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Navigating to the Employee Screen

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

Step 2 — From Navigator window, click on the “??? WMT Personnelist (Read Only)”
responsibility.

[ GSA HRO WMT Personnelist (Read Onhy)

Step 3 — Click the “Employee” menu option.

GSA HRO WMT Personnelist (Read Only)

& Employee *"'"""

:I Customizable Workflow Inbox

Position
B View
(& Hierarchy

A “Decision” window appears.

O Decision

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

Step 4 - 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.
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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 Person” window opens.

O Find Person

Full Mame || r
Social Security |

Search by number
Type |Emp|nyee -

Mumber |

( Clear ‘ [ [ ey | Find )
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Querying an Employee

Step 1 — Click in the “Full Name” field and enter the last name (i.e., GSATest) of the
employee you want to view. Then press the Tab key on the keyboard.

O3 Find Persan

Full Marne |GSAtest| |_
Social Security |

=earch by number

Type |Emp|n:|3.fee -
Mumber |
( Clear | | R | Firu )

n r,

NOTE: If only one employee matches your query criteria go to Step ??.

The “Find People” window opens is populated with the full list of employees that match
your query criteria.

Find People

Find|GSAtest, %

Mumber Person Type (o1

Employee. Ex-applicant

Applicant

GEATest, Barney 26427 Emplovee Ex-applicant Al
GSATest, Bianca Applicant &
GEATest, Bugshy 264249 Employee Ex-applicant AF
GEATest, Casper 26430 Employvee Ex-applicant Af
GEATest, Danny 26431 Employvee Ex-applicant AR
GEATest, Effie 26432 Employee. Ex-apnlicant AL
GSATest, Fannie 26433 Employee.Ex-apnlicant AL

| GEATest, Gabhie 26434 Employee.Ex-applicant AL
GEATest, Gail 26444 Ex-employee Ex-applicant
GEATest, Hannah 26435 Emplovee Ex-applicant AL
?laATest. Isabella 264 36 | Emplovee Ex-apnlicant %C &

(Eind ( ok |[cance




Step 2 - If needed, use the scroll bar on the right side of the “Find People” window to
locate the specific employee you're looking for and then click on their name.

Find People

Find GSAtest, %

Mame Ferson Type Qp =
GEATest, Danny Employee Exapplicant AA
G5ATest, Effie Emplovee.Ex-applicant A
GSATest, Fannie Employee. Ex-applicant AL
GEATest, Gabhie Employee Exapplicant A
GEATest, Gail Ex-employee. Ex-applicant

GEATest, Hannah Employee Ex-applicant A
G5ATest, Isahella Emplovee.Ex-applicant AC
GEATest, Jaguitta Employee. Ex-applicant A1
GEATest, Kimberly Ex-employes Ex-applicant

GEATeST, Kivwi Employee. Ex-applicant AC"[%
SATest, Matthew M 26426 Employee Ex-applicant

GEATest, Mckayla Applicant

?FATEST. ckayla | Annlicant R &

Find Cancel

Step 3 - Click the “OK” @ button.

Find People

Fitd|GS5Atest, %

Marme MHurnher Ferzan Type Qf =
GEATest, Izabella 26436 Employee Ex-applicant AC
GEATest, Jaguitta 26437 Emplovee Ex-applicant Al
GEATest Kimberly Ex-employee Ex-applicant i
GEATest, Kiwi Employes Ex-applicant AT
SAaTest, atthew: i 26426 Employee Ex-applicant

G|SATest. hchoayla Applicant ~
B L A AT A 4

I
Find Cancel
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The “Find Person” window populates with the full name and employee number.

O Find Person

Full Name |GSATest, Matthesw M
Social Security | -

Search by number
Type |Emp|ayee vl
Mumber |26426

( Clear ‘ I RELS ‘ l Find )

Step 4 - Click the “Find” button.

O Find Person

Full Name |GSATest, Matthew M
Social Security || |_

Search by number
Type |Emp|oyee v|
Number 26426

( Clear | I [o e | I Fi

Py
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The “People” window populates and the employee you want to review is viewable.

MName
Gender Action I:I

Lasl Person Type for Action
First |Matthew Person Types
Title | |Emp|oyee.Ex—appIicant

Prefix |

[dentification
Suffix | (Emplayes -] 25425

Micldle |M Social Security  [222-22-2222
Personal Office Details  Further MNarme

Birth Date |30-MAY-1980 Age [32
Towen of Birth | Status |
Region of Birth | Mationality |
Country of Birth | Registered Disahled |

Effective Dates

From 17-JUN2012 Ta Latest Start Date | 17-JUN-2012 1

( Address | [ Extra Information ‘ I Special Info ‘ [ Assignment | [ Others. .. J
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People Screen

Mame
Gender | Male M Action
Last Person Type for Action
First |Matthew Person Types
Title Employee. Ex-applicant
Prefix ) )
ldentification
Suife Emplayee ~| 26426
el | Social Security 222-22.2272
Personal COffice Details  Further Mame
Birth Date | 30-MAY-1980 Age 32
Tawen of Birth Status
Region of Birth Mationality
Country of Birth Registered Disabled
Effective Dates
From 17-JUN-2012 Ta Latest Start Date |17-JUR-2012 [ I
( Address | [ Extra Information | I special Info ‘ [ Assignment | Others... J

NOTE: In this user guide, we will walk through navigating the “Address”, “Extra
Information”, “Special Info”, and “Assignment” buttons at the bottom of the People
screen.
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Address Button

Address | button

Step 1 - Click on the “Address” (

Marne
Gender Action I:I

Last =l FPerson Type for Action
First |Matthew Perzon Types
Title | |Emp|nyee.Ex-appIicant
Prefix | T
Identification
Suffc | Employes -| [2Raze
biJekla |M Social Security
Personal Oftice Details | Further Name
Office | Email |
Location | hail To
Mailstop |

Effactive Dates

From 17-JUN:2012 Ta Latest Start Date | 17-JUN-2012 ([ 1

( é\ddre?lfé ‘ [ Extra Infarmation ‘ [ Special Info | [ Asszignment | [ COthers... J

The “Address” window opens.

Federal International Change Global Style to Local

Address  Federal International. 110 Test Road... . US. Chicago. ILBEOBZ29. .

Details

Type |F'rimar3f Home Country Add W Brirary
Date From |D4—JUN—2EI12 Date Ta [ |_ ]
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Step 2 - To see the address attributes, click in the “Address” field

= - =] 7

Style Federal International Change Global Style to Local
Address  Federal Internatinnal%ﬂ Test Road....US Chicago. ILB0E2S.
Details
Type Primary Home Country Add Ml Brimary
Date Fram  04-JUIN-2012 Date To [ ]

The “Personal Address Information” window appears.

Address Style Federal International Federal International

Address Line 1110 Test Road
Address Line 2 |
Address Line 3 |
Address Line 4 ‘

Country (US United States

City |Chicagu

State |IL lllinois

Tip or Postal Code 60629

Region or County |

Telephone |

Telephone |

] e | r

| 0] I IQanceI (C!ear (Help
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Step 3 - To close the “Personal Address Information” window, click the “OK” @
button.

O Personal Address Infarmation

Address Style Federal International Federal International

Address Line 1 110 Test Road
Address Line 2 |
Address Line 3 |
Address Line 4 |

Country US United States

City |Chicagn

State |IL [llinois

Zip or Postal Code 60629

Region or County |

Telephane |

Telephone2 |
I e | 3

I QE I IQanceI (Clear (Help

You’re back to the “Address” window.

ATest, Matthew W)

Style |Federal Intermational ( Change Global Style to Local )
Address |Federa| International. 110 Test Raoad....US. Chicago. [L.B0G29...
Details
rimary Home Country Add V¥ Brimary
Date From [04-JUR-2012 Date To ([ 1
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Step 4 - To close the “Address” window, click on the “Close” =] icon in the upper right
hand corner of the window.

ATest, Matthew hi)

SITICII e deral International Change Global Style to Local

Address (Federal International. 110 Test Road.... 5. Chicago. IL.G0G23. .

Details

Type |F'rimary Home Country Add ¥ Primary
Date From |04-JUN-2012 Date To [ ]

You're back to the “People” window.

Gender Action |:|
Person Type for Action

First |Matthew Person Types

Title | |Emp|0}ree.Ex—appIicant
Prefix
| [dentification
Suffix |

\Employee ~| 26426

il |M Social Security 222-22-2222
FPersonal Office Details  Further Mame

Birth Date |30-MAY-1960 Age 32
Town of Birth | Status |
Region of Birth | Nationality |
Country af Birth | Registered Disabled |

Effactive Dates

From 17-JUN-2012 Ta Latest Start Date  17-JUN-2012 ([ |

( Address ‘ I Extra Information ‘ [ Special Info ‘ [ Assignment | [ Others. .. J
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Extra Information Button

Step 1 - To see the employee’s “Extra Information” attributes, click on the “Extra
! button.

Extra Information

Information” [

© People
Name

Last |GSATe st

First |Matthew

Gender

Person Type for Action
Person Types

Action :\
,7

Title | |Emp|0yee.Ex-appIicant

Prefix | Identification

Suffx | [Employee ~| 25426
Middle M

Social Security

Personal Office Details | Further Marme

Office | Email
Lacatian | tail Ta
Mailstap |

Effective Dates

From 17-JUN-2012

( Address

To Latest Start Date |17-JUN-2012 ([

| [ Extra Irﬂormation | [ Special Info | [ Assignment | [

by

Others. .. /I

The “Extra Person Information” window opens.

O Extra Person Information{GSATest, Matthew M)

| ¥

[ lcHRiS FOIP Information
|CHHIS Parson Information

. |CHRIS Warnings and Reprirand Infarmation

|US Federal Conversions

. |US Federal Ethnicity and Race Category —
. |US Federal IPA Benefits Continuation

- |US Federal Person Eenefit Infarmation

. |US Federal Person Graup 1

. |US Federal Person Group 2 =

Details

[ [
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Step 2 - To see the attributes associated with each of the “Extra Person Information
Types” (i.e., US Federal Person Group 1, US Federal Person Group 2, etc.) click the
“Type” you have an interest in viewing.

O Extra Persan Infarmation est, Matthew )

Type
FCHRIS FCIP Infarmation
FCHRIS Pergon Information

| »

FCHRIS Warnings and Reprimand Infarmation
HUS Federal Conversions
S Federal Ethnicity and Race Category —
FUS Federal IPA Benefits Continuation
IS Federal Person Benefit Infarmation
l LIS Federal Person Group 18]
LS Federal Person Group 2 -

Details
141, RROO. KA. Regh. 3154501 Prom...05... [ ]

The “Details” field at the bottom of the window populates.

IS Federal Person Group 1

L5 Federal Person Group 2 -

Details
|_|1A.1....HF{DD.WM.REQR. 31EVE01 Prom.. .05 [ ]
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Step 3 - Click in the “Details” field.

(o] -loix

Type
I' CHRIS FCIP Infarmation =
I'CHRIS Person Information
I'CHRIS Warnings and Reprimand Information
I'US Federal Conversions
I'US Federal Ethnicity and Race Category
I'US Federal IPA Benefits Caontinuation
I'US Federal Person Benefit Information
l Us Federal Person Group 1
S Federal Person Group 2 -

Details
141, RRO0. KWW Regy 3154501 F'ror%.DS.... [ 1

The “Extra Person Information” window appears, specific to the “Extra Person
Information Type” (i.e., US Federal Person Group 1) that was selected.

© Extra Persan Informatian

| ¥

Appointment Type m Competitive -- Career
Type of Employment 1 Full Time Employee In Pay Status
Race or Mational Origin
Date Last Promatian
Promation Eligibility Due Date
Agency Code Transfer From [RROO Railroad Retirernent Board (RROO)
Current Appointment Auth (1) KV
Current Appointment Description (11 Reg. 315.501 Prom
Current Appointment Auth (2)
Current Appointment Description (2]
Disability Code 05 |'do not have a disability
Canzent 1D
EHRI Employee D
Career Tenure Autharity Code

4

Retention Incentive Review Date
4 e, | 3

8] 74 I Qancel) Clear Help
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Step 4 - To close the “Extra Person Information” window, click the “OK” button.

‘© Extra Person Information

Appointment Type m Competitive - Career
Type of Employment |1 Full Time Employee In Pay Status

Race or Mational Origin
Date Last Promation
Promotion Eligibility Due Date

Agency Code Transfer From [RROD Railroad Retirernent Board (RROO)

Current Appointment Auth (1) |KVM
Current Appointrment Description (1) |Reg. 315.501 Prom

Current Appointment Auth (2)

Current Appointment Description (2)
Disability Code |05 I do not have a disahility

Consgent ID

EHRI Employee ID |

Career Tenure Authority Code
Retention Incentive Review Date

A s | »

Q Cancel Clear Help

The “Extra Person Information” window closes and you’re back to the “Extra Person
Information Type” window.

O Extra Person Information{GSATest, Matthew hi)

~ Type
CHRIS FCIP Informatian

. |CHRIS Person Information

[ »

. |CHRIS Warnings and Reprimand Infarmation

. |LJS Federal Conversions

. |LJS Federal Ethnicity and Race Categary —
. |LJS Federal IPA Benefits Continuation

. |LJS Federal Person Benefit Information

.||LJS Federal Person Group 1

. |LJS Federal Person Group 2 -

Details
| [14.1..._RROD.KvM.Regh. 3154501 Prom...05.... ([ 1
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Step 5 - To view the person attributes associated with each of the “Extra Person
Information Types”, repeat steps 2-4.

Step 6 - To close the “Extra Person Information Type” window, click on the “Close” x]
icon in the upper right corner of the window.

O Exira Ferson Informatio

Type
FCHRIS FCIF Infarmation

FCHRIS Person Infarmation

|

[CHRIS Warnings and Reprimand Information
IS Federal Conversions
U3 Federal Ethnicity and Race Category o
U3 Federal IPA Benefits Continuation
[1US Federal Person Benefit Information
l LS Federal Person Group 1
LIS Federal Person Group 2 -

Details
141, RROO KYM.Regh. 3154501 Prom...05.. . [ ]

You're back to the “People” window.

© People M =1 E3
Mame
Gender |Male M Action
Last & ESl Person Type for Action
First |Matthew Person Types
Title Employes.Ex-applicant
Prefix i i
Identification
Suffix

Ermployes v | 26426

il i Social Security [222.22 2722

Personal Office Details  Further Marme
Birth Date |30-MAY-1220 Age |32
Town of Birth Status
Region of Birth Nationality
Country of Birth Registered Disabled

Effective Dates

From [17-JUN-2012 Ta Latest Start Date | 17-JUN-2012 [ |

Address Extra Infarmation Special Info Aszsignment Others... J
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Special Info Button

Step 1 - To see the employee’s Education and Performance information, click on the

Special Info

“Special Info” I | button.

Marme

Gender | Male - Action

Lt ‘GSATESI Person Type for Action

First ‘Matthew Person Types
Title ‘ |Emp|0yee.Ex-app\icam
Prefix ‘ X
Identification
Suffx | [Employes +| beaze

Middle M Social Security |

Office Details | Further Mame

Office | Ermail

Personal

Location | hail To
Mailstap |
Effective Dates
From |17-JUN-2012 To Latest Start Date | 17-JUN-2012 [ |— 1
( Address | I Extra Inforrnation | [ Epecwal\\lnfu | [ Asgignment | I Othars. . )
W

The “CHRIS Special Information” window opens.

O CHRIS Special Information{GSATest, Matthew hi)

Infarmation

~ MName Exists
1JS Fed Educatior| v =

. |US Fed Language []
US Fed Perf Appraisal 2
S Fed Spel Consdrin O 5

Details
Start Date End Date Detail [ ]

| 17-ounzni2

111 ]
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Step 2 - To see the attributes associated with each of the “CHRIS Special Information
Name” (i.e., US Fed Education, US Fed Perf Appraisal) click the “Name” you have an
interest in.

Note: A checked box ¥ next to the “Name” signifies that information exists for that
item.

O CHRIS Special Infarmation{GSATest, Matthew b
Infarmation
Mame Exists
LS Fed Cndtn of Emplmt [ )
US Fed Conduct Perf [
J Us Fed Education | v

LIS Fed Language

l

Details
Start Date End Date Detail [1]
J 17-oun2012 0d....... =

1

The “Details” window (i.e., US Fed Education) populates.

O CHRIS Special Information{GSATest, Matthew k)

Information

~ Mame Exists

J us Fed Education M (&
LS Fed Language [
S Fed Perf Appraisal v
S Fed Spcl Consdrtn [] =

Details
tart Date End Date Detail [ ]

[»

J17-0un2012
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Step 3 - Click in the “Detail” field.

© CHRIS Special

Information{GEATast, Matthew: M)

Infarration
. Exists
IS Fed Education T4 =
' |US Fed Language [
S Fed Perf Appraisal 2
US Fed Spel Consdrtn O 5
Details
~ Start Date End Date Detail
J17-aunznnz | 04.......

[]

H
-
n

-

The details for the specific “CHRIS Special Information Name” selected appear.

S LS Fed Education

Educational Level m

Instructional Prograrm |

Year Degree / Cert Attained
Credit Hours
Credit Type ’—
Type of School ’—
College-Major-Minar ’—
Academic Institution Mame ’—

Coop Graduation Date |
] I

High school graduate or cerificate of equivalency

' QKI [Qancel (Clear

( Help
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Step 4 - To close the “US Fed Education” window, click the “OK” button.

O LS Fed Education

Educational Level m High schoal graduate or certificate of equivalency
Instructional Program
Year Degree / Cert Aftained
Credit Hours
Credit Type
Type of School
Callege-Major-Minar
Academic Institution Marme

Coop Graduation Date

Q0 . 3

|
Cancel Clear Help

The “US Fed Education” window closes and you’re back to the “CHRIS Special
Information Name” window.

O CHRIS Special Infarmation(GSA

Infarrmation
Mame Exists
J US Fed Education M (&

US Fed Language [

US Fed Perf Appraisal (4

US Fed Spel Consdrin [ =

Details

Start Date End Date Detall [ 1]
17-JUN-2012 04........ =

Step 5 - To view the position attributes associated with any of the other “CHRIS Special
Information Name” items, repeat steps 2-4.
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Step 6 - To close the “CHRIS Special Information” window, click on the “Close” Xl icon
in the upper right corner of the window.

O CHRIS Special Information{GSATeast, Matthew i)
Infarmation
- Mame Exists
J Us Fed Education S
. |US Fed Language [
|US Fed Perf Appraisal v
|US Fed Spel Consdrtn O |5 ;
Details i
Start Date End Date Detail [ ]

Marne
Gender Action| |

Lt = Person Type for Action
First |Matthew Person Types
Title | |Emp|0yee.Ex-appIicant

Prefix |

Identification
Suffix | [Employee -| 26426

el |M Social Security | 222-22-2272
Personal Office Details  Further Mame

Birth Date [30-MAY-1980 Age 32
Taown of Birth | Status |
Region of Bith | Nationality |
Country of Birth | Registered Disahled |

Effective Dates

From 17-JUN-2012 To Latest Start Date |17-JUN-2012 [

( Address ‘ I Extra Information | I Special Info | I Assignment | I Others. .. J
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Assignment Button

Step 1 - To see the employee’s “Assignment” information, click on the “Assignment”

Asgsignment button.

Mame
Gender Action \:\

Last |GS'L“-|—ESt Person Type for Action

First |Matthew Person Types
Title | |Emp|0yee Ex-applicant
Prefix | . .
Identification
Suffx | [Emplayee ~| 2raze
Middle M

Social Security

Office Details

Office | Ermail
Location | Mail Ta

Mailstap |

Personal Further Marme

Effective Dates

From |17-JUN-2012 To Latest Start Date |17-JUN-2012 ([ h

( Address | [ Extra Information | I Special Info | [ Assign&ent | [ Others. .. /I

The “Assignment” window opens.

Organization Group |
Job |DQDW.Human Resources Management Puosition |Human Resources Specialist (Information Sys
Grade |GS-13 Payroll |El\week|y
Location 171670031 Status |Datail NTE
Wacancy |

Agsignment Number 26426 Collective Agreement
Assignment Category Ermployee Category

Supervisor

Mame |
Worker Nurnber |

Assignment Mumber |

Effective Dates

From |25-JUN-2012 Ta (L

( Fuosition | [ Entries | [ Extra Information )I Others. ..
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Step 2 - To see the attributes associated with the employee’s position, reference the “WMT
User Guide - Position Navigation”.

Step 3 - To see the attributes associated with the employee’s pay and benefits information,

click on the “Entries”

Entries

| button.

Organization
Joh 0201 Human Resources Management

Grade |GS-13
Location |171670031

Assignment Number 26426

Assignment Categary

Supervisor

Group

Position |Human Resources Specialist {Information Sy=
Payroll |Biweekly
Status |Detail NTE

“Wacancy

Collective Agreement

Employee Category

MName
Worker Number

Assignment Number

Effective Dates

Fram [25-JUN-2012 To | )
Position | Entries | Extra Information J Others...
a3

The “Element Entries” window opens.

Element Name

Basic Salary Rate

FEGLI

Health Benefits

Locality Pay or SR Supplement
Retirement Plan

TSP

Total Pay

Within Grade Increase

Processing
Type
Recurring
Recurring
Recurring
Recurring
Recurring
Recurring
Recurring
Recurring

Recurring

Entry “alues Balance Grossup

Processing Types
Period |16 2012 Bi-Waek (15-JUL-2012 - 28-J © Recurring Additional

Classification

' Wonrecurring Processed
= Both Retroactive
Effective Dates
Costing Reason [ ] From To
0 M7-JuN-2012 2
0 M7-JuN-2012
0 M7 JuN-2012
0 M7 JuN-2012
00 M7 JuN-2012
00 M7 JuN-2012
00 M7-JuN-2012
00 M7-JuN-2012
00 M7-JuN-2012
A [ »
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Step 4 - To see the attributes associated with each of the “Element Entries Names” (i.e.,
Adjusted Basic Pay, Basic Salary Rate, FEGLI, etc.), click in the “Element Name” you
have an interest in.

‘O Element Ent st, Matthew: b
Processing Types
Period |16 2012 Bi-wweek (15-JUL-2012 - 28-J1. © Recurring Additional
Classification | C Honrecurting Eremessed
® Bath Retroactive
Processing Effective Dates

Element Marme Type Costing Reason [1 From To
[ [lsdjusted Basic Pay Recuring | | | OO0 [17Jonzmz | =]
. |Elaswc Salary Rate \ |Recurring | | |— [(mEmE N |1?JUN2I]12 |
GEED * [Recuring | | [ OO0 [roonzonz |

Health Benefits Recurring | | | OO0 [17onzz |
. |Loca|ity Pay or SR Supplement |Recurring | | |— [(mEmE N |1?JUN2I]12 |
. |Retirement Plan |Recurring | | |— [(mEmE N |1?JUN2I]12 |
e Recurring | | [ OO0 [i7oonz012 |
| [Total Pay [Recurring | | [ OO0 [i7oonz012 |
. |Within Grade Increase |Recurring | | |— 0oo |1?JUN2I]12 |
l | | | [ | |

| | | | [ | | -

W | 3

l Entry Yalues I I Balance Grossup

Step 5 — Click on the “Entry Values” button.

t, Matthew M)

Processing Types

Period |16 2012 Bi-vWeek (15-JUL-2012 - 28-J0 T Recurring Additional
Classification | ' Monrecurring B
© Ooth Retroactive
Processing Effective Dates

Elerment Name Type Costing Reason [ 1 Fram Ta
l Adjusted Basic Pay |Recurring ‘ | |— O |1?JUN2I]12 | =
. |Elasic Salary Rate |Recurring ‘ | |— Oooo |1?JUN2I]12 |
[[FecU [Recurring | | [ 000 [i7Junzoz |

Health Bensfits [Recuring | | [ OO0 [i7Junzoz |
. |Locality Pay or SR Supplement |Recurring ‘ | |— Oooo |1?JUN2I]12 |
. |Retirement Plan |Recurring ‘ | |— Oooo |1?JUN2I]12 |
BEE [Recurring | | [ 000 [izJunemz |
' [Total Pay [Recurring | | [ 000 [izJunemz |
. |W\thin Grade Increase |Hecurring ‘ | |— O oo |1?JUNQD12 |
(l | \ | L | |

| | \ | L | | <

A o | 3

l Entry Values I [ Balance Grossup
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The “Entry Values” window, specific to the “Element Entries Name” selected opens.

O Entry Values(Human Resources Specialist iinformation Sy = E3

Armount

Further Entry Information

Date Earned

Criginal Date Earned

Fayee Details
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Step 6 - To close the “Entry Values” window, click on the “Close” =] icon in the upper
right corner of the window.

1, Matthew b

Amount  ZElald

Further Entry Infarmatian
Date Earned

Original Date Earned
Payee Details

The “Entry Values” window closes and you're back to the “Element Entries” window.

‘O Element EntriesiHuman Resau cialist {Infarmati Test!11.001.0
Processing Types
Period |18 2012 Bi-Week [15-JUL-2012 - 28-JL © Recurring Additional
Classification |  Wonrecurring By
© Both Retroactive
Processing Effective Dates
Element Name Type Costing Reason [ From To
. sted Basic Pay] |Recurring ‘ | |— 0o |1LJUN2I]12 ‘ =
. |Easic Salary Rate |Recurring ‘ | |— [EEEEN |1LJUN2I]12 ‘
GEET Recuming | | [ 000 fronar |
' |Health Benefits Recuming | | [ 000 fronar |
. |Locality Pay or SR Supplement |Recurring ‘ | |— [EEEEN |1LJUN2I]12 ‘
. |Ret\rement Plan |Recurring ‘ | |— [EEEEN |1LJUN2I]12 ‘
Tep Recuring | | [ 000 fraunanz |
' [Total Pay Recuming | | [ 000 fronzr |
. |Within Grade Increase |Recurring ‘ | |— [EEEEN |1LJUN2I]12 ‘
a | | | [] | |
| | \ | [] | \ B
a | 3
Entry Walues [ Balance Grossup
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Step 7 - To view the attributes associated with each of the “Element Entries Names”,
repeat steps 4-6.

Step 8 - To close the “Element Entries” window, click on the “Close” X icon in the
upper right corner of the window.

‘© Element Entrie
Processing Types
Period 16 2012 Bi-Week (15-JUL-2012 - 28-JL © Recurring Additional
Classification " Monrecurring Pracessed
® Both Retroactive
Processing Effective Dates
Element Name Type Costing Reason [1 Frarn To
5 Recurring [0 M7JuN2012 =
Easic Salary Rate Recurring [0 [7-JUN-2012
FEGLI Recurring [0 [7-JUN-2012
Health Benefits Recurring 0 M7-JUN-2012
Locality Pay or SR Supplement  Recurring [0 M7JUN-2012
Retirernent Plan Recurring [0 M7JuN2012
TSP Recurring [0 7-JuUN-2012
Tatal Pay Recurring [0 [7-JUN-2012
YWithin Grade Increase Recuring [ M7-JUN-2012
Al 2 »
Ealance Grossup

It will return you to the “Assignment” window.

Organization Group
Job 0201 .Human Resources Management Position |Human Resources Specialist (Infarmation Sys
Grade |[G=-13 Payrall |Biweekly
Laocation 171670031 Status Detail NTE
“acancy
Assignment Mumber 26426 Collective Agreement
Assignment Category Employee Category
Supersor
Mame
Worker Number
Assignment Number
Effective Dates
From 25-JUN-2012 Ta [l
Position Entries Extra Information JI Others. .
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Step 9 - To see the attributes associated with the employee’s assignment, click on the

“Extra Information” | ' Mermatien | ptton.

Matthew hi

Organization SEgal Group ‘
Joh |DED1.Human Resources Managernent Pasition \Human Resources Specialist (Information Sys
Grade |GS-13 Payrall ‘Biweekly
Location |17157UU31 Status ‘Active Appaintment
Wacancy ‘

Assighment Mumber | 26426 Collective Agreement
Assignment Category Employee Category

Superisor

Name |
Worker Number |

Assignment Nurmber |

Effective Dates

From |17-JUN-2012 To (W

( Position | I Entries | [ Extra Informationw Others. .

The “Extra Assignment Information” window opens.

iment InfarmationiHurman R

ment Ince Information,

- |CHRIS Assignrment Infarmation

. |CHRIS Assignrment YWork Schedule Infarmation
. |CHRIS Ohligated Paosition Infarmation

- |US Fed Detail Information

- |US Federal Assignment MTE Dates

- |US Federal Azssignment MNon RPA

. |US Federal Azsignment RPA

| -

Details [ ]
[l [ 4
10| [ .
I O

| [ 3
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Step 10 - To see the assignment attributes associated with each of the “Extra
Assignment Information Types” (i.e., CHRIS Assignment Incentive Information, US Fed
Detail Information, US Federal Assignment RPA, etc.), click in the “Type” you have an
interest in.

ssignment Information{GEATest, Matthew by

Type

|»

CHRIS Assignment Incentives Information
CHRIS Assignment Information
CHRIS Assignment Work Schedule Information
CHRIS Obligated Position Information
S Fed Detail Information
US Federal Assignment NTE Dates
US Federal Assignment Mon RPA
 Jus Fadera i

Details
01.1.9.0,0000.F. (1!

The “Details” window at the bottom of the window populates.

l I._.I o Federal Assignment EFA,

Details
' |01.1.9.0,0000 F, 1
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Step 11 - Click in the “Details” area.

= -Olx

Type
CHRIS Assignment Incentives Information
CHRIS Agszignment Infarmation
CHRIS Agszignment Wark Schedule Infarmation
CHRIS Obligated Position Information
LS Fed Detail Infarmation
IS Federal Assignment NTE Dates
IS Federal Assignment Non RPA
IUS Federal Assignment RPA

Details
01.1.2.0.0000.F. [%

‘\

The “Further Assignment Information” window, specific to the “Extra Assignment
Information Type” selected opens.

nment Infarmatian

Step or Rate m First Step-In-Grade

Tenure 1 Permanent - Tenure Group 1
Annuitant Indicator (@ Mot Applicakble
Pay Rate Deterrminant |0 Regular Rate
Calculation Pay Table 0000 0000 Oracle Federal Standard Pay Tahle (AL, ES, EX, G5, GG) Mo, 0000
YWark Schedule F Full-Time

Part-Tirme Hours Biweekly

T e e pe p e »

|
Cancel Clear Help
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Step 12 - To close the “Further Assignment Information” window, click the “OK”

button.

© Further Assignment Information

Step or Rate m First Step-In-Grade

Tenure |1 Perrmanent - Tenure Group 1
Annuitant Indicator |9 Mot Applicable
Pay Rate Deterrinant |0 Regular Rate
Calculation Pay Tahle DDDO 0000 Oracle Federal Standard Pay Tahle (AL, ES, EX, GS, GG) No. 0000
Work Schedule F Full-Time

Part-Time Hours Biweekly
G I

|
Cancel Clear Help
3

The “Further Assignment Information” window closes and you’re back to the “Extra
Assignment Information” window.

ssignment Information{Human Resources Specialist (Information Systems 14 Test! H [=] E3

Type

| »

CHRIZ Assignment Incentives Infarmation
CHRIS Assignment Information
CHRIZ Assignment York Schedule Information
CHRIS Obligated Position Infarmation
S Fed Detall Information
S Federal Assignment NTE Dates
S Federal Assignment Mon RPA
l S Federal Assignment RPA

1]

Details
| 01.1.9.0.0000.F. [ |1

Step 13 - To view the position attributes associated with each of the “Extra Assignment
Information Types”, repeat steps 10-12.
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Step 14 - To close the “Extra Assignment Information” window, click on the “Close” x]
icon in the upper right corner of the window.

- Type
|CHRIS Assignment Incentives Infarmation

|

. |CHRIS Assignment Information

. |CHRIS Assignment Work Schedule Information
. |CHRIS Ohligated Position Information

. |US Fed Detail Infarmation

. |US Federal Assignment NTE Dates

. |US Federal Assignment Mon RPA

IlUS Federal Assignment RPA

| -

Details
[ |01.1.9.0.0000F ([ ]

You’re now back to the “Assignment” window.

Organization Graup |
Joh |DED1.Human Resources Management Position |Human Resources Specialist (Information Sys
Grade |GS—13 Payroll |Eiiweek|y
Lacation 171670031 Status | Detail NTE
“acancy |

- Agsignment Mumber 26426 Collective Agreement
Assignment Category Ermployee Category

Supervisar

Marne |
Wiarker Number |

Assignment MNumber |

Effective Dates

From 25-JUN-2012 To [ F I

l( Puosition | [ Entries | [ Extra Information ) Others...
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Step 15 - To close the “Assignment” window, click on the “Close” =] icon in the upper
right corner of the window.

Organization Group |
Jah |DED1.Human Resources Management Position |Human Resources Specialist (Information Sys
Grade |GS-13 Fayrall |Eliweek|y
Lacation 171670031 Status |Detail NTE
“acancy |

Assignment Number 26426 Collective Agreement
Asgszignment Category Employee Categary

You’re now back to the “People” window.

O Feople
Marme
Gender Action :'
Lest | = Persan Type for Actian
First |Matthew Person Types
Title | |Emp|nyee.Ex-appIicant
Prefix | L
[dentification
Suffix |

(Ermployes ~| 28425

LGEE |M Social Security | Z22-22-2227

Personal Office Details  Further Marme
Birth Date | 30-MAY-1980 Age 32

Tawn of Birth | Status |
Region of Birth | Mationality |
Country of Birth | Registered Disabled |

Effective Dates

From [17-JUN-2012 To Latest Start Date |17-JUN-2012 [

( Address | [ Extra Information | [ Special Info ‘ I Assignment | [ Others. .. JI
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Querying Additional Employees

Step 1 - To search for a new employee, select the “Find” % icon and then go back to
Step 1 of “Querying an Employee” and repeat all the steps in this user guide. Otherwise,
move on to the next section to close out.

€ 0 e

£ 9 9 S5 | G E 3

Gender | Male h Action

Last (el Person Type for Action
First |Matthew Person Types
Title Employee. Ex-applicant
Prefix o
Identification
St Employee ~| 26425
Middle M

Social Security |222-22-2222

Personal Office Details ~ Further Mame

Birth Date |30-MAY-1980 Age 32
Town of Birth Status
Region of Birth Iatianality
Country of Bitth Registered Disabled

Effective Dates
Fram [17-JUN-2012 To Latest Start Date |17-JUN-2012 [ 1

Address Extra Information Special Infa Agsignrment Cthers... )
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Closing out and and Logging Out of CHRIS

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

MName

Last |(CEIRNERN

Gender Male - Action

Person Type for Action

First |Matthew Persan Types

Title | ‘Empluy’ee Ex-applicant

Prefi

el | Identification

Suffc | (Employee ~| [pe4zs
Midle. b Social Security 222-22-2222

Office Details | Further Nare

Office Ernail
Location Mail To
Iailstop

Personal

Effective Dates

From [17-JUN:2012 Ta| Latest Start Date [17-JUN-2012 ([

( Address | { Extra Information | I Special Info ‘ { Assignment | { Dthers... J

It will return you to the “Navigator” window.

A M avigatar RO WMT Personnelist (Read Only)
Functions | Documents
Employee
Employes

Top Ten List

+ Paosition

E Custormizable Warkflow Inhox
(=] (=]
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Step 2 - To close the “Navigator” window, click on the “x” ELE in the upper right corner
of the window.

Functions | Docurments

Employee

Employee

Ermployee Top Ten List

+ Position

@ Customizable Workflow Inbox

9o )|

A “Caution” window will appear.

O Cautian

& Exit Oracle Applications?

(QK |Qanceljl

button.
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The “Navigator” window will close.

(‘ Oracle Applications Home Page - Windows Intemet Ex /22 Oracle Applications R12 - Windows Internet Explorer provided by General Services Administration

=lalx|

=] |
3 . . —— T :
GC' Ji tetpsteest v guagov 450 Lo {2/ 1] bttp:fvtes. e gow: 5ot lackin =0 11 || 4| ) [8 e search P (2l
Fle Edt View Favorites Tools Help

File Edit Yew Favorites Tools Help

W Favorites ‘ﬁ [T ALora G4 Chatter £ ICHRIS | - Favorkes |1.5 [ ALOHA _ GSA Chatter @ ICHRIS 2| APPSDEA @ |APPSDEY 2 APPSPRI £ APPSTST €| CHRISTST & | CLIENTST
@Orade Applications Home Page

@Oracle #Applications R12 | | ﬁ © =L @ > Page~ Safety ~ Tools~ @v

€ | eOPF £ | WebEx

» lge v Safety » Tools v @v

E-Business Suite

Oracle Applications Home Page

Navigator

7 ALD Federal HR Manager
£ ALD HR Professional Self-Service

[ ALD WWIT Federal Personnelist

£ ALD VM Personnelist (Read Only) /& IMPORTANT: Do nat close this window

[ Application Diagnostics . .

P CHRS Control Closing this window will cause Oracle Forms-based applications to close

= m R immediately, losing any unsaved data. This window may be minimized safely
B ExeIm HR Professional Self-Service at any time and may be closed once all work in Oracle Forms-based applications
£ GSA APPAS Administrator LT

7 GSA CHCO Employee Skills Tnventory

£ GSA CHCO Manager Skills Inventory

[ GSA CHRIS Control

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

[ GSA Federal HR Manager

Help

In As SHELDONDANDREW

Personalize

\
pol

Organization)

n
fl

Jition)

7]

L a0 -
Dwm ‘DD”E | | ‘ ‘ ‘ | ‘\dmcahntranet |a |\1[|[|/

4,

»

»

Step 4 - To close the remaining Oracle windows, click on the “x” in the upper right

corner of each window.

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

=10l

o e =

} . _ A |4 3¢ | [200 -
A & | https:ijhrtest.br.gsa.govi4445/Formsifrmser vist?RdookAndFesl OR.ﬂj ﬂ |_f||£| Il., Live Search

|p Clo

File Edit Yiew Favorites Tools  Help

{‘f Favarites | '{;‘5 ﬁ ALOHA G4 Chatter # ICHRIS £ APPSDEA & APPSDEY £ APPSPRI E APPSTST @ CHRISTST & CLIEMTST

/& Oradle Applications R1Z | | ﬁ - = [ [;QA v Page - Safety - T

»

ools + @v i

/% IMPORTANT: Do not close this window

Closing this window will cause Cracle Forms-based applications to close
immediately, losing any unsaved data. This window may be minimized saf ely

at any time and may be closed once all work in Oracle Forms-based applications
is camplete.,
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Step 5 — Click “Logout” to logout of CHRIS.

E-Business Suite

Logout Preferences Help
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