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Navigating to the Position Screen

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

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

Position
Vi
Higzrch*,-'

A “Decision” window appears.

O Decision

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

Step 3 - You have to make a decision.

Do you want to stay on the date shown in the “Decision” window, which is normally the
system date (current date), or do you want to date track to a past or future date?

NOTE: See “Date Information and Date Tracking” User Guide.

Page 2


http://www.gsa.gov/CHRIS

Step 4 - To stay on the current date, click the “No” li o button.

O Decision

@ Your current effective date i1s 19-JUN-2012. Do you want to
change itY

L] .

The “Find Positions” window opens.

O Find Positions

Mame

Type Hiring Status |Active

|
|
Job |
|
|

Crganization

Location

Clear ( [ ey Find )
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Querying a Position

Position Query by Position Control Number (PCN)

Step 1 - Click in the “Name” field.

O Find Positions

Mame

Type Hiring Status | Active

|
|
Job |
|
|

Crganization

Location

Clear ( = Find )

The “CHRIS Position Flexfield” window opens.

O CHRIS Position Flexfield

Pasition Title | -
Agency CodefSubelement

PO Mumber |

Sequence Mumber |

Fosition Contral Murmber |

PCM Indicator

L | 3

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

" . . 0K
position you want to view, and then click the “OK” button.

NOTE: You can find a position’s PCN by querying the “Hierarchy” screen and using
specific search criteria to narrow down the query output. Refer to the “User Guide -
Position Hierarchy Navigation” for more details.

O CHRIS Position Flexdfield

Puosition Title

Agency Code/Subelement

PO Mumber

Seguence Mumher
Position Cantral Mumber

| FCM Indicator
A e | 3

0] Cancel ).I Combinations Clear ).I Help )J

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

S Find Positions

Mame |....003674.
Type Hiring Status  |Active
Joh

Crganization

Location

Clear [ ey | | Find )
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Find

Step 3 - Click the “Find” ) button.

O Find Positions

Marme |[....003674

Type

|

| Hiting Statug  |Active
Job |

|

|

Crganization

Location

C Clear O Mew Find %_)

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

O Pasitian

Mame |Super\risury IT Specialist. G514.00C3194.004.003674.C

Open Under Review Approved Future Actions
Pasition Details | Hiring Information Woark Terms Additional Detail Budigets
Start Date
Date Effective Mame |Super\risnry [T Specialist. G514.00C3194.004.003674.C
Type |Single Incumbent W Permanent [ Seasanal

Organization & Job

Crrganization |ACIH-1 Proposed End Date

Johb |221D.Informatiun Technology Managerment Proposed End Date

Hiring Status

Status  |Active Start Date 01-JUN-2005 Proposed End Date

Location 294120095 Status Walid
Effective Dates
From |DB-JUN-2010 To Further Info [ r ]

( “alidate(Z) ‘ [ Occupancy | I Extra Infarmation J
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Navigating the Position Screens

Position Occupancy

Step 1 - To see if the position is occupied, and if so who occupies it, click on the

Clccupancy

“Occupancy” | button.

O Position

Mame Supenisory T Specialist. G314 0003194 004 003574.C

Dpen Under Review Approved Future Actions
Pasition Details | Hiring Informatian Wark Terms Additional Detail Budgets
Start Date | IEISIEEENNE

Date Effective Mame |Supervisory IT Specialist. 5514.00C3194.004.003674.C

Type Single Incumbent ¥ Permanent [ Seazonal
Organization & Job

Organization ACIH-1 Proposed End Date
Job 2210 Information Technology Management Proposed End Date
Hiring Status
Status | Active Start Date |01-JUN-2008 Proposed End Date
Location (294120095 Status Walid

Effective Dates

From |0B-JUN-2010 To Further Info [l ]

“alidate(Z) ‘ Occupancy %J Extra Information J

If the position is occupied, the occupants Full Name, Applicant Number and Employee
Number appear.

S Pasition Occupancy(Supervisary [T Specialist.5514.00C3194.004.003674.C)
2|
Full Mame Applicant Number Employee Mumber Contingent YWarker Mumber
[ fandrew, 5 1394 16651 g
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Step 2 - To close the “Position Occupancy” window, click on the = in the upper right
hand corner of the window.

O Position Occupant Jperisory IT S i14.00C3194.004.0036
El

|Fu|| Mame ||App|icant Mumber ||Emp|nyee Mumber ||Cuntingent Warker Number

|

l Andre

1394 15851 |

It returns you to the “Position” window.

© Position

Marne |Supenrisory IT Specialist. 514.00C3194 004 00367 4.C
Open Under Review Approved Future Actions

Position Details | Hiring Information Wark Terms Additional Detail Budgets

Start Date -.
Date Effective Mame |Super\risury IT Specialist. 3514.00C3194 004.003674.C

Type |Sing|e Incumbent M Perrnanent [ 1Seasonal

Organization & Job

Crganization |AC|H-'| Froposed End Date

Jaob |221D.Infnrmation Technology Management Proposed End Date

Hiring Status

Status W Start Date |01-JUN-2005 Proposed End Date ’7
Location 294120035 Status Vald
Effective Dates
Fram |05-JUN-2010 Ta Further Info [ |_ ]

( “alidate(Z) ‘ [ Occupancy ‘ [ Extra Infarmatian /I
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Position Attributes

Step 1 - To see the position attributes, click on the “Extra Information”

Extra Information JI button

O Position

lame |Super\risury IT Specialist. GS14.00C3194.004.003674.C

Open Under Review Approved Future Actions
Position Details | Hiring Information YWark Terrms Additional Detail Budgets
Start Date
Date Effective MName |Super\risory [T Specialist. G514.00C3194.004.003674.C
Type |Sing|e Incurnbent M Permanent [ISeasonal

Organization & Joh

Organization |AC|H-'| Proposed End Date

Joh |221D.Infarmati0n Technology Management Proposed End Date

Hiring Status

Status  Active Start Date |01-JUN-2008 Froposed End Date

Location |294120095 Status [Vald
Effective Dates
From |06-JUN-2010 T Further Info (M

( “Walidate(Z) ‘ [ Occupancy ‘ I Extra Informatinn%

The “Extra Position Information” window opens.

3 Extra Fosition Informatior a]=] v s cialis 4. 94.004.00

. |CHRIS WhT Position Contractars

- |CHRIS WWhAT FPosition Desired Certifications

- |CHRIS WhAT Fosition Fair Act Information —
- |CHRIS WRAT FPosition Funding Information

- |CHRIS WWhAT FPosition Other Reguirements

. |CHRIS WWhAT Fosition Reguired Certifications

- |US Federal EDFP/HDF Hazard Type -
Dietails
[[1.01352 [ 1

i “alidatelZ)

J
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Step 2 - To see the position attributes associated with each of the “Extra Position
Information Types” (i.e., CHRIS Position Information, CHRIS Telework Eligibility, CHRIS
WMT Position Contractors, etc.), click in the “Type” you have an interest in viewing.

_ Type

|

|CHRIS Faosition Infarmation
. |I3HRIS Telework Eligibility
. |CHRIS WIT Paosition Caontractors
. |CHRIS WhAT Position Desired Certifications
. |CHRIS WAT Position Fair Act Infarmation =
l CHRIS WhAT Position Funding Infarmation

The “Extra Position Information” window, specific to the “Extra Position Information
Type” selected (i.e., CHRIS WMT Position Funding Information) opens.

O Extra Position Infarmatian

EETELMET R Federal Employee

Funding Status |Funded

Funding Available Date

Fosition Ceiling Type [Authorized within Ceiling
Full Time Equivalent 1.0
Back Fill No

Back Fill Comment

Contract Marme

Contract Mumber

Annual Contract Cost

Contract Man-year Equivalent 0.0

( e |Qan|::eIJI (Clear (Help |
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. o]t
Step 3 - To close the “Extra Position Information” window, click the “OK” C

O Extra Position Information

Person Type

Funding Status
Funding Awvailable Date
Fosition Ceiling Type
Full Time Equivalent
Back Fill

Back Fill Comment
Contract Mame
Cantract Mumber
Annual Contract Cost

Contract Man-year Equivalent

Federal Employee

Funded

Authorized within Ceiling
1.0

Ho

( QH% |Qan|::eIJl (Clear (Help |

button.

The “Extra Position Information” window closes and you’re returned to the “Extra
Position Information Type” window.

3 Extra Position Information{Supervisary IT Specialist. G514.00C3194.004 00367 4.C)

~ Type

|CHRIS Puosition Infarmation

. |CHRIS Teleweark Eligihility

. |CHRIS WhiT Position Contractors

. |CHRIS WhiT Position Desired Certifications

. |CHRIS WhAT Position Fair Act Information

| CHRIS WMT Pasition Funding Informatian

. |CHRIS WhT Position Other Requirements

. |CHRIS WT Position Required Cerifications

. |US Federal EDP/HDP Hazard Type
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Step 4 - To view the position attributes associated with each of the “Extra Position
Information Types”, repeat steps 1 to 3.
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Closing the Position Window
and Logging Out of CHRIS

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

O Position 10| !i
Marme |Supewisnry IT Specialist. G314.00C3194.004 003674.C

Dpen Under Review Approved Future Actions

Pasition Details | Hiring Information YWark Terms Additional Detail Budgets

Start Date mm

Date Effective Mame |Supentisnr},r [T Specialist. G314.00C3194.004.003674.C

Type |Sing|e Incurmbent V¥ Permanent [ Seazonal

Organization & Jab

It will return you to the “Navigator” window.

A¥ Mavigator - GSA HROWWT Personnelist (Read Onlyd

Functions | Documents

FPosition:Wiew

ey

Employes Top Ten List
- Paosition

[#]
E H|erar_ch3t ﬂ
Customizable Workflow Inbox
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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 havigator - GSA HRO WMT Personnelist (Read Only)

Functions | Documents

Employee
Employee
Top Ten List

+ Paosition

E Customizahle Workflow Inhox
[=] £

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 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 Admi i o | |
W, il | [Be
‘.{:‘Jr \'\-—_;.‘ 52 Iﬁ, https:,l’,l’hrtest.hr.gsa.go\-':4445,|’f0rms,|’FrmservIet?&Jookﬁ.ndFeeI=ORPj ﬁ |"_?||£| Il_’l" Live Search |P o
File Edit ‘iew Favorites Tools  Help
>

{:f Fawvorites | ‘1’;‘3 E ALOHA - GSA Chatker & | ICHRIS £ | APPSDEA £ | APPSDEY & | APPSPRI £ APPSTST @ | CHRISTST & | CLIEMTST

@Oracle Applications R12 | | & - = [ @ ~ Page ~ Safety = Tools = @v

|»

/% IMPORTANT: Do not close this window
Clasing this window will cause Oracle Forms-based applications to close
immediately, losing any unsaved data. This window may be minimized safely
at any time and mav be closed once all wark in Oracle Forms-based applications

is complete,

Step 5 — Click “Logout” to logout of CHRIS.

E-Business Suite

Logout Preferences Help
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