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Procedures  

Note:  The person who updates this data must have access to correction mode. 

 

1) Navigation 

 Home > Set Up HRMS >Product Related > Workforce Administration > Workforce 
Data (USF) > Personnel Office ID  

 

2) Check the ‘Correct History’ check box. 

3) In the ‘Search By’ box, Personnel Office ID is defaulted. Enter “1816” in the 
Personnel Office ID search box.  

4) Click Search 

5) Click the Plus (+) sign to add a new row. 

6) Update the necessary fields 

7) Select the “PAR Approving Officials Table” tab. 

8) Click the Plus (+) sign in the area of “Personnel Office”. 

9) Enter the EMPLID of the individual. 

10) The name will default in the normal PS format (last name, first name, mi).  Reverse 
the format of the name by changing it in the name field (first name, mi, last name). 

11) Click ‘Save’ 
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For Help Contact HR Systems Support: 
 
Submit a help desk ticket:  
http://intrahr.od.nih.gov/helpdeskform.htm 

Email:  

hrss@nih.gov 
Website: 
http://hr.od.nih.gov/hrsystems/staffing/caphr/default.htm  
Try It with OnDemand: 
http://webcastor.hrs.psc.gov/ehrp/EHRPTrainingManual/toc.html  
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