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Latest Update Information

The following changes have been made to the Worklist procedure:

Section

Description of Change

EmpowHR: Section 7 -
Worklist

Administer Work Lists

User Work List
Administration

Procedure document has been updated throughout to be

accessible with assistive technology according to Section 508 of
the Rehabilitation Act.

Name column added to the Administer Worklists page - Worklist
Monitor tab.

Name and Org Code columns added to the User Worklist
Administration page.
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Work List

This section provides a description and defines the work list in EmpowHR. The work list contains
transactions that are created and/or sent to a specific person (or group) informing them that there
are transaction(s) requiring attention. The list contains applied transactions as well as not applied
transactions with errors. When the specific transaction is selected, the error message and number
are displayed. For information regarding error messages, refer to the Personnel Edit Subsystem
(PINE) Edit Messages procedure manual located under the Human Resources and Payroll
Processing category on the Publications page on the NFC Home Page (http://www.nfc.usda.gov).
Once the Job Code, Position, Personnel Action Request (PAR), or Payroll record is corrected,
return to the work list and click Marked Worked next to the applicable transaction.

For more information see:

Applied and Not Applied WOrK LiSt ItE€MS........cccviiiiiiiiiiiieee e 2
ACTION STATUS ......eviiiiieiii ettt ettt sb ettt esene e es 3
To View and Modify the WOFK LiSt..........ccoiiiiiiiiieiiiec e 4
AdMINISTEr WOIK LISTS .....eiiiiiiiie et 7
User Work List ADMINISTrAtiON ...........coiviiiiiiiiiciiieciee e 11
How To Resend a Personnel ACHION .........c.coooviiiiiiiiiiee it 12

Applied and Not Applied Work List Items

Each time EmpowHR is accessed, the user has the ability to view a status of transactions from the
prior day. Actions that go to the National Finance Center (NFC) are displayed on the work list.
Select any work list item, and EmpowHR will display the appropriate panel to either view or make
corrections.

All types of transactions are displayed on the work list of the person that created it. View All SINQ
Errors and View All PRES Errors will allow the user to view all of the errors on the selected record.
The Reassign option is used to reassign the item on the work list to another employee.

Work list items displayed as Not Applied contain transactions from the following applications:

e EmpowHR

e Web-based Entry, Processing, Inquiry, and Correction System (EPIC Web)
e Employee Personal Page (EPP)

¢ Bi-weekly Examination Analysis and Reporting System (BEAR)

e Batch numbers beginning with 67



http://www.nfc.usda.gov/
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Work list items with error messages must be resolved in EmpowHR. The work list items that
originate in EPIC Web are marked for deletion in EPIC Web. If the transaction requires an
override code, the transaction must be worked before the end of the pay period and released. At the
end of the pay period, the deleted transactions in EPIC Web are removed. A deleted transaction
requiring an override code must be re-entered in EPIC Web and released. Once the transaction is
edited in PINE, the transaction is again stored and viewed in EmpowHR.

Note: The work list folders for the Not Applied Status (all types) will be refreshed daily, adding new
items to the folder and retaining old items. Delete items from the work list by selecting the item(s) noted by
Available or Selected if the items have been viewed. Click Mark Worked and then Refresh.

Action Status

The following items may appear on the user's work list based on how the action cleared NFC PINE
edits. This provides a one-stop view of the status of actions.

New Action Applied: A new action applied is an action that did not exist at NFC and has
successfully applied to the NFC database. Users' work in Human Resources (HR)
Processing from the day before will return to this status folder if the action(s) applied
overnight. View the panel or just do a visual of this panel; no further panel action is
necessary. It is the user's option to keep these items on the work list. Items may be retained
on a work list or deleted from a work list per the above guidance.

New Action Did Not Apply: These items need the user's attention. A new action that did
not apply is an action that did not exist at NFC and did not pass the NFC PINE edits. Use
the error reports to determine what action may be needed. Note the name of the employee
and the Nature of Action Code (NOAC) that did not apply. Click the work list item, and the
user will be taken to the employee record that needs to be corrected. Be sure to locate the
specific NOAC that needs correction. Take the appropriate action following the
EmpowHR Processing Procedures Correction/Cancelation Actions for Non-Applied
Actions, in the EmpowHR procedure. Save the record and return to the work list.

After completing work on the record, retain the item on the work list, or clear the item from
the work list by marking the item Mark Worked as explained above. If the action clears
suspense overnight, it will display in the appropriate status folder the next day.

Future Actions: Currently, actions that are in Future status at NFC will have a status of
Not Applied in EmpowHR. Future actions will not pass all of the NFC PINE edits until
the effective date of that action occurs. The status may be changed from Not Applied to
Future. You must then mark the work list item as Worked. This will prevent the action
from displaying on the work list everyday as Not Applied. All Not Applied actions will
be rebuilt each night. The action will display on the work list once the effective date of the
action occurs.
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Cancelation Applied: This is an action that already exists at NFC that has been
successfully canceled. [f a Cancel NFC Applied Action is submitted, it will return to
this status if it applied overnight. Retain this item on the work list or delete as stated above.

Cancelation Did Not Apply: This is an action that already exists at NFC and did not pass
an attempt to cancel. It did not pass NFC suspense. If canceling an NFC Applied action and
it did not apply, it will appear in this status folder. Select the item and make the appropriate
corrections. Retain the item on the work list or delete the item from the work list as stated
above.

Correction Applied: This is an action that already exists at NFC and has been successfully
corrected. If a Correct NFC Applied Action is submitted, it will return to this status if
it applied overnight. Retain this on the work list or delete as stated above.

Correction Did Not Apply: This is an action that already exists at NFC. The attempt to
correct this item did not pass NFC suspense. Ifa correction is made to an NFC Applied
Action and it did not apply, it will appear in this status folder. Select the item and make
the appropriate corrections. Retain the item on the work list or clear the item from the work
list as stated above.

Note: If the NFC Contact Center or an EmpowHR team member is assisting in correcting a problem
with an action or multiple actions and edits, the action(s) will not return to the work list. Manually
review those actions the next day to ensure that they have applied.

To View and Modify the Work List

To View and Modify the Work List:

1.

Select the Worklist menu group.
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Click the Worklist link at the top of the header menu. The Worklist for (Name) page is
displayed.
{US Dept of Agriculture)
ErowHR
F!\'O.ﬂl‘lsl ;!aln.h'-enu WD'.‘UIS'. Woridist
Worklist
Worklist for cos, Jare )
Wark ttem [~ PoiFmes: 0, EcheiNien]
Fil 4
[Workiia lems st I vt o 01 B ot
ZAGBNSNG DaM&2015 ::_‘mm Health Benefits Not Applied 5027 110102000700000000 el Mark Waorked | Reassign |
Applied Doe, John 3OOK-RERX
Health
ZNABNSNG CA14E015 ::’I""" Health Benefts Mot Applied 0103 AS404DOD0ZD000000D ] Dos, Jotn 00000 X ek Worked | Reassign
Apphad
Health
ZNABNENG baN4z018 EQ‘“ Health Benefits Mot Applied 0103 AE4040000204000000 ] Merk Worked | Reassign |
Applied Dine, John J00L M 3
Approvec
Anthany Ton ezinzaois [OMIPT 2 pesn BUILE HR_REV FAN518001200000000 | [ - Mek Worked | Reassign |
Initia
Appraves
anthany Ton D222015 :m“" Z_POSN_BUILD_HR_REV FAQ518001200000000 Merk Worked | Reassign |
Initia
Refresh

Figure 1: Worklist for (Name) Page

2. Complete the fields as follows:

Field

Description/Instruction

Work Item Filters

Click the down arrow to select (filter) only a certain type of document to
be displayed on the work list (i.e., Comp Time Not Applied).

POI Filters

Enter a personnel office identifier (POI) to list only those work list items
for a certain POI. You can also click the search icon to select a POI.

Worklist Items

Description/Instruction

From Displays the batch name of the job that processed the transaction to
the work list.

Date From Displays the date the transaction was sent to the work list.

Work Item Displays the type of transaction and the status of the transaction.

Worked By Activity

Displays the type of transaction and the status of the transaction.
(Same information displayed in the Work Item field).

Proposed Effective Date

Contains the proposed effective date of the action if the action is a
future action.

POI

Displays the POI for the employee whose action it is.

Org Structure

Displays the organizational structure of the employee.
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‘ Field Description/Instruction

Priority Select a priority for each transaction on the work list. This field is used
to set priorities and does not affect another user’'s work list.

Link Displays the link to the individual transaction. Click the transaction link
to display the transaction. The error links will initially display blue, but
will display red once a user has opened the item.

Mark Worked Once the suspense transaction is worked, enable this field and the
transaction will no longer be displayed on the work list.
Reassign Used to send or reassign the transaction to another user or group.

Select a transaction that is marked Not Applied. The detailed transaction with the Not
Applied status is displayed

Click View Current SINQ Errors or View All PRES Errors (depending on the type of document
selected). The View Current SINQ Errors page (or View All PRES Errors page) is
displayed. PAR error messages are listed by Run Date, with the most recent listed at the
top.

: (US Dept of Agriculture)
EwrowHR)

SOLUTTONS
TROM NI TO RETIRE

Favorites Main Menu > Worklist > Worklist
- - -

View Current SINQ Errors
Empl ID:C0000¢ Rcd: 0 EffDt 05/03/2015 Name: Doe, John SSN HOUE MO

SINQ Messages are deleted when the Action is Applied

PRES Error Messages First 4] 1-20f2 o Last
Eff Date Doc  Batch# PPD# Oprid
Run Date  05/21/2015 05/03/2015 180 6731 09 FOUHHA,
NFC Error Messages
[ERR# |Error Message [NECElementName ~ |NFCElementValue

071 PART C - NUMBER OF EVENT THAT PERMITS CHG INVALID NO OF EVENT THAT PERMITS CHG 1R

Eff Date Doc  Batch# PPD# Oprid

Run Date  05/20/2015 05/03/2015 180 6730 09 HOOGHX

NFC Error Messages

ERR# |Error Message NFC Element Name NFC Element Value

071 PART C - NUMBER OF EVENT THAT PERMITS CHG INVALID NO OF EVENT THAT PERMITS CHG 1R

A
Return |

Figure 2: View Current SINQ Errors Page

Review the error message(s) listed. Compare the record to the Information
Research/Inquiry System (IRIS) to ensure that EmpowHR matches IRIS.

6. Click Return to return to the previous page.

7. Edit the action.
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8. Click view Worklist at the bottom of the page to return to the work list.

9. Onthe work list, click Mark Worked if you have completed the corrective action to be taken.
The Transaction status will change to NFC Ready.

OR

Click Reassign to delegate the item to another user. The Reassign page is displayed
allowing you to assign the action to another user.

_ (US Dept of Agriculture)
EvvowHR
Fo0s K3 TO RTRE
Favorites Main Menu > Worklist > Worklist
User ID: | Q
Comment: |
OK ‘ Cancel | Refresh
Figure 3: Reassign Page
10. Complete the fields on the Reassign page as follows:
Field Instruction
User ID Enter the applicable user ID of the person to whom you want to assign

the item or search for the user ID by clicking the search icon.

Comment Enter any comments, if applicable.

11. Click OK. You are returned to the work list. The item that was reassigned is no longer on
your work list. It is now on the work list of the person to whom you reassigned the item.

Note: All transactions on the work list must be addressed. Items can be viewed by other personnel in the
work group.

Administer Work Lists

The Administer Worklists page - Worklist Monitor tab is used to send notifications about work list
items in EmpowHR.
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To Send Notifications about Work List Items:
1. Select the Worklist Administration menu group.

2. Select the Administer Worklists menu item. The Administer Worklists page - Worklist
Search tab is displayed.

EvrowHR

SOLULTTONS
RO VL TO RETTRE

Favorites © Main Menu > Worklist Administration > Administer Worklists
b 4 - b 4 -

Worklist Search Worklist Monitor

Worklist Search Criteria

¥ WorkList Work List: | Q

V! Datetime Range From Datetime: |02/05/16 12:00:00.000000AM

To Datetime: [02/05/16 10:04:35 000000AM
¥ User Assigned To  To User ID: OO0 QL JOHN
DOE
| From User ID From User ID: | Q

WIwL status Worklist Status:
Emplid Emplid:
SSN

Social Security #:

Search I
[E]Notify |

Worklist Search | Worklist Monitor

Count of Records: 0

Figure 4: Administer Worklist Page - Worklist Search Tab
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3. Select the Worklist Monitor tab. The Administer Worklists page - Worklist Monitor tab is
displayed.

: {US Dept of Agriculture)
EmvrowHR)

SOLUTTONS
TROM 1L TO RETIRD

Favorites = Main Menu > Worklist Administration > Administer Worklists
- - -

Worklist Search Worklist Monitor

W @ W M
User ID
Worklist Entries Find  First Bl 1011 B (ot
Work List WL Status From User To User Empl ID Name
[=]Natify

Worklist Search | Worklist Monitor

Figure 5: Administer Worklist Page - Worklist Monitor Tab

4. Complete the fields as follows:

Field Description/Instruction

User ID Populated with the user ID.

Worklist Entries Description/Instruction

Work List Check this box to send a notification about the work list item.

WL Status Populated with the status of the work list item.

From User Populated with the user ID of the person that the work list item is from.

To User Populated with name of the person to whom you are reassigning the
work list item.

Empl ID Populated with the Empl ID of the person to whom you are reassigning
the work list item.

Name Populated with the name of the person to whom you are reassigning the
work list item.
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5. Click Notify. The Send Notification page is displayed.

EvrowHR

SOLUITONS
TROM 1L O RTINS

Favorites - Main Menu > Worklist Administration > Administer Worklists
h v b

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Notification Details Lookup Recipient
To: ‘ Delivery Options
cc:‘ ‘ [IRichText

BCC: ‘ ‘
Priority:
Subject: |<Enter Subject here= “’/
Template: | Workflow Notification
Priority: %NotificationPriority :
Date Sent: 2016-02-08
Message: \lf

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a natification.
Click Apply to send this notification and remain on this page.

oK | Cance\l Apply ‘

Figure 6: Send Notification Page

6. Complete the fields as follows:

Notification Details Description/Instruction
To Type the email address of the recipient of the notification.
CcC Carbon copy. Type the email address of the recipient of a copy of the

notification, if applicable.

Rich Text Check this box to display the rich text options for the notification.

BCC Blind carbon copy. Type the email address of the recipient of a blind copy
of the notification, if applicable.

Priority Click the down arrow to select the priority level of the notification.
Subject Type the subject of the notification.

Template Populated with the information about the notification (i.e., date).
Message Type the message to be included in the notification.

10
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7. Click OK to send the notification. You are returned to the Administer Worklists page -

Worklist Monitor tab.

User Work List Administration

The User Worklist Administration page is used to reassign work list items in EmpowHR.

To Reassign Work List Items:

1.

2.

Select the Worklist Administration menu group.

Select the User Worklist Administration menu item. The User Worklist Administration page
is displayed.

f US Dept of Agricu
BpowHR)

Favorites - Main Menu > Worklist Administration > User Worklist Administration
- - -

USER WORKLIST ADMINISTRATION

User ID ’7 Q

Work List Name [ Q

Status

Reassign To New User: Update Current Status:

User Search Type [v] | |
Reassign To | |
|

User Worklist Items # First B 1011 B oot

T

Figure 7: User Worklist Administration Page

Complete the fields as follows:

Field Description/Instruction

User ID Enter the user ID of the user whose work list item you are reassigning.
Work List Name Enter the name of the work list item to be reassigned.

Status Click the down arrow to select the applicable status of the work list item

being reassigned.

Reassign To New User Check this box to reassign the work list item.
User Search Type Click the down arrow to select the applicable search type.
Reassign To Enter the name of the person to whom you are reassigning the work list

11
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Field Description/Instruction
item.

Update Current Status Check this box to update the work list item status. If this box is checked,
select the applicable status.

User Worklist Items Description/Instruction

Work List Check this box to select the work list item.

Event Populated with the work list event information.

Originator Populated with the work list item originator.

Status Populated with the status of the work list item.

Empl ID Populated with the Empl ID associated with the work list item.

Name Populated with the name associated with the work list item.

Org Code Populated with the organizational information associated with the work
list.

4. Click Reassign.

How To Resend a Personnel Action

This feature will allow the reset of the position and resend it to NFC when the Position Data or the
Job Code is in suspense or did not apply to the Position Management System Online (PMSO)
database at NFC. An example of this would be when an error message (Master Record not found
and/or IP not found in the Position Management component) is displayed.

1. Select the Worklist menu group.
OR

Click the Worklist link at the top of the header menu. The Worklist for (Name) page is
displayed.

2. Under the Link column, select the applicable action.

3. Correct the Job Code and/or Position Data information that is in suspense.

Note: Ensure the Status is changed to NFC Ready. This will reset the position data and the system
will resend it to NFC.

4. Select the HR Processing menu group.

5. Select the applicable employee.

12
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6. Select the Data Control tab on the Hire Employee page. The Transaction Status will display
Not Applied.

7. Change the Transaction Status to NFC Ready by selecting data from the drop-down list.

8. Click save. This will reset the personnel action and the application will resend it to NFC.

Note: This should only be used when the Position Data or the Job Code are in suspense or did not
apply to the NFC PMSO database. Remember to correct the Position Data or the Job Code first, and
then select HR Processing under PAR Processing to reset the personnel action.

13
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