POSITION MANAGEMENT

Information Tools Section 4

Introduction

Inquire Pages
vs. Reports

Procedure

In addition to the EHRP Position Management pages (covered in previous
sections of this chapter), an end-user can obtain Position Management
information in condensed formats from the following:

® Inquire Pages
- Position History
- Vacant Budgeted Positions

® Reports
- Active/Inactive Positions
- Active Position History
- Incumbent History
- Vacant Position Report
- Exception Override Report
- OF8 Report

Inquire pages are queries that are built into EHRP for users to easily access.
Since EHRP is accessed in a browser format, the inquiries can be printed
using the Print button on the browser tool bar. Inquire pages will allow the
user to view data that meets inquiry criteria.

Reports are also queries that are built for users to easily access data. Reports
can be printed, as well.

The following steps detail the procedure for generating the Position
Management Inquire pages:

In the Search By field, select either “Name” or “EmplID”.

Type the appropriate employee information based on the Search By field
selected. You will be taken into the Inquire page.
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Position
History

Navigational
Path

Position
History

The Position History inquire page provides information on incumbents
currently and previously assigned to a position. Included are position entry
and end dates, and salary information.

The view also contains a hyperlink (Current Position Data) that provides
detailed summary information for the position.

Home =» Develop Workforce = Manage Positions (USF) =
Inquire = Position History

The following is a sample of the Position History View:

I.‘ Position History

Position Humber: 13000007 HRIS Specialist

KU0114 Mapin,Gearge M

Compensation Rate

Sal Plan Grade Step

Position Entry Date:  05/01/1999 5|055_57ﬂ USD Manthly Components  KLIO1 aos
Position End Date: 0350152000 6,066_6?@ USD Monthly Components  KU01 aos
Exit Reason: Termination
KLUI0113 Jacobson,Cassandra

Compensation Rate Sal Plan Grade Step
Position Entry Date:  04/01/1999 5,666.67 | UsD Monthly Components
Position End Date: Carnponents
Exit Reason:
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Current
Position Data
Hyperlink
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Budgeted
Positions

Navigational
Path

Clicking on the Current Position Data hyperlink displays the following
information:

ICurrent Position Data

Position Humber: oooonoont PROGRAM ANALYST
Comparnys HE Department of HHS
Business Unit: cDCoo Centers for Disease Control
Department: HCLYZ2 EFIDEMIOLOGY BR

Job Code: 94L119 PROGRAM ANALYST
Salary Plan: oooo o 11 1

Max Head Count: 1

Current Head Count: 2

Headcount Status: Cwverallocated

The Vacant Budgeted Positions inquire page provides information on each
vacant position in a selected department (admin code). This view contains
three pages: Position Information, Job Code Information, and Work
Location. Using the three pages of this view, HR Staff can determine what
positions are vacant in a particular admin code and specific attributes of those
positions.

Home =» Develop Workforce = Manage Positions (USF) =
Inquire = Vacant Budgeted Positions
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Position The following is a sample of the Position Information page for the Vacant
Information Budgeted Positions view:
Page
J( Yacant Budgeted Fositions \I_
SetiD: CDC00 Department: HC CENTERS FOR DISEASE COMTROL  Total Count: 0
AN
Position Information Jobcode Information Wiork Location

Position Posn Status Reports To g‘l::nlt-lead FullPart RegTemp

00006619 STATISTICIAM (HEALTH) Approved 1 Ful-Time  Regular
Job Code The following is a sample of the Job Code Information page for the Vacant
Information Budgeted Positions view:
Page

J." acant Budgeted Positions \L
SetlD: CDCO0 Department: HC CENTERS FOR DISEASE COMTROL  Total Count: 1}
AN
First (40 1.0f 1 (M) Last
Position Information Jobcode Information iork Location N

Position Joh Code Muor Level Joh Function SalPlan Grade Step

000066149 ooooo4 MGMT(CSRA) oooa 15
Work The following is a sample of the Work Location page for the Vacant

Location Page

Budgeted Positions view:

[VacantEludgeted Positions \L

SetlD:  CDCO0 Department: HC CEMTERS FOR DISEASE COMTROL  Total Count: 0

AN

First (4] 1 ot 1 (] Last

Position Information Jobcode Information Wiork Location

Paosition Descr Location
00006619 Department of HHS Alabama %
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Active/ The Active/Inactive Positions Report provides information on active or
Inactive inactive positions in a specific department (admin code) as of a specified date.
Positions

Report

Navigational = Home = Develop Workforce = Manage Positions (USF) =

Path Report = Vacant Budgeted Positions

Procedure The following steps detail the procedure for creating an Active/Inactive
Position Report:

1 Follow the navigational path:

Home =» Develop Workforce =» Manage Positions (USF) =
Report = Active/Inactive Positions

The following Active/Inactive Position page appears:

o

Home > Develop Waorkioree > Manage Positions > Report > ActiveInactive Positions ey Windo

3 sign out

Activellnactive Positions

Find an Existing Value

Run Control ID: I

Search | Advanced Search

Add a New Walue

2 Click on the Add a New Value hyperlink.

The following Add a New Value sub-page appears:

o

Horme = Develop Workforee = Manage Positions = Report > Activednactive Positions Mew Window

S sign out

Activeilnactive Positions

Add a New Value

Run Cantral 10:]]
Add

Eind an Existing Yalue
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Type a Run Control ID and click .

NOTE: The Run Control ID must not contain any spaces.
NOTE: If you have already created a Run Control ID, you can click the Find
an Existing Value link and select your Run Control from the list.

The following Report Request Parameters page appears:

£ Home 2 Warklist S Sign Qut

Horme = Develop Workforce = Manage Fositions (JSF) = Report = Active/nactive Positions New Window

{ Activelnactive Positions

Run ControlID:  tws ReportManager  Process Monitor Run

As Of Date: |05m1r2002
Active Opt: |Aclive ¥

(@ save [ Add ) | 2] Updateiisplay

Select the As Of Date for the report.

Use the dropdown list to select the report you want to generate: Active
Positions, Inactive Positions or Both.

Click —~dn

The following Process Scheduler Request page appears:
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& Home 2 Warklist S Sign Out
otme * Devalop Workforee = hanane Positions (USF) = Repor = Activelnactive Positions New Window
Process Scheduler Request
User ID: CTHR Run Control ID; ts
Server Name: S RunDate; ~ [050172002 &
Recurrence: :I' Run Time: |1335‘53PM
Time Zone: ¥ Resetta Current DatefTime
Select Description Process Name Process Type Type Format
W Activednactive Positions FGHRO25 SQR Repart \Web  =| |FDF v Eﬂ
0K Cancel
6 In the Server Name field, select “PSUNX” from the drop down menu.
Click .
The Report Request Parameters page reappears.
7
& Home
Home = Develop YWarkforce = Manage Positions (USF) = Report = ActiveInactive Positions Mew window
Activedinactive Positions
Run Control ID: s Repart Manager Process Monitor
Process Instance: 356
AsOfDate:  [pami/a00z [
Active Opt: [Active -
(Bl save Eadd) |2 Update/Display

Click the Process Monitor hyperlink.

The following Process List page appears:
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& Home

Horne = PeopleTools » Process Monitor = Inguire » Process Requests

Process List Y SereerList |

| Last: ,1_|Day9 | Refresh

=] nstance: | to [

User:  [C1HR Q Type:
Server: | =] munstatus: |
™ ‘iew Job tems

Go backo Activednactive Positions

B save

Process List| Server List

Instance Seq. Process Type Process Name  User  RunDate/Time Run Status
357 SGR Report FGHRO2S CI1HR 050172002 1:42:54PM EDT Queued
356 SGR Report FGHRO2E CIHR  05/01/20021:35:52PM EDT Success

[y Aind o

Details
Details
Details

Once the Run Status field displays “Success”, you can view the report.
NOTE: Click the Refresh button to update the status of the report.

8 Click the Details hyperlink.

€ Home

Home = PeopleTools » Process Monitor » Inguire = Process Requests

Process Detail

Instance: 357 Type: S0R Report

Name: FGHRO25 Description: Activellnactive Positions
Run Control ID:tws L

Location: Server

Server: PEUNK

Recurrence:

Request Created On: 05i01/2002 1:42:58PM EDT Parameters Transfer
Run Anmytime After:  05/01/2002 1:42:54PM EDT Messane Loy

Began Process At
Ended Process At:

ok |

05/01/2002 1:43:15PM EDT
05i01/2002 1:43:43PM EDT

Batch Timings
View LogTrace

Dleswr Wind o

Process Detal

9 Click the View Log/Trace hyperlink.

The following Report/Log Viewer page appears:
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ReportiLog Viewer ) ‘
Instance: 357 Type: S0QE Beport
Name: FGHRO25 Run Cntl ID: tws
Status: Success Submitted By: C1HE.
Server: PETINE Recwrrence:

Active/Inactive Positions

Message Log 1170 bytes %30425:%51_01

Trace File 17 bytes %gofiegm

fghr025 357.PDF éjerfS Ty Ot
10 Click the hyperlink for the Report (the .PDF file).

NOTE: The name of the file will autogenerate in the system. The other two
links, Message Log and Trace File will always appear.

Acrobat Reader will open and the following report appears:
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11 Click the Printer icon in Adobe Acrobat to print the report.

12 Close Acrobat Reader.

Active The Active Position History Report lists all current and historical data
Position related to a particular position.

History

Report

1 Follow the navigational path:

Home = Develop Workforce =» Manage Positions (USF) =2

Report =» Active Position History
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wg £ Home S sign O
Horme > Develop Workforce > Manage Positions (USF) > Report > Active Position History e Window
Active Position History
Find an Existing Value
Run Contral ID: |
Advanced Search
Add a NewValue
2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run
this report.
Incumbent The Incumbent History Report shows, by position, all current and former
History incumbents (employees who have held a position), beginning with the current
Report incumbent and going back in time. This report prints entry and exit dates for
each incumbent, as well as starting and ending salaries.
1 Follow the navigational path:
Home = Develop Workforce =» Manage Positions (USF)
Report = Incumbent History Report
The following Incumbent History Position page appears:
%ﬁ £ Home S Sign out
Hore > Develop Workioree = Manange Positions (USF) > Report = Incumbent History Dl e \Wird o
Incumbent Histery
Find an Existing Value
Run Caontrol ID I
advanced Search
Add a MNewValue
2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run

this report.
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Vacant The Vacant Position Report provides a listing of all currently vacant
Position positions within a particular Department (admin code).
Report
1 Follow the navigational path:
Home =» Develop Workforce = Manage Positions (USF) =
Report = Vacant Position Report
The following Vacant Positions Report page appears:
Home > Develop Warkiorce = Manage Positions (USF) = Report = Vacant Position Report Dew Window
Vacant Position Report
Find an Existing Value
Run Control 10|
[ Search | Advanced Search
2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run
this report.
Exception/ . . . . .
Override The Exception/ Override report audits the data in fields that match in the
Report Position Data component and the current incumbent Job Data component.
P You can choose to print incumbent job data where you have prevented
automatic cross-updating from occurring (overrides), or you can print only
exceptions where the incumbent job and position data are out of sync for
other reasons (exceptions).
The Exception/Override report lists the position name and the name of the
employee assigned to the position and shows the data in the fields that match
in the Position Data component and Job Data.
1 Follow the navigational path:

Home =» Develop Workforce = Manage Positions (USF) =
Report = Exception/Override Report

The following Vacant Positions Report page appears:
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& Home (2 Warkis ? Help S Sign Out

Horne = Develop Workiorce = Manage Posiions (USF) = Report = ExceptioniGverride Report N Windamir

Exception/Override Report

Find an Existing Value

Run Cantral ID:|

Search | Advanced Search

Add a New Yalue

2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run
this report.

OF8 Report The OF8 Report is an unofficial document that provides information for a
specific position. This report resembles the paper OF-8 document used for
PD's and contains information such as title, occupational series, and grade.

Navigational = Home = Develop Workforce = Manage Positions (USF)
Path Report = OF8 Report

The following OF8 Report page appears:

& Home {2 Worklist % Help > Sign Out

Home = Develop iorkfaree = Manage Positions (USF) = Repart = OF Report Herwr Wind o

OF8 Report

Find an Existing Value

Run Control ID:|

Search | Advanced Search

Add & Mew Valug

2 Follow steps 2-12 in the Active/Inactive Positions report instructions to run
this report.
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Example — The following is an example of the OF8 Report:
OF8 Report
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