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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.gov/HRIS/default.aspx

¢ 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 VVeterans 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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Customer Role in WebHR

The WebHR preparer, requester, and approver are individuals at a facility/program office: who prepare an
SF-52 at the direction of a supervisor; who request permission to fill a vacancy/take a personnel action; or
who approve an SF-52 that authorizes HR to process a personnel action.

Access to the WebHR Customer 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.qgov/HRIS/default.aspx

Responsibilities of the Customer Role

WebHR Customer roles manage initiation, change and approval of the SF-52 actions for an employee in
the user’s service line. There are three role types that operate within the WebHR Customer Edition:
preparer, requester, and approver. You can have multiple roles.

e Preparer is a person who initiates an SF-52 for employees in a service for review and approval at a
higher level.

o Requester is a first line supervisor who initiates or recommends personnel actions for subordinate
employees.

e Approver is a service chief or manager, or anyone that the service chief assigns authority to sign to
approve SF-52s.

Note: Only approvers can electronically sign off on SF-52s in WebHR. The approver’s
signature is the only authorizer-signature captured in the electronic version.

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 3
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WebHR Customer Edition

1. Click https://htm.va.gov/ARPA.Net/ to open the Customer Edition.
The I Acknowledge Warning page displays.

CUGLLBEEMIEY  United States Department of Veterans Affairs
WebHR Customer Edition

I/HEALTHCARE oo gt f

F*WARNING***

This U.S. p system i itive 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.

| Acknowledge

WebHR Customer Edition Warning screen

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 the user profile.

g"\ !/ HEALTHCARE force g 2 fo who sorvi 8 >
(\T}]E“l LOCEIEE  United States Department of Veterans Affairs
—— WebHR Customer Edition

|Hnme I Requests I Reports I Positions I paid I Alerts I Help I Log Off
HOME

HOME
USER PROFILE
Name: WebHR User,Gne Agency: VHA
Role: Preparer Level: VAMC o NHPKQVL, ARPA Routing: Request Number 150502
Agent Type: Staff_HR Network: 16 GBOCH Routing Note: test assign
Title: Technical Writer Station: 635 ggFO’I‘égVL This is a test message
Phone: 000-000-D000 Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Email: one webhr user@va gov Duty Code:
Duty Code Flag: False

BULLETIN BOARD
WebHR
Welcome |

WARNING

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

WebHR Customer 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.

e 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.

Users can have multiple roles.
e Preparer initiates SF-52s for employees in a service for review and approval at a higher level.

e Requester is the first line supervisor who will initiate or recommend personnel actions for subordinate
employees.

e Approver is the service chief or manager, or anyone to whom the service chief assigns signature
authority to approve SF-52s.

Organizational Profile

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

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

Opened Alerts

Opened Alerts are notifications, internal to the application, which are manually entered. Alerts display for
the user when WebHR is opened. The staff member does not receive an email, unless the preparer sends
one from Outlook, external from the WebHR system.

e Users can send information to requesters and approvers.

e Preparer can send an alert after an SF-52 is entered advising that the action is ready for review and
approval.

e Approver can send alerts to notify requesters that an action needs modification or was approved.

OPENED ALERTS

|| __Sender
o NHPKQWL, ARPA Routing: Request Mumber 150502
GBOCH Routing Note: test assign
NHPKQVL, .
[ GBOCH This is a test message
Opened Alerts
October 2011 WebHR C3-C1 Conversion Project 5
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To delete an alert from the list, click the X in the red circle icon Q 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.

Bulletin Board

The bulletin board contains informational items that are pertinent to users, such as updates, changes, and
information applicable to the system.

BULLETIN BOARD
WebHR
Welcome |

WebHR Bulletin Board

6 WebHR C3-C1 Conversion Project October 2011
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WebHR Customer Edition Menus

Note: Use the Browser back and forward arrows (top left corner) to move back and forth
between WebHR pages.

Home (Menu)

The Home (menu) displays with User Profile, Organizational Profile, Opened Alerts, and a Bulletin
Board.

Ay

HEALTHCARE < s f phe s ol
(\_ilenl ManagementRRUITITL | States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

HOME
HOME
USER PROFILE ‘ORGANIZATIONAL PROFILE OPENED ALERTS
Name: WebHR User,Gne Agency: VHA
Role: Preparer Level: VAMC NO DATA RETU RNED
Agent Type: Staff_HR Network: 16
Title: Technical Writer Station: 635
Phone: 000-000-0000 Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Email: one webhr user@va gov Duty Code:

Duty Code Flag: False

BULLETIN BOARD

WebHR

Welcome !
WARNING
This U.S. Government computer system contains sensitive information and is for official use unly Activity on this system |s munllured Use of this system constitutes your
unconditional consent to such monitoring and no expectation of privacy. Misuse of, d access to, or p horized access to this system will result in

administrative disciplinary action and/or criminal prosecution as appropriate.

WebHR Customer Edition Home page with User and Organizational Profiles
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Requests Menu

The Request menu has two options: Add New and View.

A

( HEALTHCARE [ - e

CUENIDIITIEL  United States Department of Veterans Affairs
WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
2(0ll]= Add New

USER PROFILE ‘ORGANIZATIONAL PROFILE OPENED ALERTS
Name: WebHR User,Gne Agency: VHA
Role: Preparer Level: VAMC
Agent Type: Staff_HR Network: 16
Title: Technical Writer Station: 635
Phone: 000-000-0000 Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Email: one webhr user@va gov Duty Code:

Duty Code Flag: False
BULLETIN BOARD

WebHR

Welcome !
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 monitoring and no expectation of privacy. Misuse of, horized access to, or pted horized access to this system will result in

administrative disciplinary action and/or criminal prosecution as appropriate.

WebHR Requests

Add New Option

1. Open the Requests menu.
2. Click the Add New option.
ARPA-New Request Submission page displays with a list of actions available to initiate.

Note: On the ARPA-New Request Submission page, the columns can be sorted. For
more information, refer to page 92.

o se wh & ]
NEERPLETEIEE  United States Department of Veterans Affairs
poeesll WcbHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log
REQUEELRE

Al View
ACTION TYPES
Select Action Type from the list below
o ion e peserpron
2 Change Changes an element documented on an employee’s personnel record.
& Change in Duty Station A personnel action that changes the work site (e.g_, city/town) for an employee.
% Change in Work Hours A personnel action that changes the number of hours that an employee is scheduled to work.
## Change to Lower Grade A personnel action that moves an employee to a position at a lower grade.
2 Conversion Action to convert to another appointment type.
+® Death A separation action to remove employee from the rolls because of death.
+? Loss to Another station Removes employee from rolls
2 LWOP Action Places Employee on Leave Without Pay
+® Pay Adjustment Action Adjusts Employee Pay
+© Promation A personnel action that changes the employee to a higher grade level.
% Quality Increase Gives employee steps
@ Reassignment Action Reassigns Employee
2 Recruitment HR Action
@ Resignation Action Resigns an Employee
»® Retirement Action Retires an Employee
@ Retum to Duty Action Retumns Employee to Duty
»? Suspension Suspends employee w/o pay
+© Appaintment Any personnel action that bring an individual onta the rolls of the agency

Requests>Add New>ARPA-New Request Submission page

8 WebHR C3-C1 Conversion Project October 2011
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3. Click the green/yellow icon = to select an action type (Promotion).
The Employee Last Name box displays.

Y

( HEALTHCARE [

NN United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS

ARPA - NEW REQUEST SUBMISSION

Last Name:

)

ARPA-New Request Submission

4. Type one or more letters in the Last Name box and click the calendar with binoculars icon %.
List of employee names displays.

A

(HEALTHCARE oo praciices f

WUGLEITIEL  United States Department of Veterans Affairs
WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS
ARPA - NEW REQUEST SUBMIS SION
[}

Last Name: [b

STATION 635 PAID RECORDS

Employee Organization
5 BMRADHVE CPCSFY T YCTIKGLI OFFICE OF DIRECTOR
#® BEJKMPFDAGRGECF, SHHALPXYCA  WETERANS CANTEEN SERVICE REGION 3
¥ BYFTJRMARBNRYFB,Q$FFOWYOVE VETERANS CANTEEN SERVICE REGION D
¥ BNIFMLBCXAVHHAP, GLATLWCRFL  ADMINISTRATVIE SERVICES FISCAL SERVICE

#® BILEDLEVBVKTLA ILAEBHRFF G ADMINISTRATIVE SERVICES ENVIRONMENTAL MANASEMENT SERVICE
2 BT O TERWYANEWAY, Y TTKYBDYVQU ALLIED HEALTH SERVICES PHARMACY SERVICE

»¥ BNDEHXCEFBMACEY IFFGRERGSI  SOCIAL WORK SERVICE

2 BMG SRHKOHVIGUMU AP HHZWP OMT PATIENT CARE SERVICES

5P BUDSLIXXXOQLPRICWVULFGUAVHNX  PATIENT CARE SERVICES

ARPA New Request Submission-Employee list page

5. Click the green/yellow icon =® next the employee for whom to create a request for action.
The ARPA Request Submission page for the selected employee displays.

October 2011 WebHR C3-C1 Conversion Project
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ARPA Request Submission Page

When a user is assigned the role of requester, the Requested By section is auto-populated and a list of
authorizers is provided from which to select an approver.

wh

WebHR Customer Edition

Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS

ARPA REQUEST SUBMISSION

ACTION: PROMOTION

WetHR one.
Name-

Name

[Technical Writer

Title: I

Phone

Title:
Date: [10/10/2011 Date: |
Select Authorizing Official

AUTHORIZERS

Q) WesHR Approverone

D WebHR ApproverTwa
3 WebHR Approver Thres
) WebHR ApproverFour
3 WebHR Approver Five
3 wesHR Approversx

) WebHR ApproverSeven

Py Ly e—

D WetHR ApproverMine

KGS Contractor
Chief, Human
Resources

HTM Program
Analyst

Deputy, Chief
Financial Officer
Human Resource
Specialist

VISN 16 Deputy
Netwaork Director
VISN 16 Workforce
Dev Manager
VISN16 Network
Director

VISN 16 Chief
Medical Officer

Eff Date:

o, webhr approver@ya.cov

twa webht sppraver@va.gav

three. webhe spprover@va.gov

four, wabhs sppiover@va.gor

five webhs spprover@va.gov

= webhrapmovar@E g

seven webhrapprover@va gov

Sight, WEbhy 3ppiov:

nine. webht spprover@va.gev

£ 2 s
United States Department of Veterans Affairs

Authorized B
Name WebHR User,0ne

Proposed

\ApproverType|

Approver
Approver

Appraver
Approver
Approver
Approver
Approver
Approver

Approver

PART B
NAME SsN DOB
BATJIKE, WKPAU 10/17/2008
PART B FROM

EFFECTIVE DATE

OFFICE AUTOMATION ASSIT  03868A  X01

PP OCC SERIES GRADE STEP  SALARY PAY BASIS BASIC PAY LOCAL ADJ PAY ADJ BASIC PAY OTHER PAY
GS 326 5 04 28297.0000 1

232634.0000 4763

‘ORGANIZATION NAME AND LOCATION
PATIENT CARE SERVICES PATHOLOGY & LABORATORY MEDICAL SERVICE
PATHOLOGY & LABORATORY MEDICAL SERVICE

PART B EMPLOYEE DATA

VETPREF  TENURE AGENCY USE VETPREFRIF  WORK SCHEDULE
2 2 e ¥ 1 FULLTIME
PAY RATE RETIREMENT SERVICE COMP DATE FEGLI

o K FERS

08/13/2005

38297.0000

ANNUITANT
9 NOT APPLICABLE
PART TINE HRS
¥1 Basic + Option B {5x) + Option C [1x} 20

PART B TO

Position Title:| OFFICE AUTOMATION ASSIT h
Position Pay|
Number 03868A Comp Level:[X01 Basis- 1
Pay Plan|GS « Grade: |6 hd Occ Code:[326
Basic|
Step:|04 Total Salary:|38397 0000 Pay. 336340000
Adj Basic, Joes
Local Adj [4763 Pay 38397 0000 Other Pay:|4763
PART B POSITION DATA

D“leA Medical Center Oklahoma City, OK LI

Station:
Paosition; FLSA ]
Occupied: Category: N 1A Position:

MNew l— Regraded l— Functional
Position Position Class
Qual Stdl— . l— Yr Degree ,—
Used: Edleel: 5 Attained

Citizenship: Vet Status:
(FT or PT - 20hrs)

Appropiation
o 5223 2070
JFULLTME

orl NA Supv
Schedulel30 L= Status

Submit Request

BusCode: |1272
0

ARPA Request Submission page - requester role

10
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When a user is assigned the role of approver, the Authorized By section is auto-populated and a list of
requesters is provided from which to select a requesting official.

United States Department of Veterans Affairs

WebHR Customer Edition

Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS
ARPA REQUEST SUBMISSION

ACTION: PROMOTION

Authorized B PART B TO
Name Nams | "srR sz |y e Position Tile [FRACTICAL NURSE

Pnsmun Pay

Nurmber 1000000 Comp Level:[x01 o)
Pay Plan[GS ¥ Grade: [3 ~]  OccCodefszn
Date: [10/9/2011 Date: | Proposed Step [01 Total Salary [25480 0000 535‘525450 0000

[Technical Writer

Title: I Title: Phone

Eff Date:
Local Adj [0 Adi B"S'“ [25480 0000 Other Pay:[0
Select Requesting Official PART B POSITION DATA
REQUESTERS smﬂg‘n'lw‘ Medical Center Oklahoma City. OK |
T
Paosition; FLSA —
3 WebHR Recusster Cr= - KGS Contractor ane webh reuester@vacoy  Requester Occupied: Category: N 1A Position
e e Mew Regraded Functional
{3 wesHR Asssesier Tws - HTM Program Analyst two weby requester@va cov  Requester Position Poaition Class
D WetHR Requester Three \I\glaSr::;:rWorkforca e b sl Requester Qual::i Ed Level: F X{tgi‘i;ee
) vietHA RecuestenFour VISN1G Network Director v Requester Citizenship:| Vet Status:
B wann LN © Requester (FT or PT - 20hrs) Appropriation [51775130 BusCode: [1272
Code: - B

" Officer
Chief Financial Officer

§ e

vester@va.cov  Requester

! FULL-TIME - R 8
or | upy ,—
Schedule/80 Wi 0

Status
Select Authorizing Official Submit Request

PART B
NAWE SSN  DOB  EFFECTIVE DATE
BAJCYRL, UXTBP 10i3172008
PART B FROM

PRACTICAL NURSE 000000  X01

PP OCC SERIES GRADE STEP SALARY PAY BASIS BASIC PAY LOCAL ADJ PAY ADJ BASIC PAY OTHER PAY

@S 620 2 o D 0 0
‘ORGANIZATION NAME AND LOCATION

PATIENT CARE SERVICES
NURSING SERVICE

PART B EMPLOYEE DATA

VETPREF TENURE AGENCY USE VET PREF RIF VIORK SCHEDULE ANNUTANT
snoT
1 5 A n 1 FULLTIME e
PAY  RemRement SERVICE COMP FEGLI PART TIME HRS
DATE
B feees | omosmon e e e

ARPA Request Submission page - approver role
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When a user is assigned only the role of preparer, lists of authorizers and requesters are provided from
which to select an approver and a requester.

wh [

United States Department of Veterans Affairs
WebHR Customer Edition

Reports | Positions | Paid | Alerts | Help | Log Off

e Maragenen

Home | Reque

REQUESTS
ARPA REQUEST SUBMISSION

ACTION: PROMOTION

Mame- Name: Name: W Pus\l\;l;sT‘:\:r; PRACTICAL NURSE ooy -
Tite: | Tite: | Phone Numar 000000 Comp Ll pTT ] Basell

: : . Pay Plan.m Grade: m Occ Cude:w
Date: [10/92011 Date: | E?ggf::d Step [01 Total Salary [26480 0000 E::;ﬂm

Select Requesting Official

REQUESTERS
| Title | Mail____[ApproverType|

) wetkRResuemzone  KGS Contractor arewsttrresuester@va.cov Requester
Q) wetkA Re 7w HTM Program Analyst two weshrrequestergva,zov - Requester
O et (SN WD | et
rFour VISN16 Network Director « Requester

VISN 16 Chief Medical
o + Requester
Chief Financial Officer Requester

Select Authorizing Official

UTHORIZERS
[ Twe i [hpproveriype

2bHR Approver, KGS Contractor erewebhrapprover@va.cov  Approver
) WetHR ApproverTwe gz‘;‘; Z‘;’;‘a” twa Wbt sepvegvassy  Approver
) stHR Agprover Thres Rzmvztmgram t bhr spprover@va.gov  Approver
D) WebHR ApproverFour gf‘:‘:":’a Icgi;fce’ four webhr zpprover@vagey  Approver
D WetHR ApproverFus ::rgncalghz\tesource five wethr approver@vagov  Approver
s VSISO i e
D wesHR Approverseuen E’;E%ﬁ;’:g”ww seven webhrspprover@va.gov Approver
O e VISV e
D A WO

PART B
NAWE $SN  DOB  EFFECTIVE DATE
BAJCYRL, UXTBP 1043172008
PART B FROM

PRACTICAL NURSE 000000  X01

PP OCC SERIES GRADE STEP  SALARY PAY BASIS BASIC PAY LOCAL ADJ PAY ADJ BASIC PAY OTHER PAY

Gs 620 E) 01 25280.0000 D 25480.0000 0 25480.0000 0
‘ORGANIZATION NAME AND LOCATION

PATIENT CARE SERVICES

NURSING SERVICE

PART B EMPLOYEE DATA
VETPREF TENURE AGENCY USE VET PREF RIF VIORK SCHEDULE ANHUTANT
1 5 WA n 1 FULLTIME E—
AY  memRemen  SERVICE COMP FEGLI PART TIME HRS.
i | e

Lacal Adj [0 i B;s;f [25480 0000 Other Pay-[o
PART B POSITION DATA

SIEESL:lvA Medical Center Oklahoma City, OK |
Ozﬁ:g‘ E:ﬁ:;ory: N 1A F’o.smon:
Postion emtion s
S e F e

Citizenship:

(FT or PT - 20hrs)

o FULTME T
or
Schedulel80

Vet Status:
Appropriation
Code- 8241.2130

Vice®! A
Submit Request

BusCode: [1272
0

Supy
Status

ARPA Request Submission page — preparer role

When Requested By, Authorized By, and Contact are populated, this information displays on the SF-

52.

If the correct names do not display, type in the correct name of the requester and/or the approver.
However, when the names are typed in, these individuals may not receive an alert about actions to

view/approve.
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e The Select Requesting Official and Select Authorizing Official sections provide lists of

predetermined requesters and authorizers in the chain of command for the selection. If the name of

the requester/approver is not in the existing list, contact the local WebHR Administrator.

Requested By and Authorized By

1. For Requested By, click the right arrow icon © (o the left of a requesting official name.

Requested By is populated.

2. For Authorized By, click the right arrow icon @ 1o the left of an authorizing official name.

Authorized By is populated.

Note: If a preparer also has requester and approver roles, the Requested By and
Authorized By fields auto-populate with the preparer’s name. A different approver
can approve the SF-52, if the selected approver is not available, but include a note

indicating the change.

Contact

3. 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.
4. The Proposed Eff Date is a required field.

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

e For today’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

Su Mo Tu We
27 28 29 30
3 4 5 6
10 12 13
17 18 19 20
24 25 26 27

1 2 3 4

4 April, 2011

Th
31
7
14
21
28

]

Fr
1
8
15
22
29

o

Today: June 12, 2011

Pop-up Calendar

October 2011
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Part B To and Part B Position Data

5. 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

Position Title Position title
Position 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

Total Salary Total salary for the employee; if unknown, can be left blank

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

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

blank.

Part B Position Data
Refers to the Position

Duty Station

Position Occupied

Duty Station

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

Position Occupied
Designated for HR

New Position New Position
Designated for HR
14 WebHR C3-C1 Conversion Project October 2011
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Field
Qual Std Used

Description
Qualifications Standards Used
Designated for HR

Citizenship 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 Category FLSA Category

Designated for HR

Regraded Position

Ed Level
Vet Status

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

Designated for HR

Appropriation Code

Vice

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

Add or change, if necessary

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 Position

Functional Class
Yr Degree Attained

IA Position
Designated for HR
Designated for HR
Year degree attained
Designated for HR

BusCode Bargaining Unit Status (BUS) code of the employee’s
position
Add or change, if necessary

Supv Status Supv Status

Designated for HR

6. Click the Submit Request button.

Information pop-up displays.

x|

:.f,) Proceed with Request Submission.

Cancel |

Proceed with Request Submission pop-up

October 2011
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7. Click the OK button.

If the Proposed Eff Date is not entered, 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.

8. Add the mandatory information and click the Submit Request button again.

Information pop-up displays.
9. Click the OK button again.
ARPA 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.

ARPA Request Details Page

The ARPA Request Details page includes six sections: Request Details, Milestones, Log Item Entry

Form, Change Status, Routing Log, and Request Log.

o Request Details, Milestones, Routing Log, and Request Log are the details of the selected action
managed by WebHR system events. The prior entries 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.

Iy
\(/HEALTHCARE

NULLPLIEIEL  United States Department of Veterans-".?kﬂairs
WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS
ARPA REQUEST DETAILS
@, 5 0] SPART A FPART B FPART D FPART E [EHlattachments

REQUEST DETAILS

Request Number: 150471

LOG ITEM ENTRY FORM
Enter ltem Text.

ROUTING LOG
Cleared

06/27/2011

Assigned to: € Unassigned
Process Unit: Classification

Action Type: Promation
Contact: WebHR User Ons :I
Contact Phone: 000-000-0000
Status: Pending
Proposed Eff Date: 07/05/2011 j
Days In System : 0
Affected Employee: BMGGRHKOHVIGWMU APHNQWPOMT

CHANGE STATUS
Status Types: | Select. . -

REQUEST LOG

Status Change Reason
Elg;enigﬁzr;; 06/27/2011 :I
Completed/Terminated:
[
ARPA Request Details page
16 WebHR C3-C1 Conversion Project October 2011
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Request Details

The Request Details section provides information regarding the selected action.

REQUEST DETAILS

Action Type

Assigned to
Process Unit

Request Number:

Contact:

Contact Phone:
Status:

Proposed Eff Date:
Days In System :
Affected Employee:

150471

: Promotion

WebHR User,One

DO0-000-0000

Pending

07/06/2011

0

BMGGRHKOHVIGWMU APHNQWPOMT

: € Unassigned
:Classification

Request Details

section of ARPA Request Details

o When an SF-52 is initiated, the status defaults to Pending.

o After the SF-52 is approved, the status changes from Pending to Approved.

e Pending indicates that the action is unsigned and waiting for action by the approving official.
¢ HR should not assign the request to a specialist until it is approved.

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

cannot be modified.

Field Description

Request Number ID (number) is automatically assigned to the request
Action Type Type of action to be initiated

Contact Name of the preparer initiating the action

Contact Phone
Status

Ph

one number of the preparer initiating the action

Status type of the action

Proposed Eff Date
Days in System

Proposed effective date for the request

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

Affected Employee
Assigned To

Process Unit

Employee specified for the action
Name of the specialist when the request is assigned

Cl

ick the head icon to access the contact information of

the specialist to whom the request is assigned.
The HR section working on the request

October 2011
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Milestones

The Milestones section captures processing times for the SF-52.

MILESTONES

Entered System: 06/27/2011
Opened in HR:
Completed/Terminated:

Milestones section of ARPA 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

Completed/Terminated Date all processing in HR is completed or date the action was
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 that the
approving official approve the action.

o Click the Submit Log Entry button to save your log item entry to the Request Log.

LOG ITEM ENTRY FORM

Enter ltem Text.
=

B

| Submit Log Entry |

Log Item Entry Form section of ARPA Request Details

o When an action is approved and HR begins to work on the action, the Routing Log is updated to show
which Processing Unit is working on or holding the action.

18 WebHR C3-C1 Conversion Project October 2011
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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.

Note: Only an approver can change the status to approved. Delegates/requesters, and
approvers can change the status to terminated at any time.

CHANGE STATUS

Status Types: |

| Submit Status Change ‘

Change Status section of ARPA Request Details

Only the approved and terminated status types are used in the Customer Edition.

Field Description
Status Types Status types:
e Approved

To approve the action (electronically sign off), select Approved
from the Status Types drop-down list.
e Terminated

To terminate the action, select Terminated from the Status
Types drop-down list.

Status Change Reason 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.

Click the Submit Status Change button to submit the changes.
In the Request Log, the reason for the status change and the approver’s name displays.

CHANGE STATUS

REQUEST LOG
Status Types:|58|ect.. vl . —
Status Change Reason Request Status Changed Ta:

Approved... | Resson: Additional
information receivedBy:WebHR Ussr,
Cine

Additional information received Al System Input

Routing

Request Routed to: Classification Event

w | . . Request
R it Submitted By: WebHR Usar, .
- D‘:—:UES uem LELL == Entered into
| Submit Status Change | System

Status Change submitted with Request Log entry displayed

Note: A table with descriptions of the five status types is on page 94.

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



Once an action is approved, you can no longer edit it, unless HR personnel return it to pending status.
e Once an SF-52 is approved, the manager can only view it.

Once an action is approved, the pencil icon 7 is replaced with the lock icon “** | indicating you
cannot edit any of the request detail parts.

ARPA REQUEST DETAILS
@, 53 #PART A PPART B #PART D #PART E [EAttachments

ARPA Request Details editing toolbar before approval

ARPA REQUESTDETAILS
@, EJ QPART AMPART BAIPART D&PART EflAttachments

ARPA Request Details editing toolbar after approval

Request Log

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 Entered to Closed.

REQUEST LOG

Request Routed to:
Classification

Request Submitted By: Request Entered into
WebHR Usar,Cra Systemn

Routing Event

Request Log section of ARPA Request Details

The Request Log section captures the log item entry under Item and automatically assigns a Type.
Anyone who can view the request details for the SF-52, can view the log item entries.

The history of each request includes who submitted the request, the section in HR to which it was
routed, and any notes entered by the service and HR.

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

Field

Description
Item Action logged
Type Method by which the item is handled; automatically assigned
20
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Routing Log

e The Routing Log section captures the HR sections involved in the processing of the request. A
routing log is kept of the SF-52°s movement through the HR units.

e 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.

Classification  08/27/2011

Routing Log section of ARPA Request Details

The information in Routing Log is auto-populated and the information cannot be modified.

Field Description
Process Unit HR unit in which the SF-52 is currently located
Entered Date the SF-52 entered the process unit
Cleared Date the SF-52 was routed to the next 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.

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.

View Option

Use the View option to view requests for actions submitted by your services. 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 ID, Status, Category, Employee, or My Submissions.
1. Open the Requests menu.
2. Click the View option.

The ARPA Requests page displays.

Note: Do not press Enter after a selection from the Category drop-down list.

October 2011 WebHR C3-C1 Conversion Project 21
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Y s Londds “ o
\(/ HEALTHCARE I

£
CUGEIEEL  United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUEXERIEY
Al View

Records Request D Status Category Employee My Submissions
"7 # pending - B [select =] # #

options | 10 [ Action [ status [ reauestedny [ pavs | organization Cast Cantar Employas Effectivepate | <

5 RESOURCES AHD
e o | 1432639 Detail NTE Pending RADXDDI,VEGGW 773 DEVELOPMENT 8431 WAINHFT, KPIUT

8431.2570

ADMINISTRATIVE
QA resses Recrutment | Panding DHwI BnwOM 830 SERVICES HUMAN g5, Pr——

MANAGEMENT

HUMAN
[e NP 2=E| 149351 Quality Increzse | Pending HIVHKMK,TSIFU 680 RO ND pa3t SFFLRUA,QHPXE
84312570

HUMAN
Q #E0 149224 S (rile e Pending DXVIYIP,IXSRR 167 e T 54 YTIVUVC, NWGPQ

8421.2570

ADMINISTRATIVE
e o | 143564 Recruitment Pending PCIRWAF,TTOQD 267 gi’;\éﬁf&:u”m 8431 UWISUQF TRQTP

MANAGEMENT

ADMINISTRATIVE
QAE e Reinstatement = pyning HeoHPHO pere | 2937 SERVICES HUMAN g5, rueorax PAILS

MANAGEMENT

HUMAN
Q20 149800 Recruitment Pending LBECANC,XORUC | 686 ;E&gﬁ‘pﬁs‘#”“ 8431 CCMEFAH,YPASY
8431.2570

Requests>View>ARPA Requests page

Y
\(/HEALTHCARE

.4 v
CEIEIIEL  United States Department of Veterans Affairs
— WebHR Customer Edition

eports | Positions | Paid | Alerts | Help | Log Off

REQUESTS
ARPA REQUESTS
Records Request ID Status Category Employee My Submissions
72 [ #Pending - B[Gans =] # #
Options ‘ D+ ‘ Action ‘ Status ‘ Requested By ‘ ﬁ:‘;::,e: | Organization ‘ Cost Center | Employee Effective Date |:|

ARPA Requests page with search options

Note: On the Requests - ARPA Requests page, the columns can be sorted. For more
information, refer to 92.

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 binoculars icon ﬂ.

4. Use the Status text box to search for actions in a specific status.

Note: Pending displays all the SF-52s that are in the system for your
organization/service.

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

e Approved
o Completed
e Pending

e Suspended
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e Terminated

b. Click the calendar with binoculars icon %.

5. 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 actions for a specific employee

Note: Access to the types of SF-52s, depends on the service(s) to which you are assigned.
WeDbHR is based on an organizational hierarchy.

Example

o If you are in Radiology Service, only radiology service requests display for you.

o If you are at the Chief of Staff (COS) level, all actions for the organizations that
report up to the COS display for you.

6. Use the Employee text box to search for actions by employee.
The Employee (last name) box displays.

a. Type in one or more letters of the last name.

b. Click the binoculars icon ﬂ.
A list of requests displays by employee name.

/ HEALTHCARE oo fprectione i ecamto sl
(\lﬂe"t LEUEFIEL  United States Department of Veterans Affairs
— WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log OFf
| | | ions | Paid | Alerts | Help | i
REQUESTS
ARPA REQUESTS
ecords Request tatus ategol mployee ubmissions
Records Request ID s Category Employ: My Subs
53 # pending - B [select. =] # #
Options ‘ D ‘ Action ‘ Status ‘ Requested By ‘ Days ‘ Organization Cost Center Employee Effective Date ‘:I
HUMAN
LSRR | 60206 ST Completed WIFKBOS,EIULP 2005 Seveaemen D 8431 BINSVGLXYNYW  04/25/2010
8431.2570
Qg o0 Retention Completsd KQDCKIS,UFDPU 3030 RESOURCEEAND  sa3t EYAULAX,MUTOK | 03/14/2010
8431.2570
HUMAN
Q 5598  sozse Complated CAHSHPD,DKXDM 2885 e naeae sz BCQUOTETQIES  03/27/2010
8431.2570
HUMAN
5 RESOURCES AND
Qi sozio Recruitmant Terminatad KGYDWFH,GPMIQ 1909 i 8431 BIHHGYL,CYLBA
8431.2570 4
QG 150166 g:ar‘fe inWork 1o minated TYUUVBY,XXWPD 1481 RESOURCEEAD  sa3t BYYMDEL, PXYAT
8431.2570
OFFICE OF
Q254 szt ?E*E":‘”‘ Complatad TVTFTVF,OEDOH 361 DIRECTOR 8401 BFXPHPALOHGH | 09/27/2009
nesntve 8401.2500
OFFICE OF
22d 10459 Recruitment Completed ISSLMCA.HRORD 2827 DIRECTOR 401 BDULILAVNKO  07/06/2010
Qe 8401.2500
A aca
4 3
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7. Use My Submissions to search for actions submitted by you.

Click the binoculars icon ﬂ. A list of your request submissions displays.

/ HEALTHCARE oo frendtion (Birangiaii
K\Lﬂent Ll United States Department of Veterans Affairs
— WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | alerts | Help | Log Off

REQUESTS
Records Request ID Status Categary Employee My Submissions
19 # pending - B [select . =] # ]
Options ‘ D | Action ‘ Status ‘ Requested By | Days | Organization Cost Center Employee Effective Date ‘A
HUMAR
Q25 150471 Bromotion Pending ;E&?ﬁuﬂpﬁsﬁw 8421 BMGGRHKOHVIGWI
8421.2570
HUMAR
\ RESOURCES AND
e | 150472 Reassignment Pending WiebHR User, 8431 BNOEHXCEFBMACE
iy DEVELOPMENT
8421.2570
HUMAN
= . m . RESOURCES AND
Ll 150473 Position Change  Approved WebHR Ussr, 3 8431 BEIKMPFDQGRGECH
e DEVELOPMENT
8431.2570
Q25 150474 E"‘E”QE . Pending WebHR Ussr, RESOURCESAND  gazy BIILEDLEVBVKTLA, T

8431.2570

Requests>ARPA Requests>My Submissions page

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

a.

b.

Click the magnifying glass icon < to view request details.

Click the pencil icon & 10 edit the request.

Note: The lock icon “* indicates the request cannot be edited—it is locked.
Once an SF-52 is approved or terminated the pencil icon turns into a padlock icon.

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

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

Note: If an approved request requires changes, contact the HR representative and request
the action be returned. HR places the SF-52 into a pending status, so changes can
be made. When the updates are complete, the action must be approved again to

return to HR.
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Reports Menu

Under the Reports menu, there are two options: ARPA (Automated Request for Personnel Actions) and
PAID (Personnel and Accounting Integrated Data).

N

( HEALTHCARE poian cliose BB e i

(LU United States Department of Veterans Affairs
WebHR Customer Edition

| Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

USER PROFILE ‘ORGANIZATIONAL PROFILE OPENED ALERTS
N; 2 WebHR User,Or Ay : VHA
;::Z: F';Eapararser " gljar\':;: VAMC No DATA RETU RNED

Agent Type: Staff HR Network: 16
Title: Technical VWriter Station: 635
Phone: 000-000-0000 Organization: HUMAN RESOURCES AND DEVELOPMENT 8431 2570
Email: one webhr user@va.gov Duty Code:

Duty Code Flag: False

BULLETIN BOARD

WebHR

Welcome !
WARNING
This U.5. 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, ized access to, or p ized access to this system will resuit in

administrative disciplinary action and/or criminal prosecution as appropriate.

WebHR>Reports menu

These reports are available in several 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.

ARPA Option

There are two ARPA (Automated Request for Personnel Actions) reports available in the Reports menu.

\

' e :

/ HEALTHCARE [ o f .

CULLIITIEL  United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

1 Mame | Description |
\J Recruitment Listing Recruitment Listing
[E] Closed/Completed Management Recruitment Actions Closed/Completed Management Recruitment Actions

Reports>ARPA
1. Open the Reports menu.
2. Click the ARPA option.
The ARPA-Reports page displays.
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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.

Recruitment Listing

The Recruitment Listing report contains a listing of all the approved recruitment SF-52s for your service.

Closed/Completed Management Recruitment Actions

The Closed/Completed Management Recruitment Actions report contains a listing of all the completed or
terminated actions for your service.

PAID Option

There are three PAID (Personnel and Accounting Integrated Data) predefined reports available in the
Reports menu.
1. Open the Reports menu.
2. Click the PAID 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.

/ ik T iasr e ol
M/ HEALTHCARE b y
(\Ta\enl LELEMEIEL  United States Department of Veterans Affairs
— WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REPORTS ARPA.
PAID

REPORTS -
Description
This report provides a listing of all employees (including temporary, fee basis, trainees/interns, and residents) at a station(s) or organization/service/depariment. The data is updated in

E| 1
a8 VebHR Active Employees List .+ 4 o.ighout the wesk with a complete PAID match of data 2 days after each pay period end (formerly ttied Employees P31).

B Negative Leave Balance Employses wih a Negative Leave Balance.
B Retirement Eligibilty Immediate Voluntary Retirement Eligible Employees

Reports>PAID

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. The WebHR
Active Employees List is updated throughout the week.
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Negative Leave Balance

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

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 this 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
User Manual for the Customer Edition (WEBH?*)

27



Positions Menu

The Positions menu provides two options, View and Explorer.

/ HEALTHCARE
NULLEEIEE  United States Department of Veterans Affairs

WebHR Customer Edition

| Help | Log Off

HOME Explorer
USER PROFILE ‘ORGANIZATIONAL PROFILE ‘OPENED ALERTS
Name: WebHR User One Agency: VHA
Role: Preparer Level: VAMC
Agent Type: Stafl HR Network: 16
Title: Technical Writer Station: 635
Phone: 000-000-0000 Organization: HUMAN RESOURCES AND DEVELOPMENT 84312570
Email: one webhr user@va gov Duty Code:

Duty Code Flag: False
WebHR
Welcome !

WARNING

This U.S. Government computer system contains sensitiv
unconditional consent to such monitoring and no expect
administrative disciplinary action and/or criminal prosecution as appropriate.

information and is for official use only. Activity on this system is monitored. Use of this systom consitutes your
i i ized access to, or horized access to this system will result in

Positions menu

View Option

Use the View option to review the positions, including classification and appropriation break down
information, for your service line by Position Title, Series, or Appropriation Code.
1. Open the Positions menu.
2. Click the View option.
The Positions page displays.

Y/ HEALTHCARE oo panilioes fShoiapho s il
SRR United States Department of Veterans Affairs
Pl WcbHR Customer Edition
ons | Paid | Alerts | Help | Lo
POSITIONS
POSITIONS
Position Title: # Series # ApprCode #
T e PP Ot Gade Comal Supiaiebiscoie  Hh o] Suien MpCudeFose ]
Q, HUMAN RES SPEC [CLASS) 201 7 E 84312570 042120
Q@ HUMAN RES SPEC [CLASS) GS 201 13 517 7 EESE E 15 535 843126570 042120
Q, ® HUMAN RESOURCES ASSISTANT GS 203 6 El ] 65 N 15 635 84312570 DB919A
Q@ HUMAN RES SPEC (REC/PLAC) GS 201 11 X1 ] 8558 E 16 635 84312570 047224
Q, ® HUMAN RES SPEC (REC/PLAC) GS 201 11 7 ] 8558 E 15 635 84312570 047224
Q@ HUMAN RES SPEC (REC/PLAC) GS 201 11 g ] 8558 E 16 635 84312570 047224
Q, SECRETARY (0A) GS 318 3 ot ] 8558 N 15 635 84312570 032000
Q@ HUMAN RESOURCES OFFICER GS 201 14 X1 5 8558 E 16 635 84312570 030940
Q, HUMAN RESOURCES OFFICER GS 201 14 X1 5 8558 E 15 635 84312570 030940
Q@ HUMAN RESOURCES OFFICER GS 201 14 X1 5 8558 E 16 635 84312570 030940
Q, OFFICE AUTOMATION CLERK GS 3% 4 El ] 65 N 15 635 84312570 049640
Q@ OFFICE AUTOMATION CLERK GS 35 4 X1 ] 65 N 16 635 84312570 049640
Q2 HUMAN RESOURCES ASST (04) GS 203 3 ot ] 65 N 15 635 84312570 063324
Q@ HUMAN RES SPEC (EMPL BEN) GS 201 11 X1 ] 8558 E 16 635 84312570 O7FOBBA
Q2 HUMAN RES ASST(LABOR REL) GS 203 7 X5 o 65 N 15 635 84312570 069160
Q@ HUMAN RES SPEC (REC/PLAC) GS 201 11 X ] 8858 E 18 635 84312570 047224
Q2 ASST HUMAN RESOURCES OFCR GS 201 13 M 3 5358 E 15 635 84312570 069810
Q@ PROGRAM SPECIALIST GS 301 11 x23 ] 8858 E 18 635 84312570 063920
Q2 PROGRAM SPECIALIST GS 301 11 %23 o 5358 E 15 635 84312570 063920
Q@ HUMAN RES ASST (REC/PLAT) GS 203 7 o ] 85 N 18 635 84312570 03060A
Q HUMAN RESOURCES ASST (04) GS 03 g Bl ] 65 N 18 635 84312570 063324
Positions>Show All page
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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 92.

3. Click the Show All button to view all positions for an organization in WebHR.
4. Toview a particular Position Title, Series, or ApprCode:

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.

5. 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.

A

/

/ HEALTHCARE

SEERPDECIEE  United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

POSITIONS
W@
POSITION DETAILS
POSITION
Position 1D [147149 Vhalwd PID: Imﬁg Old P\D:I Old PD #:I
Position: [PROGRAM SPECIALIST
Pay Plan: [gg Series’ [301 Grade: [14 Audit:
Comp Level: [xo3 SupvCode: [ BUS Code: [ggps SubmDept:
FLSA [ S1atus:|g Aclwe:'
ORGANIZATION VICE I
: Firsl Lasl SIarl Date| End Date
NetworkiD: StationlD:
15 535 LTAJHU_ KHXKPL 10/01/2003 09/30/2005
CostCenterlD: [g434 QrganizationlD: [2570 Edit Vice
ApprCode: | Facility: I
WORKFLOW REMARKS
Spec\ahsl:l Cumplexlly:l Action Taken:
Date Received: |5/25f2008 3:00-05 PM Sansmwly:l Duplication:
Date Classified: [5/16/2006 7:46:15 PM PDID: [g431.257
Date Cump\emd:l PD Text: ;I Remarks: 7
Date PosRepDist:
Hours To Classify: [ |
[ [
Save Changes

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 left side; otherwise, click the green/yellow
icon ## at the top of the Positions page in the second column on the left side.
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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 VVacant 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.

Gain Request Submission

1. Click the green/yellow icon #* to create a request for a Recruitment action.
The Gain Request Submission page displays.
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When a user is assigned the role of requester, the Action Requested By section is auto-populated and a list
of authorizers is provided from which to select an approver.

WGLLIEEL  United States Department of Veterans Affairs

WebHR Customer Edition

Home | Reque Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS
GAIN REQUEST SUBMISSION
Request Details Part B Information

Action [Recrutmem: =] Position Tile[HUMAN RES SPEC CLASS) =]
Requested: l— Pasition Number:[042120 Comp Level:|S17 Pay Basis’|
E;D(S;Dﬂd = Pay Plan’|GS = Grade:[13 Occ Code|201

sp T salery [ mascPar[
Name: LocalAdi[ | AdiBasicPay| | OtherPay[
O
Date W Duty Station:| VA Medical Center Oklahoma City, OK e

ApprCodz 84312570

M | rgcede T o FDRNSTRATVE SER

Title:
. CC{HUMAN RESOURCES M#
Date: CCCode-|8431 Title

(FT or PT - 20hrs)

Select Authorizing Official wor [FULLTME 7] Vice [Vacant

Schedule
AUTHORIZERS Submit Request
| | Mame | Tie | Mail ___lApproverTypel
3| WebHR Approver Cre KGS Contractor cre webhrzporover@vacey  Approver
O wesHA Approver T gg'::L 2‘;’:3" ot sppverBva gy ApprOver
2 WebHR Approver Thiee :::!‘Iyz'mgram three. wethr approver@vagov | Approver

Deputy. Chief
Financial Officer
Human Resource
Specialist

VISN 16 Deputy
Network Director
VISN 16 Workforce
Dev Manager
VISN16 Network
Director

VISN 16 Chief
Medical Officer
Chief Financial
Officer

3 WebHR Approvr, Four four webhr spprover@vagov  Approver

3 w=sHR Approver Fve fwewebhrspprover@vagov  Approver
D WebHR Approver Sax sx webhrapproverGvagoy  ADPIOVEr
D WebHR ApproverSeven seven.webhr spprover@va.cov Approver
0 WebHA Agprovar it eghtwsbirsppover@vagoy  Approver

O e Apmrove e e weshrspproer@ie o Approver

{3 WebHR Approver Ten ten wathrapprover@vagoy  Approver

FOR ADDITIONAL INFORMATION CALL

Name:

Phone:

Gain Request Submission page — requester role
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When a user is assigned the role of approver, the Action Authorized By section is auto-populated and a

list of requesters is provided from which to select a requesting official.

2 wh [
\Talem LRGN  United States Department of Veterans Affairs
——

WebHR Customer Edition

Home | Reque Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS

GAIN REQUEST SUBMISSION
Request Details

Part B Information

Action Recruitmant - Position Title:|HUMAN RES SPEC (CLASS) h
Requested: Position Number [042120 Comp Level [$17 Pay Basis |
Froposed i Pay Plan[GS = Grade[13 Oce Code:f201
siep Toa Salay Basc Pay]
Name: Local Adj: Adj Basic Pay’| Other Pay’|
Title: — PART B POSITION DATA
Date IW Duty Station:| VA Medical Center Oklahoma City, OK -
ApprCode:|8431.2570
Select Requesting Official 0OrgCode:|2570 OrglADMINISTRATIVE SERVI!

REQUESTERS [z
L Tile [ Mail ___IApproverType JINERELC LXET
Q) WebHR Reouester0re  KGS Contractor one.webbr recuester@va.cov | Requester (FT or PT - 20hrs)
Q) WiebHR ResusstenTwa HTM Program Analyst tws wabhrresuester@va,gov Requester Work |FULL-TIME =7
Schedule
O WetHR Requester Thss yﬂ'?ﬂi;gwwmm D& s wasmresuasiergvasov Requester

) werkR Reavester Four VISN16 Network Director  fourwes
. VISN 16 Chief Medical
Officer

Chief Financial Officer =xwebh

rgvacov Requester

O werrim

D WetHRRes

ov Requester

Requester

Name:  [wesmasoveone
Tle:  [Technical writer
Date [

Select Authorizing Official

FOR ADDITIONAL INFORMATION CALL

Name: [ WebHR User,One

Phone:

CC|HUMAN RESOURCES M/

Submit Request

Gain Request Submission page — approver role
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When a user is assigned only the role of preparer, lists of authorizers and requesters are provided from

which to select an approver and a requester.

LMY United States Department of Veterans Affairs

WebHR Customer Edition

Reports | Positions | Paid | Alerts | Help | Log OFff

Date: 107772011 Duty Station:| VA Medical Center Oklahoma City. OK hd
ApprCode-[8431 2570

REQUESTERS

O WetHR Requester Three VISN 16 Workforce Dev

) thres weshi raquestergva gov. Requester
Manager

Submit Request

O werrAR=sesFour VISN1G Metwork Director Requester
D e o ) R AT et
2 WetHR Resuesizn Sx Chief Financial Officer Requester

ACTION AUTHORIZED BY

Name-

Title:
Date:

Select Authorizing Official

AUTHORIZERS
| oo gtie 1 Wail ____lApproveiType
3| WebHR Approver,One KGS Contractor srewsthracorover@va.cov  Approver
3 vt Asprover Two gz‘::'u :1“;;‘3" o wathapprover@uaor  Approver
Oprpnies [P e pyproes

Deputy, Chief

WebHR Approver, Four
o # Financial Officer

fourwatmapprover@us sou  Approver

Human Resource
Specialist

VISN 16 Deputy
Network Director
VISN 16 Workforce
Dev Manager
VISN16 Network

{2 W=tHR Approvar Frve fve.wsbhispprover@vagov  Approver

3 WebHR Approver Sac s wabhiapprover@ua cov  Approver
Q) WebHR ApproverSeven seven wethr spprover@va.cov Approver

) WebHR Approvar Eight ‘Sight wisbhe approverds

Approver

Director
P R T A FSVS——— .
{3 WebHA AsorovanTen gg_:i;ﬁnancla\ ten wabtrsperver@ia gy Approver

FOR ADDITIONAL INFORMATION CALL
Name® [WebHR User.One

Phone:

REQUESTS
GAIN REQUEST SUBMISSION
Request Details Part B Information

Action Recruitmant = Position Title:| HUMAN RES SPEC (CLASS) -
Regusstad: Position Mumber:|042120 Comp Level:|S17 Pay Basis:|
FiOeRA R Pay Plan]GS Grade:[13 Oce Code:[201

step Tote Salry: Basic Pay:
Name: Local Adj Adj Basic Pay-| Qther Pay|
Title: PART B POSITION DATA

= " o Org|ADMINISTRATIVE SERVIl
Select Requesting Official OrgCode:|2570 Title

Cocute T _co A RESOURCES
2 WetHR ResuesterO0r2 - KGS Contractor e wethr resuester@vacsy Requester (FT or PT - 2007s)
) WetHR Recuesier Twa - HTM Program Analyst two webhr requester@ya cov  Requester SCh\:;:‘rz FULL-TIME T l_ T

Gain Request Submission page — preparer role

2. Review the Gain Request Submission page.
Verify the information.

Request Type

3. The Proposed Eff 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.

October 2011 WebHR C3-C1 Conversion Project
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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 &

Today: June 12, 2011

Pop-up Calendar

Action Requested By and Action Authorized By

4. For Action Requested By, click the right arrow icon D to the left of a requesting official name.
Action Requested By is populated.

5. For Action Authorized By, click the right arrow icon 2 1o the left of an authorizing official name.
Action Authorized By is populated.

For Additional Information Call

6. 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

7. 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

Position Title Position title

Position Number Required
Number is the same as Position Description (PD)

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
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Field

Description

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

Total Salary Total salary for the employee; if unknown, can be left blank

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

Occ Code Occupational series code identifies the subdivision of an
occupational family or group, under which an employee’s
position is classified; 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.

Duty Station

AppCode

Duty Station

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

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
Work Schedule

Cost Center Code

(FT or PT)

e Select Full-time, Part-time, or Intermittent

e Required: enter hours scheduled per pay period

Org Title
CC Title

Name of the organization
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

October 2011
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8. Click the Submit Request button.
Information pop-up displays.

x|

\_'.f/" Proceed with Request Submission.

Cancel |

Proceed with Request Submission pop-up

9. Click the OK button.

If the Proposed Eff 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.

10. Add the mandatory information and click the Submit Request button again.

Information pop-up displays.
11. Click the OK button.
Submission complete page displays.

I Y ——"
\(/ HEALTHCARE I s

s v .y
=
SGLLBEEEIEY  United States Department of Veterans Affairs
WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS

GAIN REQUEST SUBMISSION
The Request has been successfully submitted.
Request #: 150532 Request Type: Recrui itrent
Wiew Reguest Details
Edit Request
Wiew SF 52
Submit New Request

TS L

Gain Request Submission — Submission Complete page

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

14. Click the 52 icon 2| to view the completed SF-52.
An example of a completed SF-52 is on page 96.

15. Click the green/yellow icon =¥ to submit a new request.

Explorer Option

The Explorer option displays the top of the hierarchy for your organization.
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& HEALTHCARE

W EIEL  United States
——
Home | Requests | Reports |
POSITIONS Vie
POSITION EXPLORE Rl

Organizations

s fo sz wh *[‘r ;
Department of Veterans Affairs

WebHR Customer Edition

ns | Paid | Alerts | Help | Log OFf

Positions

HUMAN RESOURCES AND DEVELOPMENT 8431 2570 .. Position

[B JOFFICE OF DIRECTOR 8401.2500

[Borm 19714300

[EJVETERANS CANTEEN SERVICE 8330-5603
V\SN CONTRACTING 5442 2700

[E]ISM DRECTORS OFFICE 8652-2700

Selected Unit

Q5% HUMAN RES SPEC (CLASS)
Q¥ HUMAN RES SPEC (CLASS)

Q@ 5® HUMAN RESOURCES ASSISTANT
Q. ® HUMAN RES SPEC (REC/PLAC)
Qs HUMAN RES SPEC (REC/PLAC)
Q. +® HUMAN RES SPEC [REC/PLAC)
Q,#® SECRETARY [O4)

Q,»® HUMAN RESOURCES OFFICER
Qv HUMAN RESOURCES OFFICER
Q, @ HUMAN RESOURCES OFFICER
Qv OFFICE AUTOMATION CLERK
Q, ¥ OFFICE AUTOMATION CLERK
Q5 HUMAN RESOURCES ASST (04)
Q, ¥ HUMAN RES SPEC ([EMPL BEN)

HUMAN RESOURCES AND DEVELOPMENT 8431.2570 Q, 5 HUMAN RES ASST(LABOR REL)

Network: 16
Station: 635
Code: 2570

Description: YHA Organization

Agency: VHA
Cost Center: 5431
T&L:0D

@, 5% HUMAN RES SPEC (REC/PLAC)
Q,»® ASST HUMAN RESOURCES OFCR
Q¥ PROGRAM SPECIALIST

Q, »® PROGRAM SPECIALIST

@ +® HUMAN RES ASST (REC/PLAC)
Q,5® HUMAN RESOURCES ASST [0A)
Q, + HUMAN RESOURCES ASST (04)

Q5% HUMAN RES SPEC (REC/PLAC)

G5 201
GE 201
G5 203
GE 201
GS 20
GE 201
GS 38
BE 201
GS 201
GS 201
GS 326
G5 326
GS 203
GS 201
GS 203
GS 201
GE 201
G530
G2 301
GS 203
(8203
GS 203
GBS 201

13
13
B
11
1"
11
]
14
14
14
4
1
6
11
7
11
13
"
11
7
5
]
11

517 7 8388 E

S17
m
il
T2
T27
T
X1
1
xn
*m
¥m
T
¥m
¥05
¥m
X0
23
¥23
T
X0
T
il

CoCcooOomoOo0o0OoO0OOOMOoOOOOO-N

BEE5
=)
BEE5
8888
BEEE
8898
BEEE
8898
8388
(=3
Ba
65
8388
65
8388
BEE5
8888
BEE5
65
Ba
65
BEE5

MZZ=ZMMMMEZMZZZMMMZMMmMM=ZM

AppiCode | PosNo |

8431.2570 042120
8431.2570 042120
8431.2570 0EZ19A
B431.2670 047224
8431.2570 047224
B431.2670 047224
8431.2570 032000
B431.2570 030940
8431.2570 030940
8431.2570 030940
8431.2570 043640
B431.2570 048640
6431.2570 063324
B431.2570 070BBA
6431.2570 063160
B431.2570 D4722A
6431.2570 069610
8431.2570 083920
6431.2670 063920
8431.2570 030604
6431.2670 0B332A
8431.2570 063324
6431.2670 D47 22A

Positions>Explorer page

1. Open the Positions menu.

2. Click the Explorer optio
The Position Explorer pa

Organizations

n.
ge displays.

e The organizational structure of the site or VISN; organizations currently mapped for the site.

e The organization tree contains the service line names with organization code and cost center code.
e To view the subordinate service lines, click an organization name.
e Ifan 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.

October 2011
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Positions

e Positions is a list of costed positions that are associated with the organization selected on the left
under Organizations.

¢ WebHR is not a position management system, so a position can be edited when it requires a fill or
change action.

Note: On the Position Explorer page, the columns can be sorted and additional pages of
records can be accessed. For more information, refer to page 92.

Selected Unit/Service Line Detail

The Selected Unit information is specific to the organization selected under Organizations.

Selected Unit

HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Network: 16
Station: 535
Code: 2570
Description: YHA Organization
Agency: YHA
Cost Center: 5431
T&L: 0

Selected Unit detail for Human Resources

Note: You may be able to view only one service. Other users may be able to drill down
to multiple services. The hierarchy is from the top down, so users at the top can
view organizations and actions for subordinate organizations.

Example: Medical Center Director can view the actions/hierarchy for all
organizations in the Medical Center.

3. Todrill down through the organizations (service lines), click the name of a service line.
The details of the selected organization and positions 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 magnifying glass icon Q to display the Positions Details page.

5. Click the green/yellow icon =¥ to display the Gain Request Submission page with Request Details
and Part B Information.
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Paid Menu

The PAID main menu relates to viewing the organizational structure of the facility. Explorer displays the
organizations (service lines) of the employees in PAID.

i 10 o e w ol < 2 3
%\/HEALTHCARE o i - &
(\Lalenl LEEMEIEE  United States Department of Veterans Affairs

WebHR Customer Edition

| Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

Search
Explorer

USER PROFILE Organizations ROFILE OPENED ALERTS
N i : A : VHA
e Level:vanc NO DATA RETURNED

Agent Type: Stafl HR Network: 16

Title: Technical Writer Station: 635
Phene: 000-000-0000 Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570
Email: one webhr user@va gov Duty Code:

Duty Code Flag: False

BULLETIN BOARD

WebHR

Welcome |

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 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 Customer Edition 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 Last Name, Occ Code, Pos No, or T&L (Time & Leave) and

click the binoculars icon ﬂ.
A list of all employees or employees meeting the criteria displays.

{k( HEALTHCARE [ A e

CELLIETIEY  United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

PAID Search

Explorer

PAID - EMPLOYEE LISTING

[BT] Last name: TR M Pos o M Tal M

Paid menu Search option page
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Iy
\(/HEALTHCARE

CGIEIIEL  United States Department of Veterans .Aﬂairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

PAID
PAID - EMPLOYEE LISTING
Last Narme: #A Oce Code | #M Pos No | # Tol | #

P. RECORDS -
-mmmm=
»¥ ADELVBL, YNUHR STUDENT TRAINEE (HR) 65 289 5 835 ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT 431
B¥ ALOxAR, LXPX HUMAN RES SPEC (EMPL BEN) 65 201 1 LE ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT a31
#® BFRUNDK. EXREC HUMAN RES ASST (REC/PLAC) 65 203 7 B35 ADMINISTRATIVE SERVICES HUMAN RESOURGES MANAGEMENT 31
5% DHUVKBL, KHICT SECRETARY (04) 65 318 8 035 ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT asi
»® DRAJCFD, ETHAF HUMAN RES SPEC (INFO SYS) 65 201 9 635 ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT a3t
#® eBCvrCE, vsBVE HUMAN RES SPEC (REC/PLAC) 65 201 1 LE ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT a31
»® GMCTTFF, COWTR ASST HUMAN RESOURCES OFCR 65 201 12 &35 ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT a3
5% GXIPIVY, POXUM HUMAN RES SPEC (REC/FLACY 68 201 11 035 ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT asi
»®  HEWLKSL, TLLNE HUMAN RES SPEC (REC/PLAC) 65 201 1 635 ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT a3t
5¥ HSVELUA, wuAGI HR SPEG (EMP REL/LAB REL) 65 201 i B35 ABMINISTRATIVE SERVICES HUMAN RESOURGES MANAGEMENT a31
88 HATRYNL, TFYEY HUMAN RES SFEC (REC/PLAC) 65 201 1 635 ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT aai
5% ICHVGRF, PWWEF FROGRAM SFECIALIST 68 301 12 035 ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT aai

123456703 10111213 141516 1718 18 20 . Last Fage |

PAID-Employee Listing page

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 92.

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

K“'/ 24
HEALTHCARE p - i
\lalent LRI United States Department of Veterans Affairs
/—__

PAID
PAID - STAFF DETAILS
Name ENOEHXCEFBMACEY IFFGOXQGSW [ o Jeion |
Sarvice Comp: 07182010 Q, 150480  Promotion Pending
Yaars Of Sanviee: |0 Change in Assignment Q150478 Promotion Approved
Retirement FERS e Q, 150478 Promotion Pending
Fegli Waived Q, 150477  Promotion Pending
Y
Mumber. 000000 Q, 150472 Reassignment  Pending
Oeaupation SOCIAL WORKER
Pay Flan: es v
Series 1885 Denial of WIG
Grade 12 Detail NT® LI
Ext of LWOP HTE
Step 01
Hours: 20
FTEE
Organization: SOCIAL WORK SERVICE
Cost Canter SOCIAL SERVICE
Cade: 8221.2260
Assignment o1
Time & Leave: 08
Work Site: =

PAID - Staff Details page

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

Click the magnifying glass icon Q“ to display the ARPA Request Details page for
the selected employee.
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Initiate an SF-52 from the PAID-Staff Details

1. Select an action from the Action Types drop-down list.
(Change in Duty Station selected.)

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

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

you initiate.

ARPA Request Submission Page

When a user is assigned the role of requester, the Action Requested By section is auto-populated and a list

of authorizers is provided from which to select an approver.

S0 & .
artment of Veterans Affairs

WebHR Customer Edition

| Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS
ARPA REQUEST SUBMISSION

Paosition
Number: 072350 Comp Level.[x22

g Pay Plan[GS Gade'[s  ¥]
Date: |mﬂg/znﬁ Date: | Propased Step:|01 Total Salary:[47448.0000

[Technical Writer

Title: Title: I Phone

ACTION: CHANGE IN DUTY STATION
Rutiorzed &

Mame- [WebHR Rguester. One Name Name W Pasition Title)| HUMAN RES SPEC (INFO SYS) -

Payl—
Basis’ !
Occ Code:|201

Basic|

Pay. [41563.0000

O wethR AgproverTwe

5

3 WebHR Approver Three thres. webhe approven®

O WetHR Approver Five

i
) WebHR ApproverSx NiA

O ebHR ApprovenSaven

Chief, Human
HTM Program . Qual Sldl— - l—
pl e Apiovet e Edlewl: [0
0 WeshR Agprover Four Einancial Offcer four, webhi zpprover@vagor  Approver Citizenship:| Vet Status:
e webh spprover@vagor  Approver
Specialist [Fome =]
FULL-TIME -
VISN 16 Deputy "
VISN 16 Workforce T <
Dev Manager SYeN S o S Bra T A Submit Request
Director
VISN 16 Chief

ol o e b Posiion | Foon |
Deputy, Chief

Human Resource (FT or PT - 20hrs) égg’::p”almn [sa312570
Network Director ="/ sserais@iasar Approver Sl:heduu[\e 50 Vice:!

VISN16 Networc

Medical Officer

[ L sgreweshaperergia oy Approver

) WetHR ApproverMine nine.webhr spprover@vz.ov  Approver

PART B
NAME 55N DOB  EFFECTIVE DATE
DRAJCFD, ETKAF  02727/2008
PART B FROM

HUMAN RES SPEC (INFO SYS) 072350  X22

PP OCC SERIES GRADE STEP  SALARY PAY BASIS BASIC PAY LOCAL ADJ PAY ADJ BASIC PAY OTHER PAY

@S 201 ? 01 47448.0000 1 41562.0000 5385 47443.0000 5885
‘ORGANIZATION NAME AND LOCATION

ADMINISTRATIVE SERVICES HUMAN RESOURCES MANAGEMENT

HUMAN RESOURCES MANAGEMENT

PART B EMPLOYEE DATA

VETPREF  TENURE AGENCY USE VETFREFRIF  WORK SCHEDULE AHNUITANT
2 2 HiA Y 1 FULL-TIME 9 NOT APPLICABLE
PAY RATE RETIREMENT SERVICE COMP DATE FEGLI PARTTIME HRS

o K FERS. 01/18/1988 Y5 Basic + Option B (5x} + Option G (5x} 80

Eff Date:
Lacal Adj [5885 i B;if [47448 0000 Other Pay [5885
Select Authorizing Official PART B POSITION DATA
AUTHORIZERS S(EESHVA Medical Center Oklahoma City, OK =
| | Name | _ Tile [ Ml ___lApproverType |
Posiion————— FLSA E —
3 WesHR approver,one KGS Contractor cre.webhraopover@va.cor  Approver Occupied: Category: E [ =

Functional ,—
Class

Yr Degree —
Attained

BusCode: 8688
Supv ,—
Status E

ARPA Request Submission page - requester role
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When a user is assigned the role of approver, the Authorized By section is auto-populated and a list of

requesters is provided from which to select a requesting official.

United States Department of Veterans Affairs

WebHR Customer Edition

ons | Paid | Alerts | Help | Log Off
REQUESTS

ARPA REQUEST SUBMISSION

ACTION: CHANGE IN DUTY STATION

Authorized By PART B TO
Mame: Name:| =R Az ver.Cne Name: WeHR User,One

Position|
-j072350
Title: [ Title: [Technical Writer Phane Number:
i . : Pay Plan [GS =
. - Proposed
Date: [10/9/2011 Date: | Ef b Step |01

Local Adj:|5885

Select Requesting Official

Comp Level: [X22
Grade:® |9 -
Total Salary:}47448 0000

Adj Basic

Py 174480000
ay.

Position Title:| HUMAN RES SPEC (INFO SYS) hd

P l—
Bas\as":’

Occ Code:|201

1
Basic|
Pay 41563.0000

Other Pay:|5885

PART B POSITION DATA

Duty
Station-

Posllmnl—
Occupied:
New l—
Position
Qual Sldl—
Used-’
Citizenship:

(FT or PT - 20hrs)

REQUESTERS

3 WebHR Resuester 0rs - KGS Contractor v Requester

{3 wesHR Asssesier Tws - HTM Program Analyst two webf
O3 s e e L Nz Dy
. Manager
Q) wetrRRzassien o VISN16 Network Director
VISN 16 Chief Medical
- Officer
Chief Financial Officer

22w Requester

Requester

«« Requester

O veer Requ

G wethi

/ Requester

sx.webhrequesier@vagev. Requester

Worky
Schedule/80

Select Authorizing Official

PART B
NAME SSN  DOB  EFFECTIVE DATE
DRAJCFD, ETKAF  02/27/2009
PART B FROM

HUMAN RES SPEC (INFO SYS) 072350 X22

PP OCC SERIES GRADE STEF SALARY PAY BASIS BASIC PAY LOCAL ADJ PAY ADJ BASIC PAY OTHER PAY

@S 201 Bl o 1 5885 5885
‘ORGANIZATION NAME AND LOCATION

ADMINISTRATIVE SERVICES HUMAN RE SOURCES MANAGEMENT

HUMAN RESOURCES MANAGEMENT

PART B EMPLOYEE DATA

VETPREF  TENURE

AGENCY USE VETFREFRIF  WORK SCHEDULE AHNUITANT

2 2 HiA Y 1 FULLTIME 9 NOT APPLICABLE
PAY RATE RETIREMENT SERVICE COMP DATE FEGLI PARTTIME HRS
o K FERS. 017118/1989

Y5 Basic + Option B (5x} + Option C [5x} 80

FULL-TIME hd

|VA Wedical Center Oklahoma City, OK

FLSA

oy |

Regraded  —
Paosition

Ed Level: D

Vet Status:

Appropriation l—
Code- 84312570

P
Vice: A
Submit Request

1A Position

Functional [————
Class

i Degree [
Attained

BusCode: (8888
Supv ,—
Status 0

ARPA Request Submission page - approver role
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When a user is assigned only the role of preparer, lists of authorizers and requesters are provided from
which to select an approver and a requester.

United States Department of Veterans Affairs

WebHR Customer Edition

Positions | Paid | Ale Help | Log Off
REQUESTS

ARPA REQUEST SUBMISSION

ACTION: CHANGE IN DUTY STATION

Requested By Authorized By PART B TO
Mame- Name Name W Pasition Title)| HUMAN RES SPEC (INFO SYS) -

Position | Pay|

Nurmber 1072350 Comp Level:[x22 o]

Pay Plan[GS ¥ Grade: [9 =] Oce Code:fom

Date: [10/9/2011 Date: | Proposed Step:[01 Total Salary:[47448.0000 Basicl11z63 0000

Eff Date: Pay:

Adj Basic 1
Local Adj: 5885 Pay [47448 0000 Other Pay:|5885
Select Requesting Official PART B POSITION DATA

REQUESTERS smﬁi:'v”‘ WMedical Center Oklahoma City, OK =l
Pasltmnl— FLSA
Occupied: Category: E IA Position:
MNew l— Regraded l— Functional
Position Position Class
Qual Sldl— . l— Yr Degree ,—
Used: Sl o Attained
Citizenship| Vet Status:
Appropriation [z )
(FT or PT - 20hrs) Code- 84312570 BusCode: 8688

! FULL-TIME - ) _l—N/A Supr
Schedule/80 R Status 0
Select Auhorzing Offcial
AUTHORIZERS

L oogite T Mail ____/ApproverType|

Title: I Title: I Phone

Title

3 WebHR Resuester r= - KGS Contractor v Requester

() WebHR Reguzzier Two - HTM Program Analyst Requester

3 —— VISN 16 Workforce Dev
T Lanager

2 webHR ResussieFowr VISNA6 Network Director  founweshr ecusstergvz cov Requester

O wesin VISN 16 Chief Medical

Officer
{2 wenR Rezvesier Sx Chief Financial Officer

r@vagev Requester

¢ Requester

Five

Requester

3 WebHR Approver.One KGS Contractor o webhr approv Appraver
Chief, Human
WebHR Approver,Two f twa webhrspprover@vager  Approver
e Sl Resources PP
HTM Program
WebHR Agprover Thres three webbr spprover@va.cov  Approver
[] o Anayst op = App

Deputy, Chief
Financial Officer
Human Resource
Specialist

VISH 16 Deputy
Netwaork Director
VISN 16 Workforce
Dev Manager
VISN16 Network

3 WenHR Approver,Four four webhr spprover@va.gor  AppIOver

D wetHR ApproverFive fwe webhrapprover@vagov  Approver
) WetHR ApproverSx sxwsbhrappover@vagey  Approver
3 WebHR Approver. Seven seven wethrapprover@va.gev Approver

Q) WebHR Approver Eight sght wethrspprover@uzgoy  Approver

Director
) WetHR ApproverMine :\"Alesdr\:c;[\; gmh':;r nine.webhr approver@vz.ov  Approver
PART B
NAME SSH  DOB  EFFEGTIVE DATE
ORAJCFD, ETKAF  02127/2009
PART B FROM

HUMAN RES SPEC (INFO SYS) 072350  X22
PP OCC SERIES GRADE STEP SALARY PAY BASIS BASIC PAY LOCAL ADJ PAY ADJ BASIC PAY OTHER PAY
@s 201 El o 1 5885 5885
‘ORGANIZATION NAME AND LOCATION
ADMINISTRATIVE SERVICES HUMAN RE SOURCES MANAGEMENT
HUMAN RESOURCES MANAGEMENT

PART B EMPLOYEE DATA

VETPREF  TENURE AGENCY USE VETPREFRIF  WORK SCHEDULE AHNUITANT
2 2 HiA ¥ 1 FULLTIME 9 NOT APPLICABLE
PAY RATE RETIREMENT SERVICE COMP DATE FEGLI PARTTIME HRS
o K FERS. 0111811988 Y5 Basic + Option B [5x} + Option C (5x) 80
Al »

ARPA Request Submission page — preparer role

3. Review the ARPA Request Submission page.
Verify the information.
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Requested By and Authorized By

4.

For Requested By, click the right arrow icon @ (o the leftof a requesting official name.

Requested By is populated.

For Authorized By, click the right arrow icon @ 1o the left of an authorizing official name.

Authorized By is populated.

Note: If a preparer also has requester and approver roles, the Requested By and

Authorized By fields auto-populate with the preparer’s name. A different approver
can approve the SF-52, if the selected approver is not available, but include a note

indicating the change.

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.
The Proposed Eff Date is a required field.

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

¢ 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

4
Su Mo
27 28

4

17 18
24 25
1 2

3
10 12 13

April, 2011
Tu We Th

29 30

5 6

19 20
28 27
4

31

7
14
21
28

5

Fr
1
8
15
22
29

4

Today: June 12, 2011

3

Pop-up Calendar

Part B To and 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 14.
8. Change/update the information, if necessary.

9. Click the Submit Request button.

Information pop-up displays.

X

:{) Proceed with Request Submission.
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Proceed with Request Submission pop-up

10. Click the OK button.
If the Proposed Eff 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.

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

12. Click the OK button again.
ARPA Request Details page displays.

/ HEALTHCARE *f 4
WU United States Department of Veterans Affairs
WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS
ARPA REQUESTDETAILS
@, 5 #PART A #PART B #PART D #PART E [Hattachments
REQUEST DETAILS LOG ITEM ENTRY FORM ROUTING LOG
Request Number: 150481 Enter ftem Text. Duration
Action Type: Change in Duty Station :I e o BB 7T/D 610N
Status: Pending
Proposed Eff Date: 07/08/2011 ¥
Days In System : 0
Affected Employee: AKBCTJENNEAFEQE WIMICNFEDY. Submit Log Entry
Assigned to: € Unassigned
Process Unit: Classification CHANGE STATUS REQUEST LOG
Status Types: [Select.. x| T
MILESTONES Status Change Reason e amedlin Routing Event
Entered System: 07/06/2011 ;I Ela=iranon
Opened in HR: Request Submitied By Request Entered into|
Completed/Terminated: o Bl e
El
Submit Status Change

ARPA Request Details page

13. To continue in the ARPA Request Details page, refer to page 16.

Explorer Option

1. Open the PAID menu.
2. Select the Explorer option.
PAID Explorer page displays the organizations and employees to which you have access.
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Z"\";
\(/HEALTHCARE oo f

ER
NGRLEEIEL  United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
PAID EXPLORER Search

UNITEXPLORER Expiorer

Organizations
g LI
Organizations Employees
[ Name Occupaion | Pos.# PP Series
=]
[E JoFFICE OF DIRECTOR 5401 2500 € AKBCTJENMEAFEQE WMJCNFEDY)  HR ASST (INFO SYS/0A) 044814 GS 203

[Bom 1971-4300
[V ER NS CANTEEN SERVICE 2550.5608 € FRAVXIPYBCAXYXB EXYKEEJDY HUMAN RES SPEC (REC/PLAC)  03B39A GS 201

[E3vi5H CONTRACTING 6442 2700 € NWPRJRIODGOOHM URGHWKYXGA  HUMAN RES SPECILABOR REL) 090670 GS 201
=]
[Evisn DiReCToRS oFFice 6522700 € RYAKCKBHOHMKNAE,UMCOMUDGDO  HUMAN RESOURCES SPEC 000000 GS 201

€ TWNFGKVOWHBMCBH JLURPMBXEX  HUMAN RES SPEC [REC/PLAC) 030034 GS 201
€ VSWGEGGIDYNNIOJS MORUBILKSH STUDENT TRAIMEE (HR) 00000T GS 299
LI € XWOMUDYTYHRY VIl GDXMNKILG HUMAN RES SPEC{LABOR REL) 021810 GS 201

HUMAN RESOURCES AND DEVELOPMENT 8431.2570 [N

Network: 16

Agency: vHA
Cost Center: 8431
T&L:0

u o o

PAID>Unit Explorer page

Organizations

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

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

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

Service Line Detail

When an organization is selected, information about the organization displays on the lower left side of the
page.
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HUMAN RESOURCES AND DEVELOPMENT 8431.2570

Network: 16
Station: 535
Code: 2570
Description: “YHA Organization
Agency: VHA
Cost Center: 5431
T&L:0

Service Line detail for Human Resources

To drill 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.

Click the head icon € to view an employee’s PAID information and to initiate a SF-52.
PAID-Staff Details page displays.

Y

( HEALTHCARE i il

SGEEIEIEL  United States Department of Veterans Affairs
PoesN \WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
PAID
PAID - STAFF DETAILS

EMPLOYEE ACTION TYPES HISTORY
Name FRAVXIPYBCAXYXE, EXYKEELDY [ T0 Taetion ]

C, 150461 Promotion Pending

Service Comp:  08/08/1881

“Years OF
Service:

23
Refirement  FULL CSRS

Fegli iif\w Option B {2x) + Option A + Option C
POSITION
Number: 038354

Qocupatian: HUMAN RES SFEC (REC/FLAC)

Pay Flan: [ sl
e 201 Ext of LWOP NTE hd

Grade: 12 Start Request For Action

Duty FULL-TIME
Hours: 20

ORGANIZATION

ADMINISTRATIVE SERVICES HUMAN
" RESOURCES MANAGEMENT

Crganization:

CostCanter  HUMAN RESOURCES MANAGEMENT
Gode: 84312570
Assignment 00

Time &

133
Leave:

Work Site: €35

PAID-Staff Details page

5. Toinitiate an SF-52 from the PAID-Staff Details page, refer to page 41.
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Organizations Option

1. Open the PAID menu.

2. Click the Organizations option.
PAID - Organization Listing page displays.

CLLOITINL  United States Department of Veterans Affairs
—— WebHR Customer Edition

| Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

Search
Explorer
USER PROFILE Organizations PROFILE OPENED ALERTS
Name: WebHR User.Cne Agency: VHA
Role: Preparer Level: VAMC
Agent Type: Staff HR Network: 16
Title: Technical VWriter Station: 635
Phaone: 000-000-0000 QOrganization: HUMAN RESOURCES AND DEVELOPMENT 8431 2570
Email: one webhr user@va.gov Duty Code:

Duty Code Flag: False
BULLETIN BOARD

WebHR

Welcome !
WARNING
This U.5. 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 meonitoring and no expectation of privacy. Misuse of, ized access to, or p ized access to this system will resuit in

administrative disciplinary action and/er criminal prosecution as appropriate.

PAID menu>Organizations

WebHR Customer Edition

ons | Paid | Alerts | Help | Log Off

ORGANIZATION LISTING

[CCCodelOrgCodel — Orgamization | CosiCemer ________ [Station __Type __IPID]
8431 2570 HUMAN RESOURCES AND DEVELOPMENT 8431 2570 HUMAN RESOURCES AND DEVELOPMENT 84312570 63  Costcenter 2500
8401 2500  OFFICE OF DIRECTOR 8401.2500 OFFICE OF DIRECTOR 63  Organization 17
8615 2760  HEALTHCARE TALENT MANAGEMENT 86152760 HEALTHCARE TALENT MANAGEMENT 8615-2760 63  Organization 17
8401 2700 VISN DIRECTORS OFFICE 8652-2700 VISN DIRECTORS OFFICE 8652-2700 635 Organization 2570
8441 2500 AMMS 84412690 LOGISTICS 598 Costcenter 0
8281 2500  SUPPLY PROCESSING 8281 2500 SUPPLY PROCESSING & DISTRIBUTION SECTION 598 Organization 0
1971 4300 OIT 19714300 OIT 19714300 8%  Costcenter 2570
8990 5609  VETERANS CANTEEN SERVICE 8990-5609 VETERANS GANTEEN SERVICE 89905609 83  Costcenter 2570
8401 0000  ASSOCIATE DIRECTOR 84010000 ASSOCIATE DIRECTOR 63 GenericUnit 17
8421 2540  FISCAL SERVICE 84212540 FISCAL SERVICE 635  Organization 2500
8441 2590 ACQUISITION & MARKETING 8441.2590 ACQUISITION & MARKETING 635 Costcenter 2500
8244 2616 CHAPLAIN SERVICE 82442516 CHAPLAIN SERVICE 835 Costcenter 2500
8501 2530  ENGINEERING SERVICE 8012630 ENGINEERING SERVICE 835  Costcenter 2500
8511 2530  PLANT OPERATIONS & LEASES 8511.2530 PLANT OPERATIONS & LEASES 8%  Organization 2530
aaat  2g30  CCURRING MAINTENANCE & STATION APPROVED PROJECTS - peciRRiG MAINTENANGE & STATION APPROVED PROJECTS 635 Organizalion 2530

Organization Listing page

¢ On the Organization Listing page, the columns can be sorted. For more information, refer to page 92.

e The Organizations option contains a list of organizations with each respective CCCode, OrgCode,
CostCenter, Station, Type, and PID.

e The list is used as a reference when preparing an SF-52; The Appropriation code is made up of the
CCCode (CostCenter Code) and the OrgCode (Organizational Code).

Note: If you need to add items to the Organization Listing, contact the local WebHR
Administrator.
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Alerts Menu

The Alert menu is used to send and view alerts; alerts are a method of correspondence internal to
WebHR.

A

Q/HEALTHCARE oo 4 2 e st g0 e

OO United States Department of Veterans Affairs
WebHR Customer Edition

| Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

USER PROFILE ‘ORGANIZATIONAL PROFILE OPENED ALERTS
N; 2 WebHR User,Or As :VHA
;:::: F';Eapararser " i’fe’l’: VAMC N o DATA RETU RN ED

Agent Type: Staff HR Network: 16
Title: Technical VWriter Station: 635
Phaone: 000-000-0000 QOrganization: HUMAN RESOURCES AND DEVELOPMENT 8431 2570
Email: one webhr user@va.gov Duty Code:

Duty Code Flag: False

BULLETIN BOARD
WebHR
Welcome !

WARNING

This U.5. 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 menitoring and no expectation of privacy. Misuse of, unauthorized access to, or attempted unauthorized access to this system will resuit in
administrative disciplinary action and/er criminal prosecution as appropriate.

Alerts menu

About Alerts

OPENED ALERTS

|| Sender |

MHPKQVL, ARPA Routing: Request Mumber 150502 Routing Maote: test

GBOCH assign
MNHPKQVL, i
L] GBOCH This is a test message

Opened Alerts

o WebHR does not automatically send an MS Outlook email; but you can send an 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.

o 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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Send Option

Use the Send option to send a notice to any manager listed on the Alerts page.
1. Open the Alerts menu.

2. Click the Send button.
Alerts page displays.

N

/ HEALTHCARE <o fpgctioee f r
(\P‘E"! RSB United States Department of Veterans Affairs
WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
ALERTS Send
e R e ranizaon
=1 WebHR User.Eight MEDICAL RECORDS ADMINISTRATOR, HIMS PATIENT ACCOUNTS 8457 2500 Manager_Assistant
(=1 WebHR User Five CHIEF ACCOUNTANT FISCAL SERVICE Manager
=1 WebHR User.Four SUPERVISORY POLICE OFFICER 2 POLICE SERVICE Manager_Assistant
[=1 WebHR Liser,Nine SUPERVISORY PHARMACIST 1 PHARMACY SERVICE Manager
=1 WebHR User.Ore AMM | Contracting Officer AMMS 8441 2590 Manager
[=1 WebHR User Seven Program Support Asst ENGINEERING SERVICE Manager_Assistant
[=1 WebHR User.Six Associate Director of Patient Care Senices LAWTON-FT SILL CBOC 5204 2067 Manager
[=1 WebHR Lser. Three GEN PRACTICE, PHYSICIAN (REGULAR FT) AMBULATORY CARE EMERGENCY AND CBOCs Manager_Assistant
[=1 WebHR User. Twa Technical Writer HUMAN RESOURCES AND DEVELOPMENT Manager

Alerts>Send option

3. Click the envelope icon (=1 to select a manager or Manager_Assistant.
The selected recipient’s email address displays in the To: box.

To: IOne WebHR User@va.gov

Message: :I

Send Alert

Send option, Message box

4. Type your message in the Message: box.

5. Click the Send Alert button.
The message displays on your WebHR Home page in Opened Alerts.

Note: There is no notification to indicate a message was sent; however, the sent alerts all
display in the Alerts menu under View.
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View Option

Use the Alerts>View option to display all the alerts you send and receive. Sent alerts display on the
receiver’s homepage only when the receiver is logged on to WebHR.

! i < v 28 : wh aii’

%/HEALTHCARE : oo Il s
NG IEL  United States Department of Veterans Affairs
Pl \VchHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

Mew Alerts Received
No Data Returned
Alerts Sent
Alor RoquestID
ARPA Routing: Request Number 150462 Routing Mote 6/13/2011 11:41:30 AM 150462
ARPA Routing: Request Number 150469 Routing Note: 6/14/2011 2:24:23 PM 150469
ARPA Routing: Request Number 150105 Routing Mote 71712011 12:00:29 PM 150105
Alert test 7/25M11 7/25/2011 5:04:20 PM 0

Alerts>View page

Note: WebHR Customer Edition does not use MS Outlook messaging to send messages
to a requesting or approving official. At some WebHR locations, users determine a

local process of how to advise requesting or approving official of any necessary
action on an SF-52.
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Help Menu

The Help menu contains documents to assist you with the use of WebHR Customer Edition.

/ HEALTHCARE : § % e
(\T_ilﬁm LOCEIEE  United States Department of Veterans Affairs
D=l \VcbHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

Documents * | Test Upload.txt

achment.doc

USER PROFILE
Name: \WebHR User.One
Role: Preparer
Agent Type: Staff_HR
Title: Technical Writer
Phone: 000-000-D000
Email: one webhr user@va gov

‘ORGANIZATIONAL PROFILE

Agency: VHA
Level: VAMC
Network: 16
Station: 635

Organization: HUMAN RESOURCES AND DEVELOPMENT 8431.2570

Duty Code:

BULLETIN BOARD

Duty Code Flag: False

NO DATA RETURNED

WebHR

Welcome !
WARNING
This U.S. Government computer system contains sensitive information and is for official use unly Activity on this system |5 monitored. Use of this system constitutes your
unconditional consent to such monitoring and no expectation of privacy. Misuse of, ized access o, or p horized access to this system will result in

administrative disciplinary action and/or criminal prosecution as appropriate.

WebHR Customer Edition with the Help menu open

Documents Option

Open the Help menu.

Select a document title.

Open the document.

Save the document to your computer.

e

-

B [ U-ahex x4

" A A |»

Fin) Normal ¥ o - O] = WebHR Test_Attachment docfi]doc [ M= 513
=" Home lnsert  Pagelayout  References  Mailings Review  View GetStarted  Acrobat &
= Calibri 1

Paste — ; > Quick Change || Editing
- J 4 - A. &.' A A ]) = —_ 2‘ Tr Styles = Styles =
Clipboard = Font Paragraph Styles
(R R R A B IR | ERENREEE TN EERN KXY
= a
Testpapery

WebHR_Test Attachment.doc
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Log Off Menu

Click the Log Off menu.

W}'Ml United States Department of Veterans Affairs

WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
HOME

WebHR Customer Edition>Log Off

WebHR returns to the | Acknowledge Warning page.

%\ 1o " o, n A ; 3 >
\(/ HEALTHCARE o figoctions jhalpg) he

Py

CULLEIEIEL  United States Department of Veterans ;\ﬂairs
—— WebHR Customer Edition

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, unauthorized access to, or attempted unauthorized access to this system will result in
administrative disciplinary action and/or criminal prosecution as appropriate.

| Acknowledge

WebHR Customer Edition Warning page

October 2011
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Working on a Request for Personnel Action

Initiating an SF-52 for Recruitment

Requests>Add New

A service line manager uses the Requests>Add New option to create a recruitment action. There is no
data automatically pulled into the Gain Request Submission from the PAID system, because no employee
is linked to a recruitment action.

1. Open the Requests menu.
2. Click the Add New option.

\(/HEALTHEARE

The Action Types display in a list of all actions for a request.

more information, refer to page 92.

Tices fo so wh —

2 o
NCLLLEITEIEL  United States Department of Veterans Affairs

REQUESTS

WebHR Customer Edition

ARPA - NEW REQUEST SUBMISSION

ACTION TYPES

Select Action Type from the list below.

»% Changs

@ Change in Duty Station
»# Change in Work Hours
@ Change to Lower Grade
2 Conversion

@ Death

% Loss to Another station
2 LWOP

+® Pay Adjustment

& Promation

% Quality Increase

& Reassignment

2 Recruitment

% Resignation

2 Retirement

» Return to Duty

@ Suspension

% Appointment

2 Detail NTE

»¥ Ext. of Appt NTE

@ Ext. of Detail NTE

2 Promotion NTE

@ Removal

Description
Changes an element documented on an employee's personnel record.

A personnel action that changes the wark site (e g . city/town) for an employee.
A personnel action that changes the number of hours that an employee is scheduled to work.
A personnel action that moves an emplayee ta a position at a lower grade.
Action to convert to another appointment type.

A separation action to remove employee from the rolls because of death_
Removes employee from rolls

Action Places Employee on Leave Without Pay

Action Adjusts Employee Pay

A personnel action that changes the employee to a higher grade level.

Gives employee steps

Action Reassigns Employee

HR Action

Action Resigns an Employee

Action Retires an Employee

Action Returns Employee to Duty

Suspends emplayee wio pay

Any personnel action that bring an individual onto the rolls of the agency.

A temporary assignment ta a different position for a specified period of time.
HR Action

HR Action

HR Action

HR Action

ARPA New Request Submission (for Recruitment) page

you initiate.

3. Click the green/yellow icon =*# next a Recruitment action type.

Gain Request Submission page displays.

Note: On the ARPA-New Request Submission page, the columns can be sorted. For

Note: The request submission pages that display vary depending on the type of action
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When a user is assigned only the role of preparer, lists of authorizers and requesters are provided from
which to select an approver and a requester.

‘V\ i 55 2

)
/ HEALTHCARE
\lalem LR United States Department of Veterans Affairs

WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS

GAIN REQUEST SUBMISSION
Request Details Part B Information

Action Recruitment = Position Title:] ACCOUNT PAYABLE TECHNICIAN -

Requssted: li Position Number:|A12342 Comp Level: Pay Basis|
E;‘s?seu = Pay Plan;]AD = Grade:, Occ Code|

step Tota Salry: Basic Pay:
Name: Local Adj Adj Basic Pay’| Cther Pay|

Title: I PART B POSITION DATA
Date: 101072017 Duty Station:| VA Medical Center Oklahoma City, OK hd
ApprCode:[8431 2570
Org|HUMAN RESOURCES Al
Select Requesting Official OrgCode:|2570 Tmreg

REQUESTERS

CCCode- 8431 CC|HUMAN RESOURCES Al

Title

3 WethR Recussterore - KGS Contractor

ApproverType
@vscov  Requester (FT or PT - 20hrs

)
s Work | FULL-TIME &2 Vice:[Vacant
chedule
Submit Request

{3 wesRRzsene Tws  HTM Program Analyst twa wasnrrequestargvz 2ov - Requester

© e e ees SN 16 Workforce Dev
= ™ Manager

D) WetHR Reauesier Four VISN16 Network Director  four washrrazu
VISN 16 Chief Medical

uester@va gov Requester

= Requester

2 weshR Rex Fve ocor five.webhr sov Requester
2 wetHR ResuemtrSx  Chief Financial Officer sxmebhr esuesisr@vzgon Requester
ACTION AUTHORIZED BY

Name:

Title:
Date:

Select Authorizing Official

AUTHORIZERS
L Tile [ Mail ___lApproverType

) WebHR Approver,One KGS Contractor sreweshrasoover@vacov Approver
0 web Approns I AT e g £
Resources
HTM Program
VIEBHR Approver Three. thres webhr spprover@va.gov | Approver
© L Analyst i i 2

Deputy, Chief
Financial Officer
Human Resource
Specialist

VISN 16 Deputy
Network Dirsctor
VISN 16 Workforce
Dev Manager
VISN16 Network
Directar

) WebHR Approver,Four fourwebhespprover@va.gor  Approver

Q3 wetHR ApproverFive Appraver

=2 wabhr 3ppravs

) WebHR ApproverSx Approver

D WesHR Approver,Seven seven wethraporover@va.gov ADPIOvEr

D) WebHR Approver Eight sight wthrapprover@va gy Approver

) WebHR Approver,Nine x’ﬂlgdr\:c;l\i gﬂihlcena'r nine.webhr spprover@vz.gov  Approver
3 WebHR ApprovenTen gl;if:manc\a\ ten et approver@vagay  Approver

Name: HR User, One

FOR ADDITIONAL INFORMATION CALL

Phone:

Gain Request Submission (for Recruitment) page — preparer role

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

5. The Proposed Eff 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.
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41112011

4 April, 2011
Su Mo Tu We Th
77 2 29 30 31
3 4 5 6 7
10 12 13 14
17 18 19 20 21
24 25 26 27 28

1 2 3 4 5

Fr
1
8
15
22
29

4

Today: June 12, 2011

3

Pop-up Calendar

6. For Action Requested By, click the right arrow icon @ tothe leftof a requesting official name.

Action Requested By is populated.

7. For Action Authorized By, click the right arrow icon @ 1o the left of an authorizing official name.

Action Authorized By is populated.

Note: If a preparer also has requester and approver roles, the Requested By and
Authorized By fields auto-populate with the preparer’s name. A different approver
can approve the SF-52, if the selected approver is not available, but include a note

indicating the change.

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

8. Change/update the contact information, if necessary.
user can change this information.
9. 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 34.

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

M

:{/ Proceed with Request Submission.

Cancel

Proceed with Request Submission pop-up

11. Click the OK button.

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

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

%; 20 / der ; o ¢ 3 3 .. o
\(/ HEALTHCARE v practices for Thosewh il

i .
SR EIEE  United States Department of Veterans Affairs
—— WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS

GAIN REQUEST SUBMISSION
The Request has been successfully submitted.
Request #: 150493 Request Type: Recruitrment
Wiew Request Details
Edit Request
Wiew SF 52
Subrnit New Request

LN L

Requests-New Request Form (Gain)>Submission Complete page
14. 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 Q to view request details.
b. Click the pencil icon & to edit the request.

c. Clickthe 52 icon | to view the completed SF-52.
An example of a completed SF-52 is on page 96.

d. Click the green/yellow icon »# to submit a new request.
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Initiating an Action for an On-board Employee

Requests>Add New

Use the Requests option to create an action for an on-board employee, such as Promotion.
1. Open the Requests menu.

2. Click the Add New option.
The Action Types display in a list of all actions for a request.

Note: On the ARPA-New Request Submission page, the columns can be sorted. For
more information, refer to page 92.

2:“‘ Aen el

7 HEALTHCARE ceigcioes f
(\Ialem REEMUEE  United States Department of Veterans Affairs
WebHR Customer Edition
| Paid | Alerts | Help | Log Off
REQUESTS
ARPA - NEW REQUEST SUBMISSION
ACTION TYPES
Select Action Type from the list below.
[ Adion J ____________________ Descripton _________________________|
@ Change Changes an element documented on an employee’s personnel record.
@ Change in Duty Station A personnel action that changes the work site (e.g., city/town) for an employee.
@ Change in Work Hours A personnel action that changes the number of hours that an employee is scheduled to work.
@ Change to Lower Grade A personnel action that moves an employee to a position at a lower grade.
@ Conversion Action to convert to another appointment type.
@ Death A separation action to remove employee from the rolls because of death
% Loss to Anther station Removes employee from rolls
@ LWOP Action Places Employee on Leave Without Pay
»® Pay Adjustment Action Adjusts Employee Pay
@ Pramotion A personnel action that changes the employee to a higher grade level
@ Quality Increase Gives employee steps
@ Reassignment Action Reassigns Employee
@ Recruitment HR Action
@ Resignation Action Resigns an Employee
@ Retirement Action Retires an Employee
@ Return to Duty Action Returns Employee to Duty
+@ Suspension Suspends employee w/o pay
@ Appointment Any personnel action that bring an individual onto the rolls of the agency.
@ Detail NTE A temporary assignment to a different position for a specified period of time.
+@ Ext. of Appt NTE HR Action
s@Ext_of Detail NTE HR Action
2 Promotion NTE HR: Action
»® Removal HR Action
Iy ey e

Requests>Add New>ARPA-New Request Submission page

3. Click the green/yellow icon =® next to a Promotion action type.
An Employee list displays.

& g Tices fo 2o wh (& ] ¥ vE
WELEEMIEL  United States Department of Veterans Affairs

WebHR Customer Edition

| Paid | Alerts | Help | Log Off

REQUESTS

ARPA - NEW REQUEST SUBMISSION
)

Last Mame

ARPA-New Request Submission>Employee (Promotion) page
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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 in your service line with the entered last name display; there may be one or many.

Note: Using Enter on the keyboard does not initiate a search from this page, instead a

message displays indicating no records are found.

% : el ; > i
\(/HEALTHCARE oo 2 o S b (& e

NULIITIEL  United States Department of Veterans Affairs
—— WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS

ARPA - NEW REQUEST SUBMISSION
G

Last Mame: |b

STATION 635 PAID RECORDS

Employee Organization
¥ BMRADHVPCPCSFYT YCTIKGLI OFFICE OF DIRECTOR
% BEJKMPFDOOGROECF GHHALPXYCA  VETERANS CANTEEN SERVICE REGION S
% BYFTIRMARBNRYFE,QGPFOWYOVE VETERANS CANTEEN SERVICE REGION @
% BNJFMLBCXAVHHAP GLATUWCRFL  ADMINISTRATVIE SERVICES FISCAL SERVICE

¥ BILEDLEVBVKT LA ILOEBHRPFS ADMINISTRATIVE SERVICES ENVIRONMENTAL MANAGEMENT SERVICE,
+® BMYLITERWUXNEWW,YTTKYBDVEL ALLIED HEALTH SERVICES PHARMACY ERVICE

#® BNOEHXCEFBMACEY.IFFGRXRESI  SOCIAL WORK SERVICE

5% BMGGRHKOHVIGWMU APHNOWPOMT PATIENT CARE SERVICES

¥ BUDSLIOCXOLPRICWVULF GWWHNY,  PATIENT CARE SERVICES

ARPA-New Request Submission-Employee selection 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 (ARPA Request Submission) displays with the Part B, Part B From, and Part B

Employee Data sections auto-populated with current data from PAID.
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When a user is assigned only the role of preparer, lists of authorizers and requesters are provided from

which to select an approver and a requester.

[

United States Department of Veterans Affairs
WebHR Customer Edition

wh

e Maragenen

Home | Reque Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS
ARPA REQUEST SUBMISSION

ACTION: PROMOTION

Name:’ Name: Name: WetHR User,One

Title: I Title: I

Phone:
Date: [10/9/2011 Date: | E,'fg;f:d

Select Requesting Official

REQUESTERS
| Title | Mail____[ApproverType|

) wetkRResuemzone  KGS Contractor arewsttrresuester@va.cov Requester
Q) wetkA Re 7w HTM Program Analyst two weshrrequestergva,zov - Requester
O et (SN WD | et
rFour VISN16 Network Director « Requester

VISN 16 Chief Medical
o + Requester
Chief Financial Officer Requester

Select Authorizing Official

UTHORIZERS
[ Twe i [hpproveriype

2bHR Approver, KGS Contractor erewebhrapprover@va.cov  Approver
) WetHR ApproverTwe gz‘;‘; Z‘;’;‘a” twa Wbt sepvegvassy  Approver
) stHR Agprover Thres Rzmvztmgram t bhr spprover@va.gov  Approver
D) WebHR ApproverFour gf‘:‘:":’a Icgi;fce’ four webhr zpprover@vagey  Approver
D WetHR ApproverFus ::rgncalghz\tesource five wethr approver@vagov  Approver
s VSISO i e
D wesHR Approverseuen E’;E%ﬁ;’:g”ww seven webhrspprover@va.gov Approver
O e VISV e
D A WO

PART B
NAWE $SN  DOB  EFFECTIVE DATE
BAJCYRL, UXTBP  10/2112008
PART B FROM

PRACTICAL NURSE 000000  X01

PP OCC SERIES GRADE STEP SALARY PAY BASIS BASIC PAY LOCAL ADJ PAY ADJ BASIC PAY OTHER PAY

G5 620 E o1 o o 0
‘ORGANIZATION HAME AND LOGATION

PATIENT CARE SERVICES

HURSING SERVICE
PART B EMPLOYEE DATA

VETPREF  TENURE AGENCY USE VET PREF RIF WORK SCHEDULE ANHUITANT

9 HOT

1 5 WA ] 1 FULL-TIME e
PAY SERVICE COMP.
Rate  RETIREMENT Tor FEGLI PART TIME HRS.

B I _— (zsilaasm+ommn B{5x) +Option A+ Option C g

Authorized B PART BTO

Position Title:| PRACTICAL NURSE hd
Paosition | Pay|
o 000000 Comp Level:[X01 Basis: D
Pay Plan:|GS » Grade: |3 hd Occ Code:|620
Basic
Step:[01 Total Salary:|25480 0000 Pay. 125480.0000

Lacal Adj [0 i B;s;f [25480 0000 Other Pay-[o
PART B POSITION DATA

SIEESL:lvA Medical Center Oklahoma City, OK |
Ozﬁ:g‘ E:ﬁ:;ory: N 1A F’o.smon:
Postion emtion s
S e F e

Citizenship:

(FT or PT - 20hrs)

o FULTME T
or
Schedulel80

Vet Status:
Appropriation
Code- 8241.2130

Vice®! A
Submit Request

BusCode: [1272
0

Supy
Status

ARPA Request Submission (Promotion) page — preparer role

6. For Requested By, click the right arrow icon o
Requested By is populated

to the left of a requesting official name.
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7. For Authorized By, click the right arrow icon @ 1o the left of an authorizing official name.
Authorized By is populated.

Note: If a preparer also has requester and approver roles, the Requested By and
Authorized By fields auto-populate with the preparer’s name. A different approver

can approve the SF-52, if the selected approver is not available, but include a note
indicating the change.

8. 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.

9. The Proposed Eff 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

3 4 5 6 7 8 9
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

10. 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 14.

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

Windows Internet Ex| %]

:{/ Proceed with Request Submission?

Cancel |

Proceed with Request Submission pop-up
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12. Click the OK button.
If the Proposed Eff 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.

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

14. Click the OK button again.
The ARPA 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.

' 20 A U Ee o & £ £
Xk/HEALTHCARE cu feections (0ol f
(\Elenl LERMAEL  United States Department of Veterans Affairs
P sl \WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS
ARPA REQUEST DETAILS
Q9 § #PART A #PART B #PART D #PART E [Elattachments
REQUEST DETAILS LOG ITEM ENTRY FORM ROUTING LOG
Request Number: 150471 Enter ltem Text. Cleared
Action Type: Promotion s
Contact: WebHR User,One -
Contact Phone: 000-000-0000
Status: Pending
Proposed Eff Date: 07/05/2011 j
Days In System : 0 ~
Affected Employee: BMGGRHKOHVIGWMU APHNQWROMT Submit Log Entry
Assigned to: € Unassigned
Process Unit: Classification CHANGE STATUS REQUEST LOG
Status Types: | Select... hd
MILESTONES Status Change Reason Request Rouled to:
Entered System: 06/27/2011 LI Ela=kicaiiany
Opened in HR: :i‘;:?ui‘rb;:u R
Completed/Terminated: = =
H
Submit Status Change

ARPA Request Details page

To complete the submission of an SF-52 from the ARPA Request Details page, refer to Requests on page
16.
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Editing an SF-52 Request

Requests>View

You can correct or edit an SF-52 from the ARPA Request Editing page. Use the ARPA Request Editing
page to add/change information in Parts A, B, D, E, and Attachments.

1. From the ARPA Requests page under Options, click the pencil icon 7 to edit the selected request
(action).
The ARPA Request Editing page displays.
2. Click the magnifying glass icon < to view the ARPA Request Details page.
. . 5 . . -
3. Click the 52 icon 2| to view the SF-52 in official format.
An example of a completed SF-52 is on page 96.
4. Click the paperclip icon H to view the Attachments page.
Click the pencil icon & Part for the part/section that requires editing.
= . o o c . 3 |
NELEIIEL  United States Department of Veterans Affairs
pEeslll \\cbHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS
ARPA REQUESTEDITING
@, 5] PPART A PPART B #PART D PPART E [Eattachments
PART A (REQUEST INFO)
Mame: W Current Type: Detail NTE
Phnne'lW Current Categury:l Existing/Existing _I
_ New Type: AUD hd
| Submit Contact Information | Submit Request Type Change
Name: [RADXDDJ,VBGGW Curent Vawe:  [sAzon
Title: |[HPDM Program Specialist
Date: [07/28/1999 ‘ Submit Proposed Effective Date |
Name: [XDVBBSY HHCXK
Title: |Human Resources Consultant
Date: |05/12/2009
Requests>ARPA Request 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

ing Office {Aisa complats Par B, kems 1, 777, 12, 17, 36 and 18

SF-52 Part A-Requesting Office

1. The ARPA Request Editing page opens with Part A displayed.

Note: After each edit, you must click one of the Submit button(s) or the
changes/corrections will not be saved.

) re i Ly i el % £ .
:}\/HEALTHCARE : el sl .
CGEIEIEL  United States Department of Veterans Affairs
Pt \WchHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log OFff
REQUESTS
ARPA REQUESTEDITING
@, 5 #PART A #PART B #PART D #PART E EAttachments
PART A (REQUEST INFO)

CONTACT INFORMATION REQUEST TYPE
Name: [SGHGOLP JPEBH Current Type: Detail NTE
Current Category: Existing/Existing
Phone: |6143437014

New Type:  [AUO

Submit Request Type Change

[ Submit Contact Infarmation |

ACTION REQUESTED BY PROPOSED EFFECTIVE DATE

Name X[ VBGGW Current Value 11/17/2010

| Submit Proposed Effective Date ‘

Title: |Human Resources Consultant

Date:

ARPA Request 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 button.
Confirmation displays that the contact information is saved.

@ Contact Information was Saved.

Confirmation pop-up: Contact Information was saved

4. In the Request Type section, modify the new type, if necessary.

5. Click the Submit Request Type Change button.
Confirmation displays that the request type is saved.
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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 VValue), if necessary.

Manually enter a date or select a date from a pop-up calendar.
e For today’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 3B 29 30 31 1

3 4 5 6 7 8 19

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

o

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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Part B

All sections of the Part B page can be modified. This includes information related to the position
title/number, employee data, and position data.

SF-52 Part B-For Preparation of SF-50

PART B . For Preparation of SF 50 0 (Use onfy codes in FPM Supplement 7971, Show all dates in mon) arder.)
1 Nama L. Fors, A o [E=F= I £ Effuesivs Datas
FIRST ACTION SECOND ACTION
prem (L35 Asise £A Coa
o [y
ot P Cole
T FROM: Pasitben Titlr asd Number 15, T0: Peaitien Title and Nember

LIFICATION $TANDANDS USED

SF-52 Part B-For Preparation of SF-50
First Action/Second Action/Employee Data/Position Data

/ o g 2 2

/ HEALTHCARE ¢ o {0 hoial g
NEEDIDTINL  United States Department of Veterans Affairs
Pl \\cbHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS
ARPA REQUESTEDITING

@, [ #PART A PPART B FPART D FPART E [Elattachments

PART B

15. POSITION TITLE AND NUMBER EMPLOYEE DATA
Fosition Title Fosition Number 32.Work Schedule 33.Part-Time Hours Per Biweekly Pay Period
[ADMIN SUPPORT ASSISTANT [or13a [Fuemve =]
Station Title Compstitive Level Submit Employee Data
[VA Medical Center Oklahoma City, OK. [xo1
Srmaninati POSITION DATA

rganization Title
E 38 Apprepristion Coda 43 Viee

[8615.2760 [

Costoantar Title
In Submit Position Data
16. Pay Plan 17. Occ. Code 18. Grade or Level
[es [303 5
18. Step or Rete. 20. Totel Selary 21. Pay Basis
|2 [32359.00 [
20A. BasicPay 20B. Locality Ad) 20C. Adj. Basic Fay
[28345.00 [4014.00 [32359.00

20D. Other Pay

[4014.00
Submit Part B To

ARPA Request Editing-Part B page
Position Title and Number/Employee Data/Position Data
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1. Click the pencil icon & Part B to display the Part B page.
In the Position Title and Number section, change/correct any of the information.

3. 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

N

4. In the Employee Data section, change/correct the work schedule and part-time hours per biweekly
pay period, if necessary.

5. Click the Submit Employee Data button.
Confirmation displays that Employee Data is saved.

@ Employee Data was Saved.

Confirmation pop-up: Employee Data was saved

6. Inthe Position Data section, change/correct the appropriation code and VICE, if necessary.

7. Click the Submit Position Data button.
Confirmation displays that Position Data is saved.

@ Position Data was Saved.

Confirmation pop-up: Position Data was saved
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Part D — Remarks by Requesting Office
The requesting official can add supporting information in Part D.

SF-52 Part D-Remarks by Requesting Office

FART D - Remarks by Kequesting Office

Hatn 1o Sepervises. Do you e o allil

SF-52 Part D-Remarks by Requesting Office

1. Click the pencil icon & Part D to display the Part D-Remarks by Requesting Office page.

AY

( HEALTHCARE oo fea STices f

VGLLIEEIEL  United States Department of Veterans Affairs
WebHR Customer Edition
Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS

ARPA REQUEST EDITING
@, 5] #PART A #PART B #PART D #PART E [ Attachments
PART D - REMARKS BY REQUESTING OFFICE

REMARKS BY REQUESTOR

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.)

" Yes [ No

Remarks

Bl

Submit Part D

ARPA Request Editing-Part D page
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.)

2. Inthe Remarks by Requester section, add supporting information for the approver or HR, if
necessary.
You can copy/paste from other documents.
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3. Click the Submit Part D button.
Confirmation displays that Part D is saved.

@ Part D was Saved.

Confirmation pop-up: Part D was saved

Part E - Employee Resignation/Retirement
You can add information about an employee regarding resignation/retirement in Part E.

SF-52 Part E - Employee Resignation/Retirement

PART E . Empleyas Resignation/Etatirmmant

T Effwstivs D |1 Ve ligrares |- Tata biuad | 4 Farcanting Adrems Clormben. Srom oy Siaee, ZIF Cod)

Part E - Employee Resignation/Retirement

A

) 5

/ HEALTHCARE * :

NEEEIITIEY  United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS
ARPA REQUESTEDITING
Q, B #PART A FPART B PPART D #PART E [Elattachments
PART E - EMPLOYEE RESIGNATION/RETIREMENT

EMPLOYEE RESIGNATION/RETIREMENT REMARKS

I want to start the paper work for revirement -

Submit Part E

ARPA Request Editing-Part E page
Employee Resignation/Retirement

1. Click the pencil icon & Part E to display the Part E-Employee Resignation/Retirement page.

2. In the Employee Resignation/Retirement Remarks section, add information about an employee
regarding resignation/retirement, if necessary.
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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

4. Click the 52 icon £ (to the right of the magnifying glass icon) to confirm changes/corrections are
saved/submitted.

Attachments

With Attachments you can upload supporting documentation to include/link to the SF- 52.

IR/HEALTHCARE < fi¥thosap) -
\laTent LRIl United States Department of Veterans Affairs
Pl \VchHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS
ARPA REQUESTEDITING
@ 3 8 #PART A PPART B #PART D #PART E [Elattachments
ATTACHMENTS
Upload Form
Tt [Retirement addendum Type: Letter -
Description” Letter notifying of retirement Aftachment Browse...
Upload Attachment
Associated Attachments
| [ o | Document | _______dype | _Staws | Description
@ {x] 149444 retirement |etter Memorandum Active retirement letter

ARPA Request Editing-Attachments page

1. Click the document (file) icon E Attachments to display the Attachments page.
2. Add the information for pertinent documents.
3. Click the Upload Attachments button.

@ Document was Uploaded.

Confirmation pop-up: Document was uploaded

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



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

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>Add New

Submit an SF-52 from a Request Submission page.

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

N

) = I : / 7
/ HEALTHCARE <o IOk haig i

SEELDECIEE  United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS
GAIN REQUEST SUBMISSION
Request Details Part B Information
REQUEST TYPE PART B TO
Action Recruitment - Position Title:| PROGRAM SPECIALIST h
Requested: l— Position Number:|063920 Comp Level |23 Pay Basis:
;;D‘Z_nsgd B Pay Plan|GS ¥ Grade:|11 Occ Code:|301
ACTION REQUESTED BY Step, Total Salary: | Basic F‘ay:l
Name- WebHR Requester, One: Local Adj Adj Basic Pay:l Other F‘ay:l
Title: Technical Writer PART B POSITION DATA
Date: 7752011 Duty Station:| VA Medical Center Oklahoma City, OK -
ACTION AUTHORIZED BY ApprCode: 3431 2570
Name. [Ty —— OrgCode:[2570 Org Title: [ADMINISTRATIVE SERVII
Title: Technical Writer CCCode:|8431 CC Title:|HUMAN RESOURCES My
Date: (FT or PT - 20hrs)
) Work Schedule | FULL-TIME hd Vice:[Vacant

Submit Request

Select Authorizing Official

FOR ADDITIONAL INFORMATION CALL

MName: 'WebHR User One

Phone: 000-000-0000

4

Gain Request Submission (Recruitment) page

Verify the Action Requested.
Select a more specific action type from the Action Requested drop-down list, if necessary.

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

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

Type in a date with the format: mm/dd/yyyy.
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41112011

Su Mo Tu
27 28 29
3 4 5
10 12
17 18 19
24 25 26

1 2

4 April, 2011

We Th

30

&
13
20
27

4

31

7
14
21
28

5

Fr
1
8
15
22
29

4

Today: June 12, 2011

3

Pop-up Calendar

Verify the Requester.

Verify the Authorizer.

Verify the name/phone; modify if necessary.
Add/change information, where necessary.

No oo

Note: Full-time is 80 hours per pay period.

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

:—"‘/ Proceed with Request Submission?

Cancel

Enter the number of hours into the box to the right of Work Schedule; it is a required field.

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 move forward.

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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% den el o 5 > ve
\(/HEALTHCARE force p 2 fo St 0 it s

CGELEIIIEL  United States Department of Veterans Affairs
WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off

REQUESTS

GAIN REQUEST SUBMISSION

The Request has been successfully submitted.

Request #: 150491 Request Type: Recruitment
Q, View Request Details

& Edit Reguest

a View SF 52

@ Subrrit Mew Reguest

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.

b.

Click the magnifying glass icon < to view request details.

Click the pencil icon & 1o edit the request.

Click the 52 icon 2| to view the completed SF-52.
An example of a completed SF-52 is on page 96.

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

= -
|Flle Edit View Favorites Tools Help
New Tab Ctrl+T

New Window Ctrl+N
Open... Ctrl+0
Edit with Microsoft Office Word

Save Cirl+5

Save As...

Close Tab Ctri+w

Page Setup...
Print... Cirl+P

Print Preview...

Send 3
Import and Export...

Properties
Work Offline
Exit

Browser File menu with Print Preview selected

& @ ® o 05 O [Fww sl swems)

REQUE ST FOR PERSONNEL ACTION
S A e, 31,13, 1 0 0 0

e
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

& (@) ® @) O B 5 Greever 5l [Swromsl)

x|
e

i

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 0 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

& @ B0 55 8 FFwvw =)

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
You can attach documents to SF-52s from the Customer Edition and the HR Edition of WebHR.

Under the ARPA Request-Details heading, a paperclip icon H displays indicating that document(s) are
attached to an SF-52.

- s ot Thore gwho so1r i

&
RGO United States Department of Veterans Affairs
WebHR Customer Edition

*
\(/HEALTHCARE

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS

ARPA REQUESTDETAILS
G, 5 #PART A PPART B PPART D #PART E [Hattachments

No attachments to the SF-52

“'::T) 10 ~ ¥ 3 v el
) i 24 o wh (ir e
Y/ HEALTHCARE ek i A
K\Tj‘e"l LEEEUEE  United States Department of Veterans Affairs
—— WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS

ARPA REQUESTDETAILS
@, 5 § #PART A #PART B #PART D #PART E Elattachments

Attachments to the SF-52

In WebHR, you can view and clip attachments to an SF-52 when a paperclip icon H displays.

1. Onthe ARPA Request Details page, click the paperclip icon H to view the uploaded/attached
documents.
The Attachments page displays.

or

2. On the ARPA Request Details page, click the document (file) icon = Attachments, 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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K;\/HEALTHCARE a4 " e
CRLBCIEEIEL  United States Department of Veterans Affairs
Pl \WebHR Customer Edition

Home | Requests | Reports | Positions | Paid | Alerts | Help | Log Off
REQUESTS

ARPA REQUESTEDITING
Q, 53 il #PART A FPART B #PART D #PART E [Fattachments

ATTACHMENTS

Upload Form
Title: [ Type: Memorandum -
Description: [ Attachment Browse.

Upload Attachment

Associated Attachments
| /o Document | _______Tye | _ Staws Description
[E] (<] 149444 retirement letter Memorandum Active retirement letter

ARPA Request Editing page

¢ On the Attachments page, the columns can be sorted. For more information, refer to page 92.

¢ 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, .xIs,
.pdf, etc., extensions.
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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. Isthe 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 Adifferent 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 errar has been logged, and a message sent to the administrator of this web application.

We apologize for this inconvenience

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

& your session has expired!

OK

Example of the Expired notification
Your session has expired
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Glossary

Term

508 Compliance

Definition

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

AdjBasicPay
Agent Type Assignment

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.

Adjusted Basic Pay

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
AnnuitantCode

Appointment

Appropriation Code

Annuitant is a federal retiree

Annuitant code indicates a re-employed annuitant who is presently
receiving retirement benefits.

Appointment is the method by which employees are placed in their
positions.

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 I1) and maintenance (Tier I11) 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 111 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

Status

Status Types

Supvl

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.

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

Within WebHR, status types are pending, approved, terminated,
completed, and suspended.

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)

¢ 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
[ Shiow 81| Pasition Tite: | A sones | M ApprCode L]
.| PositlonTiile | PayPlan | OccSerles | Grade | Complvl | SupvCode | BusCode | FLSA | Network | StationlD | ApprCode | Posho |

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.

Additional Pages of Records

Moving to Another Page of Records

q, @ ASST HUMAN RESOURCES OFCR GS m [E a2 G 8883 E 16 B35 84312570 0R910
12345678910..

WebHR>Positions>View

In many WebHR pages, a bar with (page) numbers displays at the bottom of the page.
Click a number to move to that page of records.

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



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

W WebHR MS Word icon used to select a particular MS Word document

#h WebHR binoculars icon used to search for a particular element

2, WebHR magnifying glass icon used to view the details of actions

piB WeDbHR green triangle/orange circle icon used to initiate a request for action

5 WebHR binoculars with calendar icon used to search for a particular element

IT WeDbHR staffing icon used in the Staffing Module (Vacancy Tracking) to track a
vacancy

b d WebHR pencil icon used to edit requests for action

o WebHR 52 icon used to view completed SF-52s

[ 4] WebHR head icon used to select an employee on which to initiate an SF-52

= WebHR 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

1] 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

Q o

Microsoft Browser Print Preview icon used to open Page Setup
WeDbHR shield with exclamation point used to identify important notes
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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.

¢ Instructions for printing a copy of the SF-52 are on page 75.

Pending The specialist uses pending to return an action to the manager.
e The initial status of an action is always pending.

e 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.

Terminated 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.
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Sample of an SF-52 — Request for Personnel Action
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Sample of a Completed SF-52 — Request for Personnel Action
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