[image: image1.jpg]Umtu[ States, Department of
uman Services




Processing Personnel Actions and the Enterprise Human Resources and Payroll System (EHRP)

5Introduction to EHRP and Processing Personnel Actions


5Introduction to Processing Personnel Actions


5This Course


5Course Objectives


6Glossary of Data Elements


7Processing Accessions


7Introduction to Processing Accessions


7Overview of Accessions


7EHRP New Hire Checklist


9Navigational Tips


10Procedure: Processing an Accession


10Job Aid


28Exercise: Processing an Accession


29Procedure: Processing an Address PAR


29Job Aid


32Exercise: Processing an Address PAR


33Procedure: Starting an Employee’s TSP Contributions


33Job Aid


36Exercise: Starting an Employee’s TSP Contributions


37Procedure: Entering Dependent/ Beneficiary Data


37Job Aid


41Exercise: Entering Dependent/ Beneficiary Data


42Procedure: Entering Health Benefits


42Job Aid


46Exercise: Entering Health Benefits


47Procedure: Entering TSP Deductions


47Job Aid


50Exercise: Entering TSP Deductions


51Procedure: Entering a Net Direct Deposit


51Job Aid


54Exercise: Entering Net Direct Deposit


55Procedure: Entering Tax Data


55Job Aid


60Exercise: Entering Tax Data


61Procedure: Entering General Deductions


61Job Aid


65Exercise: Entering General Deductions


66The Importance of Building Benefit Profiles


66Example


66Processing Errors


67Example


67Example


68Example


69Processing Personnel Action Requests (PARs)


69Introduction to Processing Personnel Action Requests (PARs)


69Workflow


69Workflow Roles


70Workflow Routing Options


706-Step Process


705-Step Process


714-Step Process


713-Step Process


712-Step Process (two methods)


721-Step Process


73Summary of Workflow Paths


73Work-In-Progress (WIP) Statuses


74INI


75Action and Reason Codes


75Procedure: Authorizing and Approving a PAR


75Job Aid


78Procedure: Setting Up a Service Agreement


78Job Aid


83Processing a 9XXX NOA


83Active 9XXX NOACs


85Correcting Data in an Employee Record


85Introduction


85Correcting an OPM Action


85Correcting a non‑OPM Action


86Procedures: Correcting an OPM Action


86Job Aid


90Exercise: Correcting an OPM Action


91Resending Data on Non‑OPM Actions


91About the Resend Function


92The Resend Checkbox


92Procedure: Resending Data on a Non‑OPM Action


92Job Aid


94The Effects of Corrections on Salary Adjustments and Debts


95Processing Cancellations


95Introduction


95Procedure: Processing a Cancellation


95Job Aid


99When to Use a Cancellation


99Cancellation of the Conversion Row


99Cancellation of a Hire Row


99Cancellation of Position Data with Employee Data


100The Effects of Cancellations on Salary Adjustments and Debts


100Example


101Quality Control of Position and Employee Data


101Introduction


101Management Information for Use in Quality Control


102Inquire Pages


102Reports


102Run Control IDs


102Report Manager


102Process Monitor


103Queries


103Standard Queries


104Procedure: Running a Query


104Job Aid


107About Central Personnel Data File (CPDF) Edits


107Frequency


108Public Queries for CPDF Edits


109Additional Student Resources


109Introduction


109On-Demand Job Aids


110Processing Accessions


110Processing PARs


110Correcting Data in an Employee Record


110Processing Cancellations


110Running Queries


111On-Demand WBT


113Post Cards


113Help PoCs


113Updates to EHRP





Introduction to EHRP and Processing Personnel Actions

	
	
	

	Introduction to Processing Personnel Actions
	
	This training course will assist you in understanding and using the Enterprise Human Resources and Payroll (EHRP) system for tasks involved in personnel actions.

What do we mean by personnel actions?  Personnel actions include any action that affects an employee’s record, including entering, changing, and canceling data.

	
	
	

	
	
	

	This Course
	
	In this course, you will learn about and practice:

· Processing accessions (hires) and personnel action requests (PARs),

· Correcting employee records,

· Using the Resend function,

· Processing cancellations,

· Monitoring quality control of position and employee data,

· Processing a 9XXX action, and

· Using additional resources that are available for student use.

	
	
	

	
	
	

	Course Objectives
	
	Upon completion of this course, students will:

· Be able to process accessions (hires) and personnel action requests (PARs).

· Be able to recognize the importance of building benefit profiles on the compensation side when processing accessions or actions with benefit entitlements.

· Be able to correct data on a current or older row in an employee record.

· Be able to recognize when and how to use the Resend function in EHRP on non-OPM PARs.

· Be able to identify when and how to perform a cancellation.

· Be able to explain how corrections and cancellations affect salary adjustments or debts.

· Be able to explain how to monitor quality control of position and employee data.

· Be able to identify situations in which a 9XXX is to be used and how to process a 9XXX action.

· Be familiar with and be able to access on-line job aids and other forms of available help with using EHRP.


	
	
	

	Glossary of Data Elements
	
	To help you better understand the data elements involved in working with EHRP, a Glossary of Data Elements has been developed.  This glossary is included as part of this training package.

Refer to the Glossary of Data Elements as you work through the exercises included in this document, as well as when you work with EHRP records in your office.

	
	
	


Processing Accessions

	
	
	

	Introduction to Processing Accessions
	
	Before you begin processing accessions (or hires), you need to understand what the process entails within EHRP.

	
	
	

	Overview of Accessions
	
	When an employee is hired into HHS under Federal appointing authority (e.g., through a Career Conditional Appointment), the Hire page group must be completed.  This page group consists of seven pages (or tabs) that allow users to record the necessary demographic information on the new employee, as well as the position that the employee will encumber.  The user will process the Career Conditional Appointment using the NOA code, 101-0.

Before you begin processing an accession, make a note of the Position Number to be assigned to the employee.  You must verify that the Position Number is correct before doing the hire action: many data fields will be populated in the employee record based on the Position Number selected, so it is critical that you use the correct number so that the data is correct.

	
	
	

	
	
	

	EHRP New Hire Checklist
	
	When a new employee is hired, there are a number of actions that need to be processed in order for all of the employee’s data to be entered into EHRP.  A checklist has been developed to help you remember all of the actions.

On the following page, you will find the EHRP Hire Process Checklist for your review.  You will learn how to process each of these actions on the checklist throughout the rest of this section of the training course.

	
	
	


	EHRP Hire Process Checklist

	Step
	Process
	Purpose in EHRP
	EHRP Menu Path

	1
	Process an Accession (Hire) PAR
	To enter the new employee’s data in EHRP.
	Home>Administer Workforce>Administer Workforce (USF)>Use>Hire

	2
	Process an Address PAR
	To forward the new employee’s address data to Payroll.
	Home>Administer Workforce>Administer Workforce (USF)>Use>HR Processing

	3
	TSP Set Up
	To set up the employee’s Thrift Savings Plan contributions.
	Home>Compensate Employees>Administer Base Benefits>Use>Savings Plans

	4
	Enroll in Retirement Plan
	To enter the employee’s data regarding his/her retirement plan.
	Home>Administer Workforce>Administer Workforce (USF)>Use>HR Processing

	5
	FEGLI Set Up
	To enter the employee’s data regarding his/her FEGLI plan.
	Home>Administer Workforce>Administer Workforce (USF)>Use>HR Processing

	6
	Enter Dependent/ Beneficiary Data
	To enter the new employee’s dependent and beneficiary data.
	Home>Compensate Employees>Administer Base Benefits>Use>Dependent/Beneficiary

	7
	Enter Health Benefits
	To enter the new employee’s health benefits data.
	Home>Compensate Employees>Administer Base Benefits>Use>Health Benefits

	8
	Enter TSP Deduction
	To enter the new employee’s TSP deduction data.
	Home>Compensate Employees>Administer Base Benefits>Use>Savings Plans

	9
	Enter Net Deposit
	To enter the new employee’s net direct deposit data.
	Home>Compensate Employees>Maintain Payroll Data (USF)>Use>Direct Deposit

	10
	Enter Tax Data
	To enter the new employee’s tax data.
	Home>Compensate Employees>Maintain Payroll Data (USF)>Use>Employee Tax Data

	11
	Enter General Deductions
	To enter the new employee’s general deductions.
	Home>Compensate Employees>Maintain Payroll Data (USF)>Use>General Deduction Data


	
	
	

	Navigational Tips
	
	Keep the following points in mind as you work with the EHRP system:
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	When you are accessing a field in EHRP that requires data entry (such as the Work-In-Progress field), see if this button appears next to the field.  If the button is available, clicking it will open a window containing a list of possible entry options for the field.
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	When you are accessing a date field in EHRP (for example, the Effective Date field), this button appears next to the field.  Clicking this button will open a pop-up calendar for your reference.  To select a specific date as the field entry, click on the date on the pop-up calendar.
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	When you are accessing a field in EHRP that requires data entry (such as the Status field), see if this button appears next to the field.  If the button is available, clicking it will display a drop down list containing a list of possible entry options for the field.
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	Procedure: Processing an Accession
	
	The first step on the EHRP Hire Process Checklist is processing an accession.  A job aid outlining the procedure and specific steps that you must take to process an accession has been developed to assist you.

The procedure for processing an accession also incorporates the fourth step (enrolling in a retirement plan) and fifth step (FEGLI set up) on the EHRP Hire Process Checklist.  There are no separate job aids for these two processes.

You should follow along as your instructor uses the procedure outlined in the job aid to process an accession.  Once you have seen a demonstration of the procedure, you will be asked to process an accession on your own, using the job aid.  After you have entered the new employee’s data using the following job aid, you will continue working with the same new employee data until you have completed the EHRP Hire Process Checklist.  At the end of this section, you will have entered all of the required data for a new hire.

Keep in mind that you can also use this job aid as a tool to help you process accessions later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for processing an accession.

	
	
	


	Procedure: Processing an Accession (Hire)

	Exercise 1

	Step
	Action
	Result
	Data Entry

	1
	Click on Administer Workforce on the main menu of EHRP.

Click on Administer Workforce (USF).

Click on Use.

Click Hire.
	The Hire screen appears.
	

	2
	Click on the Add button.

Note: The EmplID defaults to NEW until the Save button is clicked.  EHRP automatically generates a sequential EmplID for the employee once the record is saved.  Do not save the record until all of the required fields have been completed.  Also, do not change the Empl Rcd Nbr — it defaults to and must remain at 0.
	The page for Data Control tab appears.
	

	3
	Enter the date this action was authorized in the Actual Effective Date field, or use the pop-up calendar button to select a date. [image: image6.jpg]



Note: The Proposed Effective Date field is populated with the date entered in the Actual Effective Date field.  Since Human Resources personnel processing a request have final authority on when the action becomes effective, they will enter the official Actual Effective Date.  The Transaction # will automatically populate with a value of 1.

Enter the Reason Code field, selecting the entry from the list of options. [image: image7.jpg]



Enter the NOA Code field, selecting the entry from the list of options. [image: image8.jpg]



Press [Tab], and then enter the NOA Ext field, selecting the entry from the list of options. [image: image9.jpg]



Note: The NOA Ext has been carried over from the IMPACT 4-digit NOA codes.  For example, if the NOA Code in IMPACT was 1010, the NOA Code in EHRP is 101 with a NOA Ext of 0.

Enter the Authority (1) field, selecting an entry from the list of options. [image: image10.jpg]



Enter the Authority (2) field if applicable, selecting an entry from the list of options. [image: image11.jpg]



Enter the PAR Request# field.

Note: This field is not required, but can be used for PAR request tracking purposes.

Click on the PAR Remarks link.
	The PAR Remarks screen appears.
	Actual Effective Date: Today’s date

Reason Code: NPS

NOA Code: 101

NOA Ext: 0

Authority (1): AYM



	4
	Enter the Remark CD field, selecting the entry from the list of options. [image: image12.jpg]



Press [Tab] to see the text of the selected remark.

Note: Use the appropriate remarks based on OPM processing guidelines.  Most accessions require multiple remarks: to insert additional remarks; click on the Add button for each remark.  To enter a freeform remark, enter ZZZ in the Remark CD field.  Enter your remark text in sentence format.  Since there is no auto-wrap feature in this field, move to the next line once the line is filled.  If a word requires hyphenation, move it to the next line.  Do not use bullets or dashes.  The ZZZ remark can only be used once for each personnel action.

Click on the OK button.
	The page for Data Control tab appears.
	Remarks CD: A15

	5
	Click on the Tracking Data link.
	The Job Tracking Data screen appears.
	

	6
	Enter a Comment or review comments made by previous users in the workflow.

Click on the OK button.
	The page for the Data Control tab appears.
	

	7
	Click on the Personal Data tab.
	The page for the Personal Data tab appears.
	

	8
	Click on the Prefix list and select an entry from the drop down list. [image: image13.jpg]



Press [Tab], and then enter the First Name field.

Press [Tab] and then enter the Middle (name) field.

Press [Tab], and then enter the Last Name field.

Note: While EHRP accepts last names with an apostrophe, the Legacy system does not.  For last names that contain an apostrophe, leave a space in lieu of the apostrophe.  For hyphenated last names, leave a space in lieu of the hyphen.

Click on the Suffix list and select an entry from the drop down list if applicable. [image: image14.jpg]



Note: If the suffix you want to use is not available, enter the suffix at the end of the Last Name field.

Click on the appropriate radio button for the employee’s Gender.

Click on the Citizenship Status lookup button. [image: image15.jpg]



	The Lookup Citizenship Status screen appears.
	First Name:  See Monitor Tag 

Last Name: Parker

	9
	Click on the desired citizenship status from the Lookup Citizenship Status screen. [image: image16.jpg]



Note: The default is 1 for US citizen.  Other valid statuses are limited to those listed on the Lookup Citizenship Status screen.
	The page for the Personal Data tab appears.
	Citizenship Status: 1

	10
	Click on the Ethnic Group list and select an entry from the drop down list. [image: image17.jpg]



Note: Upon saving the record, this field will disappear from view.

Enter the Date of Birth field, or use the pop-up calendar button to select a date.  [image: image18.jpg]



Note: If the effective date of the accession minus the date of birth is less than 18 years, you will receive a warning message.  The system defaults the year to 20XX if the two-digit year entered is less than 50.

Click on the Disability Code field and select an entry from the list of options. [image: image19.jpg]



Note: This field defaults to 05 (No Handicap).  Only one disability can be recorded; if the employee has multiple disabilities, enter the disability that is most limiting to the employee.  Upon saving the record, this field will disappear from view.

Click on the Address Information link.
	The Address screen appears.
	Ethnic Group: Select any

Date of Birth: 5/13/1957

	11
	Click on the Country field list and select an entry from the list of options. [image: image20.jpg]



Note: The default entry is USA.  Change the default only if the employee works and lives outside of the USA.

Enter the address in the Address 1 field.

Note: There is a 25-character restriction on this field.

Enter the city in the City field.

Note: There is a 13-character restriction on this field.

Enter the County field, if known or provided.

Enter the postal or zip code in the Postal field.

Click on the State field and select an entry from the list of options. [image: image21.jpg]



Click on the Res Loc Code field and select an entry from the list of options. [image: image22.jpg]



Note: If the employee’s mailing address differs from his/her primary address, complete the Mailing Address area of this screen.  The mailing address is for information purposes only and will not be forwarded to Payroll.

Click on the OK button.
	The Personal Data screen appears.
	Country: USA

Address 1: 

1 Garfield Street

City: Arlington

Postal: 22201

State: VA

Res Loc Code: 

510100013

	12
	Click on the Veterans Info link.

Note: If the employee is not a Veteran or has not provided Veterans information, you may skip this step.  The Veterans Info defaults to None.
	The Veterans Info screen appears.
	

	13
	Click on the Veterans Preference list and select an entry from the drop down list. [image: image23.jpg]



Click on the Veterans Status list and select an entry from the drop down list. [image: image24.jpg]



Click on the Uniformed Service list and select an entry from the drop down list. [image: image25.jpg]



Click on the Military Separation Status list and select an entry from the drop down list. [image: image26.jpg]



Click on the Military Grade list and select an entry from the drop down list. [image: image27.jpg]



Enter the Military Service Start Date field, or use the pop-up calendar button to select a date. [image: image28.jpg]



Enter the End Date field, or use the pop-up calendar button to select a date. [image: image29.jpg]



Click on the Reserve Category list and select an entry from the dropdown menu. [image: image30.jpg]



Enter the Creditable Military Service (months/year).

Confirm the status of the Veterans Preference RIF checkbox.

Click on the OK button.

Note: If there is no Veterans information, you may skip this step.  The Veterans Info defaults to None.
	The Personal Data screen appears.
	Veterans Preference: 5 Point

Veterans Status: Post Vietnam-Era Veteran

Uniformed Service: Air Force

Military Separation Status: Separated

Military Grade: E8

Military Service Start Date: 01/01/1980

End Date:

01/01/1984

Reserve Category: Not Applicable

Creditable Military Service: 4

Veterans Preference RIF: Checked

	14
	Click on the Education Details link.

Note: The Education Details link is not enabled when entering the hire in INI.  The Processor must be sure to enter the education details prior to changing the PAR status to PRO and saving the action.
	The Education Details screen appears.
	

	15
	Enter the Degree field, selecting an entry from the list of options. [image: image31.jpg]



Enter the Year Earned/Expected.

Enter the employee's GPA, if applicable.

Confirm the status of the Graduated checkbox, if known.

Enter the Major Code, selecting an entry from the list of options. [image: image32.jpg]



Note: The Major Codes are the OPM values.

Click on the OK button.
	The Name screen appears.
	Degree: Bachelor’s

Year Earned/Expected: 1983

Graduated: Checked

Major Code: 440000

	16
	Scroll as necessary to view the rest of the Personal Data page.

Click on the Country list and select an entry from the list of options. [image: image33.jpg]



Note: This field defaults to USA.

Click on the Type/Description list and select an entry from the dropdown menu. [image: image34.jpg]



Note: This field indicates the type of National ID.  The default value is PR, which allows for the entry of the Social Security Number when the Country entry is USA.

Enter the employee’s Social Security Number in the National ID field.

Scroll as necessary to view the top of the page.

Click on the Job tab.
	The page for the Job tab appears.
	National ID: 500-07-xxxx where xxxx is the last 4 digits of SSN on your Monitor Tag.

	17
	Click on the Position list and select an entry from the list of options. [image: image35.jpg]



Note: The following fields will populate based upon the Position entered:
	The Benefits/FEHB Data screen appears.
	Position:  See Monitor Tag for Exercise 2: Creating a Position

	
	Job Code (formerly PD#)

Agency

Sub-Agency

Business Unit
	Department (formerly Admin Code)

Location (formerly GeoLoc Code)

Tax Location
	
	

	
	Click on the Transferred From Agency list and select an entry from the list of options if the employee is coming from another Federal Agency. [image: image36.jpg]



Click on the Benefits/FEHB Data link.
	
	

	18
	Click on the appropriate radio button to indicate the employee’s FEHB Eligibility.

Note: The Benefit Record Number is used only for interfacing with legacy systems — it is not required for DFAS.  This field defaults to 0, which is correct for nearly every hire action you do, with the exception of Consultants: for Consultants, enter a value of 1 if this is their first appointment.

Click on the OK button.
	The page for the Job tab appears.
	FEHB Eligibility: Permanent

	19
	Click on the FEGLI/Retirement/FICA link.


	The FEGLI/ Retirement Data/FICA screen appears.
	

	20
	Enter the FEGLI Code, selecting an entry from the list of options. [image: image37.jpg]



Note: This field defaults to CO (Basic Only).

Enter the Retirement Plan, selecting an entry from the list of options. [image: image38.jpg]



Note: This field defaults to K (FERS and FICA).

Select the FERS Coverage from the dropdown menu, if applicable. [image: image39.jpg]



Note: This field defaults to Automatically Covered by FERS.

Click on the Previous Retirement Coverage list and select an entry from the dropdown menu, if applicable. [image: image40.jpg]



Note: This field defaults to Never Covered.

Enter the Annuitant Indicator, selecting an entry from the list of options. [image: image41.jpg]



Note: This field defaults to 9 (Not Applicable).

Enter the Annuity Commencement Date field if applicable, or use the pop-up calendar button to select a date. [image: image42.jpg]



Enter the CSRS Frozen Service, if applicable.

Note: The time span for CSRS Frozen Service can be entered as a four-digit code.  The first and second positions indicate the number of years, while the third and fourth positions indicate the number of months. For example, a time span of 5 years and 3 months would be entered as 0503.

Click on the OK button.
	The page for the Job tab appears.
	

	21
	Click on the Position tab.
	The page for the Position tab appears.
	

	22
	Note: The following fields are automatically populated on this screen, based upon the Position that you entered earlier:
	The page for the Compensation tab appears.
	Pay Group:  GSB

Type/Appt: Career-Conditional (Comp Perm)

	
	LEO Position

Regular Shift

POI

Holiday Schedule

Work Period

Reg/Temp
	Posn Occupied

Work Schedule

FLSA Status

Supervisor Level

Medical Officer

Standard Hours (also known as Base Hours – be sure this value is per week)
	
	

	
	Click on the SF-113G Ceiling checkbox, if applicable.

Note: This box is check by default.

Click on the Pay Group list and select an entry from the list of options. [image: image43.jpg]



Note: GSB should be selected in most instances.

Click on the Employee Classification list and select an entry from the dropdown menu, if applicable. [image: image44.jpg]



Note: This field is use only for Indian Preference.

Click on the Type/Appt list and select an entry from the drop down menu. [image: image45.jpg]



Click on the Compensation tab.
	
	

	23
	Note: The following fields are automatically populated, based upon the Position entered earlier:
	The Accounting Information screen appears.
	Pay Rate Determinant:  Regular Rate

Step: 01



	
	Pay Basis

Pay Plan

Table
	Grade

Grade Entry Date
	
	

	
	Click on the Pay Rate Determinant and select an entry from the drop down menu. [image: image46.jpg]



Note: The default is Regular Rate.  If the employee is on a Retained Pay Grade, Pay Plan, or Special Rate, select the appropriate option from the drop down list and then complete the Rtnd PP/Table/Grade fields accordingly.

Double-click on the Step field and enter the employee’s step.

Note: If the employee does not have a step, enter 0.  This page cannot be saved until this field is entered.  The following fields will populate once the Step is entered:
	
	

	
	Step Entry Date

Base Pay

Loc/LEO Adjust
	Total Pay

FEGLI Base
	
	

	
	Click on the Accounting Info link.
	
	

	24
	Enter the Common Account Number (CAN) in the Account Code field.

Note: The Account Code is a required field and must be entered to process the appointment.  If a CAN is new and does not yet exist in EHRP, notify the Financial Management Office.

Click on the OK button.
	The page for the Compensation tab appears.
	Account Code: 51010055

	25
	Click on the Employment 1 tab.
	The page for the Employment Data 1 tab appears.
	

	26
	Click on the Filling Position Data link.
	The Filling Position screen appears.
	

	27
	Click on the Position Filled By list and select an entry from the drop down menu. [image: image47.jpg]



Click on the OK button.
	The page for the Employment Data 1 tab appears.
	Position Filled By: Select as appropriate

	28
	Click on the Appt Data link.

Note: The value in the Benefit Record Number field defaults to 0.  This is correct for nearly every hire action, with the exception of consultants.  For Consultants, enter a value of 1 if this is the Consultant’s first appointment.
	The Appointment Info screen appears.
	

	29
	Click on the Special Employment Program list and select an entry from the drop down menu, if applicable. [image: image48.jpg]



Note: This is where the Special Program ID is entered.  There is no need to change the Welfare to Work field.

Click on the OK button.
	The page for the Employment Data 1 tab appears.
	

	30
	Note: The Career Conv Date defaults to three years from the Effective Date, when the career conditional type of appointment is selected on the page for the Position tab.  The WGI Status defaults to Waiting.  

Enter the WGI Due Date.

Note: This is the WGI due date, not the WGI start date.

Enter the LEI Date.

Note: This is the date of the last equivalent increase.  This is the start date required by the EHRP system to process automatic within grade increases.

Note: The following Service Computation Dates default to the Hire Effective Date.  These fields can be modified by entering the correct date or using the pop-up calendar button to select a date. [image: image49.jpg]



	The page for the Employment Data 2 tab appears.
	WGI Due Date:  Today’s date plus one year

LEI Date:  Today’s date

	
	Leave

RIF (Reduction in Force)

Retire
	TSP

Sev (Severance)
	
	

	
	Click on the Employment Data 2 tab.
	
	

	31
	Note: The Reports To Position field is required for automatic actions notices to route to the supervisor’s work list.  The following fields default based on the position selected earlier:

· Bargaining Unit

Reports To Position

Click on the Tenure list and select an entry from the drop down menu. [image: image50.jpg]



Enter the employee’s comp area and level in the Comp\Area Level field.

Note: Users should no longer enter any data related to the Comp Area field — the entire Comp Level code should be entered into the Comp Level field only.  The default value is 0000.

Enter the completion of the employee’s probation in the Probation Date field, or use the pop-up calendar button to select a date. [image: image51.jpg]



Note: If this employee is an SES, enter the probation completion date in the SES Probation Date field instead of the Probation Date field; if this employee is a Supervisor/Manager and is required to complete a Supervisor/Manager probation, enter the probation completion date in the Supv/Manager Probation Date field.  An employee can have a regular probation and a Supv/Manager Probation Date.

If necessary, click on the Security Info link and enter the employee’s security information.

Click on the Data Control tab.
	The page for the Data Control tab appears.
	Tenure: Conditional

Comp\Area Level: 00 / 00

Probation Date:

Today’s date plus one year

	32
	Click on the Save button.

Note: Document the employee identification number (EmplID) to facilitate processing benefits and pay documents.
	The data is saved and the accession record is created.
	


	
	
	

	Exercise: Processing an Accession
	
	Now you are familiar with the concepts and procedures for processing an accession.

To reinforce your understanding of this procedure, you will now practice processing an accession.  At the direction of your instructor, use the following materials to complete the first part of this exercise:

· Procedure: Processing an Accession (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Processing an Address PAR
	
	The second step on the EHRP Hire Process Checklist is processing an address.  The address PAR is automatically generated through the interface when the hire is saved.  However, if the address is changed at anytime after the hire is saved (even the next day), you need to follow the procedure for processing an address PAR.  This allows the new employee’s address to be sent to Payroll.  A job aid outlining the procedure and specific steps that you must take to process an address PAR has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to process an address PAR.  Once you have seen a demonstration of the procedure, you will be asked to process an address PAR on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you process address PARs later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for processing an address PAR.

	
	
	


	Procedure: Processing an Address PAR

	Exercise 2

	Step
	Action
	Result
	Data Entry

	1
	Click on Administer Workforce on the main menu of EHRP.

Click on Administer Workforce (USF).

Click on Use.

Click on HR Processing.
	The HR Processing screen appears.
	

	2
	Enter the employee’s search data in one or more fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name Parker, First Name same as your assigned First Name)

	3
	Click on the desired employee from the list of Search Results.
	The page for the Data Control tab appears, displaying data for the selected employee.
	

	4
	Click on the [image: image52.png]


 button on the right side of the screen to add a new row at row 1.

Click on the Action field to select DTA (Data Change) from the list of options. [image: image53.jpg]



Click on the Reason Code field to select PRA (Payroll Related Action) from the list of options. [image: image54.jpg]



Click on the NOA Code field to select 999 (Home Address Change) from the list of options. [image: image55.jpg]



Click on the NOA Ext field to select 5 from the list of options. [image: image56.jpg]



Click on the Save button.
	The new employee’s address is forwarded to Payroll.
	Action: DTA

Reason Code: PRA

NOA Code: 999

NOA Ext: 5


	
	
	

	Exercise: Processing an Address PAR
	
	Now you are familiar with the concepts and procedures for processing an address PAR.

To reinforce your understanding of this procedure, you will now continue processing the accession by processing an address PAR.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Processing an Address PAR (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Starting an Employee’s TSP Contributions
	
	The third step on the EHRP Hire Process Checklist is starting an employee’s TSP contributions.  Before beginning this step, you should know the employee’s retirement plan (FERS, CSRS).  A job aid outlining the procedure and specific steps that you must take to start an employee’s TSP contributions has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to start an employee’s TSP contributions.  Once you have seen a demonstration of the procedure, you will be asked to start an employee’s TSP contributions on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you start an employee’s TSP plan later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for starting an employee’s TSP plan.

	
	
	


	Procedure: Starting an Employee’s TSP Contributions

	Exercise 3

	Step
	Action
	Result
	Data Entry

	1
	Click on Compensate Employees on the main menu of EHRP.

Click on Administer Base Benefits.

Click on Use.

Click on Savings Plans.
	The Savings Plan screen appears.
	

	2
	Enter the employee’s search data in one or more fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name Parker, First Name same as your assigned First Name)

	3
	Click on the desired employee from the list of Search Results.
	The page for the Elections tab appears, displaying data for the selected employee.
	

	4
	Note: The Plan Type field defaults to 42 (Thrift Savings Plan).

Enter the date this action was authorized (same as the Effective Date of the hire) in the Coverage Begin Date field, or use the pop-up calendar button to select a date. [image: image57.jpg]



Note: This date also populates the Deduction Begin Date and Election Date fields.

Enter the date this action was authorized (same as the Effective Date of the hire) in the TSP Status Date field, or use the pop-up calendar button to select a date. [image: image58.jpg]



Click on the TSP Status Code field to select an entry from the list of options. [image: image59.jpg]



Click on the radio button for Waive for the employee’s Participation Election.

Click on the Save button.
	The employee's Thrift Savings Plan election is saved.
	Coverage Begin Date: Today’s date

TSP Status Date: Today’s date 

TSP Status Code: E (Eligible)

Participation Election: Waive


	
	
	

	Exercise: Starting an Employee’s TSP Contributions
	
	Now you are familiar with the concepts and procedures for starting an employee’s TSP contributions.

To reinforce your understanding of this procedure, you will now continue processing the accession by starting an employee’s TSP contributions.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Starting an Employee’s TSP Contributions (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Entering Dependent/ Beneficiary Data
	
	The sixth step on the EHRP Hire Process Checklist is entering an employee’s dependent/beneficiary data.  Dependent data is required for those employees electing Family Health Benefits coverage.

If an employee is identifying dependents on his/her health benefits, the data must first be entered in the Dependent/Beneficiary page group.  By entering the data in one central location, your time is saved because you do not have to re-enter the same information each time the employee is enrolled in a benefit plan.

A job aid outlining the procedure and specific steps that you must take to enter an employee’s dependent/beneficiary data has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to enter an employee’s dependent/beneficiary data.  Once you have seen a demonstration of the procedure, you will be asked to enter dependent/beneficiary data on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you enter an employee’s dependent/beneficiary data later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for entering an employee’s dependent/beneficiary data.

	
	
	


	Procedure: Entering Dependent/Beneficiary Data

	Exercise 4

	Step
	Action
	Result
	Data Entry

	1
	Click on Compensate Employees on the main menu of EHRP.

Click on Administer Base Benefits.

Click on Use.

Click on Dependent/Beneficiary.
	The Dependent/ Beneficiary screen appears.
	

	2
	Enter the employee’s search data in one or more fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name Parker, First Name same as your assigned First Name)

	3
	Click on the desired employee from the list of Search Results.
	The page for the Name tab appears.
	

	4
	Note: The system automatically assigns the Dependent/Beneficiary ID of 01 to the first person entered as a dependent.  For subsequent dependents, click on [image: image60.png]


 to add a row and the system will increment the Dependent/Beneficiary ID accordingly.

Click on the Relationship to Employee list and select an entry from the drop down list. [image: image61.jpg]



Click on the DepBenef Type list and select an entry from the drop down list, if necessary. [image: image62.jpg]



Enter the dependent’s First Name.

Press [Tab] and enter the dependent’s Middle name.

Press [Tab] and enter the dependent’s Last Name.

Press [Tab] and enter the dependent’s Suffix, if applicable.

Click on the Address tab.
	The page for the Address tab appears.
	Relationship to Employee: Son

DepBenef Type: Dep/Benef

First Name: Alex

Last Name: Parker



	5
	Note: The Address page is optional for health benefits dependents.

Click on the checkbox for Same Address/Phone as Employee if the dependent has the same address as the employee (the fields populate automatically with the employee’s information), OR

Enter the Address 1, (2, 3), City, Postal, and State fields with the dependent’s information.

Click on the Personal Profile tab.
	The page for the Personal Profile tab appears.
	Check the box to indicate Same Address/Phone as Employee

	6
	Enter the Birthdate, if available.

Click on the Gender of the beneficiary.

Note: This field defaults to Male.

Scroll as necessary to view the National ID field.

Enter the National ID (Social Security Number) for the beneficiary.

Click on the Save button.
	A warning message appears.
	

	7
	Note: The following warning message appears when the Save button is clicked and the Birthdate field was not entered:

Warning: Birthdate should be entered for Dependent.

Click on the OK button to ignore the warning message.
	The data for the dependent/ beneficiary is saved.
	

	
	
	[image: image63.png]



	Note: If there are additional dependents/beneficiaries to enter:

Click on the Name tab.

Click on the [image: image64.png]


 button to add a row.

Follow the previous steps to enter the next dependent’s data.
	
	
	

	
	
	
	


	
	
	

	Exercise: Entering Dependent/ Beneficiary Data
	
	Now you are familiar with the concepts and procedures for entering dependent/beneficiary data.

To reinforce your understanding of this procedure, you will now continue processing the accession by entering dependent/beneficiary data.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Entering Dependent/Beneficiary Data (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Entering Health Benefits
	
	The seventh step on the EHRP Hire Process Checklist is entering an employee’s health benefits.  Remember that in order to enter health benefits that include an employee’s family, you must first set up the dependents in the system (for this course, you completed this in the previous section, Entering Dependent/Beneficiary Data).

A job aid outlining the procedure and specific steps that you must take to enter an employee’s health benefits data has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to enter an employee’s health benefits data.  Once you have seen a demonstration of the procedure, you will be asked to enter health benefits on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you enter an employee’s health benefits data later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for entering an employee’s health benefits.

	
	
	


	Procedure: Entering Health Benefits

	Exercise 5

	Step
	Action
	Result
	Data Entry

	1
	Click on Compensate Employees on the main menu of EHRP.

Click on Administer Base Benefits.

Click on Use.

Click on Health Benefits.
	The Health Benefits screen appears.
	

	2
	Enter the employee’s search data in one or more fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name Parker, First Name same as your assigned First Name)

	3
	Click on the desired employee from the list of Search Results.
	The page for the Elections tab appears.
	

	4
	Click on the Plan Type list and select an entry from the drop down list. [image: image65.jpg]



Note: Options for this field are 10 (Fed Employees Health Benefits) and 1W (FEHG ‑ Waiver).  The default value is 10.

Enter the Coverage Begin Date field, or use the pop-up calendar button to select a date. [image: image66.jpg]



Note: Check to see that the Deduction Begin Date is the same as the Coverage Begin Date.  The Election Date field defaults to Today’s date, but should be the date that the employee signed the election form.

Click on the radio button for Elect.

Enter the Benefit Plan field, selecting the entry from the list of options. [image: image67.jpg]



Press [Tab] and enter the Coverage Code field, selecting the entry from the list of options. [image: image68.jpg]



Click on the Dependents tab.
	The page for the Dependents tab appears.
	Plan Type: 10

Coverage Begin Date: First day of next pay period

Coverage Election: ELECT

Benefit Plan: E3

Coverage Code: 2



	5
	Note: The page for the Dependents tab is used to link dependent information to the employee’s health benefits coverage.

Enter the ID field, selecting the dependent to be linked to the employee’s health benefits from the list of options. [image: image69.jpg]



	A warning message appears.
	ID:  01 

	
	
	[image: image70.png]



	Note: If there are additional dependents to link to the employee’s health benefits:

Click on the [image: image71.png]


 button to add a row.

Enter the ID field, selecting the next dependent to be linked to the employee’s health benefits from the list of options. [image: image72.jpg]



	
	
	

	
	Click on the Save button.
	
	

	6
	Note: The following warning message appears when the Save button is clicked and the Birthdate field was not entered for the dependent:

Warning: Age validations will be bypassed (Birthdate not entered for dependent).

Click on the OK button to ignore the warning message.
	The page for the Dependents tab appears.
	The data for the dependents’ health benefits is saved.


	
	
	

	Exercise: Entering Health Benefits
	
	Now you are familiar with the concepts and procedures for entering health benefits data.

To reinforce your understanding of this procedure, you will now continue processing the accession by entering health benefits data.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Entering Health Benefits (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Entering TSP Deductions
	
	The eighth step on the EHRP Hire Process Checklist is entering TSP deductions.  A job aid outlining the procedure and specific steps that you must take to enter an employee’s TSP deductions has been developed to assist you.

Generally, a new employee who is covered by FERS will not be eligible to begin TSP deductions until the beginning of the pay period that follows the employee’s entrance on duty (EOD).  However, DFAS expects the employee’s eligibility to be established effective on the employee’s EOD date to determine when the employee is eligible for the Agency-matching contributions.  Because of this, you must process a TSP action that is effective on the date of the hire.  The Participation Election field should be set to Waived on this TSP action.

If the employee has completed a TSP-1 to begin participating in TSP, you need to insert a second row with an Effective Date of when deductions will begin.  If the new hire is transferring and is already contributing to TSP, only one action is required and the Effective Date of the transfer will be used.

You should follow along as your instructor uses the procedure outlined in the job aid to enter an employee’s TSP deductions.  Once you have seen a demonstration of the procedure, you will be asked to enter TSP deductions on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you enter an employee’s TSP deductions later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for entering an employee’s TSP deductions.

	
	
	


	Procedure: Entering TSP Deductions

	Exercise 6

	Step
	Action
	Result
	Data Entry

	1
	Click on Compensate Employees on the main menu of EHRP.

Click on Administer Base Benefits.

Click on Use.

Click on Savings Plans.
	The Savings Plan screen appears.
	

	2
	Enter the employee’s search data in one or more fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name Parker, First Name same as your assigned First Name)

	3
	Click on the desired employee from the list of Search Results.
	The page for the Elections tab appears, displaying data for the selected employee.
	

	4
	Note: The Plan Type field defaults to 42 (Thrift Savings Plan).  If the employee’s original Participation Election was Waive, a new row must be added under Coverage in order to begin the employee’s TSP deductions.

Click on the [image: image73.png]


 button on the right side of the screen to add a new row at row 1.
Enter the date this action was authorized (same as the Effective Date of the hire) in the Coverage Begin Date field, or use the pop-up calendar button to select a date. [image: image74.jpg]



Note: This date also populates the Deduction Begin Date and Election Date fields.

Enter the date this action was authorized (same as the Effective Date of the hire) in the TSP Status Date field, or use the pop-up calendar button to select a date. [image: image75.jpg]



Click on the TSP Status Code field to select an entry from the list of options. [image: image76.jpg]



Click on the radio button for Elect for the employee’s Participation Election.

Click on the Benefit Plan field to select an entry based on the employee’s eligibility from the list of options. [image: image77.jpg]



Click on the radio button for the employee’s Before Tax Investment option (Flat Amt or Percent of Gross) and enter the amount in the corresponding field.

Click on the Save button.
	The employee's Thrift Savings Plan deduction is saved.
	Coverage Begin Date: First day of next pay period

TSP Status Date:  First day of next pay period

TSP Status Code: E (Eligible)

Participation Election: Elect

Benefit Plan:  TSP1

Before Tax Investment:  Click radio button for Percent of Gross, enter 8


	
	
	

	Exercise: Entering TSP Deductions
	
	Now you are familiar with the concepts and procedures for entering TSP deductions for an employee.

To reinforce your understanding of this procedure, you will now continue processing an accession by entering TSP deductions.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Entering TSP deductions (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Entering a Net Direct Deposit
	
	The ninth step on the EHRP Hire Process Checklist is entering an employee’s net deposit.  In EHRP, HR staff must enter information into the Direct Deposit page in the Maintain Payroll Data (USF) module of the system so that the information will be picked up by the Payroll interface.  Note that net direct deposits cannot be stopped through EHRP, since DFAS does not allow stops through the interface.

A job aid outlining the procedure and specific steps that you must take to enter an employee’s net deposit has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to enter an employee’s net deposit.  Once you have seen a demonstration of the procedure, you will be asked to enter a net deposit on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you enter an employee’s net deposit later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for entering an employee’s net deposit.

	
	
	


	Procedure: Entering a Net Deposit

	Exercise 7

	Step
	Action
	Result
	Data Entry

	1
	Click on Compensate Employees on the main menu of EHRP.

Click on Maintain Payroll Data (USF).

Click on Use.

Click on Direct Deposit.
	The Direct Deposit screen appears.
	

	2
	Enter the employee’s search data in one or more fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name Parker, First Name same as your assigned First Name)

	3
	Click on the desired employee from the list of Search Results.
	The page for the Direct Deposit tab appears, displaying data for the selected employee.
	

	4
	Enter the Effective Date of the direct deposit, or use the pop-up calendar button to select a date. [image: image78.jpg]



Note: The Effective Date defaults to Today’s date.

Click on the Status field to select an entry from the list of options. [image: image79.jpg]



Note: This field defaults to Active.  The Status must be Active in order for the Net Deposit to update DFAS.

Enter the Priority field.

Press [Tab] and enter the Bank ID field, or select an entry from the list of options. [image: image80.jpg]



Press [Tab] and enter the Account# field.

Click on the Deposit Type list and select Balance from the drop down list. [image: image81.jpg]



Note: The Balance option for the Deposit Type field indicates the net amount, calculated after any allotments or deductions that are being deducted for the employee.

Click on the radio button for the employee’s Account Type (Checking or Savings) for the direct deposit.

Click on the Save button.
	The data for the employee's net direct deposit is saved.
	Effective Date: Today’s Date

Priority: 01

Bank ID: Chevy Chase FSB
Account#: 1234567

Deposit Type: Balance

Account Type: 

Checking


	
	
	

	Exercise: Entering Net Direct Deposit
	
	Now you are familiar with the concepts and procedures for entering a net deposit for an employee.

To reinforce your understanding of this procedure, you will now continue processing the accession by entering a net direct deposit.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Entering a Net Deposit (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Entering Tax Data
	
	The tenth step on the EHRP Hire Process Checklist is entering an employee’s tax data.  All employees are required to have a tax record for DFAS unless the employee lives and works in a non-taxable state.

For new hires, EHRP defaults a federal and state tax record.  If the duty station location is in a non-taxable state, then the default will be for the employee’s home address.  The default for both federal and state will be single with 0 exemptions.

HR will need to process a tax change with an effective date after the hire effective date so that the change will update in DFAS.  As long as the change is done in the same pay period as the hire, it will update for the entire pay period.  The effective date of the default tax records will be the employee’s EOD date.  HR users will need to add a row with an effective date after the EOD date.

A job aid outlining the procedure and specific steps that you must take to enter an employee’s tax data has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to enter an employee’s tax data.  Once you have seen a demonstration of the procedure, you will be asked to enter tax data on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you enter an employee’s tax data later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for entering an employee’s tax data.

	
	
	


	Procedure: Entering Tax Data

	Exercise 8

	Step
	Action
	Result
	Data Entry

	1
	Click on Compensate Employees on the main menu of EHRP.

Click on Maintain Payroll Data (USF).

Click on Use.

Click on Employee Tax Data.
	The Employee Tax Data screen appears.
	

	2
	Enter the employee’s search data in one or more fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name Parker, First Name same as your assigned First Name)

	3
	Click on the desired employee from the list of Search Results.
	The page for the Federal Tax Data 1 tab appears, displaying data for the selected employee.
	

	4
	Click on the [image: image82.png]


 button on the right side of the screen to add a new row at row 1.

Note: Tax withholding information must be entered for all three levels (federal, state, and local) at the same time.  Once the Save button is clicked, any subsequent start data must be entered under a different and unique Effective Date and is considered a change.  The Effective Date automatically populates, but can be changed to a future date as long as the record has not yet been saved.

Enter the Effective Date of the tax data, or use the pop-up calendar button to select a date. [image: image83.jpg]



Note: The Special Tax Withholding Status is used to select the category of withholding that is appropriate for the employee.  This field defaults to None:

None – There are no special tax withholding instructions for the employee.

Exempt – The employee is not subject to withholding, nor are federal taxable wage figures calculated.  DFAS requires the CSR to enter information into DFAS.

Click on the radio button to indicate the Tax Marital Status.

Press [Tab] and enter the number of Withholding Allowances claimed.

Press [Tab] and enter the FWT Additional Amount, if necessary.

Click on the Federal Tax Data 2 tab.
	The page for the Federal Tax Data 2 tab appears.
	Effective Date: Today’s date

Special Tax Withholding Status: None

Tax Marital Status: Married

Withholding Allowances: 2

	5
	Click on the radio button to indicate the Earned Income Credit.

Click on the State Tax Data 1 tab.
	The page for the State Tax Data 1 tab appears.
	Earned Income Credit: Single, or married no sp filing



	6
	Note: The page for the State Data 2 tab can only be used if the employee is a resident of Arizona, California, Mississippi, or Puerto Rico.

Enter the number of any Addl Allowances.

Click on the Local Tax Data tab.
	The page for the Local Tax Data tab appears.
	

	7
	Note: The page for the Local Tax Data tab is used when applicable.

Click on the Locality field to select an entry from the list of options. [image: image84.jpg]



Check the Resident checkbox and enter the Other Work Locality, if applicable.

Note: The Special Tax Withholding Status is used to select the category of withholding that is appropriate for the employee.  This field defaults to None:

None – There are no special tax withholding instructions for the employee.

Do not maintain Taxable Gross and do not withhold tax – Taxable wage figures are neither calculated nor withheld.

Click on the LWT Marital/Tax Status field to select an entry from the list of options. [image: image85.jpg]



Press [Tab] and enter the Local Withholding Allowances.

Press [Tab] and enter any Additional Withholding Amount in a whole dollar amount, if applicable.

Press [Tab] and enter the Percentage, if applicable.

Note: The Percentage field is used for variances and must be between 25 and 100 with no decimals.

Click on the Save button.
	The employee’s tax data is saved.
	 


	
	
	

	Exercise: Entering Tax Data
	
	Now you are familiar with the concepts and procedures for entering a net deposit for an employee.

To reinforce your understanding of this procedure, you will now continue processing the accession by entering a net direct deposit.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Entering a Net Deposit (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Procedure: Entering General Deductions
	
	The eleventh and final step on the EHRP Hire Process Checklist is entering an employee’s general deductions.  HR staff must enter information into the General Deduction Data page in the Maintain Payroll Data area of the system for the purposes of Payroll interface.

A job aid outlining the procedure and specific steps that you must take to enter an employee’s general deductions has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to enter an employee’s general deductions.  Once you have seen a demonstration of the procedure, you will be asked to enter general deductions on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you enter an employee’s general deductions later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for entering an employee’s general deductions.

	
	
	


	Procedure: Entering General Deductions

	Exercise 9

	Step
	Action
	Result
	Data Entry

	1
	Click on Compensate Employees on the main menu of EHRP.

Click on Maintain Payroll Data (USF).

Click on Use.

Click on General Deduction Data.
	The General Deduction Data screen appears.
	

	2
	Click on the Search By list and select a data element with which you want to search for the employee (i.e., EmplID, Company, or Name). [image: image86.jpg]



Enter the employee’s search data.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name Parker, First Name same as your assigned First Name)

	3
	Click on the desired employee from the list of Search Results.
	The page for the General Deduction Data tab appears, displaying data for the selected employee.
	

	4
	Note: If previous data displays on the page, click [image: image87.png]


 in the General Deductions box to insert a row.

Enter the Deduction Code, selecting an entry from the list of options. [image: image88.jpg]



Enter the Effective Date of the general deductions, or use the pop-up calendar button to select a date. [image: image89.jpg]



Note: Two actions cannot share the same Effective Date.

Enter the Distribution Cd code, if applicable.

Note: If the employee is making a Combined Federal Campaign deduction, enter the appropriate code in the Distribution Cd field.  These are standard OPM-delivered digit codes and are pre-printed on the enrollment form – this field is used only for this purpose.

Click on the Deduction Calculation Routine list and select an entry from the drop down list, if applicable. [image: image90.jpg]



Note: This entry should be Flat Amount, except for National Union Dues, when the entry should be left as the default value, Default to Deduction Table.

Enter the Flat/Addl Amount field.

Click on the Distribution Information link if you are entering a TSP loan or allotment.
	The GVT Employee Distribution screen appears.
	Deduction Code: ALOT1 

Effective Date: Today’s date plus 1 week

Deduction Calculation Routine: Flat Amount

Flat Addl Amount: $100

	6
	Click on the Payment Method list and select an entry from the drop down list, if applicable. [image: image91.jpg]



Note: The Payment Method field defaults to EFT.

Press [Tab] and enter the Routing Number.

Press [Tab] and enter the Account Number.

Note: TSP loans are no longer processed in EHRP.

Click on the Account Type list and select an entry from the drop down list, if applicable. [image: image92.jpg]



Click on the Save button.
	The employee’s general deductions data is saved.
	


	
	
	

	Exercise: Entering General Deductions
	
	Now you are familiar with the concepts and procedures for entering general deductions for an employee.

To reinforce your understanding of this procedure, you will now continue processing the accession by entering general deductions.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Entering General Deductions (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	The Importance of Building Benefit Profiles
	
	The Benefit Program Participation establishes the employee’s benefit profile in EHRP.  This profile should be established automatically when the employee is hired.

However, if you change the PAR Status to INI before saving the hire, this profile will not be established.  If the Benefit Program Participation profile has not been set, you will not be able to enroll the employee in the Federal Employees Health Benefits (FEHB).

	
	
	

	
	
	

	Example
	
	Jackie is entering an accession.  She realizes that she is missing some information that she needs to complete the accession.

To avoid losing the data that she has already entered, she completes the accession as accurately as possible, but changes the PAR Status to INI.  This status allows her to save the record, but it is not considered a final action.

Jackie later completes the action and changes the PAR Status to PRO.  She then tries to enroll the employee in FEHB, but is unable to access the FEHB enrollment codes, plan codes, etc.

To remedy this problem, Jackie needs to go to the Benefit Program Participation page to enroll the employee, selecting the Benefit Program for Federal Government Employees.  The Effective Date should be entered as the employee’s hire effective date.

	
	
	

	
	
	

	Processing Errors
	
	Although it is possible to correct errors in EHRP, it is worth your time to enter data correctly and accurately the first time.  Some errors are not apparent until they appear on a report or are rejected in DFAS.  There are other errors that are caused by leaving required fields blank while processing an accession or a PAR – these errors cause a pop-up message to appear, prompting you to correct the errors.

The following are examples of errors messages that may occur when you are processing an accession or PAR.

	
	
	

	
	
	

	Example
	
	Jonas is entering an accession.  He is currently working on Step 1 of the EHRP Hire Process Checklist (Processing an Accession).  When he completes his data entry, Jonas clicks the Save button, thinking he is ready to move on to Step 2.  However, a pop-up message appears on his screen, stating:

Compensation rate is 0.

In reviewing his data entry, Jonas realizes that he left the Step field blank.  Since the Step field was left blank, EHRP entered the default value (0), preventing the Base Pay field from being correctly and automatically populated.  Ignoring this error would have prevented the new employee from being paid.

To correct the processing error, Jonas returns to the Step field and enters the correct step data.  Upon clicking the Save button, the new employee’s record is successfully saved.

	
	
	

	
	
	

	Example
	
	Niaja is entering a PAR to promote an employee to GS-12, step 10.  The WGI Status on the previous row was Waiting.  This status is carried forward to the row inserted to process the promotion PAR.  Niaja does not change the WGI Status (Waiting).

When she tries to save the promotion PAR, Niaja gets the following error message:

If Step is 10, WGI status must = NA”

Niaja needs to change the WGI Status to NA before she can save the promotion PAR for the employee.

	
	
	

	
	
	

	Example
	
	Rachel has just finished entering data for a new hire into EHRP.  Having finished the job aid for Step 1 on the EHRP Hire Process Checklist, she clicks the Save button.  She is surprised to receive the following pop-up message:

Resident location code missing

Rachel returns to the Personal Data tab, and realizes that when she clicked the Address Information link, she left the field for Res Loc Code blank.  Rachel enters the appropriate Res Loc Code using the lookup button [image: image93.jpg]


, and clicks on the Save button again.  The new employee’s data is saved with no pop-up message this time.

	
	
	


Processing Personnel Action Requests (PARs)

	
	
	

	Introduction to Processing Personnel Action Requests (PARs)
	
	Once you have processed an accession within the EHRP system, you can process personnel action requests (PARs) to add, correct, or change data in the employee’s record.  Upon completion of this section of the Processing Personnel Actions training, you will be able to use the EHRP system to process PARs.

The PAR processing module is the mechanism in EHRP that is used to process personnel actions.  Any action requiring an SF-50 or SF-52 will be processed in this system module.

	
	
	

	
	
	

	Workflow
	
	Workflow automates, streamlines, and controls the flow of information throughout the organization.  Workflow routes a request by sending personnel actions through a cycle to initiate, request, authorize, and approve the request.  Workflow then sends the request on to Human Resources for final processing.

The automated workflow process ensures that a personnel action request goes through all of the reviews required by an Agency until it is complete.

	
	
	

	
	
	

	Workflow Roles
	
	The EHRP system is designed around users’ roles in the system.  When an action is created in the system, it follows a prescribed path through the workflow, from the initiation of the action through the final approval and entry by HR personnel.

There are six system roles upon which the EHRP workflow is based:

1. Requester (REQ)

2. 1st Authorizer (1st)

3. 2nd Authorizer (2nd)

4. Approver (SIG)

5. HR Reviewer (REV)

6. HR Processor (PRO)



	
	
	

	
	
	

	Workflow Routing Options
	
	There are six menu paths or routing options associated with the six workflow roles.  The six routing options are available for each personnel action:

In each of these six paths (illustrated in the following diagrams), the management and staff team processes the personnel action first before moving the action across the dotted line to the HR team for final processing.  The action can be disapproved or returned to the Requester at any point in the process.

	
	
	

	6-Step Process
	
	Personnel actions that require the highest level of approval may employ a 6-step workflow process:
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Example: A supervisor recommends a promotion for one of her subordinates and makes the request.  The request is forwarded for 1st Authorization.  Upon approval by the 1st Authorizer, the action is forwarded for 2nd Authorization.  When that individual approves the action, the Approver receives it.  The Approver then forwards the action to HR for completion.

	
	
	

	5-Step Process
	
	Actions and requisitions that require less approval may employ a 5-step workflow process:
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Example: A supervisor recommends a promotion for one of his subordinates and makes the request.  The request is forwarded for 2nd Authorization.  When that individual approves the action, the Approver receives it.  The Approver then forwards the action to HR for completion.

	
	
	

	4-Step Process
	
	A 4-step workflow process may also be employed:
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Example: A supervisor makes a request for promotion.  The request is forwarded directly to the Approver.  The Approver then forwards the action to HR for completion.

	
	
	

	3-Step Process
	
	Using the INI (initiated) WIP status
, a 3-step workflow process may be used within an HR office after a paper SF-52 is received from management:
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Example: The Manager creates a paper SF-52 request and forwards the request to HR.  The HR Reviewer uses the INI status to put the action on hold until the action is ready for processing in EHRP.

	
	
	

	2-Step Process (two methods)
	
	Method 1:

A 2-step workflow process may also be employed in an HR office after a paper SF-52 is received from management:
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Example: The Manager creates a paper SF-52 request and forwards the request to HR.  HR then processes the request in EHRP.

	
	
	

	
	
	Another 2-step workflow process option is for the Processor to utilize the INI WIP status
:

Method 2:
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Example: The Manager creates a paper SF-52 request and forwards the request to HR.  The HR Processor enters the action in EHRP as INI and then the action is processed in EHRP.

As you will learn in the following section, an action does not enter the workflow while in an INI WIP status and remains on hold until the Processor changes to the WIP status to PRO (processed).

	
	
	

	1-Step Process
	
	HR may employ the 1-step process if they are not utilizing EHRP’s workflow functionality:
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Example: The Manager creates a paper SF-52 request and forwards the request to HR.  The action is entered directly into the system under PRO status.

	
	
	

	Summary of Workflow Paths
	
	The following diagram demonstrates all of the workflow paths for personnel actions.
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	Work-In-Progress (WIP) Statuses
	
	There are controls behind the scenes of EHRP’s business processes that enable you to track and process personnel actions in a streamlined, flexible manner.  WIP statuses enable system users to identify the standing or routing status of the PAR in the EHRP system.

Paired with a Work-In-Progress status is a PAR Status Code.  The table on the following page provides an overview of the WIP statuses and their relationship with the PAR Status Codes, as well as their working definitions.

	
	
	

	
	
	Note: An electronic SF-52 will replace your paper SF-52s.  This is an OPM approved electronic document.  Users are not required to print this document.  The electronic signature in Part A, Item 6 on the SF‑52 is that of the Approver.

The electronic SF-50 will replace the current paper SF-50.  OPM has approved this electronic document as well.  With the combination of the electronic SF-52 and SF-50, an electronic Official Personnel Folder (OPF) is created.  The SF-50 is batch printed and can be printed individually as well.


	Work-In-Progress Status
	Status Code
	Definition

	Initiated
	INI
	INI indicates an action is open, but not yet submitted as a request.  By assigning a status of INI, originators can leave the request open until it is ready to submit.

	Requested
	REQ
	REQ status is assigned to automatically forward the request to the next level.

	1st Authorized
	1st
	1st status is assigned to automatically forward the request to the next review level.

	2nd Authorized
	2nd
	2nd status is assigned to automatically forward the request to the approval level.

	Approved/Signed
	SIG
	SIG status is assigned to automatically forward the request to the Human Resource official for processing.

	Reviewed by Human Resources
	REV
	REV is assigned when the action has been approved for processing by the HR Reviewer.  Additional data may be entered at this point, and the request is checked for any last minute changes that may be necessary.

	Processed by Human Resources
	PRO
	PRO can only be assigned by HR officials, indicating final approval and making the request an actual event.  The HR official reviews and completes the request, adding the appropriate NOAC, Legal Authorities, and Remarks.  A status of PRO is final and cannot be changed – it is then available for further consideration and processing by Payroll, benefits, interface reports, and other areas.

	Returned for More Information
	RET
	RET is assigned when a Reviewer requests additional information or clarification at any point in the process.  The user can include a comment requesting additional information, with the request returning to the originator.  When the returned request is received, the originator adds the information, reassigns REQ status, and the process begins again.

	Disapproved
	DIS
	DIS is assigned when a request is disapproved, with the reason entered in the comments field.  Only the HR Processor or the Approver can disapprove a request.  The request is routed back to the Requester and cannot be modified or re-routed back into the workflow.

	Corrected
	COR
	A COR can only be performed by an HR Official once a request has completed the approval cycle and has been finalized.

	Cancelled
	CAN
	A CAN status removes the request form the active request system, leaving only the tracking record history.  An HR Official has the authority to perform a cancellation after a request has completed the approval cycle and has been finalized.  The originator of a request may also use the CAN status if s/he receives a returned request.


	
	
	

	Action and Reason Codes
	
	When you are processing PARs in the EHRP system, you must select the appropriate Action Code.  The Action Code communicates to the system what action you need to take on an employee record.

The Reason Code field follows the Action Code field on the screen.  Based on the action that you are performing (or the Action Code that you enter), EHRP provides you with a list of valid options to choose from that are associated with the Action Code.

Your knowledge of Action Codes and Reason Codes is critical to management.  Management uses these codes to communicate what actions HR staff should process on employee records.

A list of Action Codes and their associated Reason Codes is located in Appendix A at the end of this document.

	
	
	


	
	
	

	Procedure: Authorizing and Approving a PAR
	
	There are several screens involved in authorizing and approving a PAR.  A job aid outlining the procedure and specific steps that you must take to authorize and approve a PAR has been developed to assist you.

By following the procedure in the job aid, a requested action will be authorized/approved in the system, as well as routed to the appropriate staff for processing by HR.  This includes actions such as promotions, reassignments, and LWOP.

You should follow along as your instructor uses the procedure outlined in the job aid to process a PAR.  Once you have seen a demonstration of the procedure, you will be asked to process a PAR on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you process PARs later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for processing a PAR if you are an Authorizer or Approver in the workflow.

	
	
	


	Procedure: Authorizing and Approving a PAR

	Demonstration

	Step
	Action
	Result

	1
	Click on the Worklist link on the main menu of EHRP.
	The Worklist page appears.

	2
	Click on the Link for the desired work item on the worklist.
	The page for the Data Control tab appears, displaying data for the selected work item.

	3
	Enter the PAR Status field, selecting the entry from the list of options. [image: image102.jpg]



Note: Once the PAR Status is modified, the work item is routed to the stage in the workflow process that is identified by the status.  For example, if the action being worked is in the REQ stage and the user role is the 1st Authorizer role, then the user would enter 1st in the PAR Status field.

Click on the appropriate field(s) and modify data as necessary.

Note: Fields that can be updated and modified by Authorizers and Approvers are:

Effective Date

PAR Status

Comments (using the Tracking Data link)

CAN Code (using the Accounting link on the page for the Compensation tab)

Click on the Save button.
	The Route to Next Empl ID screen appears.



	4
	Click on the Route To button.
	The Route To window containing a list of valid users to whom the action can be routed appears.

	5
	Click on the appropriate checkbox to select the user to whom the action should be routed.

Click on the OK button.
	The action is saved and routed to the worklist of the selected user; your worklist appears.

	6
	Note: Once an item has been worked, you can manually delete the item from your worklist.

Click on the Mark Worked checkbox to select the action that you completed.
	The following message appears: You are about to remove this item from your worklist. Do you wish to continue?

	7
	Click on the OK button to remove the item from your worklist, OR

Click on the Cancel button to keep the item on your worklist.
	


	
	
	

	Procedure: Setting Up a Service Agreement
	
	In addition to personnel actions such as promotions, reassignments, and LWOP, there are PARs that require setting up a service agreement for the employee prior to processing the personnel action.  The data to be entered for these PARs can be found in the service agreement or contract between management and the employee.  These actions include processing a Physician’s Special Pay (PSP) or Physician’s Comparability Allowance (PCA).  A job aid outlining the procedure and specific steps that you must take to process this type of PARs has been developed to assist you.

By following the procedure in the job aid, the service agreement will be set up and the appropriate data from the agreement will be sent to DFAS in conjunction with the PAR action.  This data will be used to determine the employee’s payment under the entitlement.

You should follow along as your instructor uses the procedure outlined in the job aid to set up a service agreement.  Once you have seen a demonstration of the procedure, you will be asked to set up a service agreement on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you set up service agreements later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for setting up a service agreement.

	
	
	


	Procedure: Setting Up a Service Agreement

	Demonstration

	Step
	Action
	Result

	1
	Click on Administer Workforce on the main menu of EHRP.

Click on Administer Workforce (USF).

Click on Use2.

Click on Service Agreements.
	The Service Agreements screen appears.
	

	2
	Enter the employee’s search data in one or more of the fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.

	3
	Click on the desired employee record from the Search Results.
	The page for the Service Agreements tab appears, displaying the selected employee’s information.

	4
	Click on the Service Agreement Type list and select an entry from the drop down list. [image: image103.jpg]



Enter the Service Date field, or use the pop-up calendar button to select a date. [image: image104.jpg]



Enter the Effective Date field, or use the pop-up calendar button to select a date. [image: image105.jpg]



Enter the End Date field, or use the pop-up calendar button to select a date. [image: image106.jpg]



Enter the Exec PSP Percentage and Scarcity Code, if applicable

Click on the Save button.

Note: Once the data associated with the service agreement has been captured, the action must be completed and the pay specifics must be entered.

Click on the Administer Workforce (USF) link at the top of the page in the menu path.
	The main menu appears.

 

	5
	Click on Use on the main menu of EHRP.

Click on HR Processing.
	The page for the Data Control tab on the HR Processing screen appears, displaying data for the most recent personnel action for the selected employee.

	6
	Click on the [image: image107.png]


 button on the right side of the screen to add a new row at row 1.

Enter the Actual Effective Date of the action, or use the pop-up calendar button to select a date. [image: image108.jpg]



Enter the Action field, selecting the entry from the list of options. [image: image109.jpg]



Enter the Reason Code field, selecting the entry from the list of options. [image: image110.jpg]



Enter the NOA Code field, selecting the entry from the list of options. [image: image111.jpg]



Enter the NOA Ext field, selecting the entry from the list of options. [image: image112.jpg]



Enter the Authority (1) and Authority (2) fields, if applicable.

Click on the Compensation tab.
	The page for the Compensation tab appears.

	7
	Click on the Other Pay Information link at the bottom of the screen.
	The Other Pay Information screen appears.

	8
	Enter the Earnings Code field, selecting the entry from the list of options. [image: image113.jpg]



Note: When processing a service agreement action, you must select only one earnings code and enter the PA amount on that one earnings code.

Enter the Pay Period Amount field.

Press [Tab] to see the field automatically populate with data.

Click on the OK button.
	The page for the Compensation tab appears.

	9
	Note: If necessary, click on the Data Control tab and change the PAR Status according to your role.

Scroll as necessary to view the bottom of the page.

Click on the Save button.
	The action is saved and routed to the worklist of the selected user.


	
	
	

	Processing a 9XXX NOA
	
	Some of the PAR actions that are keyed into EHRP are 9XXX NOAs.  These NOAs are not required by OPM, but are required by the Payroll system to identify Payroll-related changes to an employee’s record.

9XXX NOACs (Nature of Action Codes) should not be used for any Payroll actions that are completed on the Compensate Employee pages in EHRP – those NOACs have been inactivated and will be submitted to DFAS on the non-SF-50 files.

Only the transactions described in the list of active 9XXX NOACs on the following page are valid.  9XXX NOACs are generally associated with entitlements and are keyed using an Earnings Code on the Other Pay Information link (located on the page for the Compensation tab).

Many of these actions also require that service agreements be set up in EHRP (e.g., PSP, PCA).  General instructions for setting up a service agreement are described in the job aid, Setting Up a Service Agreement found earlier in this section.

	
	
	

	
	
	

	Active 9XXX NOACs
	
	Use the 9XXX NOA when you need to make changes described in the table on the following page.

	
	
	


	Active 9XXX NOACs

	Action
	GVT NOA Code
	HE NOA Extension
	Description

	DTA
	904
	0
	Reg Sch Stdby Duty Pay Start/Chg

	DTA
	904
	2
	Reg Sch Stdby Duty Pay Stop

	DTA
	910
	3
	Home Leave Start/Change

	DTA
	910
	4
	Home Leave Stop

	DET
	930
	0
	Start of Detail

	DET
	931
	0
	Extension of Detail

	DET
	932
	0
	Termination of Detail

	DTA
	948
	0
	Supplement Recruitment Stipend

	DTA
	948
	1
	Supplement Relocation Stipend

	DTA
	948
	2
	Supplement Retention Stipend

	DTA
	948
	3
	Suppl Retention Stipend (Stop)

	DTA
	958
	0
	PCA Start NTE (Date)

	DTA
	959
	0
	PCA Stop

	DTA
	980
	0
	CAN Change

	DTA
	980
	1
	CAN Change - FM

	DTA
	984
	0
	Uniform Allowance Stop

	DTA
	991
	0
	Post differential Start/Chg

	DTA
	992
	0
	Cost of Living Allowance Start/Chg

	DTA
	996
	0
	Uniform Allowance Per Hr Start/Chg

	DTA
	996
	1
	Uniform Allowance Per Pay Period Start/C

	DTA
	997
	1
	Post Differential Stop

	DTA
	997
	C
	Danger Pay Change

	DTA
	997
	B
	Imminent Danger Pay Stop

	DTA
	997
	2
	COLA Stop

	DTA
	997
	8
	Danger Pay Start

	DTA
	997
	9
	Danger Pay Stop

	DTA
	997
	A
	Imminent Danger Start/Chg

	DTA
	999
	5
	Home Address Change


Correcting Data in an Employee Record

	
	
	

	Introduction
	
	Now that you are familiar with processing accessions and PARs, you need to know how to correct previously issued personnel actions in an employee record.

Before modifying data in an employee record, you must determine which of the following applies to the action being corrected:

· The action to be corrected is an OPM action.

· The action to be corrected is a non-OPM action.

Once you have determined the type of action to be corrected, select the job aid that applies and proceed.

	
	
	

	
	
	

	Correcting an OPM Action
	
	Any OPM action that fails DFAS edits or has data that needs to be modified must be corrected using the NOA code 002-0.  These corrections will also be reported to OPM.  DFAS requires a copy of the SF-50 for all 002-0/Correction actions.

Keep in mind that EHRP maintains a complete action history.  Consequently, when a historical correction is made, the subsequent rows will not be automatically corrected.  The user must intervene to maintain data integrity in EHRP, and correct each row that is affected.

Note: An Effective Date cannot be corrected after the PAR action has its PAR Status changed to PRO and has been saved.  To correct an Effective Date, cancel the action and re-enter it with the correct Effective Date.  If the action that needs to be cancelled is the hire action, you must process the new hire action with the correct Effective Date before processing the cancellation.

	
	
	

	
	
	

	Correcting a non‑OPM Action
	
	Unlike OPM rows, non-OPM actions should be corrected using a 9xxx NOA or using the Resend button – never use an 002 action to correct a 9xxx action.

	
	
	

	
	
	

	Procedures: Correcting an OPM Action
	
	There are several screens involved in correcting an OPM action.  A job aid outlining the procedure and specific steps that you must take to correct an OPM action has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to correct the data.  Once you have seen a demonstration of the procedure, you will be asked to correct an OPM on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you correct OPM actions later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for correcting an OPM action.

	
	
	


	Procedure: Correcting an OPM Action

	Exercise 10

	Step
	Action
	Result
	Data Entry

	1
	Click on Administer Workforce on the main menu of EHRP.

Click on Administer Workforce (USF).

Click on Use.

Click on Correction.
	The Correction screen appears.
	

	2
	Note: The Correct History checkbox is marked by default.

Enter the employee’s search data in one or more of the fields.

Click on the Search button.
	The Search Results appear at the bottom of the screen.
	(Look for the Employee Record for the employee with Last Name SMITH, First Name same as your assigned First Name)

	3
	Click on the desired employee record from the Search Results.
	The page for the Data Control tab appears, displaying the selected employee’s information.
	

	4
	Click on the [image: image114.png]


 button on the top right side of the screen to locate the action that requires correction.

Note: You must have the current or older row that needs correction displayed before moving forward with this procedure.

Click on the [image: image115.png]


 button on the PAR action to be corrected to add a row.

Note: By inserting a row, the data is copied from the originally displayed row to the correction row.  The PAR Status for the inserted row automatically defaults to COR.  The 002/Correction NOA is generated behind the scenes, but will print on the SF-50.

Correct the fields as necessary, clicking on the appropriate tabs and selecting entries from the list of options [image: image116.jpg]


 and drop down lists. [image: image117.jpg]



Click on the PAR Remarks link.


	The PAR Remarks screen appears.
	Position Number:  See Monitor Tag, change to Position Number Initialized in Exercise 3

Pay Group: 

GSB (on Position Tab)

Step: 1 (on Compensation Tab)

	5
	Enter the appropriate Remarks Cd and comments regarding the correction.

Note: All corrections should include the appropriate comments in the PAR Remarks.

Click on the OK button.
	The page for the Data Control tab appears.
	Remarks Cd: Choose as appropriate

	6
	Confirm that the PAR Status is COR (corrected).

Click on the Save button.
	A warning message appears: The correction was not made to the last row on the database.
	

	7
	Note: If the Effective Date of the correction action is before or the same as the Effective Date of a previously entered action, a warning message appears instructing you to check that your new action will not affect any previous actions.  You must review the affected actions (all applicable actions will have a Reviewed? checkbox).

Click on the [image: image118.png]


 button on the top right side of the screen to locate the records that are affected or click on View All to view all of the records.

Note: All rows of data must be reviewed and the Reviewed? checkbox must be marked when one row is corrected.  If another OPM action is affected by this correction, a separate correction must be performed on that action as well.

Click on the Reviewed? checkbox for each action once your reviews and updates are complete.

Click on the Save button.
	The corrected data is changed in the employee record.
	


	
	
	

	Exercise: Correcting an OPM Action
	
	Now you know about the procedures involved in correcting an OPM action in an employee record in EHRP.

To reinforce your understanding of correcting an OPM action, you will now practice the procedure.  At the direction of your instructor, use the following materials to complete the exercise:

· Procedure: Correcting an OPM Action (job aid provided earlier in this section)

· Monitor Tag (distributed by your Instructor)

Your instructor will guide you in correcting not only the current row of employee data, but also data contained in older rows.

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	


	
	
	

	Resending Data on Non‑OPM Actions
	
	Non-OPM actions cannot be corrected with an 002-0/Correction action.  Entitlements, such as COLAs or PCA, requiring a 9XXX PAR action that have already updated DFAS require that the action be re‑keyed with a different effective date for the pay period in which the change should have occurred to correct the action.  If the 9XXX PAR action failed DFAS edits, the Resend functionality must be used to correct the action.

Actions on the Compensate Employee module that have updated DFAS and need to be corrected require that the action be re-keyed with a different effective date for the pay period in which the change should have occurred.  Those actions that failed DFAS edits that are on Compensate Employee module require that the Resend functionality be used to correct the action.

The Resend functionality is only available to those with special security access.  Please check with your Agency HR Point of Contact for additional information.

	
	
	

	
	
	

	About the Resend Function
	
	Non-OPM actions can be corrected using the Correct History mode.  These actions have a Resend button that appears on the screen.  The Resend function triggers the actions to be picked up on the file and resent to DFAS.

The Resend functionality exists on the following EHRP pages:

· 9XXX PAR actions

· Health Benefits

· Savings Plans

· Direct Deposit

· General Deductions

· Employee Tax Data (federal, state, and local)

	
	
	

	
	
	

	The Resend Checkbox
	
	When a record is eligible to be resent to DFAS, a Resend? checkbox appears on the page in red.  Marking this checkbox causes the record to be resent to DFAS, even if it was previously sent.

The Resend? checkbox will not appear in the following cases:

· The User ID does not have the DFAS Resend user role (PeopleSoft security).

· The Effective Date of the record is prior to the DFAS conversion date (4/17/05).

· On the HR Processing page, the NOA is less than 900; the Resend? checkbox will not appear for NOA 980/CAN Change as well.

	
	
	

	
	
	

	Procedure: Resending Data on a Non‑OPM Action
	
	A job aid outlining the procedure and specific steps that you must take to resend data on a non-OPM action has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to resend a non-OPM action.

Keep in mind that you can also use this job aid as a tool to help you resend a non-OPM action later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for resending a non-OPM action.

	
	
	


	Procedure: Resending Data on a Non-OPM Action

	Demonstration

	Step
	Action
	Result

	1
	Click on Administer Workforce on the main menu of EHRP.

Click on Administer Workforce (USF).

Click on Use.

Click on HR Processing.
	The HR Processing screen appears.

	2
	Enter the employee’s search data in one or more of the fields.

Check the Correct History checkbox.

Click on the Search button.
	The Search Results table appears at the bottom of the screen.

	3
	Click on the desired entry in the Search Results table.

Click on the appropriate position in the Search Results table.
	The fields on the page for the Data Control tab are populated with data for the selected employee.

	4
	Click on the [image: image119.png]


 button on the top right side of the screen to locate the action that requires correction.

Note: You must have the current or older row that needs correction displayed before moving forward with this procedure.

Correct the fields as necessary, clicking on the appropriate tabs and selecting entries from the list of options [image: image120.jpg]


 and drop down lists. [image: image121.jpg]



Check on the Resend? checkbox.

Click on the Save button.
	The corrected data is saved and will be resent to DFAS.


	
	
	

	The Effects of Corrections on Salary Adjustments and Debts
	
	Whenever you correct an employee’s record, it is essential that you take great care to see what else is affected by the changes that you make — particularly when the correction is made to data effecting salary adjustments and debts.

Salary debts can occur when retroactive personnel actions are processed that change the salary or pay entitlements.  This includes any overpayment that is attributable to clerical errors, administrative errors, or delays in processing pay documents.  Salary debts are classified as either routine debts or non-routine (full due process) debts.

A routine debt is defined as a salary overpayment having an amount of $50.00 or less, or one that is greater than $50.00 but is identified within four pay periods.  The collection of a routine debt begins in the pay period in which it is identified by the Payroll office.  There will not be a delay in starting the collection of newly identified routine debt.  The employee’s only notification will be on his or her Leave and Earning Statement.

A non-routine debt is any salary overpayment greater than $50.00 that was not identified within four pay periods of when debt was incurred.  This is considered a debt requiring full due process.  Due process includes giving the employee written notification, including information about submitting payments and the employee’s rights to request a hearing or a waiver.

If the employee does not repay the debt or contact the Payroll office to establish a repayment schedule within 30 days, the DFAS-CH Payroll office will begin collection of the debt by salary offset at 15% of the employee’s disposable net pay.

	
	
	


Processing Cancellations

	
	
	

	Introduction
	
	At this point in this training course, you have learned about:

· Accessions (or hires),

· Personnel action requests (or PARs), and

· Corrections to and resends of employee data.

There may be times when a record cannot be corrected.  An action may need to be cancelled because a decision orders an action to be rescinded or withdrawn, or because the action should never have occurred.  In EHRP, cancellations are made in the Cancellation page group with a NOA code of 001-0.

	
	
	

	
	
	

	Procedure: Processing a Cancellation
	
	A job aid outlining the procedure and specific steps that you must take to process a cancellation has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to process a cancellation.  Once you have seen a demonstration of the procedure, you will be asked to process a cancellation on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you process cancellations later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for processing a cancellation.

	
	
	


	Procedure: Processing a Cancellation

	Demonstration

	Step
	Action
	Result

	1
	Click on Administer Workforce on the main menu of EHRP.

Click on Administer Workforce (USF).

Click on Use.

Click on Cancellation.
	The Cancellation screen appears.

	2
	Click on the data element with which you want to search for the employee (i.e., EmplID, Empl Rcd Number, Name, or Last Name).

Enter the employee’s search data.

Click on the Search button.
	The Search Results appear at the bottom of the screen.

	3
	Click on the desired employee from the list of Search Results.
	The page for the Data Control tab appears, displaying data for the selected employee.

	4
	Note: EHRP will not allow you to insert a row on top of a cancelled row.  The system will generate an error message indicating that you are not allowed to perform that action with a PAR Status of CAN.  In order to process the action, you must select a row with a PAR Status of PRO or COR.  In choosing the action on top of which to insert a row, keep in mind that EHRP will populate the new row with the information from the row selected.

If necessary, click on the [image: image122.png]


 button on the top right side of the screen to display the row of data that you wish to cancel.

Note: The salary and step will be returned to the lower salary grade and step if an increase or promotion action is being cancelled.  The employee must be returned to the status occupied prior to the action being cancelled.

Enter the PAR Status field, selecting CAN from the list of options. [image: image123.jpg]



Note: Upon entering CAN in the PAR Status field, the NOA code will automatically populate behind the scenes.

Click on the PAR Remarks link.
	The PAR Remarks screen.

	5
	Enter the Remarks CD.

Press [Tab] and enter any relevant comments on the PAR Remarks screen.

Note: Use the appropriate remarks based on OPM processing guidelines.  To enter a freeform remark, enter ZZZ in the Remarks CD field.  Enter your remark text in sentence format.  Since there is no auto-wrap feature in this field, move to the next line once the line is filled.  If a word requires hyphenation, move it to the next line.  Do not use bullets or dashes.

Click on the OK button.
	The page for the Data Control tab appears.

	6
	Click on the Save button.

Note: Another action may not be created and a new row for that action may not be inserted until you scroll down to the action prior to the cancellation.  An SF-50 may be printed as a verification of this cancellation action.  The SF-50 will display the correct NOA code for a Cancellation (001).
	


	
	
	

	When to Use a Cancellation
	
	You should follow OPM processes for cancellations, unless DFAS requires a cancellation.  DFAS and EHRP will not allow correction of the Effective Date for an action that has already been processed.  If the Effective Date needs to be corrected, you must cancel the action and process it again with the correct Effective Date.

There are system limitations on when and how a cancellation should be used.  You should be aware of three specific situations.

	
	
	

	
	
	

	Cancellation of the Conversion Row
	
	If you need to cancel the conversion row in EHRP, and it is the only OPM row in the employee’s record, you must first enter the OPM NOA that was prior to the conversion action before processing the cancellation.

	
	
	

	
	
	

	Cancellation of a Hire Row
	
	There are times when a cancellation will wipe out a row of history, but some of the employee data (such as the National ID) remains in a system table.

If the only row in an employee record is the hire row, you should not cancel it without entering the correct row of data first.  Only when the correct row is entered and saved should you cancel the hire row.  If you cancel the only row first — the hire row — there will be no row in the employee record to correct, and you will be unable to enter the employee into EHRP again because the National ID is still resident in a system table.

	
	
	

	
	
	

	Cancellation of Position Data with Employee Data
	
	Cancellation of an employee record wipes out the associated Position data.  When you insert a row in an employee record, you must be on top of the most current row or the last processed action when you do the insertion — never be on the cancelled row when you insert a row.

	
	
	

	
	
	

	The Effects of Cancellations on Salary Adjustments and Debts
	
	Whenever you cancel a row in an employee’s record, it is essential that you take great care to see what else is affected by the cancellation— particularly when the cancellation is made to data effecting salary adjustments and debts.

As discussed earlier in this course, salary debts can occur when retroactive personnel actions are processed that changes the salary or pay entitlements.  This includes any overpayment that is attributable to clerical errors, administrative errors, or delays in processing pay documents.  Salary debts are classified as either routine debts or non-routine (full due process) debts.

	
	
	

	
	
	

	Example
	
	James processed a promotion from GS-12, step 4 to GS-13, step 1 for Hank Butler, effective 8/7/05.  The Staffing Specialist informs James that the Effective Date should have been 7/24/05 and the action needs to be corrected.  Mr. Butler has received several paychecks that included his higher salary.

James processes an 001/Cancellation action on 9/27/05, but forgets to process the promotion and goes on leave until 10/14/05.  Mr. Butler receives another paycheck, but this time he is paid at his earlier GS-12, step 4 level for the pay period ending 10/1/05.  In addition, Mr. Butler receives an indebtedness letter from DFAS, because they believe he owes them money from the times that he was paid at a higher level (what a mess!)

In this example, the cancellation of a promotion with an incorrect Effective Date changed the employee’s salary and grade to what it would have been had the promotion not taken place.  If the promotion is not keyed back into the system with the correct Effective Date during the same pay period, the employee will incur a debt that is not valid.

	
	
	


Quality Control of Position and Employee Data

	
	
	

	Introduction
	
	EHRP is a web-based personnel management system that encompasses not only Personnel Action Request (PAR) processing, but Position Management, Base Benefits, and Pay Actions as well.  EHRP is driven by PeopleSoft 8.0; a software system that incorporates the most advanced features of Federal HR administration (e.g., the electronic OPF and automated workflow).  EHRP assists in the management of Human Resources and payroll functions through an integrated, internet-accessible tool, available at every end-user’s desktop.

Because EHRP is available to so many users, there is a need for quality control of employee data.  Quality control is enforced through the use of:

· Management information (inquires, reports, and queries), and

· The CPDF report.

These reporting mechanisms allow HR staff to double-check that the data entered is correctly and that it is not in conflict with other data in EHRP.

	
	
	

	
	
	

	Management Information for Use in Quality Control
	
	EHRP provides extensive management information to its users.  The following three types of management information are used in EHRP:

· Inquires

· Reports

· Queries 

	
	
	

	
	
	

	Inquire Pages
	
	Inquires are pre-defined queries that are built into EHRP.  The data is displayed in view-only mode.  The information contained on the Inquire pages reflects the most current information that has been entered for a particular item in the database.

Since EHRP is accessed in a browser format, the inquires can be printed using the Print button on your browser toolbar.  Inquire pages are accessed via the Inquire menu option.  An example of an Inquire is the Position Data Summary page.

	
	
	

	
	
	

	Reports
	
	Just as with inquires, reports are essentially pre-defined queries that are built into EHRP for users to easily access.  Reports can be printed as well.

	
	
	

	
	
	

	Run Control IDs
	
	Using Run Control IDs is a way of saving parameters for reports. When running a report, users can search on different criteria.  To expedite the process, these criteria can be saved and used later.

Run Control IDs are as individual as the user.  Two users can run the same report, calling it by the same name, and yet have different criteria.  Your Run Control ID is unique because it is based on your Operator ID and password.

	
	
	

	
	
	

	Report Manager
	
	Report Manager provides a list of your own personal reports and processes.

	
	
	

	
	
	

	Process Monitor
	
	You can see the progress of your reports and processes on the Process Monitor.  It also displays the status of the different servers that run your reports.

	
	
	

	
	
	

	Queries
	
	Queries are abbreviated, targeted reports that are designed to answer a specific question from a user.  Only Enterprise Application Division (EAD) EHRP staff will have the ability to create queries.  If there is a specific query that you would like to have designed, you can make a request through your Agency Point of Contact.

	
	
	

	
	
	

	Standard Queries
	
	A series of standard queries have been developed and distributed to Agency personnel.  These queries respond to the types of information most often requested by Agency managers and HR staff.  This list changes as needed, with the addition of new queries and the deletion of queries that are no longer necessary.

You can access a current list of all public queries and the data elements included on each at the following URL:

http://www.psc.gov/hrs/ehrp/news/public_queries.html

	
	
	


	
	
	

	Procedure: Running a Query
	
	A job aid outlining the procedure and specific steps that you must take to run a query has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to run a query.  Once you have seen a demonstration of the procedure, you will be asked to run a query on your own, using the job aid.

Keep in mind that you can also use this job aid as a tool to help you run queries later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for retrieving, running, and saving a standard query.

	
	
	


	Procedure: Running a Query

	Demonstration

	Step
	Action
	Result

	1
	Click on PeopleTools on the EHRP main menu.

Click on Query Manager.

Click on Use.

Click on Query Manager.
	The Query Manager screen appears.

	2
	Click on the field next to Search By and select the first criteria with which to search from the drop down list. [image: image124.jpg]



Press [Tab] and select the second criteria with which to search from the drop down list. [image: image125.jpg]



Press [Tab] and enter the partial or full name/description of the query.

Press [Tab] and select an entry from the drop down list for Query Type. [image: image126.jpg]



Click on the Search button.
	The Search Results appear at the bottom of the screen.

	3
	Click on Run for the desired query from the list of Search Results.
	A separate window appears, displaying fields that allow you to enter parameters for the selected query.

	4
	Click on the Automatic Action Type list and select an entry from the drop down list. [image: image127.jpg]



Press [Tab] and enter the Department Set ID.

Click on the View Results button.
	The requested query appears.

	5
	Scroll as necessary within the window to view the query results.

Scroll as necessary to view the top of the page that contains the Excel Spreadsheet and CSV Text File links.

Click on the Excel Spreadsheet link.
	A file download warning message appears.

	6
	Click on the Open button to open the query as an Excel spreadsheet.
	The query information displays in the selected format.

	7
	Click on the Save button to save the query as an Excel spreadsheet.
	The query information is saved.


	
	
	

	About Central Personnel Data File (CPDF) Edits
	
	The Central Personnel Data File (CPDF) provides information from EHRP for a report that is submitted to OPM for review.  The accuracy of the data in this report is critical to determining how well an Agency is doing.  Information from the CDPF report is used to determine Agency funding and conduct Congressional studies, as well as in other essential tasks.

CPDF edits (or errors) are relational edits that have been put into the EHRP system to limit data entry mistakes made by users.  These edits flag inconsistencies between data entered in an employee record and the parameters for EHRP data fields.

Data conflicts are reported to one or more public queries for review.  Upon review, the user must either validate that the data entry is correct or correct the data entered.

For example, EHRP is programmed to recognize that employees should be greater than 15 years of age to work for HHS.  However, an Agency may hire employees through a school program that are 15 years of age or younger.  An Agency employee runs the public query Pay Sheet Audit and discovers that there are two employees that are 15 years of age that have been hired.  Although the data is discrepant with EHRP’s parameters for Date of Birth, the Agency employee validates that the data is actually correct.

Looking at a similar situation, it is also possible that there was a data entry error involving the year in the Date of Birth field – the year may have been keyed as 1995 instead of 1985.  This would trigger inclusion of the employee record on the CPDF edits, only this time the employee data would need to be corrected.

	
	
	

	
	
	

	Frequency
	
	The public queries for CPDF edits (or errors) should be run and thoroughly checked on a regular basis.  HHS recommends that the queries be run at least once each pay period.

	
	
	

	
	
	

	Public Queries for CPDF Edits
	
	There are a number of public queries available for your use in maintaining quality control of employee data.  A list of these queries can be found below.  Use the job aid provided earlier in this section to help you run a query.

A list of these queries can also be found at the following URL:

www.psc.gov/hrs/ehrp/training/postcards/48publicqueries.html

	
	
	


	Query ID
	Description

	HE0005
	Identifies employee with missing RNO Codes and those that still have the invalid RNO Code of “6” or “Not Applicable.”

	HE0174
	Identifies employees who do not have Position Occupied data.

	HE0175
	Identifies employees without a rating level.

	HE0176
	Identifies tenure group 1 and 2 and SES employees who do not have a highest education level.

	HE0177
	Identifies employees with education level of 06, 10, or greater than 12 with incomplete data for instructional program and degree year.

	HE0178
	Identifies employees with education level other than those in HE0177 where instructional program and degree year should be made blank.

	HE0180
	Identifies tenure group 1 and 2 and SES records with an education level of 01 (no formal education).

	HE0181
	Identifies those with a Military Status of “X” and who have a Veterans Preference of 2, 3, 4, or 5.

	HE0182
	Identifies employees who do not have a tenure code.

	HE0183
	Identifies employees with a blank or invalid citizenship code.

	HE0202
	Identifies employees who are on a special pay table but do not have a pay rate determinant of 5, 6, or X.  Only reports GS employees.

	HE0229
	Identifies employees who do not have a highest educational level.


· Additional Student Resources
	
	
	

	Introduction
	
	There are additional resources available to users of the EHRP system beyond this training course.  These resources include the following:

· On-Demand on-line job aids

· On-Demand web-based training (WBT)

· Help desk

· Help Points of Contact (Help PoCs)

	
	
	

	
	
	

	On-Demand Job Aids
	
	You have access to job aids for specific tasks that are on-line.  These job aids are resident on the EHRP website.  Do the following to access the job aids:

1. Go to the PSC website: www.psc.gov.
2. Click on Human Resources.

3. Click on Enterprise Human Resources and Personnel Systems (EHRP).

4. Click on Training.

5. Click on Job Aids.

6. Click on HR Users.

You can also access these job aids by typing in the full URL:

http://www.psc.gov/hrs/ehrp/training/

A list of job aids will appear.  Click on the job aid that you need, selecting a specific format (DOC, HTML, or PDF).  Once the job aid appears on your screen, you can print the document for use, if you choose.

	
	
	

	Processing Accessions
	
	On-Demand job aids that are available to help you process accessions include the following:

· EHRP Hire Process Checklist

· Health Benefits Processing

· Dependent/Beneficiary

· Base Benefits Overview

· Pay Actions Overview

	
	
	

	Processing PARs
	
	On-Demand job aids that are available to help you process PARs include the following:

· HR Review/Process of PARs

	
	
	

	Correcting Data in an Employee Record
	
	On-Demand job aids that are available to help you correct data in an employee record include the following:

· Correct an Action

· Cancellations and Corrections

	
	
	

	Processing Cancellations
	
	On-Demand job aids that are available to help you process cancellations include the following:

· Cancel an Action

· Cancellations and Corrections

	
	
	

	Running Queries
	
	On-Demand job aids that are available to help you run queries include the following:

· Running Reports in EHRP

· Information Tools

	
	
	

	
	
	

	On-Demand WBT
	
	In addition to the job aids, users have access to web‑based training (WBT).  The On-Demand WBT is an interactive self-paced e-training tool that simulates processing actions in EHRP.  It is designed for HR staff who process personnel and pay actions using EHRP.

Do the following to access the WBT:

1. Go to the PSC website: www.psc.gov.
2. Click on Human Resources.

3. Click on Enterprise Human Resources and Personnel Systems (EHRP).

4. Click on Training.

5. Click on OnDemand WBT.

6. Click on the OnDemand link within the text on the screen.

You can also access the WBT by typing in the full URL:

http://www.psc.gov/hrs/ehrp/training/on_demand_wbt.html



	
	
	

	
	
	EHRP information is displayed on screens: topics are selected from the left window, with associated text appearing in the top and bottom windows on the right side of the screen.
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	There are three modes in which to access information using the On‑Demand WBT:
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	The See It! mode enables users to learn by watching an animated demonstration of the steps for a task being performed in a simulated environment.  All of the required activities, such as moving the mouse and entering data, are completed automatically.
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	The Try It! mode enables users to learn interactively in a simulated environment.  Users are prompted for mouse clicks and keystrokes to complete a task.
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	The Know It? mode is an assessment-type of playback in which users are instructed to complete a particular task.  Users do not receive step-by-step instructions for completing a task.  Instead, they must complete the steps without prompting and are scored on how accurately the task is completed.

	
	
	

	
	
	Note: The fourth mode (Do It!) is currently inactive.

	
	
	

	
	
	

	Post Cards
	
	Post cards are used to alert and update users when changes are made on how actions are processed.

You can access the post cards by typing in the URL:

http://www.psc.gov/hrs/ehrp/training/postcards.html

	
	
	

	
	
	

	Help PoCs
	
	Some processes and procedures are unique to a given Agency.  Each HHS Agency has employees designated as HR liaisons to provide functional and information technology specific to their Agency.  These liaisons are known as Help Points of Contact (Help PoCs).

Help PoCs provide onsite assistance to users.  Any users who need assistance may contact their specific Agency Help PoC.  Individual Agency users must contact their Agency Help PoCs prior to logging a help ticket to the Program Services Center (PSC).

To identify the Help PoC for your Agency, go to the following:

http://www.psc.gov/hrs/ehrp/about/contacts.html

	
	
	

	
	
	

	Updates to EHRP
	
	The OEHRP continues to build the EHRP website as an information tool for your use.  To stay current with the latest EHRP news and find links to related information and documentation, go to the following:

http://www.psc.gov/hrs/ehrp/news

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


EHRP information





EHRP topics





Options button





Drop down button





Calendar button








� Work-In-Progress (WIP) statuses are discussed and identified in the following section.


� Work-In-Progress (WIP) statuses are discussed and identified in the following section.
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