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CHAPTER 1

OVERVIEW OF BAsic EMPOWHR

FUNCTIONALITY

Learning Objectives:

I dentifying the key modules inEmpowHR

Describing when and howEmpowHR sends data to anc
receives data from NFC

Describing the Position Management process, including
how a Job is related to a Position

Identifying the roles involved in the PAR Procssing
workflow

Distinguishing the Payroll Processing Cycle from one
pay period to the next

Listing the key elements of Managing Performance

24Nov-09
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CHAPTER 10 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY

EMPOWHR SYSTEM

EMPOW HR SYSTEM

EmpowHRs a Human Capital Management system that suppadshieves effective delivdry o

critical HR components in a single enterprise system. It provides comprehensive employee informatio
enabling agencies to: make critical decisions concerning work force utilization, forecast workforce
turnover and placement, and project future resbudgget allocations on a fiscal year basis, for

optimum achievement of agency mission goals.

e
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EmpowHR

e

P -
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Reporting
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CHAPTER 10 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY

EMPOWHR SYSTEM

POSITION MANAGEMENT

EmpowHR is a positiedriven system. Position Managemauges to assign data to positions and
moveemployees and out of those positions as appropriate.

PAR PROCESSING

The PAR processing modulesedy Human Resources (HRB) processingnd submitting
personnel actiorequestgany action requiring an-S6 and S52)

© 24Nov-09 Page3




CHAPTER 10 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
EMPOWHR SYSTEM

PAYROLL DOCUMENTS
Payroll Documen@llowHRt o ent er i nformation related to tF
SELF SERVICE

-Employee Self Serviceffersemployeedirect online access to HR information such as benefits and
compensation data. ESS provides the ability to initiate an omling tegjuest or other request (e.g.
address, email, emergency contact information, etc.)

-Manager Self Servicprovidesmanages with tools and information with to administer certain aspects
pertaining to empl oy.dMamders prelotd enterandoienvaHR dev el op
information on employees. Managers may only view employees who report to them.

MANAGE PERFORMANCE
Manage Performance, which includes performance plans, progress reviews, and performance apprais
is a guide to recognize and reMgality of work performance and develop those employees that are

not performing proficiently by providing training and counseling. HR can view and edit performance
documents, and monitor the performance process through queries and reports.

E PERFORMANCE

ePerformance is a self service evaluation application for managers, employees, and HR administrator:
ePerfomance can be used as a tool for planning, collaboration, communication, assessment, and
monitoring evaluations for two purposes: performance egidpl@ent.

REPORTING

Reporting enables users to access business intelligence information from within a specifit module or
can be accessed using records from multiple modules using a Reporting tool such as Query.

Paget © 24Nov-09




CHAPTER 10 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY

EmMPOW HR/NFC PROCESSING
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CHAPTER 10 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY

EMPOWHR/NFC PROCESSING

{ Status

NFC Auto
Action

NFC Auto

Short Name

Notes

System generated

actions such as 893
880, sand
actions that applied
EPIC

Rolled Back

Rolled Back

Initiated by the user
or by the system for
actions that applied
during the current

processing pay peric

Ready Future

Rdy-Future

Effective in a future
pay periognd held
until theeffective
processing pay peric

HCUP Hold

HCUP Hold

History Override
package is waiting ft
action

In Progress

InProgress

New action waiting
for completion

Data Load

Data Load

Records loaded
during an agency
migration to
EmpowHRr a
special request load

Applied at NFC

Applied

Action applied on the
NFC PPS and can b
viewed in IRIS

Sent to NFC

Sent to NFC

Picked up and is in
thebatch
transmissioto NFC

Applied o
Loading to

Appl-WList

Needs to be
reconciled

Pageo
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CHAPTER 10 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY

{ Status

EMPOWHR/NFC PROCESSING

Short Name Notes
Worklist
Ready for NFC | NFC Ready Action is saved and
Transmission ready to be sent to
NFC
Not Applied at NotApplied Action rejected by
NFC PINE edits
Disabled from Xmit Disab Export error
NFC indicating the item is
Transmission not included in FESI
mapping; an IR may
be required
Non-NFC Non-NFC Agency use and not
(Internal) sent to NFC
Invalid Value Invalid Value WIP Status itHCUP
packages only
© 24Nov-09 Pager



CHAPTER 1 0 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
POSITION MANAGEMENT AND INFORMATION FLOW

POSITION MANAGEMENT AND | NFORMATION FLOW

EmpowHRIlows agencies to add, change, inactivate, reactivate, and delete or restore position data for
immediate update EmpowHRPositiondata established BmpowHHs edited through an overnight
validaion process before being updatedMESOIn the NFC PPS

A new Job Code should be created in the system for a new position as needed. Information at the Job
Code level defaults to the position level and the information on the position defaults to the employee
record.TheJob Code angosition numbers are @gged by the application. Thesambers are used

when assignirgn employe® aposition.

EmpowHRIso provides agencies report generation and online inquiry capabilities for Position
Management data and allows for complete control and managerositivafgata.

CREATINGA JoB CODEAND PosiTioN DATA FLOW

Job Code > Position > FESI > PMSO > PPS Corporate Database

—

Payroll/Personnel
Corporate
Database

Paged © 24Nov-09




CHAPTER 10 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAR PROCESSING

PAR PROCESSING
HR PROCESSING

The PAR processing modulesedy Human Resources (HRB) processingnd submitting
personnel actiorequests (any action requiring atd»@BRnd S52).

W ORKFLOW

EmpowHRvorkflow automates, streamlines, and controls the flow of information through departmer
and throughout the organization. Workflow routes personnekdhtiomgh a cycle established by the
HR office. The automated workflow process ensures the request goes through all the stages the a
requiregprior to processing the action

HR personnel are assigned rateseach role has a function related tadbacy established stages for
creating and processegjiors created ircmpowHRIt follows a prescribed path from the initiation of
the action through final approval and ertiR also uses workflow to send actions to other HR
personnel for approval@io send actions to NFC. Each organization has is own set of roles/rules for
handling the workflow of PAR actions based on the organizations needs and NOA codes.

© 24Nov-09 Paged




CHAPTER 1 0 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAYROLL DOCUMENTS

PAYROLL D OCUMENTS

Payroll documents allow HR to enter information related to the erdpdoyep e r sonal dat a.

PAYROLL /P ERSONNEL PROCESSING CYCLE

The Payroll/Personnel Processing Cycle illustrates the daily processing of payroll/personnel
transactions effective for Pay Periad\fle that processing begins tfav2ek of Pay Period 09 and
iscompleted after the 1st week of Pay Periodi&ted below are the symbols used on the
Payroll/Personnel Processing Cycle.

Pay Period 09

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
April 27 28 29 30 May 1 2 3
4 5 6 7 8 9 10

A he first pass of PINE for the current pay period processes on the second Monday of the pay period.
PINE
Pay Period 10

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

May 11 12 13 14 15 16 17

Payroll/Personnel transactions are processed through PINE every Monday through Friday and the first Saturday of each pay period.
These transactions must be entered before the first pass of PAYE which is the first Thursday or Friday of the following pay period.

Time and Attendance (T&A) Reports are processed through TIME on the first Monday through Saturday of the following pay period.
T&As must be transmitted before the first pass of PAYE which is the first Thursday or Friday of the following pay period. All T&As
should be transmitted to NFC no later than the Tuesday following the last.day of the pay period.

!
PAYE is processed on the first Thursday after the pay period
It is again processed on either Friday or Saturday for
exceptions or special circumstances.

18

(

BEAR processes on
the Sunday after
PAYE runs

EFT Payday
for pay period
09

’{)(}

Payday for pay
period 09

Payroll/Personnel transactions are processed through PINE every Monday through Friday and the firs
Saturday of each pay period. The first pass of PINE for the current pay period processes on the secor

Pagel0
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CHAPTER 1 0 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAYROLL DOCUMENTS

Monday of the pay period. These transactions must be entered before the first pass of PAYE whic
the first Thursday or Friday of the following paiypgde

Time and Attendance (T&A) Reports are processed through TIME on the first Monday through
Saturday of the following pay period. T&As must be transmitted before the first pass of PAYE whic
the first Thursday or Friday of the following pay peAddl &As should be transmitted to NFC no

later than the Tuesday following the last day of the pay period.

PAYE is processed on the first Thursday after the pay.piérodgain processed on either Friday or
Saturday for exceptions or special circaeesa

BEAR processes on the Sunday after PAYE runs.

Direct Deposit/Electronic Funds Transfer (DD/EFT) payday is the second Monday of the following
pay period. Payday (official) is the second Thursday of the following pay period.

% NOTE: NORETROACTIVE EFFECTIVE DATING FOR PAYROLL ACTIONS EXCEPTFOR FEHB.

@

PAYROLL PROCESSING DATA FLOW

Payroll Documents > FESI > PINE > Payroll / Personnel Corporate Database > IRIS > PINQ

-

e
= Q-
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CHAPTER 1 0 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAYROLL DOCUMENTS
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CHAPTER 1 0 OVERVIEW OF BASIC EMPOWHR FUNCTIONALITY
PAYROLL DOCUMENTS

Chapter 1 Exercises

Exercise 1-1 06 Payroll/Perso nnel System Flow

The objective of this exercise is to demonstrate an understanding of the g¢
flow of data to the NFC Payroll/Personnel Corporate Database.

1.  Fillin the missing labels from the following diagram:

< 4 Legend

y
Y

Self Service

v Inquiry

|, — Manage |

~Performance

Y k

|, —Position |
anagemen

Ad Hoc
Reports

Real Time

Weekly

Executable
Processes

LE)

PPS Entry
System

Payroll/Personnel
Corporate
Database

Y

Reports
\/\

Download
Files

>

Accounting
Files
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CHAPTER 2
EMPOWHR NAVIGATION

Learning Objectives:

I Applying knowledge gained from Using the Menu to
navigate through the system.

I Manipulating data to Perform a Search.

I Organizing data to compile reports.

24-Nov-09 Pagel5




CHAPTER 20 EMPOWHR NAVIGATION
LOGGING IN

ACCESSING EMPOW HR

Security is critical for core business applications. Typiiadlyery group in the organization should

have access td falnctions or have access to all data within the function. EmpowHR provides security
features to ensure that agencies sensitive application data does not fall into the wrong hands. The
application security menu can apply to all users, including emplagagsrs, customer, and

contractors. Group users, according to defined roles, can have different degrees of access.

LOGGING IN

EmpowHRisaccessed viddebsite address. In additidre Web address can be added as a shortcut
from the desktop or as amernet Explorer FavoritEmpowHR requires everyone to enter an
assigned, unique User ID and Passwidnd security access attached to the User ID is based on the
tasks an individual perform?asswords are changed when the user changes his/helogystem
password. Multiple pages can be opened simultaneously without the need for a second User ID.
Commonly used EmpowHR pages from nagpficatios can be added to My Favorites.

Pagel6 © 24Nov-09




CHAPTER 20 EMPOWHR NAVIGATION

Procedure: Logging In

1. Enter the Uniform Resource Locator (URL) speoititeagency. The
warning banner displays

LOGGING IN

2. Click thel agree to the abovéutton. The EmpowHFSign In page is displayed

USDA United States Department of Agriculture
@ NNational Finance Center

rExxszrxzsxzsxzsrzszzses WARNING *=*====sxxsxxsxxssxnrrs

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

| IAGREEtothe above |

[ | DO NOT agree to the above ]
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gov | White House

© 24Nov-09
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CHAPTER 20 EMPOWHR NAVIGATION

LOGGING IN

United States Depariment of Agriculture
USDA uried siates 0o
s "\ational Finance Center \

L OLUTION
\\w, ,.k(mﬁm HIRE TO RETIRE

This is a United States Department of Agriculture computer system, which may be accessed and used for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use of this computer
system by any person, whether authorized or unauthorized, constitutes consent to these terms.

xxxxxxxxxxxxxxxxxxxxxxx WARNING ****==xxxxxxxxxxxxxxnns
User ID:
Password:
Sign In
Did vou forget vour password?
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.qov | White House

3. EntertheEmpowHR User ID in th&ser ID field.
4. Enter the password assignedh®Security Officer in thRasswordfield.

5. Click theEmpowHR Sign In button. TheHome page displays.

Pagel8
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CHAPTER 20 EMPOWHR NAVIGATION
LOGGING IN
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