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Overview

The number of SF-50/52s selected for printing may affect the performance of EHRP
Production 89, especially at the end of the pay period. Therefore, if your batch has more
than 50 SF50/52s, it is recommended that no more than 50 be selected for printing at
one time. Any remaining batches (50 or less) should be printed only after the previous

batch printing is complete to avoid having the print job being cancelled due to

performance issues.

You do not have to print a batch set of forms. For confidentiality purposes, you can save
them in your secured or exclusive network drive with password protection, and print only

the ones you need.

Procedures

1) Navigation

Workforce Administration>Job Information>Reports>Notice of Personnel Action
USF(SF50) or Workforce Administration>Job Information>Reports>Request of

Personnel Action USF(SF52)
ks

[ Wy Favorites

[ Recruiting
= workforce Administration
[ Personal Information

= Joh Infarmation

Notice of Personnel Action USF
Enter any information you have and click Search. Leave fields hlank for a list of all values,

J/ Findan Existing Value | Add a New value

[+ Contract Administration
[ Review Jab Information
- Reports
— BEequest Personnel , )
Search by: Run Control ID begins with |
[Icase Sensitive

Action USF

Search | Advanced Search

Action LIS
— Hire Emploves LISF
— Canecurrent Hire LISF
Find an Existing Yalue | Add a MNew Value

— Superizor Feguest USE

— 15t Rost Autharization
USFE
— 2nd RBgst Authorization
USF
— Approve Regquest WSF
— HE Processing LISF

— correct Pergonnel Action

LISF
— ancel Personnel Action

USF
— HE Reviewer
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New Hire Process

2) Select Add a New Value Tab

a) Enter a Run Control ID in the data box (The Run Control ID may be any test
alpha or numerical of your choice)

b) Click the Add a New Value tab

[= My Favorites
[* Recruiting
= Workforce Administration
[= Personal Information
= Jah Information
[ Cantract Administration
[ Review Job Information
= Reports
— Reguest Persannel
A

=3

— Hire Emploves LISF

— Concurrent Hire LISF

— Superisaor Reguest USF

— 15t Rast Authorization
USE

— 2nd Fogst Authorization
UsFE

— Approve Reguest USF

— HR Frocessing USF

— Carrect Persannel Action
LISF

— Cancel Personnel Action
USFE

— HRE Raviewer

Motice of Personnel Action USF

J Eind an Existing Yalue | Add a New Value

Run Control ID: ||

Add

Find an Existing Yalue | Add a Mew Yalue

3) The Parameters Tab will be displayed

/ Parameters { SelectData |

Mew Window | Custormnize Page | s

Run ControlID:  aipha ReportManager  Process Monitor IR |
a) b)
Type: Federal Wip Reports [“]JEmployee [JOPF [JPayrol [Jutility || & Ondine O 'Within Batch Program
el
EmpliD: SSN: Name:
| ! | | ] - Filter
Far Status: NOA Code:
v | )
Business Unit: I:IQ
4
Par Status: Begin Date: End Date:
| Processed by Human Resources v| | ||§J I:IE{J
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a) Copies Requested - default is Employee

b) Criteria Processed - default is “On-line” (do not change)

Note: Checking the ‘Within Batch Program’ radio button will cause the ‘Filter’ button to
be “grayed” out.

c) Filter Criteria Box
i) Enter NOA code (if applicable)
i) Enter Business Unit- NIHOO (department and location will be displayed)
iii) Enter Department or use look-up (if applicable)

iv) Enter Location (optional) or use look-up

Note: A Business Unit and Department must be selected in order for the Batch Print
Process to run successfully. If only the Business Unit is selected as Filter criteria, the
Batch Print selection may time out.

d) PAR Status Date Range

i) Use Drop down arrow to select Processed by Human Resources (Begin Date
and End Date fields appear after PAR status is selected)

ii) Enter Begin Date
iiiy Enter End date
e) Press the “Filter” button — the ‘Select Data’ tab will be displayed.

Mew window | Customize

[ Parameters | Select Data

Run Control ID:  alpha Eeport Manager  Process Monitar R
Filtered Personnel Actions Customize | Find | View 2ll | k] First [« 1 af 1 [¥] Last
1D Name SSN Effective Date  ENf
Seq
1 i ]

Addal | Add Selected | Rermove Selected | Remove anl |
Customize | Find | £ First [4] 1 of 1 [M] Last
D Name SSN Effective Date g{
10 o

Bl save | [=] Motify Previous tab [Es 2ddd UpdateDisplay

Farameters | Select Data
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4) Select data tab
a) Selecting Personnel Actions

i) All employee actions that meet the criteria defined in filter process are listed
in the ‘Filtered Personnel Actions’ box

i) If there are 50 actions or less, click the “Add All” button to add all actions to
the ‘Selected Personnel Actions to Print’ box

iii) If more than 50 actions exist, check the box next to the appropriate employee
actions and click the “Add Selected” button to add the selected actions to the
‘Selected Personnel Actions to Print’ box.

iv) Use the ‘Remove Selected’ or the ‘Remove All’ button to delete actions from
the ‘Selected Personnel Actions to Print’ box.

v) After the desired actions have been moved to the ‘Selected Personnel
Actions to Print’ box, click the “Run” button.

5) The Process Scheduler Request page will be displayed

Process Scheduler Request

User ID: #FEMLOTI3 Run Control I: alpha
a) " [5]
Server Name: W Run Date: 09r30/2008
Recurrence: | Run Time: 9:34:18AM Resetto Current DatelTime |
Time Zone: Q
Select Description Process Name Process Type ‘Type ‘Format Distribution
Fequest for Personnel Action FGSFS0452 S0R Report Wieh || PDF + | Distribution
QK | Cancel |

a) Server Name - select “PSUNX" from the drop down.
b) Select “OK” - the Select Data tab will be displayed again.
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6) Select Data tab
a) The Process Instance number appears below the Run button

b) Select the Process Monitor Hyperlink

[ Paramsters | Select Data

Run Control ID:  betal Eeport Manader M |

F'rocess Instance: 22?53?

Filtered Personnel Actions CuUstam 1 First E' 1 of 1 El Last
k ® Name Effective Date Eft
Seq
1 i ]
Add Al |  add gelected | Remove Selected | Remove Al |

mize | Find | B First [ 4 or 1 0] Last

Selected Personnel Actions to Print »
Eff

1D Name SSN Effective Date
Seq

i ]

Es Acidd UpdsteDisplay

Bl save [=] Motify Previous tab

Farameters | Select Data
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7) Process Monitor
a) On the Process List tab click the Refresh button until
i) Run Status=Success
i) Distribution Status=Posted
b) Click on the “Details” hyperlink

[ ProcessList Y ServerList |,

User ID: #SMLDH 3 . Type: ~ | Last: 1| | Days ~ | Refresh ‘_
Server: * | Name: 1 Instance: to
Run ~ | Distribution n Save On Refresh
Status: Status
Process List & nize | Eind | Wiewy Al
Select Instance Seq. Process Type Process User Run Date/Time Run Status = -—  Details
select Instance . Process lype Run Date/Time Run >tatus Details
280 Name Status
1227537 SOR Report FGSFS052 #SMLOT13 DA/30/200% 11:20:07AM EDT  Success Fosted
12274506 S0R Report FGSF5052 #SMLOT13 0953002008 11:03:46AM EDT  Success Fosted Details

Go backto Motice of Personnel Action USF

Bl save | [=] Motify

Frocess List | Server List
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8) Process Detail Screen

a) Select the View/Log Trace hyperlink at the bottom of the page

Process Detail

Instance: 12275327 Type: S0OR Report
Mame: FESF5052 Description: Request for Personnel Action
Fun Status: Success Distribution Status: Posted
Run Comntrol 1D: bhetai Hold Request
Location: Serer Queue Request
e r PoLIMK Cancel Request

() Delete Request
Recurrence: Restart Request
Request Created On: 09/20/2002 11:20:248M EDT Parameters Transfer
Run Amytime After: 092052008 11:20007AM EDT Message L og
Began Process At: OQU3052008 11:20:4445M EDT Batch Timings
Ended Process At: 093052008 11:20:58AM EDT [ Miew | ogiTrace ]

L] e | Cancel |

9) View Log Trace Screen
a) Select the .PDF hyperlink to view and print the SF-50/52s.

View Log/Trace

Report ID: 20840 Process Instance: 1124647 hMessage Log
Name: FESFa0582 Process Type: S50R Report
Run Status: Success

Reguest for Personnel Action

Distribution Node:  viper_repors Expiration Date:
File List
Name File Size (bytes) Datetime Created
SOR FGSF5052 1184647 log 1,783 10/0142008 9:55:09.000000AM EDT
sfs052 1184647 . out u} 1000152008 9:55:09.000000AM EDT
Distribute To
Distribution ID Type *Distribution 1D
User FSMLOT13

Return |

Note: Any remaining batches (50 or less) should be printed only after the previous batch
printing is complete to avoid having the print job being cancelled due to performance
issues.
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For Help Contact HR Systems Support:

Help Desk:
301-451-1436

Email:
hrsystemssupport@od.nih.qov

Website:
http://hr.od.nih.gov/HRSystems/ehrp/default.htm

Try It at OnDemand:
http://webcastor.hrs.psc.qgov/ehrp/EHRPTrainingManual/toc.
html
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