CHRIS User Guide: Mass Awards

Introduction

This chapter will explain how to process Mass Awards via Spreadsheet and Mass Awards Entry
Screen.

Guide Contents

Information in this guide describes how users can set up the spreadsheet for mass awards,
upload the spreadsheet, and process the data from the spreadsheet. It also describes how to
process mass awards using the Batch process, and how to obtain the related report.
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Mass Awards — Spreadsheet
Setting Up the Spreadsheet Macros

This section explains a one-time process used to set the security macros for the spreadsheet
that will be used in the Mass Award Spreadsheet process. You must open your Excel Program.

STEP 1

Open your Excel program and select File, Open, and Name of the Spreadsheet you wish to
open. A Security Warning window will open.

Security Warning 21 x|
Mass Appraisal for CHRISTST_MASTER.xls

contains macros by

General Services Administration Details.., |

Macros may contain viruses, It is always safe ko disable macros, but if
the macros are legitimate, vou might lose some functionality.

I~ &lways trust macros from this source,

Enable Macros Mare Info

STEP 2

Check the box that says “Always trust macros from this source” and click on the Enable macros
Button.

Spreadsheet Information
This section explains the process for entering information on the spreadsheet.
STEP 1

After you have enabled the macro, the CHRIS Mass Award Spreadsheet will display:

B Fle Edt YView Insert Format Tooks Data  Oracke  Window Help

DEHRSRE|TEH & RE-d 8- 4B o @ s co <im sy
| D 2] I ]
c21 - 5
c

Al B D E F & H 1 I L

“igw Header igw Line

3
4 CHRIS Mass Awards-August 2009
5 |  Mass Award Name

6 | Mass Award Description
7| Effective Date

8|  Mature OF Action Code

9 | Award Type

10|  Legal Authority Code 1
11|  LAC 1 Insertion Yalue
12|  Legal Authority Code 2
13|  LAC 2 Insertion Yalue
14| Remark Code 1

15|  Remarks 1 Insertion Yalue
16| Remark Code 2
17| Remarks 2 Insertion Yalue
18
ssNorEmployee  Award Amount  Award Date Award Award Distribution Appropriation
19| Upl Full Name Number [Hours Percentage Earned Code Code Messages
20 §
[at]
22
23
24
25
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STEP 2

Header Information

Enter information into the following fields in the Header Section:

Mass Award Name. A value must be entered. Enter a name to identify the spreadsheet.
Mass Award Description. A value must be entered.

Effective Date. A value must be entered. The value must be equal to or less than the date the
spreadsheet will be uploaded. This cannot be a future date.

Nature of Action Code — A value must be entered.
Award Type — A value must be entered.

Legal Authority Code 1 — A value must be entered when processing 815, 816, 825, 849, 878,
879, 993, or 998 NOAC:Ss.

LAC 1 Insertion Value — A value must be entered if value entered in Legal Authority Code 1
field.

Legal Authority Code 2 — Enter a value if appropriate.

LAC 2 Insertion Value — A value must be entered if value entered in Legal Authority Code 2
field.

Remark Code 1 — Enter value when appropriate.
Remarks 1 Insertion Value — A value must be entered if value entered in Remark Code 1 field.
Remark Code 2 — Enter value when appropriate.
Remarks 2 Insertion Value — A value must be entered if value entered in Remark Code 2 field.

STEP 3

Enter the information into the remaining fields of the spreadsheet.

18

SSN or Employee  Award Amount  Award Date Award Award Distribution Appropriation
19 Upl Full Name Number [Hours Percentage Earned Code Code Messages
20

Full Name — Can enter a partial value such as the employee’s last name.
Social Security Number or Employee Number — A value must be entered.
Award Amount/Hours — A value must be entered.

Award Percentage— A value is not required if Amount/Hours field is entered.

Date Award Earned - If left blank, system will populate value entered in the Effective Date
field above after spreadsheet has been uploaded.

Award Distribution Code—A value must be entered
Appropriation Code--Optional

Uploading the Spreadsheet
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STEP 1
From the Menu Bar, select Oracle, Upload. See Example window below.

_Orgcle Window
4 Eilters 3
| Upload |
Manibor
B About 1

The Oracle Login window will open. See Example window below.

STEP 2

Enter your CHRIS User Name and Password and then click on the Login button. Example
shown below.

18

Awards-August 2009
User Guide Test
L

= - .
m_a
RULES OF BEHAVIOR 2
I will adhere to the standards set forth in the Privacy Act of 1974 when dealing with data and will

safeguard all sensitive and Personally Identifiatle Information (PII).

1 will safeguard my own password and I will not share passwords with any other person, including other
employass, management, or technical staff,

1 am responsible for all access made with my password,

1 will not remove Sensitive or PII from the CHRIS application and store it on a hard drive, network drive

of any type of removable media without appropriate safeguards.

I will not access/share any personal data on any person except in the specific performance of my duties,

I will not knowingly enter any false or inappropriate data into CHRIS.

I acknowledge that I have read and understand the rules of behavior for access to CHRIS
and that I will abide by these rules and the spedfic security rules of my agency.

GSA AWARDS (APRS) NOTICE: GSA AWARDS SELF SERVICE WILL BE UNAVAILABLE FROM DECEMBER
7| 19 TO 26 FOR CALENDAR YEAR END PROCESSING. ALL CY09 AWARDS MUST BE ENTERED AND
id  APPROVED IN CHRIS BY COB DECEMBER 18, 2009,

HUser Name [ o1 2%1—‘

(zsample: JOHNPDOE)
*Password (ITITITT] ]

(example; 135chriz#)

Accept and Login

STEP 3

The Select Responsibility window opens. Choose your HR Federal Personnelist responsibility
and then click on the Select button. See Example below.
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i Oracle"Applications Login’

Select Responsibility

Choose a responsibility and press Select.

B

|OPM EEX Reverse

(OPM Federal HR Manager

OPM Federal HR Manager (Query)
OPM Federal Personnelist
OPM HR Professional Self-Service

RRB CHRIS Control
|RRB EEX Reverse
|RRB Federal HR Manager

BT

‘ Select

005, Oracle Carporation. All tights raserved.

STEP 4

The Upload Messages window opens. Click on the Upload button. Example shown below.

| Upload Parameters: IX

| R ————
| close

You are about to upload data from the desktop to Oracle Applications.

Copyright 2005, Oracle Corporation. Al rights resened

STEP 5

If the upload was successful, the window will display content similar to the content shown in the
example below.

E UploadtParameters ‘x

i [y Confirmation

The upload process has completed successfully. Press Close to return to the document.

» 1 rows successfully uploaded.
Close

Copyright 2005, Oracle Corporation. All rights reserved

STEP 6

If the upload was unsuccessful, the window will display content similar to the content shown in
the example below.
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"Upload Parameters

@ Error

Close

The upload process has completed with errors. Press Close to return to the document and fix
the errors.

» No rows uploaded
» 1 rows were invalid

Click on the Close button to close the window. Note: The results of the upload will display for

each record in the spreadsheet. A green happy face . will display next to each record that

uploaded. A red sad face . will display next to each record that did not upload. Correct all
records that did not upload and repeat Step 4 until all records have uploaded successfully.

STEP 7
Save the spreadsheet, using a different file name, and exit out of Excel.

Processing the Data from the Spreadsheet

STEP 1

Log into CHRIS using your Federal HR Personnelist responsibility. From the Navigation
menu, double-click on Mass Actions, CHRIS Mass Awards.

Mass Actions

[ Mass sppraisal

[E Mass FEGLI

& CHRIS Mass sward

[ Mass Salary - Open Pay Range
[& Mass FEHE

[E Mass Supervisor Update

STEP 2
The MASS Award window opens. See example window below.
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Name User Guide Test Stetus Unprocessed
Descrigtion Effective Date 28-DEC-2009
Avard Type GO Individual Cash Award Appropriation Code
NOA Code 949 Individual Cash Award HRB Awvard Distribution Code |3 APRS Awvard Flag M
Search Options:
Organization Ageney Cods
Supervisor Sub Element POl Find
Empioyes Employee APRS Legal Authorty | Remarks
e Date Award Awvard
Cegssec il swerd  Amourt Distribution
Employee Name fai= ) Earned [Hours Percent Appropristion Code  Code  Status  Message =
[ [Rkor1, one] Unprocess

Execute

STEP 3

Press the F-11 key [F11], enter the name that you assigned to the spreadsheet, and press the
Control [Ctrl]] and F-11 keys [F11]. The data uploaded from the spreadsheet will display as
shown below.

Meme User Guide Test Status Unprocessed
Description Effective Date 28-DEC-2009
Auvard Type GO Individual Cash Award Appropriation Code
NGO, Code 849 Individual Cash Award HRB Avward Distribution Coce |4 APRS Award Flag H
Search Options
Crganization Agency Code
Supervisar Sub Elemernt Eal Fin
Employes Employes APRS Legal Autharity  Remarks
Seiect Al Date Aowvard Avweared
e Ssiectil Award  Amount Distribution
Employee Mame 35N Earned fHours  Percent Appropristion Code  Code  Status  Message =
o, onel Unprocess
Execute

Note: You can deselect any of the records by clicking into the appropriate box to the left of the
Employee Name field.

STEP 4

You can add additional records by clicking into the Employee Name field in the row below the
last entry. Enter the employee name into the appropriate fields or use the LOVs for each field to
search for and select the appropriate value. See example below.
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MNeme User Guide Test Status Unprocessed
Descrigtion Effective Date 28-DEC-2009
Award Type Go Individual Cash Award Appropriation Code
NOA& Code 849 Individual Cash Award HRB Awvard Distribution Code 4 APRS Award Flag H
Search Options
Crganization Agency Code
Employes
1] Select Al Enter & partial value to limit the list, % to ses &l valuss e
L] De-Select Al Warning: Entering % to see &l values may take & very long time. Entering ~ |stribltion
Employee Name | criteria that can be used to reduce the list may be signifisartly fastsr Code  Status  Message
l O m Unprocess
0 Find Brown%
] Full Name
O
O
O
O
4| »

STEP 5

Enter values into the Award Amount/Hours, Date Award Earned, Appropriation Code, and
Award Distribution fields. Click into the box to the left of the Employee Name field to include
the additional record(s) in the process.

A A R I SR [ < - R R
o ro

121] »| | !

Name [User Guide Test Status Unprocessed
Description Effective Date 28-DEC-2009
Award Type (G0 Individual Cash Award Appropriation Code
NOA Code (849 Individual Cash Award HRB Awvard Distribution Cocle |4 APRS Award Flag M
Search Options
Organization Agency Code
Supervisar Sub Element POl Find
Employes Employee APRS Legal Authority § Remarks
Select &l Date Auvare Auwvard
Ceseicetl Award  Amourt Distribution
Emplayee Name ssN Earned [Hours Percent fppropristion Code  Coge  Stalus  Message
| © Brown, g 300 4 unprocess

Execute
T = s =~ [

Note: The date entered into the Date Award Earned field can be a future date. The award will
be processed on the date indicated.

STEP 6

To process the Mass Award, click on the Execute button. A Note box will display with the
Request ID Number. Next click the OK button. See example below.
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APP-CHR-90252; Your Mazs Avward Regquest has been submitted,
To wiewy this Reguest, pleaze use Request ID 11816935,

STEP 7

If only a few records will be processed, the Status field will update quickly.

Ll ser Guide Test

Description

Status Processed

Etfective Date 28-DEC-2009

Award Type GO

NOA Code 849

Organization

Supervisor

Individual Cash Award

Individual Cash Award HRB

Agency Code
Sub Element

Appropriation Code
Awvard Distribution Code 4 APRS Aweard Flag H

Search Options

POl Fine

Employes

[ Select All
[ De-Select &l
Employee Name:

Employee APRS Legal Authority { Remarks

Date
Suvard
Earned

At Auvard
Amount Distribution
IHours Percent Appropristion Code  Code  Stalus  Message =

55N

Note: If there are a number of records that will be processed, you may need to re-query the
Name field (i.e., press the [F11] key, enter the name of the spreadsheet, press the [Ctrl]
and [F11] keys) to check the status of each record processed. If any records do not
process successfully, you will need to process a separate Award RPA for each record
using the correct values.

Mass Awards using the Batch Process

This section explains the Batch Process for entering and updating multiple employee award
information without using the spreadsheet.

STEP 1

From the Navigation menu, double-click on Mass Actions, CHRIS Mass Awards. The Mass
Award window opens. See example window shown below.
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Mame | Status Unprocessed
Description Effective Date
Avvard Type Appropriation Code
NOMA Code Awvard Distribution Code APRS Award Flag W
Search Options
Crganization Agency Code
Supervisor Sulb Element POl Find
Employes Employes APRS Legsl Authority § Remarks
m S A Date Bonvared Award
[ De-Select Al foward  Amount Distribution
Employes Mame 53N Earned fHours  Percent Appropristion Code  Code  Statuz  Message =
|
-
Execute
T e e P e e - T

Enter information into the Header fields as described below.

L mme reewr e pwoes e g

S BOP L I DEHE LD L5 IEER 2

Matme | Status Unprocessed
Description Effective Date
Avvard Type Appropriation Code
MNOA Code Awvard Distribution Code APRS &ward Flag |H

Name. A value must be entered. Enter a name to identify the process.
Description. A value must be entered.

Effective Date. A value must be entered. The value must be equal to or less than the date the
process will be executed.

Award Type. A value must be entered.
Appropriation Code. Optional.

NOA Code. A value is required.
Award Distribution Code. Optional.

Search Options
The search option will allow the user to find Batch records more quickly.

STEP 3
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Use any of the search options fields to define the parameters of your employee record search.
See below. Enter a value into a field or use the LOV button to search and select the appropriate
value.

Search Options
Organization Agency Code

Supervisor Sub Element pol Find

Search options include Organization, Supervisor, Agency Code, Sub-Element, and Personnel
Office Identifier or POI Code.

Organization: Enter a value to search for a list of employees within the organization selected.
Supervisor: Enter a value to search for a list of employees assigned to a specific supervisor.

Agency Code: Enter a value to search for a list of employees that belong to a particular
Agency. (The agency description will also auto-populate).

Sub-Element: Enter a value to search for a list of employees assigned to a specific sub-
element unit.

POI: Enter a value to search for a list of employees assigned to a specific POI (Personnel
Office Identifier) code.

Note: Users may search on one or more options at a time. Entering multiple search criteria
significantly narrows the list of employee names that will display.

STEP 4

Click on the Find button to initiate the search for employee records. Results of search are
displayed along with the information entered previously in the Header section.

Mame |User Guide TestThree Status |Unprocessed
Description Effective Date 01-HOW-2009
Award Type GO Individual Cash Award Appropriation Code
NOA Code §49 Individual Cash Award HRB Ayyard Distribution Code APRS Awvwvard Flag M
Search Options
Crganization | APDDA Agency Code
Supervisor Sub Element [=la} Fing
Employes Emploves APRS Legal Luthority § Remarks
SelsE ] Date Avvard Avvard
De-Select Al Awvard  Amount Distribution
Employes Mame SN Earned {Hours Percent Appropristion Code  Code  Status  Message 2
l OPM, Three 011-90-2234 | 01-HOV-2009 Unprocess
OPM, One 123-00-5678  01-HOV-2009 Unprocess
OPM, Two 234-00-3356 |\01-HOV-2009 Unprocess

Note: If applicable, enter values into fields that did not auto-populate as a result of the search
process. Click into the Select All box to select all records for processing. To select each
individual record for processing instead, click into the box to the left of the Employee
Name field. Also, when appropriate, enter values into the fields located under the Legal
Authority/Remarks tab.
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STEP 5

Enter Award Amount/Hours or Percentage for each record. Click on the Execute button. A
Note box opens showing your Request ID number. Click on the OK button.

h=d
Mame U=er Guide TestThree Status Processing
Description Effective Date 01-HOWV-2009
Awvard Type GO Individual Cash Award Appropriation Code
NOA Cade 849 Individual Cash Award HRB AT T RS Sacs
Search Options
Crganization APODA Agency Code
Supervisor Sub Element =]
Employes Employes APRS Legal Authorty § Remarks
S Date Asniard Auvard
[] De-Select &l fneard Amoyt Riztribution
Employes Maptss iG] % llcoge  Stat
OPM, Three . Unpre
1 APP-CHR-30282 Your Mazs Sward Reguest has been submitted.
OPM, One \ To wiew this Reguest, please uze Request ID 1181710, unpot
l OPM, Two Unprc
O
O
m

Note: If there are a number of records that will be processed, you will need to re-query the
Name field (i.e., press the F-11 key, [F11] enter the name of the spreadsheet, then
press the Control and F-11 keys [Ctrl]] and [F11]) to check the status of each record
processed. If any records do not process successfully, you will need to process a
separate Award RPA for each record using the correct values.

CHRIS Mass Awards Report

This section explains the process for printing the Mass Award report.

STEP 1

Navigate to Processes and Reports, Submit Processes and Reports. The Submit a New
Request window opens. See Window below.

O Submit &

What type of request do you want to run?

This allows you to submit an individual request.

Request Set
This allows you to submit a pre-defined set of
reguests.
Ok Cancel Jl
Step 2
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Select Single Request and click on the OK button. The Submit Request window opens. Select
CHRIS Mass Award Report.

T, ~ Ty e = ) e
2w dy i @S € el | 55 @ & 5 2
(=] x
Run this Request...
Copy
Mame
Operating Unit
Parameters
Language | Find %
Iame Applica -
CHRIS G54 Reconciistion Repart - hain CHRIS
Atthese Times CHRIS GS4 Reconcilistion Repart - TSP CHRIS
Run the Job CHRIS Generats OFM Form 726 CHRIS

CHRIS Generate SF-75 by Employee Mame CHRIS
CHRIS

Upon Completion

CHRIS Master Record Report CHRIS
Layout CHRIS Metrics Report CHRIS
Motify | | CHRIS Metrics Report For aLD CHRIS
Printtg | | NS NEIA Mass Pay actions “HRS I
A e | »
Help (C) Firct Cancel

STEP 3

The Batch Award parameters window opens. Use the LOV field to search and locate the name
of your Mass Award process.

O Parameters

Batch Avvard [User Guide TestThree

Qancel).l Cl_ear)l Help )I

STEP 4

After selecting a value for the Batch Award parameter box, click in the Options section and
select the printer that you will use to print the report. Submit the process.

CHRISUser Guide: Mass Awards Page 13



BEYO GE0S) RN HE G LB D52

© Submit Reguest
Run this Reguest...

[ Copy... 1

Mame |CHRIS Mass Award Report

Cperating Unit |

Parameters |UserGuideTestThree

Language |Amencan English

Atthese Times...

( Language Setting... [ Debug Options

Run the Job |As Soon as Possible

Upan Completion...
W Save all Dutput Files

{ Schedule

Layout |

Motify |

Prirtta
Help () /

I Options... ]

( Submit | [ Cancel

J

Note: The report can also be scheduled to run during normal batch processes.
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