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1

Employee and current position information



3

 Select type of Retreat rights 

 If placement is to Unassigned 

select UAR code. (Employee placed 

in duplicate of abolished position.) 

If section RT enter Section 

name





 Additional 

Comments/Instruction 

Placement information

JB-1300  (pg. 2)   ABOLISHMENT OF MULTIPLE OCCUPIED BARGAINING UNIT POSITION             



 Employee name 

 Employee EIN 
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 For use WITH page 1 when multiple positions are being abolished. Use separate worksheets for separate crafts.
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by HRSSC


Introduction
This guide provides a comprehensive reference to the common procedures used in the Human Capital Enterprise System (HCES) relating to District HR Local Services. It includes systematic procedures, appropriate requests, references, and process descriptions to conduct activities in each of these modules.
Audience
This guide is intended for HR Generalists/ Local Services in performance clusters whose Personnel Services work has transitioned to the Human Resources Shared Services Service Center (HRSSC) and who have a need to conduct Human Resources transactions in HCES via the HRSSC.  It should be noted that the HRSSC acts on instructions from the field and plays no role as a decision maker or a gatekeeper.
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Accessions  

Although recruitment activities will remain in districts until implementation of the eCareer Module in HCES, all PS Form 50 personnel actions must be processed by the HRSSC.  The following worksheets are designed for use by Local Services to forward requests for accession actions to the HRSSC:  

PA-2100   Accession Worksheet

The Accession Worksheet is utilized by Local Services HR Generalists, in offices that have migrated to HCES, to submit requests for accessions actions to the HRSSC.  It is designed for single or multiple entries.   Submission: If the effective date is for week 1 of the pay period, it is due by the Friday of week 1 of the previous pay period.  If the effective date is for week 2 of the pay period, it is due by Friday of week 2 of the previous pay period
This worksheet covers the following recruitment methods:  

· Career Appointment – NOA 100

· Career Appointment (Non-competitive) – NOA 101

· Temporary Appointment NTE – NOA 110

· Temporary Appointment (Outside Register) – NOA 113

· Transfer Career – NOA 130

· Reinstatement Career – NOA 140

· Reactivate Career – NOA 150

· Reactivate (Non-career) – NOA 154

· Reemployment Military – NOA 160

· Reemployment EO or OPM Reg – NOA 161

· PM Relief/Leave Replacement – NOA 170

· RCR Emergency Appointment – NOA 171

· RCA Appointment from Register – NOA 190

· Conversion to Career (from Register) – NOA 500

· Conversion to Career (Non-competitive) – NOA 501

· Reassignment/CAO – Conversion to Career – NOA 928

Accession Worksheet Notes

HR Generalists should use the Accession Worksheet in the Personnel Administration Toolkit on the PostalPEOPLE website. The electronic version of the worksheet has embedded notes (indicated by red triangles in the upper right-hand corner of a field) and drop down selection lists to assist in the completion of the request. The notes provide a thorough explanation of what information is required in each data field.  Each Recruitment Method cell specifies the worksheets/documents that are required to accompany the Accession Worksheet.

This worksheet provides the HRSSC with information to process a PS Form 50 Personnel Action and identifies the new employee and their new assignment.  If the employee is to be assigned to an existing position, complete the left half of the worksheet.  If a current vacancy or residual is not available for assignment of the employee, complete the right half of the request that provides fields for the creation of a new position for assignment.  A space for comments exists for each entry should the submitter need to relay additional information about the employee or the assignment.
Below is a sample of the “PA-2100 Accession Worksheet”.
[image: image8.wmf]Version 002

*

Submitting Performance Cluster Name

*

Submission Date

*

Submitting Supervisor/Manager 

*

Title

*

Phone Number

*

Next Higher Level Concurrence

*

Title

*

Phone Number

*

*

*

*

*

Chief Position

Employee EIN or Social Security Number

Position ID Number

This worksheet is used by offices whose personel functions have completed Phase 2 migration to the Shared 

Services Center. Changes NOT requiring a Form 50 action may be accomplished utilyzing this worksheet such as a 

change in schedule for a full time or part-time regular employee that does not require reposting, moving casuals 

and/or part-time flexibles (PTFs) to different tours, etc.  Changes resulting in a Form 50 Personnel Action must be 

submitted on the OM-500. 

Submit completed worksheet to HRSSC ORGANIZATION MANAGEMENT













    OM-400    Position Change Request  

(Non-Form 50 Action) 



Position Change(s) Requested

(found in webCOINS; examples are the identifying number that 

represents a post office, tour, section, finance unit, etc.)

(NOTE:  Chief Position indicates an EAS or PCES employee who 

will act as a point of contact with the HRSSC for decision-making 

and administrative matters pertaining to a designated group of 

employees.Only one chief is designated for an Organizational Unit.  

Complete this block if additional chief positions should be 

designated or if a position should no longer be designated as 

chief.)

Organizational Unit  Name/Number

Enter only  (current and new) information that is changing.  Do not enter information that is not changing.







*

 Denotes required information.  Missing information may cause process delay or return of worksheet.





Comments regarding above change(s)





Effective Date

Cost Center (Fin#) of Employee/Position











Employee Name























Current Information

New Information

Work Schedule

Section/Work Area

Operational Notes (ex. Incumbent only, etc.)

Scheme/Skill/Licence/Qualifications


PA-2200 HCES Data Input Worksheet

Much of the information the HRSSC requires to complete an accession PS Form 50 is entered on the “PA-2200 HCES Data Input Worksheet”, eliminating the need for Local Services to send the entire pre-hire applicant file.  Actual documents that must be submitted to the HRSSC for each applicant listed on the Accession Worksheet are as follows:

· HCES Data Input Worksheet

· PS Form 2591, Application for Employment, first page

· I-9, Employment Eligibility Verification (upon receipt)

· RTR Calculated Results (if career position).
It should be noted that to initiate a uniform, contract clothing or work clothes allowance after successful completion of 90 day probationary period, complete and submit appropriate request from  Benefits  & Compensation Toolkit located on the PostalPEOPLE website.

 A sample of the “PA-2200 HCES Data Input Worksheet”:
[image: image9.wmf]*1

Bid Cluster Name

*2

CRAFT:  

Bid Cluster #

Installation Name

Cost Center #

*3

Contact name:

Contact phone #:

4

 

*5

Position Number

to be posted:



Posting Open Date





Posting Close Date



Version 003

JB-1000     AUTOMATED POSTING VACANCY COVERSHEET

Bid Clusters are required to submit this worksheet 

with

 your Vacancy Report.                             

Send completed JB1000 and Vacancy report to "HRSSC Job Bidding" .











LMOU provisions 

or other 

instructions for 

the posting of 

these positions.











AND/OR

 SPECIAL POSTING OF BARGAINING UNIT POSITION(S)            

Bid Cluster

 -

 

To request a special posting for situations outside of the normal posting schedule, in addition to 

1, 2, 3

, and 

4

 above, 

complete section

 5 

and submit to "HRSSC Job Bidding". (For posting of occupied positions utilize JB1300)                                                                                                                   

Reason for Special Posting





Position changes required prior to posting                                       





(example: schedule change, days off, addition of skill or qualification, etc.)









*

 

Required Fields - Please ensure all required fields are completed.  Omission of information may cause delay and/or return of the worksheet. 


PA-2300 Non-Career Separation and Rehire After Required Break in Service
This worksheet is designed to accomplish both the separation and rehire of a non-career employee after a required break in service.  Only casual, transitional and TRC employees may be processed with this worksheet .  The employee must have an active record in HCES to utilize this worksheet.  No additional documentation is required for the rehire action.  This worksheet is to be sent to “HRSSC Hiring and Testing” mailbox when a break in service of 14 days or less is requested.  The standard separation process and subsequent PA-2100 and supporting documentation is required for rehires in excess of 14 days.

[image: image10.wmf]  (EIN)

Posting #

Position # 

Comments:

(Reserved for Future HCES Use)

Version 001

JB-1100   CRAFT EMPLOYEE REQUEST TO REMAIN LIVE BIDDER



Local Services 

- 

Upon receipt of employee's live bid requests, verify the validity, complete sections 

1

 and 

2

 for those eligible, and forward 

to "HRSSC Job Bidding".  File employee's written request locally.



1

*

Local Services Contact Name

Contact phone #













2

*







Date Received





*

 Required Fields - Please ensure all required fields are completed.  Omission of information may cause delay and/or return of the worksheet. 





















Employee Name








PA-2300T  Non-Career Employee Separation and Re-Hire as Transitional City Carrier after Required Break in Service

This worksheet is used for the separation and "rehire" of multiple non-career employees into the position of Transitional City Carrier after the required 5 day break in service.  Transitional City Carrier's hired by other approved methods must be submitted via PA-2100, Accession Worksheet, with all supporting documents.

[image: image1.wmf]Performance Cluster Name

Submitter's Name and Title (please print legibly)

OR

2310-0030 City Carrier (Transitional Employee) CC-01

2310-0040 Carrier Tech (Transitional Employee) CC-02

2310-0031 City Carrier (Transitional Empl-MOU) CC-01

2310-0041 Carrier Tech (Transitional Empl-MOU) CC-02

First, Mi

Last

Thomas A

00001234

2100

010

9/14/2007

9/20/2007

1

2

3

4

5

6

7

8

9

10







Smith











Employee Name

NOTE:  Must be 5 full days not including 

separation/rehire dates

Effective date of 

SEPARATION

Effective Date 

of REHIRE

Pay Location

















01234567

Employee  EIN

Org Unit ID  

(all 8 digits)

LDC



Occupation Code (

select only one occupation code from 834 Level 1 

OR

 Level 2 

Emp Grp/Sub Grp/Level/Step/Work Schedule for Level 1

Emp Grp/Sub Grp/Level/Step/Work Schedule for Level 2

834 - 

Level 1

 - Step A - FLSAT2 Schedule

834 - 

Level 2

 - Step A - FLSAT2 Schedule

A separate worksheet is required for each occ code

Version 003 - Sept 2007

PA 2300-T  Non-Career Employee Separation and Re-Hire as Transitional City Carrier after Required Break in Service

To Submit:   E-mail completed spreadsheet to "HRSSC H&T (Area Name)" mailbox

This worksheet is used for the separation and "rehire" of multiple non-career employees into the position of Transitional City Carrier after the required 5 day break in service.  

Transitional City Carrier's hired by other approved methods must be submitted via PA-2100, Accession Worksheet, with all supporting documents.







Submitter's Phone #


Use a separate worksheet for each occupation code group.

!!! Separation must be 5 full days NOT including separation or re-hire dates.

[image: image11.wmf]Version  003

Employee Name:

Employee ID Number:

Bid Cluster:

    (as listed on Posting or Award Notice)

No, not bid related. (Skip  to "B")

By

Date

Yes, bid related. (answer and continue to # 1)

Enter Posting #

Enter PQ Position #

No, did not contact, select next bidder (Skip to "C")

Yes, employee contacted PEDC. (answer and continue to # 2)

No, did not report for training/skill demonstration.. (Skip to "C")

Yes, 

completed

 training/skill demonstration (Skip to "B")

Yes, but did not complete training. (answer and continue to # 3)

Employee did not report as scheduled.

Employee officially withdrew/failed prerequisite.

3. DID THE EMPLOYEE COMPLETE 4 HOURS OF TRAINING WITHIN 5 DAYS?

  No, did not complete. ( Skip to "B")

  Yes. (answer the following and continue to B)

Was at least 25% of qualification training hours completed if position listed in APWU contract?

 (Article 37.3.F.7)

Not applicable

No

Yes, completed at least 25%.

No, requires additional training.

Yes, qualification complete, award bid.

Remarks:

Other (Name):

The Postal Service Qualification and Skills Data Base is located at - http://hrishq.usps.gov/scripts/ser/bq_alpha.cfm





Completed by:  (PRINT NAME)

Date transmitted to SSC

Phone number:















Typing (name):









License (name):













Machine Skills 

(name):











Scheme (name):











Scheme (name):

















For SSC Use Only

PQ 

Processing









Pending Qual 

Position Title:



A.   Is this information related to a Pending Qualification Bid?

JB-1400    QUALIFICATIONS AND SKILLS TRAINING 

This sheet is to be used by those who maintain an employee's training records to communicate training related activity to the Shared Services Center. Please 

follow the instructions carefully and provide all required information.  Submission instructions are attached. 















Process 

Bids

1. DID EMPLOYEE CONTACT PEDC/TRAINING WITHIN 10 DAYS?

PA30 

Update

2. DID EMPLOYEE BEGIN TRAINING OR ATTEMPT SKILL DEMONSTRATION?

Award Bids









B.   Qualification / Training information

IF ITEM(S) LISTED ABOVE ARE BID RELATED, IS EMPLOYEE NOW FULLY QUALIFIED?

C.   Certification / Remarks

Residual PQ 

Effective

 Training/Skill/License Required                            

(specify name and course # if applicable)

Qualified 

(specify date)

Failed

         

(specify 

date)

Withdrew/Relinquished 

(specify date)



Sales & Services 

Trng:


Organizational Management

OM-600 “Organizational Maintenance Request”

There will be occasions when the organization structure in HCES may change for a cluster; e.g., a post office assigned to a different Manager/Post Office Operations, a station assigned to a different Manager/Customer Service Operations, or the elimination of CFS on Tour 1 and establishment of CFS on Tour 2, etc.   Positions may need redistribution to different organizations; e.g., route adjustments dictate the creation of new routes, combining two routes, eliminating routes; moving three existing Associate Supervisors to a different tour, etc.  As noted in “Exhibit A”, Area Human Resources OM users make changes to organization structure and/or non-bargaining position authorizations.  The following HCES flow shows the process a District should use to request the Area to make [image: image12.wmf]4 Select the appropriate recruitment method below for each action.  (See cell comments for required forms/documentation) 

Current Cost 

Ctr & Org. 

Unit ID. 

New Position No., 

and Contract

New seniority 

date, rank, & 

unassigned 

reason.

New Cost Ctr, 

Org Unit ID., 

and Pay 

Location.

Rural 

Route #

350964

01/06/07

Brown

E

12345678

22

2310-2009

Employee 1

Employee 2

Employee 3

Employee 4



coll & PP

Employee Last name, 

First name, MI and 

EIN/SSN

09/20/06







355802















Recruit. Code, Hiring 

Worksheet No. & Date

2006-10

Q - NOA 928



Smith

Section/Work Area, 

Labor Dist Code 

Special Pay Code, & 

Non-Career Salary.

Position Title, Pay Scale 

Type, Occ Code, Pay Level, 

and Contract Type

A - Career Bargaining

Enter reason or clarification to instructions here.

















Comments:













Comments:







Empl Gp/SupGp,                 

Work Schedule,                   

and Tour.

4 - Part Time Flexible

34 - City Carrier

FLSAT2

Tour 2 

Version-006

 PA 2100    Accessions Worksheet

Submission: Completed documents are sent via Outlook email to "HRSSC HIRING AND TESTING"      (NOA 171&190 to "HRSSC RURAL CARRIER")



1   Performance Cluster Name

2  Submitter Name and Position Title



3 Submitter Phone #





(G) Reactivate Career - NOA 150

(H) Reactivate (Noncareer)-NOA 154

(L) RCR Emergency Appt.-NOA 171

(A) Career Appointmentt. - NOA 100

(B) Career Appointment (Non-competative) - NOA 101

(C) Temporary Appt. NTE - NOA 110

(D) Temp. Appt. (Outside Reg.) NOA 113

(E) Transfer Career - NOA 130

(F) Reinstatement Career - NOA 140

(I) Reemployment Military - NOA 160

(P RCA Appt. from Register - NOA 190



NOA 171 and 190 documentation is submitted to 

HRSSC RURAL CARRIER

All fields on this form are required unless otherwise indicated.

(M) Conversion to Career (from Reg.)-NOA 500

(O) Reassign/CAO-Conv. Career-NOA 928



EFFECTIVE DATE FOR THESE PLACEMENTS

One effective date per worksheet

(J) Reemployment EO or OPM Reg.-NOA 161

(K) PM Relief/Leave Repl-NOA 170

(N) Conv to Career(Noncomp)-NOA 501

123-45-6789

(Q)   - CITY CARRIERS

City Carrier





21 - CITY DELIVERY - OFFI

New Position Information























Comments:





















Comments:





























Comments:



















00046948

001

























these changes:
The following “OM-600 Request  to Update Organizational Structure” is used for field submission of such changes to the Area for HCES updates:

[image: image13.wmf]Version005

#

Field

Please Complete

1

First Name

Middle Initial

2

Last Name

3

SSN

4

Gender

M or F

5

Emergency Contact

Name and Relationship

6

Phone Number (please indicate 

Home, Work or Cell number)

7

Additional Phone Numbers (please 

indicate Home, Work or Cell)

8

Federal Tax

Married/Single

9

Exemptions

10

Additional Withholding

11

State Tax 

(if applicable)

Married/Single

12

Exemptions

13

Additional Withholding

14

State

15

Local Tax

 (if applicable)

Local Tax Code

16

Married/Single

17

Resident or Non-resident

18

Exemptions

19

Additional Withholding

Percentage

Enter type of tax

specify rate, percentage or amount and frequency

21

Veteran's Preference

Select from dropdown list                  

Ref., ELM 312- Chapter 4

22

Seniority Date

23

Seniority Rank

24

Race & National Origin

Select from dropdown list                  

25

Challenge Code/Disb Code

Select from dropdown list                  

Request for Uniform Allowance (March 2006)

Contract Uniform Request ELM 932.12

Request to Establish Work Clothes Allowance (February 2006)

27

NOA Code 

20

PA2200 - HCES Data Input Worksheet - Accessions

To be completed by New Employee

To be completed by District HR Local Services

Other Tax  

(if applicable)



Form 50 Comments          

(other than Standard Remarks normally 

associated with the Nature of Action)

28

Uniform/Clothing allowances 

are authorized for the employee 

upon completion of their 

probationary period.                   

26

 Submit the appropriate worksheet 

from the Benefit's Toolkit when 

applicable.


Page 2 of the OM-600 provides usage, completion and submission instructions

[image: image14.wmf]1

Employee returning to the 

SAME

 position after required break in service.

Employee Name

Effective date of SEPARATION

Employee EIN

Effective date of REHIRE

Reason/NOA

Salary

Pay Location

Additional Information

2

Employee returning to a

 DIFFERENT

 position after  break in service.

Employee Name

Effective date of SEPARATION

Employee EIN

Effective date of REHIRE

Reason/NOA

Salary

Tour

New Org Unit ID

New Occ Code

New Position Number if known 

 EE Group/Sug Group 

Pay Location

Additional Information





















Submission: Email completed worksheet to  "HRSSC Hiring and Testing" mailbox.    

This worksheet is used for the separation and "re-hire" of an employee after a required break in service. The employee 

record must have been active at the time of migration into HCES.   No additional documentation is required.  This 

worksheet must be used for casual, transitional and TRC employees ONLY.

The PA-2100 Accession Worksheet and all supporting documents are required for breaks in service in 

excess of 14 days.

Submitter's Name and  Title

COMPLETE AREA 1 OR 2 AS APPLICABLE





























Version-001

 PA 2300    

Non-Career Separation and Re-hire After Required Break in Service 

Performance 

Cluster Name

Submitter's Phone #


Job Bid Management
This section defines the role that District HR Local Services plays in the collaboration between operations and the HRSSC to accomplish job bidding successfully.  Additional information is available in the 2.5 Version of the “JBM Field User Guide”. This guide and all JBM worksheets can be accessed online in the Job Bidding toolkit.  

A listing of JBM related worksheets:

· JB-1000 
 Automated Posting Vacancy Coversheet 
· JB-1050
 Vacancy Report Request 
· JB-1100
  Live Bid Request
· JB-1200 
  Manual Bids, Residual Placements, Revert
· JB-1200R
Rural Bidding Results
· JB-1300
Management of Occupied Position
· JB-1400       Qualifications & Skills Training
· JB-1500       Posting Schedules 
· JB-1550
    Post on Request Roster



Standardized JBM Communication

The accurate and timely flow of communication between the Field and the Shared Services Center is critical to all JBM related tasks. A “Standard Subject Line Format” for Outlook messaging has been established to help ensure that your requests are received and processed efficiently by the HRSSC. Unless otherwise instructed, all job bidding correspondence to the HRSSC is addressed to “HRSSC JBM (Area name)”. 

[image: image15.wmf]Version 001

*

1

*

*

2

*

*

*

*

3

*

*

*

*

4

*

5

Purpose of Worksheet:

Authorize New Position

Move Position

Correct Organization Name

Other (please describe):

*

*

*

*

Cluster Manager/Human Resources 

- Complete required fields and submit this request to your Area OM User.

Area OM User 

- Make the structure/position changes in HCES, annotate the column entitled “Name and Date Area User Completed OM Update", and submit 

to the HRSSC ORGANIZATION MANAGEMENT for Form 50 processing.  (Copy the Manager/Human Resources for information).

Fields marked with an asterisk

 

* 

indicate mandatory information fields. Incomplete requests may cause delay or worksheet return.







Zip Code:





Concurrence:















Cluster Manager/HR













Title:

Title:

Phone#:





Date:

Date:











14

Phone#:

Effective Date:











Justification:



Justification:



























Justification:















Justification:















(IT1000 or 

Position/ 

Employee Report 

on MSS

15

Current 

Cost 

Center 

(Finance) 

Number

Employee ID 

Number

Effective 

Date

New Cost 

Center     

(Finance) 

Number

Current Organizational Unit 

Name

6

7

8

13

Employee Name

New 

Object ID 

#

(IT1000 or 

Position/ 

Employee 

Report on 

MSS

New Organizational 

Unit Name

OM-600    Request to Update Organizational Structure

Current 

Object ID #

District Name 

9

10

11

12

Submitted by: (Supervisor,

Manager or Postmaster)

Name and Date 

Area Completed 

HCES Update


Overall Role

The Local Services Office serves in both an active and supportive roll throughout the JBM processes. The following information provides direction for accomplishing the job bidding tasks. Further, the Local Services office provides assistance to Bid Clusters, other District departments and the HRSSC to organize communication and resolve issues. 

Posting Schedules

Gather posting schedules for the next calendar year in November for all Bid Clusters and crafts that utilize the HCES automated bidding process. Forward to the HR Shared Services Center when all schedules are collected but no later than December 5th.  

Email District’s JB-1500 “Posting Schedules” Worksheets (One per automated Bid Cluster) in excel format to HRSSC JBM“ (Area name)”
. 
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Required elements: 

· District 

· Bid Cluster

· Bid Cluster ID #

· Craft

· Posting Opening Dates

· Posting Closing Dates
· December posting and
Placement information 

The “effective” dates are determined by HCES based on the applicable National Collective Bargaining Agreement during awards determination and are not recorded on the JB-1500.

“Post on Request” – HRSSC identifies and authorizes automated Bid Clusters who post infrequently (less than 9 times a year) to utilize the “Post on Request” process.  When a vacancy occurs these BC’s  submit the “JB-1050 Vacancy Report Request”  to the HRSSC at least 10 days in advance of the requested posting date to initiate the generation of a vacancy report and the automated posting process..  

Vacancy Determination

The HRSSC sends the Vacancy Report to the Bid Clusters with posting schedules each bidding cycle.  The Bid Cluster communicates posting instruction directly to the HRSSC.  Local Services receives a courtesy copy but does not play an active role in this step of the process.  

Posting

Local Services will receive, via Outlook email, a Draft Posting approximately 4 days prior to the scheduled opening date for automated postings (exception: no draft posting is generated for 14 day posting cycles) .  This is the last opportunity to make changes to the positions or posting. Once finalized, a posting cannot be modified. 

Local Services will:

· Collect any feedback from the Bid Cluster and/or other reviewers for the draft posting and forward review findings to HR Shared Services via Outlook email at HRSSC JBM“ (Area name)”
 no later than 12:00pm ET, 2 business days prior to the posting’s scheduled opening date for the creation of the final posting. There is no report or attachments required.  This is simply an email message confirming the accuracy of the draft posting or communicating the necessary revisions prior to finalization.

· Note: It is recommended that the Bid Cluster’s Vacancy Report be run for identification of any positions vacated during the pre-posting processing.  Submit these positions along with review results for inclusion in the finalized posting.  

HR Shared Services will finalize the posting and forward to Local Services no later than 12:00 noon ET, one business day prior to the posting’s scheduled opening date.

· Local Services will disseminate the posting to installations attaching any locally generated coversheet or additional information per District practice.

· Forward posting to Unions per local practice.

Bidding

Employee bidding practices are unchanged.  Employees submit bids through automated systems using current established local and National Bargaining Agreement practices.

If difficulties with bidding equipment are communicated by users, gather as much of the following information as possible.

· Employee name and EIN#

· Bid Cluster, Craft and Posting number

· Which system is involved (phone, kiosk, bid computer)

· At what juncture is the error occurring such as the system won’t accept pin, call disconnects, doesn’t display posting, etc.

· (Note: After 3 unsuccessful pin attempts the system will lock the employee out for a 24-hour period.)

· Note any “error” message(s) received.

· Is this an isolated incident or have there been multiple occurrences?

· Determine if manual bids are being accepted due to the malfunction. (Note: Posting duration cannot be changed or extended)

If the issue cannot be resolved locally, (paper depletion, power interruption, etc.) contact the IT Help Desk at 1-800-USPS HELP to initiate a ticket.  

Manual Bid Entry

Any manual bid cards (ps1717) accepted for automated postings are submitted locally and should be forwarded to Local Services by the Bid Cluster for entry into the HCES system upon receipt.

· Enter manual bids (ps1717) as received.

· To withdraw a bid, you must first enter and then withdraw the bid so that it is recorded in the HCE system for history.

· Within one business day after the posting closes, complete manual bid entry as instructed in HCES training.

It is suggested that a local process be developed to verify that all manual bids have been received by Local Services prior to proceeding to the next step.

· Run the “Manual Bid Entry Complete” transaction in HCES as instructed in HCES training.  (Must be accomplished for ALL automated postings whether manual bids are accepted or not.)
Note: Once this transaction has been completed bid entry is no longer possible. In the event of an emergency contact HR Shared Services immediately.

· Send an email message to HRSSC JBM“ (Area name)”
 to indicate bid entry complete OR there are no manual bids to enter. (Must be accomplished for ALL automated postings whether manual bids are accepted or not.)
Pre-Award/Bidder Review

Local Services will receive a Pre-Award Notice approximately 3 days after an automated posting closes via Outlook email from HR Shared Services. Assist the Bid Cluster to complete the review of senior bidders.

Complete instruction for accomplishing this step is contained in the “JBM Field User Guide”.  
Local Services compiles the results of the bidder verification and forwards to the Shared Services Center HRSSC JBM“ (Area name)”
 within one (1) business day of receipt of the Pre-Award Report.

Final Awards

Approximately 6 days after a posting closes, you will receive the final “Awards Notice” for automated bidding facilities. 

· Distribute Award Notices to Bid Clusters for posting. Forward, as required, award information to both gaining and losing facilities, PEDC, etc., per local practice.

· Provide written notification/instructions to successful employees per local practice.

· Forward award information to Unions per local practice.

Final Pending Qualification awards are distributed upon successful completion of training.

Employees submit live bid requests to Local Services.

· Upon receipt, verify the validity of the request.

· Complete JB1100 for valid Live Bid Requests (sections 1, 2) and submit to HRSSC JBM“ (Area name)”
.

· File the employee’s written request locally.

Manual Bidding Processes

Those installations and Bid Clusters which bid though manual practices outside of the HCES, (MVO/TTO, MVS, smaller AO’s, Rural Carriers, etc) will continue to use locally established practices to post and award their bids. Maintenance will continue to use ABID or other local methods.  Once determined, Bid Clusters will communicate the results directly to HRSSC for processing utilizing JB-1200 “Request to Process Manual Bidding Results”.  

Local Services role is one of support for these manual processes.
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   DEADLINE: Submit to District HR Local Services no later than Nov 30th of each year . 

   Local Services: Forward to HRSSC JBM mailbox for your Area when all schedules have been collected prior to Dec 5th.

Instructions:

List posting schedules for each craft utilizing HCES automated bidding.

Enter an opening and closing date for each posting to be created in the next calendar year .

The "Comment" column can be used to indicate a variance such as a holiday extension.

December posting/placement information (at the bottom) is required for all crafts.

      Posting Schedules for Calendar Year

OPEN

CLOSE

OPEN

CLOSE

OPEN

CLOSE

5-Jan

14-Jan

5-Jan

14-Jan

5-Jan

14-Jan

   Additional Comments or Instructions

   Additional Comments or Instructions

 Additional Comments or Instructions

Contact Name

Contact Phone #



District Name



Submission Date













How are December postings/placements 

handled for this craft?

How are December postings/ placements 

handled for this craft?

How are December postings/ placements 

handled for this craft?

Bid Cluster Name























































































Comment

CLERK

MAILHANDLER

BC Number





















CITY CARRIER

Comment

(example)

(example)

(example)

Comment
















































































Managers’ Portal 

Employee Self Service

Managers’ Portal will provide managers, postmasters, and supervisors that are designated as “chiefs” with information and resources to help manage their workforce, perform administrative tasks, and assist their employees with their skills development.  Note:  Chiefs are management employees designated by the District to view employee and position information.

Employee Self Service (ESS) will provide managers, postmasters, and supervisors with a “To Do List” that contains tasks, notifications, alerts and tracking.  

All employees have the ability to update their addresses, emergency contact numbers and review their skills.  They will also receive information via the “To Do List”.
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Submission instructions:

   

For Bargaining Positions to be posted in the automated process submit to:

"HRSSC JBM (your Area name)" 

For all other positions being created submit request to:

"HRSSC ORGANIZATION MANAGEMENT"

Performance Cluster Name:

Submitter Name:

Phone #

Submitting Installation Name:

Submitting Cost Center #

Submission Date

*

*

*

*

*

*

*

*

*

*

*

*

Follow current District practices for Authorization.

PCCC Member Name

Title

PCCC Member Phone Number

Email Address

This worksheet is used for the creation of new career positions which will be posted for bid or offered through 

recruitment (eCareer). Follw current District practices for authorizations prior to submission to HRSSC .

Position LDC

Request #3











Complete the appropriate sections below.

Request #2









Craft

 (required if craft positions)





















EE-Group-Sub-Group (Des/Act)

RAR-100  Create New Career Position for Posting or Recruitment 

Org. Unit Name

Org. Unit Number

Cost Center Number (Fin#)

Number of New Positions

Pay Location

Position Title

Position Occupation Code





Section Name















Request #1

Comments

Comments





*

 Denotes required information.  Missing information may cause process delay or return of worksheet.











PC Complement Committee Authorization





For Offices with no email access, send hard 

copy to HRSSC, Organization Management, 

PO Box 970600, Greensboro, NC  27497-0600

Comments



































Non-Scheduled Days









Work Schedule

List Required Scheme/Skills 

and or Qualifications


Managers’ Portal  (MY WORK)
This web-based tool allows managers designated as “chief” to perform and view a variety of information and reports related to their employees.   Only Managers designated as Chiefs may access this application.  

Chief Designation  

· EAS or PCES employee who acts as the point of contact with HRSSC for administrative matters pertaining to a group of employees (Subordinates).

· Only one Chief per organization unit.

· An organization unit without a Chief inherits the chief role of the managing organizations.

· Chief/subordinate relationship is used to manage workflow and to facilitate communication up and down throughout the organization.

Electronic Workflows
· Form 50 notifications – future dated accessions, separations, retirements, and transfers

· Probation Period Notifications

· Position Change Request

Location, Access and Content

The tool is located on the “Blue” page.  In order to access this information, the managers must go to “Log On” on the upper left hand side of the Blue home page.  Once the manager has logged on, and the system has authenticated them, they will click the tab “My Work”, then “My Staff” and the Managers’ Portal will appear. 

Managers/postmasters/supervisors will see the following information/reports:

Work with My Employees

· Employee Profiles – Managers can find general employee information in this section such as: 

· Hiring Date

· Email address/telephone number

· Organizational assignment

· Organizational assignment history

· Emergency contact

· Phone List – A resource for employee’s work location telephone number.

· Personnel Development – A listing of employee’s skills, certifications and qualifications can be accessed here.
· Personnel Change Request (PCR) – This function will initiate a voluntary separation from the USPS.
· View Personnel Change Requests (PCR) – From here the status of PCR’s can be reviewed.

· Position Change Request – This function will initiate a change request to a non-bargaining or bargaining unit position where posting or reposting is not required (non-form 50 actions). (OM-400 worksheet).

Employee Resources

· Compensation Information – Employee salary information is displayed.

Personnel Reports

· Active Casual – Reflects all active casuals under the manager’s jurisdiction.
· Emergency Contact –Display of employee’s home phone numbers, addresses, emergency contact designee’s name(s) and telephone number(s).

· Employee List by Craft – Contains a listing of all employees listed under that manager.  A sort can be initiated to separate the employees into their respective crafts.

· General Employee Information – The employee name, employee identification number, job ID, cost center, enter on duty date, job name, organizational name, placement date, non-schedule days, start/end times are all displayed here.

· Probationary Period – Provides a listing of probationary employees within a manager’s organization.

· Rural Employee by Route – Provides a listing of all rural carriers in the manager’s organization.

· Seniority Roster – Contains a listing of employees by seniority. A sort can be initiated to separate the employees into their respective crafts.
Scheduling Reports

· Local Schedules – Displays a listing of all employees, their non-scheduled days and start/end times.

Hiring Reports

· New Hire Lists – Displays all new employees hired for the prior pay period.

· Position Staffing – A reference list of all authorized and actual positions currently under the manager.

Upcoming Deadlines 

· Date Reminder – This useful tool keeps track of 30-, 60-, and 80-day probationary reviews, employee anniversaries and other key dates.
Employee Self Service  (ESS – MY LIFE)
Employee Self Service is a tool that all employees who have access to the “Blue” page utilize.  This portal provides employees the ability to log in and view information and resources that affect their personal lives (My Life).
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Submitting Installation Name

Submitting Cost Center Number

Submission Date

Member Name

Title

Member Phone Number

Email Address

Craft 

(one craft per sheet)

Craft Ratio Compliance:

Maximization:

Other:

Pay Location







Submit completed worksheet to your District Complement Committee for approval.                                                               

PCCC submit upon approval to "HRSSC ORGANIZATION MANAGEMENT".

Position LDC

Employee 3





















Employee 1

Employee 2





Assignment to a residual position



Effective Date







































Reason for Conversion (Select one Box) 







Comments

Comments

Comments





RAR-200  Authorization to Convert to Full Time

Org. Unit Name

Org. Unit Number

Cost Center Number (Fin#)

Position Level

Employee Name

Reason Unassigned

Pay Location

Position Title

Position Occupation Code







Use a separate worksheet for each craft.  Do not mix crafts on the same worksheet.

Work Schedule

Section Name

Complete information below if a new position must be created.    (Not required if a residual position is being used.)

Employee EIN



Number of PTF positions to be converted:

























PC Complement Committee Authorization

Residual Position Number

EE-Group-Sub-Group (Des/Act)























Non-Scheduled Days









[image: image21.wmf]Title:

Date:

Telephone #:

2

*

3

*

Employee Name

EXAMPLE:

MH

John Q. Public                                   

0000-0000

22222222

1234-5678

000

11-4380

1/20/2007

New off days = Sun / Mon

comments:

comments:

comments:

comments:

comments:

comments:





New Position 

ID Number if 

applicable



Cost 

Center #

Effective 

Date



Comments:

Version 005

 JB-1200     REQUEST TO PROCESS MANUAL BIDDING RESULTS-RESIDUAL PLACEMENTS                            

This is a multi-purpose worksheet:  (1) Assign fully qualified unassigned employees to residual positions as a result of automated bidding in HCES;  (2) Report bid 

results not supported by the automated bidding system(s) such as maintenance, small Associate Offices, etc.  (3) Revert a postion in the manual process or between 

automated posting schedules. (Note: Full Time Rural Carrier results are reported on JB1200R.)

Bid Cluster/Submitter -

 

Information in sections 1, 2 and 3 is required.   Submit to the HRSSC JBM mailbox for your Area.



Name:                                                                                  







Submitting Manager 

or Postmaster  

1

*

Note:

List any position changes made at time 

of posting.  Enter "Revert" or "withheld" 

if applicable . Any changes to an 

occupied

 position must be submitted 

on the JB1300.

In manually bidding facilities with employees in pending qual status, do not submit placement information until the employee completes qualification.  The 

JB1400 

Qualification, Skills and Training

 worksheet is required to communicate qualifications/training not reflected on the employee's profile.

CRAFT



Cost Center #            

(Finance #)

This worksheet is intended for full time employees only. Utilize the "

RAR-200 Authorization to Convert to Fulltime

" to communicate PTF placement information. 

*

 

Required Fields - Please ensure all required fields are completed.  Omission of information may cause delay and/or return of the worksheet. 

Employee 

ID Number

Current 

Position 

ID 

Number

New Position 

Occupation 

Code

New Pay 

Location

0000001


































Location, Access and Content
This tool is located on the intranet “Blue” page.  In order to access this information, the employee must go to “Log On” on the upper left hand side of the Blue home page.  Once the employee has logged on, and the system has authenticated them, select the “My Life” tab.  

Employees will see the following information:

My Profile 
· Address/Phone Number – this function allows all users (who have an ACE password) to update their residence/mailing addresses and phone numbers.
· Emergency Contact – this function allows all users to update their emergency contact designee(s) and phone number(s). 
· To Do – the following functions are contained in this field:  
· Tasks – a request for a work process  

· Alerts – task that needs to be completed

· Notifications – when a workflow is available

· Tracking – status of a task

Who’s Who – this function allows all users to look up telephone numbers and locations of employees who are in the Human Capital Enterprise System (HCES).  The user can change their work phone number and work email (if one is listed).
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Title:

Date:

Telephone #:

2

*

Cost Center #            

(Finance #)

            

3

*

Employee Information

Employee 4

Employee Name

Employee EIN #

4

*

Current Position Information 

Current Position ID #

Current Route #

5

*

New Position Information

New Position ID #

New EE Group/Subgroup

New Route #

New Occupation Code

New Cost/Center

 Pay Location

Effective Date

*

 Required Fields - Please ensure all required fields are completed.  Omission of information may cause delay and/or return of the worksheet. 

Current EE Group/Subgroup

Submitting Manager or 

Postmaster  

















JB-1200R      RURAL CARRIER BIDDING RESULTS                            

Use the JB1200R to document  

Full Time

 Rural Carrier movement as a result of the bidding process 

ONLY

.  

Bid Cluster/Submitter

 

-

 

Information in sections 1, 2, 3, 4 and 5 is required.   Submit to the "HRSSC RURAL CARRIER" mailbox.

Note:  For an 

 RCA CONVERTING TO CAREER STATUS or RURAL PTF CONVERSION

:  Please fill out and follow instructions using the ‘PA Request – RCA 

Conversion to Career’ worksheet. For an 

RCA REMAINING AN RCA BUT CHANGING ROUTES

: Please use OM500 ‘Changes to Assignment ’ worksheet. 



Name:                                                                                  



































Employee 2

Employee 1

Employee 3

























Comments or Additional 

Information 















1

*




















Scenario Reference 

To assist you in answering questions from your cluster, the following Quick Reference Guide and scenarios are provided to help determine which requests should be completed and submitted to the HRSSC: 

Which Request Should I Use?

Event
Details
Request

RCA/RCR/TRC occupied
Break in service
PA-2300 – Non-Career Separation & Rehire After Required  Break in Service

RCA/RCR/TRC reassignment
After break
PA-2300 – Non-Career Separation & Rehire After Required  Break in Service

Casual reappointment after break
Non mass reappointment
PA-2300 – Non-Career Separation & Rehire After Required  Break in Service

Casual’s second appointment expires in 2 weeks
Need to appoint a new casual
PA-2100: Accession Worksheet, 


Need to fill a PTF Clerk position

PA-2100: Accession Worksheet, 

Create new EAS position
New EAS position not previously filled
Interim EAS Position Request

Create New Full Time Bargaining/Non-Bargaining unit position
For Posting or recruitment purposes
RAR-100—Request for Creation of New Positions

Need 2 new casual positions
After following local procedures for authorization of casual appointments
PA-2100: Accession Worksheet,

Out of compliance with Article 7.3 re full-time employee ratio for your installation
Need to convert 5 PTF mail handlers to Full-Time 
RAR200—Authorization to Convert to Full-Time

Worked a PTF clerk in the same assignment 8 hours within 10 on the same five days each week over a 6-month period
This office has 200 or more man years of employment in the regular workforce (APWU national agreement, 7.3.C)
RAR-200—Authorization to Convert to Full-Time

Need to abolish a general clerk position
Written employee notification provided at the local level
JB-1300—Bid Management of Occupied Position

Consolidation of plant operations
Excessing 40 mail handlers out of plant.  In-Plant Support will submit event documentation to Complement Committee.  If approved, Complement Committee will submit to Area for approval.  If approved, union notifications will be made.
OM-600: Request to Update HCES

Moving casual from tour 2 to tour 1
Pay location changes
OM-400—Position Change Request Update pay locations in TACS

Moving PTF from Tour 2 to Tour 1
Not changing cost center
OM400—Position Change Request Update pay location in TACS

Changing LDC on position
LDC changes cannot be made in HCES
Update LDC changes in TACS

Changing employee’s schedule by 15 minutes
Does not require reposting 
OM--400—Position Change Request
Or Managers’ Postal

Supervisor designated as complement coordinator
Needs chief designation

to access Managers’ Portal (MSS) data and reports
OM--400—Position Change Request Block 8, enter “Designate as Chief”

Adding valid drivers license to a position

Position Change RequestOM-400—
, Block 15, enter “Valid Drivers License”

Modified position created for rehabilitated employee
Position no longer 

needed once vacated by rehabilitated employee
Position Change RequestOM-400—
, Block 14, enter Incumbent Only

Moving all casuals to a centralized pay location
No change in cost center
Position Change RequestOM-400—
, Block 13, enter name of new section or work area; change pay location in TACS

RCA/RCR/TRC assignments
Change to assignment
OM-500—Change(s) to Assignment

Moving ASP from one post office to another
Changing cost center
OM-500—Change(s) To Assignment 

Move PTF employee from one station to another
Changing cost centers
OM-500—Change(s) To Assignment 

Moving casual employee to a new cost center
Changing cost center 
If in accordance with DAS award and consistent with original triggering event, use OM-500—Change(s) To Assignment 

Change reporting relationship of a post office to a different Manager/Post Office Operations

OM-600—Request to Update HCES

Change reporting relationship of a station to a different Manager/Customer Service Operations

OM-600-Request to Update HCES

Eliminate an operation on Tour 1 and establish it on Tour 2; e.g., moving CFS from Tour 1 to Tour 2 operation

OM-600-Request to Update HCES

Move carrier routes/delivery zone from one station to another

OM-600-Request to Update HCES

Change name of installation

OM-600-Request to Update HCES

FT carrier retired creating a vacancy
Job bidding is automated 
Classical Vacancy Report and JB-1000: Automated Posting Vacancy Coversheet

Need to revert a position
Make all contractually required union notification at the local level, inviting union feedback where appropriate, and make final written decision notification.  
Annotate Vacancy Report “revert”, if between posting cycles or in the manually posting BC’s use JB-1200—Request to Process Manual Bidding Results.

Live Bidder
Employees submit to District LS
JB-1100: Live Bid Request

FT carrier retired creating a vacancy
Job bidding is NOT automated.position posted locally
JB-1200—Request to Process Manual Bidding Results

Changing employee’s schedule by more than 4 hours
Requires Reposting (review LMOU)
JB-1300—Bid Management of Occupied t Position

FT employee on 204-B detail in excess of 4 months
Automated Bidding
JB-1300—Bid Management of Occupied Position

Changing begin time on schedule to 1 hour earlier
Requires Reposting
JB-1300—Bid Management of Occupied Position

Abolish positions

JB-1300—Bid Management of Occupied Position

Changing the days off on a Part-Time Regular position
Requires Reposting
JB-1300—Bid Management of Occupied Position

Organization Management-Personnel Administration

Submission Deadlines to HRSSC

Activity 
Initiated By
Submission Deadlines to HRSSC

New Hire (accession) 
Hiring Official
If the effective date is for week 1 of the pay period, it is due by the Friday of week 1 of the previous pay period.  If the effective date is for week 2 of the pay period, it is due by Friday of week 2 of the previous pay period.

Changes to Assignment & Reassignments 
Operation Managers

HR Generalists
As needed; if Form 50 required, then by day 14 of previous pay period (day before effective date) 

Reassignment into and out of HCES


Reassignment Coordinator or HR Generalist
Day 14 of previous pay period (day before effective date)

Non-Career Separation & Rehire After Required Break in Service
Operations Managers
When separation date and rehire date finalized

Position Changes
Operation Managers

HR Generalists
As needed

Update Organizational Structure 
Operation Managers

HR Generalists
As needed

Create New Career Positions


Operation Managers

HR Generalists
As needed; if Form 50 required, then by day 14 of previous pay period (day before effective date)

Convert to Full-time
Operation Managers

HR Generalists
As needed; if Form 50 required, then by day 14 of previous pay period (day before effective date)

Abolish, Revert, or Withhold Positions

Operations Managers

HR Generalists
As needed

NOTE:  Effective dates for Form 50 actions for career employees must be the beginning of a PP

PostalPEOPLE Toolkits

Worksheets are critiqued and revised frequently. The most convenient way to access and ensure you have the most current version, or to get additional information about their use, is through the “Toolkits” or worksheets link on the PostalPEOPLE website. 

http://blue.usps.gov/hrisp/hce/toolkits.htm
[image: image23.wmf]1

*

Bid Cluster Name:

Bid Cluster Number

2

*

3

*

Incumbent employee information

Name of Incumbent:

Incumbent Employee ID Number:

4

*

Non-Scheduled Days:

LDC:

Schedule:

Route Number:

Organization Unit:

5

*

Cost Center (Finance #):

Section:

License:

Tour:

Skill:

Scheme:

Uniform Allowance: 

Special Conditions:

Other:

*

 

Required Fields - Please ensure all required fields are completed.  Omission of information may cause delay and/or return of the worksheet. 







Page 2 of this worksheet can be used                                                                                              

for placement of multiple employees.

















Indicate all changes required prior to being placed on next scheduled posting

Physical Requirements 

Unusual to Specific Position:









If not abolished, position will be listed in the next Vacancy Report



Position will be listed in the next Vacancy Report



As a result of involuntary reassignment pursuant to Article 12.

Position will be listed in the next Vacancy Report

Due to change in duty/schedule/scheme/assignment area.                                                

Select and complete the area below.                                                                       





If section retreat rights, enter section 

name below.

Select Retreat Rights type 

(drop down) 

Place the employee as unassigned in a new position as 

described on attached OM-500 "Changes to Assignment".









Contact phone #:









Declared vacant as a result of non-bargaining detail in excess of 4 months

(NALC only) abolishment of senior carrier full time duty assignment

As a result of failure to provide medical documentation

Additional comments or instructions:

Indicate below the reason for vacating  this position. (select one)

Contact name:

Version 004

JB-1300     BID MANAGEMENT OF OCCUPIED BARGAINING UNIT POSITION            



Bid Cluster 

- 

Complete sections 

1, 2, 3, 4,

 and 

5

 and submit to to the HRSSC JBM mailbox for your Area.

Vacated Position Instruction

Position Number to be 

Posted/Reposted/Abolished:

(10) Dispute Settlement - grievance, MSPB, EEO, etc.



Effective Date of Reassignment



(04) Unassigned/Unencumbered (clerk craft only)

(06) Due to long term illness or accident

(02) Duty assignment is changed requiring reposting

(03) Employee on 204B/detail in excess of 4 months

(01) Duty Assignment is abolished

(08) As a result of Article 41.3.0 (NALC only)

Assignment of Incumbent employee

 (select one)

Indicate the reason employee is Unassigned (select one)

Place the employee as unassigned in duplicate position to that 

which is being posted/reposted/vacated.



Installation Name:




[image: image24.wmf]JB-1500   Posting Schedule Worksheet

Version005

   DEADLINE: Submit to District HR Local Services no later than Nov 30th of each year . 

   Local Services: Forward to HRSSC JBM mailbox for your Area when all schedules have been collected prior to Dec 5th.

Instructions:

List posting schedules for each craft utilizing HCES automated bidding.

Enter an opening and closing date for each posting to be created in the next calendar year .

The "Comment" column can be used to indicate a variance such as a holiday extension.

December posting/placement information (at the bottom) is required for all crafts.

      Posting Schedules for Calendar Year

OPEN

CLOSE

OPEN

CLOSE

OPEN

CLOSE

5-Jan

14-Jan

5-Jan

14-Jan

5-Jan

14-Jan

   Additional Comments or Instructions

   Additional Comments or Instructions

 Additional Comments or Instructions

Contact Name

Contact Phone #



District Name



Submission Date













How are December postings/placements 

handled for this craft?

How are December postings/ placements 

handled for this craft?

How are December postings/ placements 

handled for this craft?

Bid Cluster Name























































































Comment

CLERK

MAILHANDLER

BC Number





















CITY CARRIER

Comment

(example)

(example)

(example)

Comment
















































































[image: image25.wmf]         JB-1550      Post on Request Roster

Version002

Area Name

Contact Name

District Name

Contact Phone Number

Date

Post on Request -

 no schedules are determined

JB-1500 -  

Schedules attached

N/A - 

No craft employees

Bid Cluster Name

BC Number

Clerk

Carrier

Mail Handler

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

List Bid Clusters which utilize the 

automated bid process and post 

vacancies 

less than

 9 times 

annually.

Make selections from cell dropdown.

District Local Services: 

Compile information for all Bid Clusters authorized to use the Post on 

Request process on one (1) JB-1550. Submit to "HRSSC JBM (Area Name)" 

when posting schedules are submitted. 
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Tip! Have them right at your fingertips.
While at the “Toolkits” page, click your right mouse button.  Select “Create Shortcut”.  An icon will be added to your desktop that will allow you to go directly here from your desktop. 



Exhibits

Section 7 contains examples of the reports and worksheets that will be used in your Area, Cluster and Installations.  A brief explanation of the purpose or use of each document is included to assist you with selection, completion and submission.



HCES Organization Management Maintenance Responsibilities

Organization Design and Management (ODM)

· Create and maintain all Jobs in current structure.

· Create and maintain all organization data for HQ and HQ related units.

· Design, create guidelines for all substantial structure and staff changes (mass changes) or national changes.

· Create and maintain non-bargaining and HQ and HQ-related bargaining authorizations (after its move to Infotype 9128).

Area HR staff

· Create and maintain organization for field units in current structure. 

· Execute organization substantial structure and staff changes (mass changes) within ODM guidelines. 

· Create and maintain non-bargaining unit authorizations (infotype 9128) as authorized by ODM guidelines. 

HRSSC

· Create and maintain field bargaining unit authorizations based on Complement Committee directions. 

· Create and maintain Positions (formerly CMS Job Slots) for field locations in current structure. 

Field Management:
Although field managers do not have access to HCES to update positions themselves, they communicate to the HRSSC any changes to positions based on operational requirements.  



RAR-100  Create New Career Positions Request

This worksheet is used for the creation of new career positions which will be posted for bid or offered through recruitment (eCareer).  Current district practices must be followed for authorizations prior to submission to the HRSSC for processing.  When requesting bargaining positions to be posted in the automated process submit worksheet to HRSSC JBM“ (Area name)”
. For positions to be offered through recruitment, submit the worksheet to “HRSSC Organization Management”.


RAR-200  Authorization to Convert to Full Time
This request is used when there is a need for conversion of MH, CK or city CA PTF positions to full time whether it is a result of Article 7 such as maximization and ratio compliance issues, or Article 37 job bidding provisions. An instructional sheet is included to assist with completion.




OM-400 Position Change Request



This request is used to report changes to positions that does not result in a Form 50 Personnel Action such as adding schemes/skills/license/qualifications to a position, changing the section or work area, tour of duty,  job relationships, and/or designation of Chief.  OM500—Changes to Assignment, Exhibit E, must be used for changes to positions that will result in a Form 50 Personnel Action.




OM-500  Change(s) to Assignment 

This request must be used to request Personnel Actions for Associate Supervisors, Part-Time Flexible, Full-Time Flexible, unassigned regulars and Casual, RCA/RCR/TRC employees as a result of changes in their assignments or position and for all employee reassignments.  (Assignment changes that do not result in a Form 50 action are submitted on OM-400 Position Change Request, see Exhibit D.) 


Classical Vacancy Report
This report is a critical step in the regular automated posting cycle. It is sent to Bid Clusters 7-14 days prior to the next scheduled posting upon determination of awards of the prior posting via email. The Bid Cluster enters instructions for EVERY position listed and submits to HR Shared Services with a completed JB-1000 (Exhibit G).   




JB-1000  Automated Posting Coversheet

Areas 1, 2, 3 and 4 (when applicable) are required to be completed on the JB-1000 “Automated Posting Vacancy Cover Sheet””, and submitted by the Bid Cluster along with the Vacancy Report to communicate the necessary information for the generation of a posting in the automated process.




JB-1100   Live Bid Request
Live bids requests are submitted to Local Services by employees.  Upon receipt, LS verifies the validity according to current practices, and submits the JB-1100 “Live Bid Request” (sections 1 and 2) for eligible requests to the HRSSC for entry into the HCE system.





JB-1200   Request to Process Manual Bidding Results and/or Residual Placement

The JB1200 “Request to Process Manual Bid Results” is utilized to communicate placement of bargaining unit employees outside of the automated job bidding processes.  Bid Clusters who post and bid locally, Maintenance craft, MVS, MVO/TTO all currently document bidding results using this worksheet.  Additionally, placement of fully qualified unassigned regulars and full time flexibles into residual positions or an employee exercising their retreat rights would be examples of uses for this document.  

This worksheet is also used to communicate the withholding or reversion of positions outside of the automated posting process.

 


JB-1200R  Rural Carrier Bidding Results
The JB-1200R captures full time rural carrier placement information.  This worksheet is submitted to “HRSSC RURAL CARRIER (Area name)”.




JB-1300   Management of Occupied Positions
Occasionally, circumstances require an occupied position to be modified to the extent that it is requires reposting for bid.  This request, “ Management of Occupied Positions”, is used to supply the changes, posting information and instructions for the placement of the employee who is currently holding the position. Additionally, it is used to document and submit the information required for the abolishment of positions and communicate retreat rights information.  Page 2 is in excel worksheet format to support the submission of multiple positions for abolishment.






JB-1400   Qualifications & Skills Training

This worksheet is used to report all training information to HR Shared Services primarily by the District PEDC. 




JB-1500  Posting Schedule Worksheet

Posting Schedules are submitted annually to the HRSSC for Bid Clusters with automated bidding crafts that post at regular intervals. This worksheet is used for the accurate management of posting activity timelines and the communication of posting frequency.




JB-1550  Post on Request Roster

Bid Clusters with crafts which utilize the automated posting processes but post vacant positions less than 9 times annually, are authorized by the HRSSC to use the Post on Request (POR) process.  Posting schedules are not submitted for these automated bidding crafts.  The JB-1550 is used to communicate the “roster” for each District to the HRSSC and included with the Posting Schedules (JB-1500’s) for the District annually by December 5th.

Revised 10/17/2007





VERSION


2.5





Local Services


Guide


HCES Phase 2 Migration





Introduction and Contact Information...............................................	 3


Section 1 - Local Services Requests - Recruitment ………......…...	 4


PA-2100  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/accession_worksheet.xls" ��Accession Worksheet�…………………..……….....……	 4


PA-2200  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/hces_accession_data_input.xls" ��HCES Data Input Worksheet�………….………......……	 6


PA-2300  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/pa-2300.xls" ��Separation and Rehire after Required Break� .............	 7


PA-2300 T � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/pa-2300t_final.xls" ��Separation and Rehire – Non-Career to 


Transitional City Carrier�.....................................................	 8


Section 2 - Organization Management…………………………......... 	 9 


� HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/om_maintenance_form.doc" ��OM-600:  Request to Update HCES�………………………...…….	10


Section 3 - Job Bidding………………….……………………….…..….	11


Section 4 – Managers’ Portal/Employee Self Service…..............….	16


Section 5 - Additional Information………………………..…....…..….	21


� HYPERLINK "http://blue.usps.gov/hrisp/hce/toolkits.htm" ��PostalPEOPLE� Toolkits……………………………………....…..…	25


Section 6 - Exhibits…………………………………………………...…..	26


	A - 	OM Maintenance Responsibilities………………….....…....	27


B - 	RAR-100  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/rar4.xls" ��Request for Creation of New Positions�….......…	28


C -	RAR-200  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/rar5.xls" ��Authorization to Convert to Full Time� …........…	29


	D -	OM-400    � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/ocm1.doc" ��Position Change Request�..................................	30


	E -	OM-500    � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/ocm4.xls" ��Change(s) to Assignment ………………........…�	31


F - 	Classical Vacancy Report…………………………….……...	32


G - 	JB-1000  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/rar2.xls" ��Automated Posting Vacancy Coversheet�…........	33


	H - 	JB-1100  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/attach2-jb1100.xls" ��Request to Remain Live Bidder�...........................	34


	 I - 	JB-1200  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/manual_bid_results.xls" ��Request to Process Manual Bids�.….......…….....	35


	J - 	JB-1200R  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/jb-1200r.xls" ��Rural Bidding Results�.….....................….….....	36


	K - 	JB-1300  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/rar1.xls" ��Bid Management of Occupied Position�...............	37


	L- 	JB-1400  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/job1.xls" ��Qualification and Skills� …....................................	38


	M- 	JB-1500  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/attach6-jb1500.xls" ��Posting Schedules Worksheet�…......……..…..….	39


	N- 	JB-1550  � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/jb-1550.xls" ��Post on Request Roster�…............................…...	40











	


	


	F - RAR- � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/rar5.xls" ��Authorization to Convert to Full Time�..............	41


	G - RAR- � HYPERLINK "http://blue.usps.gov/hrisp/hce/doc/rar4.xls" ��Request for the Creation of New Positions�.....	42


Section 7—Additional Resources....................................... 	43


	Manager Self Service (MSS).......................................... 	45


	WebCoins.......................................................................	45


	Data Warehouse (EDW)................................................  	46


	Employee Personnel Action History (EPAH)..................	46


		


	       	





HR Shared Services Information


HR Shared Services Center			HR Shared Services Center


HRSSC/Organization Management		HRSSC/Bid Management


PO Box 970400					PO Box 970600


Greensboro NC  27497-0400			Greensboro, NC 27497-0600





HR Shared Services Center


HRSSC/Rural Carrier Processing


PO Box 970700


Greensboro NC  27497-0700


Phone:  877-477-3273 option 5
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Use this format for all job bid messaging sent to Shared Services and submit according to instructions found on all worksheets.
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District
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Employee Self Service Help
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