Purging a Position
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 purge an unencumbered vacant position.
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Navigate to the Position Screen

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

Step 2 — From Navigator window, click on the “??? (HR or HR IG or HR CPC) WMT
Super User” responsibility, then click on “Update, Copy or Eliminate” under Position.

Position
& Update, Copy or Eliminate
& Hierarchy

OR

click on the “??? HRO WMT Super User” responsibility, then click on “Update, Copy or
Eliminate” under Position.

Position

= update, Copy or Eliginate
@ Hierarchy r{b_
[ Obligation

click on the “??? WMT Federal Personnelist” responsibility, then click on “Create,
Update, Delete” under Work Structures : Position.

Work Structures : Position
& Create, Update, Del*ﬁ
@ Hierarchy
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The “Find Position” window opens.

3 Find Positions

Employee Name |

Employee Mumber |

Hiring Status |A|:tive

Position Mame |

Job |

Office Syrmbol (Drg) |
|

Location

Clear Find
( )

Page 4



Position Control Number (PCN) Query

Step 1 - Click in the “Position Name” field

O Find Positions

Emplayee Mame |

Employee Mumhber |

Hiring Status |f'3u::tixre

Fosition Name || i
Job |
Office Symbal (Org) |

Location |

[ Clear Find

The “CHRIS Position Flexfield” window appears.

O CHRIS Position Flexfield

Pasition Title | =
Agency Code/Subelement

FD Murnhber |

Sequence Mumher |

Fosition Contral Mumber |

PCM Indicator

4 | eeeeeee | b

( [ | Cancel JI (Cnmbinatinns| | Clear ),I Help
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Step 2 - Enter a unique Position Control Number and click the “OK” button.

button.

O CHREIS Position Flexfield

Position Title |

Agency CodefSubelement

PD Mumher |

sequence Mumber |

Position Control Number | TTEXRR

PCM Indicator

. e | v

I QK[ I | Cancel JI (Cnmhinatinns| | lear J Help

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

O Find Fositions

Name |..013415.
Type || |_ Hiting Status  |Active
Job |
Organization |
Location |
[ Clear | L Mew 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.

O Find Fosstions

Marme 03415
Type | - Hinng Status  |Active
Job
Organization
Location

= |

The “Position” window populates based on your PCN query.

© Pasition

Mame |Contract Specialist. GE30.770X028.007.013415.C

Open Under Review Approved Future Actions
Position Details | Hiring Infarmation Wwark Terms Additional Detall Budgets
Start Date
Date Effective Mame |Contract Specialist. GE30.770X028.007.013415.C
Type |Sing|e Incurnbent ¥ Permanent Seazonal

Organization & Job

Organization |AQTFADEI Proposed End Date
Job |1102.Contracting Praposed End Date

Hiring Status

Status  Active Start Date  |01-JUL-2012 Proposed End Date

Lacation 482450433 Status |Invalid
Eftective Dates
From |D1-JUL-2012 To Further Info [r ]

( Yalidate(Z) | I COceupancy | [ Extra Infarmation | [ Repoarting Ta ‘ [ Others... J
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Purging a Position
Step 1 - Click the Delete Icon on the tool Bar:

File Edit “iew Folder Tools Window Help

&
HYO G oSS P RADDHER LEDPS EES?

3 Position

Step 2 - A “Decision” Window will appear asking if you really want to delete this record.

Click the “Yes”

button.

O Decision

@ Do you really want to delete this record?

If =0, when you have answered any further messages about
this ‘Delete’, yvou should press "Sawe' to commit your
'Delete’ and any ather pending transactions.

] r
T T

Step 3 - The “Choose an option” window opens. Click the “Purge” ( Burge J

button to completely remove the Position from the system.

( Purge JI Completely remaove fram the database
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Step 4 - A “Caution” window opens with information on what happens once the position is

purged from the system. Click the “OK” button.

E -

Wwhen you delete this position, the system will automatically
delete extra information types associated with the position.
After you save these changes, you cannot undo this action.
Do you wish to continue?

]24 Qanceljl

File Edit “iew Fol Tools Window Help

1 @ s 8 g P oL

Step 5 - Click “Save” & icon: =

In the lower left-hand corner, you will see a message to confirm the transaction has
completed.

FRM-40400: Transaction complete: 1 records applied and saved.

Please note: You cannot “Purge” a position that is currently encumbered or
previously encumbered.
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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 M = E"!‘
Mame |Supewisnry IT Specialist. G514.00C3194.004.003674.C
Open Under Review Approved Future Actions
Position Details | Hiring Infarmation Wwark Terms Additional Detail Budgets
Start Date | EYEANJEBNNTE
Date Effective Narme |Super\tisory IT Specialist. GZ14.00C3194.004.003674.C
Type |Sing|e Incumbent M Perrmanent [1Zeasanal
Organization & Joh

It will return you to the “Navigator” window.

A% Mavigatar - G RCOWWHT Personnelist (Read Gnly)

Functions | Documents

Position:View

ey

Ermployee Top Ten List
- Position

+|
E Hierarchy E

Custormizable Woaorkflow 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 [ gvigator - GSA HRO WMT Personnelist (Read Only)

Functions | Documents

Employee

Emplayee

Top Ten List

+ Puosition

@ Customizable Workflow Inbox
(=] £

button.

& Cautian

::‘: Exit Oracle Applications?

____r_:__:u_[f-_g% |Qancel)l
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The “Navigator” window will close.

7 Oracle Applications R12 - Windows Internek Explorer provided by General Services Administration (=14 =1=1x|
e I -
6@' [ vetps:jirest . gsa. gawsaasioa i on {7\ =[] hetpsifjhvtest b gse.govi 44465 formsFrnssrletidookandresk-ora 2] b |[#2 ][ | [R Lve Seareh |2]-] (2]
File Edt View Favorites Tools Help

File Edit View Favorites Tools  Help

N . »
<7 Faverkes |55 (] AloHA . GoA Chatter ) iCHRIS | Uy Favorites | s [ ALOHA __ GSA chatter £ ICHRIS | APPSDEA 2 APPSDEY & | APPSPRI @ APPSTST & CHRISTST & CLIENTST | s0pF € webex

{& Oracle Appiications Hame Page < [ fmi v Page+ Safety - Todk - @r

(& oracle Applications R12 | |

ge ~ Safety ~ Tools - @@+

E-Business Suite

In As SHELDONDANDREW

Oracle Applications Home Page

3 bn)
W Organization

[3 ALD Federal HR Manager
[ ALD HR Professional Self-Service

0}

[3 ALD WMT Federal Personnelist
% ALD WMT Personnelist (Read Only) /i IMPORTANT: Do not dose this window

Application Diagnostics —
Eal 'éHRMI;agg:tEn‘la ot L

Sy inmediately, losing any Lnsaved data, This window may be minimized safely ltiom

ExIm Federal HR Manager
% :i: E;d::sg'szg:;?;e‘;_swme el s e oo e i
[ GSA APPAS Administrator ohelete?

3 GSA cHCo Employee skills Inventory

[3 GSA CHCO Manager Skills Inventory

[ GSA CHRIS Control

[-1 GSA CPC Federal Personnelist 6S01AX0EX00000
] GSA CPC WMT Federal Personnelist
T e bone T Msamwee o~ [Ruos ~
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Step 4 — To close the remaining Oracle windows, click on the “x” in the upper
right corner of each window.

/2 pracle applications R12 - Windows Internet Explorer provided by General Seryices Administration =]
e N _

P
| A |g https:,l',l'hrtest.hr.gsa.gov:4445,|'F0rms,l'frmservlet?&looknndFeeI=0R.ﬂj % |ﬁ| |£| Il_f Live Search |P clo

Fle Edit “iew Favorites Toals Help
{3 Favarites | ‘{.:"5 ﬁ ALOHA . G54 Chatter & CHRIS £ APPSDBA £ APPSDEY & APPSPRI £ APPSTST @ CHRISTST & CLIENTST
@ = Y gé; v Page - Safety ~ Tools » @v

»

@ Oracle Applications R12 | |

|+

/& IMPORTANT: Do not close this window
Closing this window will cause Oracle Forms-based applications to close
immediately, losing any unsawed data. This window may be minimized safely
at any time and may 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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