	[image: image17.png]e QOV'.)E




	[image: image17.png]
[image: image18.png]


 WGI Notification

	[image: image19.bmp]



Audience:
HR Managers and Desiree
Scenario: 

FPPS Generates a WGI notice in advance. 

	WGI Process Overview


· FPPS (SPPR): Delete WGI Notification(s)

· Forward: From “Generated SF 52’s List” identify “Within Grad NOAC 893” items.  Desiree to Forward to herself for Edit Review

· Edits and Signs (PROC): Desiree to initiate edits and sign.
· Approval (LGAP): Desiree to sign for approval. 
· Print and Release for Update (RLUP):  Print SF 50. Desiree initials and after review, Desiree can Release for Update. 
· Stop WGI Notification: Desiree uses FPPS NOAC and WGI Code “3” to stop WGI action (ENCG).
	Delete WGI Notification


· From the FPPS Main Menu, click on “Personnel”, select “Mass Changes / Prints”, click on “Mass Print of Personnel Items (SPPR)” (See Exhibit A) 

· SPPR Print Menu: Check “WGI Notifications” and click “OK”. (See Exhibit B) 
· You will view the list of WGI Notifications. (See Exhibit C) 
· Click on the desired line item to delete or highlight all line items.
· Click [image: image1.png]


 to delete.
· A delete confirmation pop up window will display, select “YES”. (See Exhibit C)
· You have completed deleting WGI Notification(s). 
	Forward Generated SF 52’s


·  From the FPPS Main Menu, click on “Personnel”, select “Mass Changes / Prints”, click on “Mass Print of Personnel Items (SPPR)” (See Exhibit A)
· SPR Print Menu: Check “Generated SF 52’s” and click “OK”. (See Exhibit B)
· You will view a List of Generated SF 52’s (See Exhibit D) 
· Identify and click those line items in the NOAC–1 column that are “893” and with the corresponding Action column that is “Within Grade In”

· Once that line item is highlighted, click [image: image2.png]Eforward



. (See Exhibit D)
· You can also highlight multiple line items, by holding down the SHIFT key and clicking on each line item. Click [image: image3.png]Eforward



. Each item will come up automatically in the “Code – All Actions” pop up window to be forwarded. 

· Type an “F” in the action field of the appropriate individual for approval. Enter a “K” for any individual you would like to see a copy the action.  Click “OK”.  
· You have completed forwarding a WGI.  

	Edit and Sign (PROC)


· From the FPPS Main Menu, click on “Personnel”, select “Processing Personnel Actions”, and click “Process SF 52 (PROC)”   
· In the Actions to be Processed screen, select the line item(s) to process and click [image: image4.png]Oy Sign/Edit |



.
· The Screen Selection Window will mark and highlight, in red, those sections requiring edits. Click “OK” to review those screens. You can also check “All Screens” to review and make additional edits. When you are finished, click “OK”.

· You have completed the Edits (PROC) and can proceed to Approval (LGAP) processing. 
	Approval (LGAP) 


· From the FPPS Main Menu, click on “Personnel”, select “Processing Personnel Actions”, and click on “ SF 52 Approval (LGAP)”  
· Identify the line item of the action to approve. 

· To Review: Double Click on the number to select. You can then review the screens of content prior to the approval, [image: image5.png]Cxgasion



 step. 

· To Bypass review: Select the item to approve and click [image: image6.png]Cxgasion



. 

· Optional: To find an action, type in the last name or request number and click [image: image7.png]9 Search




.

· You have completed the Approval (LGAP) process. 
	Print SF 50 and Release for Update (RLUP) 


· From the FPPS Main Menu, HR Assistant clicks on “Personnel”, select “Processing Personnel Actions”, and click “Release for Update (RLUP)” 
· Click [image: image8.png]Pt SFE0.



.
· From the printer command, select “Immediate Report” for the report run mode. A second dialog box will display, select “Flashform (LaserJet Users)” for the download format. Click “OK”.
· Review SF 50 for correct information, for example: Last Equivalent and excess leave without pay. If all information is correct, Desiree can initial and then Release for Update. 
· You have completed the Print and Initial SF50 process. You can now Release for Update.
· From the FPPS Main Menu, click on “Personnel”, select “Processing Personnel Actions”, click “Release for Update (RLUP)” 
· Click on the line item of the action to release, and click [image: image9.png]=aRelease to Update



.
· You have completed the Release to Update process.
	STOP WGI Notification


· HR Manager notifies Desiree to stop WGI Notification.
· From the FPPS Main Menu, HR Assistant clicks on “Personnel”, select “Employee Position Maintenance”, and click on “Change Employee NonSF50 Data (ENCG)” 
· On the FPPS Screen Selection window, check “Dates, WGI, Appointment Limit Info”, and click “OK”.  (See Exhibit E)
· Dates, WGI, Appointment Limit Information screen, Within Grade Increase Information field, click [image: image10.bmp] and select “3 –WGI Notice Issued and Disapproved”  
· Exit window: “Do you want to update immediately?” click “Yes”. 
· You have completed a Stop WGI Notification action. 
	


Exhibit A

Skill illustrated: Initiating a WGI Notification action. 
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Exhibit B 

Skill illustrated: Selecting to view WGI Notifications.
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Exhibit C

Skill illustrated: Deleting WGI Notifications.  
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Exhibit D

Skill illustrated: Forwarding WGI Notifications.  
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Exhibit E

Skill illustrated: Initiating a Stop WGI Notification action.   
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In order to delete WGI Notifications, check “WGI Notifications”





Click �.





Click on each line item on the List of WGI Notifications Screen.





Click “Delete”.





A pop up window will confirm, select “YES”.  








Type in “SPPR”.


Click  �








Check “Dates, WGI, Appointment Limit Info”





Click �





You will see the Dates, WGI, Appointment Limit Info screen.  





You can then select “3- WGI Notice issued and disapproved” to stop a WGI Notification. 





TIP: To highlight more than one line item at a time, hold down the SHIFT key and click on each line item. 








 Select “Mass Print of Personnel Items (SPPR)” 





Click on each NOAC “893” line item with the corresponding “Within-Grade In” Action. 





Click “Forward”.





In the pop up window type “F” next to the individual to forward to. 





Click “OK”.





To forward a WGI, check “Generated SF52’s”





Click �.
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