Position Obligation
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:

lllustrate how to query and view the position an employee is obligated to
while on a temporary promotion.
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Navigating to the Position Hierarchy Screen

Step 1 — Go to the CHRIS homepage and logon.

Step 2 — From the Navigator window, click on the “??? WMT Super User” responsibility,

then click on “Hierarchy” under Position.

Position
[E Update, of Eliminate
= Hierarchy

Step 3 — The “Find Position” window opens.

to query.

Use the search field “Office Symbol (Org)”

o

Obligated Emploj  Employes Name

Detailed Emplo]  Employes Mumber
Team L Hiring Status | Active

Position Mame

Job /
Subordinates Office Symbol (Org)

Location

Mame

Mame GSA i Primary ersion Mumber 1
Position
Name t up
Position Control Mumber Office Symbaol
Halder Holder Emp #
Person TE (=] 7

i.e.; Smith, John D

H
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Querying a Position and Viewing the Obligation

Step 1 — Enter the office symbol in the “Office Symbol (Org)” field. You can also query an
office symbol/organization by using the “drop-down” box. Once information is entered,
click the “Find” button.

D Find Fositlons

Employee Narme . i.e.; Smith, Jobhn D
Employeae Number
Hiring Status | Acthe

Position Marme
Job / {
Office Symbol (Org) |CP| [
Lacation

Find the position that shows “**No Holders**” in the Holder column.

O Poson Hierarchy mER

Name GSA ¥ Primary Version Number |1
Position
Name |Director of Human Resources Serices GS14 XDES335 005.009276.C tiup
Position Control Number 009276 Office Symbol [CP
Holder Hams, Antonsa T Holder Emp # | 45678
Person Type Employee Number of Subordinates 149
Obligated Employee Obligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supervisor |Costa, Anthony

¥ Exists In Hierarchy

Subordinates

Position

Control Number of Holder
Narne Numnber Office Symbal Subordinates DO Name  Emp #
Human Resources Specialist (Employee Relations) GS 012687 |{CHW 0 & | Jones-Felder, Renee Y 12345 | ~
Human Resources Specialist (Recruitment & Placemen D09931 CcP 1] & | Smith, Dawn R 13579

h;mar. Resourcas Specialist (Recrutment & PlacemergEEteyg CP 0 } ** No Holders **
Supervisory Human Resources Specialist (Class#icatior 007305 |CPZ 8 lr Watson, Charlotte A 34567
Supervisory Human Resources Specialist (Labor Relatic 003981 {CPL 3 & | Scheider, Susan E 24680
Supemisory Human Resources Specialist, GS14.00CZX 013180 [CP 0 3 ** No Holders ** ' v
4| »
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Scroll across (using the bar at the bottom) to the “Obligated” column to view who the
position is “obligated” to.

Subordinales

Position _ H‘K

Contral Mumber of Dbllgﬂll’ E
Mame Mumbar Office Symbol Subordinates DU Name Emp #
\Humnan Rezources Specialist (Employee Relations) G5 012887 ICHW a ﬂ [ | =
\Hurnan Ressurces Spacialist (Recruitment £ Placeman 009991 [cp n (%] ‘ |

[ Hurnan Resources Specialist (Recruitment & Placemen 006442 [cp o '#| [smih, Dawn R 113579

|Supemisory Hurnan Resources Specialist (Classification 007305 |C PZ & ﬂ ] | |
|Supemisory Hurman Resources Specialist (Labor Relatio D03561 |t PL ] ﬂ _| - |
‘Supendsory Human Resources Specialist G514 00CZ2 013180 [cp 0 (#] | | G

i L 48
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Closing the Position Hierarchy Windows
and Logging Out of CHRIS

Step 1 - To close the “Position Hierarchy” window, click the click on the “x” E in the

upper right corner of the window.

Pogition Hierarchy: 28-ALIG-2012
Name |GSA ¥ Primary “ersion Number |1
Posiion
WET TR iractor of Hurmian Resources Semces. G514 0ES335 006 005276 C '.' Up
Position Control Number 009276 Office Symbol lcp
Haolder |Harris, Antonia T Holder Emp # 26153
Parson Type Employes Murmiber of Subordinates (142
Obligated Employes Obligated Emp #
Detailed Employes Detailed Emp #
Team Lead Superdsor |Costa, Anthony
¥ Exists In Hierarchy
Subordinates
Position
Contral Murribier of Holder
Mame Number Ofiice Symbol Subordinates D"'"'“_Name Emp #

Step 2 - This will return you to the “Navigator” window.

A* Mavigator - GEA HROWMWT Super User

Funciions | Docurments

Fosition; Higrarchy
Hierarchy

+ Reguest for Personnal Action
Customizable VYWorkfow Inbox
Yiew SF-52 (Personnel Actions)
— Employes (View Only)
= |- Position
+ Wiew
+ Processes and Repons

o [ ¥

Uidate. Gnii or Eliminate -

Top Ten List

{ Qpan ;I
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Step 3 - To close the “Navigator” window, click on the “x” ELE in the upper right corner
of the window.

A Mavigator - GSA HRO WMWT Super User

Functions | Documents / _

Position: Obligation
Obligation

[. Pasitian Top Ten List
Update, Copy or Eliminate

ﬂ Hierarch
'-Imﬂ e ———— =-» |

A “Caution” window will appear.

E -

& Exit Oracle Applications?

( ok | |cancel

button.
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The “Navigator” window will close.

Oracle Applications Home Page - Windows Internet Ex) /= oracle Applications R12 - Windows Internet Explorer provided by General Services Ads i =] B =18(x]
= o= ==y -

) ® hktps: /fhrtest. b Lgov:4445] 08 _HTHL]OA — o~ = R~

€)= el npsimicceiv gsagoussssion rnon CET ) v gsangov: Tetrelookancreei=or ]| b |4 ][ [R e search =28 28

Fle Edk View Favorkes Took Help Fle Edi Vew Favortes Took Help

9 Favorites ‘i&i [ ALOHA - G3A Chatter £ ICHRIS | <. Favorkes ‘{5 [ 7] ALOHA __ GSA Chatter @& ICHRIS @ | APPSDBA £ | APPSDEY & APPSPRI & | APPSTST @ CHRISTST & | CLIENTST

- »
{& oracle Applications Home Page @ oracke appleations R12 | | Fi - B - L 0w - Page~ Safety~ Tods< (@ ge + Sefety  Tools+ @+

£ OPF £ | WebEx

E-Business Suite

In As SHELDONDANDREW

Oracle Applications Home Page

Personalize

) pr
V. Organization)

M

3 ALD Federal HR Manager

[ ALD HR Professional Self-Service
[ ALD WMT Federal Personnelist
[J ALD WMT Personnelist (Read Only) /4 TMPORTANT: Do not close this window
% %ﬁ‘;ﬁ%‘m Closing this window wil cause Oracle Farms-based applications ko close o
| B o s [ [ immediately, losing any unsaved data. This window may be minmized safely fition)

5 e at any time and may be closed once all work in Oracle Forms-based applications
3 GSA APPAS Administrator e

[EJ GSA CHCO Employee Skills Inventory

[ GSA CHCO Manager Skills Inventory

[ GSA CHRIS Control

[ GSA CPC Federal Personnelist GS01AX0EX00000
[ GSA CPC WMT Federal Personnelist =l
5 A e S0 U Soer 5 5 0 N
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Step 5 - 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 6 — Click “Logout” to logout of CHRIS.

E-Business Suite

Logout Preferences Help
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