal {Cra) Start Date End Date =]
05-JAM-2003
P& (AP A 05-JAM-2008 =
P A (AP AR 05-JAM-2008
PAAA (AR AMA) 17-JUL-2011
FAAE (APAAED 17-JUL-2011
PAAC (APAACY 17-JUL-2011
FAR (APAE) 05-JaM-2008
PAC (APAC) 05-JAM-2008
PACA (APACA) 05-JAM-2008
FACE (APACE) 05-JAM-2008
FE (APE) TE-JUrN-2011
FPEA (APBA) TE-JUrN-2011
FEE (APEE) T9-JUIr-2011
PR™ fapPBR™y MNE-RSY_ 30173 !
Eind}l Ok | Qancel)

NOTE: More than one value may appear for an Office Symbol based on your query
(i.e., all Office Symbols beginning with “P”).
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Step 2 — If more than one code appears, select the Office Symbol you want to query, and

then click the “OK” button.

Qrganizations

Find F%
Office Symbal (Or) Start Date End Date |
P (AP 05-JAak-2009 .
P (AP 05-JAak-2009 i
AL (APAA) 05-JAak-2009
PALA (AP AAS) 17-JUL-2011
PALE (APAAE) 17-JUL-2011
PALC (APAAT) 17-JUL-2011
PAE (APAB) 05-Jah-2009
PAC (APAC) 05-Jah-2009
PACA (APACA) 05-J4M-2009
PACE (APACE) 05-JAM-2009
j 19-JUN-2011
PEA (APE 10-JLIN-2011
FEB (APEE) 10-JLIN-2011
=Y =Yy =g =] ) NE_MAY_01 73 s
( Eind | ( o 4|QanceIJI
= ; 2

The “Find Positions” window populates with the Office Symbol and Org Code [i.e., PB
(APB)] in the “Office Symbol (Org)” field.

O Find Positions

Employee Name |

Employes Nurmhber |

Hiring Status |Active

Fosition Name |
Job |
Office Symbal (Org) PE (APE)

Location | |_

( Clear | Find )
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Step 3 - You’re now ready to run your query based on your Office Symbol criteria. Click
Find

the “Find” ) button on the “Find Positions” window.

O Find Positions

Employee Name
Employee Numhber
Hiring Status  |Active
Pasition Mame
Job
Office Symbol (Crg) |PB (AFPE)

Location

Clear | | Fid ,}_)
L,

The “Position” section of the “Position Hierarchy” window populates with the position(s)
that meet the Office Symbol query criteria.

O Position Hierarchy:

Mame |(GSA M Primary “ersion Mumber |1
Fuosition
NETERIC hief of Staff GS03.00M3250 005 009112 C) ﬂ Up
Position Control Mumber 002112 Office Symbol |PB
Holder |Osgood, Linda A Holder Emp # 2261
Person Type Employee MNumber of Subordinates 0
Ohbligated Employee Obligated Emp #
Detailed Employee Detailed Emp #
Team Lead Superisor Melton, Lawrence A

W Exists In Hierarchy

Subardinates

Pasition
Contral Mumber of Holdler
Marne Mumber Office Symbal Subardinates PPN Name Ermnp #
| 4| g

4 3

NOTE: There may be more than one position that meets your selection criteria. You
can use the up and down arrow keys on the computer keyboard to scroll through all
the positions that meet the Office Symbol search.
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Position Control Number (PCN) Query

Step 1 - Click in the “Position Name” field

O Find Positions

Employee Mame ‘

Employee Number ‘

Hiring Status ‘Active
Position Mame ” 1
Job |
Office Symbal (Org) |

Location ‘

( Clear Find )

]

The “CHRIS Position Flexfield” window appears.

O CHRIS Position Flexfield

Pasition Title | =
Agency Code/Subelement

FD Murnher |

Sequence Mumber |

Position Contral Murmber |

PCM Indicatar

A s | >

( (] I Cancel J (Cumhinatiuns| [ Clear )I ( Help jl
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Step 2 - Enter a unique Position Control Number and click the “OK” button.

O CHRIS Position Flexfield

Position Title |

Agency Code/Subelement

PD Murnber |

sequence Mumber |

Puosition Control Murmber |I]I]33BH

PCM Indicatar

U | 4
L[%QK [ Cancel )I (Cnmhinatinns| [ Clear )I ( Help )I

Your search criteria populates on the “Find Positions” window.

3 Find Positions

Employee Mame i.e.; amith, John D

Employee Mumher

Hiring Status |Active

|
|
|
Pasition Name |....003389.
|
|
|

Jaoh
Office Symbal (Org)

Location

( Clear | Find )
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Step 3 - You're now ready to run your query based on your PCN criteria. Click the “Find”
Find

) button on the “Find Positions” window.

O Find Positions

Employee Mame i.e.; amith, John D
Employee Mumher
Hiring Status  Active
Fosition Mame |....0053355.
Jaoh
Office Symhbal (Org)

Location

Clear | | i %_)

The “Position” section of the “Position Hierarchy” window populates with the position(s)
that meet the PCN query criteria.

Positian
NETGCI S upervisory [T Specialist. 5514.00C3154.004.003 b ll Up
Position Control Wumber 003389 Office Symbol |CIH
Holder |Andrew, Sheldon D Holder Emp # 15651
Person Type Employee MNumber of Subordinates |10
Obligated Employee Obligated Emp #
Detailed Employee Detailed Emp #
Tearn Lead Superizor | Paige, Cheryl f\;arie

¥ Exists In Hierarchy

Subordinates

Position
Control Mumber af Holder
Mame Murmber Office Symbol Subordinates D% Name Emp #

l Contract Specialist. G514 00TEST.007.013593.C 0135593 CIH 0 il ** Mo Holders = =
Hurnan Resources Specialist (Information Systerns). GE 003497 CIH 0 LI Angling Carol A 15333
Hurnan Resources Specialist (nformation Systerns). GS 006203 CIH 0 LI Baran, Pamela T 22135
Human Resaurces Specialist (Information Systems). 5= 0068537 CIH 0 il Knax, Teri L 15556
Hurnan Resources Specialist (Information Systerns). GE 003433 CIH 0 ﬂ Lyles, Sharon E K 16552
Human Resaurces Specialist (Information Systemns). G= 003480 CIH 0 LI Ralling, Janette 5 734 -

NOTE: There may be more than one position with the queried PCN. You can use the
up and down arrow keys on the keyboard to scroll through all the positions that
meet the PCN search criteria (if more than one position with a given PCN).
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Deleting a Vacant Position from the Hierarchy

Step 1 — Use the scroll bar on the right of the Down arrows to find the subordinate vacant
position that will be eliminated.

Position
Name Superdisory [T Specialist. 5514.00C3194.004.003359.C ll Up
Position Contral Mumber 003335 Office Symbol |CIH
Holder Andrew, Sheldon D Holder Emnp # 15651
Person Type Employee Mumber of Subordinates |10
Ohbligated Employee Ohligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supervisar |Paige, Cheryl Marie

¥ Exists In Hierarchy

Subordinates

Position

Contral Mumber of Detailed Employee

Mumber Office Symbal Subordinates P2¥M™ame Ermnp #

013593 CH 0 ¥ =
Hurman Fesources Specialist {Infarmation Systerms). GS 003457 CIH 0 ﬂ .
Hurman Fesources Specialist {Infarmation Systerms). GS 006205 CIH 0 ﬂ :
Hurman Fesources Specialist {Infarmation Systems). GS 006537 CIH 0 il ‘L}
Hurman Resources Specialist {Infarmation Systems). GS 0034595 CIH 0 il
Hurnan Resources Specialist (Information Systems). 5= 005480 CIH a il -

Step 2 - Click on the vacant position line. The “Holders” name will display as ““*No
Holders**”,

Subordinates

Pasition

Control MNumber of Holder

Mumber Office Symbal Subordinates DO Mame Emp# o

I 13593 CIH 0 il* Mo Holders ™ =
Human Resources Specialist (Information Systems). 55 0035457 CIH 0 lenglin, Caral & 15353
Hurnan Resources Specialist (Information Systems). G5 005208 CIH 0 ilﬁaran, Parnela T 25155
Hurnan Resources Specialist (Information Systems). 55 006537 CIH 0 ﬂ(nox, Teri L 15556
Human Resources Specialist (Information Systems). 55 00354598 CIH 0 fles, Sharan E K ===
Human Resources Specialist (Information Systems). 52 003480 CIH 0 il?nllins, Janette 3 o794 -
1] »
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Step 3 - Click on the “Delete” EX icon on the Tool Bar

File Edit “iew Folder Toals Window Help

HYO ISP ADNDHER LI (BlH] ?

O Position Hierarchy:

Marne |GSA M Primary [ |_ ]

“ersion
Date Fram (07-JAMN-1899
Mumber 1
Date To

A “Decision” window will appear asking if you really want to delete this record. Click the

“Yes” button.

O Decision

@ Do you really want to delete this record?

If =0, when you have answered any further messages about
this 'Delete’, you should press "Save'to commit your
'Delete’ and any other pending transactions.

Step 4 - Click the “Save” & icon on the Tool Bar.

File Edit “iew Folder Tools Window Help

HEY® B8P L

v b

O Fosition Hiera

Marre |GSA

In the lower left-hand corner of the screen you will see a message to confirm the
transaction has completed.

FREM-40400: Transaction complete: 1 records applied and saved.
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Step 5 - Verify that the vacant position has been deleted and is no longer in the
hierarchy screen by reviewing the list of subordinates.

Mame (GSA M Primary Wersion Murmber |1
Fosition
Mame |Superisory IT Specialist. G514.00C3194.004.003389.C ll Up
Position Control Mumber (003359 Office Symbol  CIH
Holder |Andrew, Sheldon D Haolder Emp # 15651
Person Type |Employee Mumber of Subordingtes 10
Chligated Employee Chligated Emp #
Detailed Employee Detailed Emp #
Tearn Lead Supervisor |Paige, Cheryl Marie

M Eyists In Hierarchy

Subordinates

Pasition
Control Mumber of Holder
Mame Mumber Office Symbol Subordinates D®¥Myame Emp# I
5 oIt B = 003497 ZIH 0 ﬂ\nglin, Caral A 15333 =
Human Resources Specialist (Information Systems). GE 006208 CIH 0 ﬂiaran, Pamela T 25155
Hurnan Resources Specialist (Information Systems). G 006537 CIH 0 ﬂ(nox, Teri L 15556
Hurnan Resources Specialist (Information Systerns). GE 0034598 CIH a ﬂ_yles, Sharon E K 16592 L
Human Resources Specialist (Information Systems). GE 003480 ZIH 0 ﬂ?ollins, Janette S 5794
Human Resources Specialist (Information Systems). G 0034599 CIH 0 i‘.ong, Jeffrey Wy 19567 -
4| B »
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Closing the Position Hierarchy Window
and Logging Out of CHRIS

Step 1- To close the “Position Hierarchy” window, click on the “x” in the upper
right corner of the window.

Mame (G3A ¥/ Brimary Wersion Murmber |1
Fosition
Marme |Superisory [T Specialist. G514.0003154.004.005389.C 1‘ Up
Pasition Contral Mumber 003389 Office Symbal |CIH
Holder |Andrew, Sheldon D Holder Emp # 15651
Person Type Emplayee Mumber of Subordinates |10
Obligated Employee Obligated Emp #
Detailed Employes Detailed Emp #
Tearn Lead Supervisor |Paige, Cheryl Marie

W Exists In Hierarchy

Subordinates

Position
Control Mumber of Holder
Mame Mumber Office Symbol Subordinates D™Mame Emp# I
[Information CIH 0 ﬂ\nglin, Carol A 15333 -
Hurnan Resources Specialist (Information Systems). GE 006208 CIH (] ﬂ%aran, Parnela T 25155
Human Resources Specialist (Information Systems). GE 006537 CIH (] ﬂ(nox, Teri L 15556
Hurnan Resources Specialist (Information Systems). GE 0034598 CIH (] ﬂ_yles, Sharan E K 166592 |
Human Resources Specialist (Information Systems). GE 003450 CIH (] ﬂ?ollins, Janette 5 o734
Hurnan Resources Specialist (Information Systems). GE 0034599 CIH (] ﬂ_ong, Jefirey W 19567 -
4| R 3

It will return you to the “Navigator” window.

Functions | Documents

Position:Hierarchy
Hierarchy

- Position Top Ten List
Eliminate

Hierarchy

Ohligation ﬂ

Custornizable Workflow Inbox
+ Processes and Reports

W [
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Step 2 - To close the “Navigator” window, click on the “x” EL in the upper right corner
of the window.

A¥ Navigator - G5 MMWT Super User

Functions | Documents

Position:Hierarchy

Hierarchy

- Position Top Ten List

Eliminate

o | I
E Cibligation E

Customizable Workflow Inhox

Frocesses and Reports
) [«
[+
=

A “Caution” window will appear.

O Caution

& Exit Oracle Applications?

button.
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The “Navigator” window will close.

¢~ Oracle Applications Home Page - Windows Internet Explorer provided by Gend

7 N
e [ ttps:wtest . gsa.govi<445{0A_HTHLICA, JSpT0AFUNC=DAHOMEPAS Coes o [l szt e ssa

File Edt View Favorites Tools  Help

/= Oracle Applications R12 - Windows Internet Explorer provided by General Services Administration

s frinservletrlockandr 1—0R.ﬂj\é‘|‘_i||z| B Live search

L Favorites ‘i&» [ ALona . GSA Chatter @ |iCHRIS @ APPSDBA € APPSDEY L Favorites H; [7] ALOHA __ G3A Chatter & iCHRIS & APPSDBA £ | APPSDEY £ APPSPRI & | APPSTST £ | CHRISTST & CLIENTST

£ - - [ e - Page - Safety - Taok - @~

(€ Oracle Applications Home Page

E-Business Suite

File

Edt  View Favorites  Tools  Help

Oracle Applications Home Page

[J ALD Federal HR Manager

[J ALD HR Professional Self-Service
3 Application Diagnostics

[E3 CHRIS Control

[3 Ex-Im Federal HR Manager

7 Ex-Im HR Professional Self-Service
[ GsA APPAS Administrator

[ GSA CHRIS Control

[ GSA CPC WMT Federal Personnelist
[ GsA Federal HR Manager

[ GSA GS01 S50 WMT Super User
[ GSA GS02 S50 WMT Super User
[ GSA G503 S50 WMT Super User
[ GSA G504 S50 WMT Super User
[J GsA G510 S50 WMT Super User
[ GSA GS11 S50 WMT Super User
[J GSA GS12 S50 WMT Super User
[ GSA G513 S50 WMT Super User
[ GSA G514 S50 WMT Super User
[J GSA G515 S50 WMT Super User
[ GSA GS19 S50 WMT Super User

[3 GSA CPC Federal Personnalist GS01AX0EX000001

GSA HRO WM
Customizal

Position
Update, Cg
Hierarchy
Obligation

Processes an
Submit Pro
View Requ
View Repo

(& oracle Applications R12

/A IMPORTANT: Do not close this window
Closing this windaw will cause Oracle Forms-based applications to close
immediately, losing any unsaved data, This window may be minimized safely
at any time and may be closed once all work in Oracle Forms-based applications
is complete.

[pane

[7a - [®i0% - 4

Lacal intranet
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Step 4 — To close the remaining Oracle windows, click on the “x” in the upper
right corner of each window.

/2 Oracle Applications R12 - Windows Internet Explorer provided by General Services Administration

=]
——— E—
‘.{:‘Jr \'\-—_;.‘ 52 Iﬁ, https:,l’,l’hrtest.hr.gsa.go\-':4445,|’f0rms,|’FrmservIet?&Jookﬁ.ndFeeI=ORPj ﬁ |"_7| |£| In"' Live Search |P o

File Edit ‘iew Favorites Tools  Help

n 1 »
5. Favarites | = E ALOHA - GSA Chatker & | ICHRIS £ | APPSDEA £ | APPSDEY & | APPSPRI £ APPSTST @ | CHRISTST & | CLIEMTST
! »
(& Oracle Applications R12 | | - - ] p=h - Page - Safety - Tooks - (@~

|»

/8 IMPORTANT: Do not close this window

Clasing this window will cause Oracle Forms-based applications to close
immediately, losing any unsaved data. This window may be minimized safely

at any time and mav be closed once all wark in Oracle Forms-based applications
is complete,

Step 5 - Click “Logout” to logout of CHRIS.

E-Business Suite

Logout Preferences Help
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