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Overview

The purpose of this instruction booklet is to guide new and returning employees of the
necessary steps they have to perform once obtaining his/her new EmpowHr password and
employee Identification. Also this booklet can be used for guidance in re-setting lost or
forgotten EmpowHTr passwords.

EmpowHR ACCESS- https://icams.usda.gov
(For obtaining: SF 50B & updating personnel and business addresses and phone numbers)

Approximately 4 weeks after your start date with USDA/NRCS, you will receive, by email, your employee
ID and password for EmpowHr. If you do not receive your EmpowHr password within that time period
contact Pamela Smith at (254) 742-9927 or by email at Pamela.Smith@tx.usda.gov. Once you have
received your EmpowHr password, log on to https://icams.usda.gov and follow the step by step instructions
in this booklet.



https://icams.usda.gov/
mailto:Pamela.Smith@tx.usda.gov
https://icams.usda.gov/

EmpowHR - Human Capital Management System

EmpowHR is a Human Capital Management System that fully supports the
achievement and effective delivery of the human capital goals of the President's
Management Agenda. EmpowHR is an integrated suite of commercial and
Government applications that supports all critical HR components in a single
enterprise system. It provides comprehensive employee information enabling
agencies to: (1) make critical decisions concerning workforce utilization, (2) forecast
workforce turnover and placement, and (3) project future resource budget
allocations on a fiscal year basis, for optimum achievement of agency mission goals.

The goal of EmpowHR is to offer a streamlined, integrated set of business processes
within an NFC-hosted technology suite, which can be leveraged by you to automate
common administrative tasks associated with HR management and reduce internal
operational costs using industry best practices.

EmpowHR offers you an advantageous environment where efficient and effective
solutions can be quickly leveraged across the Federal enterprise. Its table-driven
environment affords rapid implementation of changing HR rules and practices. It also
features a robust COTS-based front-end system utilizing Oracle/PeopleSoft's pure
Internet/Web-based architecture requiring no code running on client PCs. EmpowHR
provides a mechanism for investing in cross-agency information technology solutions
in a controlled manner, eliminating many of the diverse agency cultures and fear of
reorganization issues de-centralized change can present, and limiting the overall
Federal investment in technology. It ultimately facilitates easily sharing information
between and among HR, payroll, financial management, and related functions.

EmpowHR's components include:

Recruitment

Position Classification
HR Processing Succession Planning
Strategic Workforce Reporting Employee Performance and
Training and Employee Accountability

Development e Organizational Management

Employee and Labor Relations
Employee Benefits Administration



Setting the Forgot Your Password
Procedure

This procedure is for the purpose of requesting another password through EmpowHr, should you forget
your password.

Set the "forgot your password help" so that you will be able to request another password through
EMPOWHR, should you forget your password.

] Employee-facing registry content - Microsoft Internet Explorern

File  Edit View Favortes Tooks  Help >

Qe - ) - [x] [B] G0 PO sach lpramies @reds € (3- o 3 )
acrecs ] hitps:ficams.usda, govipspiHRISC [EMPLOVEE/HRMS{htab=DEFALLT v Beo ks

USDA Maras,Robin - US Dept of Agriculture
we==]

Menu -]

Search:

®
[+ My Favorites
> Employee Self Service
> Manager Self Service
[» PAR Processing
[ Position Management
> Payrall Docurments
[ HR Reports
(- Payroll Processing
(> Training Administration
[ Manage Perormance
- YWaorkforce Development
[ LOC Transgit Subsidy
[> SetUp HRMS
[ Warklist
> Reporting Toals
> PeopleTools
— Change My Password
— My Persanalizations
— My System Profile
— Mw Dictionar
— *CAMS Dacurnentation
— ZCAMS Process Monitor

&) Dane S @ Internet

<4 start ) b

Step Action

1. Click the My System Profile link.




My System Profile - Microsoft Internet Explorer

File  Edit Yiew

Qu- © W @ G| 05

Favortes  Tooks  Help

*Favuntes [ 2] Bv (} ] - \_Jﬂ

address | ] https:jficams.usda.govipsp/HRISPEMPLOYEEJHRMS/c/MAINTAIN_SECURITY USERMAINT_SELF GBL?FolderPath=PCORTAL_ROGT_CBIECT PT_LISERMAINT_SELF_GBLAIsFolder ¥

Search Companion

What are you
looking far?

Type your question
below, For best
results, use
complste
sertences.

Please bype your
query here, then

press <Enter>.

Sample question:

Find Word
documents on
this compLter

You may alsa want

to...

&) Gearchthis
computer for
files

Change

preferences

x

Search:

> My Favorites

> Employee Self Service

[ PAR Pracessing

> Posifion hanagement

[ Payrall Documents

[» HR Repors

> Payroll Processing

[ Manage Performance

[ Mor-Employee Processing

[+ Wiorkforce Developrment

> Oryanizational Developrment

> EmpowHR Setup Tables
HD)

[ EmpowHR User Security
HDY

[ Set Up HRMS

[ Wiorklist

I Reporting Tools

- Changs Wy Password

— My Personalizations

em Profile

— My Dictionary

- EmpowHR Documentation

General Profile Information
Smith,Pamela Annette

Change password
Change or set up forgotten passwaord help

English

English

My preferred language for FlAweb pages is

My preferred language for reports and email
Currency Code:
Default Mobile Page: | Ja

Alternate User

It you will be temporarily unavailable, you can select an afternate user to receive your routings

Alternate User ID: ‘ |Q
From Date: l:lEU (example:] 2/31/2000)
To Date: l:l@ (=xample1 2431 /2000)

Workflow Attributes

[CIEmail User  [¥]Worklist User

Mizcellaneous User Links

Brimary Email
Account Email Type Email Address
| Business + |[pamela.smithgt usda.gov
O [Home | [pamela_u317@msn.com

[ Save

5 [ o -

New Window | Helo | Customize Page | &,

D & Trusted sites

Action

Click the Change or set up forgotten password help link.

[Change or set up forgotten password help|




My System Profile

Microsoft Internet Explorer

File Edt View Favorkes Toos Help

Que- © [ @ € [P

*Favuntes [ <) ﬁv & ] - uﬁ

Search Companion x

What are you
looking far?

Type your question
below, For best
results, use
complste
seriences.

Please type your
query here, then

press <Enter>.

Sample question:

Find Word
documents on
this compLter

You may aksa want

to...

&) Search this
computer for
files

Change

preferences

Search:
My Favorites Change or set up forgotten password help
> Employee Self Service
N F’Aﬁppyntessmg Ifyou forget your passward, you can have a new password emailed to you
> Position Management Enter a question and your response helow. These will be used to authenticate you.
[ Payrall Documents
» HR Regutts Question: | Mothers Maidens name? ~
> Payroll Processing
[ Manage Performance
DNnn-Lg.‘.w Pr ing \hat is your hat size?
[» Warkiorce Development \hat is your pet's name?
[> Organizational Developmant L‘ \hich is your favarite Band?
> EmpowHR Setup Tables Which is your favarite NFL Team?
(HDY Which is your favorite TV Show?
[ EmpowHR User Security Who ig you favorite Singer?
HD)
[ Set Up HRMS
[ Wiorklist

I Reporting Tools

- Chanue hy Password
— My Personalizations
em Profile
— My Dictionary

- EmpowHR Documentation

Address | ] https:jficams.usda.govipsp/HRISPJEMPLOYEEJHRMS/c/MAINTAIN_SECURITY, USERMATNT_SELF GBL?FolderPath=PORTAL_ROOT_OBIECT,PT_USERMAINT_SELF_GELBJsFolder ¥ Go @sconvert ~ [ Select

New Window | Helo | Customize Page | &,

S & Trusted sites

Action

Choose a question and enter in Question field.

Enter your response in the Response field.

Click the Ok button.




Qe - () B @ \:j O search \;\?"Favuntes @rede £ (- :\,‘. - LJ

Address ‘@ https:  ficams, usda, govipspiHRISC/EMPLOYEE [HRMS(c/MAIMTAIN_SECURITY, USERMAINT_SELF GEL?FolderPath=PORTAL_ROOT_OBJECT PT_USERMAINT SELF_GBLESF ¥ Go  Links >

USDA Maras,Robin - US Dept of Agriculture
=
e
Search: Mew Window | Customize P Saved
> My Faworites =
I Emplopee Self Senice General Profile Information
I Manager Self Service .
[» PAR Processing Maras, Rokin A
> Position Management
b Payroll Documnts fpassword _______________________________________|
L [ IRl Change passwaord
[ Payroll Processing —
[> Training Administration [T R=E A el e Microsoft Internet Explorer ‘X|
[ Manage Perfarmance — —
I Wiorkfarce Developrment EErstrRallzations 1\ Change has boen saved succossfully
- LBE e Sy “our current language preferend £
I Set Up HRMS auae
[ Wiorklist
> Reporting Tools My preferred language for repoj
[» PeopleTools Currency Code: 0
— Chanoe Wy Password _ .
— My Personalizations Default Mobile Page: | <Y
— enait |
- CAMS Documentation Edit Email Addresses

— fCAMS Process Monitar

Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID: ‘ |Q

From Date: l:l (example: 12631 /2000)
To Date: I:l@ (example: 1 2631 /2000)

& 2 @ Internet

& Inb

Step Action

6. Click the OK button.

7. Congratulations! You have set the "forgot your password help". You can now use the "forgot
your password help" to request another password should you forget yours.

NOTE: If you need to edit your e-mail address, Click the Edit E-mail Addresses link. Be
sure to enter the email address issued to you through USDA/NRCS.
End of Procedure.




Forgot your Password?
Procedure

This lesson will allow you to request a new EMPOWHR password using the "Did you forget your
password?" feature.

3 HRIS Sign-in - Microsoft Internet Explorer L &‘
File Edt Yew Favortes Tooks Help >

A | @ vy ; 3
eﬁack - Q \ﬂ @ ) ) sewth 57 Favortes @ reds £ - g 3 ._J
address | ] https:/jicams. usda, gov/pspfHRISP Zcmd=loginélanguageCd=ENG v oo ks

HRIS Sign In

Did you forget your passward? _

ibility Statement | Privacy Policy | Hon-Discrimination Ststement | FirstGou | White House

S @ Internet

Step Action

1. Enter your User ID, i.e., WZ05xxxX.
NOTE: Be sure to use CAPITAL LETTERS only when entering your initials.

2. Click the “Did you forget your password?” link.

[Did you forget vour password?]




A Forgot My Password - Microsoft Internet Explorer

File Edit View Favortes Toolks Help

i L3
N Y P YT
eﬁatk ) B @ \_b pSE.arch . Favorites G‘Medua @ Vz- & = _J
acddress @] https:fpsreports lcams, usda,gowipsciforgotHRISPIEMPLOYEESHRMS/cMATNTAIN_SECURITY.EMAIL_PSWD.,GEL vBeo ks *

e Window | Custorize Page | 5,

Forgot My Password

Ifyou have forgotten your passwaord, or your password has expired,
you can have a new password emailed to you,

Enter your User ID below. This will be used to find your profile, in arder to authenticate you

User ID: ”

Continue

8 @ miemet

@ b

Action

Enter your User ID into the required field, i.e., WZ05xxxx.
NOTE: Be sure to use CAPITAL LETTERS only when entering your initials.

Click the Continue button.
| Cantinue |




A Forgot My Password - Microsoft Internet Exploren ] E
r

File Edit View Favortes Toolks Help

eﬁatk ) \ﬂ \g h j?]SEarEh \é\\(hvuntes @ reda £8 - l = _J

acddress @] https:fpsreports lcams, usda,gowipsciforgotHRISPIEMPLOYEESHRMS/cMATNTAIN_SECURITY.EMAIL_PSWD.,GEL vBeo ks *

Mew Window | Customize Page | 15,
Feorget My Password

UserlD:  wizngoes

Email ID; vour email address will be listed here

Please answer the following question below for user validation,

Question: Systern generated
|mangaeg]

Emmail New Pagssword

&) Done 2 @ Intermet

Step Action

5. Enter the Response to your Question. Your new password will be e-mailed to the address
listed above. Click the Email New Password button.

6. Congratulations! Your request for a new password is being sent. *Remember use this option
only when you forget your password.
End of Procedure.

EMPOWHR password controls are as follows: (It is suggested that employees set their
EmpowHr password to match their eAuthentication password just for consistency sake)

0 Password Criteria
Must be a minimum of 12 characters
1 Special character limited to: ' @ #$% & * () - _=+\|[1{};:/?.><
1 Westernized Arabic numeral (0-9)
Cannot match current or 23 prior passwords
Maximum number of unsuccessful log in attempts is 5

The following is provided to offer assistance in resolving password related issues:

1. At first login attempt if user receives message “Invalid ID/password” they should NOT attempt
to login more than six (6) times this will lock their account. The same message will appear even
after the account has been locked. Contact Servicing HR Staff for assistance.

2. If EMPOWHR displays message “password has expired” users should follow screen
instructions and change their password.

3. If the user still cannot log in their account is most likely locked. The employee should contact
their Servicing HR staff to reset the password which will unlock the account.

7




Printing your SF 50B Request for Personnel Action?
Procedure

This lesson will allow you to print your most recent Personnel action for your records.

5]

3 HRIS Sign-in - Microsoft Internet Explorer [ %]
I

Fle Edt tiew Favories Tools Help
Qe - © - [¥] B 0 O seach Slpravaries @veda @) (- L [

address &) hitps: ficams. usds. gov/psp/HRISP[Pcmd=loginalanguageCd=ENG v|Ble lnks

BT o 0 1 ¢

HRIS Sign In

Did vou fordet vour password?

Accessibility Staterment | Privacy Policy | Non-Discriminstion $taterment | FirstGow | White House

S 4 Internet

507, 10:51 AM

L —
i4 start

Step | Action

1. | Log on to empowHTr (https://icams.usda.gov)

2. | Enter your User ID, i.e., WZ05xxxx and EmpowHTr Password.



https://icams.usda.gov/

2 Employee-facing registry content - Microsoft Internet Explorer Z
File Edit Wew Favorkes Tools  Help #

@Back © \) @ @ (h pSearch H&(Fa\mrites @ Bv ;{_% @ 2 |_J ﬂ .’ﬁ

Address |@ https: fficams . usda. govfpsp/HRISPJEMPLOYEE fHRMS b/ 7tab=DEFALLT
Links ] Goverment eFORMS @] HRIS &) ITS Customer Portal &] my.NRCS  &] WebTcas

USDA Smith,Pamela Annette us Dept of Agricutture
Menu -]
Search:

\ ®

[> My Favorites

[> Employee Self Senice
[» PAR Processing

[ Pogition Management
[ Payroll Documents

[* HR Reports

[ Payroll Processing

[> Manage Performance
[= Workforce Development
[> Set Up HRMS

[ Wiorklist

[> Reporling Tools

[> PeopleTools

— Change hiy Password
— My Personalizations

— My Systern Profile

— My Dictionary

— EmpowHR Documentation

@ é @ Trusted sites

Step | Action

3. | Click Employee Self Service.




2l Base Navigation Page

crosoft Internet Explorer

File  Edit Yiew

Favorites

Tools  Help

Qo - © (2 2 [ Pos|ron @] 2- % @ - I

address | ] https:jficams.usda.govipsp/HRISPEMPLOYEEHRMS/5/WEBLIE_PTPP_SC.HOMEPAGE FisldFormula, IScript_AppHF?pt_fname=CO_EMPLOYEE _SELF_SERVICESFolderPath=POR’ %

Search Companion

What are you
looking far?

Type your question
below, For best

sentences.

Please bype your
query here, then

press <Enters,

Sample question:

Find Word
documents on
this compLter

You may alsa want
to...
&) Gearchthis

Computer For
files

Change
preferences

x

[ PAR Processing

> Posifion hanagement

[ Payrall Documents

[» HR Repors

> Payroll Processing

[ Manage Performance

[ Mor-Employee Processing

[+ Wiorkforce Developrment

> Oryanizational Developrment

> EmpowHR Setup Tables
HD)

[ EmpowHR User Security
HDY

[ Set Up HRMS

[ Worklist

I Reporting Tools

- Changs Wy Password

— My Personalizations

— My Syster Profile

— My Dictianary
ErmpowHR Documantation

Go  [MMcAfeeStardvisor - Econvert -

ela Annette US Dept of A

ﬁ Employee Self Service

Employee Seif Service transactions; inchudes Time Reparting, Perscrial Information, Payroll and Compensstion, Benetits, Stock Activiy, Training and Development, and smployes Recruting
Activities.

ﬁ Tasks
Employee Self Service Tasks

=] Career Plen

= Education

= Exit Interview

] Job Classification Request
= Personnel Actions
=] Skils Information

=] EMPOWHR Ecucation
= Payroll Documents
FE fwards

] Cortact Infarmation
= Performance

View

Employes Self Service Yiew
= Training Summery:

=] fuward Tracking

= Jab Information

=] Personal Information

= Personnel Astions

=] personnel Award Actions
] Pasition Descrigtion

D & Trusted sites

Action

Click Personnel Actions Under the View column.

10




2 Personnel Actions - Microsoft Internet Explorer

Fle Edit ¥ew Favorites Tools  Help

- Al @ e . B G - &9 s
Dok - () x| @ €& SO search glpravotss &) (- i = Qa3
Address |@ https: jicams. usda. gov/pspiHRISEEMPLOYEEHRMS c/Z_ROLE_EMPLOYEE.Z_PER_ACTNS.USFPPORTALPARAM_PTCNAY=Z_PER_ACTNS_USFEECPP,SCHode=HRMS&EOPF.5C % ‘ Go

Links 4] Goverment sFORMS &8 ] HRIS 4] ITS Customer Porkal & my.NRCS  @&] WebTCAS

USDA Smith,Pamela Annette us pept of Agriculture
=] Home
Search: Mew Window | Help | Customize Page | &, ©
b 7 (FErsmiios X Personnel Actions
I~ Employvee Self Service
[ Tasks Smith Pamela Annette
= Wiew
— Training Summary Completed Personnel Actions Customize | Find | ¥
— Awvard Tracking Pay Effective n
— Jdob Information Agency Year Period Date Action Reason HOA
MNRCS 2007 01 0107r2007  MNFC MFC From MFC 204 GEM ADJ Get Det:
MNRCES 2006 186 02i06r2006  MFC MFC From MFC 203z REG WWRI GetDet:
MRCS 2006 01 01/08/2006 NFC MNFC From MFC 894 Pay Adj Get Det:

[ Personal Information
> [AAR PRSI MRCS 2005 16 08072005 HIR  NFS  PermanentPosition 101 CareerGaond Appt GetDet:
> Position Management —
[ Payroll Documents
I HR Reports
> Payraoll Processing
> Manage Performance
[ YWorkforce Development
[> et Up HRME L4
[= Worklist
> Reporing Tools
I PeopleTools
— Chante by Passward
— My Personalizations
— iy Systerm Profile
— v Dictionary
— EmpowHR Documentation

€

S
&

&) S & Trusted sites

Step | Action

5. Click “Get Details” on the first yellow tab to the Right of your screen.

The system may process for several minutes (You will see the word PROCESSING blinking in the
upper right hand corner of the screen).

11



2 Personnel Actions - Microsoft Internet Explorer

File Edt View Favorkes Toos Help

Que- © [ @ € [P

[

*Favuntes [ <) ﬁv ’?Lﬂ ] - Uﬁ

address | ] https:jficams.usda.govipsp/HRISPEMPLOYEEJHRMS/c/2_ROLE_EMPLOYEE Z_PER_ACTNS SF?FolderPath=PORTAL_RGOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.Z_S5_EE_ v | |23 Go

x

Search Companion

What are you
looking for?
Type your question
below, For best
results, use
complste
seriences.

e quest

Find Word
documents on
this compLter

You may also want
to..

&) Search this
computer for
fles

Change

preferences

D
Menu B

Search:
®

> My Favorites

= Employes Self Senice

[ Tasks

= Wiew
— Training Sumrmary
— Awrard Tracking
—Job Infarmation

3

— Personnel Award Actions
— Position Description
[> PAR Processing
> Posifion hanagement
> Payroll Documents
[» HR Repors
[ Payrall Processing
[ Manage Performance
[ Mon-Employee Processing
[+ Wiorkforce Development
[+ Organizational Developrment
[ EmpowHR Setup Tables
HD)
> EmpowHR User Sacurity
HD)
> Set Up HRMS
[ Wiorklist
[ Reporting Tools
- Chanue hy Password
— My Personalizations
— My Systern Profile
— My Dictionary
- EmpowHR Documentation

[~

@sconvert [ select

Smith,Pamela Annette US Dept of Agriculture

Home

Newwindow | Help | Customize Page | B, &

Personnel Actions

Smith,Famela Annette

[Completed Personnel Actions

fuency vear P2 PIRCME gction Reason noA
IFC From NF& 894 GENADJ GetDetails | View Details

NRCS 2008 16 08/03/2008 NFC  NFC Fram NFC 893 REG WRI Get Details

MNRCE 2008 10 05/15/2008  NFC NFC From NFG 880 CHG IN TEMURE GROUP Get Details

MNRCS 2008 01 01/06/2008  NFC  NFC From NFC 8294 GENADJ Get Details

NRCS 2007 18 08/05/2007 NFC  NFC From NFC 893 REG WRI Get Details

MNRCS 2007 01 01/07/2007  NFC NFC From MNFC 8294 GENADJ Get Details

NRCS 2006 18 0B8/06/2006 NFC  NFC From NFC 893 REG WRI Get Details

MNRCS 2006 01 01/08/2006 NFC  NFC From NFC 8294 Pay Adj Get Details

NRCS 2005 16 08/07/2005  HIR NPS Permanent Position 101 Career-Caond Appt Get Details 3

il | ¥

Step | Action

6. Click the “View Details” tab on the right side of your screen beside the yellow

tab

7. After the system processes for a couple of minutes, your SF 50 B should pop up

on your screen for printing.

Note: If the “View details”tab does not show on your screen follow the instructions

on the next page.

12




H Processing - MICIoso

niernel Explorer - |0

Edit View Favorites Tools Help

gk v @) - [¥] [B] @D Osewn Srrvores €8 €2 T8 A - | | # R s

R Processing

ction Table Setup

dire Employee

Jrg Structure Mass
zhange

Jpdate Reports To

fass Repors o Update
Address Processing
wdjudication Information
schools

Jpdate Applied Action
correct Applied Action
zancel Applied Action
distory Override
Jpdate NFC Flags
create New Oprid
cmplovee Password Reset
dass Actions
Jepartmental Transfer
zmplovee Secuyrity

sition Management
yroll Documents

t Reports

yroll Processing
iining Administration
nage Performance
irkforce Development
terprise Leaming

C Transit Subsidy
tUp HRMS

irklist

12 Manager

poriing Tools

w=ree What has happened lately is the Print Link may  ge'c. vio» s
not come up. If that happens. Go to Reporting :

Tools
- New Window | Hels
{ DataControl \ PersonalData ) Job _ y Position ) 26 ion ) E 1) E 2 | BenefitData |
Walker Jr william Gordie EmpliD: 036405 EmplRcd®: 0

SSN:  2609-48-7821

Transaction Status:

Effective Date: |

Effective Seq: | 1

Auth Date; | 12/2172006 |

*Action: NF/Originated PAR Status: Processed by Human Resources
‘Reason Code: |_J ram MFC
NOA Codes |79 GEN ADJ GENADJ
o —_ .
Awthority (1) ik, ‘ ‘ i

AuthorityA2): ] cy Cit | ‘
NoyTo Exceed Date:

EMALER: 52 PARRemarks  Award Data TrackingData  Justification

View SF-50 Red Pencil
Report

PAR Request#: [

By Tocred chac

Step | Action

8. Click the “Reporting Tools” link.

13




pse Nawvigalion Page - Microsoll Internel Explorer =B

Edit ¥iew Favorites Tooks Help

\Back \ﬁ} m @ (h 5 - '. e P = — 1 &4 O om
155 %JMtns:,l.ﬂcam;mda‘govﬂpspﬂHRISP,'E.rC“c'(r..?,,q REpc_).[t M?{‘aget.,.._.,\_w,,. D i ‘.V,a.._c,:v Tl () settir
Walker Jr,William Gordi2 us Dept of Agriculture

Iodasin Menu =
'@ Reporting Togls

Run, creste, and managy/Gueries and nvision reports.

Favorites
ployee Self Service
nager Self Service ﬁ Query PSmVision
R Processing Review repart ist. Exdract information using visual Design and creste MS Excel spreadsheet
sition Management representations of your PS database reports on PeopleSoft data
yroll Documents Query Manager FFDefine Report Book
! Reports Query Viewer
yroll Pracessing ESchedule Query. FIDefine Report Request
iining Administration FDefine Scope
nage Performance .
lrmgrce Development ﬁ Ll e

Crystal Enterprise
lerprise Leamning =L g
C Transit Subsidy Launch Crystal Enterprise
tUp HRMS
irklist
12 Manager
rting
Juery
*8invision
Srystal Enterprise
Ieport Manager
opleTools

P nalization:
System Profile
Dict

men

owHR Documentation
AMS Process Monitor

e By 0 Tocred chac

Step | Action

9. Click the Report Manager link.
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Eporl Manager - MICroso

niernel Explorer - |0

Edit View Favorites Tools Help

i @ MR G P Frrnens @ 35 W -LIH BB

Favorites

ployee Self Service

nager Self Service

R Processing

sition Management

yroll Documents

! Reports

yroll Pracessing

iining Administration

nage Performance

irkforce Development

terprise Leaming

C Transit Subsidy

tUp HRMS

irklist

12 Manager

porting Tools

Juery

*Binvision

Crystal Enterprise

opleTools
Passwor

I zati

System Profile

Dictionany

i R ntation

AMS Process Monitor

15 ] tpsfcams. st govlosRISPIENPLOYEEIHRMSICIREPORT _MANAGER CONTENT LisT ot porTaLeaRa prcws v| B o Lnic > Google (G vl @ seu

Walker Jr, Wil Gordie US Dept of Agricutture

Folder Name

Click on Administration

List | Explorer | Administration | Archives

By 0 Tocred chac

Step | Action

10. Click the Administration tab.
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Eporl Manager - MICroso

niernel Explorer

Edit View Favorites Tools Help
IBak ~ (g Lﬂ ﬁ 7| O seawch ' ravortes £A | €2 P il - AR
o Bl e mdanes 1 1IS 1S the page where your report will come. You  ig. vi» 0 sen

JSDA

[

ch:

®
Favorites
ployee Self Service
nager Self Service
R Processing
sition Management
yroll Documents
! Reports
yroll Pracessing
iining Administration
nage Performance
irkforce Development
terprise Leaming
C Transit Subsidy
tUp HRMS
irklist
12 Manager
porting Tools
Juery
*BinVision
Crystal Enterprise
opleTools
ange Wy Password
Personalizations
Svstem Profile
Dictionary
1powHR Documentation

AMS Process honitor

may have to click the Refresh button until you see
the Details link. The status witLgo from processing, ddioFaedes

w | Help | Customize Page | &

AumESUGUUN | miusss |

¥ |Last: 1| Days «  Refresh

¥ | Instance:

User ID: 4 | Twes |
Status:

Select ngl E@Descnmon E’ﬁ!ﬁle Format Details
728037 735978 Requestfor Personnel Action gé’;i’gﬁ:’: ?fl;“"‘:)a‘ Posted Details
727424 735257 Relresh PuolEmploves Pos S 4en ] ?f_;z%a‘ Posted Details
727423 735256 Refresh Pivot Employee Pos gg;‘;ﬁgg: ?'_t;?jl:’a' Posted Details
727422 735255 Refresh Pivol Emplovee P nan ey ?,f;‘":;f' Posted Details
727421735254 Refresh Puot Emplovee Pos T2 142007 ?f.m"' Posted Details
727420 735253 Refresh Pivol Employee P gg;ﬁgfg ?,f;z;a‘ Posled Details
727419735252 Relresh Pivot Emplovee Pos gﬁ‘é‘_‘%gﬁ“" ':‘f;%‘:f' Posted Details
727419 735251 Refresh Pivol Employes Pos gﬂ;ﬁﬂi’: ?,f;z%a‘ Posled Details
727417 735250 Refiesh Pivot Ernploves Pos 001 4 200T ':f_;?j':}a' Posted Details
727416 735249 Relresh Pivol Emplovee Pos g:‘géﬁgi’: ?:;c“::)a' Posled Details

By ) Tncted crac

Step | Action

11. Click the very first Details link under the Details column.

12. If the Details link does not appear click the yellow Refresh tab until the Details

tab appears.
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2 Report Manager - Microsoft Internet Explorer X
Fle Edt View Favorkes Took Help a

A | Doy Doreiie. A A B m & A A
LM | - =S IS 2T B T L B )

[ My Favorites

> Employee Self Service
- Manager Self Service
[ PAR Processing

[ Position Management
[ Payroll Documents

ORT_MANAGER,CONTENT_LIST. GBLIPORTALPARAM PTC ¥ | EJ Go  Lnks ™ Google [Gl» w0 ® () settings~

Report Detail

ReportID: 792322 Process Instance: 800352 Message Log
Name: ZPRT435 Process Type: SGR Report
Run Status:  Success

I Crystal Enterprise

 HR Reports

D P: Il P ini

b Tmm f;:,f,ﬁ's:wm ZPRT435 Perform Plan Print

[ Manage Performance lails

L3 D . i =

b Enterpriss Leaming D Node:  |CAMSODT Expiration Date:  |05/06/2007 |

[ LOC Transit Subsidy

1 Sel Up HRMS

I Worklist Name File Size (bytes)  Datetime Created

© Tree Manager Message Log 1670 03/07/2007 10:08:13.297000AM CST

V';Eu“::r‘;‘ﬂ‘““s ZPRT435 800352 PDF 10,812 03/07/2007 10:08:13.2970004M CST
b PEAMslon Trace File 190 03/07/2007 10:08:13.297000AM CST

User WW036405

Click on File ending in PDF
0K Cancel

8 @ Trusted sites

Step | Action

13. Click the File ending in PDF.

Your SF 50B Request for Personnel Action will display on your screen for
printing. If it does not, contact your Human Resources office at (254) 742-9927.
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Updating your personal information
Procedure

The employee is responsible for updating EmpowHTr each time he/she has a change in their personal
information.
NOTE: FOR INSTRUCTIONS TO UPDATE YOUR BUSINESS EMAIL SEE PAGE 22

2 Employee-facing registry content - Microsoft Internet Explorer

File Edit Wiew Favortes Took  Help
Qe - (%] B | P [Prraomes @ (-5 w - [ JE
Address @https:ﬂflcams.usda.gnvﬂpsprR[SP/EMPLOVEEIHRMEIh/7lah=DEFAULT v|Ed @ convert v [ Select

Search Companion X

Search:

[+ My Favarites

[ Employee Self Service

[ PAR Processing

> Position Management

> Payroll Documents

[ HR Reports

[ Payrall Processing

[ Manage Performance

[ Mon-Employee Processing
[+ Wiorkforee Development

[+ Qrganizational Development
[+ EmpowHR Setup Tables (HDY
[+ EmpowHR User Security (HDY
> Set Up HRMS

[ Worklist

[> Reporting Toals

— Change My Passward

— My Personalizations

— My System Profile

— My Dictionary

|- EmpowHR Documentation

What are you
looking for?
Type your question
belows, For best
resuls, use
camplete
serniterces.

Please kype your
query he n
press <E
Sample question:
Find W/ord
docurnents on
this computer

You may also want
to...

142 Searchthis
computer for
files

Change

preferences

&] Done @ Trusted sites

Step | Action

1. Log on to EmpowHTr using your EmpowHTr user 1D and password.

2. Click Employee Self Service
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Base Navigation Page - Microsoft Internet Explorer

File Edt View Favorkes Toos Help

Que - © - [d] [& € [ Lo

*Favuntes [ <) ﬁv & ] - uﬁ

address | (] https:jficams.usda.govipsp/HRISPEMPLOYEEHRMS/5/WEBLIE_PTPP_SC.HOMEPAGE FisldFormula. Script_AppHF?pt_fnam

x

Search Companion

What are you
looking far?

Type your question
below, For best
results, use
complste
seriences.

Please type your
query here, then

press <Enter>.

Sample question:

Find Word
documents on
this compLter

You may aksa want

to...

&) Search this
computer for
files

Change

preferences

=

Search:

> My Favorites

> Empl
b Tasks
b View

[ PAR Processing

> Posifion hanagement

[ Payrall Documents

[» HR Repors

> Payroll Processing

[ Manage Performance

[ Mor-Employee Processing

[+ Wiorkforce Developrment

> Oryanizational Developrment

> EmpowHR Setup Tables
HD)

[ EmpowHR User Security
HDY

[ Set Up HRMS

[ Wiorklist

I Reporting Tools

- Chanue hy Password

— My Personalizations

— My Systern Profile

— My Dictianary

ﬁ Employee Self Service

Employee Seif Service transactions; inchudes Time Reparting, Perscrial Information, Payroll and Compensstion, Benetits, Stock Activiy, Training and Development, and smployes Recruting

Activities.

ﬁ Tasks
Employee Self Service Tasks

=] Career Plen

= Education

= Exit Interview

] Job Classification Request
= Personnel Actions

=] Skils Information

View

Employes Self Service Yiew
= Training Summery:

=] fuward Tracking

= Jab Information
=] Personal Informatk
= Personnel Astions
=] personnel Award Actions
] Pasition Descrigtion

=] EMPOWHR Ecucation
= Payroll Documents
FE fwards

] Cortact Infarmation
= Performance

On the right side of the screen under the View tab click the Personnel Information tab

S & Trusted sites

click on the appropriate title (Home and Mailing Address, Phone Numbers, Email Addresses,
Emergency Contacts) and update your information.

File Edit ‘iew Favorkes Tooks Help

Quwi-O HEG

SO search

e Favartes ) - ﬁ_)\‘ -

Address @ hittps:ficams.usda.govipsp{HRISPJEMPLOYEE/HRMS/c/Z_ROLE_EMPLOYEE HR_EE_PERS_INFO.LISFPPORTALPARAM_PTCNAY=HR_EE_PERS_INFO_USFEEORP.SCNode=HRMS: %

x

Search Companion

What are you
looking for?

Type yor question
below, For best
results, use
complete
sentences.

Please bype vour

query here, then
press <Enter.

Sample question:

Find Ward
documents on
this compLter

You may also want

to..

&) Searchthis

computer for

files

Change

preferences

o]

Eneow i 11R)

®

[ My Favorites
> Employee Self Service
[ Tasks

- Wiew
= Training Summary
— Awrard Tracking
—.Jub Information

erzannel Actions
ersannel Award Actions
— Position Description

[ PAR Processing

I> Pogition Management

[+ Payroll Documents

- HR Reports

[+ Payroll Processing

[> Manage Performance

[> Non-Employee Processing

[> Workforce Development

[> Organizational Development

[» EmpowHR Setup Tables

(HDY
[ EmpowHR User Security
HD)

[> Set Up HRMS

[> Winrklist

> Reporting Tools

— Chanis Wy Passwort

— My Persaonalizations

— My Systemn Profile

— My Dictionary

|- EmpowHR Documentation

ela Annette US Dept of Agriculture

08/07/2005 2014 GALAXY ROAD
KILLEEN, TX 76543

Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension Preferred
Business 254/742-9927
Mobile 254/213-8353
Fax 254/742-9820
Horme 254/683-8353

Change phone numbers
Emergency Contacts

Name Relationship to Employee Primary Contact
SMITH, SHAWMN Spouse

Change emergency contacts
Email Addresses

Email Tyne Email Address Preferred
Business parmela.smith@bousdagoy
Home pamela_0317@msn.com

Change email addresses
Marital Status

Marital Status:  Unknown As of:

Employee Information

Gender: Female

& Convert +

v

B & Trusted sites



Updating your Business Email Address

2 Employee-facing registry content - Microsoft Internet Explorer

Fie Edt View Favorites Tools Help o

Oni- © BRG]0l @ 25 @-LA
Address @https:/‘/\[ams‘usda‘gnvfpspiHR]SFiEMPLOYEE#HRMS#h/VtEh:DEFAULT - Go [(Dimes ite i %Cuﬂvert > @Ee\eﬁ
= Smith,Pamela Annette US Dept of Agriculture

Search Companian

Menu 2 a

> My Favorites

- Employee Self Service

- PAR Processing

> Position Management

©> Payrall Documents

[ HR Reparts

1> Payroll Pracessing

[ Manage Performance

[+ Mon-Employee Processing

I Waorkforce Development

I Organizational Development
> EmpowHR Setup Tahles (HD)
> EmpowHR User Security (HD)
[ Bet Up HRMS

I Warklist

> Repotting Tools
— Change My Passward
What are you — My Personalizations
\nnkeaioey — Wy System Profile

Type your question — My Dictionary

below, For hest ErnpowHR Documnentation
results, use

complete
sentences,

Find Word
documents on
this computer

fou may also want
£,
&) search this

Computer for
files.

Change

preferences

&) 2 @ Trusted stes
"y

[8] inbox - 3 Employ gregi.. & H:ipam O EmpowHR Instruction... ¢ U R an [T 1:04PM

Step | Action

1. | After logging into EmpowHr, click On the left side of the page under
the menu bar.
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https://icams.usda.gov/psp/HRISP/EMPLOYEE/HRMS/c/MAINTAIN_SECURITY.USERMAINT_SELF.GBL?FolderPath=PORTAL_ROOT_OBJECT.PT_USERMAINT_SELF_GBL&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder

E 3 iy System Profile - Microsoft Internet Explorer DEx
n
"

Fle Edt view Favortes Tools  Help

P eack -

@convert ~ [ select

Search Companion X

Messwindow | Help | Custormize Pade | o

«w B g EERESE ®

-DMy Favorites 1 .
5 ErofItyes SolfSarvioe General Profile Information

[ PAR Processing
[ Position Management Smith,Pamela Annette

> Payrall Documents
5 HR Reports
> Payroll Processing SR

[ Manage Performance
[ Non-Employee Processing Channe or set up forgotten password helo

> Workfarce Development —
& Organzslions| Develonmen

DETDH)DWHR Bup ey My preferred language for PlAweb pages is: English
(HD) 2
[ SetLp HRMS Currency Code: |usp|@ not see the
looking for? [ Reporting Tools Default Mobile Page: (e}
Type your question — Change My Password Alternate User Opti On t()
results, use
complete

GBI ser SR ey Wy preferred language for reports and emailis: | English % If yo u dO
What are you [ iiarklist
below, For best [~ My Personalizations
sentences i

;
— My Dictionary

menees W |- EmpowHR Documentation Alternate User ID: la
Please type your L |

1t you vl e temporarily Unavailable, you Can select an aitsrmiate user to receive yo Ch an g e

iy From Date: [ ] (exampler 12131200y your email |
1) Searchthis I I

B SCro
E:;!?:ms Business v | |pamela.gmith@tz.usda.goy doWn.

Sample question: To Date: (example:1 2731 12000) d d

Find the a. reSS,
e Workilow Attributes
School home: _ y m y
page [ClEmail user  [¥]Wol u: ou a

:;‘ima“‘so L Miscellaneous User Links need to
files : 1 Email Ty Email Address

fHume i[pamequpSWT@msm com

S @ Trusted sites

B HiiPam | O En JE nProfie - M... ] =EEE

2. | Click the drop down arrow and select Business under email type.

3. | Update your business email address.

4. | Click SAVE.
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‘3 My System Profile

Qe - ©

- Microsoft Internet Explorer

Tools  Help

O sesrch

ERER

5.7 Favartes 4) Qrzv ::\F ®m-LJE

audress | ] bttps:fficams.usds. gov]pspIHRISPIEMPLOYEEHR MS/cjMATNT ATN_SECURITY USERMAINT_SELF 5BL7FolderPath=PORTAL_RODT_CBJECT PT_USERMAINT_SELF_GBLAIsFoid ¥,

6o ((DmenfeeSieadusans] FConvert + [ Select

Search Companion

What are you
looking for?

Type your question
below, Far best

sentences.
Please bype your
query here, then
press <Erker>

Sample question:

Find Word
documents on
this computer

ou may also went
to...
&) Searchthis

computer for
filez

Change

preferences

X

Search:

[ ity Favarites

[ Employee Self Service

[* PAR Procesging

[ Position Management

> Payrall Documents

[* HR Reports

I Payroll Processing

©> Manage Performance

I Non-Employee Processing

I> Workforce Development

©> Drganizational Development

[ EmpowHR Setup Tahles
(HD}

> EmpowHR User Security
HD;

> BetUp HRMS

[ Wiorklist

> Reporting Tools

— Change My Password
- My Personalizations

I d
— My Dictionary
|- EmpowHR Documentation

amela Annette US Dept of Agriculture

Mew Window | Heln | Customnize Pag Saves

General Profile Information
Smith,Pamela Annette

Change password
Change or set up forgotten password help

My preferred language for P14 web pages is English
My preferred language for reports and email is: English

Currency Code: —

Default Mobile Page:

- Microsoft Internet Explorer E

1 Change has been saved successfully
LY

(example: 12/312000)

Alternate User

1t you will be temporarily unavail

Amernate User ID: C

Once you’ve clicked
save you will get a
message. Change ha
been saved successfully.

From Date:

To Date: (example:12/31£2000)

CleEmaituser  [¥]Workiist User

Miscellaneous User Links

Primary Email & -
‘Accoumnt Email Type Email Address
| Business v | [pamela.smith@ixusda.gov |E =
o [ Home | [pamela_0317@msn.com ==

B save

S @ Trusted sites

WHR. Instruct
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EAUTHENTICATION ACCESS- (For use of Toolkit, My.NRCS, Aglearn, Webtcas &

Protracts)




New employees who have been issued a User/Employee ID and password for EmpowHR, will receive a

Registration Invitation email inviting them to register for eAuthentication access.

If you do not receive your registration email within 2 weeks of receiving your empowHr user 1D and
password, contact Pamela Smith at (254) 742-9927 or by email at Pamela.Smith@tx.usda.gov.

Returning employees (students, VLTP, etc.) from a non-pay status (LWOP) should go to

www.eauth.egov.usda.gov click “Update Your Account” log on using your Employee ID and Password.

Verify the information and click the “Submit” button.

If the returning employee doesn’t remember his/her password, they can contact the eAuthentication help

desk at 1(800) 457-3642 or by email at eAuthHelpDesk@ftc.usda.gov Answer the following questions as
they pertain to your situation....

a)
b)
c)
d)
e)
f)
9)
h)
i)

User ID:

First name, middle initial, last name:

City and State of residence:

Date of Birth:

Mother’s Maiden Name:

4-digit PIN chose for this account (if known):

What application you are trying to access (please include the address of the application)
Is the problem during initial login or afterwards?

Is there an error message on the screen? What is the exact text of the error?

NOTE: User ID for EmpowHR and eAuthentication will always be your initials and six computer
generated digits. The passwords for each of the two programs may be different.

DO NOT USE YOUR WINDOWS LOG ON FOR EITHER OF THESE PROGRAMS.

23


mailto:Pamela.Smith@tx.usda.gov
http://www.eauth.egov.usda.gov/
mailto:eAuthHelpDesk@ftc.usda.gov

	Setting the Forgot Your Password
	Procedure
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action


	4
	Forgot your Password?
	Procedure
	Step
	Action
	Step
	Action
	Step
	Action


	Printing your SF 50B Request for Personnel Action?
	Procedure
	Step
	Action
	Step
	Action


	Updating your personal information
	Procedure
	Step
	Action
	Step
	Action



