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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

Numbers
075 Performance Appraisal, 989

A
Abolish/Unabolish/Inactivate/Reactivate An Existing

Record, 388

Access/Security, 6

Accounting Station Codes, 182

Acting In Lieu Of, 897

Action Status, 767

Action Table Setup, 440

Add A Value, 42

Adding A Job Code, 373

Adding A New Position, 389

Adding Criteria, 1109

Adding To Favorites, 28

Additional Withholding, 737, 745, 844

Address Processing, 520

Adjudication Information, 522

Adverse Actions, 1015

Agency Personnel Office Responsibilities, 675

Agency Responsibilities, 5

Agency USF, 186

Agency/NFC Responsibilities, 5

Allowances, 630

AMDC NFC EmpowHR Posn Croswlk, 1160

Application Portal, 37

Applied and Not Applied Worklist Items, 767

Approve Plan, 903

Archives, 1087

Authorization For Restored Annual Leave, 636

Automatic Action Msgs, 210

Award Actions, 211

Award Request, 906

Awards, 615, 852, 912

Awards Request, 849

B
Bank Table, 216

Bargaining Unit Table USF, 220

Basic Terms, 1261

Before Entering The FEHB Data, 681

Bond Account, 713, 831

Bond Address Change, 718, 836

Bond Authorization Number, 716, 833

Bond Inscriptions, 714, 832

Bond Non−Receipt, 717, 834

Bond Purchase Price, 714, 831

Bond Transfer And Cancellation, 716, 834

Breadcrumbs, 18

Buttons, 39

C
Cancel A History PAR , 606

Cancel Applied Action, 603

Canceling A Discretionary Allotment, 659

Canceling A Financial Allotment, 666

Canceling Net Pay, 656

Cancellation Of Voluntary Withholding, 744, 843

Cancelling Net Pay, 818

Career Plan, 778, 899

Certificate Of Non−Residence For State Tax, 744, 843

Certifications, 639

Change Proposed Effective Dates, 869, 938
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Changing A Discretionary Allotment, 659

Changing A Financial Allotment, 666

Changing Net Pay, 656, 818

Charitable Contributions, 642, 815

Charities Table, 228

City Table, 231

City Tax Data, 736

Classification Standards USF, 428

Common Queries, 145

Compensatory Time Payments, 644

Competitive Level Setup, 368

Component, 13, 37

Contact Information, 869

Copy Permission Lists, 106

Copy Roles, 128

Correct A History PAR, 608

Correct Applied Action, 540

County Table, 235

County Tax Data, 740

Court Ordered Child Support Or Alimony, 648

Create A New Position, 939

Create And Maintain User Profiles, 51

Create New Oprid, 49, 612

Creating A New Query, 1100

D
Daily Recruitment, 1241

Deductions Due To Indebtedness, 651

Delete A Row, 43

Delete Permission Lists, 108

Delete Roles, 130

Delete User Profiles, 62, 64

Departmental Salaries Report, 1144

Departmental Transfer, 620

Departments USF, 238

Dependent Care And Health Care Expenses, 670

Dependent Care Flexible Spending Account (DCFSA)
And Health Care Flexible Spending Account
(HCFSA), 671

Destroyed, Lost, Stolen, Mutilated, Or Defaced Savings
Bonds, 717, 835

Did You Forget Your Password?, 9

Direct Deposit, 655, 818

Discretionary Allotments, 658

Distributed Security, 177

Distributed User Profiles, 66

Distributed User Set Up, 68

Dual State Tax Voluntary Withholding, 744, 842

E
E−Mailing The URL, 16

Earned Income Credit, 750

Edit Approved Plan, 902

Edit Favorites, 29

Education, 778, 801, 804

Education Information, 662

EEO Grievances, 1041

EEO Grievances Non−Employees, 1049

Effective Dates, 35

Elements And Standards, 1008

Elements By POI, 1011

Email Address, 869

Email Addresses, 888

Emergency Contacts, 871, 889

Emergency Contacts Report, 1142

Employee Awards, 967

Employee Education, 968

Employee Emergency Contacts, 968

Employee Job Information, 969

Employee Password Reset, 49, 613

Employee Personal Information, 970

Employee Personnel Actions, 971

Employee Position Description, 972

Employee Security Clearance, 622

Employee Self Service, 777

Employee Training Summary, 973

Employees In Non−pay Status, 677

EmpowHR Navigation, 37

EmpowHR Roles, 4
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EmpowHR Set Up Tables, 181

EmpowHR Sign In, 8

EmpowHR User Security (HD), 49

EmpowHR/NFC Processing, 32

Entry Guidelines For Allowances, 631

Entry Guidelines For Charitable Contributions, 642

Entry Guidelines For Financial Allotments, 666

ESS − Personal Information, 884

etailed Staff Report, 1252

Ethics, 1055

Event Change Table, 247

Exceptions To Restricted Enrollment Changes, 677

Execute Role Rules, 133

Existing Performance Plan, 993

Existing Plan, 855

Existing Progress Review, 996

Existing Summary Rating, 999

Exit Interview, 787

Exiting EmpowHR, 10

Exporting Data, 1116

F
Fair Act Inventory, 364

Federal Tax Data, 747, 820

FEHB − New Enrollment, 682

FEHB Cancel Enrollment, 691

FEHB Change In Enrollment, 691

FEHB Children’s Equity Act, 675

FEHB Coverage Codes, 678

FEHB Open Season, 679

FEHB Plans, 250

FEHB Premiums During Non−pay Status, 680, 709

FEHB Vendors, 254

Fields, 36

Fill A Position, 938

Financial Allotments, 665, 822

Find An Existing Query, 1095

Find An Existing Value, 41

Fix Approved Plan, 901

Flexfund Deductions, 670

Flexible Spending Account, 670

Flexiplace Home Safety Check, 882

Flexiplace Menu, 882

Flexiplace Navigation, 882

Function Code Setup, 364

Function−Reason Code Setup, 366

G
Geographic Location, 259

Getting Started In EmpowHR, 7

Glossary, 1262

Grievances, 1019

H
Hardware Requirements, 4

Header Menu, 15

Health Benefits, 674, 824

Hire Employee, 442

History Override Processing , 605

Home Address, 873

Home And Mailing Address, 885

How To Re−send A Personnel Action, 773

HR Manages Performance, 979

HR Processing, 531

HR Reports, 1121

HR Views/Edits Performance Plan, 980

HR Views/Edits Progress Review, 984

HR Views/Edits Summary Rating, 986

Hyperlinks, 36

I
Inactive Position Request, 966

Individual Time Off Award, 532

Information Request, 1028

Inquire, 1001

Insert a History PAR, 609

Insert A Row, 43

Insufficient Funds, 670



Index − 4

Introduction, 361, 435, 1013, 1015

J
Job Classification Request, 789, 957

Job Code Numbering, 373

Job Codes, 372

Job Information, 877, 878

K
Keys, 37

L
Languages, 808

Late Appraisals, 1005

Late Performance Appraisals, 1207

Late Performance Plans, 1002, 1197

LC Approve PAR, 528

LC Classification Statuses, 425

LC Initiate PAR, 527

LC OF08, 1163

Leave Data Transferred, 694

Legal Authority, 262

Licenses/Certificates, 810

Load Applicant Rating, 1243

LOC Enrollment Load Window, 1067

Logging On, 7

Lump Sum Leave Payments, 698

M
Manage Performance Set Up, 993

Manager Authorizes Restored Leave, 866

Manager Self Service, 895

Mandatory Withholding For County Tax, 740

Mass Actions, 615

Mass Change Operator Security, 145

Mass Office Information Profile (OIP) Update, 369

Mass Reports To Update, 518

Mass Update Positions, 618

Master File Change, 703

Menu, 12

Menu Group, 11

Menu Item, 12

Menus, 11

Message Pop−ups, 44

Miscellaneous, 1032

Missing Appraisals, 1004

Missing Performance Appraisals, 1202

Missing Performance Plans, 1001, 1193

Modifying A Job Code, 387

Modifying A Position, 413

MSS Start Page, 896

Multi−Element Update, 706

N
Name Of Search, 18

Nature Of Action Code/Authority Codes, 678

Nature Of Action Table, 266

Navigation Header, 37

Navigational Techniques, 38

New Hires, 1186

New Plan, 899

New Transfer Enrollment, 680

New Windows, 36

NFC Master Field Table, 273

NFC Reconciliation Report, 1122

NFC Responsibilities, 6

NOA/Legal Authority 1, 269

Non−Federal Health Benefits, 677

Non−Federal Life Insurance, 709

NTE Extension, 904

O
Occupational Series USF, 419

Office Information Profile, 416

Official Position Titles USF, 276, 421
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Org Structure Level 2, 279

Org Structure Level 3, 282

Org Structure Level 4, 285

Org Structure Level 5, 289

Org Structure Level 6, 292

Org Structure Level 7, 296

Org Structure Level 8, 300

Org Structure Mass Change, 513

Organizational Position Titles, 371

Organizational Posn Titles USF, 423

Overview of EmpowHR, 3

P
Page, 38

Page Groups, 36

Panel Paperwork, 1235

PAR Error Messages, 1127

PAR Error Messages (HD), 1130

PAR Processing, 439

PAR Processing Introduction, 437

Password Configuration, 136

Password Control, 136

Payroll Doc Error Mesg (HD), 1178

Payroll Doc Error Messages, 1176

Payroll Doc Error Msg (HRD), 1186

Payroll Document Error Messages, 1185

Payroll Documents, 627, 815

Payroll Documents Introduction, 629

Payroll/Personnel System Flow, 33

Payroll/Processing Cycle, 32

Perf Appraisals Given Report, 1151

Perf Apraisals Due Report, 1153

Performance, 854, 915

Performance Plan, 916

Performance Reviewer, 936

Performance Summary, 1251

Permission Lists, 49, 72

Personal Data, 800

Personal Information, 879

Personal Information Home, 884

Personal Information Summary, 884

Personalizations, 19

Personnel Action History Report, 1134

Personnel Action Rqst Rmks, 304

Personnel Actions, 794, 880, 962

Personnel Office ID, 308

Phone Numbers, 875, 888

PMSO Error Messages, 1166

PMSO Error Messages (HD), 1171

POI Report, 1179

Position Description, 881

Position Description Rt. Unit Funded Awards, 1246

Position Information, 388

Position Management Introduction, 363

Position Number Listing, 1156

Position Numbering , 389

Premium Conversion, 679

Previewing A Query, 1108

Process Monitor, 1089

Professional Training, 812

Progress Review, 859, 923

Public Law 106−394, 675

Purge Inactive User Profiles, 69

Q
Query, 1094

Query Manager, 1094

Query Security, 145

Query Viewer, 1117

R
Recertify A Position, 952

Recruiting Reports, 1192

Reduced County Tax For Work Performed Outside The
Duty Station, 741

ReHire, 964

Remarks Codes, 678

Removing Criteria, 1113
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Report, 1193

Report Functions, 1079

Report Manager, 18, 1079

Report Manager−Reporting Tools, 1099

Reporting, 4

Reporting Tools, 1094

Reports, 1251

Reports To List, 1159

Request A Job Classification, 957

Requesting Worksheet, 1232

Requisition Letters, 1238

Restricted Enrollment Changes, 677

Retire Eligibility Report, 1158

Retirement Eligibility, 1255

Retirement Eligibility Report, 1148

Review Rating Model, 1213

Roles, 50, 111

Rollback, 605

Rotating Inscription Option, 714

Rotating Instription Option, 832

Run, 1089

S
Salary Grades USF, 313

Salary Limits, 320

Saving A Query, 1105

Saving Search Criteria, 17

Savings Bond − Change/Cancel, 728

Savings Bond − New Authorization, 719

Savings Bond: Overview, 831

Savings Bonds, 712, 830

Savings Bonds: Overview, 713

Schedule Query, 1118

Schools, 524

Search, 44

Security Objects, 144

SES Performance Appraisal, 730

Setup, 1008

Severance Payment, 733

Single Owner Inscription Option, 714

Single Owner Instription Option, 832

Skills Information, 800

Special Interests, 806

Specialist Referral List, 1229

Staff Summary − Location, 1254

Staff Summary − Series, 1254

State Tax, 842

State Tax Data, 743

Sub Menu, 15

Sub−Agency, 330

Summary Rating, 863, 931

System−Generated SF−2810, 681

T
Tasks, 778, 896

Tax Data, 736

Temporary Employees Report, 1138

Termination By Carrier, 677

Thrift Savings Plan, 752, 846

Thrift Savings Plan Catch−Up, 757

Tips, 45

To Select Records, 1100

Transit File Load, 1072

Transit Subsidy, 1063

Transit Subsidy Dist Report, 1247

Tree Auditor, 154

Tree Manager, 146, 333

Tree Structure, 157

Tree Utilities, 162

Tree Viewer, 152

TSP Catchup, 847

TSP Loan Allotment, 755

Types Of Allowances, 631

U
Undeliverable/Returned Savings Bonds, 718, 836

Unfair Labor Practices, 1036

Union Dues, 760
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Union Dues Table, 354

Unions USF, 339

Unit Staff Awards, 1246

Update A Position, 946

Update Applied Action, 539

Update NFC Flags, 610

Update Reports To, 516

Use, 980

User ID, 10

User Profiles, 50, 51

Using EmpowHR, 35

Using Wildcards, 1114

V
VA Score Sheet, 1226

VA Status By Organization, 1223

VA Status Of Specialist, 1192

Vacant Position Report, 1160

Vacant Positions, 418

View, 967

Voluntary County Taxes, 740

Voluntary Withholding, 737, 745, 844

W
Waiver/Exemption From Withholding For County Tax,

741

When There Are Insufficient Funds For A Financial
Allotment, 665

Who Has The PAR, 529

WIG Due Report, 1146

Wildcard Values, 17

Work−In−Progress (WIP), 437

Workflow, 437

Workflow Roles, 437

Working With Fields, 1107

Working With Prompts, 1114

Working With Translate Values, 1115

Worklist, 30, 767, 882, 975

Y
Years In Service Report, 1140


