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Agenda

 How to access reports/queries and the Query Viewer

 How to determine actions processed within a specific timeframe

 How to determine when someone is due for a WIGI or who have received a WIGI

 How to determine last promotion (Date of entry in current grade)

 How to determine someone’s FLSA (Fair Labor Standards Act Code) Exempted or Non-
exempt 

 NTE Reports

How to determine NTE Dates (on LWOP)

How to determine NTE Dates (on Appointments)

How to determine NTE Dates (on Retention/PCA)
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How to access the Query Viewer

 Menu > Query > Query Viewer

 Search by Query Name

 Click on the Excel version of the Query to get to the Parameters page of the 
report
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EHRP (Capital HR) Public Queries

Visit http://hr.od.nih.gov/hrsystems/staffing/caphr/documents/PublicQueries.pdf to view a list of all 
Capital HR Queries. Use the Find function (CTRL+F) to ‘find’ key words in 
queries/reports. 

Example: Looking for employees who are on LWOP?

 Once in the Capital HR Public Queries document

 On your keyboard hit CTRL + F

 In the ‘Find Box’ type LWOP and use the arrows to move through the document

 All reports containing LWOP will pull
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How to determine

Actions Pro’d within a timeframe

 HE0043_2: Actions Processed 

 Parameters: 

 Business Unit (NIH00)

 Department ID (SAC/HN Code) Note: use wildcard %

 Date Range
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How to determine

Actions Pro’d within a timeframe

Column Meaning

K Effective 4/19/15

O Daffy Duck

F Received pay increase

G Step Progression

P Sequence of events that lead to the action being processed

R & S Who touched the action and the date they touched the action
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How to determine

WIGI Due Date or WIGI Received Date

 HE0275: WIGI status

 Parameters: 

 Business Unit (NIH00)

 Department ID (SAC/HN Code) Note: use wildcard %
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How to determine

WIGI Due Date or WIGI Received Date
Column Meaning

B Justin Timberlake

F ‘Waiting’ (W) for his Within Grade Increase

E Which can happen on 12/25/2016

E Row 6 If the WGI Due Date column is blank for the then employee is either 

1- a student, 

2- at the top of their grade
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How to determine

Temp Promotion Effective Date

 HE0210: Promotions 
or HE0220: Temporary Promotion NTE (reports those with a 703 or 769 NOAC) 

 Parameters: 

 Business Unit (NIH00)

 Department ID (SAC/HN Code) Note: use wildcard %

 Date Range
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How to determine

Temp Promotion Effective Date
Column Meaning

E On 11/3/13

B Judy Judge

G & F Received pay increase from GS14 to GS15 

K On a temporary basis, not to exceed 3/2/14

L Target Grade is not a required field
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How to determine

Last Promotion (date of entry in current grade)

 HE0159: Grade Entry Date

 Parameters: 

 Business Unit (NIH00)

 Department ID (SAC/HN Code) Note: use wildcard %
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How to determine

Last Promotion (date of entry in current grade)

Column Meaning

D Ben Franklin

F Is a GS11 

G Step 2

I Since 9/7/2013
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How to determine

FLSA = Exempt or Non-Exempt?

 HE0370: Position Mgmt Validation Elements

 Parameters: 

 Business Unit (NIH00)

 Department ID (SAC/HN Code) Note: use wildcard %
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How to determine

FLSA = Exempt or Non-Exempt?
 Most jobs are governed by the FLSA. Some are not. Some jobs are excluded from FLSA 

coverage by statute. Other jobs, while governed by the FLSA, are considered "exempt" 
from the FLSA overtime rules.

Column Meaning

B Ben Franklin

Q Is exempt from the Fair Labor Standards Act
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How to determine

NTE Dates on Appointments

 HE0075: NTE Between From/Thru Date
 or HE0010:  Staffing Runs

 Parameters: 

 Business Unit (NIH00)

 Department ID (SAC/HN Code) Note: use wildcard %

 Between Dates

 Pay Plan
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How to determine

NTE Dates on Appointments

Column Meaning

D Roy Williams & Jeremy Hall

O Have a NTE date of 9/30/2015
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How to determine

NTE Dates on LWOP

 HE0190: Employees on LWOP

 Reports those employees on leave with a NTE date less than 
date entered at prompt 
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How to determine

PCA Pay (Physicians' Comparability Allowance)

Column Meaning

C Ty Lawson

I Receives $615.39 PCA pay

 HE0142: PCA Report

 An agency may pay a physicians' comparability allowance (PCA) to an eligible 

Government physician who enters into a service agreement with the agency in 
order to recruit and retain the physician.
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Additional Retention/PCA reports:

HE0327  &  HE0327B: Retention Report
 This report lists current active employees who received retention incentive 827 (B, L, or 
blank) in PRO or COR WIP status between dates entered at prompt. It will not be on report if a 
future 827 “ * ” in PRO or COR WIP status exists, excludes employees that have a NOA ext. of ‘ * ’ 
with NOA Code 827 

 HE0142: PCA Report

 HE0147: Medical Officers Series 0602 

 HE0148: Medical Officers Series 0602 No Add-On’s

 HE0149: Series 0602 Receiving PSP not PCA 

 HE0151: PCA & Retention Allowance NTE
Current Z codes: Z01 = Practice of 

Medicine 
Z03 = Eval of Physical Fitness Z2A= Research / Control of 

Disease 

Z2B = Research / Food & 
Drugs 

Z2C = Research 
Epidemiological 

Z4A = Disability Evaluation  Z4B = Admin 
Medical/Health Programs 
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OHR Website Resources
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Capital HR: Queries
http://hr.od.nih.gov/hrsystems/staffing/caphr/query.htm

Questions?:

 Contact HR Systems Support: 
http://intrahr.od.nih.gov/helpdeskform.htm

Most of the queries pulled from Capital HR contain Personally Identifiable Information (PII). If you save a Capital HR report 
containing PII, save it to a secure network drive. If you print a Capital HR report containing PII, ensure that you maintain 
proper custody of it at all times. Do not email a report containing PII, if you need to email a report containing PII, use the 

Secure Email File Transfer Service (SEFT). For more information visit the Secure Email File Transfer website. 

http://hr.od.nih.gov/hrsystems/staffing/caphr/query.htm
http://intrahr.od.nih.gov/helpdeskform.htm

