Position Hierarchy
(Query and Navigate)
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 navigate and query the Position Hierarchy screen,

become familiar with position reporting relationships, and identify the
Team Lead/Supervisor for each Position.
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Navigating to the Position Hierarchy Screen

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

Step 2 — From the Navigator window, click on the “??? WMT Super User” responsibility,
then click on “Hierarchy” under Position.

Position
& Eliminate

= Hierarchy
[E Obligadn ﬁ
OR

click on the “??? HRO WMT Super User” responsibility, then click on “Hierarchy” under
Position.

Position
& Eliminate

= Hierarchy
[E Obligadn ﬁ
OR

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

Position
@ update, Copy or Eliminate

& Hiera rihw‘

OR

click on the “??? WMT Personnelist (Read Only)” responsibility, then click on
“Hierarchy” under Position

Position

= HieErchv
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The “Find Position” window opens.

2 Find Positions

Employee Name |

Employes Number |

Hiring Status |Active

Position Name |
Job |
Office Symbol (Org) |

Location |

( Clear ‘ l Find )
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Querying the Position Hierarchy

Employee Name Query

Step 1 — For a query using the “Employee Name” field enter the employee’s Last Name
and press the Tab key on the keyboard, select the appropriate employee from the List of

Ok

button.

Values (if there is more than one), and click the “OK”

= —lolx

Emplayee Mame

Employee Mumber

Hiring Status

Pasition Mame | FindAndrews

Job Mame Murmber Person Type
Office Symbol (Orgy | SaliRlCERCERENE 15641 Employee Ex-applicant
Location | | Andrews lIl, Thamas L 12120 Employes

Andrews, Donna i 22808 Employee Ex-applicant
Andrews, Gregary D 20613 Employee Ex-applicant
Andrews, Levi 18136 Emplayes Ex-applicant
Andrews, Monet G 25770 Emplayes Ex-applicant
I | 3

Eind Cancel

The “Find Positions” window populates with the selected employee.

O Find Positions

Employee Mame |Andrew, Sheldon D

Emplayee Mumber
Hiring Statug  |Active
Fasition Mame
Job
Office Symbol (Org)

Location

Clear | | Find )
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Find

Step 2 - Click the “Find” ) button.

Employee Mame |ﬂxndrew, Sheldon D

Employee Number

Hiring Status |ﬂu:tive

Position Mame |

Job |

Office Symbol (Org) |
|

Location

[ Clear Find ,\(_)
1) | 2 ,

The employee’s position data appears in the Position Hierarchy screen, and if the
employee is a Team Lead or Supervisor the list of subordinate positions are viewable.

Mame (GSA W Primary Yersion Mumber |1—
Pasition
Marne @ Up
Pasition Cantral Number 003339 Office Symbal | CIH
Holder |Andrew, Sheldon D Holder Emp # 15651
Person Type |Emp|0yee Mumber of Subardinates 10

Obligated Employea

Obligated Emp #
,7

Detailed Emp #
Superdsor |F'aige, Cheryl harie

Detailed Employee

Teamn Lead

W Eyists In Hierarchy

Subardinates

Pasition
Control Mumber of Holder
Marme Murrber Office Symbol Subordinates D21 Name Ernp #
J Contract Specialist GS14 00TEST 007 113593.C 013593 |CH 0 (& [ No Halders = | =
. |Human Resources Specialist (Infarmation Systems).GElDDS49? |CIH |D [II |Ang|in, Caral A |15333
. |Human Resources Specialist (Infarmation Systems).GElDDEEDB |CIH |D @ |Elaran, Pamela T |25155 |
. |Human Resources Specialist (Infarmation Systems).GElDDEES? |CIH |D @ |Kn0x, Teri L |15556
. |Human Resources Specialist (Infarmation Systems).GElDDSdQB |CIH |D @ |Ly|es, Sharon E K |16592
. |Human Resources Specialist (Infarmation Systems).GElDDSdBD |CIH |D [Il |ROIIinS, Janette 5 |5?94 -
1 | 3
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Step 3 — To start a new query click in the Position “Name” field,
Position

(RS §28SP RN LB 5S B2

O FfSN Hierarchy:

Step 4 - The “Find Positions” window opens.

O Find Positions

Employee Mame || |_
Employee Numhber |

Hiring Status |A|:tive

Fosition Mame |
Job

|
Cffice Symbal (Org) |
|

Location

[ Clear | Find )

Step 5 - Either repeat Steps 1-4 to query another Employee, or move on to the next
Section: “Office Symbol Query”. You will begin an “Office Symbol Query” with the “Find
Positions” window.
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Office Symbol Query

Step 1 - Click in the “Office Symbol (Org)” field and enter the specific Office Symbol that
you expect the Position to be in, and then press the “Tab” key on the keyboard.

O Find Positions

Emplovee Name |

Employee Numhber |

Hiring Status |A|:tive

Position Name |
Jab |
Office Symbal (Org) P -

Lacatian |

( Clear | Find )

NOTE: If only one Office Symbol matches your search criteria, go to Step 3.

The “Organizations” window opens.

Qrganizations
Find P%
Office Symbaoal {Cra) Start Date End Date =]
f 05-JAN-2009
P& (AP A 05-JAM-2008 =
P A (AP AR 05-JAM-2008
PAAA (AR AMA) 17-JUL-2011
FAAE (APAAED 17-JUL-2011
PAAC (APAACY 17-JUL-2011
FAR (APAE) 05-JaM-2008
PAC (APAC) 05-JAM-2008
PACA (APACA) 05-JAM-2008
FACE (APACE) 05-JAM-2008
FE (APE) TE-JUrN-2011
FPEA (APBA) TE-JUrN-2011
FEE (APEE) T9-JUIr-2011
PR™ fapPBR™y MNE-RSY_ 30173 !
| Eind | ( ok ||cancer |

NOTE: More than one value may appear for an Office Symbol based on your query
(i.e., all Office Symbols beginning with “P”).
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Step 2 — If more than one code appears, select the Office Symbol you want to query, and

then click the “OK” button.

Qrganizations

Find F%
Office Symbal (Or) Start Date End Date |
P (AP 05-JAak-2009 .
P (AP 05-JAak-2009 i
AL (APAA) 05-JAak-2009
PALA (AP AAS) 17-JUL-2011
PALE (APAAE) 17-JUL-2011
PALC (APAAT) 17-JUL-2011
PAE (APAB) 05-Jah-2009
PAC (APAC) 05-Jah-2009
PACA (APACA) 05-J4M-2009
PACE (APACE) 05-JAM-2009
j 19-JUN-2011
PEA (APE 10-JLIN-2011
FEB (APEE) 10-JLIN-2011
=Y =Yy =g =] ) NE_MAY_01 73 s
( Eind | ( o 4|QanceIJI
= ; 2

The “Find Positions” window populates with the Office Symbol and Org Code [i.e., PB
(APB)] in the “Office Symbol (Org)” field.

O Find Positions

Employee Name |

Employes Nurmhber |

Hiring Status |Active

Fosition Name |
Job |
Office Symbal (Org) PE (APE)

Location | |_

( Clear | Find )
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Step 3 - You’re now ready to run your query based on your Office Symbol criteria. Click
Find

the “Find” ) button on the “Find Positions” window.

O Find Positions

Employee Name
Employee Mumber
Hiring Status  |Active
Pasition Mame
Job
Office Symbol (Crg) |PB (AFPE)

Location

Clear | | Fid ,}_)
L,

The “Position” section of the “Position Hierarchy” window populates with the position(s)
that meet the Office Symbol query criteria.

O Position Hierarchy:

Mame G54 ¥ Primary Yersion Mumber |1

Puosition
Name |BICRGE 003112.C 1 up

Pasition Contral Murmber 009112 Office Symbol |PB
Haolder |Osgood, Linda A Holder Emp # 2261

Person Type Employee Mumber of Subordinates |0
Ohligated Employee Obligated Emp #
Detailed Employee Detailed Emp # %
Tearn Lead Superisor |Meltan, Lawrence A

W Exists In Hierarchy

Subordinates

Position
Contral Number of Halder
Mame Number Office Symbal Subordinates D91 Name Emp #
4 -
4] 3

NOTE: There may be more than one position that meets your selection criteria. You
can use the up and down arrow keys on the computer keyboard to scroll through all
the positions that meet the Office Symbol search.
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Step 4 - To scroll through all the positions that met your Office Symbol query criteria, use
the “down” arrow on your keyboard to move to the next record.

When you hit the last record, a Forms window will appear letting you know that you’re at
the end of the query results.

Farms

fg FRM-40352: Last recard of query retrieved.
i

L] o

Click the “OK” button.

To scroll back up through the positions that met your Office Symbol query criteria, use the
“up” arrow on your keyboard.

Step 5 - To start a new query click in the Position “Name” field,
Fasition

(RO &SP LR NER LB BILS 2

O F[IP Hierarchy:

Page 11



The “Find Positions” window opens.

O Find Positions

Employee Mame |
Emplayee Number
Hiring Status |Active
Position Marme
Joh
Cffice Symhbal (Crg)

Location

Clear | | Find )

Step 6 - Either repeat Steps 1-5 to query another Office Symbol, or move on to the next
Section: “Position Control Number (PCN) Query”. You will begin a “Position Control
Number (PCN) Query” with the “Find Positions” window.
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Position Control Number (PCN) Query

Step 1 - Click in the “Position Name” field

O Find Positions

Employee Mame ‘

Employee Number ‘

Hiring Status ‘Active
Position Mame ” 1
Job |
Office Symbal (Org) |

Location ‘

( Clear Find )

]

The “CHRIS Position Flexfield” window appears.

O CHRIS Position Flexfield

Pasition Title | =
Agency Code/Subelement

FD Murnher |

Sequence Mumber |

Position Contral Murmber |

PCM Indicatar

A s | >

( (] I Cancel J (Cumhinatiuns| [ Clear )I ( Help jl
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Step 2 - Enter a unique Position Control Number and click the “OK” button.

O CHRIS Position Flexfield

Position Title |

Agency Code/Subelement

PD Murnber |

sequence Mumber |

Position Control Number |TIERIE]

PCMN Indicatar

A EREEEREE | 3

()4 [ Cancel )I (Cnmhinatinns| [ Clear )I ( Help )I

Your search criteria populates on the “Find Positions” window.

O Find Positions

Employee Mame i.e.; Smith, John D

Employee Number

Hiring Status | Active

|
|
|
Pasition Mame ....003333.
|
|
|

Jaoh
COffice Symbal (Qrg)

Location

( Clear | Find )
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Step 3 - You're now ready to run your query based on your PCN criteria. Click the “Find”
Find

) button on the “Find Positions” window.

| & Find Positions

Employee Mame i.e.; amith, John D

Employee Numher
Hiring Status  Active
Fosition Mame |....0053355.
Job ||
Office Symhbol (Org)

Location

Clear | | i Q

The “Position” section of the “Position Hierarchy” window populates with the position(s)
that meet the PCN query criteria.

O Position Hierarchy:

Mame G54 W Primary Yersion Mumber |1
Position
WETGE= upervisory | T Spe :514.00C3194.004.0 ﬂ Up
Position Control Mumber 003389 Office Symbol |CIH
Holder |Andrew, Sheldon D Holder Emp # |15651
Person Type |Employee Mumber of Subardinates 10
Obligated Employee Ohligated Emp #
Detailed Employee Detailed Emp #
Tearn Lead Superisor Paige, Cheryl Marie

W Eyists In Hierarchy

Subardinates

Pasition
Control Mumber of Holder
Marne Murnber Office Symbal Subordinates D21 Mame Ernp #

l Contract Specialist. G314 00TEST.O007 0135853, C 013593 CIH ] ﬂ " Mo Holders ™ =
Human Resources Specialist {Information Systemns). GS 003457 CIH 0 ﬂ Angling, Caral A 15333
Hurnan Resources Specialist (Information Systems). GE 006208 CIH 0 ﬂ Baran, Parnela T 25155
Hurnan Resources Specialist (Information Systerns). GE 006537 CIH 0 il Ko, Teri L 15556
Human Resources Specialist (Information Systems). GS 003455 CIH 0 il Lyles, Sharon E K 16592
Human Resources Specialist (Information Systems). GS 0034580 CIH 0 il Rallins, Janette S o734 -

4 e | »

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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O Position Hierarchy:

MName |GSA

Position

TGRS uperisory [T S

5514 .00C3194.008.0

“Yersion Mumber |1

v Brimary

@Up

Position Control Number |003389

Office Symbol | CIH

Holder |™ Mo Holders =

Halder Emp #

Person Type |

Mumber of Subordinates |0

Obligated Employee |

Detailed Employee |

Obligated Emp #
’7

Detailed Emp #

Team Lead |

M Exists In Hierarchy

Subordinates

Mame

Supervisor |F'aige, Cheryl Marie

Pasition
Caontral
Mumber

Murnber of Holder

Office Symbol Subordinates PPN Name

Emp #

J99E9E

1
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Step 4 - To scroll through all the positions that met your PCN query criteria, use the “down”
arrow on your keyboard to move to the next record.

When you hit the last record, a Forms window will appear letting you know that you’re at
the end of the query results.

Farms

fg FRM-40352: Last recard of query retrieved.
i

Click the “OK” button.

To scroll back up through the positions that met your PCN query criteria, use the “up” arrow
on your keyboard.
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Determining if a Position is in the
Position Hierarchy

Step 1- A position is not included in the hierarchy when the - Exists In Higrarehy o is not

u
checked and the " arrow is grayed out.

© Fasition Hierarchy:

Mame (GS5A W Erimary Yersion Number |1
Fosition
NEE S uperdsory T Specialist. GS14.00C3194 0080 9.0 [T Up
Position Control Number (0033339 Office Symbol |CIH
Holder ™ Mo Haolders ™ Holder Emp #
Person Type Number of Subordinates |0
Obligated Employee Ohbligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supervisor

[ Exists In Hierarchy

NOTE: The position will not have a “Team Lead” and/or “Supervisor” designated if it
is not in the hierarchy.
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Identifying the Team Lead
and/or Supervisor

NOTE: Every position must have a designated Supervisor. If the Supervisory
position to which the subordinate position reports is vacant, CHRIS will go up the
Position Hierarchy to find an encumbered Supervisory position and that will be the
name that appears in the “Supervisor” field. When the vacant Supervisory position
is filled, the “Supervisor” field in the subordinate positions will automatically change
to the name of the new incumbent.

Step 1- If the position is in the hierarchy, look at the “Team Lead” and/or “Supervisor” fields
to find who the position reports to.

‘O Position Hierarchy:
Mame GSA ¥ Brimary Wersion Mumber |1
Fosition
Mame |Human Resources Specialist. 5514.3307178.040.003445.C ﬂ Up
Position Control Mumber 003445 Office Symhaol CPEA
Holder |Mulvaney, James L Holder Emp # 24247
Person Type Employee Mumber of Subordinates 0
Obligated Employee Ohligated Emp #
Detailed Employes Detailed Emp #
Team Lead |Letchfard, Donna h Supervisor |Ma|ick, Joseph C
W Exists In Hierarchy

NOTE: If there is no “Team Lead”, the “Team Lead” field will be blank.

O Position Hierarchy:

Mame (G54 V! Primary “ergion Number |1
Paosition
Name |[MEERNRENEEET I ecialist. 5514 3307684004 .003443.C ﬂ Up
Position Control Mumber 003443 Office Symhbaol CPEA
Holder |Letchford, Danna M Holder Emp # [19034
Person Type Employee Mumber of Subordinates |1
Ohbligated Employee Obligated Emp #
Detailed Employee Detailed Emp #
Team Lead I Superisor |Malick, Jogeph C

¥ Exists In Hierarchy
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Looking at a Team Lead/Supervisors
Subordinate Positions in the
Position Hierarchy

Step 1- Query a Team Lead or Supervisor position. To look at the subordinate positions
(encumbered and vacant), use the scroll bar on the right of the Down arrows.

Pasitian
Marne |&sst Com for Facilities Management and Services Program. GS03.X0ES467 .002.0023458.C T up
Position Control Number 002345 Office Symbol  Ph
Holder |Melton, Lawrence A Holder Ermp # B436
Person Type |[Employee Mumber of Subordinates (104
Obligated Employee Ohbligated Emp #
Detailed Employee Detailed Emp #
Tearn Lead Superdisar

v Exists In Hierarchy

Subordinates

Position
Contral Mumber of Detailed Employee
Marne Mumber Office Symbal Subordinates DO Narne Ernp #
specialist. GE03.00M 002010445 C] 010445 P 0 &L =
Supervizory Emergency Management Specialist (COOF 005861 PMBEE 3 2
Supervisory Environmental Program Management Speci 013262 PraaAE 9 2
Supervisory Program Analyst. GS03.000%024.001.00550 005503 P 0 L
Supervisory Program Analyst. GS03.00m3515.001.0063 006372 PMCE 7 L
Unclagsified Set of Duties. GS03.1234567 067 .011475.C 011475 P 0 ¥ | |Osgood, Linda A 2261 -
1] 4

NOTE: You should notice on this example that the “Supervisor” field is blank. In
this situation it’s appropriate, as the PBS Commissioner position is vacant and
reports to the GSA Administrator (top of the hierarchy) position, which is also
vacant.

As you scroll down through the list of “Subordinates”, you can see all the encumbered and
vacant authorized positions that report to the queried Team Lead/Supervisor.

Paosition
Name |Asst Com for Facilities Management and Services Program, G503 X0ES467 .002.002345.C 13 Up
Position Control Mumber 002343 Office Syrmbal [P
Holder Melton, Lawrence A Holder Emp # 5435
Person Type Employee Number of Subordinates (104
Ohligated Employee Ohbligated Emp #
Detailed Employes Detailed Emp #
Team Lead Supervisar

¥ Exists In Hierarchy
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Subordinates

Position
%Cuntrol Mumber of Holder
Mame Mumber Office Symbal Subordinates DO Name Emp #
Building Operations and Security Officer. G503.00M351¢ 003405 PME 0 ﬂ Therrien, Michael J 7920 =
Chief of Staff. G303.00M3250.005.009112.C 008112 PE 0 ﬂ Osgood, Linda A 2261
Child Care Program hanager. GS03.00M2723.001.0024¢ 002422 PrACA, 2 ﬂ Themelis, Elizabeth T 2335
Child Care Program Manager. GS03.00M2723.002.0024¢ 002422 PrACA, 10 ﬂ Shapira, Stefania Ania (An|14541
Energy Managernent Officer. 5303.00W2757.001.000700 000702 Praal, 25 il Ewing, Mark % 3335
l Energy Managerment Officer, 5303.00W2757.002.00070; 000702 PraaL, ] il Brown, Sugar D 26575 -
[ [Prog iali 0 12.010445 C 010445 Ph 0 W analouei, Nasreen E 0488 &
Superdisory Emergency Management Specialist (COOF 005561 FMEE 3 ﬂ Watking, Wyndell C 5213
Superdsory Ervironmental Program Management Speci 013262 FPrAB ] il Marciniak, Christopher J 20529
Superdsory Program Analyst. GS03.000V024.001.0055( 005503 P 0 il Whiteman, Aimee L 23934
Superdsory Program Analyst. G303.00m3515.001.0063 00637 2 PMCE 7 il Caolella, Keith i 1165
Unclassified Set of Duties. G503.1234567 067 .011475.C 011475 Fhd 0 il ** Mo Holders = -
4] 4

Step 2 - To determine if there are subordinate Supervisors and/or Team Leads, refer to the
“‘Number of Subordinates” column.

Subordinates

Pasition
b

Caontrol Number af Holder
Mumber Office Symbol Subordinates 09N Name Ermnp #
¢ C 010445 P (] il Analouei, Masreen E 20488 =

Superisory Emergency Management Specialist (COOF 003361 FMBE 3 ﬂ Watking, Wyndell G 8213
Superisory Environmental Program Management Speci 013262 PMAB 5 il Wlarciniak, Christopher J 20529
Superdsory Program Analyst. 5303.000%024.001.00550 002203 P 0 il Whiteman, Airmee L 23934
Supendsory Program Analyst. G303.00k3515.001 0063 006372 PRCE 7 ﬂ Colella, Keith hd 1165
Unclassified Set of Duties. GS03.1234567.067.011475.C 011475 F 0 il ** Mo Holders = -

NOTE: If any subordinate has a number other than zero (0), that means that they are
a Supervisor or Team Lead and have staff reporting to them.

Step 3 - Click the “Down” arrow next to “Holder” (i.e., Colella, Keith M).

Subordinates

Pasition
Contral Mumber of Holder
Mame MNumber Office Symbal Subordinates D71 Name Ermp #

' Praograrm S ( 010445 [=1¥] ] ﬂ Analousi, Masreen E 20488 =
Superisory Emergency Management Specialist (COOFR 005561 FMEB 3 ﬂ Watking, Wyndell C 9213
Superisary Environrmental Program Management Speci 013262 PrAE o ﬂ Warciniak, Christopher J 20529
Superisory Program Analyst. G503.000%024.001.00550 005503 P 0 ﬂ Whiterman, Aimes L 23934
Superisory Program Analyst. G503.00M3515.001.0053 005372 PMCE 7 [vaoIeIIa, Keith I TEBS
Unclassified Set of Duties. GE03.1234567 067 .011475.C 011475 P 0 Mo Holders ™ -
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You can see the subordinate position(s) to “Colella, Keith M”.

Posgition
Mame
Pasgition Control Murnber
Haolder
Person Type
Obligated Ermployes
Detailed Employee

Team Lead

Superisory Program Analyst. 5503.00m3815.001.006372.C

00372
Colella, Keith b
Employes

¥ Exists In Hierarchy

Subordinates

Office Symbol  PMCE
Holder Emp # (1165

Number of Subordinates 7

Obligated Ermp #

Detailed Ernp #

Superisor |Melton, Lawrence A

Paosition

Contral Murnber of Holder
Name Number Office Symbol Subordinates DO Name Emp #

. IE] (002525 [PmCcE b [¥][zcavo, Steven J [15813

[Program Analyst GS03 00C Y016 006 ODREES C D0Bass [PMCE 0 [8][Rodgers, Courtney 5 [23678
|Program Analyst GS03.00C Y016 007.006886.C (e [PMCE i [ [znider, Adam & (23681
Program Analyst GS03.00M3240 021 003768.C [oo37es [PMC i [ [Robinson, knadiah F[18958
Program Analyst GS03.00M3774.002.002671.C 002671 [PMCD i [ [Eogys, Lester T (24245
|Program Analyst GS03.00M3869.001.002375.C 002375 [PMCE 0 [ [Kinney, Michael & [17712
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Identifying Positions that are “Obligated To” an
Employee on a Temporary Promotion, or
Positions that are encumbered by a “Detailee”

Step 1 — To see if someone is “Obligated To” or “Detailed To” a position that shows “No
Holder”, click once on the right side of the slide bar at the bottom of the “Holder” fields (i.e.,
Name and Emp #).

Subardinates
Position

Cantral Murmhber of Holder

Mame Nurmber Office Symbal Subordinates PO Name Emp #
l Program S 3.00 002.010445.C 010445 P ] il Analouei, Masreen E 20488

Superisory Emergency Management Specialist (COOF 0058561 PMEB 3 ﬁ Watking, Wyndell 5213

Supemisory Ervironmental Prograrm Managernent Speci|013262 PAR = ﬂ Warciniak, Christopher 1 20529

Superisory Program Analyst. GS03.000%024.001.00550 005503 F i 0 il Whiternan, Aimee L 23934

Superisory Program Analyst. GS03.00k3515.001 0063 006372 FMCE 7 il Colella, Keith fl 1165

Unclassified Set of Duties. GS03.1234567 067 011475.C 011475 Fht 0

il * Mo Holders =

1] »

| K

With the first click on the slide bar the “Obligated Employee” area appears.

Subordinates

Position
Cantral Murnber of Obligated Employee
Mame Mumber Office Symbol Subardinates P2 Name Ernp #
l Program Specialis 3 002.010445.C 010445 P ] il =
Supenisory Emergency Management Specialist (COOF 0058851 PIMBE 3 ﬂ
Superdsary Environrmental Program Management Speci 013252 PrAB o il
Supendsory Program Analyst. GS03.000%024.001. 00550 005503 Phd 0 ﬂ
Superdgory Program Analyst. GS03.00M35515.001.00683 006372 PMCE 7 ﬂ
Unclassified Set of Duties. G203, 1234567 .067.011475.C 011475 P 0 il -

NOTE: If a position is obligated to an employee who is on a Temporary Promotion,
the employees Name and Emp # will appear across from the associated position.
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Step 2 - Click once again on the right side of the slide bar at the bottom of the “Obligated
Employee” fields (i.e., Name and Emp #). With the second click on the slide bar the
“Detailed Employee” area appears.

Subordinates

Pusition
Cantrol Mumber of Detailed Ermployee

Mame Mumber Office Symbol Subordinates DN Name Emp #

> 002.010445. CJIGTTTPS P ] ¥
Supervisory Emergency Management Specialist (COOF 005561 FMEE 3 il
Supervisory Environmental Program Management Speci 013262 PMAB o i‘
Supervisory Program Analyst. GS03.000%024.001.00550 005503 P ] il
Supervisory Program Analyst. GS03.00mM3515.001.0063 006372 PMCE 7 il
Unclagsified Set of Duties. GE03. 1234567 067 .011475.C 011475 P 0 il Osgood, Linda A 2261

NOTE: If an employee is Detailed to the position, the employees Name and Emp #
will appear across from the associated position.
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Moving Up and Down the
Position Hierarchy

Step 1- To look at the position that a position reports to in the hierarchy, click the “Up”
| up arrow.

Pasition
Mame |Unclassified Set of Duties. G503.1234567 067 011475.C % Up
Position Control Mumber 011475 Office Symbol P
Holder ™ Mo Halders ** Holder Emp #
Person Type Mumber of Subordinates |0
Ohligated Employee Ohligated Emp #
Detailed Employee Dsgood, Linda A Cetailed Emp # 2261
Team Lead Superisor  Meltan, Lawrence A
v Exists In Hierarchy
The “Position” area populates with the supervisor/team lead position.
Position
Mame |Asst Com for Facilities Management and Services Program. G303 X0ES467.002.0023458.C % Up
Position Control Mumber 002345 Office Symbol P
Holder |Meltan, Lawrence A Holder Emp # 6436
Person Type |Employee MNumber of Subordinates 104
Ohbligated Employes Ohbligated Emp #
Detailed Ermplayes Detailed Emp #
Tearm Lead Supernisar
¥ Exists In Hierarchy
Subardinates
Position
Control Mumber of Detailed Employee
Mame Murmher Office Symhbol Subardinates POM Name Emp #
Program Specialist. GS03.00M3232.002.010445.C 010445 Prd ] i‘ =
Superdsory Emergency Management Specialist (COOF 003361 FMBE 3 ﬂ
Supervisory Emvironmental Program Managerment Speci 013262 FPrasE =3 ﬂ
Superisory Program Analyst. GS03.000%024.001 00550 Q05503 P I} ﬂ
Superisory Program Analyst. G503 003515001 0053 Q06372 PMCE 7 il
| Lncl B ] P 0 il Csgood, Linda A 2261 -

NOTE: You can click the “Up” ll Y button until you get to the top of the hierarchy.
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Step 2 - To get back to the subordinate position, use the scroll bar to the right of the Down
arrows and find the Employee/Vacant position.

Subordinates

Position
Contral Murnber of Detailed Emplayee
Mame Murnhber Office Symbol Subordinates D™ Name Emp #
Program Specialist. GS03.00W3232.002.010445.C 010445 P 0 ﬂ =
Superdsory Emergency Management Specialist (COOF 005361 PMEB 3 ﬂ
Superisory Environmental Program Management Speci 013262 PMAB & ﬂ
Supervisory Program Analyst. G303.000%024.001.00550 005503 P 0 ﬂ %
Supervisary Program Analyst. G503.00M3815.001.0083 006372 PMCE 7 ﬂ 5
l Unic| ed Set of Duties 67011475, () ANEY P (] ﬂ Osgood, Linda A 2261 -~
4] »

In this example the “Detailed Employee” (Osgood, Linda A) appears in the subordinate window
list.

N
Step 3 - Click the “Down” arrow next to “Detailed Employee” (Osgood, Linda A).

Subordinates

Position )
Cortral Murnker of Detailed Employee
Mame Murnher Office Symbal Subardinates D™ pame Emp #
Program Specialist. G503.00W3232.002.010445.C 010445 P 0 ﬂ =
Superisory Emergency Management Specialist (COOF 005861 FPMEE 3 il
Superdsory Environmental Program Management Speci|013262 FrAE 5 ﬂ
Superisory Program Analyst. G503.000Y024.001.00550 005503 P 0 il
Supervisory Prograrm Analyst. GS03.00M3815.001 0053 005372 PMCE 7 ﬂ
l IUnclazsified Set of Duties 067.011475. CRUARF: ¥ P 0 Osgood, Linda A 2261 -
| 3
Dweny
The “Position” area populates with the original queried position.
Faositian
MName |Unclassified Set of Duties. GE03.1234567 067 011475.C ﬂ Up
Position Contral Mumber (011475 Office Symbal  FPhi
Holder ™ Mo Halders ™ Holder Emp #
Persan Type Mumber of Subordinates |0
Ohligated Employee Obligated Emp #
Detailed Employes (Dsgoad, Linda A Detailed Emp # 2261
Tearn Lead Superisor |Welton, Lawrence A

¥ Exists In Hierarchy
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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.

archy: 11-JUL-2012

Mame GSA W Erimary [ ]
Yersion

Diate From  01-JARN-1599
Date Ta

Number |1

Pasition
Name |Lead Human Resources Specialist. G514.33076584.004.003734.C
Office Symbol |[CPEA

Holder |Letchford, Donna bd Employee Number 12034
Person Type Employee Murnber of Subordinates |1 1‘ Up
Team Lead Superigor Malick, Joseph C

W Exists In Hierarchy
Subordinates

Holders Mumber of
Name Office Symbol Name Murnber Subardinates Diawin
l Human Resource jek| CPEA fulvaney, James L 24247 0 il =
4
+
4
45

It will return you to the “Navigator” window.

A¥ Mavigator AT Super User

Functions | Documents

Position:Hierarchy

Hierarchy

- Position Top Ten List
Eliminate

Hierarchy

Ohligation ﬂ
Customizahble Waorkflow Inbox

+ Processes and Reports

o [
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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 SOWWMT Super User

Functions | Documents

Fosition:Hierarchy

Hierarchy

- Positian Tap Ten List

Eliminate

o |
E Obligation El

Customizable Waorkflow Inbox

+ Processes and Reports
\'_I

[o0 %

A “Caution” window will appear.

O Caution

& Exit Oracle Applications?

(Cox | |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

Page 29



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 i |m]|
o, S

-
(L SN |g, https:,l',l'hrtest.hr.gsa.gov:4445,I'Forms,l'Frmservlet?&look.ﬁ.ndFeel=ORPj % |‘f|| P | In_f Live Search |P Clo

File Edit View Favorites Tools Help
<7 Favarites |'{.5 7] BLOHA . GSA Chatter & | ICHRIS | APPSDEA @ APPSDEW € APPSPRI 4 | ARPSTST £ | CHRISTST 4 | CLIENTST
& - - [ @ + Page -~ Safety ~ Tools = @v

»

@ Oracle Applications R12 | |

/8y IMPORTANT: Da 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 safely
at any time and may be closed once all work 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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Glossary of Terms:
Workforce Management Tool (WMT)

Position Control Number (PCN)

The position control number (PCN) is 6 digits long, and is a unique ID for an approved FTE
(Full-Time Employee). Each GSA employee has an employee ID which doesn’t change.
Think of the PCN as the FTE ID.

Position Control Number Indicator (PCN Indicator)
There are 4 options for the position control number indicator; C, D, G, and R. Below is a brief
description for each option:

C, Current, represents the primary position.

D, Dual Occupancy, represents a 2nd employee sitting on the same position. A dual
occupancy would typically be used during a time in which knowledge required for a position is
being transferred from one employee to another for the purpose of succession planning .
When the primary (C) leaves the position, the "D" automatically becomes the "C".

G, Career Ladder, represents an increase in the position's valid grade. In other words, this
indicator should be used for a career ladder promotion working towards or reaching the
position's full performance level. Once the employee is placed on a PCN Indicator “G”, it
becomes the primary position “C”.

R, Reclassification, represents the reclassification of the position. If a position undergoes

changes the R is created, the employee is placed on the “R”, which then makes it the new
primary “C”.
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Description of Position Hierarchy Data ltems:

O Position Hierarchy:

Mame |GSA ¥ Prirnary [ ]
“arsion
Date Fram 01-JAN-1559
MNumber |1
Date To
Position
L N ETO I = upervisory 1T Specialist. G514 .000:3184.004 00367 4. C
2 Office Symbol CIH
3. Holder |Andrew, Sheldon D 4. Employee Number |15651
5. Person Type [Employee 6. Mumber of Subordinates |18 ﬂ Up 11.
7. Team Lead 8. Supervisar |Paige, Cheryl Marie

9. W Egists In Hierarchy
Subordinates

Holders MNurnber of
Mame Office Symbol Mame Mumber Subordinates Dawin
10. l Contract Specialist. 3514.00TEE|CIH ** Mo Holders * 0 ﬂ =
Hurnan Resources Assistant. GZ|CIH ** Mo Holders = 0 ﬂ
Human Resources Specialist (In | CIH Lyles, Sharan E K 16592 0 ﬂ
Human Resources Specialist (In | CIH Anglin, Caral A 15333 2 ﬂ 12.
Hurnan Resources Specialist (In'|CIH Baran, Pamela T 25155 3 ﬂ -

1) Name

This field displays the position title, agency sub-element code, Position Description #,
Sequence #, Position Control Number, and Position Control Number Indicator, in that
respective order.

2) Office Symbol
This field displays the Office Symbol associated with the Position in the “Name” field.

3) Holder
This is the employee name for the holder of the position displayed in #1. If the position is
vacant then it will read as **No Holders**.

4) Employee Number
This is the CHRIS Employee Number of the holder (#2).

5) Person Type
This will tell you if the person is an employee, ex-employee or contractor.

6) Number of Subordinates
Displays the number of subordinate positions under the position displayed in #1.

7) Team Lead
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If the position is assigned to a team lead, the team lead’s name will display.

8) Supervisor
Displays the name of the supervisor for the position displayed in #1.

9) Exists in Hierarchy

If it is checked, then the position exists in the hierarchy. If it isn’t checked, then it doesn’t exist
in the hierarchy. To place the position in the hierarchy, it must report to a position that is
already in the hierarchy.

10) Subordinates Name, Office Symbol, Holder Name, Holder Number, Number of
Subordinates
Correlates to #s 1, 2, 3, 4, and 6 above, but for the subordinate position.

11) Up arrow

Select this icon to move up 1 level in the hierarchy. In the screenshot, if the user selected the
up arrow then Cheryl Paige would show as the holder (#3) and then Sheldon Andrew would
appear as a subordinate (#10)

12) Down Arrow

Select this icon to move down 1 level in the hierarchy, which will populate fields 1-8 with data
pertaining to the subordinate position that you choose. If the position is a subordinate Team
Lead or Supervisor, field 10 will populate with that positions subordinate positions.
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