Updating the Position Hierarchy
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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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

@ Hierarghy

=] omigé\fﬁn

OR

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

Position
[ Eliminate

& Hierarghy
= 0h|ig§{ i
OR

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

Position

[E Update, Copy or Eliminate

@ Hiera rih-.-'

OR

click on the “??? WMT Federal Personnelist” responsibility, then click on “Hierarchy”
under Work Structures : Position

Work Structures : Position
@ Create, Update, Delete

= Hierarjfﬁw
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The “Find Position” window opens.

(S}

Employee MName
Employee Number
Hiring Status
Pasition Mame

Joh

Office Symbaol (Org)

Location

Active

Clear

| Find ]
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Querying a Vacant Position

The following steps cover the process of moving a vacant position from under one
supervisory position to another supervisory position across the position hierarchy. For
steps to move an encumbered position from under one supervisory position to another
supervisory position across the position hierarchy, please move on to the next section of
this user guide.

Step 1 — Since the vacant position does not have an incumbent, we will not be able to
search by “Employee Name” or “Employee Number”. Click in the “Position Name” field

= —olx

Employes Mame
Employee Mumher
Hiring Status | Active
Fosition Name 1
Jab
Office Symbal (Org)

Location

Clear | | Find )

The “CHRIS Position Flexfield” window opens.

O CHREIS Position Flexfield

Position Title =
Agency CodefSubelement
FD Mumhber
sequence Mumber
Fosition Contral Mumber

PCM Indicator

1| *

] | Cancel JI Combinations Clear )I Help
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Step 2 - Enter the Position Control Number of the vacancy you want to move, then click

the “OK” @ button.

O CHRIS Position Flexdield

Position Title |

Agency Code/Subelement

PO Mumber |

Sequence Mumber |

Fosition Contral Murber |I]13394

PCM Indicator

Al R e e | 3

( @K | [ Cancel JI (Cnmbinatinns| I Clear JI ( Help )

The “Find Positions” window populates.

O Find Positions

Employee Name |

Employee Nurmber |
Hiring Status |ﬂ-\|:1iue
Position Name ... 013394,
Job | =
Office Symbal (Org) |

Lacatian |

[ Clear | Find )

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

O Position Hierarchy:
MName G3A W Brimary Yarsion Mumber |1
Position
= ll Up
Position Contral Number 013394 Office Symbol 1P
Holder [ Mo Holders ™ Holder Emp #
Person Type Mumber of Subordinates |0
Ohbligated Employee Ohbligated Emp #
Detailed Ermployes Detailed Ermp #
Team Lead Superdzar |Rotondo, Glenn C
W Exists In Hierarchy
Subordinates
Position
Cantrol Mumber of Holder
Mame Mumber Office Symbal Subordinates DO Nam]:e Ermnp #
I 4 B

NOTE: To check to see If multiple positions meet the search criteria (i.e., 013394.C;
013394.D) you can use the up and down arrow keys on the keyboard to scroll
through these positions.
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Determining if a Position
IS In the Position Hierarchy

Step 1- A position is included in the hierarchy when the * Exists In Hierarchyp oy s checked,

and the ﬂ P arrow is not grayed out..

Position
Position Contral Mumber 013334 Office Symbol (1P
Holder ™ Mo Holders = Holder Emp #
Person Type Mumber of Subordinates |0
Ohligated Employee Ohligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supervisor |Rotondo, Glenn C

V! 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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Moving a Vacant Position within
the Position Hierarchy

Step 1 — You can see that the position does not have an incumbent (blank “Holder” field)
Select and copy the entire “Name” field under “Position”.

Fosition
MNatre |F'Drtfu|ia Manager. 5503.1100036.007.013392.C ﬂ Up
Position Control Number (013332 Office Symbol [1PTA
Halder ™ Mo Holders ™ Holder Emp #
Person Type MNumber of Subordinates 0
Ohligated Employes Ohbligated Ermp #
Detailed Employes Detailed Emp #
Tearn Lead Superiisor | Raotonda, Glenn C

W Exists In Higrarchy [}s

Step 2 — We're now going to move this vacant position to a different organization in the
position hierarchy. Select the “Find” ¥ icon.

€ ([ [0 e e | £

Mame GSA
Yarsion

Date From ([01-JAN-1599
Date To

MNumber |1

Brcitinen

The “Find Positions” window will appear.

O Find Positions

Employee Name

Employee Mumber
Hiring Status Active

Fosition Narme

Joh

Office Symbaol (Org)

Location

Clear | Fird )
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Step 3 — Search for a person or position in the hierarchy that you'd like to move the vacant
position to. In this example, we’re going to search by employee name.

NOTE: For more information on querying a person or position in the Position
Hierarchy, reference the “WMT User Guide - Position Hierarchy Navigation”.

Click in the “Employee Name” field and enter the name of the employee you want this
Find

vacancy to report to, and then click the “Find” ) button.

O Find Paositions

Employes Mame Bailey, Matthew{
Employee Murnber
Hiring Status | Active
Fosition Name
Joh
Office Syrmbol (Org)

Location

Claar | | Find “e—)
L
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The “Position” section of the “Position Hierarchy” window populates with the position(s)
that meet the “Employee Name” query criteria.

O Position Hierarchy:

Mame |G3A v Brimary “ersion Murnber |1
Fasition
NETGERProoram Management Officer 3.11B04596.002.002113.C ﬂ Up
Pasition Control Murnber 002113 Office Symbol |11
Holder |Bailey, Matthew H Holder Emp # 533
Person Type Employee Mumber of Subordinates 20
Ohbligated Employes Obligated Emp #
Detailed Employee Detailed Emp #
Tearn Lead Superisor  Rotondo, Glenn C

v Exists In Hierarchy

Subordinates %
Puosition
Control Mumber of Holder
Marme Mumber Office Symbol Subordinates D™ Name Ermp #

l Executive Assistant. GS03.11805331.001.003756.C 003756 1P 0 il Bailey, Madeline A 364 =
Program Analyst. G503.11B0407.001.0086E1.C 003661 1P1 0 il Langone, David ki 195
Program Managerment Officer. G503.1108088.001.0013¢ 001399 1P1RG G il Schonland, Mary J 262
Program Specialist. GS03.11B0230.001.001664.C 001664 1P1 0 il hills-Anderson, Marjorie A|93
Regional Global Project Managernent Officer. G303.1107 013350 1P1 ] il * Mo Holders ™
Senior Financial Management Analyst. GS03.1180414.0 001516 1F1FPF 4 il Carrall, Cynthia L 255 -

4 »

NOTE: You cannot insert a position into the hierarchy unless the parent position
(Team Lead or Supervisor position) is in the hierarchy. The “Exists in Hierarchy”

¥ ExistsInHiersrchy field will be checked if the parent position is in the hierarchy. If the
box isn’t selected, you’ll have to correct the hierarchy working from the top down.
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Step 4 — To move the vacant position within the position hierarchy, click on any of the
entries under the “Name” field within the “Subordinates” section, then select the “New”

= icon in the top left corner.

HYO I GBS P AR ER LB RIS ?

Marne (GSA v/ Primary Wersion Murnber |1
Pasition
Marme |Frogram Management Officer. GS03.11B0496.002.0021135.C ﬂ Up
Position Control Mumber 002113 Office Symbol 1P1
Holder |Bailey, Matthew H Holder Emp # 533
Person Type Employee Mumber of Subordinates 20
Chligated Ermployee Chligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supenisor |Ratonda, Glenn C

W Exists In Hierarchy

Subordinates

Fosition
Cantral Murmber of Holder
Mame Mumber Office Symbol Subordinates P2 pame Emp #

l = i 3.118 01.0 003756 1P 0 il Bailey, Madeline A 364 =
Frogram Analyst. GS03.1180407.001.008661. C 005661 1P1 0 ﬂ Langone, David b 196
Prograrn Management Officer. GS03.110B088.001.0013¢ 001399 1TP1PG 15} il Schanland, Mary J 262
Prograrm Specialist. G503.11B0230.001.001664.C 001664 1M1 a il tills-Anderson, Marjorie A 23
Regional Global Project Management Officer. GS03.1107 013350 1P1 0 il = Mo Holders ™
Senior Financial Management Analyst. GS03.1180414.0 001516 1P1PF 4 il Carrall, Cynthia L 255 -

1] 4

A blank line appears under the selected record in the ”Subordinates” section, which will
allow you to insert a position into the position hierarchy.

Subordinates

Pasition

Control Murnher of Holder
Mame Murnher Office Symbol Subordinates DO Marne Emp #
Executive Assistant. GS03.11B0331.001.003756. C 003756 1F ] ﬂ Bailey, Madeline A R4 =

1 = #]
FPragram Analyst. 3031180407 .001.008661. ¢ 003661 1P1 ] ‘E Langane, David M 196
Pragram Management Officer. GS03.110B088.001.0013¢ 001359 TPIRG =3 ﬂ Schonland, Mary J 262
Program Specialist. 5503.11B0230.001.001684.C 001664 TP ] ﬂ Mills-Anderson, Marjorie & 33
Regional Global Project Management Officer, GS03.1107|013350 TP 0 ﬂ = Mo Holders ™ -
4| 3
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Step 5 —In step 1, you copied the “Name” field of the vacant position you wanted to insert
into the hierarchy. Now, paste what you had copied into the yellow “Name” field. Next, hit
the tab key on the keyboard and the “Name” field will populate with “**No Holders**”.
“**No Holders**” appears when a position is vacant.

Subordinates

Position
Caontral Nurmber of Halder
Mame Murmher Office Symbal Subardinates ™M Name Emp #
Executive Assistant. GS03.11B0331.001.003756.C 003756 1F ] ﬂ Bailey, Madeline A 64 =
J|Portfalio Manager. 5503.1100036.007.013392.C 013392 =R o ||/ Mo Holders =
Prograrn Analyst. GS03.1180407 .001.0086561.C Q03661 1M1 0 il Langone, David M 195

For your information: If it turns out that you selected the “New” = icon by accident, or
need to remove the position that you've inserted to the hierarchy, select the row you'd like

to delete and select the “Delete” EX icon.

A “Decision” window will appear. 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’, you should press ‘Save'to commit your
'Delete’ and any other pending transactions.
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Step 6 — Select the “Save” & icon to complete the insertion of the vacant position into
the hierarchy.

EHYe @ -98P XPDEH L2205 RIS 2

Narmne |GSA M Prirnary Wersion Nurnber ,1—
Position
MName |F'r0gram MWanagement Officer. G303.1180496.002.002113.C EI Up
Pasition Cantrol Nurnber 002113 Ofiice Symbal |1P1
Holder |Biailey, Matthew H Holder Emp# 533
Person Type |Emp|0yee Mumber of Subordinates |20

Obligated Employee

Obligated Emp #
,7

Detailed Emp #

Detailed Employee

Team Lead | Supervisor |R0t0nd0, Glenn ©

W Exists In Hierarchy

Subordinates

Puosition
Control Mumber of Holder
Marme Murrber Office Symbol Subordinates DO pame Ernp #
003756 1P D (¥|[Bailey, Madeline A T
= |013392 [1PTA D (& ][~ Mo Holders = |

" [Program Analyst GS03.11B0407 001 D0AEE1 C 008561 11P1 0 [#] [Langane, David M 1198

| [Program Management Officer G503 1106068001 0013 001399 1P1PG B (& ][schonland, Mary J 262

| Program Specialist GS03 11B0230.001 OGR4 C O016R4 [1P1 0 (& [Mills-Anderson, Marjorie A[93

| [Regional Glohal Project Management Officer GE03 1107 013340 [1P1 0 (& [ No Holders =~ | =

4] | »

A “Caution” window appears. Click the “OK?” button.

Cautian

f & AFP-PER-443081: Warning: This subordinate position already
exists in the hierarchy. If you want to move this position

to the new parent in the hierarchy, choose Okl Otherwise,

choose Cancel to return without making changes.

(Cok | |cancel
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Step 7 — In the bottom left hand corner of your screen the
“FRM-40400: Transaction complete: 1 records applied and saved.”
message will tell you that the transaction successfully completed.

NOTE: If you don’t see this bar at the bottom of your screen, maximize your screen by

selecting the “Maximize” E icon in the top right corner of your screen.

Puosition
MName |Pragram Managerment Officer. 5503.1180496.002.002113.C 1‘ Up
Pogition Cantral Murnber 002113 Office Syrabal [1FP1
Halder |Bailey, Matthew H Holder Ernp # |533
Person Type |Employee Mumber of Subordinates 21
Obligated Employee Ohligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supervisor |Rotonda, Glenn C

¥ Exists In Hierarchy

Subordinates

Pasition

Cantral Mumber of older
Marne Mumber Office Symbal Subordinates P2 hame Ernp #
Executive Assistant. G503.1180331.001 003756, C 003756 1P 0 il Bailey, Madeline A Giat| =

l Portfolio fd 0o 7.0 ¥ 013392 1PTA ] il ** Mo Holders =
Program Analyst. GS03.1180407.001.003661.C 003551 0 il Langone, David b 196
Program Management Officer. 5503.1108B085.001.0013 001392 G il Schonland, Mary J 262
Program Specialist. 5303.1180230.001.001664.C 001664 (] ﬂ hills-Anderson, Marjorie A(93
Regional Global Project Management Officer. GS03.1107 013350 (] il Mo Holders ™ -
1] »

||. 4 J|
[ <

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

Step 8 — Select the “Down Arrow” il icon in the row of the vacant position that you just
moved.

Subordinates

Position
Cantral Nurmber af Holder
Mame Mumber Office Symbal Subordinates DN Name Ernp #
Executive Assistant. G503.11B80331.001.003755.C 003756 1P (] LI Bailey, Madeline A R4 =
l Portfolio Manag 1 007 .01 o 013392 1PTA, (] & | ™ Mo Haolders **
Program Analyst. 5503.1160407.001.003661.C 003661 1P1 0 Don angane, David M 196
Prograrm tanagernent Cfficer. GS03.110B083.001.0013¢ 001353 1P1PG G ¥ T=chonland, Mary J 262
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You'll see that the vacant position now reports to a different supervisor.

Pasition
Marme
Position Contral Number
Holder
Person Type
Ohligated Employee
Detailed Employee

Team Lead

Portfolio Manager. G303.1100036.007.013392.C

013392

Mo Halders ™

¥ Exists In Hierarchy

Subordinates

Marne

1
Office Symbal |1PTA
Halder Emp #
Murnber of Subordinates 0
Ohbligated Emp #
Detailed Emp #
Supervigor | Bailey, Watthew H
Position
Control Mumber af Holder
Murmnber Office Symbol Subordinates D21 Mane

3

Ermp #

Step 9 - If you query the vacant position’s former supervisor, you'll see that the vacant
position no longer appears as a subordinate position to the former supervisor. This
completes this section of the user guide.

Pasition
Narne
Paosition Contral Number
Hold
Persan Type
Ohligated Employee
Detailed Employee

Team Lead

Regio
002066
Rotondo, Glenn C
Ermployee

v Exists In Hierarchy

Subardinates

Office Symbal

Halder Ermp #

Mumber of Subardinates
Ohligated Emp #
Detailed Emp #

1P
455
g31

up

Superdsor Zarnetske, Robert C

Murmber of
Office Symbal Subardinates D9 Name

Position

Caontral
MName MNumber

l Client Solutions Division Director. G303.110%047.001.01010013 1PA, "

Client Solutions Division Director. G503.110%¥047.002.01 /013391 TPA 0
Partfolio Manager. GS03.1100036.006.010014.C 010014 1PT 10
Program Management Officer. GS03.11B0495 00200217 002113 1F1 21
Program Operations Officer. 5303110807 4.002.001545 001546 1P5 105
Prograrm Operations Officer. 5303.1180493.001.002168 002169 TPM 29

Page 16

Holder

4| [Thibadeau, Denis
LI ™ Mo Holders ™

ﬂ Ditrapano, Katherine F
il Bailey, Matthew H
il Palladino, Karen A
ﬂ Perez, Walter

Al

Emp #
17443

|»

2589
533
335
16587 -



Querying an Encumbered Position

The following steps cover the process of moving an encumbered position from under one
Team Lead or Supervisory position to another Team Lead or Supervisory position across
the position hierarchy. For steps to move a vacant position from under one Team Lead or
Supervisory position to another Team Lead or Supervisory position across the position
hierarchy, please reference the previous section of this user guide.

Step 1 — Click in the “Position Name” field
= -/ofx

Employes Name

Employes Mumber
Hiring Status | Active
Pasition Name h
Joh
Office Symbal (Org)

Location

Clear | Fird )

The “CHRIS Position Flexfield” window opens.

O CHRIS Position Flexfield

Pasition Title =
Agency Code/Subelement
FD Murmber
Sequence Nurmber
Fosition Control Mumber

PCM Indicatar

D24 Cancel J Comhbinations Clear ) Help /I
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Step 2 - Enter the Position Control Number of the encumbered position you want to move,
then click the “OK” @ button.

© CHRIS Position Flexfield

Pasition Title | -
Agency Code/Subelerment

PD Murmber |

Sequence Number |

Position Control Murnber |I]I]5l399

PCM Indicator

dal - RnRAR | r

( (0] l}J I Cancel J (Cumbinatiuns‘ [ Clear jl ( Help jl

The “Find Positions” window populates.

| © Find Positions

Employee Name | i.e.: Smith, John D

Employee Number |

Hiring Status |A|:ti\re
Position Marne |....DDSEBQ_

dob | [~

Office Symbol (Org) |

Location |

Step 3 — You're now ready to run your query based on your PCN criteria. Click the “Find”

Pl ) button on the “Find Positions” window.

© Find Positions

Employee Name i.e.; Srith, John D

Employee Mumber

Hiring Status | Active

|
|
|
Puosition Name |....EII]5699.
|
|
|

Joh
DOffice Symbol (Org)

Location




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

© Position Hierarchy: 16-»

Marme |[G5A M Prirnary Yersion Number |1
Pasition
NETI Civil Engineer. G W148.005.00 ] ll Up
Position Control Mumber 005659 Office Symbol WPCE
Holder Hudson-Boyd, Christopher L Holder Emp # [24843
Person Type [Employee Mumbet of Subordinates |0
Obligated Employee Obligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supervisor |Battles, Scott L

M Egists In Hierarchy

Subordinates

Pasition
Cantral Mumhber of Halder
Mame Number Office Symbal Subordinates D21 Name Emp #

|+

3

NOTE: To check to see if multiple positions meet the search criteria (i.e., 005699.C;
005699.D) you can use the up and down arrow keys on the keyboard to scroll
through these positions.
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Determining if a Position
IS In the Position Hierarchy

Step 1- A position is included in the hierarchy when the * Exists In Hierarchyp oy s checked,

and the ﬂ P arrow is not grayed out..

Paosition
WETGERRIC il Endineer. WY1 45.005. 005699, C 1‘ Up
Position Control Murmber 005629 Office Symbol WMYPCE
Haolder |Hudson-Boyd, Christopher L Holder Emp # 24843
Person Type Employes Mumber of Subordinates 0
Obligated Employee Obligated Emp #
Detailed Emplayee Detailed Emp #
Team Lead Superisor Battles, Scott L

W 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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Moving an Encumbered Position within

the Position Hierarchy

Step 1 — Select and copy the entire “Name” field under “Position”.

Position

NET-IRICivil Engineer. GS

Position Control Mumber 005699

/ONI148.005.00555. C - . ﬂ Up

Office Symbol YWFCE

Haolder Hudzon-Boyd, Christopher L Holder Emp # 24543

Person Type |[Employee

Ohligated Employee
Detailed Employee

Team Lead

M Exists In Hierarchy

Mumber of Subaordinates 0
Ohligated Emp #
Detailed Emp #
Superisor |Battles, Scott L

Step 2 — We're now going to move this encumbered position. Select the “Find” E icon.

SN HE8SP

s Hicrarchy: 18-JUR-2012

Find...

Mame |G3A
“arsion

Mumber |1

Brcitinn

€ D [0 B o | &

Date From (01-JAM-1393
Date To

The “Find Positions” window will appear.

© Find Positions

Employes Mame

Employee Mumber
Hiring Status | Active

Pasition Mame

Job

Office Symbol (Org)

Location

Clear | Find )
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Step 3 — Search for a person or position in the hierarchy that you’d like to link the
encumbered position to. In this example, we’re going to search by employee name.

NOTE: For more information on querying a person or position in the Position
Hierarchy, reference the “WMT User Guide - Position Hierarchy Navigation”.

Click in the “Employee Name” field and enter the name of the employee you want this
Find

) button.

vacancy to report to, and then click the “Find”

O Find Positions

Employee Mame Anderson, Tyrone A i.e.; Smith, John D

Employee Number
Hiting Status  |Active
Fasition Name
Joh
Office Symbol (Org)

Location

Clear | Find E l

The “Position” section of the “Position Hierarchy” window populates with the position
that meets the “Employee Name” query criteria.

Pasition
NETGCEIS uperisory Architect. . 1‘ Up
Position Contral Number 004243 Office Symbol WFPCE
Holder Anderson, Tyrane A Holder Emp # 13272
Person Type Employee MNumber of Subordinates |2
Obligated Employee Obligated Emp #
Detailed Employes Detailed Emp #
Team Lead Supenisar  Melson, Douglas
¥ Exists In Hierarchy
Subordinates
Position
Control Murnber of Holder
Marne Murnber Office Symbol Subordinates DO Name Ermp #
l Civil Engineer. GS03.4yy29580.133.004250.C 004250 WP CE 0 il “aughn, Robert C 20814 =
General Engineer. G303, WOk 145.008 0080588, C 005088 YWRCE 0 ﬂ Scarlett, Madivah A 26104
1 »
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NOTE: You cannot insert a position into the hierarchy unless the parent position
(Team Lead or Supervisor position) is in the hierarchy. The “Exists in Hierarchy”

¥ ExistsIn Hierarchy field will be checked if the parent position is in the hierarchy. If the
box isn’t selected, you’ll have to correct the hierarchy working from the top down.

Step 4 — To move the encumbered position within the position hierarchy, click on any of the
entries under the “Name” field within the “Subordinates” section, then select the “New”

[ .
=¥ icon in the top left corner.

HY0 0089 AN PE OO 0E BB 2
Mame (G54 v Primary “ersion Mumber |1
Pasition
Mame |[Supervisory Architect. GE03.WWW30132.023.004243.C ll Lp
Position Control Murnber 004243 Office Symbol WPCEB
Holder |Anderson, Tyrone A Haolder Emp # |13272
Person Type |Employes Mumber of Subardinates 2
Obligated Employes Chligated Emp #
Detailed Employee Detailed Emp #
Team Lead Supervisor MNelson, Douglas

¥ Exists In Hierarchy

Subordinates

Pasition
Control Mumber of Holder
Marne Mumber Office Symbal Subardinates D®N name Ermnp #
l Civil Enginee 0 004250 C 004250 WWPCE 0 il “aughn, Robert C 20814 =l
General Engineer. 5503.AVOM143.003.003085.C Q0s0ss WWRCE 0 il Scarlett, MNadiyah A 26104
1| 4

A blank line appears under the selected record in the ”Subordinates” section, which will
allow you to insert a position into the position hierarchy.

Subordinates

Position
Caontrol Mumhber of Holder
Mame Mumber Office Symbal Subordinates 071 Name Ermp #
[Civil Engineer. 03 WW29580.133 004250.C 004250 WRCB 0 (¥ Vaughn, Robert C boets | =
] [=I £
General Engineer. 5503 WAWOM143.003.003055.C Q03053 WHRCE 0 il Scarlett, Madiyah A 26104
1] +
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Step 5 —In step 1, you copied the “Name” field of the encumbered position you wanted to
insert into the hierarchy. Now, paste what you had copied into the yellow “Name” field.
Next, hit the tab key on the keyboard and the “Name” field will populate with the

employee’s name (i.e., Hudson-Boyd, Christopher).

Subardinates

Position
Cantral Murnher of Holder
Marrie Murrber Office Symbal Subardinates DO Narre Ernp #
Civil Engineer. G303, WAY29550.133.004250.C 004250 WWPCE 0 ﬂ “aughn, Robert C 20514 =
||Civil Engineer. G303 WO 145 005.005623.C 005E9S ] [ZI |Hudson-BUyd, Christopher 24843
YWRCE ] ﬂ Scarlett, Madiyah A 26104

General Engineer. G303.WW\WON145.005.008055.C 005083

For your information: If it turns out that you selected the “New” = icon by accident, or
need to remove the position that you've inserted to the hierarchy, select the row you'd like

-
to delete and select the “Delete” 5% icon.

A “Decision” window will appear. Click the “Yes”

O Decision

@ Do you really want to delete this recaord?

‘Delete’ and any other pending transactions.

If =0, when you have answered any further messages ahout
this Delete’, you should press 'Save' to commit your
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Step 6 — Select the “Save” & icon to complete the movement of the encumbered
position into the hierarchy.

HY0 R8P DT EE LD IG5 B B2
© Pasition HiE!r:; 112

Marne |GSA W Brimary “Yersion Number ,1—
Pasition
Marne |Super\risory Avrchitect. GS03.WAW30132.023.004243.C EI Up
Position Contral Number 004243 Ofice Symbol WPCE
Holder |Anderson,TyroneA Holder Emp # ’W
Person Type |Emp|0yee Mumber of Subordinates 2

Ohligated Employee | Obligated Emp #

Detailed Emp #

Detailed Employes

Team Lead | Supervisor |Ne|son, Douglas

¥ Exists In Hierarchy

Subordinates
Pasition

Control Mumber af Holder
~ Mame Numbar Office Symbol Subordinates PN Name Emp #
|Civil Engineer. GS03 WW29580.133 004250.C 004250 [wPCB 0 [ ] [vaughn, Robert C 20814 =
| Civil Engineer GS03.WWOM1 48.005.005699.C 005699 0 [ [Hudson-Boyd, Christopher 24843
| |General Engineer. GS03.WWOM148.008.008088.C  [008088 0 [8][scarlett, Nadiyah & 28104
I | | ol |
I | | ol |
| | | @l -
4] 3
A “Caution” window appears. Click the “OK” button.

O Caution

a-‘:z AFPP-PER-443081: Warning: This subordinate position already
exists in the hierarchy. If you want to move this position
to the new parent in the hierarchy, choose Okl Otherwise,
choose Cancel to return without making changes.

QKL\\! |Qancel)l
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Step 7 — In the bottom left hand corner of your screen the
“FRM-40400: Transaction complete: 1 records applied and saved.”
message will tell you that the transaction successfully completed.

NOTE: If you don’t see this bar at the bottom of your screen, maximize your screen by

selecting the “Maximize” E icon in the top right corner of your screen.

Subardinates

Pasition
Cantrol Number of Holder
Marme Mumber Office Symbol Subordinates D™ Name Ermp #
Civil Engineer. 550329580, 133.004250.C 004250 WRCE 0 il “Yaughn, Robert C 20814 =
l Civil Engineer. G503 WAWOK 148 005 005659.C Q05599 WP CE] (] il Hudson-Boyd, Christopher 24843
General Engineer. GS03.WW\WOM145.003.003053.C Q0z05s (] il Scarlett, Nadiyah A, 26104
4 3

B 4 ]
FRM-40400: Transaction complete: 1 recards applied and saved.

Step 8 — Select the “Down Arrow” il icon in the row of the vacant position that you just
inserted.

Subordinates

Pasition
Contral Murnher of Holder
Marre Murmber Office Symbal Subordinates D21 Mame Emp #
Civil Engineer. G303 WW4W25550.133.004250.C 004250 WWHECE 0 il “aughn, Robert C 20514
l Civil Engineer. 3303, WOk 145,005 005699, C 005699 ] Hudson-Boyd, Christopher 24543
General Engineer. GS03.WW0M145.005.0050558. C 00s05s WHCE i} :carlett, Madiyah A, 26104

You'll see that the encumbered position now reports to a different supervisor.

Position
Mame |Civil Engineer. GS03.WWIOM145.005.005699. C ll Up
Position Cantral Number 005633 Office Symbol [WPCE
Holder |Hudson-Baoyd, Christopher L Holder Emp # 24843
Person Type Employee Mumber of Subardinates |0
Ohligated Ermployes Ohbligated Emp #
Detailed Employee Detailed Emp #
Team Lead Superisor |Andersan, Tyrone A

¥ Exists In Hierarchy

Page 26



Step 9 - If you query the encumbered position’s former supervisor, you'll see that the
encumbered position no longer appears as a subordinate position to the former supervisor.
This completes this section of the user guide.

Position
RETGE = Lpervisary Architec 0132.021.004245. C ll Up
Position Control Mumber (004243 Office Symbaol WPCE
Holder |Battles, Scaott L Holder Emp # 20710
Person Type Employee Number of Subardinates 2
Ohbligated Emplayee Ohbligated Emp #
Detailed Employee Detailed Emp #
Team Lead Superisor Melson, Douglas

¥ Exists In Hierarchy

Subordinates

Pasition
Caontral Murmber of Holder
Mame Murnber Office Symbal Subordinates D21 Name Emp #
l Electrical Engineer. G303.WWWW29550.139.004247.C 004247 WWRCE 0 il Brawm, Tiffany b 20167 =
Mechanical Engineer. G503 WWOY040 002 010967.C 010967 WP CE 0 LI Greene, Paula 5 23305
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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.

O Fosition Hierarchy:

Name |(GSA W Primary [ r ] i

Date From 01-JAN-1899
Mumber |1 Date T
ate To

YWersion

It will return you to the “Navigator” window.

L P gator - GSA S50 WMT Super User

Functions | Documents

Position:Hierarchy

Hierarchy

- Position Top Ten List

Eliminate

B Obligation E

Custornizahble Workflow Inbox

2 + Processes and Reports
* [«]
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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 - GEA S50 WMT Super User

Functions | Documents

Position:Hierarchy

Hierarchy

- Position Top Ten List

Elirninate

E Ohligation [El

Customizable Workflow Inbox

FProcesses and Reports
=) [«
rd
=

A “Caution” window will appear.

O Caution

& Exit Oracle Applications?

button.
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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 Administration

Y& 2 hios 959,90 v 8 4. x93 20

Fie Edt View Favortes Took Hebp
ir | 78 B ORISAPPSTSTLogn ) ORIS ORISTSTLogn [ ORISHomenage I RIS Production Loon I Guide Te Processing Person...
(& Orade Apphcatons R12 I > B I S AR 1N A

15 IMPORTANT: Do not dose this window
Closing this window will cause Oracle Forms-based apphcations to dose
immediately, losing any unsaved data. This vandow may be minimized saof ely
at any time and may be closed once all work in Oracle Forms-based spplications
is complete,

-~ S mamms emas mAAn mAAs s~ o~

Appiet orade, forms. engine. Main started N4 Local ntranet i~ Riwn -

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

E-Business Suite

Logout Preferences Help
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