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Change Department ID

Procedures

1)

[= My Favarites

[ Recruiting

= Workforce Administration
[» Persanal Infarmation

= Job Information

[ Contract Administration
[ Review Joh Information
[- Repors

— Hire Employee USF
— Concurrent Hire LJSF

Navigation

Home > Workforce Administration > Job Information > Supervisor Request USF

sor Fegues

— 15t Rast Autharization
sk

— Znd Rast Autharization
L=k

= Approve Reguest USF

— HE Processing USF

— Correct Personnel Action
USF

— Cancel Persannel Action
USF

— HE Eevigwer

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

/ Find an Existing Value

EmpliD: [egins with x| | a) Search by Emplid
Empl Red Nbr: = =
|heginswithj|

Last Name:  [begins with j|

Name:
b)Or by Name

[ Include History [ Correct History [~ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

¢)Click Search

a) Search for the employee by Emplid or

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
" Pasition ) Compensation ) Emplayment 1} Emplayment 2 ) ClExceptions

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

Jab
Empl Rcd Mbr:

/ Data Control _Personal Data |
EmpliD:
1152472008

|1 ti24i2008 [# :;LE:;:?J&“E&,& Proposed Effective Date:
Not To Exceed Date: I
Iﬁ Q. Reguested
—

Actual Effective Date:
Transaction #/ Sequence: I_1 |_1
I—Qc]l Enter the Action code
' Par Status:
Contact Emplid:
NOA Ext: |_Q

*Action:
d) Enter the Reason code

Descr (1) Part 2: |

‘Reason Code:
NOACode: | @
Authority (1 | peser (1): |
Authority (2 | peser 2): | Descr (2) Part 2: |
PAR Requests: Print 5F-52 | Process Maonitor PAR FRemarks  Award Data Tracking Data Sewerance Pay
Frint SF-50 | e} Click Tracking Data
W 4| First Last

|
a) Insert a new row by clicking the plus sign.

b) Enter the Actual Effective Date
c) Enter the Action Code ‘XFR’ or select it from a list by clicking the magnifying

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

glass.
e) Click the Tracking Data Hyperlink (at the bottom of the page)

il

3) The Tracking Data page will be displayed

Job Tracking Info
EmpliD: Empl Red#:
Effective Date: 11/25/2003 Current Status: Requested
Action: ReassighmentiConversion Reason Code:  Regrganization
Override "
*Action Taken  Status User ID Operator  Cinblidof Name Comment
Emplid Tracking Row
114252008 Requested r 00119549 | =
a) Enter the new Department/
Admin Code in the Comment field.
b) Click OK
OK | Cancel
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a) Enter the new Department ID (Admin Code) in the Comment field

b) Click ‘OK’

4) The employee’s Data Control tab will again be displayed

a} Select the Cﬂmpen‘sation tab
/ Data Contral | Personal Data | Joh " Pasition )" Compensation Y Emplayment1 ) Emplayment2 ) ClExceptions

EmpliD: EmplRcdz:
Compensation Data
+

Effective Date:  11/25/2008 Transaction® Seq 1 1 PAR Status: Reguested =
Action Type: ReassionmentCorversionNOA Code: Empl Status:  Active
Pay Rate Determinant: [ CIMMGL hd Pay Basis: I Per Annum :I'
Pay Plan / Table/Grade: IGS IUUDD |1 3 Step: I_BQ Step Entry Date: IUEDW?DD8
Rtnd PP Table/Grade: I I I Step: I_D Grade Entry Date: IE"”'l 62008

Base Pay: I 84,641.000000 Compensation Frequency: Annual

Loc/LEO Adjust: I 17,652.00 Annuity Offset Amount: I

Adjusted Base Pay: I 102,323.00 I Benefit Base Override  FEGLI Base: I 102,323.000

Total Pay: I 102,323.00

Other Pay Information Expected Pay Accounting Info
b) Click Accounting Info

B save S\ Return to Search | [=] tatity | Previous tak Mext tab UpdateDisplay | Include History [E#F Correct History

Data Control | Personal Data | Jok | Position | Compensation | Employment 1 | Employrnent 2 | C Exceptions

a) Select the Compensation tab
b) Select the Accounting Info hyperlink at the bottom of the page

5) The Accounting Info page will be displayed
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" By Percent ¥ None

Accounting Information
Job Earnings Distribution: " By Howrs
101,982 400000 Standard Hours: 40.00

Compensation
cAN: |38377037
a} Verify CAN or enter new CAN

Rate:
GL Pay Type: I

b) Click OK
| Cancel |

Ok
a) Inthe CAN field, verify CAN is correct or enter new CAN
b) Click ‘OK’. You will be returned to the employee’s Job Information page.

" Compensation " Employment1 " Employment 2 | Cl Exceptions |,
First E 1oz B | ast

FHE

6) Select the Data Control tab.
Job Y Position

Empl Rcd Nbr:

/ Data Control " Fersonal Data )
EmpliD:
115252008
a) Update the Par Status

Ih 11252008 [5] Proposed Effective Date:
Mot To Exceed Date: I
e
Far Status: IRE@ Q,  Requested
| Q

Actual Effective Date:
Transaction #/ Sequence: |_1 |_1

*Action: |><FR Q. ReasgiCon

‘Reason Code: IROR QU Reorganization Contact Emplid:

NOA Code: | Q noAExt:|
Authority (1) | 4 Descr (1): | Deser (1) Part 2: |
Descr (2) Part 2: |
PAR Remarks  Award Data Tracking Data Severance Pay

Authority (2): | Q. peser 2 |
Print SF-52 I Process Monitor

PAR Redquest#:
Print SF-50 |

[EF Correct Histary

UpdstesDizplay 2 Include History

Previous tak Mext tak

b} Click Save
Bl save | L\ Return ta Search | [=] mctify |
Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Emploviment 2 | C1 Exception

Page 4 of 5

Revised: January 23, 2014


https://www.caphrehrp.psc.gov/

%

HEALTy
2 44,
<

7 Capital HR User Guide m
https://www.caphrehrp.psc.gov
~§ Change Department ID

7) The ‘Route To’ page be displayed.

Route to Next Empl ID

Actual Effective Date: 1152512008 Proposed Effective Date: 11252008
Transaction 2/ Sequence: 1 1 Mot To Exceed Date:

Action: =FR ReassignmentiConversion Par Status:  REQ Feguested
Reason: ROR Rearganization Contact Emplic:

The status of this data requires you to specify the employee towhom to nesxt route the data.
Choose an Employee 1D below.

Routing Based on: Foute to 15t Review: aj Click the
'Route To' button

Route to Next: I
Click the button for a list ofthose to whom the PAR request  should be routed.

First E 1-5 of 45 o Last

b} Click View All' to

; 00000132 DIETZ,CHARLES M coe additional names
- apooo1s0 KELLY AMGELA E
I poooosso COOKE PAMDRA D
I poooosas DOMMELLY,REBECCaM ©) Selectthe
7 pooza4en BRYANT,SHONTINAM  CPPTOPriate name.
(0] 4 Cancel
d) Click OK

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.

For Help Contact HR Systems Support:

Submit a help desk ticket:
http://intrahr.od.nih.gov/helpdeskform.htm
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