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Exercise 1: Logging on the Web FPPS
< o fovy l& staplortte. (04K

1. Double click the Interrvet Explorer icon on your desktop to open the browser.
On the address toolbar type webfpps.nbc.gov and press Enter. From the
WebFPPS main page click the Logon button.

2. Type the User ID PPSBFxx (Brenda Fern) and the password den22nbc.
Click the OK button (or press the Enter key).
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4. On the FPPS Main Menu click on the 1-2-3 icon to obtain a queue count (the
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Exercise 2: Initiate a Promotion ,

1. From the FPPS Main Menu click on Personnel, Requesting Personnel
Actions, Initiate SF52 (INIT).

2. Click the on-line help for Hiring an employee-Changing grade or job and
select Promotion (Temporary and Permanent). Click OK.
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4. Press Enter or click OK on the Office ID window.
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11. Select Requester/Authorizer (to sign both as a requesting and authorizing

official). Then click OK.

OK.
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1. From the FPPS Main Menu select Personnel, Requesting Personnel

Actions, Initiate SF52 (INIT).
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6. There are three questions on this screen:
Will this employee remain in this positionk? Answer No. -

Will you fill this position at a later date? Answer Yes.

Do you want to see your vacant position list? Answer Yes.
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8. Click OK.
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11. Type an F in the action field to forward the actlon to the Servicing
Personnel Office. Then click OK.
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Work Schedule

n

Initiate/Save a Change

Exercise 4
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1. From the FPPS Main Menu, select Personnel, Requesting Personnel

Actions, Initiate SF52 (INIT) on the main toolbar.
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, and click OK
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5. On the Position Information screen use the on-line help for Work Schedule.
Select Full-Time from the help window, then click OK.

Select Full-Time from
the help window
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10. On the main toolbar select Personnel, Requesting Personnel Actions,

Sign/Change SF52 (CHNG).
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12. Scroll through the screens by clicking OK, until you reach the Change Hours

Scheduled screen. Change Week 1 to 4400 and Week 2 to 3600. Click the
Notes button.
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_button

13. Type in the following note: Work schedule change due to work demand.
Click OK.
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16. Select Requester/Authorizer (to sign as a requestor and authorizer). Then
click OK.

17. Type an F in the action field next to the SPO to forward the action to the
Servicing Personnel Office. Then click OK.
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Exercise 5

Track an action (TRAC)

1. From the FPPS Main Menu select Employee/Position Views, Track
TEEPPS - [Main Me

SF52/SF50 (TRAC).
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3. You can select to View an action, or view the Status History of an action. Click
on the number next to Albright to select that line, then click the Status History
button. '
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5. Click the Cancel button or type TRAC in the command line and click the GO
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1. From the FPPS Main Menu select Employee/Position Views, Employee

Data with History (EHVW).

Exercise 6

k5]
Q
Q
(7))
S
(0]
L
=
@
e
1]
(]
Q
2
whd
o
E,.
[0)]
£
-
O
(o))
C
(]
£
[&]
—
o SN
. o
® O - 4
| 2 e s
o -
o]
X0 -
~ .
n o
88
Z o
N3
(7]
o E
o
£ 4 o
15
2 .
L )]
Lo
NS

25



. Click OK.
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Select the group Employee Personnel Informat
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4. Click the Next button or press Enter to proceed through the screens.




Exercise 7: Reassign an SF52

1. From the FPPS Main Menu select Personnel, Reassign SF52 (RSGN).

T — o S —

FPFS - Reassign &FSZM&&_!P‘R‘; ionary ﬁuﬁiﬁ: - Pﬁﬁm‘%

] o ADMIN SERVICES
A _ ADMIN SERVICES
ADMIN SERVICES
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4. Select the name you want to reassign To (Brenda Fern) and click OK.

b
NIGHT, 101§ _ ADMIN SERVICES
LOVD, DEMISE ADNIN SERVICES

5. Click on the Emily Hammerman promotion as the action you want to
reassign.

6. The action will automatiéally be placed in your Sign/Change SF52 (CHNG)
queue.
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Exercise 8: Management Information Reporting System
(MIRS)

1. Type MIRS on the command line and click Go.

3. Type H (report sample) next to the report Awards — Cost Summary (by
Nature of Action/Organization) and press Enter.
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4. The first screen you'll see provides details regarding the report. Press Enter.

THIZ FEFOIE

0F THCEHT

HOHEER OF ACTIONS

ST AMOUNT FOR E&

AMOTHT BETWEEN ) i ) 3. THE AWARDS INCLUDE FOFEIGH

LAMGIARE, GATHSHARIER " *TION, INYEWTION, SFECIAL ACT/ZEFRVICE,
ZEZ FAME, ZE5 FERFORMALHNCE, AI!I' TERFURILLNCE.

SEE 'UAWDINC', 'WAWDQE UL /0K '"WAWDTIM' FOR DETAILEDR LISTS OF
ENFLOTE TTED INCENTIVE AWARLS, QUALITY STEF INCFEAZES, IR TIME
OFF AWAFDE, FESPECTIVELTY.

5. Pressing the Enter key or pressing the PF8 key will display the next screen.
The F5 key will move the screen to the Left and F6 will move the screen to the
Right.
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6. To execute a report, type E next to the report and press Enter. .

s CES—-10t On agency rolls--H0a 100-199)
ADMINISTRATIVELY UNCOHNTREOLLAELE RTINE FEPUPT
A”&IL&EILITY EAT FEPUPT {ZERIES X

R

7. Type the Effective Date range from 01-01-02 to todays date for the report
and press Enter.

Presz ENTER to continue, to abandon job submizsion pressz

8. Type Y for Yes and press Enter.

THIS SCREEN IS NOT DISPLAYED TD‘END USERS

OFFICE FRINTERS
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9. Type your printer ID and press Enter.

NOTE: THIS ROUTINE DOES MOT

) i L

10. Type X next to Print Inmediately and press Enter.

11. You'll receive a window advising you if the job was submitted in a batch
mode, which processes either at night, or when the printer is not busy.
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Exercise 9: Tables (TBLS)

1. Type TBLS on the command line in the web or on a 3270 screen.
i §?{ g % i i 3 {x 2 T g:g% ‘.v‘
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BLS LIST SCREEN *

T TN T————
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3. Once ydu’re in the table, type E to expand Code 06 Mass Change Duty
Station.
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Optional Exercise A: Initiate an Individual Cash Award
 (using the 3270 Screens)
1. Log on as Brenda Fern, Requester/Authorizer
UserID:  ppsbfxx
Password: perfect

2. Enter G for Training and press Enter.
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3. On the FPPS Main Menu enter A for Requesting Personnel Actions or
place your cursor on the line and press Enter.
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4. Type INIT on the command line and press Enter.

2WCG
TRPW

A

6. To obtain a description of an action codes, type E (Expand) next to Awards
and Quality Step Increase and press Enter.
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7. An expanded description displays. Press Enter.
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10. Enter the following:
Effective Date: Today’s Date
Name: Brenda
Phone: 2222

Then press the F2 key (for the notepad)
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12 Press Enter on the Requesting Offi ice Information screen..
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13. To obtain on-line help for Type of Award type a question mark (?) in the
Type of Award field.
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15. Type 500 in the Award Amount and press Enter.

I

N
aon0

LR W

s S

38



16. Place thé cursor on the Save line and press Enter.

OGP TI0NS - PROZUWI

39



Optional Exercise B: Change the Alternative Work
Schedule (AWCG) ' -

-Amy Coates
1. On the main toolbar select Personnel, Requesting Personnel Actions,
Alternative Work Schedule Change (AWCG).

2. Enter the SSN 294-xx-1388 and the Effective Date should be today’s date.
Then click OK.
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3. Change the Alternative Work Schedule Code to T (3-day work week). Then
click OK. v '
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Optional Exercise C: Initiate a New Appointment

Steven Sample
1. From the main toolbar select Personnel, Requesting Personnel Actions,

Initiate SF52 (INIT).

™S - [Main Memu]
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2. Click the on-line help for Hiring an employee and click Appointment-

Permanent. Click OK.
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7. To obtain a vacant position listing answer Yes to the question Do you want

to see your vacant posmon list?
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9. If you did not select a position from the Vacant Position Listing, then you must
enter data in the white fields on this screen. However, in this exercise we
selected a position from the Vacant Position Listing and the position fields have
been populated. Click OK.
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11. Select Requester/Authorizer. Then click OK.

FPPS - Signatyre Selection - PRIZOWE B3
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Initiate/Change Addresses

] Steven Sample
1. On the main toolbar select Personnel, Employee/Position Maintenance,

Initiate Address (ADIN).

Optional Exercise D

o8

B

&Y

&
5

.5
2

-xx-4529 (Steven Sample) and select Mail Address and

2. Enter the SSN 198

EFT. Click OK
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3. It's important to enter the correct Effective Date. For this exercise use today’s
date and enter Address Line 1 (123 Nevada Street), City (Littleton), State
(CO), and Zip Code (82012). Click OK.

s

5. Type Denver in the Start List From Financial Institution Name and click the
Search button.
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6. Select Denver Municipal FCU and click OK.
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6. Enter the Employee Account Number 12345, and the Account Type C
(checking). Then click OK.
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Optional Exercise E: Within Grade Notifications (WGSG)

Maryann Clymer .
1. From the FPPS Main Menu select Personnel, Requesting Personnel
Actions, Sign Within-Grade Notification (WGSG). The List of Within Grade
Increase Notifications screen displays. Select the Maryann Clymer certification
and click the Sign/Forward button.
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3. The status history displays.
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Notification displays.

4. When you select to View the notification the following Within-Grade
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FPPS Other Information

o MSGS (Message of the Day): Displays FPPS information to system
users.

e Probationary Notifications (PBSG): Sign, view and prmt a
probationary notlce :

o Position History Views (PHVW): Capability to view the history of
Position Numbers.

o View Stop Notifications (STVW): A notification that an action has
been stopped.

e View Hold Notifications (HOLD): A notification that an action has
been placed in a hold status.

o View SF52 Courtesy Copy (COPY): A copy sent as a courtesy.

o View Tickler Messages (TMVW): A view of system and user-initiated
ticklers (a reminder of an event) in tickler code order.

e Leave and Earnings Statement (LEVW): The LES on-line.

e Mass Change Action Types: Provides the ability to change one or
more SSN'’s affected by the same Nature of Action Code. Must use
today’s effective date or future effective date. Types of mass
changes: Duty Station, Change in Work Schedule, Realignments,
Placement in Pay/Non-Pay Status, Position Numbers. '
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