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Section 1 - General Information

The Civilian Human Resources Case Management System (FedHR Navigator or FedHR)
deployment started in September 2015 with pilot testing focused on usability, customer
acceptance, and standardization of processes for case initiation and workflow. Feedback from
the pilot deployment was used to establish the deployment plan.

The deployment of FedHR is a significant step forward for the overall management of our
civilian human resources system and is in alignment with the Office of Civilian Human
Resources (CG-121) initiatives to:

e Standardize the submission and routing of requests submitted to CG-121

e Provide greater transparency of personnel action, recruitment, and classification status

e Improve collaboration between supervisors, civilian resource coordinators (CRCs), and
Human Resources (HR)

e Provide stakeholders with easy-to-use reporting capabilities

e Reduce paperwork

Effective June 15, 2017, supervisors of civilian employees will begin submitting personnel,
recruitment, and classification requests using FedHR Navigator. The application provides
supervisors the ability to:

e Electronically initiate/authorize, digitally sign, and route personnel actions (SF-52s),
recruitment requests, and classification requests

e Track workflow routing status

e View case history, generate reports, and receive case notifications.

NOTE: Submission procedures for human resources requests published or distributed prior to
15 Jun 17 referencing submission to AskHR are no longer valid. Please refer to CG121 Portal
and webpage for updated guidance (AncHRs and human resources manuals). AskHR helpdesk
(uscg.AskHR@ uscg.mil) is still available to answer questions.

1.1. System Information

FedHR supports and automates strategic Federal human resources functions. Position
management and classification, recruiting, hiring and on-boarding are integrated in a single
platform to accelerate and streamline the process, while fully supporting human capital
initiatives.

FedHR is provided by the cloud service provider (CSP): Economic Systems Inc. (EconSys) and
approved by the Federal Risk and Authorization Management Program (FedRAMP). FedRAMP
was developed in collaboration with the National Institute of Standards and Technology (NIST),
the General Services Administration (GSA), the Department of Defense (DOD), and the
Department of Homeland Security (DHS). FedRAMP is a Government-wide program that
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provides a standardized approach to security assessment, authorization, and continuous
monitoring for cloud-based services.

FedHR enables security authorization using the (P1V and Multi layered authentication), is

Federal Information Security Management Act (FISMA) compliant (based on the NIST 800-53),
and meets Federal Government Requirements and complies with OPM, DHS and USCG policy
and regulations, as well as the requirements of publications identified in USCG PWS section 6.0.

1.2. Role Management/Role Requests

Access to the Supervisor Role in FedHR will be granted to civilian and military supervisors of
civilian personnel. Prior to receiving access, the supervisory responsibilities must be request via
submission of the role request form and the requestor’ supervisory responsibilities will be
verified by the 2" line supervisor. The Role Request Form is required to be filled out when
supervisors are assigned for the first time to a supervisory position, transferring to another
supervisory position, or separating from USCG. We have also included a field for CRCs on the
form to request changes when they receive a new assignment or are separating.

The Role Request Form is available from the CG-121 webpage:
https://cg.portal.uscg.mil/units/cg121/Lists/WebTARoleApplication/NewForm.aspx?RootFolder

1.3. FedHR Security Features

0 Time Out — FedHR will time out after 30 minutes of inactivity

0 Audit Log — updates to include names and dates associated for changes made on SF-52

o Personally identifiable information - masked on SF-52 from Supervisor and CRC roles
(date of birth and SSN not visible)

1.4. Feedback and Contact Information

Please work with your servicing HR Specialist for inquiries on FedHR cases and suggestions for
process or system changes. The name of the HR Specialist assigned to each case will be located
in the case history in FedHR.

Contact the FedHR Navigator System Administrator, Donna Basey (Donna.Basey@uscg.mil), if
you have questions or suggestions regarding the FedHR application, reports, role administration,
or user guides. You may also contact "AskHR™ (uscg.AskHR@uscg.mil) if you need assistance.
We are working with the vendor for systems upgrades and changes to enhance the user
experience.

Please contact your servicing HR Specialist if you have any questions about specific HR case
related information. Contact information is located on the USCG CG-121 website:
(http://www.dcms.uscg.mil/Our-Organization/Assistant-Commandant-for-Human-Resources-
CG-1/Civilian-Human-Resources-Diversity-and-Leadership-Directorate-CG-12/Civilian-HR/)
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1.5. Rules of Behavior
FHR Navigator Rules of Behavior for Agency Application Users

Revigad October 1, 2012
ou must conduct only authorized business on the system.

our level of access to systems owned by Economic Systems Inc. is limited to ensure your access is no more than necessary to perform your legitimate tasks or assigned duties. If you believe you are being granted access that you should not
have, you must immediately notify the Economic Systems Suppert Desk, support@econsys.com.

You must maintain the confidentiality of your authentication crodentials such as your password. Do not reveal your authentication credentials to anyone; an Economic Systems employiee should newer ask you b reve ol them.

You must follow proper logon/logalf procedurnes, You must manually logon to your session; do not stone your password locally on your system or ulilize any automated logon capabilities. You must promptly logoff when sission acoess is no langer
reciedd. T¢ 2 logoff function i unavailable, you must close your brovser. Never leave your computer unattended while logged into th system.

Wou must report all security ncidents or suspected incidents (e.g., It passwords, IMpProper OF SUSDICOUS 3CtS) to your agendy’s Information System Security Officer (1550).

You must not establish any unauthorized interfaces between systems, networks, and applications cwned by Econome Systems Inc.

Your access to systems and networks owned by Economic Systems is governed by, and subject to, all Federal laws, induding, but not hmited o, the Privacy Act, 5 U.5.C. 552a, if the applicable Economic Systems' system maintains individual
Privacy Act information. Your access to Economic Systems FHIt Navigator constitutes your consent to the retrieval and disdosure of the information within the scope of your authorized access, subject to the Privacy Act, and applcable State and
Federal laws.

Wou must safeguard system resources against waste, loss, abuse, unauthorized use or disclosure, and misappropriation.

i et nat process US. elasified national security information on the system.

Yiou et nat browss, sarch or real nformation hosted by Economic Systens except in accordance with that which i required bo perform your Kgitirmate Gasks or assgned dutie.

You must nat retriese information, or in any other way discloss information, for sormgone who does not have authority o acoes that information.

Wou must ensure that Web browsers use Secure Socket Layer (S5L) version 3.0 (or higher) and Transport Layer Security (TLS) 1.0 (or higher). S5L and TLS must use a minimum of 256-bit, encryption.

Wou must ensure that your web browser is configured to wamn about invalid site certificates.

Wou must ensure that web browsers wam if the user is changing between secure and non-secure mode.

Yiou must ensure that your web browser checks for a publisher's certificate revocation.

Yiou must ensure that your web browser checks for server certificate revocation.

Wou must ensure that web browser checks for signatures on downloaded files.

By your Sgnature or skectronic acceptance (such 38 by clicking 3n acceptance button on the scresn) you must agres to thess rulss.

Vs unch that any parson who ob from 3 computer connactad to the Intamat in viclation of har amployer's computir-use restricions 18 in wolation of the Computer Fraud and Abuse Act.

You agree to contact your agency’s Information System Security Officer (1550]) if you do not understand any of these nies.

m 1 agron and accept these rules of behavior [l 1 do not agroe to these niles of behavior

During the first time log in process you will be asked to agree to the rules of behavior for agency
applicant users. You must make a selection before you can enter the application. You have the
option to print before you make your selection that you agree or disagree. By clicking | agree,
you are digitally signing that you agree with these rules of behavior. A copy of the rules in effect
at the time of the supervisor roles implementation is located in Appendix 10 of this guide.
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Section 2 - Navigating Within FedHR

2.1. Logging in for the First Time

1. Visit https://fhrnavigator.com/client/USCG (NOTE: Bookmark the site)
2. Click the “Username and Password” tab

Login

PIV Card or CAC Username and
Password

Important: Starting 1/25/2015, the login process
using username and password is changing to
strengthen security. More information »

Flease enter your usemame and password.

Username | |

Password | |

My Agency |United States Coast Guard |

Register »
Reset User Account
By clicking on the Login button, you acknowledge

that you have read the I 0
and licensing agreement.

# Bookmark this website

After selecting “Register” a screen will appear with the prompt for a validation code. The
validation code will be forwarded to the e-mail address in your account profile. Expecta 10 to
20 minute delay for the e-mail to be delivered.

FedHR ¥
Navigator

Please Verify Your Email Address

Wour e-rad pddness must be venfied before procesding to use the system. An e-mad containeng & unigue code vwas sent 19 donna . basey fuscg.mil

Please check the e-mail inbox for the: code and enber it below.

ot e s

If you do not receive the amail with the validation code

1. Chieck that your email addoess is correct. If donni . baseySuscs, mi1 i ol vour turmerd a-mad sddress of I you'd ke & changs &, you wil need conthet vour FHE Navigatar User Atoount Adminitrtorn,

2. Check your spam of junkmail folder,

3. I the abavs tvwa apbions da ndd work, contiet your sgency’s IT suppont i find oul why you aee urabls b recsive amals from FHR Mevigedor, You may siss emal the FHR Mavdgeton support teem ot supoori Becong com.

If you do not receive the e-mail:

a. Check to ensure it was not delivered to your MS Outlook Junk Folder;
b. If not in Junk folder and not received within 20 minutes contact
USCG.ASKHR@USCG.Mil to notify the system administrator of the issue.
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FedHR O
Navigator

Step 2: Update profile Information

*You can use this scresn to get your usemame, reset your password, update your email address , or update your cell phone number .

Click on each tab to edit each part of your account.

| password ” E-mail address || Phone number I

Enter a username to access FHR Navigator and dlick Update.

Enter desired username |newsu TP |
The new miust be & mir of 6 and a i of 20 characters.

Confirm username |newsupervisor |

Username is updated successfully!

Lo ol e

Copyright 2017 - Ecanomic Systems Inc {EcanSys) - All Rights Reserved. Plug-Ins  View Licensing Agreement

2.2. Create New Password

Resize text: A A

1=

FedHR @
Navigator

Step 2: Update profile Information

“You can use this screen ko get your username, reset your password, update your email address , or update your cell phone number .

Click on each tab to edit each part of your account.

Username | Password ‘ E-mail address H Phone number |

Please enter a password and dlick Update.

Enter new password
The neve password must be & minimum of 12 and & maximum of 20 characters and meet all four of the foflowing sscurity conditions:
1. Jt must contain at least two uppercase letters. (Example: ABC)
2. Jt must contain at least two lowercase Jetters. (Example: abc)
5. Jt must contain at least two numeric values. (Example: 123)
4. It must contain at least fwo special characters. : I@ESHAR)+_ 2L AT

Confim new pazsword
=

Copyright 2017 - Economic Systems Inc (EconSys) - Al Rights Reservad. Plugdns  View Licansing Aqresment

Password must be a minimum of 12 and a maximum of 20 characters and meet all four of the
following security conditions:

It must contain at least two uppercase letters;

It must contain at least two lowercase letters;

It must contain at least two numeric values;

It must contain at least two non-alphanumeric special characters
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FediR@  ZER ol plii
Navigator "@jj

Step 2: Update profile Information

You can use this screen to get your usemame, reset your password, update your email address , or update your cell phone number .
Click on each tab to edit each part of your account.

Username H Password H E-mail address H Phone number |

Please enter a password and click Update.

Enter new password

The new password must be a minimum of 12 and a maximum ofzadwaderserdmae(aﬂfowofdrehffamng secunty conditions:
1. Tt must contain at least two uppercase letters. (Exampie: ABC)
2. It must contain at least two fowercase letters. (Example: ab()
3. It must contain at least two numeric values. (Example: 123)
4 It must contain at least two specis : I@FSHAR <> G A7)

Confim new password

o=
Copyright 2017 - Econamic Systems Inc (EconSys) - All Rights Reserved. Pluglns  View Licensing Agresment

Once the validation for security conditions is complete,

2.3. Update or verlfylng E-mail Address

FedHR ¥
Navigator

Step 2: Update profile Information

click update password
click next

Resize text:

S
(K
[

You can use this screen to get your username, reset your password, update your email address , or update your cell phone number .

Click on each tab to edit each part of your account.

Username || Password | E-mail address Phone number

Your email address on record is donna . basey@uscg.mil

If you'd like to change it, enter the new e-mail address and dick Update.

Confirm e-mail address | |

Update e-mai addres= [ Next |

Copyright 2017 - Economic Systems Inc (EconSys) - All Rights Reserved. PlugIns  View Licensing Agreement

If e-mail address showing is not correct:

type corrected e-mail address and confirm in the fields provided
click update e-mail address
click next to continue validation process
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2.4. Update or verifying Cell Phone Number

Resize text: A A

o=

FedHRV &%
Navigator lfn?,f

Step 2: Update profile Information

You can use this screen to get your username, reset your password, update your email address , or update your cell phone number .

Click on each tab to edit each part of your account.

Usemame || Password || E-mail address |[RPRGMSRIMBEES _

Please enter your cell phona number and click Update

Cell phone number +1 I:l
Confirm cell phone number +1 I:l

By clicking "Update phone number”, you agree to receive text messages generated by FHR Navigator. By receiving text messages, you may incur
charges. Check with your cell phone carrier to determine what fees or charges may apply.

Copyright 2017 - Economic Systems Inc {EconSys) - All Rights Reserved. Plug-Ins

Cell phone number is required when requesting a password reset. Verification codes will be
forwarded to this number upon a request for password assistance or to authenticate user when
attempting to access FedHR Navigator without using CAC.

- Input and confirm the cell phone number that can receive texts

- Click Update phone number

- Click Done

You will be brought out of FedHR to a screen that requests that you close your browser window.

FedHR @
Navigator

Thank you for using FHR Mavigator.
For sequrin a———

a50n5, DIBASE CIOSE YOUT DIOWSEr wingow,

You must navigate back to the login screen if you are ready to initiate, review or take action on
cases. You must register your PIV/CAC to use it as your credentials at the login screen instead
of entering the Username and Password each time you use FedHR. The instructions are provided
in the next section.

Some 1 time users will not have their PIV/CAC yet and will have to continue to log in with the
Username and password until the PIV/CAC is received and Registered.
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2.5. Registering PIV/CAC

Registering the PIV/CAC is required one time only. After registration, you will not need to use
your username and password to log into FedHR but that option will still be available to you.

1. Open your Internet Explorer. Enter the web site: (https://fhrnavigator.com/client/USCG)

2. Activate the Username and Password tab from the login screen. (shown below)

3. Ensure the PIV/ICAC is inserted in the computer slot before clicking on the hyperlink
labeled Register.

4. When prompted, select your credential (signature) and enter your PIVV/CAC Pin.

Login

PIV Card or CAC Username and
Password

Important: Starting 1/26/2015, the login process
using username and password is changing to
strengthen security. More information »

Flease enter your usermame and password.
Username

Password

My Agency | United States Coast Guard

Register »
Reset User Account »
By clicking on the Cogmrimtsn, you acknowledge

that you have read the general privacy act notice

and licensing agreement.

@ Bookmark this website

2.6. Reset User Account

If you forgot your Username or password, select “Reset User Account” to reset (circled in red
above). You will be prompted to answer questions and to create a new password.
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2.7. Logging in with CAC/PIV

=

Open your Internet Explorer. Enter the web site: https://fhrnavigator.com/client/USCG

2. Click “OK” on the Notice and Consent banner page. This will take you to the FedHR
Navigator Portal window.

3. If you previously logged in with temporary access while waiting for your PIV/CAC, you

should activate the Username and Password tab then select “Register”

Make sure the PIV Card or CAC tab active (it will be highlighted in blue).

You should then receive a window that contains your CAC certificates. Make sure you

select the certificate that is not your E-Mail certificate. Enter your PIV/CAC.

SN

FedHR @
Navigator =5
Login

PIV Card or CAC Username and
Password

Please make sure your

- card is plugged into the

i reader.
o T Please insert your card and - St o,
e P Note: To log in for the 1> time
s card, please clck the with PIV/ICAC click on the
82 b, Username and Password tab and
e s Select Register.
and Jicensing agreement.

Login

¢ Bookmark this wehsite

2.8. FedHR Navigator Page Banner

The FedHR Navigator Banner is viewable from any page within FedHR. The banner provides

the option to change roles, change the text size, search for an employee and log out

FedHR @ e A A

MNavigator

2.8(a) Supervisor Home Page; Resize Text

Navigation Menu — Resize Text
Selecting options from Resize Text
will increase or decrease the

screen display in relation to the
size of the “A” that you select,
small, medium or large

Page 14 of 93
May 23, 2017



U.S. Coast Guard
Office of Civilian Human Resources
FedHR Navigator
Supervisor Guide

2.8(b) Account Settings: Change Password

FedHR @  #2N A
Navigator v

Home Casa Tracking
"

and Support
— B

iFind an Employee For Help

Recruitment Reqguests

Follow the request to fill in
3 T, your password

- g it information. Select ‘Update
" Password’ to save the
et password
— or ‘Cancel’ to return to
- previous screen.

Passwords must meet the FedHR security validation

criteria (provided below). Account Settings —

Change Password
To change your
password select Account

Password must be a minimum of 12 and a maximum of 20
characters and meet all four of the following security

conditions: ) Settings at the top you
It must contain at least two uppercase letters;

R your screen.
It must contain at least two lowercase letters;

It must contain at least two numeric values;

It must contain at least two non-alphanumeric special
characters

This option is available
from any page in FedHR.

Change Password

This screen allows you to change the password used to acoess the Federal Human Resources Navigator system. Please changs your password by
The new password must be a minimum of 12 and » maximum of 20 charscters and meet all four of the following securty conditions:
1. ¥ must contain af least two uppercase letfers. (Example: ABC)

L. Jt must contain at least two lowercase ietters. (Example: abc)

3. [t must condain at least two numeric values. (Example: 123)

4, It must contain at least twe nomalphanumerse special characters. (Examples: \@o$% &5)=_<i= {371 )

Type in yeur current paspwond:

Type in your new password:

Werify youcn pasgword:

Update Password »
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2.8(c) Search for Employee

FedHrR @

MNavigator

ike: Supervisor - LISCG - D | Chianges Bk

2.8(d) How to Exit from FEDHR

FedHR @

Mavigator

ke, Seapervises - UISCE - Dby | (lungs e

To logout of FedHR, select

the link at the top of the
screen.
Im an Employee Fortielo This option is available
= a from any page in FedHR.

Recruitment Requests

i e e 3% o et .

Crmite Wi Ropanst 3

2.8(e) Changing Roles between Employee and Supervisor

Civilian supervisors will have more than one “role” responsibility. If you have more than one
“role” assigned to your user 1D, you can switch between the roles by selecting “Change Role” in
the blue tool bar under the FedHR Navigator header.

Resizetext: 4 A A

Account Seftings | Logout

Role: Administrator - L'SCG - Div | Change Role Employee Search:
—————

Select a Role

You have multiple roles assigned in the FHR Navigator system, Please select the desired role. You can change the role later by selecting "Change Role” from the top menu bar.

Administrator for USCG - Div
U.S. Coast Guard, including sublevels

Note: Military Supervisors of

B civilian personnel will only have

it the “supervisor” role assigned to
e them; therefore, the first screen

Internal HR for USCG - Div

that will open is the supervisor
“Home” screen.

Resource Coordin for USCG - Div

Spedialist for USCG - Div
U.5. Coast Guard, including sublevels:

Supervisor for USCG - Div
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2.9. Supervisor Home Page

FedHR @ 7% fasm 4 8 A
Navigator T

For Help
P 5] and Support

Click Here

T ’ Find an Employee

Pt e e 5F 523 or it et
Crmatn Mo Begusst >

el T Recruitment Requests

Comvight 1947 Bt Sysimes B (i) - A1 Rt R Fuoly Yo lowse breeey

The sections of the Supervisor Home Page include:

(a) Home Page Notices (top center)

(b)Navigation Menu (Left)

(c) Case Tracking Section (Right)

(d) Find an Employee search field (center)

(e) Recruitment Requests Link to Initiate (this hyperlink will also initiate classification requests)
() For Help and Support — Please do not use this link, it will generate an e-mail to the EconSys
vendor. We prefer that you contact the AskHR Helpdesk (uscg. ASKHR@uscg.mil) for assistance.

2.9(a) Home Page Notices:

The information on the Supervisor Home Page is updated by the FedHR administrator and is
intended to provide you with current information (such as the location of references and guides)
and any changes related to FedHR and Civilian Personnel.

2.9(b) - Supervisor Home Page; Navigation Menu

FedHrR @
Navigator

Navigation Menu - Case Types

Classify/Recruit Request
Pay and Leave
Personnel Action
Security

Policy Inquiry

Report Inquiry

Reports

Help

Find an Empl For Hel
ind an Employee andSquart

L ¥ P Click Hore
st ] | Cick Hore

? Recruitment Requests

Additional information on the case types within the navigation menu is provided in the sections
of the guide which correspond with the case type labels. Refer to the appendices for associated
tables for activities and Detail/Step descriptions available for each case type.
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[Note: The user guides available from the Help section of the navigation menu do not reflect
customized features created for the USCG. The guides available on CG121 portal/website page
will reflect the USCG custom features and processes)

2.9(c) Supervisor Home Page; Case Tracking

FedHR 9@ o -
Mavigator

Navigation Menu — Case Tracking

ke Sagvives - (S35 - Do | Chige B

Provides view to workflow and case
history information.

e Cases Assigned to Me
B e Cases | Initiated
’ B e e All Assigned Cases

Recruitment Requests

Refer to Section 4 for more information on Case Tracking, workflow, and reassigning cases.
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Section 3 - Initiating and Managing Requests

3.1. Introduction

FedHR generates an interactive electronic SF-52 form that automates the creating, editing,
approving, coordinating, and tracking of personnel actions. It provides a single, integrated
process to supervisors, managers, and HR personnel to manage personnel actions electronically,
coordinate to the appropriate officials, and provide reports.

This section of the guide explains how to use FedHR Navigator to automated SF-52s to initiate
Classification, Recruitment, and personnel action requests.

Fod) "':.ﬂ - —

L G EEE R e

y:—_"ﬁl’- s i \
b Emplayes C? For Help
| W e

- o ==

— =
r -
I(’dﬁm:rullmtnt MLIESTEY,

|
{ PIN———
"-\-\_\__ —

There are alternate ways to create cases depending on the case type you are initiating.
Classification and Recruitment can be initiated 2 ways (circled in red above);

1. click the hyperlink bottom center of supervisor homepage;

2. or click the hyperlink in the navigation menu

Personnel Action Requests and Pay and Leave cases can by created by(identified by the arrows
above) :

1. using the navigation menu (left side of the screen); or

2. searching the employee name in either of the 2 search fields provided on the home page.
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3.2. Outline of Steps for Managing FedHR Cases

. Initiating a Request/Case - Steps

Log in and select a role

Create a request

Fill out the form and save

Open SF-52 and e-sign it before saving

Update detail/step

Select distribution for e-mail notifications

Attach supporting documentation

Reassign to the next person in the process (updates owner information & generates
the e-mail notifications)

S@ o oo o

. Editing a Request/Case — Steps
If you are the recipient of a case for which you need to take action (e.g., approve, e-sign):
Log in and select a role
Search for the request through case tracking (details in Section Two)
Make changes to the form, if necessary
Open, e-sign, and save SF-52
Update detail/step (provide additional comments, if necessary)
Select distribution for e-mail notifications
Attach supporting documentation, if necessary
Reassign to the next person in the process (updates owner information & generates
the e-mail notifications)

SQ@ e a0 oW

1. Reviewing the Status of a Request/Case — Steps

To check the status of the case:

a. Log inand select arole

b. Search for the recruitment request through case tracking (details in Section Two)

c. You can view the case information, SF-52, and case “history’ records which include
rows for each step and reassignment completed, comments, links to attachments, and
information on who received the e-mail notifications at each step.

d. You also have the option to run and download reports (Section 8)

To view instructions for initiating specific case types (Personnel Action, Recruitment,
Classification, Pay and Leave, etc.) refer to the section associated with each case type.
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3.3. Editing and Digitally Signing the SF-52

Click on the appropriate e-Sign button(s) to digitally sign the SF-52 before routing/reassigning to
the next person in the approval chain.

Note: Block 1 will have to be : 2 _ _ _
revised to indicate the e T ; J
specific type of Personnel | '
Action you are requesting.
Type in the action you are

requeStlng (See Appendlx > Im?:mn.\, 1* Line Supervisor f?‘.:,—f“ml\..u 2nd Line Supervisor I
for additional information).

All other requests will auto- e e : :
pOpUlate BlOCk 1 Of the SF_ R —— [‘_‘_ — | — Clwllaln Resource Cc:otc.lul.n:ator —
52 based on the information : m-«mw»mw §

you provide on the case
information page.

Sagearuee

After clicking the e-Sign button, you will be asked to confirm your intent to sign. Click on the
Yes button.

Enter your CAC PIN or FedHR Navigator password if you are not using the CAC then click on
the Submit button.

Click Save at the top right of the screen then select ‘Previous Screen’ to return to case
information page.
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3.4. Case Status Email Notifications

FedHR Navigator will be used to notify stakeholders of the status of ‘cases’ they are working on.
The contents of the emails are customized for each agency. FedHR Navigator will send e-mail
notifications in the following situations:

When reassigning a case — FedHR Navigator will auto-generate an e-mail to the owner
of the case to let recipient know that the case has been assigned to him/her.

When reassigning a case you do not own- When a case is reassigned and the previous
owner is not the person doing the reassign action, the previous owner will receive an
auto-generated email notification to let him/her know that the case is no longer assigned
to him/her.

When updating a case - to the employee — FedHR will send an e-mail to the employee
then the case is updated if the person who updates the case chooses “Yes” to “send an
email to the employee” field. The notification will include the comments from the
regular comments section but not from the HR Comments section

When updating a case — to the “To Be Notified” list -FedHR Navigator will send
emails to all recipients on the “To Be Notified” list when a case is updated. Anyone who
has access to a case can add any email addresses to the “To Be Notified” list; however,
when the case is updated, the user has a choice of which email addresses should be
notified. That is, email addresses on the “To Be Notified” list can be considered a list of
recipients who wish to receive updates, but the person who makes the update still has
discretion over which email addresses are sent the update notification.
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Section 4 - Case Tracking

4.1. Case Tracking Introduction

The Case Tracking functionality in FedHR enables HR users, Civilian Resource Coordinators
(CRCs), Supervisors, and employees to track the progress of an action or request being
processed. This feature also allows tracking of workload, types of work being performed, and
time spent on each case. In a sense, Case Tracking is similar to a specialized email system,
including the ability to attach documents to messages.

Supervisors and CRCs have the ability to open any case within their assigned organization level,
view the case history, reassign the case as necessary, add comments, add a step, or upload
attachments.

Different roles within USCG FedHR have different access to case types. Agency case types are
displayed in the left menu, and at this time, case types available to Supervisors and CRCs are:
Classification/Recruitment, Personnel Actions, Pay and Leave, Security, Policy Inquiry, Report
Inquiry, Reports and Help. Appendix 2 provides additional information and descriptions of these
case types.

[Note: The user guides available from the Help section of the navigation menu do not reflect
customized features created for the USCG. The guides available on CG121 portal/website page
will reflect the USCG custom features and processes]

FedHR @
Navigator

For Help
o rame > ] and Support

Recruitment Requests

The “Case Tracking” section is located on the right side of the home page (displayed above).
This section provides a count of all “‘open’ case work within the organization codes you have
been provided access for, regardless of the case type. It also displays the number of cases
pending action by you (Cases Assigned to Me) and a count of the open cases that you have
initiated and routed though your organizations approval authorization process (Cases | initiated),
and All Cases Assigned within your assigned organization level. These headings are hyperlinked
to the case tracking page and will bring up the tabbed “workspace views’ associated with the
headings.
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The screenshot provided below displays the result after selecting the Case Tracking hyperlink for
All Assigned Cases:

Cosa Tracking

Each of the Tabs displayed above (circled in red) provide case tracking views that correspond
with the hyperlinks provided in the case tracking section located on the home page. You can
toggle between views by clicking on the tabs. An individual detail or step of each case is called
a “Case Tracking Item” and is assigned to an "owner" to be worked on. To view cases that have
been assigned to you, select the tab with the heading Assigned to Me.

The Assigned to Me case tracking view should be viewed on a regular basis to ensure that you
review and take appropriate action in a timely manner. You will receive e-mail notifications
when a case is reassigned to you pending action as the owner of the case. The “Owner” of the
case is listed in all case tracking views and is updated in ‘real-time” as cases are reassigned.

To view cases by Case Type, click on the case type listed on the Navigation Menu on the left
side of the home page. For example, clicking on “Classification/Recruitment” displays all
Classification/Recruitment case tracking items open for your organization, you will have to
select the “Assigned to Me” tab to view all classification/recruitment cases assigned to you for
action.

The “All Cases” tab will bring you back to view all cases assigned at you organization level.
C|aSSify{RecrUit Selected Employee

©pen a case by clicing on the tracking number to sew case history, comments, and other information. Click a column label to sort records by &. Enter multiple o amployes selactad
kaywords to seach multiple cobumns at the sa . aw cases are marked with an asterisk *. [ e case

Assignedto Me  Initiated by Me [ 1Y [arrrey

= pisctoring page 1 of 2

3021 Recrutmaent Subenitted 47122017 JOHNSON, 000085358 Criminal 1812 13 o1/o3/2027 1
Request 03:15:41 PM CARNITTA Irvestigator

B tpen Cases Only [T L]

5017 Recruitment Subeitbed 04/11/2017 TATE, BARRY 00110011 Training Specialist 1712 11 01/15/2017
Request 01:48:43 PM

2016 Recruitmant Submitted 047112017 SULLARD, CSM Program 0343 13 01/16f2007
Raguast 12:45:34 PM THOMAS Manager

5015 Classification Subemitted 04/10/2017 BASEY. TEST 000001, Accountant 0501 o 01/10/2027
11:01:29 AM 00002
3010 Recruitment Resource Coordinator 04/03/2017 SHIELDS, st 0301 o1 01/02/2017
Request Appraval 10:18:12 AM SHARON

2009 % Recruitment Managemaent Approval 04/03/2017 BASEY, TEST 0000000 test 0301 o1 01/02/2017
Requast 10:05:24 AM

The red asterisk(*)next to the case tracking number implies a new case that has not been updated by the owner.
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4.2. Search, Open, Review, and Edit Cases

To view and search for cases, click the appropriate Case Type in the left menu or select "All
Assigned Cases™ from the Case Tracking Menu on the Right side of your home screen; the Case
Tracking view will open.

4.2(a) Search Criteria

In the search criteria fields below the column headings, enter a key word under Tracking Number,
Activity, Detail/Step, HR Comments, Date and Time, Employee, and/or Owner. Then click the
“Submit Search Query” button (see white arrow/red outline).

Case Tracking Selected Employes
g w e by Choiong o the trecking sasster tn s cass REery, comumante, s piher nlormation, P oy el e
Chek i ey bl o et riceds by i Ester Sultiple ki 5 Seinch fulticle columrm it T m

i L. Pl S ice Siiroped Wil i adterien

[FETENE TS TP  inaied by e A Canes

— Search Criteria;
: o Pt B you may input
g o
B4 CARWIN, SHIKK sesche, more than one
a2 o T
ot fields but only
BAZH A DARWIN, CIHUCH ALGOMING, : :
Db 64D P [ h..q;'.-l.l'- qararamp  FRED one ls rEqL“rEd
[L LRl LR L AR L -
waisls AN XGNP, to filter your
1141 Tyme 2
i T P AN zearch
Ao

For example, if you input an employee’s name in the search criteria field below (last_name,
first_name) then click submit search query, only records for Robert Jones will display in
your screen (see below).

Case Tracking Selected Employee /\

Open 2 case by dicking on the tracking number to see case history, commants, and other information. Click 2 column label to sort records by it. Enter multiple hio employes selecred,
keywords to search multiple columns =t the same time. New cases are marked with an asterisk *, m

AssignedtoMe  InitistedbyMe [ Loty

[Eneer kmymord | [ jones, raben| [jores. rabere |

Ener bz

21 open Cases Oy [STES—

s020 Personnel Actions Process Action in the Persannel/Payroll System Process Action in the Personnel/Payrall System 04/12/2017 02:23:52 PM Jones, Robert BASEY, TEST
Visw Eorms e COMMANDANT (C5-06) {20-00-0000-00-00-05-09)

Your search refurned 1 cases,
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4.2(b) View All Cases (Open and Closed)

To view all cases, open and closed, go to the appropriate case listing page (e.g., Classify/ Recruitment),
and then uncheck the “Open Cases Only” checkbox and press “Submit Search Query”.

Case Tracki ng Selected Employee
Open a caze by clicking on the tracking number to see case history, comments, and other information. o employee selected.
Click a column label to sort records by it. Enter multiple keywerds to search multiple columns at the = =
same time. New cases are marked with an asterisk *,
Assigned to Me Initiated by Me  All Cases
Tracking
Number Case Type Activity Detail [Step HR Comments Date & Time = Employee Owner
Enier [ Actity | [petaystep | [Enter ot [rmmiadinn) [3oes, Robert | Enter Name
(SOOI [ || Y ot e 17
1555 Benafits Forms 06/16/2014 DARWIN, CHUCK ALGOMING,
farms Submitted 09:42:54 AM Org; Budget Ofc (01-01-0090-  FRED
A-O0-0-00)
1532 ™ Retirement Package Deletad 04/25/2014 DARWIN, CHUCK ALGOMIND,
01:36:43 PM Ovg: Bucdget OF (01-01-0000-  FRED
00-00-00-00)
1533 On-boarding Forms Reviewed sdfgdsfg 04/24/2014 EERCCA, ELIZABETH ALGOMING,
Temporary 06:14:17 PM Type 2 FRED
Org- Staffing Of (01-02-0000-
00-00-00-00)

4.2(c) Sorting Actions in the Workflow Inbox

To sort items in your inbox, click on the column heading above the search criteria field and the

column will resort in ascending descending order.

Case Tracking Selected Employee

Open a case by clicking on the tracking number to see case history, comments, and other information. employes selected.
Click a column label to sort records by it. Enter multiple keywords to search multiple columns at the
same time. New cases are marked with an asterisk *.

Assigned to Me
Tracking
Number Detail/Step HR Comments Date & Time ~ Employee
[ Activity | [Detaljstep | [ nter keyord | [ myvadivrm)| | Jones, Robert |
2 OpenCoes vy AT [CRESUNEEY [N || N i o £ 27
1555 Benefits Military Forms DARWIN, CHUCK ALGOMINO,
View Forms Submitted Org: Budget Ofc (01-01-0000-  FRED
00-00-00-00)
1532 * Retirement Miscellaneous Package Deleted 04/25/2014 DARWIN, CHUCK ALGOMINO,
01:36:43 PM Orgy; Budget Of (01-01-0000-  FRED
00-00-00-00)
1533 On-boarding  New Appointment Forms Reviewed sdfgdsfg 04/24/2014 FERCCA, ELIZABETH ALGOMINO,
Tamporary 06:14:17 PM Tvpe 2 FRED
Org: Staffing Ofc (01-02-0000-
00-00-00-00)
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4.3. Case History

1. After open a case by clicking on the blue “Tracking Number” displayed in the first column
the “Case Information” screen appears (illustration below).

2. Click on the "View History" button to open the Case History window.

Classify/Recruit Documentation
# CG-2017-00060 Recruitment
-

The following information will automat
Document’.

flow to all attached forms. Please upload additional attachments using 'Upload New To Be Notified List

NOTE: Before the requ

approved, the bold fields should be completed. The following email addresses will receive 3 email when this case is

updated:

‘fou are viewing this r in read-only mode. This request must be assigned to you and open in order to edit it.

o [
Case #4960

Owner: KEMP, KATHERINE

Case Type: Classify/Recruit
Case Activity: Classification
Last Detail /Step: Submitted

Last Updated By: KEMP, KATHERINE
10/1%/2016 11:15 AM

HR Comments:

Case Information

Vacancy
Announcement #:

Position Information

Position Title [T=t |

Position Description [Tes23 |
Number
pay Pan

Occupational Series 2200
Code

Grodes) .

Name of Position's U.5. Cosst Guard
Organization (D0-00-0000-00-00-00-00)

Duty Station Alexandria, Virginia
POI |uscs (ot 2783)[v]
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3. The Case History window will display a row for each Detail/Step that was added to the case.
Use the scroll bars at the bottom and on the right side of the window to see all the rows and
columns (to include attachments added and who was notified during each step).

Case Type Activity

Classify/Recruit Classification

Classify/Recruit Classification

Classify/Recruit Classification

Classify/Recruit Classification

Classify/Recruit Classification

Tracking

Detail /Step Number Comments Time

Performed

By Attachme

PD Classified 4952 Reassigned  10/17/2015 BASEY,
by TEST 4:00 PM TEST
BASEY to
TEST BASEY.
PD Classified 4952 Reassigned 10/7/2016 BASEY, = Final PD.d
by TEST 2:41PM  TEST « TEST OF8
BASEY to muock.doc
Test Thayer.
PD Review 4962 10/3/2016 BASEY,
12:33 PM TEST
PD Review 4962 10/3/2016 BASEY,
12:29 PM TEST
PD Review 4982 Reassigned §/28/201i6 MCGOWAM,
by 1:50 FM COURTNEY
COURTNEY
MCGOWAN to ¥
>

e

4. To view forms associated with the case, look in the Attachment column on the right side of
the screen (use scroll bar to view more of the attachment column and the Notified Column.

Tracking
Detail/Step Mumber

HR Only Date &
Comments Comments Time

Attachment Notified

ation PO Classified 4962

sation PD Classified 4962

sation PD Review 4362

sation PD Review 4362

sation PD Review 4362

Reassigned

by TEST 4:00 PM

BASEY tor

TEST BASEY.

Reassigned 10/7/2016

by TEST 2:41 PM

BASEY to

Test Thayper.
10/3/2016
12:33 PM
10/3/2016
12:25 PM

Reassigned 9/28/2016

by 1:50 PM

COURTNEY

MCGOWAN o

Test Basey.

Donna,

10/17/2016 BASEY,

thayer.n.leque@uscg.mil
TEST

BASEY,
TEST

+ Final PD.doc  thayer.n.leque@uscg.mil

= TEST OF8

maci doc[¥]

BASEY,
TEST

BASEY,
TEST
MCGOWAN,
COURTNEY

Amy. K.Laughter@uscg.mil

Amy.K.Laughter@uscg.mil

. >

5. To close the history window click the “X” in the top right side of the pop-up window(s).
You will be returned to the case information page.
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6. You have two options to exit the case or view another case:
e Click on the blue “Back” button to return to the case tracking view: or
o Click on "Home" or a case type on the left of the screen. (Do not hit the 'back arrow’)

Classify/Recruit

# CG-2017-00072

The following infarmation will automatically flow to all sttached forms. Please upload additional attachments using 'Upload New Document’.

MNOTE: Before the reguest can be approved, the bold fields should be completed.

A1 e Comments Remoig] o Case view ity o5k

FedHRQ %
Navigator i 2

To Exit from a Case:

% l Blue Back Button

Or

Click on a case type in the
Navigator Menu

4.4 Forms in Read Only Mode
You must be the owner of the case in order to edit any forms attached to a case.

If you do not own the case and associated forms, you will see a red message “You are viewing this
form in read only mode.” If you notice an error or need to make an update to the forms associated
with a specific case, contact the Servicing Specialist or Owner assigned to the case to request a

correction.

Classify/Recruit
# CG-2017-00075

The following information will automatically flow to all attached forms. Please upload additional attachments using
"Upload New Document’.

NOTE: Before the request can be approved, the bold fields should be completed.
You are viewing this request in read-only mode. This requast must be assigned to you and open in order to edit it.
View History

Case #5021
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Section 5 - Classification Request/Case Information

5.1. Classification Request Introduction

Title 5, United States Code, governs the classification of positions in the Federal service. The
law states that positions shall be classified based on the duties and responsibilities assigned and
the qualifications required to do the work. As such, a position description (PD), or job
description (JD) for a wage-determined position, may be the single most important document for
a civilian employee and the employee’s supervisor. It is the basis for a number of action items
by management. Generally, a new position description is required when:

e A new position is established.

e The major duties of a position changed since the last official classification decision.

e The position duties and responsibilities are modified as a result of a proposed
reprogramming, position upgrade request, or other management action.

Upon receipt, submissions will be checked for completeness. A complete classification request
consists of a signed Optional Form 8 (OF-8) with the position description and a copy of the
organization chart. A copy of the request memo should be attached if the classification request is
tied to an OMR.

e Receipt of complete packages will be acknowledged by the servicing HR Specialist or
Field HR Specialist with an e-mail notification generated from within our case
management system (FedHR). The certifying official from block 20a on the Optional
Form 8 will be added to the case notification. Status updates will be sent via FedHR to the
certifying official throughout the classification process

e Incomplete packages will be returned to the certifying official listed in block 20a on the
Optional Form 8.

Ensuring complete packages will avoid delays in the classification process within CG-1211 and
centralizing the receipt of the packages will ensure all requests are thoroughly tracked.

The link to the PD library on the portal is:
https://cg.portal.uscg.mil/units/cg121/Position%20Descriptions/Forms/Allltems.aspx

The Manager’s Guide to Position Classification provides more detailed information on the
classification process. A copy is provided on the portal in the instructions folder of the PD
Library and can also be accessed at the address provided for the USCG website:
http://www.dcms.uscg.mil/Portals/10/CG-
1/cgl21/docs/Classification/Managers_Classification_Guide.pdf?ver=2017-04-21-113637-623

Please contact your servicing HR Specialist if you have any questions related to classifying a
position. The list for the servicing Assignment Representatives
(http://www.dcms.uscg.mil/Portals/10/CG-1/cgl21/docs/service.docx?ver=2017-03-23-143648-
310).

Page 30 of 93
May 23, 2017



U.S. Coast Guard
Office of Civilian Human Resources
FedHR Navigator
Supervisor Guide

5.2. How to initiate a Classification Request/Case in FedHR

FedHR @
Navigator

Case Tracking

My New Cases

Ganes Assiunod To He

Gases I Iniated >
AR Axpgned Canes 1318 >

Supervinors e FecRt Marigator b subreit persornel ation and classsication & recristrent requests e o e S

9 e gervicng HR Specalst. To kentfy your senvicing HR Specialst, please sesech for your
OGENTIIN 0N OUF SANACInG aSEgnTent ist.

Find an Employee For Hel
: i and Sup%or‘t
B

1. First Line Supervisor initiates the Classification Request and submits a complete
classification package (OF8 and PD) via FedHR. The requester can initiate the
classification requests by clicking on either of the hyperlinks provided on the
Supervisor Home Page (the options are circled in red above):

a. click the hyperlink bottom center of supervisor homepage; or
b. click the hyperlink in the navigation menu

2. The case creation page will open. Type in all position information (mandatory fields
are in bold font)
a. Position Information

Create Classify/Recruit

Please entar the new recruitmant reguest information below. Onca complete dick "Save and Next Screen” to continus,

MNOTE: Bafore the request can be approved, the bold fizlds should be completed.

Position Information

case Acaiy

Pasition Title |accourtant |

Position Description ||:El}}:|1 |
MNumber

Pay Plan

Oeccupational Series Code uso1m

Gradets) [ w (2 5]

Name of Position's COMMANDSNT (058 / DEPUTY CMOT
izati (OG-80 - ASST COMMAMNDANT FOR.

‘Organization RrenuAces - crO
DR OF FIMANCTAL OFERATIONS -
COMPTROLLER: (CG-BC)
OFF OF FINANCTAL POLICTY, REPORTING B
PROPERTY (C-B4}
(E4-20-0001-00-00-00-00}

Lookusp...

i. Case Activity (Mandatory) Select Classification from drop down menu
ii. Position Title (Mandatory)
iii. Position Description Number (Mandatory)
iv. Pay Plan (Mandatory)

Page 31 of 93
May 23, 2017



U.S. Coast Guard
Office of Civilian Human Resources
FedHR Navigator
Supervisor Guide

v. Occupational Series Code (Mandatory)

e g

Enter the Series code or Code Description or Group Family Description and click Search.
|os01

Search result(s). Please click the link to select the value.

Code Description Group Family Description
0501 Financial Administrator

vi. Grades (Mandatory): Select the Lowest Grade that is expected for
classification and the Highest Grade if this position has promotion
potential

vii. Name of Position’s Organization (Mandatory)

Click Select when
Flease select an organization. ~ you |Ocate the
o {rchid it fatins ot
Search for | CG-3 | seorch | it organization level
Organization Org Code Lewvel Select R
COMMANDANT (CG-E) / DERUTY CMDT (CG-8D) - ASST COMMANDANT FOR RESOURCES - CFO £4-00-0000-00-00-00-00 2 you are SearChlng
DIR OF FINANCIAL OPERATIONS - COMPTROLLER (CG-8C) £4-10-0000-00-00-00-00 |3 f
OFF OF FINANCIAL POLICY, REPORTING & PROPERTY (CG-84) £4-10-0001-00-00-00-00 |4 or.
AUDIT REMEDIATION DIV {CG-845) £4-10-0001-01-00-00-00 5
FINANCIAL MGMT POLICY DIV (CG-843) £4-10-0001-02-00-00-00 |5 .
FINANCIAL REPORTING & ANALYSIS DIV (CG-842) £4-10-0001-03-00-00-00 |5 Use the rlght scroll
PERSONNEL PROPERTY ACCOUNTABILITY DIV (FINCEN) (CG-844 £4-10-0001-04-00-00-00 |5 :
S bar if the search
OFF OF FINANCIAL SYS BUSINESS REQUIREMENTS (CG-86) £4-10-0002-00-00-00-00 |4
OFF OF INTERNAL CONTROLS (CG-85) £4-10-0003-00-00-00-00 |4 returns results than
OFF OF BUDGET & PROGRAMS (CG-82) £4-02-0000-00-00-00-00 |3 .
BUDGET FORMULATION DIV {CG-822) £4-02-0001-00-00-00-00 |4 w are visible

1. Select the Organization Level the position is located in; there
are two ways to make this selection
a. Type in the Search Field to apply a filter
b. Use the scroll bar located on the right side of the pop up
window until the Organization title is visible
2. Once the Organization you are searching for is visible, click
the blue hyperlink Select associated with that organization
level
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viii.

iX.

Duty Station (Mandatory)

i[=e
i Enter Duty Station narme and click Search,
1 Country : United States ¥ Stare : |Arizona
: P — Arkansas
gk [ scarch] California
Colerado
] Connecticut
i Delaware
District Of Columbia
Florida
Georgia
Hawaii
Idaho
Tlincis

Indiana
Towa
Kansas
Kentucky

w

Select State from drop down

4. Type in City then click on “Search’ to activate the pop-up
window with options related to your search request then

5. Select the station from the options provided

Enter Duty Statien name and click Search.
Country ; | United States ™| stape ; | Alnska bl

search for | kodiak m

Search result(s). Please click the link to select the value.

Station Name Country/State  Duty Station Code  Type  County

Kodiak Alasks 021340150 City Kediak Island
Koediak Island Alaska 020000150 County |Kediak Island
Kodiak Station Alaska 021342150 City Kediak Island

POI defaults to USCG - Div (POI 2783); no action is required

3. Requesting Office Information

Action Requested | Classifiztizn |

Vice | |

Proposed Effective Date | |
Reguester Comments "
"

Action Requested (Mandatory)
1. this field defaults to Recruitment
2. type in Classification

i. Vice (Optional)

Proposed Effective Date (Mandatory) insert a date approximately 3
months from submission date, HR Specialist can adjust after receipt
Requester Comments (Optional) use this block to notify management,
resource coordinators, and HR specialists of specific information
related to the classification request (SARR/OMR/..., etc., )
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4. Budget Information

Appropriation Code

Mumber of Positions |2

SO .

00001 [ 00002 [=]

i. Appropriation Code (Optional)
ii. Number of Positions (Mandatory)

iii. PCN(s) (Mandatory by USCG procedures but system will not generate
an error. Ensure this field is filled in)
1. Type inthe PCN

2. If more than one position number than select “Add PCN” after
typing in the 1% number.

5. Select Save and Next Screen if you are ready to move forward.

NOTE: Cancel will bring you back to the beginning without saving your
work.

6. You will receive warning messages if you:
i. Did not fill out ALL of the Mandatory fields

ii. The number of requested positions does not match the number of the
PCN(s) you entered

Message from webpage @

WARNIMG: The fellowing fields are required in order for your request to
. beapproved.

The number of requested positions does not match the number of
PCMN(s) entered.

iii. Resolve the warning messages by clicking “OK” and correcting the
corresponding fields (blank mandatory field, Number of Positions, or
add or remove additional PCN(s).

1. Fill in missing mandatory information then re-click save;

2. Add additional PCN(s) as necessary to match number of
positions indicated; or

3. Delete erroneous PCNs click on the blue “x’ next to the number
then re-select save.
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7. After saving your work, the case information page will open (see screenshot below)
and you should proceed to reassign the case. If you chose to close FedHR at this point
the information you input has been saved and you will be able to retrieve through case

tracking at a later time.

Classify/Recruit
= CG-2017-00072

Thez fallowing Informasion will 2ucmaticaly flow to 21l 2tached forms. Flazoe Upioac accitionsi 2tachments using Urkec Mew Docament
NOTE: Before the request can be approved, the bold fleics should be completed.

e commers e o coef s o P

Owner: BASZY, TEST
Cage Type: DamsifyRecult
Caze Activity: Ozssificaticn
LLast DetadlStap: Submistes
Last Updated By: EAS=Y, TEST
SIHZIT 100 A
HR Comments:
HR Only Comments:

Case Information

Vacancy Anneuncement #: [ |

Pasition Information

postion s
Paction Descrston

Number
FayPlan [z []]
Occupatanal Series Code g3n; [

Gradels) [z [v]w[z [v]

MName of Position's DSMMAND&NT [C5-5) - 88T
Organkzation CSVYANDSNT PR ASSDURSES - L0
DL OF FINAMCIAL DPERATICNS -

Requesting Office Information

R=guest Number : CG-2017-00072
o
| E—
—
[———
Regusstar Comments 71\
v

Budgeting Information

Numiber of Peattans [z |
e —|

AL 23 many POV & neie _ .
Tzmewmuaing Sz e COBT2[E] 00D0DL[H]

Documentation

Recruitmssnt
= SR [l Logt

Attachments

To Ba Motified List

The following ool oy will rer—ive 0 ool elion This coac @0 epdatod:
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NOTE: Although the case detail/step will show as *submitted’ at this point, the case has not been
routed and it is still assigned to you as the owner. The SF-52 will need to be digitally signed in
Block 5 and the case will need to be ‘reassigned’ to the 2" line supervisor for concurrence and
signature in Block 6 then forwarded through reassignments within the chain of approval.

Classify/Recruit Selected Employee

Open a case by clicking on the tracking number to see case histary, comments, and other information. Click a column No employee selected.
label to sort records by it. Enter multiple keywords to search multiple columns at the same time. New casas are
marked with an asterisk *.

New Case

Assigned to Me Initiated by Me All Cases

Vacancy

Tracking Prop. Eff. Announcement
Number  Activily Detail /Step HR Comments Series Grade Date #

[Erter teym| [nter kmpword | [ Enter kepword | | Entar empword | [mmadirm]| [Enter wame |

Expand View (i1 Mol )\ <ubmit Search Query l:l Displaying page I of 2

5021 Recruitment Submitted 04/12/2017 JOHNSON, 00008558  Criminal 1811 13 01/09/2017 1
Request 03:15:41 PM CARNITTA Investigator

5017 Recruitment  Submitted 04/11/2017 TATE, BARRY 00110011 Training 1712 11 01/15/2017
Request 01:48:43 PM Specialist

5016 Recruitment Submitted 04/11/2017 SULLARD, CSM Program 0343 13 01/16/2017
Request 12:49:34 PM THOMAS Manager

5015 Classification | Submitted 04/10/2017 BASEY, TEST | 000001,  Accountant 0501 09 01/10/2017

11:01:29 AM 00002

5010 Recruitment Resource 04/03/2017 SHIELDS, tst 0301 01 01/02/2017

Request Coordinator 10:18:12 AM SHARON
Approval

5009 = Recruitment Management 04/03/2017 BASEY, TEST 0000000 test 0201 01 01/02/2017

Reasat annrmual 100574 &M

Classification Requests do not require SF-52 so you will not need to e-sign; the next step is to
reassign the case.

Classify/Recruit
= CG-2017-00072 Documentation
e folowing IRPOrmEion Wil BUSSeETicaly Miow B Il SERCRES Torms. PIGSSE LEI0BS BOCIIoNS JEBCVYTANES LEIng UDINEE Mew Document, Recrultment
oTi SEEATVEZ, e BOIZ NS SO De Samsietes, . £ Loyl
s e Comments Rescsge | o coue view esory]5oca
Attachments
Owner: BASEY, TEST pioad Mow Dot
(=R =t
Case ACHiny: Cassfiesties To Be Notified List
Last Detall/Step: Submites
Ladt Updated By: BaZiy. TEST
AT 2L A The falloang el addremacy wil resenve o omal shen D coes @ updeted

HR Comments:

o camme
Case Information

VaLaficy ARfAduRdEMEnt I
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5.3. Reassigning Classification Request

1. New PD Requested: 1% Line Supervisor routes to 2" Line Supervisor after signing SF-52 and
selecting new Detail/Step from the drop down menu. (Refer to Appendix 5 for guidance on
Detail/Step selection).

Classify/Recruit
= CGE-2017-00072

The foilowing Irformasion wil automancaly Aow 1o Bl 3EaChes forms. Piaste upioad

e phrowed, the Dold Neics Shouls be Completes.
Add Step/ Comments Reacign || Cloce Case mm

Cas= #5015

Owner: BASEY, TEST
Cage ACTIVItY: Caasrmoriics
Last Detadl/Step: Submittes

Last Updated By: BaZEY, TEST
&I IL0L A

HR Comments:

a. Select new detail/step option: New PD Requested

Datail/ Step
c Hew PD Requesbed
OMMENts lp o cource Coordinator Review
Resgurce Coordinator to HR Speciallst

PD Review

Additional Documentation Needed

Managemant (Supv) Resubmit

Managemant (Supv) Approval Neaded

HR Only Comments |Management (Supv) Approval to HR Specialist
PAL Approval Needed

PAL Updated

PD Classified

HE Management Review

HR Management Review Complated

Tentatively Classified

WUnion Netification

Union Review Complete

Send an Emall to [Branch Chief Review
Requester? |Branch Chief Approval

MR Director Review

HR Director Approval

Assign this case to: |Contractor Review Complete

Override Requested .

Hotify By Email:

Am:chment, If any I

Emr carnirFibe canxcmns tha

Browsa...
OSI0Hen INTOrmaiien
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b. Insert comments to provide additional information regarding the specific information
related to this case

2 Tt
’a ey ——— e Y L | R #oo it Rt .
= e Gdn  Veew Faooas  Took  Helg
™M
z [ Classify/Recruitment Documantation -~
| L 0
&
- 1
b e e T
508 -
the HR Only)
-
L
| Send an Emall 10 Select. . v
— " ’
[ Notity By Email [ 2uu |
= Assign this case tol -
Positian Infrmation -
] > i
" Y - f
Bl O 2 Lallallislal b -

c. Select your preference for sending e-mail to Requestor (Yes or No)
d. Update the Notify by Email field to designate the stakeholders that should receive e-
mails related to the status of the case.

HR Only Comments

(Entries here are visible to the HR Only)
e The contacts added to
the ‘Notify By E-mail’
v field will be notified
send an Email tg@ each time the status of
P i W the case is updated
2 e unless you ‘uncheck’
AR s "::jf:ifnejupewim@uscg_mu the box next to their e-
e | oronse.. | mail address

user must log in to FHR Add another file
Navigator to view the (exclude .exe, .bat, .msi, .cmd, .scr, .reg & .com file types. The file name should not exceed 100 ch
attachment. The
attachment is NOT sent
along with the email.

e. Assign this Case to:

Note: The “Assign this case to” field will remain as “Myself” until you finish attaching
documents if required and “save” your work.
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f. Add Attachments: Upload all required documents (PD, OF-8, org chart, etc.)

ﬁ iRequest Created/ Vacancy Identified E‘
T

|\\HQS—FS-STE-DD4\Usersl\AKLau Browse...
Add another file <
(exclude .exe, .bat & .com file types.)

g. Click on Save; you will be returned to the case information page.

Documentation

Recruitment

= SES52 -

Attachments Attachments that were
=R S added will display on the
Recruitment Action Checklist Final.do . .

c Open case information page and
can be viewed by clicking on

To Be MNotified List the hyperlink labeled open

The following email addresses will receive a2 email
when this case is updated:

AddyEdit Motify List

2. Request Returned to HR: 2" Line Supervisor routes to HR Servicing Specialist (follow
steps above 1a through 1f) and updating the Step:

Select new Detail/Step from case information page: Request Returned to HR

Insert comments (optional)

Send an Email to Requester: select “Yes” from drop down

Add additional e-mail notification if necessary

Send an Email to Requester: select “Yes” from drop down

Add additional e-mail notification if necessary

Assign this case to: HR Specialist’s e-mail information

Add additional attachments if necessary

Click on Save; you will be returned to the case information page.

—STQ o0 o

3. HR Servicing Specialist reviews package for completeness and compare the information to
PAL to confirm position is authorized...

a. PD Review: If complete, HR Specialist will forward a notification that complete
package has been received and the classification process has begun.
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I. Case Activity Detail/Step will be updated to: PD Review
ii. Comments will be updated to include confirmation of receipt and additional
information as necessary
b. Additional Documentation Needed: If changes to the PD are required or additional
documentation is needed, the HR case owner (HR servicing specialist or contractor
who is evaluating the PD) will:
i. Reassign the case back to the 1% line supervisor;
ii. Changes activity to: Additional Documentation Needed; and
iii. Updates the comments section to include the specifics of what is needed

I s
Detail/Step

Mew PD Requested
Ressurce Coordinator Review
Resgurce Coordinator to HR Specialist
PO Rewviaw
Additlenal Documentation Needed
HManagemaent [Supv) Resubmit
Management [Supv) Approval Needed
Managernent (Supv) Approval to HR Specialist
PAL Approval Needed
PAL Updated
PO Classified
HE Management Review
HR Management Review Complated
Tentatively Classified
Union Notification
Union Review Complete
send an Emall to |Branch Chief Review

Requaster? |Branch Chief Approval
HE Director Raview
MR Director Approval
Assign this case to: |Contractor Revlew Complate
Override Reguested

 Attachment, i any | .

LY ( AL

Comments

HR Only Comments

Notify By Email:

Request Returned to HR: Supervisor re-routes case to HR Specialist with requested
information or additional supporting documentation or forms (see upload instructions in
previous section 3f);
a. Upload additional documentation if requested:;
b. Include corrected information or notes in comments section
c. Once response is received from the requesting management official the HR
Specialist changes activity back to Request Returned to HR
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Detail/Step [ S

Request Created,/ Vacancy Identified
Management Approval

Resource Coordinator Approyal
Reguest Returned to HR@ZI
Servicing Branch Chief Approval

Job Analysis Completed

Job Opportunity Announcement (JOA) Drafted

JOA - Management Approval

HR Only Comments igﬁ i gl;;esgzd

Applications Reviewed

Certificate(s) Created

Certificates(s) Sent to Hiring Official

Certificate(s) Returned from Hiring Official

Tentative Selection/Offer

Personnel Security

Physical/Drug Testing

= Selectee Requesting Recruitment/Relocation

Send an Email to Recruitment/Relocation Sent to Hiring Official
Requester? Recruitment/Relocation Returned by Hiring Official

Notify By Email: | Recruitment/Relocation Adjudicated by HR

Entry on Duty Date Set

Initiate Onboarding

Comments

Assign this case to:

d. PD Review: HR Specialist or contractor reviews submission and updates the status
to PD review and confirms receipt with notification to supervisors, resource
coordinator, and additional personnel as appropriate.

4. If case is reassigned within HR or returned for any reason e-mail | notifications will be
forwarded from the HR specialist to all stakeholder identified in the e-mail notification fields
in previous steps in case history.

5.4. Classification Complete

HR Specialist will notify Supervisor and CRC when PD is fully classified
a. Case status will be changed by HR Specialist to PD Classified; and
b. Notifications will be generated based on HR Specialist notification selections
(Supervisors, Resource Coordinators, and all stakeholder identified )
c. FedHR case status will be changed to Closed (status notification e-mail will be
generated to case requestor).
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Section 6 - Recruitment Request Information

6.1. Recruitment Request Introduction

The Civilian Hiring Guide for Supervisors and Managers is a resource to help supervisors and
managers understand the civilian hiring process and the important role they have in the process.
The guide provides additional information on the hiring process and a sample SF-52 and is
located on the Office of Civilian Human Resources (CG-121) website at:

http://www.dcms.uscg.mil/Portals/10/CG-1/cg121/docs/Staffing/Civilian Hiring Guide Revised.pdf.

See Appendix 6 of this guide for information on the Recruitment phases, detail/steps and
definitions.

6.2. Recruitment Package
A complete recruitment package consists of:

e Request For Personnel Action (SF-52) reflecting:
o Name and signature (digital signatures are acceptable) of the first level supervisor
in block 5 (Action Requested By)
o Name and signature (digital signatures are acceptable) of the second level
supervisor in block 6 (Action Authorized By)
0 Name and signature (digital signatures are acceptable) of the unit’s Civilian
Resource Coordinator (CRC) in Part C (Reviews and Approvals)

e Classified Position Description (including signed OF8). The hiring process timeline does
not begin until the position description is classified.

e Recruitment Checklist — Complete PART A only —

Note: If you are recruiting multiple positions/multiple locations using the same PD, submit one
recruitment request (title, series, grades, etc., are the same) and include ALL PCNs. If you are
recruiting for more than one position with different position descriptions, you must submit a
separate recruitment case for each PD.
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6.3. Initiating a Recruitment Request

Resige bext: 3 A A

FedHR @
Navigator

Home Case Tracking
New Cases

The Office of Chviflan Murman Resources is ploting FedMR Navigator at the Avistion Logistics Center ""

(ALY, Pacific Area AREA) and Rate Saatthe. Supanvisors at thate units should direct questions Lasts Aasigned To Mo I

Tegarding: Cases 1 Tnitiated 183
Pay aod Leawe ~Parsonnial 3cions and reCrUtmant requast to thair Saricing MR Specialist All Assined © 1326

o B sUiser sccount management to USOG AskHR Quscy.mil

Personnsd Recomss Hafrosh Counts >
Securty Supervizors use FedHR Navigator to submit personnel action and classification & recruitment requests O AT S el B Ca

o thedr sarvicing HR Specialist, To identy your sanvicing Hit Specialist, plaace saarch for your
crganization on cur servicing assignment kst,

- Wikiis] For Hel
ind an Employee and Sup?)ort
. .

Recruitment Requests

Fill et roomss GF 53¢ fir rocrustomsmnt pecqmety.

Jeale New Eaquest »

1. First Line Supervisor initiates the Classification Request and submits a complete
classification package (OF8 and PD) via FedHR.

a. The 1* line supervisor can initiate the recruitment requests by clicking on either of
the hyperlinks provided on the Supervisor Home Page (the options are circled in red
above):

i. click the hyperlink bottom center of supervisor homepage; or
ii. click the hyperlink in the navigation menu

2. The case creation page will open. Type in all position information (mandatory fields are in
bold font)
a. Position Information

Create Classify/Recruit

Pleaca enter the new recruitmant requast information below. Once complete dick "Save and Next Soreen” to continue,

MOTE: Before the raquest can be approved, the bold fislds shauld be completed.

Position Information

Case Acuvity

Position Title [accourtart |

Position Description ||:t0:r:|1 |
Number

PayPlan |5 [+]
Ocoupational Series Code (53 m

Grade(s) ®
Name of Position’s COMMANDANT (OG-8} / DEPUTY CHMDT
izati (CG-BLY) - ASST COMMAMDANT FOR

Organization RESOURLES - O

CiIR. OF FINANCIAL OPERATIONS -

COMPTROLLER (CG-BC)

OFF OF FINANCTAL POLICY, REPORTING &

PROPERTY (CG-B4)

(E4-10-0004 -DO-00-00-00)

i. Case Activity (Mandatory) Pre-populates with Recruitment
ii. Position Title (Mandatory)
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iii. Position Description Number (Mandatory)
iv. Pay Plan (Mandatory)
v. Occupational Series Code (Mandatory)

Enter the Series code or Code Description or Group Family Description and click Search.

E=S |

Search result(s). Please click the link to select the value.

Code Description Group Family Description
0501 Financial Administrator

vi. Grades (Mandatory) Select the Lowest Grade that is expected for
classification and the Highest Grade if this position has promotion
potential

vii. Name of Position’s Organization (Mandatory)

1. Select the Organization Level the position is located in; there
are two ways to make this selection
a. Type in the Search Field to apply a filter
b. Use the scroll bar located on the right side of the pop up
window until the Organization title is visible
2. Once the Organization you are searching for is visible, click
the blue hyperlink Select associated with that organization
level

Please select an organization.

Searchr(ca-g] ) Bl serch Include inactive organizations
Organi o], ey Org Code Level Select
COMMANDANT {CG-8) / DEPUTY CMDT (CG-8D) - ASST COMMANDANT FOR RESOURCES - CFO 64-00-0000-00-00-00-00 |2
DIR OF FINANCIAL OPERATIONS - COMPTROLLER {CG-8C) &4-10-0000-00-00-00-00 2
OFF OF FINANCIAL POLICY, REPORTING & PROPERTY (CG-84) &£4-10-0001-00-00-00-00 |4
AUDIT REMEDIATION DIV (CG-B845) 64-10-0001-01-00-00-00 |5
FINANCIAL MGMT POLICY DIV (CG-343) 64-10-0001-02-00-00-00 |5
FINANCIAL REPORTING & ANALYSIS DIV (CG-842) &4-10-0001-02-00-00-00 5
PERSONMEL PROPERTY ACCOUNTABILITY DIV (FINCEN) (CG-844) &4-10-0001-04-00-00-00 |5
OFF OF FINANCIAL SYS BUSINESS REQUIREMENTS (CG-86) 64-10-0002-00-00-00-00 |4
OFF OF INTERNAL CONTROLS (CG-85) 64-10-0003-00-00-00-00 4
OFF OF BUDGET & PROGRAMS (CG-82) €4-02-0000-00-00-00-00 |2
4

BUDGET FORMULATION DIV (CG-822) £4-02-0001-00-00-00-00

Use the right scroll bar if the search returns more results than are visible in
window. Click Select when you locate the organization level you are searching for.
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viii. Duty Station (Mandatory)
1. Select State from drop down

w

Enter Duty Station name and click Search,

Country : [United States ¥l State : :I'Lwﬂi
— rkansas

search for m California

Colerado

Connecticut

Delaware

District Of Columbia

Florida

Grorgia

Hawali

Idaha

Tlinois

Type in City then click on ‘Search’ to activate the pop-up
window with options related to your search request

Enter Duty Station name and click Search.
Country : | United States ¥ State : Alasks o

search for | kodiak m

Search result(s). Please click the link to select the value.

Station Name Country/State  Duty Station Code Type  County

Kodiak Alaska 021340150 City Kodiak Island
Kodiak Island Alazka 0Z0000150 County Kodiak Island
Kodiak Station Alaska 021342150 City Kodiak Island

Then select the station from the hyperlink options provided
The POI defaults to USCG — Div (POI 2783); no action is
required

b. Requesting Office Information

Requesting Office Information

Action Requested  pecrutment

Vice

Proposed Effective Date

Requester Comments

Action Requested (Mandatory)
1.
2.

. Vice (Optional) If backfilling for an employee that has vacated the

position, input the previous incumbent’s name

Proposed Effective Date (Mandatory)

Requester Comments (Optional) use this block to notify management,

resource coordinators, and HR specialists of specific information

related to the recruitment request (i.e. Multiple Position, Multiple

Locations, etc.)

this field defaults to Recruitment
type in Classification
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c. Budget Information

Appropriztion Code

Mumber of Positions |2

SO —

00001 [ 00002 [=]

i. Appropriation Code (Optional)
ii. Number of Positions (Mandatory)
iii. PCN(s) (Mandatory)
1. Type inthe PCN
2. If more than one position number than select “Add PCN” after
typing in the 1% number.

d. Select Save and Next Screen if you are ready to move forward.

NOTE: Cancel will bring you back to the beginning without saving your
work.

e. You will receive warning messages if you:
i. Did not fill out ALL of the Mandatory fields

ii. The number of requested positions does not match the number of the
PCN(s) you entered

Message from webpage @

WARNING: The following fields are required in order for your request to
% beapproved.

The number of requested pesitions does not match the number of
PCN(s) entered.

f. Resolve the warning messages by clicking “OK” and correcting the
corresponding fields (blank mandatory field, Number of Positions, or add or
remove additional PCN(s).

1. Fill in missing mandatory information then re-click save;

2. Add additional PCN(s) as necessary to match number of
positions indicated; or

3. Delete erroneous PCNs click on the blue ‘X’ next to the number
then re-select save.
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g. After saving your work, the case information page will open (see screenshot
below) and you should proceed to reassign the case. If you chose to close the
case at this point the information you input has been saved and you will be
able to retrieve through case tracking at a later time.

Classify/Recruit
= CGE-2017-00072

TRz Follonainsg Information will automatically fiow to 2l attachad forms. Flazse Lpkoad sccitioned sitachmants using Upisss Mew Doc

WOTE: Bafore tha naguest can e 2pproved, tha Dold Msics showd be complemsd,

o ammens s ] e cas] i ey 5

Documentation

Recrultment
= SEST [Audl (oo

Attachmeants

To Ba Motified List

o
Case Type: Oassiy/Racruft
Casze Activity: Oassiization

Last Detadl/Step: Submithes

Last Updated By: EASZY, TEST
&/in/20a7 11O Aam

mer: BASEZY, TEST

HR Comim=nts:
HR Oniy Comments:

Case Information

The following cmal affircncy will rersive 0 ool shen This coac @ wpdatcd:

Vacancy AnncuncEment =t |:|

Position Information

pestion e
pasiton bescrption

Mumber
Favin [ [5]

Occupational Series Cote oy [

Gradeis) [ o] = [ 5]

Name of Position's CSMMancanT (o5em) - st
Organization SSMVANDANT FUR AESTuRDES - CAD
IR OF FINANCIAL DPERATIONS -
ComFTACLLER (oaec)
OFF O MNARCIAL POUDY, REPRSSTING &
FROPERTY [EeEd]
{»4~10-0001 -00-00-00-00)

Duwty Statlon Kodiek, Alaske

Requesting Office Information

Request Number : C&-2017-00072
e
S —
st ot
B —
Propoced Enecive e
Raguaster Commanis —h
w

Budgeting Information

e e —
Number of Postians EI
] — - |

Agd L=
e 0000z (5] 000001 [=]

ezl
Romove uaing S X o
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NOTE: Although the case detail/step will show as *submitted’ at this point, the case has not been
routed and it is still assigned to you as the owner. The SF-52 will need to be digitally signed in
Block 5 and the case will need to be ‘reassigned’ to the 2" line supervisor for concurrence and
signature in Block 6a then forwarded through reassignments within the chain of approval.

C|aSSify/ReC|’uit Selected Employee

Open a case by dicking on the tracking number to see case history, comments, and other information. Click a column No employee select=d.
label to sort records by it. Enter multiple keywords to search multiple columns at the same time. New cases are
marked with an asterisk *.

New Case

Assigned to Me Initiated by Me All Cases

Vacancy

Tracking Prop. Eff. Announcement
Number  Activity Detail /Step HR Comments Series Grade Date #

| Enter keyw| [ Enter keyword | [ Enter keyword | | Enter keyword | i | Enter ame |

Open Cases Only Tl gt o=y l:l Displaying page 1 of 2

5021 Recruitment Submitted 04/12/2017 JOHNSON, 00008558  Criminal 1811 13 01/09/2017 1
Request 03:15:41 PM CARNITTA Investigator

5017 Recruitment Submitted 04/11/2017 TATE, BARRY 00110011 Training 1712 11 01/15/2017
Request 01:48:43 PM Specialist

5016 Recruitment Submitted 04/11/2017 SULLARD, CSM Program 0343 13 01/16/2017
Request 12:49:34 PM THOMAS Manager

5015 Classification  Submittad 04/10/2017 BASEY, TEST 000001, Accountant 0501 09 01/10/2017

11:01:29 AM 00002

5010 Recruitment Resource 04/03/2017 SHIELDS, tst 0301 01 01/02/2017

Request Coordinator 10:18:12 AM SHARON
Approval

5009 * Recruitment Management 04/03/2017 BASEY, TEST 0000000 test 0301 01 01/02/2017

Raonnact Annroaeal 1N-NS24 AM

Details for e-signing and reassigning Recruitment Requests are provided in the next section.

Classify/Recruit
= CGE-2017-00072

Documentation
Tig By irformasion wil 3.szmeicily fiow 2 3l senes Torms. Piesie LoKBS BOCRIDNS FEICYRASS LSRG UDie New Dotament W
aTi 2E0M0ved, the D043 Res SN0JE D Comimed. r & » »
oo —rve— e e
P Attachments
e ——
Case Type: Cassrmy Rece.n
Cape Activity: Classinceon To Be Notified List

Last Detall/Step:  Submites

Ladt Upaated By: B30V, TRIT

a e fSlenrg omel addrmams ol Tz o orel whee e a8 wadatsl
HE Comments:
HR Oy Comments: ASAEAE Moty Lk
Vacancy Amnouncement 31 |
Page 48 of 93

May 23, 2017



U.S. Coast Guard
Office of Civilian Human Resources
FedHR Navigator
Supervisor Guide

6.4. Signing SF-52 and Reassigning Recruitment Request

1. Open the case (if not already open to the case information page)
a. 1% Line Supervisor Open and digitally sign SF-52 in Block 5

i. Click hyperlink in Documentation section (circled below)

Classify/Recruit
= 0G-2017-00072

THE Pyl FFSTRETSS il 5ESASRENIY Ndw B3 I FESenes frmd. MESSE OIS BISAN FERTNSAES SENG UBIAAS b DSSmESE
NOTE- Be'srn 15 9545 @7 50 peerves, £ S0id Mlace 296 e semparies

10 i Commerts mesesien | e e | e vt 1| Documentation

Crmmer: BLIEY, TEST
Case Type: Cimse Memn
Casm Aoty SasiEsen
LT Dt/ St S
Last Updated By 84307 TEIT
aramme i

HR Commarnts:
HR Only Comments:

ii. Review information on SF-52 then click on the “e-sign’ button in Block 5.

After signing,

click on 5ave.

- _' = — - E There i no
D a need to print.

B T 0 RO T
TP - Ry il Ly i Piet L s L AL AL T i il P |
=

= —— Click on
: ) Frevious

sCreen to

- - | return to caze
— — - I
regssigned.

| 1% Lin= Sup=riisar J-“_ "":“_ —— I

T A b e | P Tep———r—

iii. After clicking the e-Sign button, you will be asked to confirm your intent to
sign. Click on the Yes button

o vem) vemni o @-Sagn home'?

Dio you wart b e-Sign hese?
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iv. Enter your CAC PIN or FedHR Navigator password if you are not using the
CAC then click on the Submit button.

I

Plse ofted your Dassword used o
opn %0 the FHR NaaQanor for secunty

v. Click Save at the top right of the screen then select ‘Previous Screen’ to
return to case information page so it can be reassigned for 2" line
supervisor’s concurrence and signature.

Request Created/Vacancy Identified: 1% Line Supervisor routes to 2™ Line Supervisor
after signing SF-52 and selecting new Detail/Step from the drop down menu:
a. Click Add Step/Comments/Reassign

Classify/Recruit
= CG-2017-00072

The following Irformation wil automasicaly Now to 2ll 2EEachned forms. Flesse upioas

poroves, the Dols Meics Shouls be complees.

1 e/ Comments e iose e | new story ack

Case Type: OCassify/Recrult
Casze Activity: Oassification
Last Detall/ Step: Submites

Last Updated By: E-ZEv, TEST
ATIAENLT L300 AN

HR Commenits:
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b. Select new detail/step option: Request Created/ VVacancy ldentified

e e ——————————
Detail /Step TR
Reguest Created/ Vacancy Identified
Management Approval
Resource Coordinator Approval
Request Returnaed to HR
Servicing Branch Chief Approval
Job Analysis Completed
Job Opportunity Announcement (J0A) Drafted
HR Only Comments JOA - Management Approval
Joa - Opened
oA - Closed
Applications Reviewed ~
Certificate(s) Created
Certificates(s) Sent to Hiring Official
Certificate(s) Returned from Hiring Official
Tentative Selection/Offer (¥
Persannel Security
Send an Email to | Physical/Drug Testing
Requester? Selectee Requesting Recruitment/Relocation

~ _ | Recruitment/Relocation Sent to Hiring Official

Notify By Email: | oo o irment/Relocation Returned by Hiring Official
Assign this case to: |Recruitment/Relocation Adjudicated by HR
Entry on Duty Date Set

Comments

Initiate Onboarding
Attnchment, |Inr|r|r | Browse... |

c. Insert comments to provide additional information regarding the specific information
related to this case

d. Select your preference for sending e-mail to Requestor (Yes or No)

e. Update the Notify by Email field to designate the stakeholders that should receive e-
mails related to the status of the case.

f.  Assign this Case to: 2" line supervisor

HR Only Comments

(Entries here are visible to the HR Only)

" The contacts added to
the ‘Notify By E-mail’
v field will be notified
Send ;n Ema:l to |yes E eaCh tlme the StatUS Of
equester? .
Notify By Email: | | B8 the case is updated
2nd_line_Supervisor@uscg.mil I ]
& cre@uscg.mil unless you ‘uncheck

Assign this case to: Myself

‘2nd_line_supervisar@uscg.mi! the bOX neXt to the|r e'
Attachment, if any | — | mall address

For security reasons, the -
user must log in to FHR Add another file

MNavigator to view the (exclude .exe, .bat, .msi, .cmd, .scr, .reg & .com file types. The file name should not exceed 100 ch
attachment. The
attachment is NOT sent
along with the email.

Note: The “Assign this case to” field will remain as “Myself” until you finish attaching
documents, if required, and “save” your work.
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g. Add Attachments: Upload all required documents (PD with OF-8, Recruitment
Checklist, etc.)

M <
s Ll (1\HQS-FS-STE-004\users1\AKLaU  Browse...

Add another file
(exclude .exe, .bat & .com file types.)

h. Save you work; E-mail notifications will be sent, Owner information will be updated
in case tracking view, and case information page will be updated with attachments or
new e-mail notification contacts that were added (see screenshot below)

Documentation

Recruitment The same contacts can
= SE S2 =
be notified each time
Attachments .
the status of the case is
G5-0201-12 HR Specialist PD FEDHR
SEREEE - E= updated. Add contact
Recuitment action Checklist Final.do
c Open

emails here using the

“Add/Edit Notify List.”

To Be MNotified List

The following email addresses will receive a email
wihean this case is updated:

AddyfEdit Motify List

Management Approval: 2™ Line Supervisor routes to Resource Coordinator for review and
authorization to proceed (using same steps as 1% line supervisor);
a. Open and digitally sign SF-52 in Block 6; save & click previous screen
b. Select new Detail/Step from case information page: Resource Coordinator
Approval
Insert comments (optional)
Send an Email to Requester: select “Yes” from drop down
Add additional e-mail notification if necessary
Assign this case to: insert CRC’s e-mail information
Add additional attachments if necessary

Q = o a o
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4. Resource Coordinator Approval: CRC forwards by reassigning to HR Servicing Specialist
(follow steps above 1a through 1f) and updating the Step:

a.

Q@ +o oo

Open and digitally sign SF-52 in Part C, Block A; save & click previous screen
Select new Detail/Step from case information page: Request Returned to HR
Insert comments (optional)

Send an Email to Requester: select “Yes” from drop down

Add additional e-mail notification if necessary

Assign this case to: insert HR Specialist’s e-mail information

Add additional attachments if necessary

5. Request Returned to HR: HR Servicing Specialist reviews package for completeness...

a.

b.

If complete, HR Specialist will forward a notification that complete package has been
received and the recruitment process has begun.

Case Activity Detail/Step will remain the same until package is ready for Servicing
Branch Chief Approval

HR Specialist will review the position against the PAL to confirm the position is
authorized and vacant. Comments will be updated to include confirmation of receipt
and additional information as necessary

If changes are required or additional documentation is needed, the HR case owner
will:

i. Reassign the case back to the 1% line supervisor;

i. Changes activity to: Request Create/VVacancy Initiated; and

iii. Update the comments section to include the specifics of what is needed
iv. E-mail notification will be generated when work is saved.

6. Request Create/VVacancy Initiated: HR returned to requestor for additional information or

documentation.
7. Request Returned to HR: provides requested information or documentation and resubmits

to HR Specialist from case information page

a. Select Add Step/Comments/Reassign
b. Select new detail/step option: Request Returned to HR.
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@ "o oo

Detail /Step =P

Request Created/ Vacancy Identified
Management Approval

Resource Coordinator Apprgyal

Request Returned to HR@Z\
Servicing Branch Chief Approval

Job Analysis Completed

Job Opportunity Announcement (JOA) Drafted
JOA - Management Approval

HR Only Comments 38: s a;;es::d

Applications Reviewed

Certificate(s) Created

Certificates(s) Sent to Hiring Official
Certificate(s) Returned from Hiring Official
Tentative Selection/Offer

Personnel Security

Comments

Physical/Drug Testing
- Selectee Requesting Recruitment/Relocation
Send an Email to Recruitment/Relocation Sent to Hiring Official
Requester? Recruitment/Relocation Returned by Hiring Official
Notify By Email: |Recruitment/Relocation Adjudicated by HR
Entry on Duty Date Set
Initiate Onboarding

Assign this case to:

Send an Email to Requester: select “Yes” from drop down

Add additional e-mail notification names if necessary

Assign this case to: insert CRC’s e-mail information

Add additional attachments if necessary

Save; e-mail notification will be generated; Owner information will be updated

8. Request Returned to HR: HR Servicing Specialist reviews package for completeness...

a.

b.

e.

HR Specialist will forward a notification that complete package has been received
and the recruitment process has begun.

Comments will be added confirming receipt by HR and indicating who the point of
contact is.

Detail/Step [

Request Created/ Vacancy Identified
Management Approval

Resource Coordinator Approyal

Request Returned to HR< :

Servicing Branch Chief Approval

Job Analysis Completed

Job Opportunity Announcement (JOA) Drafted

JOA - Management Approval

HR Only Comments igﬁ 2 g&i::d

Applications Reviewed

Certificate(s) Created

Certificates(s) Sent to Hiring Official

Certificate(s) Returned from Hiring Official
Tentative Selection/Offer

Personnel Security

Physical/Drug Testing

- Selectee Requesting Recruitment/Relocation

Send an Email to Recruitment/Relocation Sent to Hiring Official

Requester? Recruitment/Relocation Returned by Hiring Official

Notify By Email: |Recruitment/Relocation Adjudicated by HR
Entry on Duty Date Set

Initiate Onboarding

Comments

Assign this case to:

HR Specialist or contractor reviews submission and confirms receipt with notification
to supervisors, resource coordinator, and additional personnel as appropriate. Case
Activity Detail/Step will remain the same until package is ready for Servicing Branch
Chief Approval
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9. If the case is reassigned within HR or returned for any reason a status e-mail notification will
be forwarded from the HR Specialist to all stakeholder identified in the e-mail notification
fields in previous steps in case history. Notifications will be provided as the case progresses
through the recruitment process. Additional information on the detail/steps and definitions
are provided in Appendix 6.

6.5. Recruitment Request Complete

HR Specialist will close the case and notify Stakeholders when the applicant reports for duty or it
is determined that vacancy will not be filled.
a. Notifications will be generated based on HR Specialist notification selections
(Supervisors, Resource Coordinators, and all stakeholders)
b. FedHR case status will be changed to Closed (status notification e-mail will be
generated to case requestor).
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Section 7 - Personnel Action Requests

7.1. Personnel Action Request Introduction

This section provides instruction for requesting and tracking the most common nature of actions
used for Personnel Action Requests including Awards, Position Changes (Promotion,
Reassignments, Detail, Temporary Assignments, etc.), and resignations.

It is important to note that Personnel Action Requests must be received in HR on or before the
last day of the pay period prior to the proposed effective date. Links to Pay Period calendars are
provided on the CG-121 webpage. Additional guidance related to Personnel Action Requests is
located in Chapter 4 of the the Guide to Personnel Processing on the Office of Personnel
Management website (www.OPM.gov ) and The Civilian Hiring Guide (CG-121 webpage)

Resice text: 4 A A

FedHR @
Navigator

Home

The Office of Chvillan Muman Resources is ploting FedHR Navigator at the Avistion Logistics Center
(AL, Pacific Araa (PACAREA) and Rats Saattie. Supanisors at thace unite should direct quastions
reganding:

~Parsonnial 3cions and reCrUtmant requast to thair Saricing MR Specialist
sUiser account management 1o USOG AskHR Suscg.mil

Supervisors use FedHR, Havigatoe 1o subemit personnel action aned classifical
o their sanvcing HR Specialist, To identify your senvcing Hit Special
organization on our servicing assignment kst

curts el g

For Help
and Support

e B

[Find an Employee

Fill et roomss GF 53¢ fir rocrustomsmnt pecqmety.

T Recruitment Requests

Craate Now Request >

Personnel Action Request cases can by created using the navigation menu (left side of the
screen) or by searching the employee name in either of the two search fields provided on the
home page (identified by the arrows above).

Contact your servicing specialist for specific guidance if you are unsure of which type of action
to request.

7.2. Search by Employee Name to Track Existing Cases or Initiate New Case

To search all cases by employee name or initiate a new Personnel Action associated with a
specific employee there are two options (identified by yellow arrows above):

1) type last name in the Employee Search field located in the blue banner at the top of page;

2) enter the employee’s Last Name in the Find an Employee field and enter to begin the search
filter. Type in Employee Name (name will populate in Case View and will be saved for use when
selecting case types from navigation screen)
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Find an Employee

Test, test] kS

Employee Search

You may search for an employes by Name or POL. To perform a search, enter the search criterion, select the type of search from the list, and click on the Search button. Click on the employes's name that you want.

search [Name[v] for [ Test, test m

Name POL Request Date [ SVC History 5CD Quick Actions

TEST, TEST 2783 03/18/2008 View Cases |New Case
TEST, TEST 2783 View Cases| New Case
TEST, TEST 2783 View Cases| New Case

Fes 10

Selected View Cases from the corresponding row to view all cases associated with the employee
list in the Name column or select the New Case to initiate a personnel action.

The employee search page opens with rows of employee names that match what was entered in
the employee search field. Locate the employee name you are searching for and select either
view cases or open new cases from the Quick Actions column. (If you click on the employee
name the hyperlink will open to the employee profile but you cannot initiate or view the cases
from the profile.)
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7.2(a) View Cases for specific employee
Test, Test - Case Tracking Selected Employee

Open a case by clicking on the tracking number to see case history, comments, and other information. Click a column label to sort records by it. Enter multiple TD?;EIL::;MNDMO
keywords to search multiple columns at the same time. New casss are marked with an asterisk *. (s )

Assigned to Me  Initiated by Me  All Cases = - Assigned toHe ], Employee - All Cases

| (o] -

[ OpenCases Only [T

7597 Personnel Actions Process Forms Closed 06/13/2016 06:43:03 AM Test, Test
View Forms

5490 Personnel Actions Process Forms. Closed 10/02/2014 03:00:17 PM Test, Test
View Forms

Your search returned 2 cases.

After selecting view cases the case tracking page associated with the employee opens to the
Employee All Cases view. You can search, sort, and filter the case displayed (see case tracking
section for additional information). To open a specific case, click on the blue case tracking

number hyperlink. You also have the option to select the hyperlink to view forms for a specific
case.

7.2(b) Create New Case window opens after selecting the “New Case” link.

Click on “New Case’ on the corresponding row of the employee you searched for. The Create
New Case window will open with several mandatory fields to populate (identified by bold font).

tome Create New Case
CJ/—‘”?‘ Leih Selected Employee: Test, Test
te Classiy/Recruit Reques: Porsenal 1k Paiés
Pe | Actic
SRS e Send an Email to Employee? E7EN[]
Pay and Leave -
Notify By Email: |
Personnel Records it = ‘ M
S CaseType Sclect [v]
Policy Inguiry Activity st v
Report Inquiry Detail/Step [v]
Reports Select the form(s) for this case There are no forms to be included for case type Select and activity: (select Activity)
Forms Manager ) Comments|
(entries here are visibe to the employee) | A
Help
Quick Guides
Request Training v
Release Notes |
HR Comments }
{Entries here are NOT visible to the employee) | A
v
HR Only Comments |
(Entries here are visible to the HR only) | A
v

Date & Time 03/13/2017 09:03:15 EDT
Employee Test, Test
Organization (00-00-0000-00-00-00-00)
Attachment, if any |
For security reasons, the user must
Add another file

log in to FHR Navigator to view the attachment. === [
The attachment is NOT sent along with the email, (57472 €@ 2L .

Assign this case to Mysel
o

Save and Next Screen

i. Send an E-mail to Employee (Mandatory) Select No (in this case you are the
requestor).

ii. Notify by E-mail: Add additional emails addresses in the Notify By Email field.
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Select the “Case Type”, “

iv. Select the Activity from the drop-down menu (Mandatory)

v. Select the Detail/Step” from the drop-down menu (Mandatory). NOTE: If you
create the new case from the Navigation Menu>Personnel Action instead of the
name search field instead of the you will not have to select case type Personnel
Action)

vi. Comments: (Mandatory) Enter any instructions or comments for the person to
whom you are assigning the case.

vii. If applicable you may attach any document by browsing. Resignation requests
will require a copy of the written

viii. Assign this Case to: Leave as Myself until after you have updated the SF-52 and
digitally signed it.

ix. Click ‘Save and Next Screen”

X. Once the Case has been created and saved, proceed to the Form Folder section (on
upper right side of case information page) to populate block 1 and sign the SF 52.

Personnel Actions "ol
This page lists the details of the case. From here, you can view the case history and any forms that are associated Ber=annelfchonEHALZ1003
with the case. » = SF52 ~
[ Add step/ Comment;/Reassign | close Case | view nistory | pack] Manage Edit Forms >
Attachments
Employee: Test, Test

Case Type, Activity: Personnel Actions, Process Action in

Owner: LECQUE, THAYER
To Be Notified List

the Personnel/Payroll System
The following email addresses will raceive an email when this

Last Detail /Step: Process Action in the case is updated:
Personnel/Payroll System The st iy
list is empty.
Last Updated By: LECQUE, THAYER
3/13/2017 10:45 AM ‘Addl{Edit Notify List

Comments for Employee:
HR Comments:

HR Only Comments:
Hidden from Employee: No b

Effective Date:

Note: The default for the Hidden from Employee field is currently set to No, meaning the
employee will be able to search actions by their name and see the cases in progress. Most
personnel action requests should be hidden until they have been approved and processed by

human resources.
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7.3. Signing SF-52 and Reassigning Personnel Action Request/Case

Click on the appropriate e-Sign button(s) to digitally sign the SF-52 before routing/reassigning to
the next person in the approval chain.

REQUEST FOR PERSONNEL ACTION
[PART A Requesting Office CAlso complete Pare B, Items 1, 7-32, 33, 33, 36, and 39, ]

Note: Block 1 will not
auto-populate in Part A of
the Personnel Action
Requests. 1% level

supervisor will have to type e

H - e === 2nd Line Supervisor

in the specific nature of

action being requested.
””“"“"“T“’"’| Civilian Resource Coordinator == ~ =1t =2 =2t

E and Appravals (Not fo be med by requei mgfice. : : =
1 Offce Fusesen et el N o

A = ) > =
. = | : =
2 Ap ; . e ettered on thes form = ooumte e that the peopried ot i ﬁ o v
PT\RT.D-Rp-nlu by Requesting Office

If you are unsure of the nature of action to request in Part 1 Block 1 contact your servicing HR
Specialist.

Awards Requests require award amounts to be typed in for block 20 and justification to be
included in Part D — Remarks by Requesting Office (see below). Only On-The-Spot and
Special Act awards are processed in FedHR; follow the performance management guidance for
year-end performance award submission.

B SF 52 sample 3.pdf - Adobe Acrobat Standard [N 2 L ] 53]
Eile Edit View Document Comments Forms JTools Advanced Window Help Autodesk DWF x

iCrEatEPDF' @csmbinemes- @Expmtv ) Secure = A Sign~ P Review & Comment -
OB A e /F;z;m Q_'?I'.’Egpf)-.fjllul%véé.t:jééFincl o P& &

PART D - Remarks by Requesting Office
{Note to Supervisors: Do you know of additional or conflicting reasons for the employee’s resignation/retirement? DYES D NO
If "YES", please state these facts on a separate sheet and attach to SF52.)

I recommend a Special Zct Award/on the Spot for (add name or Group) in recognition of
outstanding performance during the period of(dates). During this time, Mr./Ms (Group),
(insert accomplishment, i.e., assumed responsibilities and performed the duties of for
the Assistant Commandant for , in addition to his/her regularly assigned duties as the
. Mr./Ms. served as the Acting and/or detailed . Mr./Ms. or {(Group) stepped up
without hesitation, and took control of all aspects of the situation. He/she managed and
directed all aspects of the ; including interaction with and . Mr./Ms. (Group)
has performed well beyond expectations and iz well deserving of a Special Act Award/On the
spot. For additional information on Special Act Awards, see Note below.

PART E - Employee Resignation/Retirement

Privacy Act ﬂ
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Resignation personnel action requests will also require information in Part D for the reason the
employee is resigning.

After clicking the e-Sign button, you will be asked to confirm your intent to sign. Click on the
Yes button.

Enter your CAC PIN or FedHR Navigator password if you are not using the CAC then click on
the Submit button.

Plate ofter your password uied 1o
a1 he FHR Nawgator for secunty
PUrpOses

Click Save at the top right of the screen then select ‘Previous Screen’ to return to case
information page.
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7.4 Routing/Reassigning Personnel Action Request

After creating the case, saving your changes, and updating/signing the SF-52, you will be
returned to the case information page.

B Mtgs ' Thmvagatse.com Titmes eticte

o Favertes  Tosk bl

FedHR @ %2
Navigator CeRs

o P - @ C | B Peromnel ActionFHE Case. * | B prvhimavigater.com

Personnel Actions Forme Folder

This page bt the stads of the case. From hass, you Can view the Cae hstory and sy farms that ar sssoceted Persmnnelba im0 434370584

Case #19404

Effrctive Date:

The next steps to route for signature and submit to human resources office are:

1. 1% Line Supervisor routes to 2™ Line Supervisor after signing SF-52 and selecting new
Detail/Step from the drop down menu:

®o0 o

Click Add Step/Comments/Reassign (circled in red above)
Send an Email to Employee? (Mandatory) Yes or No
Notify by Email: include stakeholder e-mail address
Select new Detail/Step option: Process Action in the Personnel/Payroll System
Comments: insert comments to provide additional information regarding the details
related to this case (Mandatory) (for instance, if this is a reassignment include new
division/branch organization level, PCN, etc., related to the new position the
employee is being reassigned to)
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()] @ o 57 gt com ety rtrczesion 2 = 8 © | @ Parvonnel ctonsi¥®im % | | o
e [t Vew feome Tooh Hep o
Lt Bi - B = L3 dp = Pager Saiey= Toch= @~
P
FedtR@ ok e 4 3 A
Navigator é@'f - -
s Personnel Actions Forms Folder
s e Th o e e e o e cove Fom b v T -
" e ®,
foawm ComésWecres
pem———— Send o Tmail 1o fio 2] ]
Emcacd Lages [T 7
Bewend ez Notify by Email: ]
ooy ¥ doreu basay @uicg.mil
‘Eslicy Inguiry Dutail/Step B
Sspert logary €
Bagony ~ s w4 el b
e
S Ty "
L

ot ST e s £ (] 41 R ot i g A

-

f. Assign this Case to: type in 2" line supervisor e-mail information

HR Only Comments
(Entries here are visible to the HR Only)

A The contacts added to
the ‘Notify By E-mail’
i field will be notified
d il .
sen f"fma'e:'; each time the status of
Notify By Email: | | H
v 2nd_line_Supervisor@uscg.mil the casels updated
&1 CrcOmsco i unless you ‘uncheck’
Assign this case to: Myself
|2nd_line_supervisor@uscg.mil the box next to their e-
Attachi K if .
For seacﬁritr;.fer;soas?;: || M| mall address
user must log in to FHR Add another file

Navigator to view the (exclude .exe, .bat, .msi, .cmd, .scr, .reg & .com file types. The file name should not exceed 100 ch
attachment. The
attachment is NOT sent
along with the email.

Note: The “Assign this case to” field will remain as “Myself” until you finish attaching
documents if required and “save” your work
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g. Add Attachments: Upload all required documents (PD with OF-8, Recruitment
Checklist, etc.)

m ‘ Request Created/ Vacancy Identified E‘

Attachment I\\HQS-FS-STE-004\users1\AKLau Browse...

Add another file
(exclude .exe, .bat & .com file types.)

h. Save you work; E-mail notifications will be sent, Owner information will be updated
in case tracking view, and case information page will be updated with attachments or
new e-mail notification contacts that were added (see screenshot below)

Documentation

Recruitment The same contacts can
- SFE 52 -
be notified each time
Attachments .
the status of the case is
G5-0201-12 HR Specialist PD FEDHR
ETEREEE - E=m updated. Add contact
Recuitment Action Checklist Final.do
© coen emails here using the

“Add/Edit Notify List.”
To Be MNotified List

The following email addresses will receive a email
when this case is updated:

AddfEdit Motify List

Management Approval: 2" Line Supervisor routes to Resource Coordinator for review and
authorization to proceed (using same steps as 1% line supervisor);
a. Open and digitally sign SF-52 in Block 6; save & click previous screen (refer
to Section 7.2 for more detailed instructions)
b. Add additional e-mail notification if necessary Send an Email to Employee?
(Mandatory) Yes or No
c. Select new Detail/Step from case information page: Process Action in the
Personnel/Payroll System
d. Insert comments (optional)
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e. Assign this case to: insert CRC’s e-mail information for Awards or other
actions requiring CRC review (refer to your organizational processes); if CRC
review is not required at this assign to the HR servicing specialist

. Add additional attachments if necessary

g. Save

3. HR Servicing Specialist reviews package:

f.

s Q@

If complete, HR Specialist will forward a notification that complete package has been
received and the classification process has begun.

Case Activity Detail/Step will remain the same

Comments will be updated to include confirmation of receipt and additional
information as necessary

If changes are required or additional documentation is needed, the HR case owner
will communicate within FedHR by adding steps and updating comments until final
notification that action has been processed and applied at NFC.
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7.5. Personnel Action Request Complete

After the personnel action has be input and processed within the personnel action database and
confirms that action applied correctly with the National Finance Center, the HR Specialist will
update the cases status and notify the Supervisor and CRC:

a. Notifications will be generated based on HR Specialist notification selections
(Supervisors, Resource Coordinators, and other stakeholders including employee if
appropriate);

b. FedHR case status will be changed to Closed.

Page 66 of 93
May 23, 2017



U.S. Coast Guard
Office of Civilian Human Resources
FedHR Navigator
Supervisor Guide

Section 8 - Pay and Leave [Future Release]

Selected Employee

Pay and Leave
Open a case by dicking on the tracking number to see case history, comments, and other information. Click a column label to sort records by it, Enter multiple Tﬂ;‘“ﬂa"g e
keywords to search multiple columns at the same time. New cases are marked with an asterisk *. N

Employee - All Cases

Employee

Assigned to Me  Initiated by Me Al Cases
Time ~

Tracking Number Adiivity Detail/Step HR Comments

[ Open Cases Only [N Eouumrap,

No cases to track.

Page 67 of 93
May 23, 2017



U.S. Coast Guard

Office of Civilian Human Resources
FedHR Navigator

Supervisor Guide

Section 9 - Policy Inquiry [Future Release]
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Section 10 - Security [Future Release]

Security Selected Employee
Open a case by clicking on the tracking number to see case history, comments, and other information. Click a column label to sort recards by it. Enter multiple Tﬂﬁa'rg TR
keywords to search multiple columns at the same time. New cases are marked with an asterisk *. (BT n

Assigned toMe  Initiated byMe  All Cases Employee - All Cases

Employee

Tracking Number

Expand View RO TR0 N ©1ibmit Saarch Quary

Detail/Step HR Comments Date & Time

wond
Clear Search Form

No cases to track.
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Section 11 - Reports
11.1. Reports Introduction

The FedHR reports module provide standard and ad hoc reports to meet management reporting
requirements. It provides data views and report summary outputs in either PDF or downloadable
excel formats. FHR Navigator has a variety of different reports that are associated with certain
modules for which customers need management information. This document describes how to
use the Reports Functions of FHR Navigator to efficiently access these valuable accessory tools.
Note: If your agency does not subscribe to particular modules (for example, Case Tracking)

those reports will not be available to you. However, all FHR Navigator customers have access to
the “Users” Report. A link to the Reports function will be found on the left-side menu

11.2. Reports Available in the Reports Function

The list below is illustrative, since management reports continue to be developed and modified.
It represents typical report titles and descriptions available to FHR Navigator users, depending
on the modules their agency subscribes to, and on the viewing privileges afforded to their “role”
by their agency.

FedHR @ Restze text: A A A
Navigataor Account Settings ' Loqaut

Role: Resource Coordin - USCG - Div  Change Role

Home Reports Home
Classify/Recruit
Personnel Actions -ase Tracking
Pay and Leave Lases and Detalls Grouped by Status This report lists all history for each case tracking item that matches your search crteria, Cases are ordered by
Personnel Records open or closed starus.
Security Cases Assigned to Me This report lists all cases assigned to the user running the report. The cases are grouped by type and open or
Separation closed status,
Policy Inquiry Cases Grouped by Activity This report lists cases grouped by activity (e.q., process forms)
Report Inauiry Cases Grouped by Case Detail /Step This report lists cases grouped by case detail/step (e.q., Process Forms).
* Reports Cases Grouped by Case Owner Thrs report hsts all cases grouped case owner,
Help Cases Grouped by Case Type This report lists all cases grouped by their case type (e.g., Retirement),
E%ﬂ i Step Duration Report Shows the progress of cases by listing how many days the case spent in each step.
Releass Hotes
R ...,
USCG Becruitment B d by Case Owner This repart lists Recruitment Requests grouped by current owner of the Recruitment Request.
USCH Recruitment B s G | by Organization This report hsts Recutment Reguests grouped by orgamzation.

Cases and Details Grouped by Status: This report lists cases grouped by the current status of
the case and within a specified date range. The date range tells the program to select all cases
that have been edited within the specified date range. This report also displays all the details of a
case

Cases Assigned to Me: This report lists the cases that are assigned to the user running the
report. The cases are grouped by type and open or closed status.
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Cases Grouped by Activity: This report lists cases grouped by activity (e.g., process forms).

Cases Grouped by Activity with all Case History: This report lists all case history grouped by
activity. This report includes all case history

Cases Grouped by Case Detail/Step: This report lists cases grouped by case detail/step (e.g.,
Process Forms).

Cases Grouped by Case Owner: This report lists all cases grouped by their owners for a
specific role (e.g., HR Specialist). For each case, the report shall display only the last detail/step
of the case.

Cases Grouped by Case Type: This report lists all cases grouped by their case type (e.g.,
Retirement).

Cases with Specific Step: This report lists cases that have a particular combination of case type,
activity, and detail/step. For each case, the report shall display only the last occurrence of the
detail/step indicated in the parameter.

11.3. Filtering FedHR Navigator Case Tracking Reports

The largest group of FedHR Navigator reports pertain to the Case Tracking module. Depending
on the needs of the manager, reports can be filtered in different ways. Here are some highlights:

Cases Grouped by... - These basic reports list all assigned cases grouped by case type, owner,
step, and other information. Each report has a summary based on the grouping that shows the
number of cases in each group that meet your search criteria.

e Cases Grouped by Case Type

e Cases Grouped by Activity

e Cases Grouped by Step

e Cases Grouped by Owner

e (Cases Assigned to Me

e Cases with Specific Step — Requires a case type, activity and step, and returns a list of all
occurrences of the step for all cases in the selected activity
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Most reports can be filtered by the following search parameters:

Case Type — Identifies the type of work performed

Activity — Identifies the type of work performed at a more detailed level than Case Type
Detail/Step — The step a case is currently in. Most cases flow through several steps before
closing

Status — Whether the case is open or closed

Last Edit Date — When the case was last updated

Case Created Date

Owner — The owner of the case

Performance Metrics — Ability to flag cases that do not meet performance standards
Open longer than a certain number of days

Not updated in more than a certain number of days but still open

11.4. Report Formats

Reports can be downloaded in several different formats. The preview always shows the PDF
format. The available formats include:

PDF — Includes graphics and summary information. Non editable and printer friendly.
MS Word - Similar to the PDF format, but in an editable format

Excel — includes just the data without any graphics to make it easy to work with in Excel.
CSV - this is a text format that may be useful if you need to plug your data into a
different system or process

Report Example #1: Cases Grouped by Case Type

This report lists case information for all cases that meet the search criteria and provides a
summary at the end of the report that is broken down by Case Type. Some examples of ways to
filter the report include:

Created in the past month

Last edited in the past month

Closed in the past month

Assigned to one or more selected individuals

Flag or highlight cases that took longer than 30 days to complete
Flag cases that have not been worked on in more than a week
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Cases Grouped by Case Type

Dowrnload Report As:

* Case Status:

This report: lists all cases grouped by their case type (e.g, Retirement).

]

Last Edit Date: |

o]

Create Date: | 10/24/2012

o]

Owner Name: ¥ CONTRACTOR, KIMBERLY <kimberly+firsti@econsys.com >
i ast mame, st hame I KETTNER, KIMBERLY <kimberly+ 1@econsys.com:>

| To add another case cwner, enter name here,..

Mag Casest ¥ open longer than days
Highlight cases that o oot meet 2

selected perfbrmance metic [V ot updated in mare than days but still open

PDF

r Surnrary Cnly

Required fields are marked with an asterisk *,

Preview Report Download Report

=l

Figure 1 - Search criteria for the Cases Grouped by Case Type Report

FIHIR
NAVIGATOR

26

20

15

10

Case Type:
Case Status:
Number of cases:

Case Owner
Thenna Jr., Fdic
Thenna Jr., Fdic
Thenna Jr., Fdic
Thenna Jr., Fdic
Ortiz, Michael
Thenna Jr., Fdic
Fdic, Admin
Kettner, Kimberty

01/28/2013 11:38 AM

-

Open

Benefits

Open

15
Case
Number Employee Name
1317 Thenna Jr., Fdic N
1268 Thenna'S, Sam A
1205 Thenna'S, Sam A
1204 Thenna's, Sam A
1385 Test. One Test-User
1378 Thenna Jr., Fdic N
1350 Forms, Test A
1357 Biue. Midnight

Case Activity
Assist Regarding Benefits
Assist Regarding Benefits
Assist Regarding Benefits
Assist Regarding TSP
Process Forms

Process Forms

Frocess Forms

Cases Grouped by Case Type

Last Edited Date Range Filter:
Case Created Date Range Filter:
Flag cases that are:

Figure 2 — Cases Grouped by Case Type report in PDF format.

Not Used
10/30/2012 to Anytime:
Duration more than 80 days.
M Benefits Separation
W Classification M Training
FERCCA
Hiring
M On-boarding
Payroll
Performance
W Personnel Actions
W Pre-Employment
B Recruitment
e E— — - | Retirement
Closed
Days Since Duration in
Case Detail/Step  Last Updated Updated Case Create Date  Calendar Days
Assist Regarding Benefits 11/16/2012 550 PM 80.74 111122012 17:50 8074
Assist Regarding Benefis 11/08/2012 248 PM 80.87 11082012 14:48 80.87
Acsist Regarding Bensfis 11/082012 238 FM s0.68 11022012 14:38 20.88
Assist Regarding TSP 1110872012 235 PM B0.88 11/08/2012 14:35 80,88
i 01142013440 P8 1378 0171412013 16:40 1378
) D10G2013 438 PM 1870 01092013 18:38 1878
aubrvitied 12202012 1260 PM 3895 12/20/2012 12:50 3865
- 121182012 127 PM 3002 1219/2012 13:27 02
Page 10f 9
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The report includes a bar graph that shows the workload broken down by case type, followed by
detailed information about each case, and a summary at the end that includes statistics broken
down by case type. The detailed listing of the cases highlights cases that are flagged. Flagged
cases do not meet performance criteria that are part of the parameters for the report.

If desired, you can run the report in summary-only mode which will produce the graph and the
summary statistics. The summary statistics include the following information for each case type
and open or closed status:

e Number of cases

e Average duration — number of days between when the case was created to today or when
the case was closed

e Number of cases flagged — number of cases that do not meet performance criteria

e Percent of cases flagged — percent of cases that do not meet performance criteria

e Percent performance met — percent of cases that meet performance criteria

Cases Grouped by Case Type (#304) This report lists all cases grouped by their case type (e.g., Retirement ).

*Case Status: an =

Last Edit Date: to
Create Date: | in/0/z012 to
Onwrear Mame:

Last name, Arst hame

Fag Cases: ¥ Open longer than [0 | days
Highlight cases that do not meet a
sefected performance metie [ Mot updated in more than days but still open

Download Report As:  poF =1

Required fields are marked with an asterisk *.

Preview Report Download Report

Figure 3 - The 'Summary Only' flag will result in summary statistics of the data without listing information about each case

individually
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gl Cases-Grouped-by-Case-Type-{-304)-23,pdf - Adobe Reader ;J.EJ.Z‘J
File Edt View Documert Tools Window Help L
- - = — — s
A4S =0 im @8 5 ]| ) e Z @7
Open Closed Total
Number of % Number of % Mumber of %
el e Rl o=t RN L et R
Benefits 15 58.44 3 20.00% B80.00% 0 A N/A NA NIA 15 50.44 3 20.00% 80.00%
Classification 1 58.93 0 0.00% 100.00% 0 NIA NIA NA NA 1 58.93 0 0.00% 100.00%
FERCCA 3 T E 0 0.00% 100.00% 0 N/A N/A N/A NIA 3 73 o 000% 100.00%
Hiring 1 62.07 0 0.00% 100.00% 0 NA NIA NA NIA 1 6207 o 0.00% 100.00%
On-boarding 27 4517 3 11.11% 88.89% 1 888 0 000% 100.00%| 28 4387 3 10.71% 89.29%
Payroll T 3653 ] 0.00% 100.00% 0 NIA NiA NA NFA T 36.53 o 0.00% 100.00%
Performance 1 75.97 0 0.00% 100.00% 0 A NiA N/A A 1 7597 0 0.00% 100.00%
Pi'a?n?' 5 52.28 0 0.00% 100.00% 1 9.00 0 0.00% 100.00% 6 45.06 0 0.00% 100.00%
Pre-
Empl t 1 67.93 0 0.00% 100.00% 0 NA NIA N/A A 1 67.93 0 0.00% 100.00%

Figure 4 — Summary statistics broken down by cases type. For each case type, the summary shows the number of cases,

average duration, number of cases flagged, and percent of cases that meet performance standards.
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Section 12 - Appendices

Appendix 1 — Definitions (Future Release)

Appendix 2 - Case Types Available in FedHR Navigator
Appendix 3 - HR References and Links

Appendix 4 - Editing and Digitally Signing the SF-52
Appendix 5 — Classification Request Detail/Steps

Appendix 6 - Recruitment Phases/Activity Step Definitions
Appendix 7 - Personnel Action Request Types/Case Step
Appendix 8 — Pay and Leave Request Types/Case Step Matrix
Appendix 9 - Editing and Digitally Signing the SF-52

Appendix 10 - Rules of Behavior
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Appendix 1 - Definitions (Future Release)
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Appendix 2 - Case Type

Case Type Activity

Detail/Step

Classify

Refer to Appendix 5

Recruit

Refer to Appendix 6

Pay and Leave Activity

Detail/Step

Change of Employee Address

Change of Employee Address

Debt

Court Order
Establish Bill
Garnishment
Deposit

Waiver Request
Place on Hold
Other Debt

Leave

Leave Inquiry
Leave Audit

LES

Submission of Prior LES
LES Inquiry

Pay Inquiry

Pay Inquiry

COLA

Incentives
Correction Required

Earning and Leave Questions

Respond to Earnings and Leave Questions

Tax Federal Tax
State/Local Tax
Correction required
Union Dues Union Dues Withhold
Union Dues Cancel
Union Dues Inquiry
W-2 W-2 Inquiry
WebTA WebTA Password reset
WebTA Supervisor account request
WebA Inquiry
Corrected timecard needed
Comp Time Payment Prepare
Review
Process
Lump Sum Pay Prepare
Review
Process
Quick Service Request Prepare
Transfer to NFC
Process
Settlement Prepare

Review Process
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Salary (Faculty)

Prepare
Review
Process

VLTP

VLTP Application Review
Application Decision

VLTP Donations — Within Agency
VLTP Donations — Not in Agency

Disabled Vet Leave/Wounded Warrior
FLA

Obtain VBA Documentation
Adjudicate VBA Eligibility

Process Personnel Action

WebTA Team Action

Notify Employee/TimeKeeper/Supv
Other

Personnel Actions

Process action in the
Personnel/Payroll System

Review action and supporting
documentation

Need Information/Correction

Compute New Rate of Pay

Determine NOA, Authority, OPM
Remarks,

Process Action in the Personnel/Payroll
System

Request Appointment

Request Appointment

Personnel Action Inquiry

Personnel Action Inquiry

Personnel Records

Employee Data Inquiry

SF-50 Inquiry

Data Integrity Fix/Inquiry
Veterans Preference
Service Computation Date
Verify Employee data
Correct employee data
Employment Verification
Other

eOPF

€OPF Inquiry

Add document(s)
Review documents(s)
Remove documents(s)
Obtain eOPF

Review transferred eOPF
Other

Organization/Assignment Inquiry

Verify organization assignment
Correct Organizational assighnment
Inactivate an organization

Other

Page 79 of 93
May 23, 2017




U.S. Coast Guard
Office of Civilian Human Resources
FedHR Navigator
Supervisor Guide

Appendix 3 - Human Resource References and Links

The Human Resource references and links provided in this appendix are accessible from the CG-
Office of Civilian Hiring (CG-121) webpage: http://www.dcms.uscg.mil/Our-
Organization/Assistant-Commandant-for-Human-Resources-CG-1/Civilian-Human-Resources-
Diversity-and-Leadership-Directorate-CG-12/Civilian-HR/

Please note - references to submission of HR requests through uscg. ASKHR@uscg.mil in CG-
121 HR references published prior to 15 June 17 are no longer valid; however, the AskHR help
desk is still available to answer questions.

e Advisory Notices for Civilian HR (AncHRs):
1. Advisory Notices to All Personnel:
https://cg.portal.uscg.mil/units/cg121/SitePages/Home.aspx
2. Supervisory AncHRs:
https://cg.portal.uscg.mil/units/cg121/ANCHR%20Supervisory/Forms/Allltems.aspx

e Civilian Hiring Guide for Supervisors and Managers:
http://www.dcms.uscg.mil/Portals/10/CG-
1/cg121/docs/pdf/Civilian_Hiring_Guide.pdf?ver=2017-03-06-111659-403

e FedHR and WebTA Role Management Request
https://cg.portal.uscg.mil/units/cg121/Lists/WebTARoleApplication/NewForm.aspx?Root
Folder

e FedHR Summary Page on CG-121 webpage: http://www.dcms.uscg.mil/Our-
Organization/Assistant-Commandant-for-Human-Resources-CG-1/Civilian-Human-
Resources-Diversity-and-Leadership-Directorate-CG-12/Civilian-HR/Other-HR-
Topics/FedHR/

e FedHR Supervisor Guide (CG-121 webpage>FedHR)
http://www.dcms.uscg.mil/Portals/10/CG-1/cg121/docs/Other%20HR/FedHR-Supervisor-

Guide.pdf

e FedHR Navigator Home page (External Log in Screen):
https://fhrnavigator.com/frbweb/logon.do?operation=index&client=USCG

e Guide to Processing Chapter 4 — Requesting and Documenting Personnel Action:
https://www.opm.gov/policy-data-oversight/data-analysis-documentation/personnel-
documentation/processing-personnel-actions/qgppa04.pdf

e Manager’s Guide to Position Classification: http://www.dcms.uscg.mil/Portals/10/CG-
1/cg121/docs/Classification/Managers_Classification_Guide.pdf?ver=2017-04-21-
113637-623

e SharePoint site for Positions Descriptions containing generic and standard civilian
position descriptions (PDs).
https://cq.portal.uscg.mil/units/cg121/Position%20Descriptions/Forms/Allltems.aspx,
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Office of Personnel Management: www.OPM.gov

Pay Period Calendar: http://www.dcms.uscg.mil/Portals/10/CG-
1/cgl21/docs/pdf/pay calendar2017.pdf?ver=2017-03-06-111713-653

Recruitment Action Checklist:
https://www.uscg.mil/civilianhr/staffing/docs/Recruitment Action Checklist Final.docx

Servicing HR Specialist Assignment: http://www.dcms.uscg.mil/Portals/10/CG-
1/cgl21/docs/service.docx?ver=2017-03-23-143648-310
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Appendix 4 - Frequently Asked Questions

e Are there user guides for FedHR Navigator?

e How do I logon to FedHR Navigator?

e What steps should | take if I do not receive my Validation Code for initial log in?

e Do I have to use the system to contact the HR office?

e What should I submit using FedHR Navigator?

e Where can | find a link to FedHR?

e How do new civilian employees obtain access to FedHR Navigator?

e Do military supervisors have access to FedHR Navigator?

e What should I do if I do not have a CAC card or I left my CAC card at home?

e Who do I contact if I have problems logging into FedHR Navigator?

e Where can | locate the completed Position Description and OF-8 to upload with
Classification/Recruitment Requests?

e Can CRCs initiate HR Requests (cases) in FedHR?

e Why am I receiving so many e-mails

e Do | need to submit more than one recruitment request if I am going to fill more than one
position in multiple locations

Question: Are there user guides for FedHR Navigator?

Answer: The user guide is available at http://www.dcms.uscg.mil/Portals/10/CG-
1/cgl121/docs/pdf/FedHR_user_guide.pdf?ver=2017-03-06-111659-307. After logging
into FedHR, employees also have access to quick guides on the left-hand navigation bar.
Customized USCG user guides are accessible from the CG-121 web pages.

Question: How do I logon to FedHR Navigator?

Login Answer: Detailed logon procedures are found on page 2 of the user

| Username and guide. An abbreviated set of logon instructions follows:

Password
Userna

me and Password

Please make sure your

< cndisplgoed o the 1. Visit https://fhrnavigator.com/client/USCG
= esss nsertyour cardand (remember to Bookmark the site)
e press the Login button
— below. If you do not have a
= card, please click the - o« ”»
EE Usermame and Passond 2. Click the “Username and Password” tab

tab.

By clicking on the Login button, you acknowledge
that you have read the privacy act notice and
licensing agreement.

& Bookmark this website
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Login
PIV Card or CAC

e 3. Then click the link titled “Register”

trengt! ity. More i ‘mation >

Please enter your us . .

Username 4. Follow the prompts to complete registration

::‘:::: o 5. After you have registered, your account will be
Cosst Guard automatically enabled for CAC logon. The next time you
Reget User Account use the system, click the “PIV Card or CAC” tab and click

IILOgin’1

Question: What steps should I take if I do not receive my Validation Code for initial log in?

Answer: If you do not receive the validation code e-mail within 20 minutes of your
initial log in session, check your junk mail folder in Microsoft Outlook before contacting
AskHR Helpdesk at uscg.AskHR@uscg.mil.

Question: Do | have to use the system to contact the HR office?

Answer: While we prefer to receive your engagement via FedHR, we will receive and
respond to walk-in, phone, and email inquiries.

Question: What should | submit using FedHR Navigator?

Answer: A listing of case types and activities employees can initiate is found in the user
guide (pages 10-11). Guidance initiating and tracking HR requests for Supervisors is
provided in the FedHR Supervisor Guide accessible from the CG-121 Web page.

Question: Where can | find a link to FedHR?

Answer: If you bookmarked the system upon logon, check your favorites within the
browser. FedHR is also linked from the Office of Civilian Human Resources Portal Page
and the CG Portal main page. A link to FedHR, and various other systems, is also

included in the standard email signatures for all Office of Civilian Human Resources
staff.

Question: How do new civilian employees obtain access to FedHR Navigator?

Answer: For the time being, new civilian employee accounts are established in FedHR
Navigator when their employment record is created in the National Finance Center
database. This occurs during the same week that new employees receive their first pay-
check (e.g. 3-weeks after entry on duty).

Page 83 of 93
May 23, 2017



U.S. Coast Guard
Office of Civilian Human Resources
FedHR Navigator
Supervisor Guide

Upon completion of the FedHR On-boarding deployment plan (Electronic onboarding or
eOnboarding), selectees for Coast Guard positions will gain access to FedHR Navigator
during the hiring process.

Question: Do military supervisors have access to FedHR Navigator?

Answer: Military personnel that supervisor civilian employees will have supervisor roles
in FedHR. Roles were created for Phase 4 implementation based on Supervisor Profiles
in WebTA. Future access and profile changes will be completed based on the submission
of role request form certified and digitally signed by the line supervisor or the requestor.
(Additional information regarding the role management and the online request will be
provided by HR prior to 15 June 17.)

Question: What should | do if | do not have a CAC card or I left my CAC card at home?

Answer: Access to FedHR Navigator requires multi-factor authentication. If you do not
have a CAC card, you may use the “Username and Password” tab to access the system.
The system will prompt you for information and will provide a time-sensitive code to
complete your logon.

Question: Who do | contact if | have problems logging into FedHR Navigator?

Answer: Send an email to the AskHR helpdesk at: USCG.AskHR@uscg.mil

Question: Where can | locate the completed Position Description and OF-8 to upload with
Classification/Recruitment Requests?

Answer: If the 1 line, 2" line or Civilian Resource Coordinator do not have access to
the signed OF-8 and PDs contact your servicing HR specialists for assistance.

Advisory Notice from Civilian HR (ANCHR) 17-11-S-2017 introduces the SharePoint
site for Positions Descriptions containing generic and standard civilian position
descriptions (PDs). Generic/standard (Position Descriptions
https://cg.portal.uscg.mil/units/cg121/Position%20Descriptions/Forms/Allltems.aspx,

The SharePoint site contains over 60 generic PDs covering over 3,000 civilian positions
across the U.S. Coast Guard and four standard PDs. Additional generic and standard PDs
will be added to the SharePoint site as they are developed and classified. Organizations
are encouraged to contact your servicing HR Specialist (field or HQ) to request assistance
in developing additional generic or standard PDs.
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Question: Can CRCs initiate HR Request in FedHR?

Answer: CRCs will have the ability to initiate inquiries and generate reports. CRCs will
NOT have access to initiate Classification, Recruitment or Personnel Action Requests. If
a CRC is also a certified supervisor of civilian employees then that CRC would select the
supervisor role to initiate actions for positions and personnel that are located in the
organization level they manage. The civilian hiring guide provides guidance for this
policy (http://www.dcms.uscg.mil/Portals/10/CG-
1/cg121/docs/pdf/Civilian_Hiring_Guide.pdf?ver=2017-03-06-111659-403).

Question: Why am | receiving so many e-mails

Answer: The policy for HR Specialists working on FedHR cases is to notify
stakeholders are all steps of the process. If you would like to limit the number
notification you receive please contact your servicing specialist to discuss.

Question: Do | need to submit more than one recruitment request if I am going to fill more than
one position in multiple locations.

Answer: If you are recruiting multiple positions/multiple locations using the same PD,
submit one recruitment request (title, series, grades, etc., are the same) and include ALL
PCNs. If you are recruiting for more than one position with different position
descriptions, you must submit a separate recruitment case for each PD.
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Appendix 5- Classification Request Detail /Steps

Detail/Step

Who Initiates Step

Additional information

New PD Requested

1*' Line Supervisor forward to
2" Line for concurrence and
signature

Resource Coordinator Review

2" Line Supervisor forwards
to CRC

Resource Coordinator to HR
Specialist

CRC forwards to HR

PD Review

HR if Package Complete

Additional Documentation
Needed

HR if Package Incomplete

Management (Supv) Resubmit

Supv. Updates and returns To
HR

Management (Supv) Approval
Needed

HR to Supv. for Review

Management (Supv) Approval
to HR Specialist

Supv Approves/Returns to
HR

PAL Approval Needed HR
PAL Update HR or CRC
PD Classified HR
HR Management Review HR
HR Management Review HR
Completed

Tentatively Classified HR
Union Notification HR
Union Review Complete HR
Branch Chief Review HR
Branch Chief Approval HR
HR Director Review HR
HR Director Approval HR
Contractor Review Complete HR
Override Requested HR
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Appendix 6 - Recruitment Phases/Activity Step Definitions

Step
Phase Sequence Step Name Who Selects this Step to Reassign Case
Pre- Request Created/ Vacancy
recruit Step 1 Identified 1st Line Supervisor
Step 2 Management Approval 2nd Line Supervisor to approve
1st line Supv. Reassigned to Civilian Resource
Coordinator (CRC);
Step 3 Resource Coordinator Approval CRC approves and reassigned to HR Specialist
Step 4 Request Returned to HR HR Specialist
Step 5 Servicing Branch Chief Approval HR Specialist — HR Branch Chief
Step 6 Job Analysis Completed Branch Chief - HR Specialist
Job Opportunity Announcement
Step 7 (JOA) Drafted HR Specialist - Customer
JOA - Management Approval
Step 8 Requested Customer - HR Specialist
Recruit Step 9 JOA — Opened HR Specialist
Step 10 JOA - Closed HR Specialist
Step 11 Applications Reviewed HR Specialist
Certificate(s) Created/Sent to
Step 12 Hiring Official HR Specialist - Customer
Certificates(s) Sent to Hiring
Step 13 Official HR Specialist
Certificate(s) Returned from
Selection Step 14 Hiring Official Customer — HR Specialist
Step 15 Tentative Selection/Offer HR Specialist to Selectee (using On-boarding)
Step 16 Personnel Security HR Specialist (using eQIP)
Step 16.1 Physical/Drug Testing HR Specialist
Selectee Requesting
Step 17 Recruitment/Relocation Selectee to HR Specialist (if applicable)
Recruitment/Relocation Sent to
Step 18 Hiring Official HR Specialist to Customer (if applicable)
Recruitment/Relocation
Step 19 Returned by Hiring Official Customer HR Specialist (if applicable)
Recruitment/Relocation
Step 20 Adjudicated by HR HR Specialist to HR Branch Chief (if applicable)
On-
boarding Step 21 Entry on Duty Date Set HR Specialist
Step 22 Initiate On-boarding documents to selectee
docs returned from selectee with digital
Step 23 signatures
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Appendix 7 - Personnel Action Request Detail /Steps Matrix

Personnel Actions

Activity

Detail/Step

Process action in the
Personnel/Payroll System

Review action and supporting
documentation

Need Information/Correction

Compute New Rate of Pay

Determine NOA, Authority, OPM
Remarks,

Process Action in the Personnel/Payroll
System

Request Appointment

Personnel Action Inquiry

At the time of release of the supervisor guide, the Personnel Action activity and detail/steps are
limited for the supervisor to “Process action in the Personnel/Payroll System” highlighted above.
CG-121 personnel are in the process of working with the FedHR developers to provide
additional selections based on the nature of action for the request.

The requested changes would include selections to include Awards, promotion, detail,
reassignment, resignations, etc. The supervisor guide will be updated and notification will be
forwarded to supervisors and CRCs when this upgrade is made available for use by USCG

personnel.
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Appendix 8 - Pay and Leave Requests Activity Matrix

Pay and Leave Activity Detail/Step
Change of Employee Address Change of Employee Address
Debt Court Order
Establish Bill
Garnishment
Deposit

Waiver Request
Place on Hold

Other Debt
Leave Leave Inquiry
Leave Audit
LES Submission of Prior LES
LES Inquiry
Pay Inquiry Pay Inquiry
COLA
Incentives
Correction Required
Earning and Leave Questions Respond to Earnings and Leave Questions
Tax Federal Tax

State/Local Tax
Correction required

Union Dues Union Dues Withhold
Union Dues Cancel
Union Dues Inquiry

W-2 W-2 Inquiry

WebTA WebTA Password reset

WebTA Supervisor account request
WebA Inquiry

Corrected timecard needed

Comp Time Payment Prepare
Review
Process

Lump Sum Pay Prepare
Review
Process

Quick Service Request Prepare
Transfer to NFC
Process

Settlement Prepare
Review Process

Salary (Faculty) Prepare
Review
Process
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VLTP VLTP Application Review
Application Decision

VLTP Donations — Within Agency
VLTP Donations — Not in Agency

Disabled Vet Leave/Wounded Warrior | Obtain VBA Documentation

FLA Adjudicate VBA Eligibility

Process Personnel Action

WebTA Team Action

Notify Employee/TimeKeeper/Supv
Other

At the time of release of the supervisor guide, the selections available for Pay and Leave activity
and detail/steps would generally be initiated by employees or HR Specialists. CG-121 personnel
are in the process of reviewing the supervisor role for these pay and leave activities, updates to
the supervisor guide will be incorporated at a later date, as necessary.
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Appendix 9 - Editing and Digitally Signing the SF-52

Personnel Action Requests and Pay and Leave Requests will require editing on Block 1 to
provide details of the personnel action requested.

Click on the appropriate e-Sign button(s) to digitally sign the SF-52 before routing/reassigning to
the next person in the approval chain.

REQUEST FOR PERSONNEL ACTION
PART A - Requesting Office (Also complete Part B, Items 1, 7-22, 33, 33, 36, and 39,)

=+ 1% Line Supervisor

5.0 Lagit Aty

| LR Yew Fgerte ook e

Favortss |55« (] Boonomic Systems Inc Ml - ... 71 Starcdord Form 52

7 G- 0 L3 v e Sdetr- Tel-
[ — | ——| Civilian Resource Coordinator  j————

= Reviews and Approvals (Not re be med
1 Offce Fruactcn

After clicking the e-Sign button, you will be asked to confirm your intent to sign. Click on the
Yes button.

Enter your CAC/PIV PIN or FedHR Navigator password if you are not using the CAC/PIV then
click on the Submit button.

Plate ofter your password uied 1o
a1 he FHR Nawgator for secunty
purposes

Click Save at the top right of the screen then select ‘Previous Screen’ to return to case
information page.
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Appendix 10 Rules of Behavior

FHR Navigator Rules of Behavior for Agency Application Users

e You must conduct only authorized business on the system.

e Your level of access to systems owned by Economic Systems Inc. is limited to ensure
your access is no more than necessary to perform your legitimate tasks or assigned duties.
If you believe you are being granted access that you should not have, you must
immediately notify the Economic Systems Support Desk, support@econsys.com.

e You must maintain the confidentiality of your authentication credentials such as your
password. Do not reveal your authentication credentials to anyone; an Economic Systems
employee should never ask you to reveal them.

e You must follow proper logon/logoff procedures. You must manually logon to your
session; do not store your password locally on your system or utilize any automated
logon capabilities. You must promptly logoff when session access is no longer needed. If
a logoff function is unavailable, you must close your browser.

e Never leave your computer unattended while logged into the system.

e You must report all security incidents or suspected incidents (e.g., lost passwords,
improper or suspicious acts) to your agency's Information System Security Officer
(ISSO).

e You must not establish any unauthorized interfaces between systems, networks, and
applications owned by Economic Systems Inc.

e Your access to systems and networks owned by Economic Systems is governed by, and
subject to, all Federal laws, including, but not limited to, the Privacy Act, 5 U.S.C. 552a,
if the applicable Economic Systems' system maintains individual Privacy Act
information. Your access to Economic Systems FHR Navigator constitutes your consent
to the retrieval and disclosure of the information within the scope of your authorized
access, subject to the Privacy Act, and applicable State and Federal laws.

e You must safeguard system resources against waste, loss, abuse, unauthorized use or
disclosure, and misappropriation.

e You must not process U.S. classified national security information on the system.

e You must not browse, search or reveal information hosted by Economic Systems except
in accordance with that which is required to perform your legitimate tasks or assigned
duties.

e You must not retrieve information, or in any other way disclose information, for someone
who does not have authority to access that information.

e You must ensure that Web browsers use Secure Socket Layer (SSL) version 3.0 (or
higher) and Transport Layer Security (TLS) 1.0 (or higher). SSL and TLS must use a
minimum of 256-bit, encryption.

e You must ensure that your web browser is configured to warn about invalid site
certificates.

e You must ensure that web browsers warn if the user is changing between secure and non-
secure mode.
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FHR Navigator Rules of Behavior for Agency Application Users (cont’d)

You must ensure that your web browser checks for a publisher's certificate revocation.

You must ensure that your web browser checks for server certificate revocation.

You must ensure that web browser checks for signatures on downloaded files.

By your signature or electronic acceptance (such as by clicking an acceptance button on

the screen) you must agree to these rules.

e You understand that any person who obtains information from a computer connected to
the Internet in violation of her employer's computer-use restrictions is in violation of the
Computer Fraud and Abuse Act.

e You agree to contact your agency's Information System Security Officer (ISSO) if you do

not understand any of these rules.

ACCEPTANCE AND SIGNATURE

I have read the above Rules of Behavior for External Users of Economic Systems FHR
Navigator. By my electronic acceptance and/or signature below, | acknowledge and agree that
my access to the Economic Systems FHR Navigator is covered by, and subject to, such Rules.
Further, | acknowledge and accept that any violation by me of these Rules may subject me to
civil and/or criminal actions and that Economic Systems retains the right, at its sole discretion, to
terminate, cancel or suspend my access rights to the FHR Navigator system at any time, without
notice.

User's Legal Name: (printed)

User's Signature: (signature)
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