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Introduction

Web Human Resources (WebHR) is a Class 3 (C3) automated human resources system that creates an
electronic request for personnel actions, Standard Form 52 (SF-52) and tracks the document through the
process. WebHR contains the elements necessary to process an SF-52 within a personnel office. This
includes initiating, tracking, showing results, and finalizing a personnel action.

WebHR is a web-based, integrated module that brings workforce components together for Human
Resources (HR) staff and managers to conduct online HR business activities. The application is designed
with two interfaces: Customer Edition and Automated Human Resources Edition. The application also
contains several reports, which assist both managers and HR staff with managing employees and
recruitment activities.

There are two WebHR links on the WebHR SharePoint: http://vaww.htm.wmc.va.qov/HRIS/default.aspx

e WebHR Customer Edition for customers (service lines) to electronically submit an SF-52 to Human
Resources.

o WebHR Automated Human Resources (HR) Edition for the HR staff to process an electronically
submitted SF-52; and includes a Staffing Module that enables HR staff to enter and track hiring
milestones and metrics.

WebHR receives data from the national Personnel and Accounting Integrated Data (PAID)/Veterans
Health Information System Technology Architecture (VistA) system. WebHR is linked to the PAID
database, which is a data warehouse for all VA personnel employee information. PAID is updated at the
close of each pay period. The update allows employee-data to auto-populate an SF-52 when a form is
initiated. The WebHR application, in its association with PAID data, allows for review of employee
information.

Because WebHR operates in an integrated, secure, web-based environment, access and processes follow
conventions dictated by an integrated, secure, web-based environment. Users interact with WebHR
through Internet Explorer (IE) toolbars and menus.

Note: The WebHR application contains sensitive information and you must employ
safeguards to ensure the security of the data contained within. Access to WebHR is
granted through a formal request process.

WebHR is in production at all Veterans Health Administration (VHA) sites and at several VHA Program
Offices. The Healthcare Talent Management (HTM) Office handles WebHR enhancements, training, and
support.

Note: For assistance with issues/concerns about the Web HR application, contact the
local WebHR Administrator.

October 2011 WebHR C3-C1 Conversion Project 1
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Documentation

WebHR is compatible with Microsoft (MS) Office products and uses features like copy, paste, etc.

The Microsoft Office link: http://office.microsoft.com/en-us/help/default.aspx provides training, demos,
and guides, as well as provides assistance with the variety of Microsoft versions used at individual sites.

There are three user manuals associated with the two editions of WebHR. The WebHR user manuals are
available in MS Word (.docx) format and the Portable Document Format (.pdf) on the VA Software
Documentation Library

http://www4.va.gov/vdl/

1. WebHR Human Resources specialists use the WebHR User Manual for the Automated Human
Resources Edition

2. Local WebHR Administrators use the WebHR User Manual for the Administrator Role

3. WebHR customers (approvers/requesters/delegates) use the WebHR User Manual for the Customer
Edition

2 WebHR C3-C1 Conversion Project October 2011
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Human Resources Role in WebHR

The WebHR Human Resources specialist is an individual working in HR at a facility/program office. All
HR staff members are assigned the Staff HR Agent type by the HTM office and are assigned the
Specialist role by the WebHR Administrator.

Access to the WebHR Human Resources Edition

Access to the application is allowed only after appropriate authorization paperwork is forwarded to the

local WebHR Administrator who will assign user roles. The WebHR Administrator is responsible for

granting access to the local users, HR staff, and customers.

e An additional user name and password is not required; WebHR automatically does a multi-step
authentication of the user.

o For issues accessing the application, contact your local WebHR Administrator for assistance.
Note: A Find My Administrator list is on the WebHR SharePoint under Shared

Documents.
http://vaww.htm.wmc.va.qov/HRIS/Shared%20Documents/Forms/Allltems.aspx

Responsibilities of the HR Role

The specialist role manages Human Resources (HR) procedures for processing an SF-52.

The Human Resources specialist creates, processes, routes, views, and completes SF-52s, as well as
handling requests for personnel actions, such as promotions, recruitments, and retirements.

The HR specialist also logs and tracks recruitment actions as the personnel actions move through the
staffing process.

Recommendation from WebHR
For consistency, create all actions in WebHR Customer Edition, even those for HR Staff members. Any
action created in the HR Edition, is only visible in the HR edition.

e Aservice line (other than an HR service line) cannot view or access actions created in WebHR
Automated Human Resources Edition for the service line.

e HR can initiate actions for employees assigned to HR. However, if HR initiates an action for any
other employee, that action is not visible to the service line or the requesting/approving official.

October 2011 WebHR C3-C1 Conversion Project
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WebHR Automated Human Resources Edition

1. Open http://vaww.htm.wmc.va.gov/HRIS/default.aspx and select the WebHR —Human Resources—
Live Account link.
The I Acknowledge Warning page displays.

J L L L iy .‘ E
\(HEALTHCARE s for o wl e,

' r
\weml United States Department of Veterans Affairs
WebHR

WARNING

This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitering and no expectation of privacy. Misuse of, i access to, or P ized access to this system will result in
administrative disciplinary action and/or criminal prosecution as appropriate.

| Acknowledge

WebHR Automated HR Edition Warning page

Warning message

This US Government computer system contains sensitive information and is for official
use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitoring and no expectation of privacy. Misuse of,
unauthorized access to, or attempted unauthorized access to this system will result in
administrative disciplinary action and/or criminal prosecution as appropriate.

2. Click the I Acknowledge button.
WebHR Home page displays with user profile.

\(/ HEALTHCARE [ A e R e

SLEIIC I United States Department of Veterans Affairs
WebHR

iHume | Reports | Positions | Staffing | Requests | PAID | System’\ Help | Log OFf
WEBHR - AUTOMATED HUMAN RESOURCES - ADMINISTRATOR

ORGANIZATIONAL PROFILE INFORMATION ALERTS
N, 2 WebHR User O A : VHA
Agem;y";z: M:nagerm " !:_:rcevl: VAMC No DATA RETU RN ED

Title: Technical Writer Network: 16
Phone: 000-000-0000 Station: 635
Email: one webhr user@va.cov Organization: HUMAN RESOURCES AND DEVELOPMENT 8431 2570
Duty Code:

Duty Code Flag: False

NO ACTIVE ITEMS

WARNING
This U.S. Gevernment computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitoring and no expectation of privacy. Misuse of, ized access to, or p ized access to this system will result in

administrative disciplinary action and/oer criminal prosecution as appropriate.

WebHR Automated Human Resour ces Edition Home page with User and Organizational profiles
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User Profile

The user profile information comes directly from Outlook; the database is the Active Directory.

o If the title and phone number are correct in Outlook, but not in WebHR, contact the local WebHR
Administrator.

o If the information is incorrect in Outlook, contact the local IT staff to make corrections. After
corrections are made, contact the local WebHR Administrator to update the user account.

Organizational Profile

The organizational profile information lists the highest organization level to which the user has access.
Access for subordinate units is automatic.

e Duty Code is only applicable to facilities with consolidated HR offices.

o Duty Code Flag is only applicable to facilities with consolidated HR offices.

Information Alerts

The Information Alerts are reminders, internal to the application, which display when WebHR is opened.
The alert information displays when the alert recipient logs on to WebHR. The HR staff member also
receives an Outlook email indicating an action was routed to them.

INFORMATION ALERTS

SEND CLEAR
I SENDER MESSAGE DATE DATE

@ WebHR User One QRP_A Routlnrg: Request Number 150420 02/28/2011
outing Mote:

@ WebHR User Twa ARPA Routing: Request Number 150416 0211512011
! Routing Note: S

ADDA Dritina- Damiact Mumhar 1E044R b
1 B

Information Alerts

To delete an alert from the list, click the X in a red circle icon @ next to the alert.

Note: If you intend to act on the action later, you may want to leave the alert as a
reminder to work on the action.

About Alerts

o WebHR does not automatically send an Outlook email alert; but you can send an internal application
alert. The next time the requester/approver logs into WebHR, the alert displays on the Profile page.

o Inorder to receive a WebHR alert, the requester’s/approver’s name must be in the list of names under
Alerts>Send. No WebHR alerts can be sent to individuals not on the list. Contact your WebHR
Administrator to add requesters and authorizers.

¢ When the names of a requester/approver are manually entered, an alert may not automatically be sent.
The requester/approver can review the SF-52 using Requests>View after external notification, where
they can find the action by number or employee name.
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Bulletin Board

The bulletin board contains informational items that are pertinent to the user, such as updates, changes,
and information applicable to the system.
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WebHR Automated HR Edition Menus

Home Menu

The Home menu is a list of links to external HR resources available within WebHR.

3 » " o
/ ik A7
N/ HEALTHCARE aoifgaction
(\lalem LELEMEUEE  United States Department of Veterans Affairs
WebHR

Agency: VHA
Level: VAMC
Network: 16
Station: 635
pbhr user@va.gov Organization: HUMAN RESOURCES AND DEVELOPMENT 8431 2570
Duty Code:
Duty Code Flag: False

USA Staffing
Vet Pro

WARHNING
This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unceonditional consent to such monitering and no expectation of privacy. Misuse of, horized access to, or d thorized access to this system will result in

administrative disciplinary action andlor criminal prosecution as appropriate.

WebHR/HR Edition>Home

Acronym Description

OHRM Office of Human Resources Management

HRIS Human Resources Information Service

EOPF Office of Personnel Management

E-Class Monster Government Solutions

HR Library Office of Human Resources Management/HR Library

OPM U.S. Office of Personnel Management

WMCO VHA Workforce Management and Consulting Office

HTM VHA Healthcare Talent Management National Program Office

HRRC Human Resources Resource Center

USA Staffing OPM’s USA Staffing System

Vet Pro VA's web-based credentialing system for all VHA licensed health care personnel
October 2011 WebHR C3-C1 Conversion Project 7
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Reports Menu

The Reports menu provides four report options: PAID (Personnel and Accounting Integrated Data)
Reports, ARPA (Automated Request for Personnel Actions) Reports, Staffing Reports, and Exception
Reports, and an option for the HR Dashboard. These reports are canned reports, using employee PAID
data, which is updated on a regular basis.

1-‘\,5 Az ; A 9% 3 : .
\(/ HEALTHCARE yoreog i 4 g P .
Affairs

SR  United States Department of Veterans
WebHR
iHome | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
LU[==l PAID Reports HUMAN RESOURCES - ADMINISTRATOR

:T ?‘ﬁ f:i:;w ORGANIZATIONAL PROFILE INFORMATION ALERTS
taffin: ts [ 1
S — e NO DATA RETURNED

P Network: 16
Pl 0-000-0000 Station: 635

Email: one webhr user@va.cov ‘Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Duty Code:
Duty Code Flag: False
NO ACTIVE ITEMS
WARNING
This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitering and no expectation of privacy. Misuse of, i access to, or p ized access to this system will result in

administrative disciplinary action and/oer criminal prosecution as appropriate.

Reports menu
These reports are available in three formats.

. = The Flat file icon allows you to download and have access to .pdf-like features.
. The Excel file icon allows you to download and have access to Excel features.

. The MS Word file icon allows you to download and have access to MS Word features.

PAID Reports Option

1. Open the Reports menu.

2. Click the PAID Reports option.
The Reports-PAID page displays.

3. Select a report format.
The selected report displays.

4. Click X in the upper right corner of the browser, to return to WebHR after reviewing the report.

8 WebHR C3-C1 Conversion Project October 2011
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VAt s g Thosa g sorv ol
K\‘li\elﬁﬂa_geml United States Department of Veterans Affairs

WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log OFff
REPORTS - PAID

Name Description

B Dentist Pay Dentist Pay

\WebHR Active Employess List TS Teport provides a listing of all employees (including temporary, foe basis, trainees/intems, and residents) at a station(s) or organization/serviceidepartment. The data is
! plovs updated in part throughout the week with a complete PAID match of data 2 days after each pay period end (formerly ttied Employees P31)

Negative Leave Balance Employees with a Negative Leave Balance.
Physician Pay Physician Pay

Reticement Elgiiity The retirement eligibilty report displays employees who may be potentially retirement eligible based on age. The Service Computation date in this report includes all
¢ federalmitary service regardiess if depostts hava/have not been made for this prior service.

Reports—PAID

Dentist Pay

The Dentist Pay report provides information to allow the comparison of employees in the same
occupation, as well as to deal with pay-setting processes.

WebHR Active Employees List

The WebHR Active Employees List is a list of all employees (including temporary, fee basis,
trainees/interns, and residents) at the station(s)/VISN or organization/service/department.

e The WebHR Active Employees List is updated throughout the week.
o A complete PAID match with the data is done two days after the end of each pay period.

Negative Leave Balance

The Negative Leave Balance Report lists employees who have a negative sick-leave balance and/or
annual-leave balance.

Physician Pay

The Physician Pay report provides information to allow the comparison of employees in the same
occupation, as well as to deal with pay-setting processes.

Retirement Eligibility

The Retirement Eligibility Report lists employees, who may potentially be eligible for retirement based
on age (55 and older).

e The Service Computation date in this report includes all federal/military service, regardless of
deposits made or not made for prior service.

e The Retirement Eligibility report does not indicate who is retiring, only who has reached the age of
55 and may meet the eligibility criteria to retire.

October 2011 WebHR C3-C1 Conversion Project
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ARPA Reports Option

foroe p 23 fe Segoheo 3 i
CUGLIEIEL  United States Department of Veterans Affairs
——

WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REPORTS - ARPA

ARPA REPORTS
B Monthly Totals This report displays the total number of SF-52s that have been entered into the WebHR application on a monthly basis. The number displayed is a national total of SF-52s
in WebHR by month.
B Quarterly This report displays the total number of SF-52s that have been entered into the WebHR application on a fiscal year quarterly basis. The number displayed is a national
Totals total of SF-52s in WebHR by quarter.

Reports - ARPA

There are two ARPA (Automated Request for Personnel Actions) reports. These reports provide the total
number of requests nationally entered into the WebHR application in a fiscal year on a monthly basis and
a quarterly basis. Each report opens in a separate page and displays in two formats: table and graph.

1. Open the Reports menu.

2. Click the ARPA Reports option.
The Reports-ARPA page displays.

3. Select a report format.
The selected report displays.

4. Click X in the upper right corner of the browser, to return to WebHR after reviewing the report.

Monthly Totals

The Monthly Totals report is a table/graph displaying the total number of SF-52s nationally entered into
the WebHR application in a fiscal year on a monthly basis.

Quarterly Totals

The Quarterly Totals report is a table/graph displaying the total number of SF-52s nationally entered into
the WebHR application in a fiscal year on a quarterly basis.
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Staffing Reports Option

Refer to Staffing Reports on page 45.

\(/HEALTHCARE

\wfﬁgeml United States Department of Veterans Rﬂairs
WebHR

Home | Reports | P
REPORTS - HR MEASUREMENTS

STAFFING REPORTS

The report will calculate the number of calendar days for completed, d action in 11 In depth infe ion on which
can be found in the Staffing Module Guide in WebHR under HELP, GuIdES

Metrics - Work Days The report is the same as the above report except it calculates workdays.

Metrics - Calendar Days

Reen et This report contains all of the data from all fields in the staffing module plus fields that are calculated from the data entered into the module.
g There are 74 fields in the madule; 103 fields on this report.
Closed/Completed Recruitment Actions This report is identical to the abave report however it only shows completed and terminated actions.
This report pravides a listing of the actions curently active (approved/pending/suspended) and approximately33 of the fields from the module
showing data from vacancy to EQD.
i Closed/Completed Management Report  This report provides a listing of the closediterminated actions with approximately33 of the fields from the module_ For completed actions, it
Recruitment Actions shows an overview of the action from the vacancy to EQOD.

A synopsis of the recruitment activity including annauncement open/close dates. number of candidates. certificate dates, etc_for all
approved/completed actions is available in this report

Management Report Recruitment Actions

Summary Report

Selectee Tracking Zz:‘smrda;nengcnnsnlldalas information on approved/completed actions regarding the selection and related criteria for hiring internal and external

(Staffing) Reports — HR Measurements

Exception Reports Option

There are five reports available. These reports provide data from the PAID system.

\(/ HEALTHCARE A o for Trosgwho v il

CGRLEEUEL  United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REPORTS - EXCEPTION

EXCEPTION REPORTS

DESCRIPTION

145 Day Follow- This report displays Follow-Up-Codes in a single list. sorted by the follow-up code. Licensure expiration (L*) follow-ups are excluded from this report. Physician Market Pay review|
y (MP) follow-ups are excluded from this report. The repart is color coded for expired, current and upcoming dates. Red indicates the follow-up date has passed Yellow indicates

Up Codes the follow-up date is current Green indicates the follow-up date is approaching within 45 days

Annual Leave  This report displays accrued leave as of the Pay Period identified_ |t can assist in determining Use or Lose leave situations. Red indicates leave balances greater than or equal ta

Balance 240 (or 685) hours; yellow indicates leave balances within 80% of 240 (or 685) hours.

Market Pay  The Market Pay Follow-Up Code report identifies a listing of physicians and dentists regarding the review of their market pay in relation ta the review date. This review is required

Review no less than once every 24 months. The report displays the review date for physicians and dentists with MP within & months of the 2 year end date.

Position Data  This report displays variety of data related ta the position and incumbent of a position as found in PAID. This report compares PD numbers with the same

Validation PD numbers and identifies anomalies in the data in the various listed fields. The highlighted fields indicate differences that may need to be resolved or may be apprapriate. Users

Report must review the to determine if are

This report identifies employees who are receiving payment of uniform allawances by pay period It does not include the nital lump sum allowance. This report cannot identiy

B glrl”afs;;ce employees who are entitled to payment of a uniform allowance because entitlement is governed by lacal determinations and d _ If employ

TR D rE DI R R T G e £ T e R ) T e e T R e E D

Reports Exception

1. Open the Reports menu.

2. Click the Exception Reports option.
The Reports-Exception page displays.

3. Select a report format.
The selected report displays.

4. Click X in the upper right corner of the browser, to return to WebHR after reviewing the report.
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45 Day Follow-Up Codes

The 45 Day Follow-Up Codes report displays follow-up codes in a single list and is sorted by the follow-
up code. Licensure expiration (L*) and Physician Market Pay review (MP) follow-ups are excluded from
this report.

Note: When you download this report as an Excel file, each follow-up code displays on a
separate tab at the bottom of the Excel worksheet.

This report is color coded for expired, current and upcoming dates.
o Red = follow-up date is passed (expired)
e Yellow = follow-up date is current

e Green = follow-up date is within 45 days (upcoming)
Annual Leave Balance

The Annual Leave Balance report displays accrued leave as of the identified pay period. This report can
help determine the use or loss of leave.

This report is color coded for greater than or equal and balances within percentage.
o Red = leave balances greater than or equal to 240 (or 685) hours

o Yellow = leave balances within 80% of 240 (or 685) hours
Market Pay Review

The Market Pay Review report lists the reviews of physicians and dentists market pay in relation to the
review date. This review is required no less than once every 24 months. The report displays the review
date for physicians and dentists market pay within 6 months of the 2-year end date.

Position Data Validation Report

The Position Data Validation report displays data related to the position and the encumbered position as
found in PAID. This report compares PD numbers/functional statements with identical PD numbers and
identifies anomalies in the data fields.

o Highlighted fields indicate differences that may need to be resolved or may be appropriate.

e You must review the information to determine if corrections are necessary.

Uniform Allowance

The Uniform Allowance report identifies employees who receive uniform allowance payments by pay
period; it does not include the initial lump sum uniform allowance.

o This report does not identify employees who are entitled to a uniform allowance payment; entitlement
is governed by local determinations and negotiated agreements/supplements.

o When an employee is listed, who is in a position typically not authorized to receive an allowance, you
should investigate whether or not this is an error.
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HR Dashboard Option

The HR Dashboard option redirects you to the VHA Support Service Center (VSSC) Human Resources
Dashboard, where you can access:

e HR Dashboard

o VSSC Help Desk/Homepage Links

e Training Calendar

e Other Related Reports

VHA Support Service Center (VSSC)

1. Open the Reports menu.

2. Click the HR Dashboard option.
The Human Resource Dashboard page displays.

-0 Data Definitions/Important Links

States Department of Veterans Affairs

pport Service Center (VSSC)
HUMAN RESOURCES DASHEOARD

(1) SELECT (2) SeLect ReGion
[ADMINISTRATION

SUMMARY BY VISN

VBA AREA
NCA MSN
CANTEEN 7|

VISN 5 BALTIMORE
VIS 6 DURHAM =l

Reports>HR Dashboard

3. Click X in the upper right corner of the browser, to return to WebHR after reviewing the report.

4. Select the Data Definitions/Important Links menu.
Data Definitions/Important Links menu displays.

HR Dashboard

‘Other Related Reports

Data Definitions/Important Links page
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5. Click the VSSC Help Desk/Homepage Links option to access the VSSC Homepage and the Help
Desk.

Data Definitions/Important Links

6. Click the VSSC Homepage option to open the VHA Support Service Center Data Use Agreement.
VHA Support Service Center website opens.

UNITED STATES IDEPARTMENT OF VETERANS AFFAIRS

VHA SurPORT SERVICE CENTER (VSSCY

VHA Support Service Center Data Use Agreement:

VSSC Homepage

Note: Because the HR Dashboard is outside of WebHR, direct your questions to the
VSSC Help Desk.

7. Click the Help Desk option for assistance with the HR Dashboard.
VSSC Help Desk sign up form displays.

-5

Gty Dt

Welcome, it appears this is the first time you've used the Help Desk, enter your
email to get started

Email: |

Confirm Email: |

VISN/Facility Name: |

VISM: IPIease Select 'I *
_Signup |

VSSC Help Desk Sign Up form
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Positions Menu

The Positions menu provides the View option.

\(/ HEALTHCARE S

\Taiem LEIEMUE  United States Department of Veieransd ;\ﬂairs
WebHR

iHnme -I Reports | Positions | Staffing | Requests \ PAID -I Syatem_| Help | Log Off
wesHR - AU TS E SO URCES - ADMINISTRATOR

USER PROFILE ORGANIZATIONAL PROFILE INFORMATION ALERTS
2 1 H
e B NO DATA RETURNED

Title: Technical Writer Network: 16
Phone: 000-00-0000 Station: 635
Email: one webhr user@va.gov O ization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Duty Code:

Duty Code Flag: False

NO ACTIVE ITEMS

WARNING
This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system is menitored. Use of this system constitutes your
unconditional consent to such manitoring and no expectation of privacy. Misuse of, ized access to, or unauthorized access to this system will result in
administrative disciplinary action and/or criminal prosecution as appropriate.

Positions menu

Note: The Positions menu is not a position management module. The VHALWD system
provides this data and therefore more data positions display than are actually
assigned to the organization.

View Option

Use the View option to review the positions, including classification and appropriation break down
information, for your organization by Position Title, Series, or Appropriation Code.

1. Open the Positions menu.

2. Click the View option.
The Positions page displays.

N/ HEALTHCARE . v for Thoig i .
PR 0L United States Department of Veterans Affairs
— WebHR

Home | Reports | Po staffing | Requests | PAID | System | Help | Log Off
POSITIONS
Shaw Al | Position Title: [IT Specialist 4 Senes # Appropnition Code L

| L | POSITIONTITLE | PP | SERIES | GRADE | COMPLVL | SUPVCODE | BUSCODE | FLSA | NETWORK | STATION | APPRCODE | POSNO
Q@ 1T SPECIALIST GE 20 11 an 1l E5 E 16 hi 1571 430 (&A1)
Q@ IT SPECIALIET GE 2210 " X [t} E5 N 16 B35 1971.4200 052470
Q@ 1T SPECIALIST GE 20 13 s 3 ] E 16 ] 1571 430 ]
Q@ IT SPECIALIET GE 2210 " xm [t} E5 N 16 B35 1971.4200 047564
Q@ 1T SPECIALIST GE 20 12 an 1 E5 E 16 ] 1571 430 D60
q & IT SPECIALIET GE 2210 a X o E5 N 16 B35 1971.4200 DE7E20
Q@ 1T SPECIALIST GE 20 13 an 1 E5 E 16 ] 1571 430 B0
q & IT SPECIALIET GE 2210 1" X o E5 N 16 B35 1971.4200 042020
q @ 1T SPECIALIST GS 20 14 an i ] E 16 ] 1571 430 ]
q & IT SPECIALIET GE 2210 1" X o E5 N 16 B35 1971.4200 058470
Q@ 1T SPECIALIST GE 20 11 an 1 E5 N 16 ] 1571 430 [EE47 A
q & IT SPECIALIET GE 2210 1" X o EB N 16 B35 1971.4200 05047A
Q@ 1T SPECIALIST GE 20 11 an 1 E5 N 16 ] 1571 430 [EE471)
q & IT SPECIALIET GS 2210 2 il 1} &5 M 16 B35 1971.4200 067620
q @ 1T SPECIALIST GS 20 1 an i E5 N 16 ] 1571 430 ]
53 Total Records

Positions page with IT Specialists listed
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Note: On the Positions page, the columns can be sorted and additional pages of records
can be accessed. For more information, refer to page 137.

Click the Show All button to view all positions for an organization in WebHR.
To view a particular Position Title, Series, or Appropriation Code:

a. Type the name into the appropriate text box.

b. Click the binoculars icon ﬂ.

Note: Click the magnifying glass icon to view the position details or click the
green/yellow icon to create a request for action.

Click the magnifying glass icon < to view the position details.
The Position Details page displays.

Position Details

Notes: Some of the information for the position is auto populated. Verify the
information, rather than create the SF-52 from scratch.
A recruitment SF-52 can be initiated on an encumbered position.

"\ e e e a6
=
(\lﬂ/wﬂ@\igemﬂl United States Department of Veterans Affairs

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
POSITIONS -POSITION DETAILS

POSITION
Position 1D: [141753 Vhalwd PID: |293252 Qld PID:| Qld PD #: [p50470 W

Position I\T SPECIALIST

Pay Plan: [gg Series [2210 Grade: [11 Audit
Comp Level: [xoq SupvCode: [p BUS Code: [55 SubmDept:
FLlsA B ss o Active:

ORGANIZATION VICE
NetworkiD: [15 StationlD: 535 FIRST [[ LAST [START DATE[END DATE

01/
CostCenterlD: [1a71 QrganizationlD: [4300 (QUMBOV| |SHONEX) 10/01/2003

ApprCode: [13774300 Facilty: |

Specialist: | Complexity- [ Action Taken:l—
Date Received: 51252008 3.00:05 PM Sensitivity: l— Duplication: l—
Dste Classified: [5727/2007 50818 P11 POD [
Date Completed: ,m PD Text: ;I Remarks: :I
Date PosRepDist: ,—
Hours to Classify [

[-| [

Positions-Position Details page

Note: If the position is vacant and ready to recruit, click the green/yellow icon # at the
top of the Positions Details page on the right side; otherwise, click the

green/yellow icon ## at the top of the Positions page in the second column on the
left side.

16
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Position section
The Position section contains all the details related to the position.
Organization section

The Organization section contains classification information for the position, as well as the appropriation
break down information.

Vice section

o If the position is encumbered, the name of the person occupying that position displays with the date
the position was started.

o If the position is vacant, the VICE name displays with the date the position started and ended.
o If the position is new, Vacant displays with No Data Returned.

Note: Vice information is pulled from the VHALWD database; the name from the
encumbered position or Position Vacant may display.

Workflow section

The Workflow section captures data for classification requests for the selected position. The HR office
can enter who is assigned the request, when the request is received, and when the classification is
finished, as well as the documented final action completed.

Remarks section

The Remarks section captures any comments about the position.

New Request Form (Gain)

1. Click the green/yellow icon # to create a request for action.
The Requests-New Request Form (Gain) page displays.

Note: The request submission pages that display vary depending on the type of action
you initiate.

October 2011 WebHR C3-C1 Conversion Project 17
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\( HEALTHCARE [ AR i st Iy

NG EIEY  United States Department of Veterans Af'falrs
— WebHR

lHoma | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - NEW REQUEST FORM (GAIN)
Request Details Part B Information
Aeion Roquesiot: [Resument [l T T
Pro Effective Date: ,— Number: IW Comp Leve\,lw Pay Easls,l—
T - P[5 =] GraeiT Seres 210
Name: W S(ap:l— Salary: [ Basic Pay:|
Title: W Local Ad]:l— Adj Basic Pay:| Other Pay:[
Site-[ VA Medical Center Oklahoma City, OK -
Name [WebhRCHefone | ApprCode 19714300 |
Title: [chief, Human Resources | OrgCodefazon ogTuel
Date: ] cccodefioTt ceTe
(FToreT _20mv)
Name: W Work Schedule [FULLTIVE =] | Vice:[vacant
Prone:  foooemm |

Requests-New Request Form (Gain) page

2. Review the Requests-New Request Form (Gain) page.
Verify the information.

Request Type

3. Pro Effective Date is a required field.
Manually enter a date or select a date from a pop-up calendar.

o Fortoday’s date, click Today at the bottom of the calendar.
o Click the date box and select a date from the calendar.

e Type in a date with the format: mm/dd/yyyy.

4M1/2011

4 April, 2011 »
Su Mo Tu We Th Fr Sa
27 28 29 30 31 1 2

3 4 5 b 7 8 9

10- 12 13 14 15 1§

i7 19 20 21 22 23
24 25 26 27 28 29 30
1 2 3 4 5 & 7

Today: June 12, 2011

Pop-up Calendar
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Action Requested By and Action Authorized By

4. Optional: Update/change the name(s) in the Action Requested By and Action Authorized By sections.
Action Requested By and Action Authorized By are auto-populated, only in the HR Edition, with
the name of the station HRO.

o If this information is changed to a person outside of HR, the action is not visible.

e Once the action is submitted, the Requested By and Authorized By fields cannot be edited.

For Additional Information Call

5. Change/update the contact information, if necessary.
The Contact information defaults to the user who is logged on and initiating the SF-52; however, the
user can change this information.

Part B To and Part B Position Data

6. Ensure the correct site is selected in Part B Position Data.
The Part B To and Part B Position Data sections are auto-populated.

Field Description

PartB To

Refers to the requested action

Title Position title

Number Required
Same as Position Description (PD) Number

Pay Plan Pay plan identifies the pay system under which the
employee’s compensation is determined

Step Step grade for the position; if unknown, can be left blank

Local Adj Local pay adjustment is the pay amounts established as

supplemental pay, based on higher cost of living assessments
in some geographical areas; if unknown, can be left blank

Comp Level Competitive level identifies positions in a competitive area
that are in the same grade or occupational level; if unknown,
can be left blank

Grade Grade is the specific identifier that indicates pay level within
a pay plan system; if unknown, can be left blank

Salary Base salary for position

Adj Basic Pay Adjusted basic pay; if unknown, can be left blank

Pay Basis Pay basis identifies the principal condition that serves as a

basis for computing pay; if unknown, can be left blank
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Field Description

Series Occupational series code identifies the subdivision of an
occupational family or group, under which an employee's
position is classified

Basic Pay Basic pay is the amount in the general pay tables for the
grades; if unknown, can be left blank

Other Pay Other pay depends on the position; if unknown, can be left
blank

Part B Position Data
Refers to the Position

Site Duty Station

Use the Site drop-down list to ensure the correct site is
selected; change if necessary.

ApprCode Appropriation code is a combination of a 4-digit
organizational code and a 4-digit cost center code

Add or change, if necessary

OrgCode Organizational code is a 4-digit numerical code that
identifies a service line

CCCode Cost Center Code

Work Schedule (FT or PT)

e Select Full-time, Part-time, or Intermittent
e Required: enter hours scheduled per pay period

Org Title Name of the organization

CC Title Name of the cost center

Vice VICE is the name of a previous employee for a vacant
position

Vacant is the default
For a recruitment action, current employee’s name displays.
e Enter the name of the person vacating the position, or

e Change Current to New for a position recently added

7. Click the Submit Request button.
Information pop-up displays.

x|

:{‘/' Proceed with Request Submission?

Proceed with Request Submission pop-up

20 WebHR C3-C1 Conversion Project October 2011
User Manual for the Automated HR Edition (WEBH?*)



8. Click the OK button.
If the Pro Effective Date and Work Schedule hours are not complete, the page redisplays.

Note: A red asterisk and Required Field (*Required Field) displays to the right of the
text boxes for fields that are mandatory, but incomplete. If the mandatory fields are
not completed, the SF-52 will not move forward.

9. Add the mandatory information and click the Submit Request button again.
Information pop-up displays.

10. Click the OK button again.
The Submission complete page displays.

' 7
{ United States Department of Veterans Affairs

WebHR
jone | Staffing | Requests | PAID | Systam | Help | Log OFF
REQUESTS - NEW REQUEST FORM (GAIN)

The Request b wen succesdully submitted.

Requesi #; 15 Request Type: Recruitment

PL% P

Requests-New Request Form (Gain)>Submission Complete page

11. Use the options to view request details, edit the request, view the SF-52, and submit a new request.

a. Click the magnifying glass icon < to view request details.
b. Click the pencil icon & 10 edit the request.

c. Clickthe 52 icon | to view the completed SF-52.
An example of a completed SF-52 is on page 140.

d. Click the green/yellow icon ¥ to submit a new request.
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Staffing Menu

Vacancies Option

Use the Vacancies option to view a list of all recruitment actions, electronically submitted. The Vacancies
option allows you to view your recruitment actions, request details, track vacancies, edit requests, and

view the SF-52. Vacancies provides access to the Staffing Module feature of WebHR.

3% de o s =
N/ HEALTHCARE e << gracll »
K\J_ﬂl&““ LEIEMEIEE  United States Department of Veterans Affairs
—— WebHR

| Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

WEBHR - AUTOMATED IES - ADMINISTRATOR

USER PROFILE ORGANIZATIONAL PROFILE INFORMATION ALERTS
N, 2V | Al s VHA
Agent :,:;2: h‘;\/:::;el—rlw = !I‘_‘::;'I: VAMC NO DATA RETU RN ED

Title: Technical Writer Network: 16
Phone: 000-000-0000 Station: 635
Email: one webhr user@va.cov ‘Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Duty Code:
Duty Code Flag: False
NO ACTIVE ITEMS
WARNING

This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitering and no expectation of privacy. Misuse of, i access to, or p ized access to this system will result in

administrative disciplinary action and/oer criminal prosecution as appropriate.

WebHR Staffing>Vacancies

The Staffing page provides a summary of all recruitment actions submitted by your services listed in
ARPA # order, highest to lowest. You can search by Request ID, Specialist, Organization, and Status.

1. Open the Staffing menu.

2. Click the Vacancies option.
The Staffing page displays.
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\lﬁl?ﬂ}ymwl United States Department of Veterans Aﬂalrs

WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
STAFFING
251 RequestID Specialist Organization Status
[ F [Select =] R Approved - &
STATION 635 VACANCIES
Cé.ﬁd 150484 Approved Reruitment Finance Office on000 fggldg B0 11 71812011
?‘ﬁi 150245 Approved Reciuitment Finance Offics e 5555 AD 503 Vacant 7132011
% | TECHNICIAN
afrs 150105 Approved Recuitment OFFICE OF DIRECTOR 84012500 oA TH CARE 126458 os 201 12 TEMPORARY IERVOSN XBREG 7712011
5 il Lhe s e & L £ EDUCATION SPEC (TL) - i = v i =
?ﬁy 145945 Approved Recruitment Hesioom Faled Menegeaent FROGRAM MANAGER G5 343 13 New 4152000
'ﬂ 8615 2760
Qs - Recuitment 2 - = g o
B 145938 Approved 120 Office of Director NURSING ASSISTANT 035324 os  e21 3 Vacant 112211988
%ﬁi 148938 Approved Recruitment OFFICE OF DIRECTOR NURSE 000000 VN B0 2 WesH? UseTwa EFLFUIB.GXWOD 2102009
a@s HUMAN RESGURCES AND ACCOUNT PAYABLE e
5 149908 Appraved dsap iR i s 0 6 WasR Uz Toves 121812008
Qs 148832 Approved CHIEF OF STAFF SN Jecs 071480 cs e 12 WeHR e o POQFEPAXTQGE aiz7iose
=z | it T2 = (INSTRUCTOR) ' i - b i
Qs S HUMAN RESGURCES AND ACCOUNT PAYABLE - s . =
= 148821 Appraved Reuitment dmp st A S 4 o VACANT MIXCKNR, KVLNN 7102010
Qs HUMAN RESCURCES AND
B 148802 Approved Recruitment Al diseeina et ACCOUNTANT s o 7 VACANT 107711988

Vacancies (Staffing) page

Note: On the Staffing page, the columns can be sorted and additional pages of records
can be accessed. For more information, refer to page 137.

3. Use Request ID (ARPA #) to search for a specific action:
a. Type an ARPA number in the Request ID box.

b. Click the calendar with binoculars icon %.
4. Use Specialist to search for recruitment actions assigned to a specific HR Staff member.

a. Select a name from the Specialist drop-down list.

b. Click the calendar with binoculars icon %.

5. Use Organization to search for or any actions submitted for a particular organization, service,
department, or product line.

a. Type an organization name in the Organization box.

b. Click the calendar with binoculars icon %.

6. Use Status to search for approved, completed, pending, suspended, and terminated recruitment
actions.

a. Select one or more status check boxes in the Status drop-down list.

b. Click the calendar with binoculars icon %.

Note: The search will only show approved and completed actions in the list of
recruitment actions.
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On the Staffing >Vacancies page in the Option column, you can view request details, open Vacancy

Tracking, edit the requests, and view the SF-52.

1. Click the magnifying glass icon < to view the request (action) details.
Requests-Details page displays.

2. Click the staffing icon f3 to access the Staffing —VVacancy Tracking page.
The Staffing Module page displays.

3. Click the pencil icon & 10 edit the request (action).
The Requests-Editing-Part A page displays.

4. Click the 52 icon E| to view the completed SF-52.
A sample of a completed SF-52 is on page 140.

Request Details Page

The Request Details page displays details regarding the selected action. These details are auto-populated

when the action is created.

o Request Details, Milestones, Routing Log, and Request Log are managed by WebHR system events

and the data cannot be deleted or edited.

e The details are updated after an SF-52 processing step is completed or an item is saved to the Log

Item Entry Form.

WULEIEL  United States Department of Veterané Affairs

kHEALTHCARE foron praclices for Thosgpho srv il e

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - DETAILS

Q a @ PART A PART B PART C PART D PART E PART F Attachments RequestlD = 150484

Process Unit: Classification ==

MILESTONES Part F Edited

ITEM Employss Relstions 07/08/2011

Employee Relations 07/08/2011

By
Entered Sy_slem: 07/08/2011 ws — Employss Relstions 07/08/2011
Opened in HR: 07/08/2011 -Part E - By: System Input Classification 07/08/2011
Closed:
CHANGE STATUS Ty System Input
Status Types: |Approved ¥ LSl 2 System Input
v

Status Change Reason
Enter Status Change Reason

NebHR User, Two
Submit Status Change 4| | E

S=HE System Input | 4

REQUEST DETAILS LOG ITEM ENTRY FORM ROUTING
Request ID: 150484 Enter Log ltem Text. ROUTE TO: ~
Type: Recruitment Enter Log Item Text. -
Contact: WebHR User Two : E ASSIGH TO:| [
Contact Phone: 214 295 7742 Routi
Status: Approved Dﬂﬂ'zg Enter Routing Note
Proposed Effective Date: 07/29/2011 LI : 2 R
Days In System: 32 Submit Log Ent
Affected Employee: jhsdkjfsdfih 09 =iy
Assigned To: € ebHr User ROUTING LOG
2 s REGUEST LOG 4 CieARED [DURATION

Requests-Details page
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Request Details

The Request Details section displays information specific to the selected action.

REQUEST DETAILS

Request ID: 150484
Type: Recruitment
Contact: WebHR Llser, Two

Contact Phone: 214 295 7742

Status: Approved

Proposed Effective Date: 07/25/2011
Days In System: 32
Affected Employee: jh=dkjfhsdfh

Assigned To: € WebHr User One
Process Unit: Classification

Request Details section of Request-Details

The information in Request Details is auto-populated when the action is created and the information

cannot be modified.

Field Description

Request ID ID assigned to the request

Type Type of action to be initiated

Contact Name of the preparer initiating the action
Contact Phone Phone number of the preparer initiating the action
Status Status type of the action

Proposed Effective Date

Proposed effective date for the request

Days in System

Affected Employee

Total number of days an action is in the WebHR system,
from the date the SF-52 was created to the current date

Zero (0) indicates a new request
Employee specified for the action

Assigned To

Name of the specialist when the request is assigned

Click the head icon 9 to access the contact information of
the specialist to whom the request is assigned.

Process Unit

HR section working on the request
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Milestones

The Milestones section displays the date the SF-52 was created and the day it is approved/moved to HR
for processing.

MILESTONES

Entered System: 07/058/2011
Opened in HR: 07/08/2011
Closed:

Milestones section of Request-Details

The information in Milestones is auto-populated when the action is created and the information cannot be
modified.

Field Description

Entered System Date SF-52 was created

Opened in HR Date SF-52 is approved by or moved to HR for processing
Same as the date it was approved

Closed Date all processing in HR is completed

Change Status
The Change Status section allows you to change the status of an SF-52. You cannot delete actions, but
you can change the status types. Click the Submit Status Change button to submit the changes.

Note: Once an SF-52 is approved, the manager can do nothing but view it.

CHANGE STATUS
Status Types: I-"'-DDFUM'EEI "I

Status Change Reason
Enter Status Change Reason

| Submit Status Change

Change Status section of Request-Details
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Field
Status Types

Status Change Reason

Description

Select a status type:

Approved

Completed

Pending

Suspended

Terminated

Enter a reason for changing a status type.

Comments are required only for a Terminated action;
however, you can add comments for other status types.

Status Types in WebHR

Status Type Description
Approved The customer uses approved to complete an action and to indicate the
action is ready for HR.
Note: HR specialists should not work on any action in
a pending status.
Completed The specialist uses completed to indicate the action is completed and
coded into PAID.

e The Processing and Records unit makes the change to the
completed status.

e Processing and Records staff must follow local procedures when
filing SF-52s in the E-OPF.

e Instructions for printing a copy of the SF-52 are on page 120.

Pending The specialist uses pending to return an action to the manager.

e The initial status of an action is always pending.

¢ Returning an action to pending allows the manager or delegate to
make changes/updates and to move the action into an approved
status.

e The specialist should enter a reason for and the date of the change.

Suspended The specialist uses suspended when HR is prevented from taking
action.

e When an action is placed in or changed from suspended, the
specialist should enter a reason for and the date of the change to
suspended.

e The reason(s) and date(s) permanently display in the Request Log
to retain the suspension dates of the action.
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Status Type
Terminated

Description

The customer uses terminated when HR or the approving official

cancels an action.

e The user must enter a reason for and the date of the change to
terminated--it is required.

e When a manager wants to terminate an action, HR can terminate
the action on behalf of the manager or return the action to pending,
so the manager can change the status to terminated.

Log Item Entry Form

The Log Item Entry section allows you to add comments when necessary. The log data cannot be deleted
from the form--it is permanent.

e A requesting official can use the log to indicate an action was reviewed and to recommend the
approving official approve the action.

o Click the Submit Log Entry button to send the data to the Log Item Entry Form.

LOG ITEM ENTRY FORM

Request Log

Enter Log ltem Text.

B

Submit Log Entry |

Log Item Entry Form section of Request-Details

The Request Log section tracks what is happening to the action, as well as the how it is happening.
Reviewing the Routing Log, you follow the action through the process from creation to Closed.

REQUEST LOG

ITEM
Part F Edited By:
WebHR Usar, Two
Section Edited - Part E - By:
WebHR User Two
Part O Edited By:
WebHR Usar, Two
Part C Approval Blodk Edited By:
WebHR Usar, Two
Part C Drug Testing Edited By:
WebHR Usar, Two

«

|

System Input
System Input
System Input

System Input

System Input [
| B

Request Log section of Request-Details.
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The information in Request Log is auto-populated and the information cannot be modified.

Field Description

User Name of the user making the update

Item Action logged

Type Method by which the item is handled; automatically assigned
Routing

The Routing section allows you to track the action as it moves from unit to unit toward completion. Each
unit must complete all of the areas of the SF-52 for which it is responsible, in order for the action to move
forward. Click the Route Request button to route the data to the selected unit.

Note: Actions can be re-routed back to some other processing unit, if necessary.

ROUTE TO:

ASSIGN TO:|

Routing Note: Enter Routing MNote

Ruute Requesl

ROUTING

Routing section of Request-Details

Field Description

Route To Required
Select a unit to which the action is routed:

e Suspended Status

e Administrative

e Classification

e Recruitment & Placement

e Workforce Development

e Employee Relations

e Payroll

e Workers Compensation

e Processing & Records

e Resource Board

¢ Retirement Section
Assign To Required

Select a specialist to whom the action is assigned.

If you need to change the Assign To drop-down list, contact
your WebHR Administrator for corrections, additions, or
changes.

Routing Note Add a note for the next processing unit.

The note displays in the email text and information alert sent
to the next processing unit specialist
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When an action is routed to a specialist, several things occur.

e The Request Log is updated to show that the action is assigned to the specialist to whom it was

routed.

e The Routing Log is updated to show the Processing Unit that is working on or holding the action.

e An Information Alert is added to the User Profile page the next time you log into WebHR.

e Anemail notification is sent to the specialist assigned the action.

Routing Log

HR Systems Workflow Routing: Request Number 150469

one webhr user@va.gov
Tue 6/14/2011 2:24 PM
WebHR User.One

Health Talent Management Messaging System

You have been assigned ARPA Request Number: 150469
Routing Note:

Link to WebHR

This is a HTM automated message. Please do not reply.

Example of an email notification

The Routing Log section tracks the movement of the SF-52 through the processes--date entered, date
cleared, and the number of days in a particular unit.

ROUTING LOG

PROCESS UNIT ENTERED |CLEARED |DURATION

Emgployee Relations 07/08/2011
Emgployee Relations 07/08/2011
Employee Relations 07/08/2011
Classification 07/D8:/2011

Request Details section of Request-Details

Field Description
Process Unit Unit in which the SF-52 was and is currently
Entered Date the SF-52 was routed to a particular unit
Cleared Date the SF-52 was routed from a particular unit
Monitor the Routing Log to verify a date is added to
Cleared.
Note: If there is no date, the action is not moved
to the next unit and an email notification is
not sent to the Contact.
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Field Description
Duration Number of days the action was in a particular unit
Note: When an action is suspended, the system

continues to count (add to) the number of
days under Duration.

Vacancy Tracking (Staffing Menu)

Working in the Staffing Module (Vacancy Tracking)

Use Vacancy Tracking to update information about the position recruitment or appointment action.

. (2] £ e
HEALTHCARE o 5 4
NGEDIDTIEY  United States Department of Veterans Affairs
— WebHR
STAFFING
251 RequestID Specialist Organization Status
[ B [select = B Approved - &
POSITION = = = =
ORGANIZATION POSITION TITLE - SERIES|\GRADE|  VICE SELECTEE |SPECIALIST|RECEIVED
aQxs . ACCOUNT PAYABLE 2 o
= 150484 Approves Recuitmant Finance Office it 00000 fagtdg 502 11 Vacant 782011
q §1 y 150445 roved Reouits Fi Offi PEIOLER HRCE 5585 AD 503 Ve t TMN2011
c Appr uitment inance Office e 5 facant d
Q§1’ 150105 A Re e OFFICE OF DIRECTOR 8401.2500 fEpthonbs 128458 GS 201 12 TEMPORARY IERVOSN.XBRGG 772011
3 50105 Asproved Reuitment c c 25 Ao ey, |1 2 2 y ; (e
e g 145948 Approves Remuitment :;‘L"‘;e': L8ient Macmgement PROGRAM MANAGER G5 343 13 New 41512000
it - Recuitment § . < = e =
=3 148929 Approved 157 Office of Director NURSING ASSISTANT 035324 s ez 3 Vacent 12211988
%ﬁf’ [ —— oFrice or oiRecTOR wurse R T T a8
ok P L . HUMAN RESOURCES AND ACCOUNT PAYABLE " T
145308 Approved Reouitment DEVELOPMENT 8431.2570 TECHNICIAN G5 0 (-] WebHR User Three: 12/18/2005
o6 Requitment BLIND REHAB SPEC _ -
a 148832 Approved T21 CHIEF OF STAFF (INSTRUCTOR) 071480 GSs 601 13 WetHR UserFor POQFSPA XTQGQ 92711986
Q §1 f = HUMAN RESOURCES AND ACCOUNT PAYABLE s
3 145821 Approves Resuitmant hespiny e L o a0 o VACANT  NUXCKNRKVLNN 1012010
(ol ¥4 _ HUMAN RESOURGES AND ”
a 148803 Approved Reouitment DEVELOPMENT 8421.2570 ACCOUNTANT G5 0 7 VACANT 10/7/1988

Vacancies (Staffing) page

Note: On the Staffing page, the columns can be sorted and additional pages of records
can be accessed. For more information, refer to page 137.

1. From the Staffing menu, Vacancies option, click the staffing icon F3 in the Options column.
The Staffing-Vacancy Tracking page displays with the Request/Position Information section open.

October 2011 WebHR C3-C1 Conversion Project 31
User Manual for the Automated HR Edition (WEBH?*)



(/HEALTHCARE oo procices for Thosgawho scrve il ok

NURUITIEL  United States Department of Veterans Affairs
——

Home | Reports | Positions | Staffing | Req | PAID | System | Help | Log Off
STAFFING - VACANCY TRACKING

Qrd

REQUEST/POSITION INFORMATION %]

ID: 152108 Position Title: H=ALTH CARE EDUCATION 8PEC
-y
fon: Recruitment
R oontnen Position Number: 123458
Status Aeeroved =
—— = Occupation 201
Orgﬂn|la[||]|1 OFFICE OF DIRECTOR 2401.2500 Series:
Date SF-52 Approved: 27272011 Grade: 2

Active Days: 34
Contact: FLRSMHS XWFYT
Phone: 1722185110

Department: OFFICE OF DIRECTOR 24012500
Section: OFFICE OF DIRECTOR
Duty Station: 2252
Work Schedule: FART-TIVE
Vice: TEMPORARY

MILESTONES [&

ANNOUNCEMENT TRACKING [#

ADDITIONAL AUTHORIZATIONS (OPTIONAL) i
VACANCY DATAA

SELECTEE TRACKING &

REMARKS [3]

Staffing-Vacancy Tracking page with the Request/Position Information section open

2. Click the magnifying glass icon < to view the details of the selected vacancy (Requests-Details
page).

Request-Details page

©, 25 PART A PART B PART C PART D PART E PART F Attachments RequestlD = 149945

REQUEST DETAILS LOG ITEM ENTRY FORM ROUTING
Request ID: 149945 Enter Log ltem Text. ROUTE TO: hd
Type: Recruitment Enter Log Item Text.
Contact: KVXHXPN DTDKO T * AssiGN TO:] =
Contact Phone: 1015078854 Routi
Status: Approved D;DI:E Enter Routing Note

Proposed Effective Date: 11/28/2010
Days In System: 281
Affected Employee: PVWILUBR TCGHQ

[ |

Route Request

Submit Log Entry

ROUTING LOG

Assigned To: € Unassigned

e :
. - PROCESS UNIT | ENTERED | CLEARED | DURATION
Process Unit: Classifcation T [T

Entered System: 11/02/2010
Opened in HR: 04/15/2000
Closed:
CHANGE STATUS

Section Edited - PartB To - By:

T System Ir

PartB From Edited By:

Requast Status Changad To: Approved... |
Reason: Approved for st 3 Dec 10By: System In
W3 Uz Five

System Ir

Status Types: [Approved =] Requast Routed to: Classification e
ven
Status Change Reason Request
Enter Status Change Reason T‘if'fs}j",b‘;"'"“ &y Entered i w
Submit Status Change ﬂ | »

Vacancy Tracking>Requests-Details
Use the Requests-Details page to change a status, log an item, and route a request.
e From the Staffing-Vacancy Tracking page, click the magnifying glass icon Q“ to view the

requests details page.
The Requests-Details page displays.

32 WebHR C3-C1 Conversion Project October 2011

User Manual for the Automated HR Edition (WEBH?*)



o From the Staffing page under Options, click the magnifying glass icon < next to a vacancy to

view the requests details page.
The Requests-Details page displays.

3. Click the pencil icon & 1o edit the details of the selected vacancy (Requests-Editing-Part A page).

Requests-Editing-Part A page

24 fo :
o
d States Department of Veterans Affairs

« Jalent Management S UTLTIVY

WebHR

s

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - EDITING - PART A

Q, & PART A PART B PART C PART D PART E PART F Attachments RequestID = 149591
Part A (Request Info)

CONTACT INFORMATION
Mame: |QPWWWIO(QAAIQ
Phone: 1611763448

| Submit Contact Information |

Name:[l@atuDNEErol |
Titled- |Pr
Date- |02

Name:[UPHFOULPARC |

Title: [Human Resources Consultant

Date: [02/15/2009

REQUEST TYPE

Current Type: Recruitment
Current Category: Nonexisting/Existing
New Type: |Recrunment =l

| Submit Request Type Change ‘
PROPOSED EFFECTIVE DATE
Current Value: |9/9/2010

| Submit Proposed Effective Date ‘

EFFECTIVE DATE
Current Value:
Submit Effective Date

Requests-Editing-Part A page

Use the Requests-Editing-Part A page to add/change information in Parts A, B, C, D, E, F, and

Attachments.

e From the Staffing-Vacancy Tracking page, click the pencil icon & to edit the request (action)
The Requests-Editing-Part A page displays.

or

From the Staffing page under Options, click the pencil icon & nexttoa vacancy to edit the
request (action).
The Requests-Editing-Part A page displays.

o For details on editing an SF-52 request, refer to Editing the SF-52 on page 98.

4. Click the 52 icon 2| to view the completed SF-52 for the selected vacancy.
A sample of a completed SF-52 is on page 140.

5. In the sections of the Vacancy Tracking page, you can open one or more sections to view and update.

a. Click the double down arrow icon ¥ to close a section.

b. Click the double up arrow icon 2l to open a section.
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6. Several sections of the Vacancy Tracking page contain date fields.

Manually enter a date or select a date from a pop-up calendar.

e Fortoday’s date, click Today at the bottom of the calendar.

e Click the date box and select a date from the calendar.

e Type in a date with the format: mm/dd/yyyy.

41112011

Su Mo Tu We
77 8 29 30
3 4 5 &
10 12 13
17 18 19 20
24 25 26 27
1 2 3 4

4 April, 2011

Th
31
7
14
21
28

5

Fr
1
8
15
22
29

4

Today: June 12, 2011

Pop-up Calendar

About the Vacancy Tracking Pages

Sections of the VVacancy Tracking page contain Save buttons. You must save any data added/changed in

each section of the Vacancy Tracking page.

o If the save is successful, a message displays under the title of the section and includes a time stamp.

VACANCY DATA ¥
(11:17:57 AM): Vacancy Tracking Save Successful.

Vacancy Tracking Save Successful message

o If the save is unsuccessful or if a required field is empty, an error message displays under the

Request/Position Information section.

o If arequired field is empty or incorrect data is entered, a red asterisk and Required Field (*Required

Field) displays to the right of the text box.
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A
SRR EIEE  United States Department of Veterans Affairs

WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
STAFFING - VACANCY TRACKING
Q4
REQUEST/POSITION INFORMATION #

Announcement changes not saved, correct following erroris).

+ ~Required Field
= *Required Fiekd

MILESTONES (&l
ANNOUNCEMENT TRACKING %]

Vac. Ann. Open Date: l— Required Fiekd Vac. Ann. Close Date: l— Required Field
Rating/Ranking Panel: @ 1o © ves Date Rating/Ranking Panel:[
Date Vac. Ann. Certificate to Service: l— Date Vac. Ann. Certificate from Service: l—
DEU Open Date:| DEU Close Date:|
Date DEU Cert Received in HR:[ Date DEU Cert from HR or DEU to Service:|
Date DEU Cert Returned from Service to HR: l— Date HR Returned DEU Cert to DEU: l—
Vac. Ann. Local Use 6:[ Vac. Ann. Local Use 7:[

e S20 AnnOUNCEMENt Tracking ]

ADDITIONAL AUTHORIZATIONS (OPTIONAL) &
VACANCY DATA &

SELECTEE TRACKING [#]

REMARKS (2

Staffing-Vacancy Tracking page>Announcement Tracking
with required fields indicated

¢ In the sections of the Vacancy Tracking page, the Tool Tips feature is available for many date fields.
Hover the cursor over a text box and the tip for entering information displays for that box.

' =i
7 HEALTHCARE [ .
NELIENEIEE  United States Department of Veterans Affairs

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
STAFFING - VACANCY TRACKING

W =]

REQUEST/POSITION INFORMATION =

MILESTONES [#]

ANNOUNCEMENT TRACKING &
ADDITIONAL AUTHORIZATIONS (OPTIONAL) &

VACANCY DATA [¥|
Vacancy Ann. Number:l— Slalus:lm
FTEE:[T | Category: [Tit=2 =]
Area of Consideration (AOC): lm Total Number Applicants: lu—
Number Internal Applicants: l‘— Number Applicants Qualified Not Referred: l‘—
Number External Applicants: lz— Total Number Interviewed: lz—

: P — o : leted:[ |
Humbonti TediNy Enter total # of applicants who were not qual\ﬁed.rm"
o (]

Number Notified of Outcome: Number may be 0. NQ = Not qualified. me:

Selecting Official: [Unnown

Recruitment Cancelled: & no " ves Need to Re-announce: @ o  ves
Vac. Data Local Use 8: Vac. Data Local Use 9:
Specialist[u=rcier Diana JE3 |

SELECTEE TRACKING &
REMARKS [#]

Staffing-Vacancy Tracking page>Vacancy Data with Tool Tips
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Staffing-Vacancy Tracking Page

Request/Position Information

Fields on the Request/Position Information page are auto-populated when you create an SF-52 in either
the Customer Edition or the HR Edition.

N/ HEALTHCARE oo eeices R Thatpupt .
K\T_a\enl LEUEMEIE  United States Department of Veterans Affairs
—— WebHR

{

v [ »ve -

£y

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

STAFFING - VACANCY TRACKING

SV

REQUEST/POSITION INFORMATION [¥]

1D: 1221
Action; Resruitment
Status Areraved
‘Organization SFFICE OF DIRECTOR 8401.2500
Date SF-52 Approved: 07072011
Active Days: 3¢
Contact: FLRSUHS xWPYT

Phone: 1722185110

o HEALTH CARE EDUCATION SPEC
Position Title: 1]

Position Number: 23422

Occupation .

Series:
Grade: 2

Depamne[“: OFFICE OF DIRECTOR 8401.2500

Section: OFFICE OF DIRECTOR
Duty Station: 2224
Work Schedule: FART-TINE
Vice: TEMFORARY

MILESTONES [&

ANNOUNCEMENT TRACKING [z

ADDITIONAL AUTHORIZATIONS (OPTIONAL) &
VACANCY DATA &

SELECTEE TRACKING (&

REMARKS [#]

Staffing — Vacancy Tracking>Request/Position Infor mation

Field Description

ID Request ID or ARPA number that is automatically assigned
when an action is created

Action Type of action

Status Status of the action

Organization
Date SF-52 Approved

Organization in which the action is created
Date the SF-52 is approved by the manager

Active Days Number of days the action is active-from date approved to
date completed

Contact Name of the contact person

Phone Phone number of the contact

Position Title Title of the position

Position Number
Occupation Series

Number assigned to the position
Occupation series of the position

Grade Grade of the position

Department Department in which the action is created

Section Section in which the action is created
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Field

Description

Duty Station Site at which the position is located

Work Schedule Position is full time or part time

Vice Name from the encumbered position or Vacant
Milestones

In Milestones, the dates and details of each recruitment action are documented. Add/change information,
if necessary, and click the Save Milestones button.

,;V'\‘ o ki A
N/ HEALTHCARE = .
NULIIITIEL  United States Department of Veterans Affairs

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

STAFFING - VACANCY TRACKING
Go4d
REQUEST/POSITION INFORMATION ]
MILESTONES [¥]
Date of Vacancy: |+/102011 Date Approved to Fill: [=17/2011
Date Vacancy Announce Closed: |- 1= 207+ Date of Tentative Selection: |=122a11
Date of Firm Offer: | /122011 Date of EOD: |+12:2010
Milestone Local Use 1: Milestone Local Use 2:
ANNOUNCEMENT TRACKING &
ADDITIONAL AUTHORIZATIONS (OPTIONAL) &
VACANCY DATA &
SELECTEE TRACKING &
REMARKS [#

Staffing — Vacancy Tracking>Milestones

Field

Description

Date of Vacancy

Date Vacancy Announcement Closed

Date of Firm Offer

Enter the date the encumbered position was vacated or the
date the new position was approved

Required field, as directed by VACO

This field is auto-populated when the date is entered in the
Announcement Tracking section

Enter the date the firm offer is made
Required field, as directed by VACO
By this date all required checks, physical, etc., are cleared

Milestone Local Use 1

Optional text field for facility-specific usage
Enter data not covered elsewhere in the Staffing Module
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Field Description
Date Approved to Fill Enter the date HR received approval to fill the position
Required field, as directed by VACO

Example
A facility has a hiring freeze and all positions must go to a
committee for approval.

e The initial date of the vacancy was 11/12/09

e The position was approved to be filled 12/1/09

e The service submitted the recruitment SF-52 on 11/12/09
e The date entered in this field is 12/1/09

Date of Tentative Selection Enter the date the selecting official or designee indicates (by
email, letter, signature on interview form or other local form,
verbally, or any other manner of communication) that a
candidate submitted a resume or application, was
interviewed, and is now considered for appointment, pending
further processing as noted in Date of Firm Offer

Required field, as directed by VACO

Date of EOD Enter the effective date from Part B, block 4 of the SF-52
Required field for Title 5 recruitments, as directed by VACO
Milestone Local Use 2 Optional text field for facility-specific usage

Enter data not covered elsewhere in the Staffing Module

Announcement Tracking

In Announcement Tracking, information about the vacancy announcement and certificates/referral listings
are documented. Add/change information, if necessary, and click the Save Announcement Tracking
button.

(\\’ Lo oA : o i >y i
N/ HEALTHCARE forse p o s # :
k\T_a\ent LELEMIEY  United States Department of Veterans Affairs

— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

STAFFING - VACANCY TRACKING
G4
REQUEST/POSITION INFORMATION (&
MILESTONES &
ANNOUNCEMENT TRACKING [¥|
Vac. Ann. Open Date: [</12/2011 Vac. Ann. Close Date: |</14/2011
Rating/Ranking Panel: & no " ves Date Rating/Ranking Panel:
Date Vac. Ann. Certificate to Service: Date Vac. Ann. Certificate from Service:
DEU Open Date: |+/12:2011 DEU Close Date: |+/12/2011
Date DEU Cert Received in HR: Date DEU Cert from HR or DEU to Service:
Date DEU Cert Returned from Service to HR: Date HR Returned DEU Cert to DEU:
Vac. Ann. Local Use 6: Vac. Ann. Local Use 7:
| Save Announcement Tracking
ADDITIONAL AUTHORIZATIONS (OPTIONAL) &
VACANCY DATA &
SELECTEE TRACKING [&
REMARKS 2
Staffing — Vacancy Tracking>Announcement Tracking
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Field
Vac. Ann. Open Date

Rating/Ranking Panel

Description
Enter the date a job announcement opens
Required field, as directed by VACO

For open continuous, enter the beginning date of the open
continuous announcement.

Default is No
Select Yes, if Panel is held

Date Vac. Ann. Certificate to Service

DEU Open Date

Date DEU Cert Received in HR

Enter the date a list of eligible candidates was sent to the
selecting official

Required field, as directed by VACO

Enter the date a job announcement is posted from the
Delegated Examining Unit (DEU), if applicable

Enter the date the certificate of eligible candidates is received
from DEU, if applicable

Date DEU Cert Returned from
Service to HR

Enter the date the certificate of eligible candidates is returned
to HR from the selecting official, if applicable

Vac. Ann. Local Use 6

Optional text field for facility-specific usage
Enter data not covered elsewhere in the Staffing Module

Vac. Ann. Close Date

Enter the date a job announcement closes
Required field, as directed by VACO

For open continuous, enter the date the certificate is issued or
the cut-off date for the announcement.

Date Rating/Ranking Panel

Date Vac. Ann. Certificate from
Service

Enter the date a panel is held, if applicable
Required field, as directed by VACO

Enter the date HR receives the certificate of eligible
candidates back from the selecting official

DEU Close Date

Enter the date a job announcement is closed by the DEU, if
applicable

Date DEU Cert from HR or DEU to
Service

Enter the date the certificate of eligible candidates is given to
the selecting official, if applicable

Date HR Returned DEU Cert to
DEU

Enter the date the DEU certificate was sent back to DEU
with selection/non selection information, if applicable

Vac. Ann. Local Use 7

Optional text field for facility-specific usage
Enter data not covered elsewhere in the Staffing Module
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Additional Authorization (Optional)

In Additional Authorizations, additional authorizations required at your facility are documented. The use
of Additional Authorizations is optional. Add/change information, if necessary, and click the Save

Authorizations button.

Note: Leadership is defined by the HRO and is possibly at the Resources Committee,
TRIAD, VISN level of approval.

v

[

e

\/HEALTHCARE i = 2l g e
(\j\enl LEEMEIE  United States Department of Veterans Affairs
— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

STAFFING - VACANCY TRACKING

Q7d

REQUEST/POSITION INFORMATION [£]
MILESTONES [

ANNOUNCEMENT TRACKING &

ADDITIONAL AUTHORIZATIONS (OPTIONAL)

VACANCY DATA &
SELECTEE TRACKING &
REMARKS [&]

Leadership Recruit: [[2z2011 Leadership Commit: [22011
Delay Start: [1z122010 | Delay End: [1ze:z011 |

Date Assigned to Staffer: l— Additional Local Use 3: l—
Additional Local Use 4:[  Additional Local Use 5:[

Staffing — Vacancy Tracking>Additional Authorizations (Optional)

Field Description
Leadership Recruit Enter the date, if the position requires leadership approval
Delay Start Enter the start date of the delay, if there was a delay in

beginning the recruitment process, e.g., waiting for relocation
expenses to be approved

Date Assigned to Staffer

Enter the date the action was assigned

Additional Local Use 4

Optional text field for facility-specific usage
Enter data not covered elsewhere in the Staffing Module

Leadership Commit

Enter the date leadership gave approval to make firm
commitment, if the position requires leadership approval to
commit selected candidate

Delay End
Additional Local Use 3

Enter the date the delay ended
Optional text field for facility-specific usage
Enter date data not covered elsewhere in the Staffing Module

Additional Local Use 5

Optional text field for facility-specific usage
Enter date data not covered elsewhere in the Staffing Module
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Vacancy Data

In Vacancy Data, information about the vacancy is documented. Add/change information, if necessary,
and click the Save Vacancy Data button.

v/ s »ve
i

l_-;:\‘ e g A o e v
\/HEALTHCARE i l &
(\T_a\enl LBEGUE  United States Department of Veterans Affairs

— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log OFff

STAFFING - VACANCY TRACKING
R |

MILESTONES [&]
ANNOUNCEMENT TRACKING &

VACANCY DATA [¥]
Vacancy Ann. Number:l—
FTEE[
Area of Consideration (AOC): [ini=mel | =]
Number Internal Applicants: l!z—
Number External Applicants: ln—
Number Notified NQ: [0~
Number Notified of Outcome: ln—

REQUEST/POSITION INFORMATION (&

ADDITIONAL AUTHORIZATION S (OPTIONAL) &

Status: | Finslizes | v
Category: | other | =
Total Number Applicants: |5

Number Applicants Qualified Not Referred: |0

Total Number Interviewed: |0

Date Interviews Completed:

Date Applicants Notified of Qutcome:

Selecting Official: [Tom Jones

Recruitment Cancelled: & no © ves

Vac. Data Local Use 8:

Need to Re-announce: & no ¢ ves

Specialist [ sdams, Feggy

SELECTEE TRACKING &
REMARKS [#]

Vac. Data Local Use 9:
=l

Save Vacancy Data

Staffing — Vacancy Tracking>Vacancy Data

Field
Vacancy Ann. Number

Description
Enter the local facility announcement number

FTEE

Enter the number of full time equivalents authorized for this
position

Area of Consideration (AOC)

Select an area of recruitment consideration from the drop-
down list: internal, external, or both

Required field, as directed by VACO
The default is internal

Number Internal Applicants
Number External Applicants

Enter the total number of internal applicants that applied
Enter the total number of external applicants

Number Notified NQ
Number Notified of Outcome

Selecting Official

Enter the total number of applicants not qualified

Enter the total number of applicants notified of the vacancy
outcome

Enter the name and the title of the selecting official

Recruitment Cancelled

Vac. Data Local Use 8

Default is No

Change to Yes, if applicable

Optional text field for facility-specific usage

Enter text data not covered elsewhere in the Staffing Module
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Field Description

Specialist Select the name of the Human Resources staff member
assigned to work the recruitment action from drop-down list

Status Select a status for the recruitment process: Pending, Opened,
Closed, Active, or Finalized from the drop-down list

Status changes throughout the process, e.g., the status
changes to active when the certificate is issued.

e Pending — vacancy is in the review process and the
vacancy announcement is being prepared

e Opened — job announcement is open and applications are
being accepted

e Closed —job announcement is closed; qualifications are
being reviewed and certificates are being prepared

e Active — certificate is issued
e Finalized — selection is made and position filled

Category Select a category for the position: Title 5, Title 38, Research,
Hybrid, or Other from the drop- down list

The default is Title 5

Total Number Applicants Enter the total number of applicants that applied
Required field for Title 38 only, as directed by VACO
Number Applicants Qualified Not Enter the number of applicants qualified, but not referred for
Referred consideration
Total Number Interviewed Enter the total number of applicants interviewed, if
interviews were conducted
Date Interviews Completed Enter the date interviews were completed, if interviews were
conducted

Required field, as directed by VACO
Date Applicants Notified of Outcome = Enter the date notifications were sent via mail or email

Need to Re-announce Default is No
Change to Yes, if applicable
Vac. Data Local Use 9 Optional text field for facility-specific usage

Enter date data not covered elsewhere in the Staffing Module
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Selectee Tracking

In Selectee Tracking, information about the selectee is documented. Add/change information, if

necessary, enter dates where applicable to the selected candidate, and click the Save Selectee Tracking

button.

@
=~
NULIIITIEL  United States Department of Veterans Affairs

——

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

STAFFING - VACANCY TRACKING

Q8

REQUEST/POSITION INFORMATION [
MILESTONES [

ANNOUNCEMENT TRACKING [®

VACANCY DATA &
SELECTEE TRACKING |

ADDITIONAL AUTHORIZATIONS (OPTIONAL) (&

REMARKS &

Name of Selenee:lm Date Selectee Comacted:l—

AOC Selected from: [int=nal ~ | Date Fingerprints Taken (SAC):[

Type of Background check:m Date SAC Results Received:l—

Date SAC Results Adjudicated: [ Date Background Check Initiated (eQIP):[

Date Background Check Results Received: l— Date Background Check Results Adjudicated: l—
Date Credentialing Started (VetPro): l— Date Credentialing Completed (VetPro): l—

Date All Required Verifications Complete & Databank Cleared:l— Date of Professional Standards Buard:l—
Date of Physician Comp Panel: l— Date Privileges Approved (optional): l—

Date of Medical Exam:l— Date Medical Exam Cleared:l—

Selectee Local Use 1D:|— Selectee Local Use 11:|—

Selectee Local Use 12:|— Selectee Local Use 13:|—

Save Selectee Tracking

Staffing — Vacancy Tracking>Selectee Tracking

e When the candidate is not a physician, the fields associated with a Physician Comp Panel remain

blank.

¢ When an internal candidate is selected, the majority of the date fields are not applicable and do

not require dates.

Field Description
Name of Selectee Enter name of the individual selected to fill the position
AOC Selected from Use drop down menu to select Area of Consideration:

Internal, External, or Both
Required field, as directed by VACO

Type of Background check

Date SAC Results Adjudicated

Date Background Check Results
Received

Select type of investigation from drop down menu, if
applicable: SAC Only, NACI, MBI, or Bl

N/A is the default

Special Agency Check (SAC)

Enter date SAC results were adjudicated

Required field, as directed by VACO

Enter date background check results were received
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Field

Date Credentialing Started (VetPro)

Description
Enter date credentialing started
Required field for Title 38 only, as directed by VACO

Date All Required Verifications
Complete & Databanks Cleared

Date of Physician Comp Panel

Date of Medical Exam

Enter date all required verifications were completed and
databanks were cleared

Required field, as directed by VACO

Enter date of the physician comp panel

Required field for Title 38 only, as directed by VACO
Enter date of the medical exam

Required field for Title 38 only, as directed by VACO

Selectee Local Use 10
Selectee Local Use 12

Optional text field for facility-specific usage
Optional text field for facility-specific usage

Date Selectee Contacted

Date Fingerprints Taken (SAC)

Enter date the selectee was first contacted
Required field, as directed by VACO
Enter date fingerprints were taken
Required field, as directed by VACO

Date SAC Results Received

Date Background Check Initiated
(eQIP)

Enter date SAC results were received
Enter date background check was initiated
Required field for Title 5 only, as directed by VACO

Date Background Check Results
Adjudicated

Date Credentialing Completed
(VetPro)

Enter date background check results were adjudicated

Enter date credentialing was completed
Required field for Title 38 only, as directed by VACO

Date of Professional Standards
Board

Enter date of the Professional Standards Board
Required field for Title 38 only, as directed by VACO

Date Privileges Approved (optional)

Date Medical Exam Cleared

Enter date privileges were approved
Enter date medical exam was cleared
Required field for Title 38 only, as directed by VACO

Selectee Local Use 11
Selectee Local Use 13

Optional date field for facility-specific usage
Optional date field for facility-specific usage

Note: When the Local Use fields are used for data not otherwise available in the Staffing
Module, you need to develop a local key for staff.

o WebHR is a global application, so you cannot rename the fields in the Staffing

Module.

e You must keep track of the local key for all Local Use fields identified for your

station/facility.
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Remarks

In Remarks, national and local comments about the selectee are documented. Add/change information, if
necessary, and click the Save Remarks button.

‘”\\‘ = Joroe ¢ o 2 fo : a4 wh j'nfl‘ir‘ 3
(\j\enl aeesudlll  United States Department of Veterans Affairs
— WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
STAFFING - VACANCY TRACKING
az3
REQUEST/POSITION INFORMATION (%]
MILESTONES [&
ANNOUNCEMENT TRACKING &
ADDITIONAL AUTHORIZATIONS (OPTIONAL) &
VACANCY DATA &
SELECTEE TRACKING &
REMARKS [¥|
National Remarks :I
E
Local Remarks [ccsting of snncuncement is panding SME raview. :I
[ |
Staffing — Vacancy Tracking>Remarks
Field Description
National Remarks Enter comments for national reporting, i.e., VA Central

Office needs to know this action was filled from an open
continuous announcement, the reason for a delay, or not
meeting the measure

Local Remarks Enter comments at the facility level; these remarks are not
used for national reports

Staffing (Module) Reports

The Staffing Reports are in the Reports menu in the WebHR Automated HR Edition. Data entered by HR
staff into the Staffing Module/Vacancy Tracker auto populates the staffing reports. There are eight
staffing reports.

e These reports assist with tracking HR measurements: recruitment activity and metrics information
and are populated with data entered by HR staff in the VVacancy Tracker.

e Toreturn to WebHR after reviewing the report, click X in the upper right corner of the report.
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These reports are available in three formats.

° E The Flat file icon allows you to download and have access to .pdf-like features.
. The Excel file icon allows you to download and have access to Excel features.

. The MS Word file icon allows you to download and have access to MS Word features.

( HEALTHCARE IR A e R I

/ F
CULLLLIEIEL  United States Department of Veterans Affairs
WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log OFff
REPORTS - HR MEASUREMENTS

STAFFING REPORTS

= = R The report will calculate the number of calendar days for completed/approved action in 11 categories. In depth information on which categories
E LEmes-E i 258 can be found in the Staffing Module Guide in WebHR under HELP, Guides.
[E] Metrics - Work Days The report is the same as the above report except it calculates workdays.

= = This report contains all of the data from all fields in the staffing module plus fields that are calculated from the data entered into the module
B e =t There are 74 fields in the module; 103 fields on this report.

B Closed/Completed Recruitment Actions This report is identical to the above report however it only shows completed and terminated actions.

This report provides a listing of the actions currently active (approved/pending/suspended) and approximately33 of the fields from the module

B Management Report Recruitment Actions showing data from vacancy to EOD.

B Closed/Completed Management Report This report provides a listing of the closed/t d actions with appr l of the fields from the module. For completed actions, it
Recruitment Actions shows an overview of the action from the vacancy to EOD.

2 EE A synopsis of the recruitment activity including announcement open/close dates, number of candidates, certificate dates, etc. for all

SEE ShmmanylHspoc approved/completed actions is available in this report

E| Selactes Tracking I};\r‘sdlr‘:;uenscunsulldales information on approved/completed actions regarding the selection and related criteria for hiring internal and external

(Staffing) Reports — HR Measurements

Note: Validate all data in the reports to ensure the information populates correctly.
e The data gathered in the staffing reports, provides reports and statistical information
to management in VHA, VA, OPM, and other agencies, upon request.

e The requests for performance measures for each step in the recruitment process
include the staffing process, statistical information, and metrics information.

1. Open the Reports menu.

2. Click the Staffing Reports option.
The Reports—HR Measurements page displays.

3. Select a report format.
The selected report displays.

4. Click X in the upper right corner of the browser, to return to WebHR after reviewing the report.

Metrics—Calendar Days

The Metrics—Calendar Days report calculates the number of calendar days for completed/approved action
in 11 categories based on data entered into the applicable fields in the Staffing Module.

Metrics—Work Days

The Metrics—-Work Days report calculates the number of work days for completed/approved action in 11
categories based on data entered into the applicable fields in the Staffing Module.
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Recruitment Listing

The Recruitment Listing report contains all the fields in the Staffing Module plus fields that are calculated
from the data entered into the Staffing Module. This report lists recruitment actions in the
approved/pending/suspended status. Some of the fields contain auto-calculated data from the module.

Closed/Completed Recruitment Actions

The Closed/Completed Recruitment Actions report contains all the fields in the Staffing Module plus
fields that are calculated from the data entered into the Staffing Module. This report lists recruitment
actions in the completed/terminated status. Some of the fields contain auto-calculated data from the
module.

Management Report Recruitment Actions

The Management Report Recruitment Actions report provides a list of the recruitment actions in the
approved/pending/suspended status. It is an overview of an action from vacancy to Entrance on Duty
(EOD).

Closed/Completed Management Report Recruitment Actions

The Closed/Completed Management Report Recruitment Actions report provides a list of recruitment
actions in a completed/terminated status. It is an overview of an action from vacancy to Entrance on Duty
(EOD).

Summary Report

The Summary Report is a synopsis of a recruitment activity, including announcement open/close dates,
number of candidates, certificate dates, etc. for all approved/completed actions.

Selectee Tracking

This report consolidates information on approved/completed actions regarding the selection and related
criteria for hiring internal and external candidates.

Selectee Tracking Report contains all of the data fields from the Selectee Tracking section of the Staffing
Module; refer to Selectee Tracking on page 43.
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Requests Menu

Many reports are generated from the work completed under the Requests menu, from which you create,
process, code, return, and track SF-52s, as well as create and approve actions.

= ; /
- Ae y 3 . ]
() ) ik o for Tosagwho sot g » e
VY HEALTHCARE oo fpaactions iy A
(\Tilent BeACSISE  United States Department of Veterans Affairs
WebHR

| Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

USER PROFILE ) INFORMATION ALERTS

Name: 1 g *

e NO DATA RETURNED
Title: Technical Writer cti

Phone: 000-000-0000 Legal Authority
Email: one webty user@vacor (VRGN | RESOURCES AND DEVELOPMENT 8431 2570

Tty muue

Duty Code Flag: False

NO ACTIVE ITEMS

WARHNING
This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
uncenditional consent to such monitoring and no expectation of privacy. Misuse of, ized access to, or p ized access to this system will result in

administrative disciplinary action and/or criminal prosecution as appropriate.

WebHR>Requests menu

New Request Option

Use the New Request option to create a new SF-52, but any action created in the HR Edition, is only
visible in the HR edition.

1. Open the Requests menu.

2. Click the New Request option.
The Action Types list box displays--an alphabetical list of all actions for a request.

Note: The Action Types list uses the actual terms from the PAID system. These terms
may be different from what was typed on a manually completed SF-52. Terms
such as Hire or Quit are not on the list. There are multiple actions with appended
details, i.e., Retirement, Retirement Disability, Retirement ILIA, or Retirement
Mandatory.
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\(/ HEALTHCARE I A e e e I

e
CULLLIEIEL  United States Department of Veterans Affairs
—— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - SUBMISSION

ACTION TYPES

Select Action Type from the list below.

Appointment ;I
[

Appointment

Appointment

Appt - Emergency

Appt - Excepted

Appt - Excepted NTE

Appt - Interim

Appt - Interim in Monduty Status
Appt - Ltd Exec Assignt

Appt - O/S Ltd

Appt - 0/5 Ltd NTE

Appt - Provisional NTE

Appt - SES Career

Appt - SES Ltd Emergency NTE
Appt - SES Ltd Term NTE

Appt - SES Moncareer

Appt - Status Quo

Appt - Summer NTE

Appt - Temporary PER LI

New Requests>Requests-Submissions page

Note: The request submission pages that display vary depending on the type of action
you initiate.

3. On the Requests-Submission page, from the Action Types list select a Recruitment action.
Requests-New Request Form (Gain) page displays.

% 5 et ‘_ e
\(/HEALTHEARE oo p 25 fo So b Vi

RELITIEE  United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - NEW REQUEST FORM (GAIN)

Request Details Part B Information
Action Requsstad [Recumant =] THe[ACCOUNTPAVABLE TEGRNCIN =]
Pro Effective Da[g:l— Number: Comp Level: Pay Basls:l—
Py Fian 15 5] Grade] Seres [
Name: WebHR Requestar,One Slap:l— Salary: ,— Basic F’ay:l—
Title: lm Local Adj:l— Adj Basic F‘ay:,— Other Fay:l—
T E—
Site:[ v Medical Center OKlahoma City, OK -
MName: WebHR Autharzer, Cre ApprCndE:,—
Title: [chier, Human Resources | ogCode ogTe[
Date - ccCode cetwel
(Fo o1 2ome)
Name: [WebHR Userome Work Schedule [FOLCTME =] [ | Vice:[Vacant |
Prone.  [ommmemm

Requests-New Request Form (Gain) page for a recruitment action

4. Review the Requests-New Request Form (Gain) page.
Verify the information.

Request Type

5. Pro Effective Date is a required field
Manually enter a date or select a date from a pop-up calendar.

o Fortoday’s date, click Today at the bottom of the calendar.
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e Click the date box and select a date from the calendar.

e Type in a date with the format: mm/dd/yyyy.

41112011

4 April, 2011 ’
Su Mo Tu We Th Fr 5a
27 28 29 30 31 01 2
3 4 5 6 7 8 9
10 12 13 14 15 18
17 18 19 20 21 22 23
24 25 26 27 23 29 3
1 2 3 4 5 & 7

Today: June 12, 2011

Pop-up Calendar

Action Requested By and Action Authorized By

6. Optional: Update/change the name(s) in the Action Requested by and Action Authorized by sections.

Action Requested By and Action Authorized By are auto-populated, only in the HR Edition, with
the name of the station HRO.

o If this information is changed by a person outside of HR, the action is not visible.

e Once the action is submitted, the Action Requested By and Action Authorized By fields cannot
be edited.

For Additional Information Call

7. Change/update the contact information, if necessary.

The Contact information defaults to the user who is logged on and initiating the SF-52; however, the
user can change this information.

Part B To and Part B Position Data

8. Ensure the correct site is selected in Part B Position Data.

The Part B To and Part B Position Data sections are auto-populated. For a table of Part B To and Part
B Position Data fields, refer to page 19.

9. Click the Submit Request button.
Information pop-up displays.

x|

:—"‘/ Proceed with Request Submission?

1 =

Proceed with Request Submission
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10.

11.

12.

13.
14.

15.

16.

Click the OK button.
If the Pro Effective Date and Work Schedule hours are not complete, the page redisplays.

Note: A red asterisk and Required Field (*Required Field) displays to the right of the
text boxes for fields that are mandatory, but incomplete. If the mandatory fields are
not completed, the SF-52 will not move forward.

Add the mandatory information and click the Submit Request button again.
Information pop-up displays.

Click the OK button.
Submission complete page displays

N/ HeauTHcare . o for Thosggrhe sc11

k\lalrnm.nﬂ_qﬂ"f"'- United States Department of \l’elcrans_Aﬂairs
— WebHR

Homa | Reporte | Positions | Staffing | Requests | PAID | System | Help | Log OFF
REQUESTS - NEW REQUEST FORM (GAIN)
The Hequest has been successtully submitted.
Request #; 150504 Request Type: Recruitment
a iew Request Details
& Edit Request
=]
o

Requests-New Request Form (Gain)>Submission Complete page

Click the magnifying glass icon < to view request details.
Click the pencil icon & 10 edit the request.

Click the 52 icon E| to view the completed SF-52.
An example of a completed SF-52 is on page 140.

Click the green/yellow icon ## to submit a new request.

View All Requests Option

Use the View All Requests option to view all requests for actions submitted by all services listed in
numerical order. Use the individual filter and search features at the top of the page to display specific
actions. Each search is independent and cannot be combined with a second search. Search by Request 1D,
Status, Process Units, Category, or Specialist.

1. Open the Requests menu.
2. Click the View All Requests option.
The Requests page displays.
Note: Do not press Enter after a selection from the Process Units, Category, and
Specialist drop-down lists.
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":‘L voved. i o » o
N/ HEALTHCARE co procices for Those wh 7
¥
SN United States Department of Veterans Affairs
WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS
Records Request ID Status Process Units Category Specialist
174 B Approved « B [selat = [select. =] [Select =
5 Days Since . == Proposed N 7
T [ron  [omwe [ remvencdoy [S050 [ omamnion | cosioves | speciter | TP crrecone oate
HEALTHCARE
. TALENT HXDBHCW,
Q#E0 150447 Change Approved OPVQLGP,TDEUK 4194 VANAGEMENT  INAaccM.pewur PO 04/21/2011
8515-2760
0 150445 Recruitment Approve YMENEOLLKFID | 78 test1 AGQDWHE, KPFVY g 03/28/2011
5 " HXDBHCW 128/
HUMAN
. RESOURCES
Q25 150420 e, yitin Approvad UWBLQAU,1OLQI 542 AND umpeeqe FHmvL SXDEHEW: 11/01/2010 05/05/2011
race nerasss DEVELOPMENT
8431.2570
HUMAN
RESOURCES
Q5 1504189 Approved MBEHFQI XSIAQ 7482 AND SISLCEC.RUFTP :?EISSRR, 11/02/2010
DEVELORMENT
8431.2570
HEALTHCARE
=a TALENT
QP2EG 150417 . Approved OAQCLNS,PGHGR 2362 MAAGEMENT | TNSCABW,DWKNE 02/01/2011
8515-2760
UMAN
RESOURCES
Q72 150416 Retiremen it Appraved TWUYQPC,LIFPQ | 7337 AND 1Lopwx,DLToY | HADEHCW. 12/01/2010
DEVELOPMENT
8431.2570

Requests>View All Requests

& A ; A 005 &
/ HEALTHCARE <o prnctions [iloingie

&\Talenl LEEIEIO  United States Department of Veterans Affairs

—

Home | Report: s | staffing | Requ PAID | System | Help | Log Off
REQUESTS

Records Request ID Status Process Units Category Specialist

861 B completed ~ B [Select =] [Select. =] [Select =1

options | 10 [ action [status+ [ requestedny | DWESReE [ orgamaation | Employes | specaher | probezed [ cifectve pate | 4

Requests>View All Requests page, search options

Note: On the Requests page, the columns can be sorted. For more information, refer to
page 137.
3. Use the Request ID text box to search for a specific action by action number.

a. Type an action number in the Request 1D box.

b. Click the calendar with binoculars icon %.
4. Use the Status text box to search for actions in a specific status.

Note: The status default for all actions is Approved.

a. Select a status from the Status drop-down list.
e Approved
e Completed
e Pending
e Suspended
e Terminated

b. Click the calendar with binoculars icon %.
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5. Use the Process Units text box to search for actions by units.

a. Select a unit from the Process Units drop-down list.
e Suspended Status
e Administrative
o Classification
e Recruitment & Planning
e Workforce Development
e Employee Relations
e Labor Relations
e Payroll
e Workers Compensation
e Processing & Records
e Resource Board
e Retirement Section
b. The summary of actions displays.

6. Use the Category text box to search for actions by category.

Select a type of action from the Category drop-down list. The summary of actions displays.
e Gains - list of all recruitment and appointment SF-52s

o Losses — list of all retirements, terminations, and separations SF-52s

o Employee - list of all employees

Use the Specialist text box to search for actions assigned to a specific member of the HR staff.

Select a name from the Specialist drop-down list. The summary of actions displays.

Use the Options in the first column to view a request, edit a request, view an SF-52, or view
supporting documentation.

a. Click the magnifying glass icon < to view request details.
b. Click the pencil icon & 10 edit the request.

c. Click the 52 icon o to view the SF-52.

d. Click the paperclip icon " to view supporting documentation previously attached.

My Assigned Requests Option

Use the My Assigned Requests option to view all requests for actions assigned to you, based on the login
address.

You receive an Outlook email indicating an ARPA action was assigned.

The assigned action that requires attention displays on the Requests-Specialists page.
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Use the individual filter and search features at the top of the page to display specific actions. You can

search by Request ID, Status, ProcessUnits, or Category.

\(/HEALTHCARE foroo fprnctions [Ftoagle sl

[, i L.
RPN United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - SPECIALISTS

Records Request ID Status

5 [ Approved,

ProcessUnits

Category

~ G [select. =] [select. =]

Options ‘ 1 | Action ‘ Status | 4By ‘ Days Since ‘

Proposed
Effactive Date

Effective Date

UMAN
5 RESOURCES
Qrd 150502 AUO Approved WebHR User,One 55 AND BEJKMPFDQGRGEC 08/17/2011
DEVELOPMENT

8431.2570
A #20  150484
Q25 150483
Q25 150463

test 1 jhsdigfhsdih 07/28/2011

Title 1 07/14/2011

Blind Rehab 06/14/2011

HUMAN

Si Change in RESOURCES

Q25 150462 e I e Panding UHsbHR User, Fus AND CYRIWHOVWARES 08/13/2011
DEVELOPMENT

8431.2570

08/16/2011

Requests>My Assigned Requests>Requests-Specialists page

Note: On the Requests-Specialists page, the columns can be sorted. For more
information, refer to page 137.

1. Open the Requests menu.

2. Click the My Assigned Requests option.
The Specialists page displays.

Note: Do not press Enter after a selection from the Status, ProcessUnits, or Category

drop-down lists.
3. Use the Request ID text box to search for a specific action by action number.
a. Type an action number in the Request 1D box.

b. Click the calendar with binoculars icon #.
4. Use the Status text box to search for actions in a specific status.

Note: All Approved actions is the default.

a. Select a status from the Status drop-down list.

e Approved
e Completed
e Pending

e Suspended
o Terminated
b. Click the calendar with binoculars icon %.
5. Use the ProcessUnits text box to search for actions by units.

a. Select a unit from the ProcessUnits drop-down list.
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e Suspended Status

e Administrative

o Classification

e Recruitment & Planning
o Workforce Development
o Employee Relations

e Labor Relations

e Payroll

o Workers Compensation
e Processing & Records

e Resource Board

e Retirement Section

b. The summary of actions displays.

6. Use the Category text box to search for actions by category.

Select a type of action from the Category drop-down list. The summary of actions displays.
e Gains - list of all recruitment and appointment SF-52s

o Losses — list of all retirements, terminations, and separations SF-52s

e Employee - list of employees

Use the Options in the first column to view a request, edit a request, view an SF-52, or view
supporting documentation.

a. Click the magnifying glass icon < to view request details.
b. Click the pencil icon & 10 edit the request.

c. Click the 52 icon = to view the SF-52.

o

d. Click the paperclip icon = to view supporting documentation previously attached.

Workload Option

Use the Workload option to view lists of Organizations, Processing Units, and Specialists and to generate
results to display in an SF-52 action workload of an organization, processing unit, or specialist.

Each of the displays identifies the total number of actions assigned in each category, but does not list
the actions individually.

A supervisor or other HR staff can view overall activity and if necessary, assign SF-52s to other
specialists depending on backlog and volume.
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Workload>Organizations

1 y, v, "
Iy 1o .
/ o Tices 4o
N/ HEALTHCARE ki v
K\T_a\em LEMIEN  United States Department of Veterans Affairs
—— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS
ARPA Workload - Organizations

ORGANIZATIONS
[_[sin] o]
Q 635 2130 S
© 635 2570 HUMAN RESOURCES A[NERENRN

© 635 2100 MEDICAL SERVICE 820 (ST aff A 12

) 635 2230 PSYCHOLOGY SERVICHSu——_— 12

© 635 2560 ENVIRONMENTAL MANAGEMENT SERVICE-EMS 8561.2560 10

© 635 2150 PHARMACY SERVICE 8224.2150 9

© 635 2260 SOCIAL WORK SERVICE §221.2260 7 -
A rar mron aariman ArmaeArL A 04cs ron -

4 |

Requests>Workload>QOrganizations

Note: In the tables on the ARPA Workload>Organizations page, the columns can be
sorted. For more information, refer to page 137.

1. Open the Requests menu.

2. Select the Workload option>Organizations option.
The ARPA Workload-Organizations page displays.

= [
Y » y ,. s .
N/ HEALTHCARE cofpunctices {Silhoiapte il
K\Eﬂ&‘m LEEEEIEE  United States Department of Veterans Affairs
—— WebHR
Home | Reports 5
REQUESTS
ARPA Workload - Organizations
ORGANIZATIONS -
| [sin[ o | ORGANIZATION
© 635 2130 ASSOCIATE DIRECTOR FOR PATIENT CARE SERVICES 8241.2130 33
635 2570 HUMAN RESOURCES AND DEVELOPMENT 8431.2570 29
© 635 2100 MEDICAL SERVICE 5201.2100 12
& 635 2230 PSYCHOLOGY SERVICE 8227.2230 12
© 635 2560 ENVIRONMENTAL MANAGEMENT SERVICE-EMS 8561.2560 10
635 2150 PHARMACY SERVICE 82242150 9
635 2260 SOCIAL WORK SERVICE 8221.2260 7 -
P e o rem o preeer e e e ey e v =
| | B

Example of Workload>Organizations

3. Click the right arrow icon @ 1o view all approved actions (SF-52s) for the selected organization
Workload - Organizations expands and displays approved SF-52s for each organization.
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2;'\
\(/HEALTHEARE

= .
\T_a\ent LEEMUEE  United States Department of Veterans Affairs
— WebHR

REQUESTS
ARPA Workload - Organizations
ORGANIZATIONS P3| ASSIGNMENTS

s on| ORGANIZATION | ot
710

/ASSOCIATE DIRECTOR FOR PATIENT CARE SERVICES 8241.2130 (¥] Unassigned 34

ASSIGNED

(D 635 2570 HUMAN RESOURCES AND DEVELOPMENT 8431.2570 29

O 635 2100 MEDICAL SERVICE 8201 2100 12

D 635 2230 PSYCHOLOGY SERVICE 8227.2230 12

O 635 2560 ENVIRONMENTAL MANAGEMENT SERVICE-EMS 8561 2560 10

D 635 2150 PHARMACY SERVICE 8224 2150 3

Q) 635 2260 SOCIAL WORK SERVICE 82212260 7 =
A far aR BAEMAAL ArRAIETRRTAR AL IAE 8144 ArON - |
4 | B

REQUESTED . . PROPOSED EFFECTIVE

Q5] Recuitment T21 Approved ULXVWFRXTCFK NURse IHOCRFPLDTYP  Classification

Q#2901 Resignation Approves ITIQLALRQETL  gas  ASSOCIATE DIRECTOR FORPATIENTCARE \xurpukoxok — Classiication 081052010 081052010
Q #530 Resignation Asproved NWIMOQ.CVVYE 1510 ASSOCATE DIRECTORFORPATIENT CARE  engeuTLiFGA  Classifiction 0810672010 0810872010
Q #53() Reassignment  Approved FQIGKOHIKTTF 5557 gzmgé;ﬁi&x’ﬂ RERAIEEES AEGFMNO,GRJIA  Classification 08/01/2010 08/01/2010
Q25 Resuitment Approves INKPRIF.QFBVI 1559 ’;:ia::gi;;?i?;?“ RERFIErEES SWXRGAM FUNLW Resouree Bosrd 08/15:2010

Q#5300 comversion Approved OUNPMBUXCNSQ 1722 ASSOCIATE DRECTORFORPATIENTCARE  opuggateepp Seufmentd 81012010

Q. #5230 conversion Approved BKSCWIPUCYEH 110 ASSOCRTEDIECTORFORPATIENT CARE  yoxaaormeva  Trouiments 0810112010 0810112010
Q. #530 conversion Approved SOHMADAEIKMQ 2613 g:mgi;ﬁiﬂgﬂ REBFI=TEES QSGTRVC BTTEV E‘:}:‘;::Cm 08/01/2010 08/01/2010

Workload>Organizations expanded

Workload>Processing Units

A

‘ 2 : 2 y

'/ HEALTHCARE oo p 21 Those ol y

(\1’""‘ QEMEE United States Department of Veterans Affairs
—— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | Syst
ARPA WORKLOAD - PROCES SIN EN VR0

= View All Reque:
PROCESSING UNITS
[ statonm | |MvA

635 Employee HAARHSEEL]

[*]

o 6% PO 1 on Action Typ Processing Units
Q 635 FEUCENEN | egal Authority List Special

G 6% CWIIEEES Nature of Action List

O 635 Recruitmen& FIaCen 1110

O 63% Classification

O 6% Resource Board 82

Requests>Workload>Processing Units

Note: In the tables on the ARPA Workload>Processing Units page, the columns can be
sorted. For more information, refer to page 137.

1. Open the Requests menu.

2. Click the Workload option>Processing Units option.
The ARPA Workload-Processing Units page displays.
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™

%

\/ A ARE 8 i i 2l Vs
Bl United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
ARPA WORKLOAD - PROCESSING UNITS

PROCESSING UNITS

- STATION ID PROCESS UNIT

REQUESTS

635 Employee Relations 2
G 635 Processing & Records 5
Q 635 Retirement Section 7
2 63 Administrative 8
O 63 Recruitment & Placement 30
2 B3 Classification 40
Q 63 Resource Board 82

Example of Workload>Processing Units

3. Click the right arrow icon @ 1o view all approved actions (SF-52s) for the selected processing unit.
Workload - Processing Units expands and displays approved SF-52s for each unit.

U
/ HEALTHCARE
\Ia\em Management

ARPA WORKLOA ROCESSING UNITS

PROCESSING UNITS ASSIGNMENTS
- STATION ID SS UNIT [ ] SPECIALIST ASSIGNED
635 Employee RE\E(IDHS o HXDBHCW, JLVXU 1
% 635 |Processing & Records [»] GXJPIUJ, PGXUM 1
635 Retirement Section (] GBCVYCB, VSBVB 1
O 635 Administrative 8 (¥] Unassigned 2
Q 635 Recruitment & Placement 30
& 635 Classification 40
Q 635 Resource Board 82
REQUESTS
= REQUESTED = PROPOSED EFFECTIVE
OPTK)NS TION STATUSDA\’S ORGANIZATION EMPLOYEE SPECIALI EFFECTIVE DATE DATE
Q25 150502 AU0 Aproved WesHRUserore 58 MMAT RESOURCES AND DEVELOPMENT BEKMPFDQGRGECF, GHHALFXYCA2 08/1712011 ?
@, #5901 150447 Change Asproved OFVOLGR.TOEUK 4195 Do wTHOARE TALENT MANAGEMENTSE1S jyascem prwur o 0412172011
Q20 150404 5"3"95'” Ve oproved  KYEWUHLPHRUS 308 ::;“:’"‘Z’L;ESD“RCES’"‘"D DEVELOPMENT UILCVMR, IVXSC 0225/2011
Q25 raz2a2 g‘”“e CRSNZE  soproved VSXROCW.RRCKF 898  PSYCHOLOGY SERVICE 8227.2230 BUQVDVE ESTRR N 08/01/2010 08/01/2010

59§ 126520 Nome Change L oivey RowDECCEIYVY 4148 (ASSOCIATE DIRECTORFORPATIENT CARE gy oanawy GXIPILY, PGXUM 07/14/2010
A#E8 reesz 07 o ! SERVICES 52412130 ! :

Workload>Processing Units expanded

Workload>Specialists

1
N
/! -
N/ HEALTHCARE c - v
k\lﬂem LEREME  United States Department of Veterans Affairs
—— WebHR

Home | Report: siti Staffing | Requests | PAID | System | Help | Log

SPECIALIST ASSIGNMENTS ’
- STATION | | MY Assigned Reque

635 FERNGEY Workload

0 635 PO ARPA Action Typ

O 83k VOO | cgal Authority List

O 6% S Nature of Action List

Q 63 Unassigned

0 63 BFXUVOK, EXQEC 8
o

~

4

635 HXTRYNL, TFYBY 24 e
| B

Requests>Wor kload>Specialists
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Note: In the tables on the Workload>Specialists page, the columns can be sorted. For
more information, refer to page 137.

1. Open the Requests menu.

2. Click the Workload option>Specialists option.
The Requests-Workload-Specialists page displays.

\( Hearrcarc IR Y

NURLUITIEL  United States Department of Veterans Affairs
WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - WORKLOAD - SPECIALISTS

-
-

635 GBCVYCB, VSBVB 2%

636 XOJAKTW, QVKI 1

635 VVDQLOM, FXUBI

2
635 JASKRTW, LRDHG 3
HGWLKSL, TLLNE 7

635 ALQXVAR, JIXPX 3
1

635 PBQORRR, BCS0B =
1 B

Example of Workload>Specialists

Sri~lvivIvivivi+]

3. Click the right arrow icon © (o viewall approved actions (SF-52s) for the selected specialist.
Workload - Specialists expands and displays approved SF-52s assigned to each specialist.

\( HEALTHCARE I

\E\enl LELEMEUE  United States Department of Veterans Aﬂal rs
—— R

SPECIALIST ASSIGNMENTS

-

635 GBCVYCB, VSBVB
Q 636 XOJAKTW, OVKI
YVDQLOM, FXUBI
JASKRTW, LRDHG
¥ 635 HGWLKSLTLNE 7 |
G 6% ALQXVAR, JIXPX 3
O 6% PBOORRR, BCSOB 1

£ par ARRII ~Rana

REQUESTS

RE UESTED - PROPOSED EFFECTIVE| EFFECTIVE
OPTIONS ACTION |STATUS 2 DAYS ORGANIZATION EMPLOYEE | SPECIALIST
DATE DATE
5 o ASSCCIATE DIRECTCR FOR FATIENT CARE — HEWLKSL, —
O, #53 123208 Recuitment Approved  INKFRIF,QFBYVI 1807 e e swxRGAM FUNLW TV 08/15(2010
5 ASSCCIATE DIRECTOR FOR PATIENT CARE HGWLKSL,
Q75 108073 Reauitment Approved  KHXRFXS XFQDU 2682 e e CHIKBPD.WCPKN U 06/20/2010
5. eon o - 2600 ASSOCIATE DIRECTOR FOR PATIENT CARE " cpy HEWLKSL, R
Q,#5d 108085 Reauitment Approved | JICJIIL MQUUF [ MRTSIUT.OoNCRY | TR 0812012010
5 ASSCCIATE DIRECTOR FOR PATIENT CARE HEWLKSL,
Q,#5] 108054 Reauitment Approved  UODMQUY,GXSXH 587 e KaEFHIC.CoVaA T 08/20/2010
Q #5d  101928 Recuitment Aporoved JAYETCELAEDVS 844 GERIATRICS & EXTENDED CARE 8201.2117 FLAUDRG ALMIJ :fﬁ'&"e"“ 08/08/2010
@ #2] 86310 Recuitment Approved NEMBUFQXRVPJ 4224 MEDICAL ADMINISTRATION SERVICE 84112580 MDURWOQ.CPBFK HGV:LEKE"“ 08/04/2010
@, #2900 2325 Recuitment Approved HKEIEKLTPYCD 514 MEDICAL ADMINISTRATION SERVICE 84112560 MNNNTNW.XMXOP :Eﬂ’;LEKE’L‘ 02/21/2010

Workload>Specialists expanded

4. Use the Options in the first column to view a request, edit a request, view an SF-52, or view
supporting documentation.

a. Click the magnifying glass icon Q to view request details.
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b. Click the pencil icon & 1o edit the request.

c. Click the 52 icon o to view the SF-52.

d. Click the paperclip icon H to view supporting documentation previously attached.

ARPA Action Types Option

Use the ARPA Action Types option to view a list of descriptions for all the available ARPA action types.
The list serves as a reference to assist in the processing of SF-52s.

1. Open the Requests menu.

2. Click the ARPA Action Types option.
The Action Types page displays.

» Losid, e A st v
/ = v 23 / A
\/HEALTHCARE AR il o " o £
K-,\Td‘wﬂ LIEMINE  United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
LISTS - ACTION TYPES New Request

ARPA ACTION TYPES e A b s

My Assigned Requests DESCRIPTION DEFAULT HR UNIT |

Appointment Workload =t biing an individual onto the rolls of the agency. Classification
32 Appt - Emergency ARPA Action Types Administrative
13 Appt - Excepted Legal Authority List Eratcrs:\n;ﬁlm &
Nature of Action List R 2
34 Appt - Excepted NTE HR Action F‘Ie:cr:rilr;ﬁlm
35 Appt - Interim HR Action E;%;F::‘ﬂ;f“m &
36  Appt - Interim in Nonduty Status HR Action Ele;rs\r;r;ﬁ‘m 8
37 Appt - Ltd Exec Assignt HR Action Er:cr:‘;,r;-gnm :
38 Appt-0/SLid HR Action O/S Eﬁ:cr::zslm 8
39 Appt - O/S Ltd NTE HR Action Classification
40 Appt - Provisional NTE HR Action Er;r;l\rtnr;;m =
M Appt - SES Career Appt - SES Career Er:.!s:?;;m &

ARPA Action Types

Note: On the Lists-Action Types page, the columns can be sorted. For more information,
refer to page 137.
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Legal Authority List Option

Use the Legal Authority List option to view a list of legal authorities with codes and dates of the last
update for each. The list serves as a reference to assist in the processing of SF-52s.

1. Open the Requests menu.

2. Click the Legal Authority List option.
The Legal Authority page displays.

I\:k e el ; >
\'/HEALTHCARE foron g 3 for Those wh v
(\Bﬂent LEIEHUEL  United States Department of Veterans Affairs
—— WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
LISTS - LEGAL AUTHORITY qu

!l Requ ﬂ

[ _cope [ |MydAssignad Requests

ABK ACWA OUTSTANDING SgUGIILEL] 3 10/29/1993
BICULTURAL/BILINGUAL W NalaT, iy g Tt 5/3/2002
SF6APPROVED " [Ny 2/18/1982
RECSS0:608 Nature of Action List G
REG. 330.707 4/16/1996

ABT REG. 330.707 CLG 4/16/1996

ACA CS CERT NO_ * ACWA 7/27/1990

ACM CS CERT NO. 8/27/1999

ADM OPM DIRECTIVE * 2/18/1982

AGM MSPB DIRECTIVE * 2/18/1982

ALM MSPB DIRECTIVE-US 8/31/1995

AQM MSPB DIRECTIVE * -NJ 2/18/1982

Legal Authority List

Note: On the Lists-Legal Authority page, the columns can be sorted. For more
information, refer to page 137.
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Nature of Action List Option

Use the Nature of Action List option to view a list of actions with NOA codes for each action. The list
serves as a reference to assist in the processing of SF-52s.

1. Open the Requests menu.

2. Click the Nature of Action List option.
The Nature of Action Codes page displays.

| /

\/HEALTHCARE g 2 o Er A

(\E‘E"‘ LRSI United States Department of Veterans Affairs
——

Pos S
LISTS - NATURE OF ACTION New Reque
NATURE OF ACTION CODES E Reque
I R L
Workload
CANCELLATION ARPA Action Types

CORRECTION Legal Authority List

[FeZines - il Nature of Action List

CAREER APPOINTMEN
100A CAREER EXECUTIVE ASSIGNMENT 63
101 CAREER-CONDITIONAL APPQINTMENT Y82049
101A CAREER EXECUTIVE ASSIGNMENT 63
1018 CAREER-CONDITIONAL APPOINTMENT 63
102 CAREER EXECUTIVE ASSIGNMENT Y82048
103 CAREER EXEC ASSIGN-COND Y82049
104 MNONCAREER EXECUTIVE ASSIGNMENT Y82049

Nature of Action List

Note: On the Lists-Nature of Action page, the columns can be sorted. For more
information, refer to page 137.
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PAID Menu

Y o 4 s .

) > wh 3

N/ HEALTHCARE = Ex e

(\Elth/mggml United States Department of Veterans Affairs
WebHR

| Home | Reports | Positions | Staffing | Reque: PAID |

em | Help | Log
WEBHR - AUTOMATED HUMAN RE SOURCEHERIN

USER PROFILE Explorer

Name: WebHR User,One
Agent Type: Manager
Title: Technical Writer
Phone: 000-000-0000
Email: one webhr user@va.gov o]
Duty Code:
Duty Code Flag: False

Active Employs

Network: 16
Station: 635

enters and Organizations

HUMAN RESOURCES AND DEVELOPMENT 8431 2570

NO ACTIVE ITEM

INFORMATION ALERTS

administrative disciplinary action andior criminal prosecution as appropriate.

unconditional consent to such monitoring and no expectation of privacy. Misuse of,

WARNING
This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system

is monitored. Use of this system constitutes your

ized access to, or

d access to this system will result in

PAID menu

Search Option

1. Open the PAID menu.

2. Click the Search option.
The Employee Listing page displays.

3. Click the All button or type criteria into the text boxes: Last Name, Occ Code, Pos No, or Org Code

and click the binoculars icon ﬂ.

A list of all employees or employees meeting the criteria displays.

N
\(/HEALTHCARE

\Ealent Management]

4

PAID - EMPLOYEE LISTING

. Last Mame:

EMPLOYEE OCCUPATION [PP] SERIES |

Q,p® RACRVRF, SKVIA STUDENT NURSE TECHHICIAN AD B2 o
Q.p® AAFCITE, DUGET  MEDICAL RECORDS TECH(DAY G5 678 8
Qp8 mminove, HOCIF HOUSEKEEPING AID ws 3568 2
QU® AAYEQAL SPOKL  MED SUP ASST (0A) G 679 7
QU p@ ABEUNMTM, ENDXF  PHYSICIAN F3 602 o
Q5@ ABMOOUX, QFJAD  PROGRAM SPECIALIST 68 301 a
Q1@ #BTPCLE, XPGHL  PRACTICAL NURSE 65 620 5
Qe mBUAIEF WKITY CLINICAL PSYCHOLOGIST 68 180 13
QU® ABUVIWPX, VUXEU  STAFF PHARMACIST G 650 ]
QL p@ ABTRMDD, MXIMK  NURSE YN 810 1
Q3@ mcovuxe, 1spLU NURSE vH 810 1
QU@ AcEVIVG, PHKDK NURSE WH 810 1
Q5@ ACIBMLD, FHLHU ENGINEER OFFICER(TRAINEE) 68 801 9

PATIENT CARE SERVICES
ADMINISTRATIVE SERVICES MEDICAL ADMINISTRATION SERVICE
ADMINISTRATIVE SERVICES ENVIRONMENTAL MANAGEMENT SERVICE
ADMINISTRATIVE SERVICES MEDICAL ADMINISTRATION SERVICE
RABIOLOGY SERVICE

ADMINISTRATVIE SERVICES FISCAL SERVICE

PATIENT CARE SERVICES

PATIENT CARE SERVICES PSYCHOLOGY SERVICE

ALLIED HEALTH SERVICES PHARMACY SERVICE

PATIENT CARE SERVICES

PATIENT CARE SERVICES

PATIENT CARE SERVICES

ADMINISTRATIVE SERVICES ENGINEERING SERVICE

WebHR PAID Employee Listing
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Note: On the PAID-Employee Listing page, the columns can be sorted and additional
pages of records can be accessed. For more information, refer to page 137.

4. Click the magnifying glass icon < next to an employee name to view PAID record information.
PAID - Employee Record displays for the selected employee.

64 WebHR C3-C1 Conversion Project October 2011
User Manual for the Automated HR Edition (WEBH?*)



%
\(/HEALTHCARE

\Ta\ent Management]

PAIDID 67383310
RUNDATE 02/22/2011
NAME APLBECEBBQSETLB IULCHLXPEK
SSN 521728426
DOB 09/06/2004
OccTitle MEDICAL ADMIN SPECIALIST
PositionNum 07608A
PayPlan GS
OccCode 301
GRADE 9
STEP 04
SALARY 52192.0000
PayBasis 1
BasicPay 45715.0000
LOCPAY 6474
AdjBasicPay 52192.0000
CostCenterCode 5236
CostCenter AMBULATORY CARE ADMINISTRATION
WorkSite 635
VETPREF 2
TypeOfApt 1
FegliCode W0
Fegli Basic + Option B (5x)
Appointment PERMANENT
PPLAN A
AnnuitantCode 9
Annuitant NOT APPLICABLE
RetirementCode K
Retirement FERS
ServiceComp 09/23/1995
YearsOfService 15
DutyBasis 1
Duty FULL-TIME
NormalHR 80
FLSAN
ApprCode 5286 2295
OrganizationCode 2295
Organization ADMINISTRATION & SUPPORT
BUSCODE 7777
CompetitiveLevel X01
SupervisoryLevel 0
FName |ULCHLXPEK
LName APLBECEBBQSETLB
TL 839
StationEOD 04/23/2000
Assignment 00
StationNumber 635
SubAccountCode 1001
PerformanceCode 3
SalaryDate 08/16/2009
SEX 1
WIGEligibility 1
CAA1ZBA
CAA2
RetirementMilitary
ExpLtdAppt
ExpRetentionAllow
Diplomate
VASvcDate
ALBal 230 250
ALLYTD 0
SLBal 258 000
EXTLWOPInd N
LWOPCCY 0.00
LWOPSincePromo 0 00
LWOPThisStep 0.00
LWOPWGPWPYTD 0
PremPayIndic
VetStatus P
PaySched
RETALLOW 0
EducationJ
LeaveGroup 3
FCP 782
SUPLEV 0
TENURE
VETPREFRY
HiCode 003
FTEENormal
DUTYSTAE

PRD O

WebHR>PAID - Employee Record

October 2011

WebHR C3-C1 Conversion Project
User Manual for the Automated HR Edition (WEBH?*)

65



5. Click the green/yellow icon =¥ next to an employee name to initiate an SF-52 for the selected
employee.
PAID - Employee Details displays for the selected employee.

% = v o ) .
N/ HEALTHCARE oo prnctices (¥ i
k\j‘&‘"t REENUEE  United States Department of Veterans Affairs
—— WebHR

PAID - EMPLOYEE DETAILS

EMPLOYEE

Hame
Sanvics Comp:
“Years Of Semvice

FTEE:

Organization:
Cast Center.
Code:
Assignment
Time & Leave,
Work Site:

AFLBECEBBOSETLE IULCHLXFEK
0s/22/1998

15

FERS.

ORGAHIZATION

ADMINISTRATION & SUPPORT
AMBULATORY CARE ADMINISTRATION
22262295

00

833

835

Fagli Basic + Option B (5x)
POSITION
Numbser 078082 e
Cocupation: MEDICAL ADMIN SPECIALIST n Duty Station
FEGLI
Pay Plan: s Handicap Cade
Series 201 =
nization Title -
Grade: 9 in Organizational Cost Center
Step 04
Start Request For Action
Duty FULL-TIME
Hours 20

HISTORY

[ ___[o__Jkcrion ]
Q.5 00000t Detail HTE
Q57 oomess Promotion NTE

Terminated

Approved

PAID-Employee Details page

6. History is a list of all SF-52s created in WebHR for the selected employee.

a. Click the magnifying glass icon 2 to display the ARPA Request Details page for the selected
employee.

b. Click the 52 icon 2| to view the completed SF-52.

Initiate an SF-52 from PAID-Employees Details

1. Select a Promotion action from the Action Types list.

2. Click the Start Request For Action button.
Requests-Submission page displays.

Note: The request submission pages that display vary depending on the type of action
you initiate.

:}. 2ol a G A :
\(/ HEALTHCARE sl tili -

CELPUITOITL  United States Department of Veterans Affairs
WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - SUBMISSION

EMPLOYEE

Last Name: £}

Requests-Submission page
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3. Type one or more letters in the Last Name box and click the calendar with binoculars icon ﬁ.
List of employee names displays.

Yy
‘\\'

(HEALTHCARE

« Jalent Management Unitéd States Department of Veterans Affairs
—— WebHR
Home | Repor ions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - SUBMISSION

EMPLOYEE
Last Name: |b )

STATION 635 PAID RECORDS

[T EMPLOYEE ORGANIZATION
]

QBNXK ADMINISTRATIVE SERVICES MEDICAL ADMIMISTRATICN SERVICE

¥ BAICYRL. UXTBP  PATIENT CARE SERVICES

5P BANUGWU, LFONI  PATIENT CARE SERVICES PATHOLOGY & LABORATORY MEDICAL SERVICE
5% BASNOHE, OFKUH DIRECTOR OF REGICN 2

5% BATUIKE, WKFAU  PATIENT CARE SERVICES PATHOLOGY & LABORATORY MEDICAL SERVICE
#® BAWGPIB, HITUX  PATIENT CARE SERVICES

3P BBHGIRG, LIFCI  PATIENT CARE SERVICES MENTAL HEALTH SERVICE

5% BBUSTFF, YCTIX  DIRECTOR OF REGICN 2

¥ BENDOWX, GKSOW PATIENT CARE SERVICES

¥ BBQTMCE. YNKRL PATIENT CARE SERVICES

¥ BETORRH, DHSXO  PATIENT CARE SERVICES

5 BEYSCUD, CFBUR  PATIENT CARE SERVICES

5% BOLYALA, HQUFD  PATIENT CARE SERVICES

#® BONPHHK. VTAPL PATIENT CARE SERVICES AMBULATORY CARE

Requests Submission-Employee list page

4. Click the green/yellow icon ## next the employee for whom to create a request for action.
The Request-Submission-Employee: Action page for the selected employee displays.

\(/HEALTHCARE ol 5l segoho servil e

=
WG EEL  United States Department of Veterans Affairs
WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUEST - SUBMISSION - EMPLOYEE: ACTION = PROMOTION

REQUESTED BY AUTHORIZED BY CONTACT PART B TO

Name:|wssHR Requester,Ore | Namie:|WebHR Autborzer,Ore  Name: WebHR User One. Title:|PRACTICAL NURSE

Title: |Ch|e£ Human Reso Title: |Cme£ Human Resol Phone: | MNumber:|000000 Comp Level:|x01 Pay Basis:|D

Date: [1012/2011 Date: | Pro Effect | Pay Plan:|GS [ Grade: |2 - Series:[620

Date: step 01 Salary [25480 0000 Basic Pay [25480 0000
AME T == Local Adj:|0 Adj Basic Pay:|25430.0000 Other Pay:|0

BAICYRL, UXTRP 10/31/2006 PART B POSITION DATA
Ste [VAMedcal Coter Oanama G0k _———_x]
PRACTICAL NURSE 000000  X01 Posloce FLsan |A Pos:

LOCALADJ  ADJBASIC  OTHER

PP SERIES GRADE STEP SALARY PAY BASIS BASIC PAY Fritc
BAX EAXS EAX, Mew Pos| Regraded: Cls

GSE20 3 01  25480.0000 D 25480.0000 0 25480.0000 O

‘ORGANIZATIOH NAME AND LOCATION QTu: Ed Level: |F Degree Yr
PATIENT CARE SERVICES ] - .
G Citizen: Vietnam:
B s g 2120 -
VETPR  TENURE AGENCY USE VET PREF RIF WORK SCHEDULE ANNUITANT -
FULL-TIME > ||e0 Vice: NIA Supvl ln—

9 NOT
1 5 niA " 1 FULLTIME i
Submit Request |
PAY  Remmement SERVICE COMP FEGLI PART TIME HRS. ‘ il
DATE
B e P —_— ifs{r‘B:'sil:tOpimn B (5x) + Option A+ Option o

Requests Submission-Employee: Action page for a promotion

October 2011 WebHR C3-C1 Conversion Project
User Manual for the Automated HR Edition (WEBH?*)

67



Requested By and Authorized By

5.

Optional: Update/change the name(s) in the Requested by and Authorized by sections. Requested By
and Authorized By are auto-populated, only in the HR Edition, with the name of the station HRO.

e If this information is changed by a person outside of HR, the action is not visible.

e Once the action is submitted, the Requested By and Authorized By fields cannot be edited.

Change the contact information, if necessary.

The Contact information defaults to the user who is logged on and initiating the SF-52; however, the
user can change this information.

Pro Effect Date is a required field
Manually enter a date or select a date from a pop-up calendar.

o Fortoday’s date, click Today at the bottom of the calendar.
e Click the date box and select a date from the calendar.

e Type in a date with the format: mm/dd/yyyy.

4M1/2011

1 April, 2011 ’
Su Mo Tu We Th Fr Sa
27 028 29 30 3 1 2
3 4 5 6 7 8 9
10 12 13 14 15 18
17 18 19 20 21 22 23
24 25 26 27 23 29 3
1 2 3 4 5 & 7

Today: June 12, 2011

Pop-up Calendar

Part B To and Part B Position Data

8. Ensure the correct site is selected in Part B Position Data.

Part B, Part B From, and Part B Employee Data are auto-populated with current data from PAID.

Field Description
PartB To
Refers to the requested action
Title Position title
Number Required
Same as Position Description (PD) Number
Pay Plan Pay plan identifies the pay system under which the
employee’s compensation is determined
Series Series is the same as Occupation Series Code (Occ Code)
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Field

Description

Local Adj Local adjustment is the pay amounts established as
supplemental pay, based on higher cost of living assessments
in some geographical areas; if unknown, can be left blank

Comp Level Competitive level identifies positions in a competitive area
that are in the same grade or occupational level; if unknown,
can be left blank

Grade Grade is the specific identifier that indicates pay level within
a pay plan system

Salary Base salary for position

Adj Basic Pay Adjusted basic pay; if unknown, can be left blank

Pay Basis Pay basis identifies the principal condition that serves as a
basis for computing pay; if unknown, can be left blank

Basic Pay Basic pay is the amount in the general pay tables for the
grades; if unknown, can be left blank

Other Pay Other pay depends on the position; if unknown, can be left

Part B Position Data
Refers to the Position

blank

Site

Duty Station

Use the Site drop-down list to ensure the correct site is
selected; change if necessary.

Pos Occ Position Occupied
Designated for HR

New Pos New Position
Designated for HR

QTU Qualifications Standards Used
Designated for HR

Citizen Designated for HR

Work (FT or PT)

a. Work a. Select Full-time, Part-time, or Intermittent

b. Schedule b. Enter hours scheduled per pay period

FLSA FLSA Category
Designated for HR

Regraded Regraded is a change to a position’s classification
Designated for HR

Ed Level Designated for HR

Vietnam Designated for HR

ApprCode Appropriation code is a combination of a 4-digit
organizational code and a 4-digit cost center code
Add or change, if necessary

October 2011 WebHR C3-C1 Conversion Project 69

User Manual for the Automated HR Edition (WEBH?*)



Field Description
Vice VICE is the name of a previous employee for a vacant

position

N/A when the requested action is not a fill/recruitment

For a recruitment action, current employee’s name displays.
e Enter the name of the person vacating the position, or

e Change Current to New for a position recently added

IA Pos IA Position
Designated for HR

Fntc Cls Designated for HR

Degree Yr Year degree attained
Designated for HR

BusCode Bargaining Unit Status (BUS) code of the employee’s
position

Add or change, if necessary

Supvl Supv Status

Designated for HR

9. Review all information to ensure the coding is correct.
Add/change where necessary.
10. Click the Submit Request button.
Information pop-up displays.
x|
:{/ Proceed with Request Submission?
Cancel |
Proceed with Request Submission pop-up
11. Click the OK button.
If the Pro Effect Date is not complete, the page redisplays.

Note: A red asterisk and Required Field (*Required Field) displays to the right of the
text boxes for fields that are mandatory, but incomplete. If the mandatory fields are
not completed, the SF-52 will not move forward.

12. Add the mandatory information and click the Submit Request button again.
Information pop-up displays.
13. Click the OK button again.
Request Details page displays.
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\(/ HEALTHCARE i iind ol s

& e
\wa_gwl_eﬂl United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Reque PAID | System | Help | Log Off
REQUESTS - DETAILS

@, 5] PART A PART B PART C PART D PART E PART F Attachments RequestID = 150505

REQUEST DETAILS LOG ITEM ENTRY FORM ROUTING
Request ID: 150505 Enter Log Item Text. ROUTE TO: hd
Type: Promation Enter L Text. N ASSIGN TO:
Contact: WebHR User.One —I | =l
Contact Phone: 100-000-0000 Routing Note: Erter Routing hote
Status: Pending
Proposed Effective Date: 08/11/2011 LI
ctod Employos: b
Affected Employee: BIESNPQLGVFCURJ MCXMIYSXPC SULIL g S ROUTING LOG

PROCESS UNIT | ENTERED | CLEARED | DURATION

Assigned To: € Unassigned

Classification | 08/05/2011
REQUEST LOG
Process Unit: Classification

MILESTONES Request Routad to: Classification Routing Event
Entered System: 08/05/2011 Request Submitted By: Request Entered into:

Opened in HR: WebHR User Cine. System

Closed:

( NGE STATUS
Status Types: v
Status Change Reason
Enter Status Cha

Submit Status Change

Requests-Details

To complete an SF-52 from PAID-Employees Details, refer to Request —Details on page 24.

Explorer Option

1. Open the PAID menu.

2. Click the Explorer option.
PAID - Unit Explorer page displays with lists to which you have access: Organizations and
Employees.

, e s & >
7 HEALTHCARE : i il
\Elen( L United States Department of Veterans Affairs
—
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
PAID - UNIT EXPLORER Search
Explorer
Active Employees List :I

Organizations Costecenters and Organizations

[E3HUMAN RESOURCES AND DEVELOPMENT 8431 2570 [ ] NAME OCCUPATION | POS. # | PP | SERIES |

g,FTFEE,?ZEDn";ECTORSW 2500 € AKBCTJENNEAFEQE WICNFEDY.) HR ASST (INFO SVS/0A) 044814 GS 203

[EJVETER AN CANTEEN SERVICE 5950.5608 € FRAVXIPYBCAXYXE EXYKEEJIDY HUMAN RES SPEC (REC/PLAC) 036394 GS 201
[EJvisn CONTRACTING 8442 2700 € NWPRIRIQDGDOHMI URGHWIKYXGA HUMAN RES SPEC(LABOR REL) 090670 GS 201
B omecTons orrce ses2-2700 € RUAKCKBHOHMKNKE, UMCOMUDGDD HUMAN RESOURCES SPEC 000m0  GS 201
€ TWNFGKYDWHBMCEH,JLURPMEXBX HUMAN RES SPEC (REC/PLAC) 03003A GS 201
€ VSWEGEIDYNNIOIS MORUBILKSH STUDENT TRAINEE (HR) 00000T GS 299
=l € XWOMUDYTYHAY Yl GDXVNKILG HUMAN RES SPEC(LABOR REL) 021810 GS 201
HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Network: 16
Station: 535
Code: 2570
Description: 'YHA Organization
Agency: VHA
Cost Center: 8431
T8L:0

N Has o

PAID>Unit Explorer
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Organizations

Organizational structure of the site or VISN; organizations currently mapped for the site.
Organization tree contains the service line names with organization code and cost center code.
To view subordinate service lines, click an organization name.

If an organization is missing, contact your local WebHR Administrator.

Note: WebHR is based on appropriation codes—the organization code combined with the
cost center code. Organizations are structured in a hierarchy using the
appropriation codes for sub-organizations.

Employees

A list of employees for a selected organization (service line)
Employees assigned to a particular appropriation code in PAID/VistA

On the Employees listing, the employee name, occupation, position number (Pos #), pay plan (PP),
and series displays.

In the Employees table on the PAID-Unit Explorer page, the columns can be sorted. For more
information, refer to page 137.

Selected Employee Unit/Service Line Detail

When an organization is selected, information about the organization displays on the lower left side of the

page.
HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Network: 15
Station: 535
Code: 2570
Description: vYHA Organization
Agency: vHA
Cost Center: 8431
T&L:0
Service Line detail for Human Resour ces
3. Todrill down through the organizations (service lines), click the name of a service line.

The details of the selected organization and employees assigned to the selected service line display.

Notes: This information can be copied/pasted into an Excel spreadsheet for future
reference. No printing can be done from within the WebHR application.

4. Click the head icon € to select an employee on which to initiate an SF-52.
PAID-Active Employees List displays.
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Active Employees List Option

1. Open the PAID menu.

2. Click the Active Employees L.ist option.
The Active Employees List page displays.

3 yr
L United Statos Da fetirans Affaire

IAPPIRCODE |STATION [IDCODE [OUTY | LWOP | PAOD

WebHR>PAID>Active Employees List

Note: On the PAID-Active Employees List page, the columns can be sorted and
additional pages of records can be accessed. For more information, refer to page
137.

3. Click the magnifying glass icon Q to display an employee’s PAID record.

4. Click the green/yellow icon =¥ next to a name to initiate an SF-52 for that individual.
The PAID-Employee Details page displays.

L:\! s .. e 3 A 3 vl i -
N HEALTHCARE R R S i
K\\a\ent Budll  United States Department of Veterans Affairs
—— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log OFff
PAID - EMPLOYEE DETAILS

EMPLOYEE ACTION TYPES HISTORY
Name APLBECEBBOSETLE, IULCHLXPEK [ o Ticrion
Sarvics Come: 0812301985 = Q.57 coooo1 Detsit NTE Terminated
Vears Of Sendce: 45 Q.59 coots Promotion NTE  Approved
Retiramen t FERS
Fagli Basic+ Cpticn B (5x)

POSITION

m— t of Living Allowance
Mumber 07808A e
Gooupation: MEDIGAL ADMIN SPECIALIST Duty Station
FEGLI
Pay Plan: as p Code
Serles 201
Title -
Grags s an r al Cost Center
St 04
i Start Request For Action

Duty FULL-TIME
Hours: 20

FTEE:
Organization: ADMINISTRATICN & SUPPORT
Caost Center: AMBULATORY CARE ADMINISTRATION

Assignment 00

PAID-Employee Details page
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Select an action from the Action Types list.

Click Start Request for Action.
Request-Submission-Employee: Action= page displays.

To complete the submission, continue with step 6 on page 66.

Costcenters and Organizations Option

Costcenters and Organizations is a list of codes for organizations and cost centers established for a
facility. It contains the CCCODE (cost center code) and ORGCODE (organizational code) combination to
enter in the Appropriation field of an SF-52. This list is used as a reference when preparing SF-52s.

1. Open the PAID menu.

2. Click the Costcenters and Organizations option.
The Cost Centers and Organizations page displays.

HEALTHCARE <o prandlices fBlhosgpla sl

Note:

NULLPEEMEL  United States Department of Veterans Affairs
——

WebHR

Costcenters and Organizations
835 8240 2117
183t 8241 2700
835 441 2530 LOGISTICS ADMINISTRATIVE SERVICES ACQUISITION & MATERIEL MANAGEMETNT SERVICE
835 8403 2138 DIR-CORD VA TR PRG-CON ED ADMINISTRATIVE SERVICES ASSCCIATE CHIEF OF STAFF EDUCATION SERVICE
835 8555 2530 BIOMEDICAL ENGINEERING ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8503 2530 FACILITY SAFETY CCCUPATION HEALTH FIRE PROTECTION ENGINEERING ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8523 2530 GROUNDS MAINTENANCE ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8542 2530 MNON-RECURRING MAINTENANCE & REPAIR ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8501 2530 OFFICE OF CHIEF ENGINEER SERVICE ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8551 2530 OPERATING EQUIPMENT MAINTEMANCE & REPAIR ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8511 2530 PLANT OPERATIONS & LEASES ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8504 2530 PROJECT MANAGEMENT ENGINEERING ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8541 2530 RECURRING MAINTENANCE & STATION APPROVED PROJECTS ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8521 2530 TRANSFCRTATION ADMINISTRATIVE SERVICES ENGINEERING SERVICE
835 8561 25680 ENVIRONMENTAL MANAGEMENT SERVICE-EMS ADMINISTRATIVE SERVICES ENVIRONMENTAL MANAGEMENT SERVICE
835 8564 2560 ENVIRCNMENTAL SANITATION OPERATICN ADMINISTRATIVE SERVICES ENVIRCNMENTAL MANAGEMENT SERVICE
835 8570 25680 LAUNDRY & DRY CLEANING OPERATIONS ADMINISTRATIVE SERVICES ENVIRONMENTAL MANAGEMENT SERVICE
835 8571 2560 LINEN & UNIFCRM CPERATION ADMINISTRATIVE SERVICES ENVIRCNMENTAL MANAGEMENT SERVICE
835 421 2570 HUMAN RESOURCES MANAGEMENT ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT
835 8288 2580 AMBULATORY CARE ADMINISTRATION ADMINISTRATIVE SERVICES MEDICAL ADMINISTRATICN SERVICE
835 8288 2580 AMBULATORY CARE ADMINISTRATION ADMINISTRATIVE SERVICES MEDICAL ADMINISTRATION SERVICE
835 8411 2580 BUSINESS CFFICE OPERATIONS ADMINISTRATIVE SERVICES MEDICAL ADMINISTRATICN SERVICE
835 8204 2580 PRIMARY CARE ADMINISTRATIVE SERVICES MEDICAL ADMINISTRATION SERVICE

PAID-Cost Centers and Organizations

On the PAID-Cost Centers and Organizations page, the columns can be sorted. For

more information, refer to page 137.
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System Menu

i“é\,

( HEALTHCARE [ s pho vl

SRR United States Department of Veterans Affairs
WebHR

iHome | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
WEBHR - AUTOMATED HUMAN RESOURCES - A[]

USER PROFILE

Name: WebHR User One Agen
Agent Type: Manager
Title: Technical Writer Network: 16
Phone: 000-000-0000 Station: 635
Email: one webhr user@va.cov ‘Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570

Duty Code:
Duty Code Flag: False

NO ACTIVE ITEMS

WARNING
This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitering and no expectation of privacy. Misuse of, i access to, or P ized access to this system will result in
administrative disciplinary action and/oer criminal prosecution as appropriate.

System menu

Users>Roles Option for WebHR Administrators only

The local administrator handles Users>Roles, which is where roles are assigned, changed, or deleted for
users.

Only WebHR Administrators can access the Users>Roles option. HR Specialists do not. The local
WebHR Administrator handles assigning, changing, and deleting role types for WebHR users.

1. Open the System menu.

2. Select the Users option and click the Roles option.
The Role Management page displays with an alphabetical list of registered users displays: Name,
Title, Organization, and Agent Type, with Role Management information at the bottom of the page.

Note: If a name is not in the list, the user does not have an agent type assigned.
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\ HEALTHCARE joroof o e se gl s e
k\l"*‘"‘ MGLIEWEL  United States Department of Veterans Affairs
— T

Home | Reports | Positions | Staffing | Requests | PAID | System | Help |
SYSTEM - USERS - ROLE MANAGEMENT

REGISTERED USERS

Ci

SUPERVISORY POLICE OFFICER 2
SUPERVISORY PHARMACIST 1

POLICE SERVICE
PHARMACY SERVICE
ACQUISITION & MARKETING

§ WebHR User Seven
§ WebHR User Eight

® WebHR User Nine Program Support Clerk
4

[T e Messono T Gmmon | aconredl
a WebHR User One Human Resources Assista HUMAN RESOURCES AND DEVELOPMENT

a WebHR User, Two WEDICAL RECORDS ADMINISTRATOR, HIMS PATIENT ACCOUNTS 8457 2500

a VigbHR User. Three: SECRETARY TO THE CHIEF OF STAFF CHIEF OF STAFF

a VigbHR User. Four PROGRAM SPECIALIST OIT 1871-4300

a WiebHR User,Five CLERK POLICE SERVICE

a WebHR Uiser Six CHIEF ACCOUNTANT FISCAL SERVICE

Staff HR
Manager_Assist
Delegate
Delegate
Delegate
Manager
Manager_Assist
Manager

Deleqate

ROLE MANAGEMENT
Role Assignment Assigned Roles
-
Administrator_Configuration
Administrator_IT

Approver hd
Add User To Role

WebHR list of registered users with Role Management information

Note: On the System-Users-Role Management page, the columns can be sorted. For more

information, refer to page 137.

3. Toassign roles to the users:

ey
a. Click the personicon '

Under Registered Users, the selected user is highlighted and the Role Management box displays.

( HEALTHCARE Jorceg

waﬁml United States Department of Veterans Affairs

lHume | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
SYSTEM - USERS - ROLE MANAGEMENT
REGISTERED USERS

o

#§ WebHR Lser Two MEDICAL RECORDS ADMINISTRATOR, HIMS PATIENT ACCOUNTS B457 2500

a WebHR User Three SECRETARY TO THE CHIEF OF STAFF CHIEF OF STAFF

; WebHR User, Four FROGRAM SPECIALIST OIT 1971-4300
WebHR User Five CLERK POLICE SERWICE
WebHR User,Sx CHIEF ACCOUNTANT FISCAL SERYICE

SUPERYISORY POLICE OFFICER 2
SUPERVYISORY PHARMACIST 1
Proaram Support Clerk

POLICE SERVICE
PHARMACY SERVICE
ACQUISITION & MARKETING

WebHR User.Seven
WebHR User, Eight

2 B3RO =B sBI B

(VebHR User,Nine

v
|

[ NaME | TITLE ORGANIZATION AGENTTYPE[PS

Manager_Assist
Delegate
Delegate
Delegate
Manager
Manager_Assist
Manager

Delenate
| B

ROLE MANAGEMENT

Role Assignment Assigned Roles

-
Adrninistrator_Configuration € Preparer

Administrator_IT @ A
| pprover
-
Approver J & Specialist
Add User To Rale

WebHR page with selected user highlighted and Role Management information displayed

b. In Role Management, select a role assignment from the list.
Role assignment is based on the responsibilities of the user.

o If any roles were previously assigned, the Assigned Roles list displays.
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o If no roles were previously assigned, only the Role Assignment list displays.

c. Click the Add User to Role button.
New user role displays under Assigned Roles.

ROLE MANAGEMENT
Role Assignment Assigned Roles

- | I

Adrinistrator_Configuration @ Preparer
Administrator T 9 A
4 pprover
-
Approver —I @ Specialist

| AddUserTaRole |

Role Management section displaying the user’s new role assignment

d. Click the X in a red circle icon & next to an assigned role to remove a role.
Note: Most users are assigned as a preparer, requester or approver; the other role
assignment types are rarely used.

e. Once both the appropriate Agent type and Role type assignments are assigned, the user has access
to WebHR.
e Only users assigned the Specialist role can access the HR Edition.

e Users assigned the preparer, requester, and approver role types can access the Customer
Edition.

o
4. Select another (user) person icon ' and repeat step 3 to add another role type.

Configuration Option for HTM HRIS Staff only

The Configuration Option is available only to HTM HRIS staff members.

CULITIEY  United States Department of Veterans Affairs
WebHR

(/HEALTHCARE R X dadd

USER PROFILE ORGANIZATIO INFORMATION ALERTS
Name: WebHR User One Agenc)
Agent Type: Manager Level: VAMC SRERLLAS No DATA RETU RN ED
Title: Technical Writer Network: 16 Tenure Codes

Station: 635 Veterans Preference Codes
Organization: HUMAN RESOURCESEELI ELIA N ELEREL LTS

Duty Code:
Duty Code Flag: False

NO ACTIVE ITEMS

Phone: 000-000-0000
Email: one webhr user@va gov

WARNING
This U.S. Gevernment computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitering and no expectation of privacy. Misuse of, unauthorized access to, or attempted unauthorized access to this system will result in
administrative disciplinary action and/or criminal prosecution as appropriate.

ARPA Action Types for HRIS staff only
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Note: Only the HTM HRIS staff can edit the configuration pages; but users can view the
active action types and sort columns; the Edit buttons are not available to users.

1. Open the System menu.

2. Select the Configuration option and click the ARPA Action Types option.
The active action types page displays.

/ HEALTHCARE [ AR Sy &

QGBI United States Department of Velerans Aﬂalrs

WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

SYSTEM - CONFIGURATION - ACTION TYPES

N wooe |
l ACTION [TARGET] DESCRIPTION @ Edit © Add New
.

n an employes's personnel record, Select a Action Type to Edit

rc

HR A change in the employee’
acrowsl
Fublic A change in the amployee:
R Atemporary change in the employee's assignment CATEGORY:
Fublic A temporary change in the employae's sssignment USER [
Change in Basic Fay HR HR Action TARGET:!
\ange in Cost Canter Fublic Adtion changes employ Cost Center
= o= emeler==s DESCRIPTION:
Change in Cost Canter R Adion changes employaes Cost Centar
\ange in Cost of Living Allowance HR HR Action
sts Element HR HR Action

Public A personnel action that changes the work site (e.., cityitown) for an employee.

u n that changes the work site (e.g.. ity/town) for an employee
ange in FEGLI HR HR Action
Changs in Handicap Code HR HR Action

ange In Hours HR HR Action

Change in Orgsnizsticn Title HR HR Action

System>Configuration>ARPA Action Types

Note: On the System-Configuration-Action Types page, the columns can be sorted. For
more information, refer to page 137.
3. Click the pencil icon & to select an action type.
4. Select a mode: Edit or Add New.
5. Populate the form fields.
6

Click the Edit Record or Insert New Record button to save the edits or additions.
ARPA NOA Codes for HTM HRIS Staff only

1. Open the System menu.

2. Select the Configuration option and click the ARPA NOA Codes option.
The Notice of Action Codes page displays.
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% 7 el ‘_ ;i
\(/HEALTHCARE for 2y for eas oo s20ve 08

CEEIMIEL  United States Department of Veterans Affairs
——

WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

SYSTEM - CONFIGURATION - NOTICE OF ACTION CODES
Operation Mode
@ Edit Mode € Insert Mode
NOTICE OF ACTION CODES a |Select a Notice of Action Code to Edit

[ JcobEl]  acmon | FC | EDIT NOTICE OF ACTION CODE
# 893 WITHIN-GRADE INCREASE Y823031 {Inde:l—
P 175 VETERANS READJUSTMENT APPOINTMENT 21208 .

F 387 TYPE APFT CODE CHG-1 YR WTO COMP 21150 Action:

£ 839 TYPE APFT CODE CHG-1 YR WTO COMP 22048 FC:

P 845 TRAVEL SAVINGS INCENTIVE 1240 Category:[Select Category

# 570 TRANSITION 21 INDICATOR Select Category.
# 970 Transformation 21 Indicator Existing/Existing el 102 Ol
P 147 TRANSFER.SES NONCAREER 82089
F 125 TRANSFER-SES CAREER ¥82049
# 131 TRANSFER-CAREER COMDITIONAL 21150
P 1310 TRANSFER-CAREER COMDITIONAL e
F 130A  TRANSFER-CAREER 21208
#1300 TRANSFER-CAREER 21208
& 130 TRANnSFER 82023 Select Category
o 130E  TRANSFER ¥a2049
F 272 TIMEOFF AWARD apas
P 222 TERMINATION-UNACCEPTLE PERFORMANC 81150
F 345 TERMINATIONUNACCEPTLE PERFORMANG 21208
F 331 TERMINATIONUNACCEFTLE FERFORMANC 21208 hd

2| | B

Note:

System>Configuration>ARPA NOA Codes

On the System-Configuration-Notice of Action Codes page, the columns can be

sorted. For more information, refer to page 137.

Click the pencil icon & to select a code.
Select Edit Mode or Insert Mode.

Populate the form fields.

o o &~ w

Click the Edit NOA Code or Add NOA Code button to save the code edits or additions.
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ARPA LA Codes for HTM HRIS Staff only

1. Open the System menu.

2. Click the Configuration>ARPA LA Codes option.
The Legal Authority Codes page displays.

oo ¥ oy se i 2 & ] > ve
F.
\wfﬂm_ﬁﬂl United States Department of Veterans Affairs

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

SYSTEM - CONFIGURATION - LEGAL AUTHORITY CODES
Operation Mode
@ Edit Mode © Insert Mode
] Saec s Loga Aty G o
|mm:|
F ABK  ACWA OUTSTANDING SCHOLAR FROGRAW 10/28/1983 Code: l—
FABL  BICULTURALBILINGUAL SELECTIVE FACTORS 05/02/2002
P ABM  5F 53 AFFROVED * 02181882 Au ttherigl:! I
# ABR  REG 230608 04/16/1980
# x5 REG 230707 041801588 Date:
FABT  REG.220.707CLG 0418/1998 Category! [5eo Categon
P ACA €S CERT NO.* ACWA 0712711880
e e - [ Editlegal Authority Cade
# ADM | OPM DIRECTIVE * 02/18/1882 Existing/Existing
F AGM  MSPB DIRECTIVE * 0218/1982
AN MSPE DIRECTIVEUS. 081211885
# AQM  MSPE DIRECTIVE *-INJ 02/18/1982
& ARM  EEOG DEGISION * 0271811882
# ASM  COURT DEGISION * 0218/1982
Fatv susc 02 10728/1982
P AUl OPMLETTER® 0218/1982
Faum  OPMLETTER® 021811882
# AV OPM STANDARDS 0218/1982
& a1 |OPM FORM 1390 OR LETTER DATED * 04/27/1995 v
1 [

System>Configuration>Legal Authority Code

Note: On the System-Configuration-Legal Authority Codes page, you can sort the
columns. For more information, refer to page 137.
3. Click the pencil icon & to select a code.
4. Select Edit Mode or Insert Mode.
5. Populate the form fields.
6

Click the Edit Legal Authority Code or Add Legal Authority Code button to save code edits or
additions.
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Tenure Codes for HTM HRIS Staff only

1. Open the System menu.

2. Click the Configuration>Tenure Codes option.
The Tenure Codes page displays with a warning message.

Shield with an exclamation point icon \& Tasks performed on this page have a system-wide effect on
HR applications, please observe caution.

\(/ HEALTHCARE i o o s wh &

4 ES
CULLBIIEIEL  United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
SYSTEM - CONFIGURATION - TENURE CODES

@ TASKS PERFORMED ON THIS PAGE HAVE A SYSTEM VIDE EFFECT ON HR APPLICATIONS, PLEASE OBSERVE CAUTION

Operation Mode

# Edit Mode " Insert Mode

EDIT TENURE CODE
Carzer Emp Sarving In AP

7
e
A
o Exc WD Time Limit SE Code:
5
F
n

Excepted Conditions! Tenure:
o I

Edit Tenure Code

=

System>Configuration>Tenure Codes

Note: On the System-Configuration-Tenure Codes page, you can sort the columns. For
more information, refer to page 137.
Click the pencil icon & to select a code.
Select Edit Mode or Insert Mode.

Populate the available fields.

o 0 M~ w

Click the Edit Tenure Code/Remove Record or Add Tenure Code button to save code
edits/removals or additions.
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Veterans Preference Codes for HTM HRIS Staff only

1. Open the System menu.

2. Click the Configuration>Veterans Preference Codes option.
The Veterans Preference Codes page displays with a warning message.

Shield with an exclamation point icon . Tasks performed on this page have a system-wide effect on
HR applications, please observe caution.

( HEALTHCARE

NULEIEIEY  United States Department of Veterans Affairs
—— WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
SYSTEM - CONFIGURATION - VETERANS PREFERENCE CODES

TASKS PERFORMED ON THIS PAGE HAVE A SYSTEM WIDE EFFECT ON HR APPLICATIONS, PLEASE OBSERVE CAUTION,

VETERANS PREFERENCE CODES
PREFERENCE

Operation Mode

@ Edit Mode C Insert Mode

FIF
o

10-Foint/Compensable/20%
WETERAN NO PREFERNCE122

RN Y

> @

Code:

EDIT VETERANS PREFERENCE CODE

VetPreference: |

| Edit Vieterans Preference Code |

[ Remove Veterans Preference Code |

System>Configuration>Veterans Preference Codes

Note: On the System-Configuration-Veterans Preference Codes page, you can sort the
columns. For more information, refer to page 137.

3. Click the pencil icon & to select a code.

4. Select Edit Mode or Insert Mode.

5. Populate the form fields.

6. Click the Edit Veterans Preference Code/Remove Veterans Preference Code button to save code
edits/removals or additions.
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Document Management for HTM HRIS Staff only

1. Open the System menu.

2. Click the Document Management option.
The Document Management page displays.

e e A 3 - i
/ ok Tices fo 2 wh (i v
N/ HEALTHCARE oo proclices fouThosgpphe sca e
(\T_a\enl REEIENEE  United States Department of Veterans Affairs
Pt \VebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
SYSTEM - DOCUMENT MANGEMENT

NEW DOCUMENT FORM WEBHR DOCUMENTS
Application [WebHR - [ ] DOCUMENT

Type [Requirements v 51 WebHR update. pdf

[51& WebHR Guidance.doc
D it: B
ocument: | _Browse_ | £ Configuration Intemnst Browser doc
Description:

LI 5@ WebHR Guide for Human Resources Administrators Version 1.doc
51 WEB HR Administrator excluding WebHR with Branding dec.ppt

j 51 € WebHRalert process change to SF 52 pdf
2@ WebHR Guide for Human Resources ARPA Version 1.doc

5 © Stafing Module Teol Tips.doc

51 € WebHR Customer Edition ARPA Guids for Approving and Requesting Officials and Preparers May 2009 doc
2@ Access links to WebHR and Customer Edition.doc
51 © WebHR Test Attachment.doc

System>Configuration>Document Management

Note: On the System-Document Management page, you can sort the column. For more
information, refer to page 137.
3. Toadd a document:
Select an application.
Select a type.
Browse to the location of the document.
Add a description of the document.
Click the Add Document button.

® 2 0o T ®

4. To view a document, click the flat file icon |:| next to the document.

5. Toremove a document, click the X in a red circle icon X next to the document.
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Messaging Option for HTM HRIS Staff only

The Messaging Option is available only to HTM HRIS staff members. Only HTM HRIS staff can edit the

messaging page and the Add button is not available to users.

o

AY)

/

\Ialent LEIEMIEN  United States Department of Veteransr_gﬁairs

( HEALTHCARE [ s o il

USER PROFILE
Name: WebHR User.Ons
Agent Type: Manager
Title: Technical Writer

Phone: 000-000-0000 Station: 635
Email: one webhr user@va gov Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Duty Code:

Duty Code Flag: False

NO ACTIVE ITEMS

WARNING

This U.S. Government p system itive inf ion and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitoring and no expectation of privacy. Misuse of, unauthorized access to, or attempted unauthorized access to this system will result in
administrative disciplinary action and/er criminal p ion as appropri

System>Messaging

1. Open the System menu.

2. Click the Messaging option.
The Bulletin Board page displays.

3 o Aea ool o4 4 o Lo
\(/HEALTHCARE foroo practices for Tioigaho sovve RNV vt

WGRIIEIEY  United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

SYSTEM - MESSAGING - BULLETIN BOARD

Audience:  ® HR Staff ¢ HR Customers " Both

T\ﬂe:l
Bulletin: :I
E
Display Until: 20000

Add Bullstin

CURRENT HR CURRENT CE
BULLETINS BULLETINS
Mo Data Returned| Mo Data Retumed!

System>Messaging>Bulletin Board
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3. Add a message to the bulletin board for the HR Edition and/or the CE Edition of WebHR.
Select an audience.

Add the message for the bulletin board.

Enter the Display Until date.

Click the Add Bulletin button.

o o T @
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Help Menu

The Help menu contains three items: Documents, Guides, and Contact Us. You can view Help documents
for assistance with WebHR.

N/ HEALTHCARE i  f phe 12
(\lﬂem LELETEUEN  United States Department of Veterans Affairs

WebHR

iHumer\ Repnrtsr\ Positions | Stsfﬁng”\ Reques | DA[D’\ System | Help | Log Off
WEBHR - AUTOMATED HUMAN RESOURCES - ADMINIS TR RIS

USER PROFILE * INFORMATION ALERTS

N, 2 WebHR User O : -
Agem:vr;:: M:nagarw " Level: VAMC RETU RN ED

Title: Technical Writer Network: 16

Phone: 000-000-0000 Station: 635
Email: one webhr user@va.qov Organization: HUMAN RESOURCES AND DEVELOPMENT 8431 2570
Duty Code:

Duty Code Flag: False

NO ACTIVE ITEM

This U.S. Gevernment computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitering and no expectation of privacy. Misuse of, ized access to, or p ized access to this system will result in
administrative disciplinary action and/or criminal prosecution as appropriate.

WebHR page with the Help menu open

Documents Option

!

/ HEALTHCARE ‘ A

(\Talem LEEMGIEE  United States Department of Veterans Affairs
WebHR

| Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log
WebHR update.pdf
WebHR Guidance.doc

USER PROFILE ORGANIZATIONAL PROF
Name: WebHR Lser One Agency: VHA
Agent Type: Manager Level: VAMC WebHR Guide for Human Resources Administrators Version 1.doc

Title: Technical Writer Network: 16 WEB HR Administrator excluding WebHR with Branding dec.ppt
Phone: 000-000-0000 Station: 635 WebHRalert proc 1ange to SF 52.pdf
Email: one.webhr user@va.cov Organization: HUMAN RESOURCES AND DE\ RIS el S T e S oY LT e e e
Dnty Cioele: Staffing Module Tool Tips.doc
Duty Code Flag: False _ . .
WebHR Customer Edition ARPA Guide for Approving and Requ

No A VE ITEM to WebHR and Customer Edition.doc

WebHR Test Attachment.doc

Configuration Internet B

WARHNING
This U.S. Gevernment computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitoring and no expectation of privacy. Misuse of, ized access to, or P ized access to this system will result in
administrative disciplinary action and/oer criminal prosecution as appropriate.

The Documents option contains several documents to assist you in using WebHR HR Edition.
1. Open the Help menu.

2. Select Documents.

3. Click a document title.
4

. Open to view or download and save to your computer.
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Guides Option

The Guides option contains access to guides that assist you in processing an SF-52.

Q& 2 Ae el
N HEALTHC AR [t
(\lﬁl?m LEIEEE  United States Department of Veterans Affairs
WebHR
iHnms | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
| Documents
Guides » | Processing Personnel Actions
USER PROFILE ORGANIZATIONAL PROF . wrORMATION ALERTS
Name: WebHR User,One Agency: VHA EEILz
B oo Levek: vati NO DATA RETURNED
Title: Technical Writer Network: 16
Phone: 000-000-0000 Station: 635
Email: one webhr user@va.cov Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Duty Code:

Duty Code Flag: False

NO ACTIVE ITEMS|

WARHNING
This U.S. Gevernment computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
unconditional consent to such monitoring and no expectation of privacy. Misuse of, ized access to, or P ized access to this system will result in
administrative disciplinary action and/oer criminal prosecution as appropriate.

Help>Guides>Processing Personnel Actions

1. Open the Help menu.
2. Select Guides.

3. Click the Processing Personnel Actions option.
Guide to Processing Personnel Actions displays.
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OPW.gow Homa | Subjgct ndex | ImportantLinkz | ContactU=z | Heb

U.S. OFFICE OF PERSONNEL MANAGEMENT ]

Recruiting, Retaining and Hanaring & Worid-Class Warkforce to 5erve the American People Advanced Search

Personnel Documentation

Back to Personnel Documentation Homepage

Guide to Processing Personnel Actions
The Gulde avallable anthis site 1S the most cument.
To Guide Updales

Chapter 1— The Guide to Frocessing Fersonnel .‘.dicns'ﬁ [67 KB]
Chapter 2 — Reseved

Chapter 3 — General Instructions for Processing Personnel A-:tionsﬁ

Chapter 4 — Requesting and Documenting Fersonnel_&cﬁonsﬁ [
Chapter 5 — Reseed

Chapter 8 — Creditable Sendcs for Leave A-:crualﬁ [220KB]
Chapter ¥ — Documenting Velerans' Pneferenc,e@ [STKE]
Chapter 8 — Resened

Chapter @ — Career and Carssr-Conditional I\ngintmentsﬁ [231KE]
Chapter 10 — Monstatus Appointments in the Compeatitive Sewiceﬁ [210 KE]
Chapter 11 — Excepted Senica Appointments ) 110sKE)

Chapter 12 — Resenved

Chapter 13 — Senior Executive Senice -jBES:ﬁ [113KB]

Ghapter 14 — Fromotions, Changes to Lower Grade, Level 0r Bang, Reassignments, Fositon Changes and Detais ) (2:2e
KE]

Chapter 15 — Flacement in Nonpay or Nonduty Status ) 32
Chapter 16 — Return to Duty from Monpay Statusﬁ [
Chapter 17 — Pay and Siep Changes@ [114kB]
Chapter 18 — Exceptions to Reduction in Force Release ] rzexa
Chapter 19 — Conﬁnuanceﬁ [54KB]

Chapter 20 — Mame Changeﬁ [31KB]

2KB)

Chapter 21 — Reallgnment and Mass TI'SHSTEI"E] 166KE

Chapter 22 — Chanoe in Federal Emplovees Group Life Insurance and Eleclion of Living Eleneﬁtsm [20KA]
Chapter 23 — Change in Dufy Siaiion@ [B3KE

Chapter 24 — Change in Work SchedualeiGnange in Hours T8 (12508

Chapter 25 — Resenved

Chapter 28 — Change in Tenureﬁ [41 KB]

chapter 27 — Reseved

Chapter 28 — Change inData Elementm [RAK
Chapter 23 — Bonuses and -‘\wardsﬁ [E2KE]

Ghapter 30 — Retirements ) [12115)

Chapter 31 — Separations by Diherthan Retirementf] 12 ]
Chapter 32 — Intarim Relief Actions, Corrections, Cancellations and Replacement Actions for Cancellstians@ [220 KB

Chapter 33 — Documentation of Volunteer Ser\'iceﬁ [30KE]
Chapter 34 — Topic Indexff) peica)

Chapter 35 — Glogsary of Terms Usedin Processing Persaningl .l.ctionsm [73 KE]

QuestionsiComments to: fadstals@opm gov

U.5. Office of Personnel Management 1500 E Strest, NW, Washington, DC 20415 | (202} 606-1800) TTY (202) 608-2532
HETF

OPM Documentation Home page
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Contact Us Option

Your local WebHR Administrator is the primary point of contact for any questions or issues regarding the
WebHR application.
However, you can send questions/comments to the WebHR Help Desk, using the Contact Us option.

1. Enter your comment/question into the text box.

Please fill out the form below to contact us!
Your comment will be routed to the HTM Helpdesk for processing.

2. Click the Submit Item button.
You should receive a response to your comment/question by the next business day.

V\(HEALTHCARE

_
NPT EIEL  United States Department of Veterans Affairs

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
HELP - CONTACTUS

WebHR - Contact Us - Comment/Question

Please fill out the form below to contact us!
Your comment will be routed the the HTM Helpdesk for processing.

Submit ltern

WebHR HR Edition page>Help>Contact Us

Note: When using Contact Us, you cannot attach and send graphics and/or screen
captures to the WebHR Help Desk.
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Log Off Menu

Click the Log Off menu.

\(/HEALTHCARE 0558 o fe sgoho sorve il

\:_-ﬂjlllanfagtmm United States Department of Veterans Af'falrs

Home | Repor fi PAID | System | Help | Log Off
WEBHR - AUTOMATED HUMAN RESOURCES - ADMINISTRATOR

WebHR HR Edition>Log Off

WeDbHR returns to the I Acknowledge Warning page.

\(HEALTHEARE < fpgnction [ioingl Vs

CGLEEIEMEIEE  United States Department of Veterans Aﬂalrs
WebHR

WARNING
This U.S. Government computer system contains sensitive information and is for official use only. Activity on this system is monitored. Use of this system constitutes your
uncenditional consent to such menitoring and no expectation of privacy. Misuse of, unauthorized access to, or attempted unauthorized access to this system will result in

administrative disciplinary action and/or criminal prosecution as appropriate.
| Acknowledge

WebHR I Acknowledge Warning page
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Working on a Request for a Personnel Action

Initiating an SF-52 for Recruitment

Requests>New Request

The user uses the New Request option to create a recruitment action. There is no data automatically
pulled into the New Request Form (Gain) from the PAID system, because no employee is linked to a
recruitment action.

Note: Any action created in the HR Edition is only visible to HR and not the service
lines.

1. Open the Requests menu.

2. Click the New Request option.
The Action Types list box displays with an alphabetical list of all actions for a request.

: e i
United States Departmant of Vieterans Affairs

ACTION TYPES

e ‘ype from the kst Below

Requests-Submissions page

Note: The request submission pages that display vary depending on the type of action
you initiate.

3. Select a Recruitment action type.
Requests-New Request Form (Gain) page displays.

October 2011 WebHR C3-C1 Conversion Project
User Manual for the Automated HR Edition (WEBH?*)

91



v\(/ HEALTHCARE oo pradtion fo

Py
\Talem/ﬂgem[ United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - NEW REQUEST FORM (GAIN)

Request Details Part B Information

Action Requested: [Recrument |+ Title [ACCOUNT PAYABLE TECHNICIEN =]

ProEfectbe Date:| | Number- Comp Level- PayBasis|
Pay Flan 36 =] Grate] Sores]
Name: WebHR Requester,Cre Slep:l— Salary: ,— Basic Fay:l—
Title: [Chiet, Human Resources | Local A | AdjBasicPay[ | OtherPay[ |
Site:[VA Medical Center OKlahoma City, OK -

Name: WebHR Authorizer,One ApprCode:|

Title: [Chiet, Human Resources | OrgCode:[ ogTite

Date: ccCode:[ | cetwe]

(FT orPT - 2015)

Name- IW Work Schedule [FULL-TIME - Vica:lm

Prone  [ooowmm

New Request Form (Gain) (for Recruitment) page
Review the Requests-New Request Form (Gain) page.
Verify the information.

Pro Effective Date is a required field.
Manually enter a date or select a date from a pop-up calendar.

o Fortoday’s date, click Today at the bottom of the calendar.
o Click the date box and select a date from the calendar.

e Type in a date with the format: mm/dd/yyyy.

4M1/2011

4 April, 2011 ’
Su Mo Tu We Th Fr Sa
27 028 29 30 03 1 2
3 4 5 6 7 8 9
10- 12 13 14 15 1§
17 19 20 21 22 23
24 25 26 27 23 29 30
1 2 3 4 5 § 7

Today: June 12, 2011

Pop-up Calendar

6. Optional: Update/change the name(s) in the Action Requested By and Action Authorized By sections.
Action Requested By and Action Authorized By are auto-populated, only in the HR Edition, with

the name of the station HRO.

o If this information is changed to a person outside of HR, the action is not visible.

e Once the action is submitted, the Requested By and Authorized By fields cannot be edited.

7. Change/update the contact information, if necessary.
The Contact information defaults to the user who is logged on and initiating the SF-52; however, the
user can change this information.
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8. Ensure the correct site is selected in Part B Position Data.

The Part B To and Part B Position Data sections are auto-populated. For a table of Part B To and Part

B Position Data fields, refer to page 19.

9. Click the Submit Request button.
Information pop-up displays.

Windows Internet Exp x|
\2/ Proceed with Request Submission?

Cancel |

Proceed with Request Submission pop-up

10. Click the OK button.
If the Pro Effective Date and Work Schedule hours are not complete, the page redisplays.

Note: A red asterisk and Required Field (*Required Field) displays to the right of the
text boxes for fields that are mandatory, but incomplete. If the mandatory fields are
not completed, the SF-52 will not move forward.

11. Add the mandatory information and click the Submit Request button again.
Information pop-up displays.

12. Click the OK button again.
The Submission complete page displays.

e

United States Department of Vetera ns_A ffairs
WebHR

iong | Staffing | Requests | PAID | System | Help | Log OFF
REQUESTS - NEW REQUEST FORM (GAIN)

The Request b wen succesdully submitted.

Request Type: Recruitment

L% 2
<
E

Requests-New Request Form (Gain)>Submission Complete page

13. Use the options to view request details, edit the request, view the SF-52, and submit a new request.

a. Click the magnifying glass icon < to view request details.
b. Click the pencil icon & 10 edit the request.

c. Clickthe 52 icon E| to view the completed SF-52.
An example of a completed SF-52 is on page 140.

d. Click the green/yellow icon =¥ to submit a new request.
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Initiating an Action for an On-board Employee

Requests>New Request

Use the New Request option to create an action for an on-board employee, such as a Promotion.
1. Open the Requests menu.

2. Click the New Request option.
The Action Types list displays all the available actions alphabetically.

M
‘»\ )

/ HEALTHCARE oo praeives {Flhosgpho s
K\EIEHI LEIEMEWE  United States Department of Veterans Affairs
— WebHR
Home | Reports | Positions | Staffing | Requ PAID | System | Help | Log Off
REQUESTS - SUBMISSION
Select Action Type from the list below.
[Appointment :l
Appointment
Appointment [ |

Appt - Emergency

App - Excepted

[App - Excepted NTE

(App - Interim

[App - Interim in Nonduty Status
App - Ltd Exec Assignt

(Appt - OIS Ltd

Appt - O/S Ltd NTE

[Appt - Provisianal NTE

Appt - SES Career

Appt - SES Ltd Emergency NTE
(Appt - SES Ltd Term NTE

Appt - SES Noncareer

App - Status Quo

Appt - Summer NTE

Appt - Temporary PER =

Requests>New Request>Requests-Submission (Promotion) page

3. Select a Promotion action type.
An Employee list displays when you select an action type that affects an on-board employee, such as
a promotion.

N/ HEALTHCARE

e il United States Department of Veterans Affairs
WebHR

Home: | Reports | Posbons | Staffing | Reguests | PAID | System | Help | Log off

REQUESTS - SUBMISSION

Last Harme R

Requests-Submission-Employee page

Note: The request submission pages that display vary depending on the type of action
you initiate.

4. Type one or more letters in the Last Name box and click the calendar with binoculars icon %.
All employees with the entered last name display; there may be one or many.

94 WebHR C3-C1 Conversion Project October 2011
User Manual for the Automated HR Edition (WEBH?*)



\(/ HEALTHCARE ' o b &

+ Jalent Management United States Department of Veterans Affairs

Home | Repo

REQUESTS - SUBMISSION

Last Name: |b )
STATION 635 PAID RECORDS
[ | EMPLOYEE | ORGANIZATION
BG BCVDAROGPAYMICV,YNWRAXYRTA CENTRAL OFFICE
B‘G BEJKMPFDQGRGECF, GHHALPXYCA VETERANS CANTEEN SERVICE REGION 8
>® BFXRLSILKWJBOHG, CQIFKICCYX 'VBA VETERANS SERVICE CENTER OTHER INDIRECT LABOR
pg BHTPXDRATAMLSEY . FAMTFDVLPD  PATIENT CARE SERVICE NURSING SERVICE NURSING HOME CARE UNIT
BG BIESNPQLGVFCURJ,MCXMIYSXPC 'VISN DIRECTORS OFFICE

5% BILEDLEVEVKTLA ILQEBHRFFG ADMINISTRATIVE SERVICES ENVIRONMENTAL MANAGEMENT SERVICE,
& BUGGRHKOHVIGWIUAPHNQWFOMT PATIENT CARE SERVICES
#® BMRADHVPCPCSFYT. YCTIIKGLI OFFICE OF DIRECTOR

5% BUYQITERWVXNEWW, Y TTKYBOWVOU ALLIED HEALTH SERVICES FHARMACY SERVICE

5% BMUFMLBCXAVHHAR, GLATLWCRFL  ADMINISTRATVIE SERVICES FISCAL SERVICE

»® BNOEHXCEFBMACEY.IFFGOXQGSW  SOCIAL WORK SERVICE

& BOEUUCHBULVGXOG FGRKVIFVV)  CLINICAL PRACTICES-RENAL-HEMODIALYSIS

»® BRERQGHYAUJUBUH, DMLKSBKTIF  SURGERY SERVICE

5% BSHYYRILUBOMEMS OGGYFRGFQE  GENERAL MEDICAL RESEARCH

»® BUOSLIXCKKQLPRIC WULFGWWHIX  PATIENT CARE SERVICES

& BXNWWHHRYNGIMSRK NFRMXCRYPP MENTAL HEALTH & BEHAVIORAL SCIENCES SERVICE
»® BXOVGTAULICASY SBOAXFSODE  ADMINISTRATIVE SERVICES ENGINEERING SERVICE
5% BXXHMBBURTVFXQC ICFTEGGQCE

»® BYFTIRMARBNRYFE,QGFPOIWYOVE VETERANS CANTEEN SERVICE REGION 5

Requests-Submission>Employee list page

Note: Only employees at the assigned station display.
Only data from the local station displays, unless the action is at the VISN level or
higher.

5. Locate the employee and click the green/yellow icon =¥ next to the name.
An SF-52 template (Request-Submission-Employee) displays with the Part B, Part B From, and Part
B Employee Data sections auto-populated with current data from PAID.

24 fo 036 swh b > we

Unitéd States Department of Veterané Rﬁairs

REQUESTED BY AUTHORIZED BY CONTACT PART B TO
Name:| WeoHR Requester,Ore | Name: | WeoHR Autorzer,Ore | Name: WebHR User One Title:|PROGRAM ANALYST

Title: |Ch|e£ Human Resoi Title: |Ch|e£ Human Resol Phone: |DDD-DDD-DDDD Number:lﬂ?ﬂml\ Comp Leue\:lXDB Pay Basis: |1

Date: [8/3/2011 Date: | Pro Effect Date: Pay Plan:[GS ¥ Grade: [11 | Series:[343
Stepi[os Salary: [71201.0000 Basic Pay [55315.0000

HFARE S5 EECEI EEEEENNEINAIE Local Adj:[15886 Ad) Basic Pay:[71201.0000 Other Pay:[15836
BHJFMLBCXAVHHAP,GLATLWCRFL 06/26/2008

T —
PROGRAM ANALYST  02001A  X03 Site:| VA Medical Center Oklahoma City, OK -

PP SERIES GRADE STEP SALARY PAY BASIS BASIC PAY LOCAL ADJ PAY ADJ BASIC PAY OTHER PAY Pos Occ: FLSA[E |A Pos:
Gs343 1 04 71201.0000 1 55315.0000 15838 712010000 15386

ORGANIZATION NAME AND LOCATION New Pos: Regraded: Fntc Cls:
ADMINISTRATVIE SERVICES FISCAL SERVICE OTU:I— Ed Level- |—4 Degreave l—
FINANCE gl

Citizen: Vietnam:
VETPR  TENURE AGENCY USE VET PREF RIF WORK SCHEDULE ANHUITAHT Work Schedule (FT or PT)ApprCode: [8421.2540 BusCode: |1272
1 1 niA n 1 FULL-TIME 9NOTAPPLICABLE  [FULLTINE =im vice A su 0
PAY - | i I
RATE

RETIREMENT SERVICE COMP DATE FEGLI PART TIVE HRS ‘ Submit Request ‘

0 K FERS 1112511982 Z5 Basic + Option B (5x] + Option A + Option C (5x] 80

Request-Submission-Employee-Action (Promotion) page
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6.

9.

Optional: Update/change the name(s) in the Requested by and Authorized by sections. Requested By
and Authorized By are auto-populated, only in the HR Edition, with the name of the station HRO.

o If this information is changed by a person outside of HR, the action is not visible.

e Once the action is submitted, the Requested By and Authorized By fields cannot be edited.

Change/update the contact information, if necessary.

The Contact information defaults to the user who is logged on and initiating the SF-52; however, the
user can change this information.

Pro Effect Date is a required field.
Manually enter a date or select a date from a pop-up calendar.

e Fortoday’s date, click Today at the bottom of the calendar.
o Click the date box and select a date from the calendar.

e Type in a date with the format: mm/dd/yyyy.

41112011

4 April, 2011 »
Su Mo Tu We Th Fr Sa
27 3B 29 330 3N 1 2

3 4 5 & 7 8 9
10 12 13 14 15 16
17 18 18 20 21 22 23
24 25 26 27 28 29 3

1 2 3 4 5 & 7

Today: June 12, 2011

Pop-up Calendar

Ensure the correct site is selected in Part B Position Data.

The Part B, Part B From, and Part B Employee Data sections are auto-populated. For a table of Part B
To and Part B Position Data fields, refer to page 68.

10. Click the Submit Request button.

Information pop-up displays.

x|

:{) Proceed with Request Submission.

= ==

Proceed with Request Submission pop-up
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11. Click the OK button.
If the Pro Effect Date is not complete, the page redisplays.

Note: A red asterisk and Required Field (*Required Field) displays to the right of the
text boxes for fields that are mandatory, but incomplete. If the mandatory fields are
not completed, the SF-52 will not move forward.

12. Add the mandatory information and click the Submit Request button again.
Information pop-up displays.

13. Click the OK button again.
Request Details page displays

Note: The action is automatically assigned a (request) ID number, a status of Pending,
and is saved into WebHR. It is now ready to be approved and moved to HR.

s 4o E 032 4w : s ; » v
4 E .
(\T;\&‘L(leag?mﬂl United States Department of Veterans Affairs

WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - DETAILS

Q, 5 PART A PART B PART C PART D PART E PART F Attachments RequestID = 150505

REQUEST DETAILS LOG ITEM ENTRY FORM ROUTING
Request ID: 150505 Enter Log ltem Text. ROUTE TO: hd
Type: Promotion Enter Log Item Text. - ASSIGN TO:
Contact: WebHR UserOne Bl d =l
Contact Phone: 000-000-0000 Routing Note: Enter Routing Note
Status: Pending
Proposed Effective Date: 08/11/2011 LI
ctod Enpoyes:
ubmit Lag Ents ROUTING LOG
Affected Employee: BIESNPQLGVFCURJ MCXMIYSXPC 20 Entry AR [ORASGH
Assigned To: € Unassigned REIERTTGa Classification  08/05/2011
Process Unit: Classification

MILESTONES Request Routed to: Classification Routing Event
Entered System: 08/05/2011 Request Submitted By. Request Entered into.

Opened in HR: W s Do System

Closed:

CHANGE STATUS
Status Types: 'j
Status Change Reason
Enter Status Change Reason.

Submit Status Change

Requests-Details page

To complete the submission of an SF-52 from PAID-Employees Details, refer to Request —Details on
page 24.
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Editing an SF-52 Request

Staffing>Vacancies

You can correct or edit an SF-52 from the Requests Editing page. Use the Requests-Editing page to
add/change information in Parts A, B, C, D, E, F, and Attachments.

1. From the Staffing page under Options, click the pencil icon & to edit the selected request (action).
The Requests-Editing page displays.
2. Click the magnifying icon Q to view the Requests-Details page.
3. Click the 52 icon to view the SF-52 in official format.
An example of a completed SF-52 is on page 140.
4. Click the paperclip icon ™~ to view the Attachments page.
HEALTHCARE [ .
CELLLLIITINL  United States Department of Veterans Affairs
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - EDITING - PART A
Q, @ 0 PART A PART B PART C PART D PART E PART F Attachments RequestID = 149906
Part A (Request Infa)

Name: W Current Type: Recruitment

Phnne:lW Curr:;\;(};t:iory:IRECm‘tmEmNanexlstmgv‘Exlstmg LI

| Submit Contact Information | Subm Request Type Change

Name: [D0GIDPO,NLSCK Current Value: [105312010 |

- ‘ Submit Proposed Effective Date ‘
Name:lm Current Value:
-
Staffing>Vacancies>Requests-Editing page
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Part A (Request Info)

Action Requested By and Action Authorized By are both unavailable, because once the SF-52 is
submitted, you cannot change the requested and authorized sections.

SF-52 Part A-Requesting Office

| & Propasad Effuctive Dhts

¥ Arvien Astharized By

SF-52 Part A-Requesting Office

1. The Requests Editing page opens with Part A displayed, but if necessary, click Part A to the right of
icons to display the Request Info page.

Note: After each edit, you must click one of the Submit button(s) or the
changes/corrections will not be saved.

\(HEALTHCARE jotiog g Rl r's

NULEDIITIEL  United States Department of Veterans Affairs
WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - EDITING - PARTA

Q a PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945
Part A (Request Infa)

CONTACT INFORMATION REQUEST TYPE

Name: [KVXHXFN.DTOKO Current Type: Recruitment
Current Category: Monexisting/Existing
Phone: |1015078854 -
- New Type: |Recrultmem =l

| Submit Contact Information ] S e e @ e

ACTION REQUESTED BY PROPOSED EFFECTIVE DATE
Name: |OHWRYEB CNIWK Current Value- |11/28/2010
Titled: |HPDM Life Cycle Team Lead ‘ Submit Proposed Effective Date |

Date: |11/27/2009
ACTION AUTHORIZED BY EFFECTIVE DATE
Name: [TXTNBDG,UDWVS Current Value:

Submit Effective Date

Requests Editing-Part A/Request Info page

2. Inthe Contact Information section, change/correct the name and phone, if necessary.

3. Click the Submit Contact Information option.
Confirmation displays that the contact information is saved.

@ CONTACT INFORMATION WAS SAVED.

Confirmation pop-up: Contact Information was saved
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4. In the Request Type section, modify the action type, if necessary.

5. Click the Submit Request Type Change button.
Confirmation displays that the request type is saved.
New action type displays as the Current Type in the Request Type section.

@ REQUEST TYPE WAS SAVED.

Confirmation pop-up: Request Type was saved

6. Inthe Proposed Effective Date section, modify the date (Current Value), if necessary.

Manually enter a date or select a date from a pop-up calendar.
e Fortoday’s date, click Today at the bottom of the calendar.
o Click the date box and select a date from the calendar.

e Type in a date with the format: mm/dd/yyyy.

4M1/2011

4 April, 2011 »
Su Mo Tu We Th Fr Sa
27 2 2 30 31 1 2
3 4 5 & 7 8 39
10 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
1 2 3 4 5 § 7

Today: June 12, 2011

Pop-up Calendar

7. Click the Submit Proposed Effective Date button.
Confirmation displays that the proposed effective date is saved.
New date displays as Current VValue on the Request Info page.

@ PROPOSED EFFECTIVE DATE WAS SAVED.

Confirmation pop-up: Proposed Effective date was saved
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8. Click the Submit Effective Date button.
Confirmation displays that the proposed effective date is saved.
New date displays as Current VValue on the Request Info page.

@ EFFECTIVE DATE WAS SAVED.

Confirmation pop-up: Effective date was saved

Note: After editing, you must click the Submit button(s) or the changes/corrections will
not be saved.

Part B

All sections of the Part B pages can be modified. Part B includes: NOALA, From, To, Employee Data,
Position Data, and New Employee.

SF-52 Part B-For Preparation of SF-50

PAHT B - For Preparation of SF 50 0 {Use anly codes in FPM Supplement 2021, Show all difes in month-day-year order.]
N . Fieis Nidale: 4N

FIRST ACTION SECOND ACTION

$A Code b i Cata

+C.Cote )

TE ol *E Cota

7. FROM: Positian Title and Number 15.T0: Pasition Tishe end Nusber

il o i Yo L v e
I [ [ [ 7~
i Locaien g ot 4 Lecaticn of Poition | Draarmation

EMPLOYEE DATA
1]

POSITION DATA
H. Pamtien Dripand

=

SF-52 Part B-For Preparation of SF-50
First Action/Second Action/Employee Data/Position Data
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Part B — NOALA

SF-52 Part B First Action and Second Action (NOALA)

PART B - For Preparation of 5F 50 0 {Use only codes in FPW Supplerment 25241, Show all dales in month-tay-year order.]

L Mama La s Middie/ | L5 I; Effuctire I
FIRST ACTION SECOND ACTION

P 3B, Narew of Acvion £-A Code

T Code LR T Cole

E Cote #E G

SF-52 Part B First Action and Second Action (NOALA)

1. Click Part B to the right of icons.

2. Select NOALA.
Part B-NOALA page displays.

% 10 Ae el o 5 >
\(/HEALTHCARE fosco e e joVthoigugl g

CGEIIEL  United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS -EDITING - PART B: NOALA

@ 23 0 PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945

PART B - NOALA
54 Code 5B Nature of Adion 5B Date &-A. Code £-B Naturs of Acticn £-B. Date
[ = =l [ = =
5-C. Code 5-D. Legal Authority 5.0. Text &C. Code &-D. Legal Autherity &-D. Text
[ =l = [ =l =0
6-E. Code &F. Legal Autharity 5-F. Text &-E Cods &-F. Legal Autharity &-F. Text
[ =l = [ = =l

Requests-Editing-Part B— NOALA

3. In First Action, add/change the information.

4. Click the Save First Action button.
Confirmation displays that the first action is saved.

@ FIRST ACTION WAS SAVED.

Confirmation pop-up: First Action was saved
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5. In Second Action, add/change the information.

6. Click the Save Second Action button.
Confirmation displays that the second action is saved.

@ SECOHD ACTION WAS SAVED.

Confirmation pop-up: Second Action was saved

Part B — From

SF-52 Part B From: Position Title and Number

7. FROAM: Pozition Title and Number

rJ-J
x|
[
B

3 Fov Fiem 4. Oz Cede [ Gede o lord Ll Seem or R 11 Teed Sale

Tk B im 118 Lecain Ad; TIC A Emicim 110 =i

14 Wame and [ ocation of Position’s Organization

SF-52 Part B From: Position Title and Number

1. Click Part B to the right of icons.

2. Select From.
Part B-From page displays.
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Y { el o1 4 o
\(/ HEALTHCARE i b i |

WML United States Department of Veterans :Af'fairs
WebHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - EDITING - PART B: FROM

@, 25 @ PART A PART B PART C PART D PART E PART F Attachments RequestlD = 149945
PART B - From

7. FROM: POSITION TITLE AND NUMBER

Title Number

Station Title Competitive Level

Organizstion Title

Cestoenter Title

8. Pay Flan 8. Cco Code 10. Grade or Level

I Jo I

11, Step or Rate 12. Total Salary 13, Pay Basis
[o [o.00

12A BasicPay 12B. Locality Adj 12C. Adj. Basic Pay
Jo.00 [o.00 [o.00

120. Other Pay
0.00

Requests-Editing-Part B — From

3. In From: Position Title and Number, add/change the information.

4. Click the Submit Part B From button.
Confirmation displays that Part B From is saved.

@ PART B FROM WA S SAVED.

Confirmation pop-up: Part B From was saved

Part B—-To

SF-52 Part B To: Position Title and Number

15, TO: Position Title and Number

P = ‘ == ‘ (= P Ry ‘ = ‘ T B
T e | TTE L AE | TOE A% Eaein | 0D o=t
22. Name and Location of Position’s Orzanization

SF-52 Part B To: Position Title and Number
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1. Click Part B to the right of icons.

2. Select To.
Part B-To page displays.

Y
\(/HEALTHCARE

WULLEIETEL  United States Department of Veterané‘iﬂairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - EDITING - PARTB: TO

e} a 0 PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945
PARTB -To

15. TO: POSITION TITLE AND NUMBER

Title

Number

IFROGRAM MANAGER

Station Title

Compatitive Leval

|Chnton Community Based Qutpatient Clinic

Organizaticn Title
|Healmcare Talent Management 8615.2760

Cestoenter Title

IADMINISTRAT\VE PROGRAMS

18. Pay Plan 17. Occ. Code 18. Grade or Level

[es [343 [13

18. Step or Rate 20. Total Salary 21. Pay Basis
o [0.00 [

20A. Basic Pay 208. Locality Adj. 20C. Adj. Basic Pay
Jo.0o [o.00 [o.0o

200 Other Fay
0.00

Requests-Editing-Part B-To

3. In To: Position Title and Number, add/change the information.

4. Click the Submit Part B To button.
Confirmation displays that Part B To is saved.

@ PART B TO WAS SAVED.

Confirmation pop-up: Part B To was saved
Part B — Employee Data

SF-52 Part B Employee Data

EMPLOYEE DATA

JAd, 1 —— s, o
| I e — N |
SF-52 Part B Employee Data
1. Click Part B to the right of icons.
2. Select Employee Data.
Part B-Employee Data page displays.
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23 o 26 wh t th

AY

(HEALTHCARE

CUEEIEL  United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - EDITING - PART B: EMPLOYEE DATA

@, 23 @ PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945
PART B - Employee Data

EMPLOYEE DATA

23 Veterans Preference 24 Tenure 25.Agengy Use

[ =l [ =
26 Veterans Preference for RIF 27 FEGLI / CODE 28 Annuitant Indicator
[Ne =] I /] =l
239 Pay Rate Determinant 20 Retirement Plan 21_Service Comp Date (Leave)
CSRS hd
23 Part-Time Hours Per Biweekly Pay Period

32 Work Schedule

FULL-TIME hd 30
Submit Employee Data

Requests-Editing-Part B — Employee Data
3. In Employee Data, add/change the information.
Service Comp Date is a required field.
4. Click the Submit Employee Data button.

Confirmation displays that Employee Data is saved.

@ EMPLOYEE DATA WAS SAVED.
Confirmation pop-up: Employee Data was saved
Part B - Position Data

SF-52 Part B Position Data

37, Bargaining Usiz Sars

POSITION DATA
4. Posision Oocopied

ATION STANDARDS USED

SF-52 Part B Position Data

1. Click Part B to the right of icons.

2. Select Position Data.
Part B-Position Data page displays.
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\(/HEALTHCARE ' Tioos for Thosgepho sl

NULLUUTIEL  United States Department of Veterans Affairs
/

REQUESTS - EDITING - PART B: POSITION DATA

Q a 0 PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945

PART B - Position Data
POSITION DATA

234.Position Occupied 35FLSA Category 38.Appropristion Code 27 Bargsining Unit Status
|Cumpemlve Service LI |Exempl LI |EE‘15 2760 |
38 Duty Station Code 39.Duty Ststion (City - County -State or Oversess Location)
Clinton Community Bas
40.Agency Data IA Pos 41.New Pasition 42.Regraded Fasition 43 Vi
| | | iw
44.Qualification Standards Ussd  45.Educational Level 48.Yr Dagrae Attained 47 Academic Discipling
I I I I
48 Fundtional Class 48 Citizenship 50 Vietnam Era Vet 51 Supanvisary Status
| [usa =] No =

Part B — Position Data

3. In Position Data, add/change the information.

4. Click Submit Position Data.
Confirmation displays that Position Data is saved.

@ POSITION DATA WAS SAVED.

Confirmation pop-up: Position Data was saved

Part B — New Employee

SF-52 Part B-New Employee

PART B - For Preparation of SF 50 0 (Use only codes in FPM Supplement 292-1, Show all dates in month-day-year order.)
. 83N

1. Name (Last. Firee, Middis) | 2 3 DatsofBirth

SF-52 Part B-New Employee

1. Click Part B to the right of icons.

2. Select New Employee.
Part B-New Employee page displays.

Shield with an exclamation point icon \&¥ When updating information on this page, you should try
and re-import the employee’s information from PAID.
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\(/HEALTHCARE ot o jovlhoiiep e te el

\;T_:\im/mygeml United States Department of Veterans Affairs
WebHR

Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - EDITING - PART B: NEW EMPLOYEE

Q E 0 PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945
SF52 Part B - New Employee

WHEN UPDATING INFORMATION ON THIS PAGE, YOU SHOULD TRY AND REIMFPORT THE EMPLOYEE'S INFORMATION FROW PAID.

Name: IF'.’WLUER,TCGHQ (Last, First, Middle)
SSN: |326855414 # (o000000c) No Dashes or Special Characters

DOB: [ar26/2008

Submit New Employee

Requests-Editing-Part B — New Employee

3. In New Employee, add/change the information.

4. Click the Submit New Employee button.
Confirmation pop-up displays

Windows Internet Explorer x|

\::J You are about to update the new employee information, Proceed?

OK Cancel |

You are about to update new employee information, Proceed? pop-up

5. Click the OK button.
Confirmation displays that Employee Data is saved.

@ HEY EMPLOYEE INFORMATION EDITED SUCCESSFULLY

Confirmation pop-up: New employee information edited successfully

108 WebHR C3-C1 Conversion Project October 2011
User Manual for the Automated HR Edition (WEBH?*)



Part C — Reviews and Approvals

SF-52 Part C Reviews and Approvals

Initials Signature Dats Offic Fuscti Enitials Signarurs
D, Lngleah Larpuage

PART C . Reviaws and Approvals (Nof o be used by requesting office.)
1. Cvifis ion

OVIR

“ULD OX REVIRSE

SF-52 Part C Reviews and Approvals

1. Click Part C to the right of icons.
Part C-Reviews and Approvals page displays.

/ i e wh é
N/ HEALTHCARE i i
(\Eleﬂt JEIEFRIEY  United States Department of Veterans Affairs
— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - EDITING - PART C: REVIEWS AND APPROVALS

Q @ U PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945
PART C - Reviews and Approvals

1. Office/Function Initials/Signature Date Office/Function Inititials/Signature Date

=1 D. English Language Proficiency

E Drug Testing Position

Yes O /No &

A. Position Authorized
B. Classification

C. Placement F,

2. Approval: | certify that the information entered on this form is accurate and that the proposed action is in compliance with statutory and regulatory requirements.
Approval Date: =1

Signature:

Requests-Editing-Part C — Reviews and Approvals

2. In Reviews and Approvals, sign/approve the information.

3. Click each signed document icon = to electronically certify and date your signature for sections 1
and 2.
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4. Click the OK button.
When the information is certified and dated, the padlock icon Qg replaces the signed document icon

Windows Internet Explorer x|

\?‘) I certify that the information entered on this form is accurate and that the proposed action Is in compliance with statutory and
regulatory requirements.

— I ==

I certify that the information entered on this form is accurate and that the proposed action is in compliance
with statutory and regulatory requirements pop-up

Part D — Remarks by Requesting Office

SF-52 Part D Remarks by Requesting Office

PART D Remarks by Requeating Office

%0 ey Do o bna ol addtiimsl
BEYEY, pleaa st th

SF-52 Part D Remarks by Requesting Office

1. Click Part D to the right of icons.
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2. Click Part D.
Part D-Remarks by Requester page displays.

% » Adea - A o1 : o o
\(/HEALTHCARE g % e - Vi v

CUGLCEEIEE  United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

REQUESTS - EDITING - PARTD
Q a 0 PART A PART B PART C PART D PART E PART F Attachments RequestID = 149821
PART D - Remarks by Requesting Office
REMARKS BY REQUESTOR
Note to Supenvisors: Do you know of additional or conflicting reasons for the employee’s resignation/retirement?
(f “YES", please state these facts on a separate sheet and attach to SF 52.)
" es [MHo
Remarks
REMARKS =]
[
Submit Part D

Requests-Editing-Part D — Remarks by Requesting Office

Note that displays on Part D-Remarks by Requesting Office:
Note to Supervisors: Do you know of additional or conflicting reasons for the
employee‘s resignation/retirement?
(If Yes, please state these facts on a separate sheet and attach to SF-52.)
3. In Remarks by Requester, the requesting office can add comments.

4. Click the Submit Part D button.
Confirmation displays that Part D is saved.

@ PART D WAS SAVED.

Confirmation pop-up: Part D was saved
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Part E — Employee Resignation/Retirement

SF-52 Part E Employee Resignation/Retirement

PART E - Employes ResignatisnRetirement

SF-52 Part E Employee Resignation/Retirement

1. Click Part E to the right of icons.
Part E-Employee Resignation/Retirement page displays.

M vovs e, e ol ’ . w
/ pe g 24 o 03 wh v
NV HenLTHOAR: [ R R TR .
(\weml United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS -EDITING - PARTE

Q a 0 PART A PART B PART C PART D PART E PART F Attachments RequestiD = 149945

PART E - Employee Resignation/Retirement

EMPLOYEE RESIGNATION/RETIREMENT REMARKS
Remarks
E

Submit Part E

Requests-Editing-Part E — Employee Resignation/Retirement

2. In Employee Resignation/Retirement, the employee comments pertaining to resignation/retirement
can be added.

3. Click the Submit Part E button.
Confirmation displays that Part E is saved.

@ PART E WAS SAVED.

Confirmation pop-up: Part E was saved
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Part F — Remarks for SF-50

SF-52 Part F Remarks for SF-50

PART F - Remarks for SF 50

SF-52 Part F Remarks for SF-50

1. Click Part F to the right of icons.
Part F-Remarks for SF-50 page displays.

;;; e o 3 . L
N/ HEALTHCARE == fpnions [Shainy
(\_T_aleﬂl [EIEIEIEL  United States Department of Veterans Affairs
—— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log OFff

REQUESTS - EDITING - PART F: REMARKS FOR SF 50
Q, a 0 PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945
PART F - REMARKS FOR SF 50
REMARKS FOR SF 50
Remarks
[ |
[
Submit Part F

Requests-Editing-Part F — Remarks for SF 50

2. In Remarks for SF-50, add comments pertaining to the form, Notification of Personnel Action (SF-
50).

3. Click the Submit Part F button.
Confirmation displays that Part F is saved.

@ PART F WAS SAVED.

Confirmation pop-up: Part F was saved

October 2011 WebHR C3-C1 Conversion Project 113
User Manual for the Automated HR Edition (WEBH?*)



Attachments

() _ - 2 who scrve il
N/ HEALTHCARE = fpoioes [SHhaing Vs
(\_@\enl LR United States Department of Veterans Affairs
—— WebHR

Home | Reports

ARPA REQUESTEDITING

Q a 0 PART A PART B PART C PART D PART E PART F Attachments RequestID = 149945
ATTACHMENTS

Upload Form
TITLE: | TYPE: [Memorandum -
DESCRIPTION [ ATTACHMENT: Browse.

Upload Attachment

Associated Attachments

| [ | o | DOCUMENT STATUS DESCRIPTION
B © 149945 OED Documentation Standards Other Active Standards for project documentation

Requests-Editing-Attachments page

1. Click Attachments to the right of icons.
Attachments page displays.

2. Add the information for pertinent forms.
Title and Browse are required fields.

3. Click the Upload Attachments button.
Confirmation displays that the document is uploaded.

@ DOCUMENT WAS UFLOADED.

Confirmation pop-up: Document was uploaded
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Attachments Page

Field Description
Upload Form
Title Type in the title of the document
Mandatory
Type Select the type of document from the Type drop-down list
e Memorandum
e Position Description
e Job Analysis/KSAO Information
e Functional Statement
e Compensation Panel Action
e Board Action
e Application
o Letter
e Checklist
e OF-8
e Form
e Other
Description Type a brief description of the document
Optional
Attachment Click the Browse button to locate the document (mandatory)

Double click the selected document and click the Upload
Attachment button.

Attachments are saved/submitted to the SF-52 and display in
the Associated Attachments section.

Associated Attachments

Click the document (file) icon to open the selected document

& Click the X in the red circle icon to delete an attachment

ID Number assigned to the SF-52

Document Name of the document

Type Type of the document

Status Status of the document

Description Description of the document
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Submitting an SF-52

Requests>New Request

Submit an SF-52 from a Request Submission page.

Note: The pages that display vary depending on the type of action you initiate.

\(HEALTHCARE foros practices for Thosgoho scrv il

WULLDIIRIEL  United States Department of Veterans Aﬂalrs
—— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - NEW REQUEST FORM (GAIN)

Request Details Part B Information

Action [Recuitment =] Title [ACCOUNT PAYABLE TECHNICIAN =]
REquEE‘E'_j Number.l— Comp Level.l— Pay Basws.l—
E:‘fﬁemwe Pay Plan:m Grade:l— Senes:l—
sepl | sy [ meerey[
Name: WebHR Reguester Ge LDACUEII Adi B;:;‘CJ— otherPay[
Thle: - [Chie Human Resaurces
Date: [0 Site:[VAWedical Center Okiahoma i, ok =]
Aporcode ]
Name:  [wsrmasomece OrgCode| | ogTie [
Title: [erief, Human Resources | cccode| | cetwel
Date: — {FT or PT - 20hrs)

FOR ADDITIONAL INFORMATION CALL Work Scheduls [FULL-TME =] | Vice:[Vacant

Name: [webHR User.One I

Phone: 000-000-0000

Submit Request |

Requests-New Request Form (Gain) (Recruitment) page

1. Verify the Action Requested.

Select a more specific action type from the Action Requested drop-down list, if necessary.
2. Pro Effective Date is a required field.

Manually enter a date or select a date from a pop-up calendar.

o Fortoday’s date, click Today at the bottom of the calendar.
o Click the date box and select a date from the calendar.

e Type in a date with the format: mm/dd/yyyy.

41112011

4 April, 2011 »
Su Mo Tu We Th Fr Sa
27 3B 29 330 3N 1 2

4 5 B 7 8 9

10- 12 13 14 15 16

17 19 20 21 22 23
24 25 26 27 28 29 30
1 2 3 4 5 & 7

Today: June 12, 2011

Pop-up Calendar
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3. Verify the Requester.
e The requester defaults to the station HR Officer, but you can edit the name, title, and date.
¢ Name and Title are mandatory.
4. Verify the Authorizer.
e The authorizer defaults to the station HR Officer.
e Do not edit the authorizer name and title.
Notes:

e If this information is changed to a person outside of HR, the action is not visible.

e Once the action is submitted, the Requested By and Authorized By fields cannot be edited.
5. Verify the name/phone; modify if necessary.
6. Add/change information, where necessary.
7. Enter the number of hours into the box to the right of Work Schedule; it is a required field.

Note: Full-time is 80 hours per pay period.

8. Click the Submit Request button.
Information pop-up displays.

x|

R?/ Proceed with Request Submission?

Cancel |

Proceed with Request Submission pop-up

9. Click the OK button.
If the confirmation page does not display, review the Request Submission page for any missing data.

Note: A red asterisk and Required Field (*Required Field) displays to the right of the
text boxes for fields that are mandatory, but incomplete. If the mandatory fields are
not completed, the SF-52 will not be saved.

10. Complete the fields marked with a red asterisk and Required Field (*Required Field).
11. Click the Submit Request button again.

12. Click the OK button.
Submission complete page displays.
The Request has been successfully submitted
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N/ HEALTHCARE <o fpiections [ &
(\B\ent LEENIE  United States Department of Veterans Affairs
— WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - NEW REQUEST FORM (GAIN)

The Request has heen successfully submitted.

Request #: 150526 Request Type: Recruitment
“iew Request Details

Edit Reguest

iew SF 52

Submit New Request

Rll% 2

Submission Complete page

13. Use the Submission Complete page to view the request, edit the request, view the SF-52, or submit a
new request.

a. Click the magnifying glass icon < to view request details.

b. Click the pencil icon & 10 edit the request.

c. Clickthe 52 icon =J to view the completed SF-52.
An example of a completed SF-52 is on page 140

d. Click the green/yellow icon »# to submit a new request.
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Processing an Approved SF-52

The View All Requests option under the Requests menu provides a list of all the SF-52s currently in
process or waiting for approval from a customer or an HR staff member.

o When an SF-52 is created in the Customer Edition or the HR Edition, it automatically generates an
entry in the log of View All Requests.

e The log of View All Requests contains basic information, such as the action 1D, type of action, status,
requested by, days since approved, organization, employee, specialist, proposed effective date, and
effective date.

N/ HeaLTHCARE o clicag Wh

QIR United States Department of Veterans Affairs
o

ssations | Staffing | Requests | PAID | System | Help | Log ON

REQUESTS

Rucards Request 10 Status Process Units Catngary Specialist

173 R Approvea N \ETE =] [Setec =] [Select =]

nnnnnnn 0 Artinn Sratus Eequestsd Ay 2,‘.:::::;' [r——— i prme e I ate :1
(=W B | 413 BRI, B VEDVRE, ENVG 8/ 25
Q3 s416 Wecnatmant

| 3 mant  Approved FWE 5 1 oarz
a5 103409 Rewritmant r— BEULFGW,WLBD( 1430 o MQIWRLA.GVICL 08/07/2010
a3 103768 Rasnamant
Q3 102072 Recruament anpeouad TAIDXIW,ALIIO 953
Q3 1 IAVETCEARDVE 23 an
[« 7 35 [T Rasnamant Aapeaued WUOKANIEOINE 1545

Requests>View All Requests>Requests page

Use the Options to display action details, edit the action, display the SF-52 as a form, or attach supporting
documentation.

1. Click the magnifying glass icon < to view request details.
2. Click the pencil icon & 10 edit the request.

3. Click the 52 icon E| to view the completed SF-52.
An example of a completed SF-52 is on page 140.

4. Click the paperclip icon H to view supporting documentation previously attached.
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Printing the SF-52

IE Browser

You cannot print from WebHR, but you can print the SF-52 from your Browser. Printing is not required.
All actions remain in WebHR for three years.

Note: Resignation and separation SF-52s must be kept on file in the Official Personnel
Folder/Electronic Official Personnel Folder (OPF/E-OPF). To place an SF-52 in
the OPF or E-OPF, you need to print the SF-52.

To configure the Browser to print SF-52s properly:
1. On the Browser, open the File menu.

2. Select Print Preview.

= oy ey
|Flle Edit View Favorites Tools Help
New Tab Ctrl+T
New Window Ctrl+N
Open... Ctr+0
Edit with Microsoft Office Word

Save Cin+5
Save As...

Close Tab Ctri+wW

Page Setup...
Print... Ctrl+P
Print Preview...

Send »
Import and Export...

Properties
Work Offline
Exit

Browser File menu with Print Preview selected

/& Print Preview

® @) D0 0B O [Foeve 5w

e REGUE ST FOR PERSONNEL ACTION
Ll L L g e
| s

Browser File menu with Print Preview>1 Page View

3. On the Print Preview Toolbar, select 3 Page View.

A Print Preview

e

Browser File menu with Print Preview>3 Page View
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4. Click the MS Browser Print Preview icon “* or use Alt U to open Page Setup.

/2 Print Preview

& B @ @ B B B[ v =|[hwtere =]

x|
] B

Browser File menu>Print Preview>Page Setup

5. On Page Setup:
a. Remove the text that displays in the Header and Footer boxes.
b. Inthe Margins section, change the four margins, Left, Right, Top, and Bottom to 0.
e The Zeroes do not stay; but entering O forces the margins to default to the smallest possible
margins.

e Your print preview should display only two pages instead of three pages.
If these modifications do not work, select 95% from the Shrink to Fit drop-down list and
only two pages should display.

/A Print Preview

& @ ® 0 0B -8 e w21

Browser File menu>Print Preview>

e If you are using OPFs, the printer is capable of two-sided printing. Print the SF-52 two-sided.

o If the printer is not capable of two-sided printing, print two pages or print one page and manually
print the second page on the reverse side of the printed page.

e If you are scanning for an E-OPF, print two pages.
e If actions are mailed for scanning by the contractor, use a single page document and save as a .pdf.

o If the Processing and Records staff do not have dual monitors or split screens, the staff prints the SF-
52 to code into PAID.
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Clipping Attachments to the SF-52

Requests>View All Requests
You can attach documents to SF-52s from the Customer Edition and the HR Edition of WebHR.

Under the Request-Details heading, a paperclip icon H displays indicating that document(s) are attached
to an SF-52.

Y] Y

K/HEALTHCARE e sl " A

A Jalent Management R TELISTEIERR L E N CLIRV AT EICT ;f_\ffairs

Pres \\cbHR
Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
REQUESTS - DETAILS

@, 5 PART A PART B PART C PART D PART E PART F Attachments RequestID = 150420

No attachments to the SF-52

N/ HEALTHCARE <o pnction (Fiaagio il

(\WEM LKLl United States Department of Veterans Affairs
WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off

REQUESTS - DETAILS

QQ a @ PART A PART B PART C PART D PART E PART F Attachments RequestlD = 150447

Attachments to the SF-52

In WebHR, you can view and clip attachments to an SF-52 when a paperclip icon H displays.

1. On the Requests-Details page, click the paperclip icon H to view the uploaded/attached documents.
Attachments page displays.

or

2. On the Request Details page, click the document (file) icon IﬁAttachments, to clip documents to the
SF-52.
The Attachments page displays.

3. Click the Upload Attachment button.
Confirmation displays that the document is uploaded.
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2 o Jo i 3 - 3 vi

i =
K\w_agm_m United States Department of Veterans Affairs

WebHR

Home | Reports | Positions | Staffing | Requests | PAID | System | Help | Log Off
ARPA REQUESTEDITING

@, 59 0 PART A PART B PART C PART D PART E PART F Attachments RequestiD = 43912
ATTACHMENTS

Upload Form
TITLE: | TYPE: [Wemorandum =]
DESCRIPTION | ATTACHMENT:[ | Browss
Associated Attachments
Sl o TP DESCRIPTION
9 © 43912 HTM PD-635-7149-0 Announcement Letter Active HTM Mgt & Prg Analyst PD-635-7149-0 Announcement
3 © 43912 HTM PD-635-7149-0 PBI Letter Active HTM Mgt & Prg Analyst PD-635-7149-0 PBI
\j @ 43912 HTM PD-635-7149-0 Checklist Checklist Active HTM Mgt & Prg Analyst PD-635-7149-0 Checklist
9 © 43912 HTM PD-635-7149-0 Job Analysis Job Analysis/KSAQ Information Active HTM Mgt & Prg Analyst PD-635-7149-0 Job Analysis
ﬁ © 43912 HTM PD-635-7149-0 Position Description Active HTM Mgt & Prg Analyst PD-635-7149-0

ARPA Request Editing

¢ On the Attachments page, the columns can be sorted. For more information, refer to page 137.
e When uploading several documents with the same title, enter a description for each.

o If your attachment type is not in the list, select other or memorandum and indicate the actual
document type in the description

e Standard attachments allowed include Windows based files, to include file formats with .doc, .xls,
.pdf, etc., extensions.

October 2011 WebHR C3-C1 Conversion Project
User Manual for the Automated HR Edition (WEBH?*)

123



Troubleshooting

Update User Profile

Update user profile

On the user profile page, the title and/or phone number are not correct. How do we update this
information?

This information comes directly from Outlook; the database is referred to as Active Directory.

o If the title and phone number are correct in Outlook, but not in WebHR, send an email to the
WebHR Help Desk, advising of the change. The WebHR user account will be updated.

e If the information is incorrect in Outlook, contact the local IT staff to make corrections. After the
change is made, notify the WebHR Help Desk.

Cannot Access the Application

User cannot access the application

User receives System Error message and does not see the | acknowledge page
A number of things can cause this.

Check a few things before contacting the WebHR Help Desk.

1. Does the user have the appropriate Agent Type and Role Assignment?
Refer to User Assignments in WebHR on page 5 of the User Manual for the Administrator Role.

2. Is the user accessing the correct edition of the application?
Only HR personnel should access the Automated Human Resources Edition of the application. All
other users should use the Customer Edition.

3. Is the user new?

a. Check the Browser settings--make sure all three Use items are selected.

e UseSSL 2.0
e UseSSL 3.0
e UseTLS1.0

b. To check the Use items:
i. Open the Browser on the user’s computer.
ii. Click Tools and select Internet Options.
iii. Select the Advanced tab and scroll down to the bottom of the list.
iv. Make sure all three Use check boxes are selected.
v. Click OK.

Note: If the user still cannot access the application, the local WebHR Administrator
should contact the WebHR Help Desk.
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Cannot View the SF-52 to Approve

Approver and/or requester cannot see the SF-52 to approve

Review the organizational hierarchy.
Is the service line of the preparer at the same level or below the requester and/or approver?

A requester and/or approver can be higher in the chain of command in the organization than the
preparer, but not below.

Cannot Find Appropriate Employee

Preparer cannot find the appropriate employee on which to initiate an action

Review the organizational hierarchy.

1. What is the cost center/org code for the employee?
Check the cost center/org code for the employee in VISTA/PAID.

2. What is the cost center/org code for the preparer?
The cost center/org code for the preparer may be different than the VISTA/PAID cost center.

3. Is the cost center/org code service line of the employee, mapped to the organizational hierarchy?
If not, contact the WebHR Help Desk to add the service line.

4. Does the preparer have access to the cost center/org code for the identified employee?

If the preparer does not have access to the cost center/org code identified, several options are
available:

e A different preparer may need to initiate the action
¢ Realign the service line

e Move the preparer

e Contact the WebHR Help Desk
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Error Management
ERROR MANAGEMENT - USER ASSISTANCE
The system has detected an error of type: System Error

This error has been logged, and a message sent to the administrator of this web application.

We apologize far this incanvenience

Error Management-User Assistance message

Error Management Message

The system has detected an error.

This error has been logged, and a message sent to the administrator of this web
application.

We apologize for this inconvenience.
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Session Expiring

Warning Message: session expiring/expired

WebHR has default time set for how long the application remains open without activity. When the

default time is reached, the Expiring/Expired notifications display.

Session (Page) Expiring! x

& your session will expire in 60seconds!

Restart Session

Example of the Expiring notification
Your session will expire in 60 seconds!

Session (Page) Expired! x

& vour session has expired!

OK

Example of the Expired notification
Your session has expired

October 2011
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Glossary

Term Definition

508 Compliance A Public Law that agencies must provide employees and members of
the public who have disabilities (e.g. vision impairment) access to
electronic and information technology that is comparable to the access
available to employees and members of the public who are not
individuals with disabilities.

Action Type Action type is the name of the action a preparer selects to identify the
action HR is to process, e.g., Promotion, Recruit, Transfer, etc. These
actions are sorted as categories in the background, in order to auto-
populate the SF-52.

AdjBasicPay Adjusted Basic Pay
Agent Type Assignment Agent type assignment is the level of access granted to an authorized
user of WebHR.

Agent type assignments are done in the background system by the
HTM HRIS staff as the first step in permitting users to access the
application.

Agent type assignment works in conjunction with Role assignment
within the application.

The agent types for the Customer Edition are: Delegate, Manager
Assistant, Manager and for the HR Edition are: Staff HR and HRO.
Each of these types dictates what edition of the application a user can
access, as well as what a user can do within the application when the
agent type is paired with a role assignment.

Annuitant Annuitant is a federal retiree

AnnuitantCode Annuitant code indicates a re-employed annuitant who is presently
receiving retirement benefits.

Appointment Appointment is the method by which employees are placed in their
positions.

Appropriation Code Appropriation code is a combination of a 4-digit organizational code

and a 4-digit cost center code, which identifies a specific reference for
costing and tracking programs.

Approver/Manager Approver (Role) is a service chief (manager) or someone who has
authority to sign/approve the SF-52. This person can be higher in the
chain of command from the preparer’s service line.

Approving Official Approving Official is an individual with authority to initiate and/or
sign off on SF-52s. This individual also has access to reports that are
identified as manager specific. There should be at least two approving
officials per service/section.

ARPA Automated Request for Personnel Action

BasicPay On the SF-52, basic pay is the amount in the general pay tables for the
grades or established for T38 positions.
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Term
Bus Code

Category

CC Code

Definition

BusCode is the Bargaining Unit Status (BUS) code of the employee’s
position with regard to federal employee bargaining unit
representation.

BUS code 8888 is for employees who are ineligible for bargaining unit
representation, e.g., supervisors, managers, human resources specialist,
etc.

BUS code 8888 is not appropriate for employees in pay plans 1, 2, 4,
5,60rG.

BUS code 7777 is for employees who are not excluded by law, but are
excluded due to negotiations.

Covered employees have codes specific to the location and the selected
unions.

For appropriate four-digit BUS codes, refer to the table in MP-6, Part
V Chapter 6, Supp. No. 1.5, July 11, 2008 HRIS Bulletin 08-16.

Consolidated in the BUS codes table: is used for any bargaining unit
employee who is represented by AFGE, NFFE, NAGE, ANA or SEIU;
use the appropriate consolidated BUS code P= Professional or NP=
Non Professional.

Category is a grouping of similar types of actions.

Gains pick all recruitments, appointments, transfers, etc., any action
that causes the organization to gain staff.

Losses pull all separations, terminations, resignations, retirements, etc.,
any action that causes the organization to lose staff.

Employee pulls any actions created with an employee’s name.
Cost Center Code

Centurion

Class 1 (C1)

Class 3 (C3)

Centurion is the system used to initialize authorization for user access;
it is a behind-the-scenes application used in the Healthcare Talent
Management (HTM) office. The HTM office manages Centurion and
the WebHR HRIS Team makes changes to it.

Class 1 software includes applications and Commercial Off the Shelf
(COTYS) product interfaces installed on or interacting with VA
computing environments. Class 1 products are created by or evaluated
and certified by Product Development (PD) to comply with VA
established criteria.

Class 1 products are distributed for use at the enterprise level and PD is
responsible for providing or arranging for the provision of customer
support (Tier 1) and maintenance (Tier 111) support.

Class 3 software is also referred to as Field Developed Software
(FDS). Class 3 products may originate from any unrelated PD source,
including field developers, non-IT VA staff (e.g., physicians), vendors,
open source, research, or educational organizations. Class 3 products
generally have a limited and non-standardized distribution across VA
systems and are not automatically covered by Office of Information
and Technology (OIT) Tier Il and I11 support commitments.
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Term

Competitive Level

Definition

Competitive level identifies positions in a competitive area that are in
the same grade or occupational level; the levels are so similar that the
agency may readily assign employees from one position to another
during a reduction in force (RIF).

Cost Center

Cost center is a 4-digit numerical code that identifies the service line
for fiscal accountability and reporting.

Costed Costed is the funding for the authorization to be charged or costed
against an appropriation code.
Customer Customer refers to the users of the WebHR Customer Edition

application.

Delegate/Preparer

Duty Code

Delegate (Agent) in the WebHR application, is a staff member
responsible for the initial entry of a Request for Personnel Action (SF-
52). This staff member can track the status, send messages to HR, and
view the employee information on the SF-52.

Duty code identifies an employee's work site (duty station) when
assigned at a location other than the parent station.

Only applicable to facilities with consolidated HR offices.

Duty Code Flag

Specific to Centurion/WebHR

Duty code flag is an indicator that the organization is part of a
consolidated group sharing the same station number, but separated into
hospitals and then sub-organizations within the hospitals.

Only applicable to facilities with consolidated HR offices.

The separation of sites in Centurion/WebHR is based on a station
number. When the station number is shared, Centurion/WebHR must
find the differentiation for hospitals and then for each of the hospitals,
including any additional duty station codes that indicate the sub-
organizations. The duty station codes within the hospitals are
automatically pulled for non-consolidated VISNs where the station
number differs for each hospital.

ECF Executive Career Field

E-Classification E-Classification is an automated application that uses artificial

(E-Class) intelligence to assign the classification (PP, Series, Grade) to positions
using information put in by users and following the OPM Position
Classification Standards.

E-OPF Electronic Official Personnel Folder

Encumbered Encumbered, in the HR community, describes a filled position

EOD Entrance on Duty
In a current assignment at the VA, entrance on duty is the date an
employee starts working.
Changes in EOD occur when an employee begins working at a VA,
moves to a new VA site, or returns to VA from other employment,
either Federal or civilian.
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Term

Existing to Existing Action
Types

Definition

Examples of Existing to Existing (E to E) action types are: promotion,
change to lower grade, or change in position. These action types are
generally restricted to current employees in the roles of a specific
organization.

E to E action types require all appropriate data fields to be filled in for
both To and From, as well as employee data and position data.

Existing to Non-Existing
Action Types

Examples of Existing to Non-Existing (E to NE) action types are:
resignation and termination (separation actions). These action types
remove employees from their existing organization.

E to NE action types require the data fields to be filled in for From, as
well as employee data and position data. To is left blank for separation
actions.

In WebHR, HRIS builds new codes for E to NE action types.

Fegli
Fegli Code

Federal Employees Group Life Insurance

Federal Employees Group Life Insurance code indicates the extent of
life insurance coverage or non-coverage provided/selected.

The codes range from AO (ineligible) to Z5 (basic plus additional
option with 5 times pay, standard option and family option with 5
times multiple).

For the entire list of codes, refer to the Office of Personnel
Management, Operating Manual, Guide to Data Standards, Part A
Human Resources, pages A-131 through A-135.

Fiscal Employee

A fiscal employee is an employee in the financial or business office at
a site.

At some locations, fiscal employees are required to review various
action types and are granted access to the HR Edition for review of SF-
52s.

FY Fiscal Year

Grade Grade is the specific identifier that indicates pay level within a pay
plan system. An employee's base pay range is determined by the grade
code. Ungraded positions are coded 00.

HR Human Resources

HR Dashboard

HR Dashboard is a web link to VHA Support Service Center (VSSC)
reports, which provides an overview of human resource and workforce
management key indicators in categories such as, workforce
demographics, compensation and benefits, service and quality, etc.

HR Library HR Library is a web link to the Office of Human Resources
Management Intranet with information on HR policies on Benefits,
Pay Administration, Recruitment and Staffing, etc.
HRIS Human Resources (Information Systems)
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Term
HRIS Specialist

Definition

Human resources information systems specialists do work that
involves developing, delivering, managing, and maintaining HR
information systems when the paramount knowledge requirement is
human resources management, rather than information technology.

HRO Human Resources Officer
Each site allows only one site human resources officer per VAMC.
HRRC Human Resources Resource Center
HTM Healthcare Talent Management office
Local Adj Locality Pay Adjustment
Local adjustment is the pay amounts established as supplemental pay,
based on higher cost of living assessments in some geographical areas.
LOCPAY Locality Pay
Locality pay is an authorized percentage of base pay for employees in
a duty station designated as a locality pay area. The amount is included
in the payable salary.
LWOP Leave Without Pay
Manager/Approver Manager (Agent) is a service chief (manager) or someone who has

Manager_Assistant/Requester

authority to sign/approve the SF-52. This person can be higher in the
chain of command from the preparer’s service line.

Manager_Assistant (Agent) is a person who can request (recommend)
an action for an employee assigned to the requester’s program area, but
not approve the action.

NOAC

Nature of Action Code

Nature of action code indicates the type of personnel action being
processed; it identifies the appropriate code and description for
printing the NOA of the SF 50-B and the retirement record, as well as
provides statistical data for reporting purposes.

For NOAs used by VA, refer to Appendix D at
http://vaww.va.gov/wist/PAIDcodingDocs/NOAappd.doc

Non-Existing to Existing
Action Types

Examples of Non-Existing to Existing (NE to E) action types are:
recruitment actions and appointment actions-any action that adds a
new employee or an additional service.

NE to E action types require the data fields to be filled in for To, as
well as some position information in part B of the SF-52.

Number Number is the same as Position Description (PD) Number: On Gain
Request Submission

occC Occupation Series Code
Occupational series code identifies the subdivision of an occupational
family or group, under which an employee's position is classified.

OHRM Office of Human Resources Management

OPF Official Personnel Folder

OPM Office of Personnel Management
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Term

Organizational Code

Definition

Organizational code is a 4-digit numerical code that identifies a service
line; the grouping defines a responsibility or class of programs.

P31 P31 is a report that lists all the employees in the user’s service. This is
the one report that displays name, title, series, PD number, grade, step
and salary, as well as service computation date, etc.

PAID Personnel and Accounting Integrated Data
PAID is the package that supports employee master record data
maintained by local Human Resources and Fiscal offices.

PAIDID PAIDID is a unique identifier (number) assigned to each employee
when added to PAID.

Pay Basis Pay basis identifies the principal condition that serves as a basis for
computing pay, e.g., hourly, per annum, in terms of time, production or
other criteria.

Pay Plan Pay plan identifies the pay system under which the employee’s
compensation is determined, e.g., GS, WG, etc.

PD Position Description

PED Proposed Effective Date
Proposed effective date defaults to three months from the date the SF-
52 is entered. The service chief submitting the SF-52, fills out the
PED.

POS Position

PP Pay Plan

Preparer/Delegate

Preparer (Role) in the WebHR application, is a staff member
responsible for the initial entry of a Request for Personnel Action (SF-
52). This staff member can track the status, send messages to HR, and
view the employee information on the SF-52.

QTU
Regraded

Request ID

Qualifications Standards Used (the T is a typo on the form)

Regraded is a change to a position’s classification, which affects the
grade of the position.

Request ID is a control number assigned to SF-52 actions, which
allows for the identification and tracking of the request.

Currently, WebHR uses a global numbering system to automatically
assign a number to any action submitted by a preparer. The numbers
are sequential and do not indicate the location, organization, FY, etc.
where the action was created.

Requester/Manager_Assistant

Requester (Role) is a person who can request (recommend) an action
for an employee assigned to the requester’s program area, but not
approve the action.
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Term

Role Assignment

Role Type Assignment

Definition

Role assignment works in conjunction with the agent type assignment
to allow a user to access and utilize the specific WebHR edition
needed. Multiple roles can be assigned to a user depending on the
authorized level of access.

Roles that parallel the agent types for the Customer Edition are:
preparer, requester, approver and for the HR Edition are: Specialist and
HRO.

Local WebHR Administrators assign roles after an agent type is
assigned by the HTM HRIS staff. These roles are based on the level of
access a user should have in relation to work assignments.

Role type assignment is the type of role assigned. There are customer-
type roles and HR-type roles.

SAC Special Agency Check

Series Series is the same as Occupation Series Code (Occ Code).

Service Line Service line is the organization of a specific clinical focus (i.e.,
primary care, mental health, and geriatrics/extended care) led by a
manager at the VA facility level.

SF-50 Standard Form-50

SF-52 Standard Form-52

Specialist In the HR Edition, Specialist is the role type that parallels the
Staff HR agent type.

Staff_HR Staff_HR includes the HR specialists and HR assistants assigned to

Human Resources. In the HR Edition, Staff HR is the agent type that
parallels the Specialist role type.

Standard Form (SF) 50
Standard Form (SF) 52

OPM Standard Form 50 — Notification of Personnel Action
OPM Standard Form 52 — Request for Personnel Action

Operating officials and supervisors use the form to request personnel
actions and to secure internal agency clearance of requests for
personnel actions.

Employees use the form to request leave without pay, to change a
name, or to notify the agency of intent to resign or retire.

Status Within WebHR requests listing, status indicates the stage in which the
SF-52 is. Based on the assigned status level, statuses are waiting,
active, or no longer active

Status Types Within WebHR, status types are pending, approved, terminated,
completed, and suspended.

Supvl Supervisory Level
Supervisory level identifies the category of a supervisor’s
responsibility. Supervisory codes are assigned during the classification
process and annotated in the position description.
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Term
TypeOfApt

USA Staffing

VA

Definition
Type of Appointment

This code identifies the type of appointment (career conditional,
career, etc.) under which an employee is serving.

¢ indicates whether the appointment is in the competitive service,
excepted service, or senior executive service (SES)

e indicates whether the appointment is permanent or temporary
¢ indicates the tenure group to which it applies

USA Staffing is the link available from within the WebHR system for
use by HR staff.

Department of Veterans Affairs

VETPREF

VetPro

VHA

Veterans Preference

This code identifies the category of entitlement to preference to which
an employee is entitled in the federal service, based on active military
service that terminated honorably.

For a list of the Veterans Preference codes, refer to MP-6, Part v, Supp.
No. 1.5, Chapter 6, June 29, 2006, WIST bulletin 60-19.

VA's web-based credentialing system for all VHA licensed health care
personnel

Veterans Health Administration
WebHR is used only by VHA

VHALWD

Veterans Health Administration Leadership and Workforce
Development

VHALWD is an enterprise system that incorporates a multitude of
software applications that support leadership and development
programs, succession planning, workforce performance, and other HR
functions.

VICE

VICE is the name of a previous employee for a vacant position.

VistA
VSSC

WEBH

Veterans Health Information System Technology Architecture
VHA Support Service Center

This service center feeds data to the HR Dashboard.

WebHR namespace

WebHR Administrator

WebHR Automated Human
Resources Edition

WebHR Administrator is a staff member working in HR at a
facility/program office.

Human Resources Officer (HRO) appoints the administrator to act as
the primary point of contact for local administration of the WebHR
application.

This edition of the WebHR human resources application automates HR
activities, including processing and tracking various personnel actions
and functions.

This human resources edition operates in conjunction with the WebHR
Customer edition.
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Term
WebHR Customer Edition

WebHR Help Desk

Definition
This edition of the WebHR customer application automates human
resources activities, including initiation of personnel actions.

This customer edition operates in conjunction with the WebHR
Automated Human Resources edition.

Central point of contact for all WebHR related issues and questions for
users of WebHR and is supported by HTM HRIS staff.

vhahtmhrishelpDesk@va.gov.

WebHR SharePoint Site

Microsoft SharePoint website, available to all VA employees
http://vhaokldevhpdm43/sites/HR%20Systems/default.aspx
This site contains information relating to the WebHR application.

WMCO Workforce Management and Consulting Office
WorkSite Work site is the location at which the employee is physically located
for employment.
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Appendix

Sort Columns

Sorting Columns

POSITIONS

Show Al | Position Title #4 Series # Appropriation Code £
pprop

[T POSWOWWNNE PP SCWES | GRADE| COMPLVL | SUPVCODE | BUSCODE | FLSA| NETWORK | STATION | APPRCODE | POSNO |

WebHR System>Positions>View

As you move the mouse over a heading, if the heading changes color and a hand with a
pointing finger displays, the column can be sorted.

e Click a heading once and the data is sorted in alpha/numeric order.
o Click the heading a second time and the data is sorted in reverse order.

REQUESTS

Records Request D Status Process Units Category Specialist
17 B Approved - B [seka = [select. =] [Seleat =l

5 Days Sinca
-
Options. ‘ ) ‘ Action ‘ Status ‘ Requested By ‘ Approved

A . Proposed
‘ Organization ‘ Employee ‘ Specialist Effective Date | Effective Date | &

WebHR>Requests>View All Requests

e Click a heading and an up arrow displays, indicating the column is sorted in
ascending order.

¢ Click the heading with the arrow and the down arrow displays, indicating the column
is sorted in descending order.

Additional Pages of Records

Moving to Another Page of Records

2345678910..

WebHR>Positions>View

In many WebHR pages, a blue bar with (page) numbers displays at the bottom of the
page.
Click a number to move to that page of records.
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WebHR Icons

Icon Description

WebHR document (file) icon used to select a particular document

WebHR XL (Excel) icon used to select a particular XL spreadsheet

WebHR MS Word icon used to select a particular MS Word document

WebHR binoculars icon used to search for a particular element

WebHR magnifying glass icon used to view the details of actions

WeDbHR green triangle/orange circle icon used to initiate a request for action
WeDbHR binoculars with calendar icon used to search for a particular element

WeDbHR staffing icon used in the Staffing Module (Vacancy Tracking) to track a
vacancy

WebHR pencil icon used to edit requests for action

WebHR 52 icon used to view completed SF-52s

MES 8% P:EED

WebHR head icon used to select an employee on which to initiate an SF-52

WeDbHR double down arrow icon used to close sections of the Staffing Module

&

WebHR double up arrow icon used to open sections of the Staffing Module

Fesl
ke

il WeDbHR paperclip icon used to attach supporting documentation to SF-52s

= WebHR envelope icon used to select a manager to whom to send an alert

Q WebHR arrow in a green circle (pointing right) icon used to view actions for a
particular organization, processing unit, and specialist

ﬁ WeDbHR person icon used to select a registered user to which to assign a role type

3 WebHR X in a red circle icon used to delete items

B WebHR document (file) icon used to select a particular document

WebHR document with a pen icon used to digitally sign requests for action

WebHR lock icon used to indicate an item cannot be edited

& F

WebHR padlock icon indicates the information is certified

Microsoft Browser Print Preview icon used to open Page Setup
WeDbHR shield with exclamation point used to identify important notes

Q o

138 WebHR C3-C1 Conversion Project October 2011
User Manual for the Automated HR Edition (WEBH?*)



Sample of an SF-52 — Request for Personnel Action

e e REQUEST FOR PERSONNEL ACTION
P\Il!!'l lhmmlm Office (Also complete Part B, Nems 1, -22, 32, 33, 36 and 39
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ﬂl!'l' B . For Praparation of SF 50 0 (Lise caly codes in FPM Supplemant 792-1, Show all datas in month-day-year ardar.)

Nt (Lare, P, Ml 2o 10wt I + Efsive Daios
FIRST ACTION SECOND ACTION
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[ ] ] [ [ [ I |
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1
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POSITION DATA :
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s 3Gt Bt
. . Hi =T S ey ¥ Ernany
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PART C . Reviews and Approvals (Naf i be used by requesting office.)
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€ Flacemet [3
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PART E . Employen Resignation/Retiremant
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T Effectiva Data | 1. Veer Gigaaters

B Data Sigead |:.MA&...«“5«. Sevaut, Cugy, Seme. TIP Cade)

IPART F - Remarks for SF 50

Sample of an SF-52
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Sample of a Completed SF-52 — Request for Personnel Action

1. Adtors Enustsd
Recruitment

REQUEST FOR PERSONNEL ACTION

PRAT A - Raqussting Offce {Also camplats Part B, ams 1, 7-23, 32, 13, 36 and 30,

2 Ragwint Yivwsbar
ABPA 131968

ol Infeomation Call Pama and.
FYSTD  EXT.

T +ad Effucsies Date
o 010

LBy (Typed Hama, T

1 Name (Tam Firs Ml

VRELYOM,CWVLIQ
FIRST ACTION
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e
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ACTION
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11w
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PART F - Rumaorka lor SF 50

Sample of a completed SF-52
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