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Processing Base Benefits in the Enterprise Human Resources Payroll System (EHRP)

	
	
	

	Overview 
	
	This training course will assist you in understanding the fundamental concepts and procedures for processing and updating Base Benefits in the Enterprise Human Resources Payroll System (EHRP).

	
	
	

	
	
	

	This Course
	
	In this course, you will learn how to process and update the following Benefits and related functions in EHRP:

TSP (Thrift Savings Plan)

FEHB (Federal Employees’ Health Benefits Program)

FEGLI (Federal Employees’ Group Life Insurance Program)

Separations

Retirements

Taxes

Automatic Deductions

	
	
	

	
	
	

	Course Objectives
	
	Upon completion of this course, participants will:

Be familiar with EHRP basic terms and operational functions for processing and updating employees’ base benefit records.

Be familiar with forms related to each type of Benefit action and where to find them. 

Be able to navigate through the menu screens of EHRP system.

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

	
	
	

	
	
	

	Glossary of Data Elements
	
	To help you better understand the terminology and data elements involved in working with EHRP, a Glossary of Data Elements has been developed.  This glossary provides a resource as you work through the exercises included in this document, as well as when you work with EHRP records in your office.

	
	
	


Overview of Base Benefits

	
	
	

	Introduction
	
	Base Benefits include the Thrift Savings Plan (TSP), Federal Health Benefits (FEHB), and Federal Employee Group Life Insurance (FEGLI).

	
	
	

	
	
	

	Base Benefits
	
	During the Hire process, the user identifies the employee's eligibility for Federal Employee Health Benefits (FEHB) by accessing the Benefits/FEHB Data link on the Job page in the Administer Workforce module.  The user will also identify the employee’s eligibility and election for Federal Employees Group Life Insurance (FEGLI) by accessing the FEGLI/Retirement Data/FICA Data link on the Job page in the Administer Workforce module.

In order to enroll the employee in their eligible benefit plans, the user must process all other benefit plan selections in the Administer Base Benefits module.  When the user enrolls employees in their benefit plans, the user also enrolls dependents, as applicable.

Although TSP is a base benefit, it is processed under the Compensate Employee module.  This is discussed later in this document, in the section on Processing Thrift Savings Plan (TSP) Elections.

If an employee is a rehire, some of the data fields related to Base Benefits may already be populated.  You will need to review and amend this information.

You will learn how to update, validate, and process the following Base Benefits throughout the rest of this training course:

TSP (Thrift Savings Plan)

FEHB (Federal Employees’ Health Benefits Program)

FEGLI (Federal Employees’ Group Life Insurance Program)

	
	
	

	
	
	Additionally, you will become familiar with necessary HR processes regarding:

Separations, which include retirements (voluntary separation) and terminations,

Tax deductions,

Processing rehires, and

Processing cancellations.

	
	
	

	
	
	

	Benefit Forms
	
	As you work with employees’ base benefits, you will encounter a number of forms that serve as resources for employee information.  A list of these forms is included on the following pages.

These forms are available on the OPM website:

www.opm.gov/forms/html/sf.asp

	
	
	


	Form #
	Form Name
	Associated Benefit Action
	Information Obtained

	SF 2809
	Employee Health Benefits Registration Form
	FEHB enrollment, changes, and cancellation
	Employee and Beneficiary Information, Enrollment Codes, Election Date, Coverage type, Life Events

	SF 2810
	Notice of Change in Health Benefits Enrollment
	For employee whose FEHB Enrollment is transferring from another Government Agency, Name Change of Enrollee, Reinstatement, and termination of enrollment
	Employee information, coverage information, Election Date

	SF 2817
	Life Insurance Election: Federal Employees' Group Life Insurance Program
	FEGLI Enrollment, changes and termination/waiver 
	SF-50 Codes for coverage, Election Date

	FE-8C 
	Explanation of Benefits
	Election of FEGLI Living Benefits
	Approval from the Office of Federal Group Life Insurance of the claim for living benefits and the effective date.

	W-4
	Employee's Withholding Certificate
	Federal Tax Withholding
	# of Withholding allowances, filing status, additional amounts to be withheld, claim of exemption from collecting taxes

	Various
	Employee State Withholding Certificates.  See the following link: http://www.taxadmin.org/fta/link/forms.html
	State Tax Withholding

(Local Jurisdictions may have links from the state site)
	# withholding allowances claimed, filing status, etc.

	TSP-1
	Thrift Savings Plan Election Form
	TSP enrollment, changes and stops
	Flat amount or % of total distributions, election date.  (Allocation of distributions is handled by the employee through the TSP.)

	TSP-1-C
	Thrift Savings Catch-up Contribution Election
	TSP Catch-up enrollment, changes, stops
	Flat amount of bi-weekly contribution, election date

	TSP Bulletin 05-2
	Participation in the Thrift Savings Plan

http://www.tsp.gov/cgi-bin/ byteserver.cgi/bulletins/05-2.pdf
	TSP Enrollment, Changes, Stops
	General information on eligibility requirements, determining status codes, etc.

	SF-1199A
	Direct Deposit for Federal Benefits

http://www.fms.treas.gov/eft/ 1199a.pdf
	Direct Deposit

And allotments to savings and/or checking accounts
	Routing and Bank information for salary 


	
	
	

	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.

	
	
	

	
	
	[image: image5.png]s
| — [—1
T s |

Lo

T ———
s FEE i

=






	
	
	


Processing Thrift Savings Plan (TSP) Elections in EHRP

	
	
	

	TSP Elections
	
	The TSP is an important benefit designed to help government employees save for the future.  Changes to the TSP can be made at any time, with a few exceptions.  In this section, we will review the processes for setting up the employee’s TSP contributions, and making changes in the contributions to the TSP.

	
	
	

	
	
	

	TSP Eligibility
	
	DHHS employees can participate in the TSP if they are covered by the Federal Employees Retirement System (FERS), the Civil Service Retirement System (CSRS), or CSRS Offset.

An employee who is rehired who was not previously eligible to receive agency contributions, but is now appointed to a position that is covered by FERS, becomes eligible to receive agency contributions as specified in the following TSP Bulletin:

http://www.tsp.gov/cgi-bin/byteserver.cgi/bulletins/05-2.pdf

	
	
	

	Deduction Begin Date
	
	All Thrift Savings Benefit actions require the entry of a Deduction Begin Date.  This date normally defaults from the Coverage Begin Date.

	
	
	


	
	
	

	Procedure: Entering TSP Deductions
	
	The Employee TSP is initially set up during the Hire process in EHRP.

This section addresses how to start an employee’s TSP Contributions.

The following is the menu path for this process:

Home>Compensate Employees>Administer Base Benefits>Use> Savings Plans
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.

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

	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 SMITH, 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: image6.png]


 button on the right side of the screen to add a new row at row 1.
· Enter the date this action was authorized in the Coverage Begin Date field, or use the pop-up calendar button to select a date. [image: image7.jpg]



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

· Enter the date this action was authorized in the TSP Status Date field, or use the pop-up calendar button to select a date. [image: image8.jpg]



· Click on the TSP Status Code field to select an entry from the list of options. [image: image9.jpg]



Note: If the TSP Status Code changes, then the TSP Status Date must also change.

· 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: image10.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 enter an election for 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: Changing TSP Deductions
	
	This section addresses how to change an employee’s TSP Contributions.  The employee’s retirement plan (FERS, CSRS) should be known prior to completing this procedure.

The following is the menu path for this process:

Home>Compensate Employees>Administer Base Benefits>Use> Savings Plans
Remember that all Thrift Savings Benefit actions require the entry of a Deduction Begin Date.  This date normally defaults from the Coverage Begin Date.

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

Follow along as your instructor uses the procedure outlined in the job aid to change an employee’s TSP deductions.  Once you have seen a demonstration of the procedure, you will be asked to change 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 change an employee’s TSP deductions later on after you leave this training session.

	
	
	

	
	
	

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

	
	
	


	Procedure: Changing TSP Deductions

	Exercise

	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 SMITH, 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 Elections page is populated with the employee’s current benefits.

· Click on the [image: image11.png]


 button in the Coverage box to add a new row at row 1.
Note: To modify Plan Type information, click the + in the Plan Type box.

· Enter the Effective Date of the TSP benefit change, or use the pop-up calendar button to select a date. [image: image12.jpg]



Note: The TSP Status Date defaults since the employee is already contributing.

· Click on the TSP Status Code field to select an entry from the list of options. [image: image13.jpg]



· Click on the Benefit Plan field to select an entry based on the employee’s eligibility from the list of options. [image: image14.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 changes to an employee’s TSP contribution are saved.
	Coverage Begin Date: First day of 2 pay periods from now

TSP Status Code: E (Eligible)

Benefit Plan:  TSP1

Before Tax Investment:  Click radio button for Percent of Gross, enter 10


	
	
	

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

To reinforce your understanding of this procedure, you will now practice making a change to TSP Contributions.  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:

	

	

	

	

	

	

	

	

	

	

	

	

	


TSP “Catch-Up”

	
	
	

	Overview
	
	The TSP-1-C Election Form is used by an employee age 50 or older to elect a change in his or her catch-up contribution to the Thrift Savings Plan (TSP).  Employees may make changes to their TSP catch-up via the TSP-1-C at anytime during the calendar year that they turn 50 years of age.

	
	
	

	
	
	

	Eligibility for TSP “Catch Up”
	
	Participants are eligible to make catch-up contributions if:

· They are in pay status.  Because these contributions are made by payroll deductions from basic pay, participants must be currently receiving basic pay.  They cannot be separated form service or in nonpay status; and
· They are at least 50 years old in the year that the catch-up contributions are made (even if the participant’s birthday is December 31 of that year); and
· They are not in the 6-month non-contribution period following the receipt of a financial hardship in-service withdrawal; and
· They certify that they will make (or have made) the maximum regular employee contributions by the end of (or for) the relevant year.

	
	
	


	
	
	

	Procedure: Entering Dependent/ Beneficiary Data
	
	Dependent data is required for those employees electing Self and 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

	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 SMITH, 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: image15.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: image16.jpg]



· Click on the DepBenef Type list and select an entry from the drop down list, if necessary. [image: image17.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: Smith



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

· Click on the Name tab.

· Click on the [image: image19.png]


 button to add a row.

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

	
	
	
	


Federal Employee Health Benefits (FEHB)

	
	
	

	Overview
	
	During the Hire process, the user identifies the employee's eligibility for Federal Employee Health Benefits (FEHB) by accessing the Benefits/FEHB Data link on the Job page in the Administer Workforce module.

In order to enroll employees in their eligible benefit plans, the user would process the benefit plan selections in the Administer Base Benefits module.  When the user enrolls employees in their benefits plans, the user also enrolls dependents and assigned beneficiaries, as applicable.

Changes may be made to an employee’s Health Benefits plan during Open Season, or when the employee has experienced a qualifying life event.  A list of qualifying life events (QLE) can be found on SF 2809, which can be accessed at the following URL:

http://www.opm.gov/forms/pdf_fill/sf2809.pdf

	
	
	

	
	
	

	Procedure: Entering Health Benefits
	
	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

	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 SMITH, 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: image20.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: image21.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: image22.jpg]



· Press [Tab] and enter the Coverage Code field, selecting the entry from the list of options. [image: image23.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: image24.jpg]



	A warning message appears.
	ID:  01 

	
	
	[image: image25.png]



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

· Click on the [image: image26.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: image27.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.


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Entering Federal Employees Group Life Insurance Program (FEGLI) Changes

	
	
	

	Overview
	
	During the Hire process, the user identifies the employee’s eligibility for Federal Employees Group Life Insurance Coverage (FEGLI) by accessing the FEGLI/Retirement Data/FICA Data link on the Job page in the Administer workforce module.

If the employee is eligible for coverage and does not submit the SF-2817 FEGLI Election Form, the employee is automatically covered under the Basic Life Insurance.

Changes may be made to an employee’s FEGLI coverage during Open Season, or when the employee has experienced a qualifying life event.  A list of qualifying life events (QLE) can be found on the SF 2817, which can be accessed at the following URL:

http://www.opm.gov/forms/pdf_fill/sf2817.pdf

	
	
	

	
	
	

	Procedure: Entering a FEGLI Change
	
	Employees may make changes to their FEGLI Elections during an Open Season and for certain life events.

A job aid outlining the procedure and specific steps that you must take to enter a FEGLI change has been developed to assist you.

You should follow along as your instructor uses the procedure outlined in the job aid to enter a FEGLI change.  Once you have seen a demonstration of the procedure, you will be asked to enter a FEGLI change 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 a FEGLI change later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for entering a FEGLI change.

	
	
	


	Procedure: Entering a FEGLI Change

	Exercise

	Step
	Action
	Result
	Data Entry

	1
	Click the Administer Workforce link on the main menu of EHRP.
Click the Administer Workforce (USF) link.
Click the Use link.
Click the HR Processing link.
	The HR Processing screen appears.
	

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

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

	3
	Select the appropriate employee’s record.

	The Data Control page will appear on your screen with the selected Employee’s record.
	

	4
	· Click on the [image: image28.png]


 button on the right side of the screen to add a new row at row 1.
· Enter the Actual Effective Date of the FEGLI change, or use the pop-up calendar button to select a date. [image: image29.jpg]



· Click on the Action field to select FSC (Family Benefits Change) from the list of options. [image: image30.jpg]



· Click on the Reason Code field to select from the list of options. [image: image31.jpg]



Note: See Appendix A for a complete list of Action and Reason Codes.

· Enter the NOA Code field, selecting the entry from the list of options. [image: image32.jpg]



· Press [Tab], and then enter the NOA Ext field, selecting the entry from the list of options. [image: image33.jpg]



· Enter the Authority (1) field, selecting an entry from the list of options. [image: image34.jpg]



· Enter the Authority (2) field if applicable, selecting an entry from the list of options. [image: image35.jpg]



Click the Job tab.
	The page for Job tab appears.
	Actual Effective Date:  First day of next pay period

Action:  FSC

Reason Code: FBC

NOA:  881

NOA Ext: 0

Authority (1): DPM

	5
	Click the FEGLI/Retirement/FICA link.
	The FEGLI/ Retirement/ FICA screen appears.
	

	6
	· Enter the FEGLI Code field, selecting the appropriate FEGLI plan coverage from the list of options. [image: image36.jpg]



Click the OK button.
	The page for Job tab appears.
	FEGLI Code:  D0

	7
	· Click the Save button.
	The employee’s data is saved.
	


Separations

	
	
	

	Introduction
	
	Separations include both voluntary retirements and terminations.  Both of these events require HR to change the employee record through the Administer Workforce link.
Note:  If there are other actions that need to be processed on an employee who is retiring or terminating, those actions MUST be processed prior to the retirement or termination and the effective date MUST be on or before the effective date of the retirement or termination PAR.

	
	
	

	
	
	

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

You should follow along as your instructor uses the procedure outlined in the job aid to process a voluntary retirement.  Once you have seen a demonstration of the procedure, you will be asked to perform the action 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 voluntary retirements later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aid identifies the general procedure for processing voluntary retirements, including the required address change PAR.  The job aid also reviews the procedure for processing a separation incentive, if applicable.

	
	
	


	Procedure: Processing a Voluntary Retirement

	Demonstration

	Step
	Action
	Result

	1
	Note: (Separation Incentive PAR) If the employee is to receive a separation incentive, a separation incentive PAR MUST be performed prior to processing the retirement PAR.  If the employee is not receiving an incentive, you may skip to Step 5 to process an address change PAR.
· Click on Administer Workforce on the main menu of EHRP.

· Click on Administer Workforce (USF).

· Click on Use.

· Click on HR Processing link.
	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.

	3
	· Click on the desired employee from the list of Search Results.

Note: The Data Control page will be populated with the most recent personnel action performed for the selected employee.
	The page for the Name tab appears.

	4
	· Click on the [image: image37.png]


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

· Enter the Effective Date, or use the pop-up calendar button to select a date. [image: image38.jpg]



Note:  This date must be the same date as the retirement/separation action.

· Click on the Action field to select BON (Bonus) from the list of options. [image: image39.jpg]



· Click on the Reason Code field to select SEP (Separation Allowance) from the list of options. [image: image40.jpg]



· Click on the NOA Code field and select 825 (Separation Incentive) from the list of options. [image: image41.jpg]



· Click on the NOA Ext field to select 0 from the list of options. [image: image42.jpg]



· Enter the Authority (1) field, selecting an entry from the list of options. [image: image43.jpg]



· Click on the Award Data link.
· Enter the appropriate separation incentive dollar amount.

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

	5
	Note: (Address Change PAR) If the forwarding address indicated in the retirement action is different from the one already in the system, an address change PAR must also be performed in order for DFAS to receive the employee’s separation address.  The address change PAR MUST be performed prior to processing the retirement PAR.
· Click on Administer Workforce on the main menu of EHRP.

· Click on Administer Workforce (USF).

· Click on Use.

· Click on HR Processing link.
	The HR Processing screen appears.

	6
	· 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.

	7
	· Click on the desired employee from the list of Search Results.

Note: The Data Control page will be populated with the most recent personnel action performed for the selected employee.
	The page for the Name tab appears.

	8
	· Click on the [image: image44.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: image45.jpg]



· Click on the Reason Code field to select PRA (Payroll Related Action) from the list of options. [image: image46.jpg]



· Click on the NOA Code field and select 999 (Home Address Change) from the list of options. [image: image47.jpg]



· Click on the NOA Ext field to select 5 from the list of options. [image: image48.jpg]



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

	9
	Click the Address link to update the address information.

Click OK.
Click on the Save button.
	The employee’s data is saved and the new address is submitted to Payroll.

	10
	Note:  (Retirement PAR) When an employee is retiring the last action in the employee’s record should be the following Retirement PAR.
· Click on the [image: image49.png]


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

· Enter the Actual Effective Date of the employee’s retirement, or use the pop-up calendar button to select a date. [image: image50.jpg]



· Click on the Action field to select RET (Retirement) from the list of options. [image: image51.jpg]



· Click on the Reason Code field to select VRE (Voluntary Retirement) from the list of options. [image: image52.jpg]



· Click on the NOA Code field and select an entry from the list of options. [image: image53.jpg]



· Click on the NOA Ext field to select an entry from the list of options. [image: image54.jpg]



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

Click on the PAR Request# field and enter the applicable PAR request number.

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

	11
	· Enter the appropriate Remarks Cd and comments regarding the correction.

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

	12
	Click the Tracking Data link.
	The Tracking Data screen appears.

	13
	Click on the Comment field and enter the employee’s contact name and phone number.

Note: There is a 30-character limit in the Comment field.

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

	14
	· Click on the Save button.
	The employee’s data is saved.


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Taxes

	
	
	

	Introduction
	
	All employees are required to have a tax record for DFAS, unless the employee lives and works in a non-taxable state.

When employee data is originally entered during the Hire process, EHRP defaults a federal and state tax record.  If the duty station is a non‑taxable state, then the default will be for the employee’s home address.  The default for both federal and state tax deductions 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.

	
	
	

	
	
	

	Procedure: Entering Tax Data
	
	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.

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.

	
	
	

	
	
	

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


	Procedure: Entering Tax Data

	Exercise

	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 SMITH, 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: image55.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.

· Enter the Effective Date of the tax data, or use the pop-up calendar button to select a date. [image: image56.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: image57.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: image58.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.
	 


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Deductions of Separated Employees

	
	
	

	Review
	
	Deductions referenced include the employee’s TSP, FEHB, Direct Deposit, and General Deductions.  When an employee is terminated or their appointment expires, the user has to manually go into the EHRP database and stop the employee’s TSP, FEHB, Direct Deposit, and General Deductions.  However, the changes to stop benefits cannot be entered into the system at the same time as the separation, as it would prohibit the deposit of the employee’s last paycheck, and prevent the associated allotments.  Thus with rehires, it is necessary to go into the EHRP system and first ensure the previous documentation on automatic deductions is stopped, and to enter the new documentation to start the appropriate deductions for the current appointment.

For additional information, see the EHRP Instructional Letter at the following URL:

http://www.psc.gov/hrs/ehrp/training/hr_letters/ EHRP05_01_allotments_a.doc

	
	
	

	
	
	

	Rehires
	
	If an employee who has previously separated or retired is rehired, the user needs to verify in the EHRP database what benefits and deductions the employee had on his/her last appointment with HHS.  If a prior user did not manually enter the stop dates for those benefits and deductions, the dates will still appear as “active,” and the user must do a stop action with an effective date equal to the date of separation or retirement.  The user must then insert a row with the election dates that correspond with the rehire, and enter the appropriate benefits and deduction elections into the employee’s record.

Employees whose appointments are automatically terminated because of appointments with not-to-exceed dates will have the base benefits and compensation actions automatically stopped.

	
	
	


	
	
	

	Additional Resources for Processing Rehires
	
	Job aids for processing rehires can be found at the following URL:

www.psc.gov/hrs/ehrp/training/job_aids_rev.html

Job aids found at this URL include the following:

· Separations
· Return to Duty
The current procedures for these processes are also addressed in the Revised HR Manual at the following URL:

www.psc/gov/hrs/ehrp/training/hr_manual_rev.html

	
	
	


Stopping TSP Deductions and Health Benefits

	
	
	

	Procedure: Stopping TSP Deductions and Health Benefits
	
	Job aids outlining the procedures and specific steps that you must take to stop an employee’s TSP Contributions and to stop an employee’s health benefits have been developed to assist you.

You should follow along as your instructor uses the procedures outlined in the two job aids to stop an employee’s TSP contributions and health benefits.  Once you have seen a demonstration of the procedures, you will be asked to perform them on your own, using the job aids.

Keep in mind that you can also use these job aids as tools to help you stop employee TSP contributions and health benefits later on after you leave this training session.

	
	
	

	
	
	

	Job Aid
	
	The following job aids identify the general procedure for stopping an employee’s TSP contributions and health benefits.


	Procedure: Stopping TSP Deductions

	Exercise

	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 SMITH, 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 Elections page will be populated with the current benefits selected by the employee.

· Click on the [image: image59.png]


 button in the Coverage box to add a new row at row 1.

· Click on the Terminate option.
· Enter the Coverage Begin Date of the action, or use the pop-up calendar button to select a date. [image: image60.jpg]



Note: The Deduction Begin Date defaults to the date entered in the Coverage Begin Date field.  The Deduction Begin Date can be modified so that it is the first day of the pay period in which benefits begin. 

· Click on the Save button.
	The procedure for terminating the employee's Thrift Savings Plan is completed.
	Coverage Begin Date: Last day of next month


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	Procedure: Stopping an Employee’s Health Benefits

	Exercise

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

	4
	Note: The Elections page will be populated with the current benefits selected by the employee.

· Click on the [image: image61.png]


 button on the right side of the screen to insert another row into the employee’s Health Benefits record under Coverage.

· Click on the Terminate option.
· Enter the termination date in the Coverage Begin Date field, or use the pop-up calendar button to select a date. [image: image62.jpg]



Note: This value defaults to the Deduction Begin Date field.  The Deduction Begin Date is the effective date for both the start and termination.  Termination is generally effective at the end of the pay period.  Please verify this with your Benefits Officer.  Be sure that the Deduction Begin Date field is populated with the Effective Date of the health benefit coverage.

· Enter the coverage termination date in the Election Date field, or use the pop-up calendar button to select a date. [image: image63.jpg]



· Click on the Save button.
	A warning message appears.
	Coverage Begin Date:  Last day of next month

Election Date:  Last day of next month

	5
	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.
· Click the Save button.
	The employee’s health benefits coverage is stopped.
	


Processing Cancellations of Base Benefits

	
	
	

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

Thrift Savings Plan Deductions (set up, changing, and stopping)

Federal Employee Health Benefits (set up, adding dependent data, and changing)

Federal Employee Group Life Insurance (entering a change)

Taxes (entering and changing tax data)

Corrections to and resends of employee data

The remainder of this course will address processing cancellations and the process for resending data on non-OPM actions.

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.  The only time this would apply to a benefit or compensation action is if it was a FEGLI action or enrollment, or election of full or partial living benefits.

	
	
	

	
	
	

	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

	Exercise

	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 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.
	(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 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: image64.png]


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

· Enter the PAR Status field, selecting CAN from the list of options. [image: image65.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.
	PAR Status: CAN

	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).
	The cancellation information is saved.
	


	
	
	

	Exercise: Processing a Cancellation
	
	At this point, you should be familiar with the concepts and procedures for processing cancellations.

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

Procedure: Processing a Cancellation (job aid provided earlier in this section)

Monitor Tag (distributed by your Instructor)

	
	
	


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	


Correcting Benefits Actions

	
	
	

	Correcting Benefits Actions
	
	Benefit and Compensation actions cannot be corrected with an 002‑0/Correction action.  If the base benefit or compensation row was rejected by DFAS, you may use Correct History to Resend the transaction.

	
	
	

	
	
	

	Important Note
	
	You cannot perform a cancellation for Health Benefits and TSP.  In these cases, you will have to follow the procedures for Correcting and Re-sending Benefits actions.

If the Health Benefit or TSP action is retroactive, then you must contact your Agency PoC and CSR for additional details and appropriate procedures.

Actions on the Compensate Employee module, with the exception of health benefits and TSP 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.  See the job aids in this module for guidance on how to add a row to correct benefits data.

	
	
	


	
	
	

	About the Resend Function
	
	When a compensation action is processed in EHRP, it will be transmitted to DFAS.  Transmission is daily except for the first two days at the beginning of the pay period.  These transmissions will go through a DFAS edit process and if an action fails the edits, it will be returned on an error report.  This report will be available the next morning to the agencies from the path Administer Workforce>HHS Reports>Error Reports.  

If the action that rejected is an OPM action (NOAC 001-899), the action must be corrected using an 002/Correction.

Non-OPM actions, including those in the Compensate Employees module, can be corrected using Correct History mode.  These actions will have a red Resend button that will trigger the action to be picked up on the file and resent to DFAS.  This Resend functionality will be available only to certain roles within EHRP.  Please see your HR Center point of contact for how this access will be granted.


Base Benefit actions can be corrected using the Compensate Employee>Base Benefits 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:

Health Benefits

Savings Plans

Direct Deposit

General Deductions

Employee Tax Data (federal, state, and local)

	
	
	

	The Resend Checkbox
	
	A Resend? checkbox highlighted in red will be accessible on the EHRP pages listed above.  When appropriate, for example, when an action fails the DFAS edit process, you may check this checkbox.  This will cause the record to be resent to DFAS.  
Note:  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 (04/17/05).


	Student Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


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 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:

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

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

Click on Training.

Click on Job Aids.

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 Thrift Savings Action
	
	On-Demand job aids that are available to help you process TSP actions include the following:

Starting an Employee’s TSP Contribution

Stopping an Employee’s TSP Contribution

	
	
	

	Processing Health Benefits Actions
	
	On-Demand job aids that are available to help you process health benefit actions include the following:

Entering an Employee’s Dependents Data

Starting an Employee’s Health Benefits

Stopping an Employee’s Health Benefits

	
	
	

	Processing Pay Actions
	
	On-Demand job aids that are available to help you process tax actions include the following:

Changing an Employee’s General Deduction

Changing and Stopping Tax Withholding

Starting Taxes When the Employee’s Work and Residence Differ

	
	
	

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

Cancel an Action

Cancellations and Corrections

	
	
	

	
	
	

	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:

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

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

Click on Training.

Click on OnDemand WBT.

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 Enterprise Application Division 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
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