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Viewing Your Employees’ HR
Information

e Background investigation

e Personnel Actions (SF-50s)

e Leave Balances

Need more help?

e Visit the Corporate Apps Supervisors page for training guides and videos on:

Time and leave
Performance management
Telework

Setting up delegations

O O O O

e Contact your servicing human resources office

Background investigation level

1. From the HR Links homepage, select the NavBar icon, Navigator, and choose Manager
Self Service.

55C Processes b

Self Service 3

[ ]

Workforce Administration ¥

Time and Labor »

Payrell for North America >

Werkforce Davelopmant >

Organizational Developmant 3

Workforce Manitaring 3
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2. Select Job and Personal Information, then MSS Security Clearance.

NavBar: Navigator ﬁ NavBar: Navigator Q
A 47 Manager Self Service 3 o 4= | Job and Personal Infor... N
L] L]
:© O

Recent Places Time Management » [ Manager Request Action

Job and Personal Information b GSA Mgr Reg Telework Agreement
My Taeontes Learning and Development 3 My Favorites GSA Mgr FT Telework Agreement
E Rerformance Mangoment > E GSA Telework Annual Renewal
Navigator "
jgator
Review Transactions MSS Security Clearance
‘3 . LA
Manager Self Service Actions
My Téam “ ' Approve Marital Status Change
My Team

View Employee's Comm History Kpprove romction{Ekid)

Classic Home Add/Maintain Empl Checklist
Classic Home

3. Enter your employee’s name in the search criteria. Select Search.

Favorites = Main Menu = > Manager Self Service » MSS Security Clearance

L) F
P

1 (\ﬁr HR Shared Service

MSS Security Clearance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Empt 1D [begins with V]
Empl Recurd
Mame | begins with

ILaslName begins with  ||brown I
i 1

First Name | begins with v

Cinclude History O correct History [ case sensitive

2
Search | Clear | Basic Search |2 Save Search Criteria
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4. You'll see information about your employee’s investigation.

Favorites v Main Menu ~ > Manager Self Service > MSS Security Glearance

\®’ HR Shared Service

Summary Page

Empl 1D

Personalize | Find | View Al [ | B4 First © 4of1 * Last
veststion  INVESUGSHON  tpyestgation Deseription Agency InVSSHGIHON e bion Status COMMGN  Ciprance Statys  einVestgation
MBI 050 Moderate Risk OPM 0810512016 Gertifiation Granted 053072016 Active 0810572021
[JSave | |[of Retumto Search | [=] Notify L Add | | UpdsieiDisplay | =) Include History || Comect History

Personnel actions (SF-50s)

1. From the HR Links homepage, select the Manager Request Action tile.

¥ Manager Self Service

Manager Time Manager Request Action Approvals Add/Maintain Empl Checklist

[ ]
a5
—t
L A,/
5 Ala ala ala

Team Performance Manage Matrix Teams

i3

2. Enter the employee’s name, and select Search.

< Manager Self Service Manager Action Request

+ New Search View Manager Action Request

ID

Empl Record

Last Name

First Name

Search | Clear
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3. Select the line with the employee’s name.

€ Manager Selt Service Manager Action Request

- New Search View Manager Action Request

1 resutts found
o

T e
Employee D © Employee Record & Name © First Name Last Name © Middie unit < Department - Location Agency
Empl Record
] 1 E GBAD1 CPIR 0000000381 G5
Last Hame
First Mame
. Search Clear

4. You'll see a list of the employee’s personnel actions. Each row shows the Effective
Date, type of Action, and Status.

If the Status field shows Complete - Processed by HR or Corrected, the action has been
processed by HR. If it shows any other status (such as Initiated or Requested) the
action is still being processed by HR and is not yet final. Check back in a few days to
view the final personnel action.

To view the personnel action, select the arrow in the View Continue column.

€ Seasch Hesults Personnel Request
Emplayes Nams
Empioyos 1D
Employes Record 0

Personnel Actions Summary

Effective Date = Action = Action Reason © Mature of Action Code © Staws Approval Chasn
DEMAGOI9 Change o Lower Grase e gk 10 onginal grage na Complete - Processes by HRE Approval Cham
275019 Promation Tempacary 103 Cormected

oz Fromation Temparary 103 Gomplete: - Processed by HR

12019 Pay Rate Changs Coatof Living Adjusimant o4 Complets - Frocessed by HR

1202018 Award - Monctary Ingevigual Cash Award 840 ‘Complete - Processed oy HR Approval Chain
CAORE0NE Awand - Monetary Special ACt Cash Award 843 Complete - Processed by HR Approval Chain
DTGNS Master Recors Update Conversian sl Complets: - Processed by Hiz

D1A212004 Hire: Other 000 Complede - Processed by HR
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5. You’'ll see a summary of the personnel action you selected.

a.

To view or print an HR Links version of the SF-50, scroll to the bottom of the
page and select Print SF-50. Note: Employees can access official copies of their
SF-50s in their electronic Official Personnel Folder (eOPF).

b. To view more information about the personnel action, skip to step 8.

u Exit

Empioyes Name
Employee ID
Employee Record 0

D Request Oata

Data Control
Visited

Fersonal Data
Wisited

Job Related Data
Visited

Add Job Info
Visited

Empioyment Data
Wisitod

2 Validate Data
Visitad

3 Transaction Summary
Visited

Pay Rate Change .
HNaxt >
Details for Data Gontrol ~ Related Information
Proposed Effective Date 01062018 Not-to-Exceed Date &

Legal Authority 1
Authority 1
Deseription Part 1

Lagal Authority 2
butharity &

Description Part 1

WM

Rieg 531207 Pay comy

AM

E.O 13866 Dated 03-25-20

Dascription Part 2

Description Part2 13

at firewe e sl ey sad

w Referance Links

w Related Information

Cuarride Plindicater () Ko NFC Indicator  Applied at Payrol|v|
Contact Emplid Alternate Signature Na uparviscr. |
e
PAR Numbser =
Slate *
PAR Remarks Yracking Daka s

Notification of Personnel Action

Print SF-50

Request for Personnel Action

Print SF-52

6. In the Print Parameters box, select Web then Done.

Click OK to proceed: the SF50 form will be displayed to you sh

Cancel Print Parameters
Print To

! web

O File
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7. The employee’s SF-50 (with personally identifiable information removed) will display.
8. Select Next to view each page of the personnel action.

® Exit Pay Rate Change b

LY e e ? Step 1 of 3: Request Data - Data Control - Related Infarmaticn

Effectiva Date 01082010 Actioa Pay Rats Change

o Costof Livieg Adpustment Code ‘B4 Gen Adj = Refersnce Links

Complete - Processed by HR

Vs

Here’s what you can see on each page.

Page Information You Can View

Data Control Details on the type of personnel action (e.g., promotion,
within grade increase, detail).

Job Related Data Job Data:

e Title, series, grade

e Location (city, state, and building name)

o Federal Employees Group Life Insurance (FEGLI) election
® Retirement plan

Position Data:
e Type of appointment
e Position occupied (competitive/excepted service)
e Work schedule

Compensation Data:
e Step
® Base pay
e Locality pay

Employment Data e Service Computation Dates (SCDs) for leave, Reduction in
Force (RIF) and retirement

Date of last Within Grade Increase (WGI)

Within Grade Increase due date

Bargaining unit status

Probationary period dates
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Leave Balances

1. From the HR Links homepage, select the My Team tile.

v Manager Self Service

Manager Time Manager Request Action Approvals Add/Maintain Empl Checklist

Team Performance Manage Matrix Teams

2

2. You'll see:
a. Alist of your employees, including any matrix team members (if applicable).

i.  If you supervise other supervisors, you’ll see an icon in the Directs/Totals
column. Select the icon to view the employees under each of your
subordinate supervisors. You can continue to drill down to view any
subordinate employee in your organization.

b. Their department, duty station (city, state, building), email, and phone number.
c. Today’s status (you’ll see a Planned Absence icon if the employee is on leave).

‘ Summary Leave Balances
e |\ | 11

Name / Title Directs / Total Department / Location Email / Phone Today's Status
Evangeline Mendez () Branch B janetm@us.ibm.com A
Contract Administrator MA-BOSTON-FB Causeway St 555/993-7251
Gerald Crawford () Client Solutions Branch janetm@us.ibm.com
Regional Account Manager MO-KANSAS CITY-Prshng Sq Main 555/993-5743
Haylee Mccarthy (&) Storage Management Branch
Supervisory IT Specialist DC-WASHINGTON-1800 F NW 555/993-9315

Select Leave Balances.
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< Manager Self Service

| Summary ‘l Leave Balances
e | 7| N

Name / Title Directs / Total Department / Location Email / Phone Today's Status
Evangeline Mendez ) Branch B janetm@us.ibm.com A
Contract Administrator MA-BOSTON-FB Causeway St 555/993-7251
Gerald Crawford &) Client Solutions Branch janetm@us.ibm.com
Regional Account Manager MO-KANSAS CITY-Prshng Sq Main 555/993-5743
Haylee Mccarthy &) Storage Management Branch
Supervisory IT Specialist DC-WASHINGTON-1800 F NW 555/993-9315

3. You’'ll see your employees’ leave balances, including any compensatory time, credit
hours, use or lose leave, and award leave. Select View Details.

Summary Leave Balances ‘

Name / Title Balances
Evangeline Mendez © Annual Leave Balance 203.00 Hours Sick Leave Balance 742.00 Hours [
Contract Administrator [View Dotails
Gerald Crawford © Annual Leave Balance 126.00 Hours Sick Leave Balance 15.00 Hours
Regional Account Manager View Details
Haylee Mccarthy © Annual Leave Balance 86.00 Hours Sick Leave Balance 778.00 Hours
Supervisory IT Specialist View Details

4. You'll see the date the leave balances were last updated in the “as of” column.

View Details

Evangeline Mendez
Contract Administrator

Leave Balances

Type Balance Unit As Of
Annual Leave Balance 203.0 Hours 05/26/2018
Sick Leave Balance 742.0 Hours 05/26/2018
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