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Procedures
1) Navigation
Home > Workforce Administration > Job Information > Supervisor Request (USF)

[= My Favarites
[= Recruiting
= WWorkforce Administration
[ Personal Information
= Jab Infarmation
[ Contract Administration

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

[ Freview Job Information ]{' Find an Existing Value \,
[+ Repotts

— Hire Ermployes USF
— Concurrent Hire USF

EmpliD: [beains withj“ a} Search by Emplid

s0r Request US Empl Red Nbr: [= i
— 15t Rgst Authorization
LSF Name: [beains withj|

— 2nd Rost Autharization i - ——
USF Last Name: |beg|ns wth|
— Approve Reguest LISF ™ nclude History [~ Correct History [ Case Sensitive

— HE Processing USF
— Correct Personnel Action
UsF Search | Clear | Basic Search Save Search Criteria

— Cancel Persannel Action
LISF c)Click Search

— HE Eeviewer

a) Search for the employee by Emplid or

b)Or by Name

b) Search by Name
c) Click the ‘Search’ button
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2) The Data Control tab of the employee’s Job record will be displayed

[ DataControl Y PersonalData | Job " Position } Compensation | Employment 1} Employment 2} Cl Exceptions |

First E 1cf2 [} Last

MESSICK.TERRIL EmpliD: 00050535 Empl RcdNbr: 0

a} Insert a new row [+][=]

b} Enter the Effective Date
Actual Effective Date: |1 14252008 [ Proposed Effective Date:  11/25/2008
Transaction #/ Sequence: |_1 |_1 Not To Exceed Date: I e} Update the
) +«~ Par Status

*Action; I Q ¢} Enter Action Code p_ oy e IREQ @ Requested

‘Reason Coie: I Q Contact Emplid: I a

d) Enter Reason Code

NOACode: | & noabx:|

muthority (11: | L Deser 1y | Descr (1) Part 2: |

muthority 2 | 4 Deser 2y | Descr (2) Part 2: |

PAR Requests: Print SF-52 | Process Monitor PAR Remarks Award Data  Tracking Data Severance Pay

| Print SF-50_|

Eind | View All Fir:

f} Click Save

Bl save | S Return to Search | [=] matify | Previoustabl (=% Mt tak | UpdateDisplay | ] Include Histary [&# Correct History

Data Contral | Personal Data | Jok | Position | Compensation | Employment 1 | Employment 2 | S Exceptions

a) Insert a new row by clicking the plus sign.
b) Enter the Actual Effective Date
c) Enter the Action Code or select it from a list by clicking the magnifying glass.

d) Enter the Reason Code or select it from a list by clicking the magnifying glass.

| See Action / Reason Code Table (on page 3)

e) Update the Par Status.
f) Click the Save button.
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3) The ‘Route To’ page will be displayed.
Route to Mext Empl ID

Actual Effective Date: 11/24/2008 Proposed Effective Date:  11/2452008
Transaction #/ Sequence: 1 1 Mot To Exceed Date:
Action: TER Termination Par Status: REQ Reguested
Reason: RET Return to Schoaol Contact Emplicd:
The status of this data requires you to specify the employees to whom to next route the data.
Choose an Employvee 1D below.

a) Click the

Routing Based on: Route to 15t Review:

Rowute to Next: I

'Route To' button

Click the buttan for a list ofthose towhaom the PAR request  shoold be routed.

First E 1-5 of 45 [} Last

an ooooot3z2 DIETZ CHARLES M
N Qooo0160 KELLY AMGELAE
) r 00000450 COOKE RPANDRAD
r Qooona3s DOMMELLY REBECCA M
r 00033469 BRYANT, SHOMTIRNA b
Cl | Cancel
d) Click OK

a) Click the ‘Route To’ button.

b} Click View All' to see
additional names

¢) Select the
appropriate name

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.
Action Code

Action Description

Reason Description

REC Return from Suspension | REC Recall from Suspension / Layoff
or Furlough
RFL Return from LWOP AFC Assignment Fully Compensated
RFL Return From Leave
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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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