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Name Change

fesh

W

Procedures

1) Navigation
Home > Workforce Administration > Job Information > Supervisor Request (USF)
a) Search for the employee by entering either the employee’s emplid or name

Supervisor Request USF
Enter any information vou have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value '\

EmpliD: | begins with 7] a) Search by EMPLID
Empl Red Hhr:lz =] |
Mame; |begin5 with j|

or by hame

Last Name: |begins wiith j|
[T Include History [~ CorrectHistory [ Case Sensitive

Search Clear | Basic Search Save Search Criteria

b) Click Search
b) Click the ‘Search’ button to retrieve the employee’s record.
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2) The Data Control tab of the employee’s Job record will be displayed

[/ Data Control {_ Personal Data |} Job " Position ) Compensation ) Employment1 ) Employment2 Y Cl Exceptions

Find | % ay First E 1 of 40 [} Last

inc
EmpliD: EmplRcd Nz 0
a) Insert a new row =

b} Enter the Actual
Actual Effective Date: |11I1 82008 Flgfractive Date Proposed Effective Date:  11/18/2008
Transaction #/ Sequence: ¢) Enter DTA action Mot To Exceed Date:

‘Action: |DTA Q, Datachy Par Status: IREQ Q. Reguested

‘Reason Code: W.Q\Name Change From Contact Emplid: I Q
d) Enter NCF reason
NOACode: | @ NoAExt:| @
Authority (1 | 4 Deser (1) | Descr (1) Part 2; |
Authority 2 | X Descr (2): | Descr (2) Part 2; |
PAR Requests: Print 3F-52 | Process Monitor PAR Remarks  Award Data o Data | Severance Pay

| Print F-50 | e) Select the Tracking Data link

a) Insert a new row by clicking the plus sign.
b) Enter the Actual Effective Date

c) Enter the Action Code of ‘DTA’ or click the magnifying glass to select the Action
Code from a list of valid values.

d) Enter the Reason Code of ‘NCF’ or click the magnifying glass to select the
Reason Code from a list of valid values.

e) Click the ‘Tracking Data’ hyperlink.
3) The Tracking Data page will be displayed

Job Tracking Info

EmpliD: Empl Red# 0
Effective Date: 11/18/2008 Current Status: Reguested
Action: Data Change Reason Code:  MWame Change From

Custamize | Find | ]

Override
‘Action Taken  Status User ID Operator
Emplid

111812008 Requested r | '\

a) Enter 'See PAR
Remarks'

Emplid of

Tracking Row Name Comment

L

b} Click OK

Ok Cancel |
a) Enter ‘See PAR Remarks’ in the Comments field.
b) Click the ‘OK’ button to be returned to the Data Control tab.
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4) Data Control tab

[/ Data Control {_ Personal Data |} Job " Position ) Compensation ) Employment1 ) Employment2 Y Cl Exceptions

Find | % A First E 1 of 40 [} Last
EmpliD: EmplRcd Nz 0
=

Actual Effective Date: |1 11er2008 [ Proposed Effective Date:  11/18/2008
Transaction #/ Sequence: |_1 |_1 Not To Exceed Date: I
*Aetion: IDTA 3, DataChg Par Status: IREQ 2 Reguested
‘Reason Code: INCF Q. mame change From Contact Emplid: I Q
NOACode: | @ noa x| @
Authority (1: | X Descr (1): | Descr (1) Part 2; |
Authority 2 | X Descr (2): | Descr (2) Part 2; |
PAR Requests: Print 3F-52 | Process Monitor PAR Remmarks| Award Data  Tracking Dats Sewerance Pay

| Print 5F-50 | a) Select the PAR Remarks link

a) Click the ‘PAR Remarks’ hyperlink.
5) The PAR Remarks page will be displayed

PAR Remarks

‘Remark CD: El
| ¢, a) Enter remark code ZZZ ™ Insertion Required

| b} Enter employee's new name and reason for the change.

¢} Click OK

(0]74 | Cancel |

a) Enter remark code ‘ZZZ'. This remark code opens the text box below for custom
comments.

b) Enter the employee’s new hame and the reason for the name change.
c) Click the ‘OK’ button to be returned to the Data Control tab.
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6) Data Control tab

/ Data Control _Personal Data j  Job

' Position | Compensation | Employment1 | Employment2 | ClExceptions |

Actual Effective Date;  |11/19/2008 [
Transaction #/ Sequence: |_1 |_1

*Action:

‘Reason Code:

[Ta

NOA Code:

IDTA . Data Chy

EmpliD:

Empl Rcd Nbi: 0

Proposed Effective Date: 1171952008

| a) Update the

PAR Status
RE2 Q.  Reguested

Not To Exceed Date:

Authority (1 | Descr (1) |

Authority 2k | X Desecr (2 |

PAR Requests: PrintF-52 |

| Print §F-50_ |

Par Status:
INCF C, Mame Change From Contact Emplick I Q
NOA Ext: |_Q
Descr (1) Part 2; |
Descr (2) Part 2: |
Process Monitor PAR Remarks Award Data Tracking Data Severance Pay

b) Click Save

Bl save | =L Return to Search | [=] Matity |

Previous tab Mext tab UpdateDizplay | 2 Include History [&# Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2 | C1 Exceptions

a) Update the Par Status
b) Click the ‘Save’ button.
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7) The ‘Route To' page will be displayed

Route to Next Empl ID

Actual Effective Date: 11/19i2008 Proposed Effective Date: 1101952008
Transaction #/ Sequence: 1 1 Not To Exceed Date:

Action: DTA Data Change Par Status:  REQ Requested
Reason:  MNCF Mame Change Fram Contact Emplid:

The status ofthis data requires you to specify the employee towhom to next route the data.
Chooge an Employee 1D below.

Routing Based on: Foute to 15t Review: a) click the

Route to Mext: I Route To button

Click the button for a list of those to whorn the PAR regquest  should be routed. Foute To |

First (4] 1.5 o 45 B | ast

T poooo1az DIETZ,CHARLES M ¢) Click View All to see
r additienal names
000001 60 KELLY ANGELA E
T nooooaso COOKE PANDRA D
™ noooosss DOMMELLY REBECCA M :* Sﬁ:'f:it;tr;*mme
™ noo3za6g BRYANT SHOMTINA M PPTop
e} Click OK
0] | Cancel |

a) Click the ‘Route To’ button.

b) Click the ‘View All" hyperlink to see additional names if necessary.

c) Choose the appropriate name by selecting the check box next to the name.
d) Click the ‘OK’ button.
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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 with OnDemand:
http://webcastor.hrs.psc.gov/ehrp/EHRPTrainingManual/toc.html
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