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Eliminating a Position 

 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: 
● Access workforce information by individual, position, and organization; 
● Develop short- and long-term workforce planning strategies; 
● 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:   Illustrates how to eliminate a position after it’s been deleted from the 

hierarchy.     
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Eliminating a Position after it has been deleted 
from the Hierarchy 

 
 

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 “Eliminate” under Position. 

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

 
 
OR 
 
click on the “??? HRO WMT Super User” responsibility, then click on “Update, Copy or 
Eliminate” under Position. 

 
 
OR 

 

click on the “??? WMT Federal Personnelist” responsibility, then click on “Create, 

Update, Delete” under Work Structures : Position. 

 

http://www.gsa.gov/CHRIS
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A “Decision” window appears. 

 

 
 
Step 3 - You have to make a decision.   

 

Do you want to stay on the date shown in the “Decision” window, which is normally the 

system date (current date), or do you want to date track to a past or future date? 

 

NOTE:  See “Date Information and Date Tracking” User Guide. 

 

Step 5 - To stay on the current date, click the “No”  button. 

 

 
 
The “Find Positions” window opens. 
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Querying a Position 

 
Position Query by Position Control Number (PCN) 

 

Step 1 - Click in the “Name” field. 

 

 
 
The “CHRIS Position Flexfield” window opens. 
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Step 2 - Click in the “Position Control Number” field and enter the unique PCN of the 

position you want to view, and then click the “OK”  button.   

 

NOTE:  You can find a position’s PCN by querying the “Hierarchy” screen and using 

specific search criteria to narrow down the query output.  Refer to the “User Guide – 

Position Hierarchy Navigation” for more details.   

 

 
 
The “Find Positions” window populates with your query criteria. 
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Step 3 - Click the “Find”  button. 

 

 
 
The “Position” window populates and the position you want to review, based on the PCN 

you used in your query, is viewable. 

 

 
 
 
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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Eliminating a Position 
NOTE:  Eliminating a position means to “end date” it so that it stops appearing as an 
approved vacancy.    
 
Step 1 - Click in the “Status” window in the “Hiring Status” field, and then click the “LOV” 

 icon. 
 

 
 
The “Availability Status” window opens. 
 

 
 
Step 2 - Click “Eliminated”, then “OK”. 
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A “Choose an option” window opens.    
 

 
 

Step 3 - Click the “Update”  button. 
 

 
 
The “Position” window now shows a Hiring Status of “Eliminated” 
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Step 4 - Click “Save”   icon.   
 

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

 
 
You have now eliminated the position from CHRIS. 
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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. 
 

 
 
It will return you to the “Navigator” window. 
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Step 2 - To close the “Navigator” window, click on the “x”  in the upper right corner 
of the window. 
 

 
 
A “Caution” window will appear. 
 

 
 

Step 3 - Click the “OK”  button.   
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The “Navigator” window will close. 
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Step 4 – To close the remaining Oracle windows, click on the “x”  in the upper 
right corner of each window. 
 

 
 

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

 

   
 
 


