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:

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 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.
Position

&= Eliminatp
= Hierarcﬁ:

= Obligation

OR

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

Position

@ Update, Copy or Eliminate
& Hierarchy @
OR

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

Position

@& Update, Copy or El'ﬁinate
= Hierarchy

= Obligation
OR

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

Work Structures : Position

[@ Create, Update, Delete

@& Hierarchy
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A “Decision” window appears.

O Decision

@ Your current effective date is 19-JLUIN-2012. Do you want to
change it?

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” li o button.

O Decision

@ Your current effective date is 19-JUIN-2012. Do you want to
change it?

The “Find Positions” window opens.

O Find Positions

Mame

Type

|

| Hiring Status  |Active
] Job |

|

|

Organization

Location

——
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Querying a Position

Position Query by Position Control Number (PCN)

Step 1 - Click in the “Name” field.

O3 Find Positions
Marme | i
Type | Hiting Status  |Active
Job |
Organization |
Location |
| Clear | [ Mew Find |

The “CHRIS Position Flexfield” window opens.

O CHREIS Position Flexfield

Pasition Title | -
Agency Code/Subelement |

PO Number|

Seguence Mumber |

Fosition Contral Mumber |

PCM Indicator |

4 | aaaaaaa | b

( ]2 | Cancel JI (Cnmbinatinns| | Clear )I | Help
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Step 2 - Click in the “Position Control Number” field and enter the unique PCN of the

" . . oK
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.

O CHRIS Position Flexfield

Position Title |

Agency CodelSubelement

PO Murnber |

mequence Mumber |

Position Control Murmber 13131

FCM Indicatar

1| | 3

0] | Cancel )I (Cnmhinatinns| | Clear J Help

The “Find Positions” window populates with your query criteria.

O Find Fositions

Name |...013181.

Type || |_ Hiting Status  |Active
|
|
|

Job

Organization

Location

| Clear | ( Find )
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Find
Step 3 - Click the “Find” i ) button.

O3 Find Positions

Mame |...013151.

Type Hiring Status | Active
I Joh

Organization

Location

o)

The “Position” window populates and the position you want to review, based on the PCN
you used in your query, is viewable.

Mame |Director of Executive Resources. G514 ¥0ES344.002.013181.C

Open Under Review Approved Future Actions
Fuosition Details | Hiring Information Work Terms Additional Detail Budgets
Start Date | IEAN]ESEY
Date Effective Name |Director of Executive Resources. G514 X0ES344 002 013181.C
Type |Single Incumbent v Perrnanent Seasonal
Organization & Job
Organization  |ACH-1 Proposed End Date
Jok 0201 Human Resources Management Proposed End Date
Hiring Status I
Status | Active Start Date |01-JUL-2012 Froposed End Date
Location (110010001 Status Invalid
Effective Dates
Fram (01-JUL-2012 To Further Info (L]

Cccupancy J

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.

Hiring Status
Status

Awailability Status

Find %

Availability Status I

Eliminated
Replaced
Frozen
Froposed

Find Cancel

Step 2 - Click “Eliminated”, then “OK”.

Availability Status

Find %

Availability Status
Active

Eliminated
Replaced
Frozen
Proposed

Eind Cancel

n
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A “Choose an option” window opens.
=

Update JI Keep history of existing information

Correction JI Correct existing information

Step 3 - Click the “Update” ( Update ) button.

O Choase an option:

Keep history of existing information

Correction Correct existing infarmation

The “Position” window now shows a Hiring Status of “Eliminated”

Director of Executive Resources. G514 X0ES344 002 013181.C

Open Under Review Approved Future Actions

Position Details | Hiring Infarmation YWark Terms Additional Detall

Start Date 01-JUL-2012

Budgets

Date Effective Mame Director of Executive Resources. G314 ¥DES344.002.013131.C

Type |Single Incumbent W Parranent
Organization & Joh

Organization |ACH-1

Seaszonal

Froposed End Date

Job |0201.Human Resources hManagement Proposed End Date

Hiring Status

Status | Eliminated Start Date [ 22-JUL-2012 Proposed End Date

Lacation (110010001

Effective Dates
Fram |07-JUL-2012

Status Invalid

Ta Further Infa [l !]
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Step 4 - Click “Save” &% icon.

(---_-;%aal;;ﬁé.‘&%@l e NN LD O5E BB ?

Mame—romector of Executive Resaurces GS14 ¥1ES344 002 013181.C
Open Under Review Approved Future Actions

Position Details | Hiring Information Work Terms Additional Detail Budgets
Start Date |01-JUL-2012

Date Effective Mame |Directnr of Executive Resources. G514 XDES344.002.013181.C

Type |Sing|e Incumbent v Permanent Seasanal

Organization & Joh

Cryanization |ACX—1 Proposed End Date

Job |I32E|1.Human Resources Management Proposed End Date

Hiring Status

Statys |Eliminated Start Date |22-JUL-2012 Proposed End Date |
Location | 110010001 Status Imvalid
Effective Dates
From (01-JUL-2012 To Further Info ([ 1

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

FRM-40400: Transaction complete: 1 records applied and saved.

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.

Mame |Directnrnf Executive Resources. G314 30ES344.002.013181.C

Open Under Rewiew Approved Future Actions

FPosition Details | Hiring Information Wark Terms Additional Detail Budgets
|

It will return you to the “Navigator” window.

A Mavigator - G IWMT Super User

Functions | Documents

Puasition:Eliminate

Elirminate

- Pasition Top Ten List

@ Hierarchy
E Obllggtmn ﬂ
Custormizable Workflow Inbox

a + Processes and Heports =
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Step 2 - To close the “Navigator” window, click on the “x” ELE in the upper right corner
of the window.

A¥ Mavigator- G S0 WNT Super User

Functions | Documents

Position:Eliminate

Eliminate

- Position Top Ten List

][
E Obligation E

Customizable Workflow Inbosx

= + Processes and Reports i

button.
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The “Navigator” window will close.

ﬂ: Dracle Applications Home Page - Windows Internet Exj
G:;, v |g, hitps: jhitzst b gsa.gov:4445) 0 _HTML/0A

/2 Oracle Applications R12 - Windows Internet Explorer pravided by General Services Administration =10 5[ Jﬂﬁ

e IE hr.gsa.gov:4445/formsifrmservletzalookAndF \—ORﬂj&“‘__ﬂlz‘ I:;'LiveSEarch |EE‘ ‘EE'

Fle Edt ‘View Favorites Tools Help Fle Edt ‘iew Favorites Tools Help

Sy Favotes |5 (] aLots 658 Chattr ) RIS | S Faveries | <5 [ ALCHA _ GeAChatter @) ICHRIS @) AFPSDBA 2| APPSDEY £ APPSFRI 2| APPSTST 2] CHRISTST &) CLIENTST

{& Orade Applcations Home Pags @ orade Applications R1Z | | ﬁ - o @ ~ Page r Safety v Tools + @v

»

€ eOPF €| WWebEx

» hge v Safety » Tools = @v 1

E-Business Suite

Oracle Applications Home Page

| Navigator

[ ALD Federal HR Manager
[ ALD HR Professional Self-Service
[ ALD WMT Federal Personnelist

% UL e salals la Sl /Y IMPORTANT: Do not dlose this window

Application Diagnostics

B3 QHRI;?E?;{ED‘? o Closing this window will cause Oracle Forms-based applications to close

B3 Ex-Im Federal HR Manager immediately, losing any unsaved data, This window may be minimized safely
ox-Im rederal Ak Manager 3

P Ex-Im HR Professional Self-Service at any time and may be closed once all work in Oracle Forms-based applications

£ GSA APPAS Administrator it

[ GSA CHCO Employee Skills Inventory

[ GSA CHCO Manager Skills Inventory

[ GSA CHRIS Control

£ GSA CPC Federal Personnelist GS01AX0EX00000
[ GSA CPC WMT Federal Personnelist

] GSA Federal HR Manager

In As SHELDONDANDREW

pn)
Organization
n

fition

£ GSA 6503 550 WMT Super User [ o [fa - [ -

4
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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

=]
— — —
‘.{:‘Jr \'\-—_;.‘ 52 Iﬁ, https:,l’,l’hrtest.hr.gsa.go\-':4445,|’f0rms,|’FrmservIet?&Jookﬁ.ndFeeI=ORPj ﬁ |"_?| |£| Il”' 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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