Step by Step:

Log into CPOL, Manager or HR Specialist Tab and access the
Self Service Position Hierarchy Tool (SSPH) through the Org
Structure or Employee Data Portlets

Supervisors and HR Specialists

In the instructions below, individuals with a CSU account will navigate to the Manager or HR
Specialist tab after logging into CPOL. The Self Service Position Hierarchy Tool (SSPH) resides
within the Employee Data and Org Structure portlets, and will allow them to view and update
raters for each employee in their organizational hierarchy.

Accessing the Self Service Position Hierarchy Tool (SSPH)

The SSPH tool is located under the Employee Data and Org Structure Portlets, which are
accessed through the CPOL Portal. Supervisors and HR Specialists who have a CSU account
will follow the same steps, and will have a choice of updating numerous raters through the Org
Structure portlet, or view and update a single employee’s rater through the Employee Data
portlet.

Step Action
1 Open your web browser and navigate to http://cpol.army.mil.
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http://cpol.army.mil/

2 Log into the Employee Portal using your AKO user 1D and password (or your CAC

login).

e If you are logging in with your AKO user name and password, you will be
prompted to enter them.

e If you are logging in with your CAC, you will be prompted to enter your PIN
number.

N The US. Army has employed civilians since 1776 in support of men and women in uniform. The
Depariment of Defense is America’s aldest, largest, busiest, and most successful “company”. Todas, with
CVILAKPERSCNNEL CNAINE over 250,000 civilian employees, the Army is the f Defense’s employer.

Employment
Opportunities
Around the
World

| Connect to acpol.army.mil

Top Army Initiatives: Employment . | Referenc]

User name: € jenny kayser
Army Civilian Corps 8
Become = member of the e offer var|

Memo | Creed

ACPOL.ARMY MIL/cpolmain - Enter AKO username and
Password [15:16:50:5152]

Arrny Civilian Team, Visit our|  information
Employment page and | assis towith g
2006 Yesr in Review dizcover countless concerning Cf
apmortunities to join the Resources:
ME Armny as a Civilian, The Army
oy Mational Socurit has 3 weslth of challenging
Personnel Susterm jobs with progressive - Employee Login

emplogment practices, = {uith an AKD account]
farmily friendly atmosphere,

ded
42,000 Bonus E | benefitz, and &

to Army Civilians . L - CAC Employee Login
EEEEEEEEEEEEE (Using Cornmen Access
Card - CAC)

Natural Disasters 4
Srnarthosok W Department of the
Armay ranked one of the top
ten Federal workplaces for
20071 tlick to read more

= click Here if you need an
AKD account.

Current BRAC Informstion

Mo Fear Ack Motice

3 Click on the “Manager” or “HR Specialist” tab at the top of the screen.

B3 Gty
) .IEH’] EMPLOYEE ! mlﬂllll ﬂ’!ﬂml“i
o Que | Qo | @on—"F | @ wrceomme
. w3, Manager or HR' o vecvenc
Specialist Tab
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—
= Portal Library Homepage
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Accessing the Self Service Position Hierarchy Tool (SSPH) through the Org

Structure Portlet

In order to update numerous raters within an organization, you must access the tool under the
Org Structure portlet. It will display all employees within an org structure, regardless of spiral
code, and allow you to choose from a list of valid raters within that organization down to the
UIC level. If the valid rater is not available in the dropdown, you will have an option to search
for a rater by Name at the bottom of the page.

Step

Action

270

CPOL > Manager Info

@ oo |

1 Navigate to the Org Structure portlet within your Manager or HR Specialist tab:

(nome ) empiovee | [IITETYIRAN Hr specraLisT
H i /\«
9 Help | Contact | <//// @ Edit Account Infg

3 Employee Data

nnnnnnnn

ation far yourself or for you

Gol

conveniently view employee information from one
[

r employess

& Org Structure

wiew sl positi

% ;’| as.

{® InBox Statistics

Moni

luf

4

1. Click on “Go” -
under the Org ‘
Structure portlet

= Add notes to an RPA and view respanses entere d by other users,

2 Using the search optidns available, enter the search criteria for the organization that
you wish to view or update the hierarchy.

2. Enter search criteria for a

& Org Structure

Search

specific organization —
o =

org Code BGSEWSDIAA
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(" nome \(empLovee W(MANAGER

To enter a particular organization, click on the Total Positions number at the far
right.

@ Component List

Org Cods

BGSEWED3AAL

DERUTY CHIEF OF STAFF FOR PERSOMNEL G1
CIVILIAN HUMAN RESOURCES AGENCY (CHRA)
NORTH CEMTRAL REGIONAL DIRECTOR'S OFC
OFFICE OF THE DIRECTOR

ROCK ISLAMD, IL 61299-7650
BGSEWED3IAALA

DEPUTY CHIEF OF STAFF FOR PERSONNEL G1
CIVILIAN HUMAN RESOURCES AGENCY (CHRA)
MORTH CENTRAL REGIONAL DIRECTOR'S QFC
OFFICE OF THE DIRECTOR

HUMAN RESOURCES DEVELOPMENT DIV

ROCK ISLAMD, IL 61299-7650

Total Total Org W/ Org W/O Encumb  Wacant Total
Unrated Pos  Orgs  Pos Pos o Pos Pos

0 1 1 0 4 o 4

_——

3a. Proceed to organization

1

CPOL > HR Specialist Info 2 € jenm
@ Library 9 Help Contact ///(r @ Edit Account Info
& Org Structure
Search Browse Components =
CPAC Location
[@ Filters In Place Commansd
Org Code
Org Code: BGSEWAD3AAY I

selecting a new valid rater:
[ ]

organization and do

IG Filters In Place
Org Code: BGSEWED3AANCALD
@ Rater Change Form

Your listing is limited to 1000 results

Current Rater Hew Rater

KALL EDWARD A (pending

KALL EDWARD 4 (pending

KALL EDWARD A

PARADIS RICHARD A

(< <I M <) << <]

Choosing a rater from within the organization down to the UIC level
Choosing the Add Rater By Name button at the bottom right of the screen,
which will allow you to search for a valid rater outside the organization
Choosing the Add Military or External Rater button which allows you to
input data for military or external raters that need to be built under the

not currently exist in the CSU database.

RETNOLDS LINDA M
pending

KALL EDWARD A (pending

APPLEGATE ROBERT B
BEMAVIDEZ VERONIKA 5
CENTRAL, COL NORTH
CRAWFORD LISA R
GODWIN CANMDACE T
GRIGGE MARILYM F

KALL EDWARD & (pending) |yoacUE KELLT R

LANE MANCY &
MORGAN EMILY .
NICKLES MICHAEL A
OFSLAGER PATRICIA A
PARADIS RICHARD A
RANGI KALPANA
RAUCH REBECCA A
REYMOLDS LINDA M
SABIN TIMOTHY PHILIP
SCHWABE CATHERINE J
TAGHON CYNTHIA G

Encumbered:0

Yacant :0

HIERARCHY SOGH HELPER
KALL EDWARD A
KRUSH JOY C Pl Bacsy

This screen displays the position data corresponding to the selected organization and
the current rater attached to each position. There are three different options for

CRCH 1T ZE'EERI' Position Title gi‘;‘; Employes Name (B:'iga uIc RA|
1015631024475 vP-0299- STUDENT TRAIMEE [HR/INFO 5Y5) 8 ERICKSEM, WEMDY A, 8888 W AD3IAA N
29K52,11593504  VA-02Z01- HUMAN RESOURCES SPEC (INFO SYS) 8 WVacant 2988 W EDIAA Y
o1
29K52.1022254  VA-0201- HUMAN RE URCES SPEC (INFO 5vS) 8 RICHGRUBER, STEVEN 2988 W EDIAA )
J BAZS0,1172094 vC-0201- SUpy HUMAN RESOURCES SPEC [INFO 2 REVHOLD: LINDA M 2888 WeD3ZAA
4a. Choosing from within Organization BeaE WeDaAA
BEEE WEDZAA
ARESOURCES SPEC [INFO 5YS) & BARBER, HEIDT J. 8888 WEDIAA
- HUMAN RESOURCES SPEC [INFO SYS) & KASINGER, REBECCA A 2288 WEDIAA
1172 vA-0z01- HUmMAN RE URCES SPEC (INFO SVS1 & TRIER. PAUL C. 2288 WEDZAS
0z
P A aae WeD3ZAs
4c. Adding Military or External Rater |, ssss  wepaaa
RATY Nl il 77 WeD3ZAA

o

4b. Searching outside Organization

YANDEGEIUCHTE RENA K
VILMONT LEQNA F
WILLIAMS MICHAEL L.

Z—

t Rater Changes

J [

Add Military or External Rater

I

Add Rater By Mame |
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4a | Choosing a rater from within the currently selected organization - Choose the
rater’s name from the dropdown selection, which contains all valid raters down to the
UIC level, and click on the Submit Rater Changes button at the bottom of the screen.
You can select numerous rater changes before selecting the Submit Rater Changes
button.

Note: After a rater selection has been made, the phrase (pending) will appear behind the raters
name until the update has been processed and the nightly CSU Database refresh has occurred.

10 Filters In Place
Org Code: BGSEWEDIAANCALD
G Rater Change Form

“our listing is limited to 1000 results

Current Rater Mew Rater CPCH it ZPR'SEF”' Pasition Titls g;’;: Employes Hame 2:32 uIc RP&
KALL EDWARD A (pending D [» 101563.1024475 vP-029%-  STUDENT TRAINEE [HR/TNFO 5Y5) S ERICKSEM, WEND™ A, 8388 WED3AA N
o1
D [» 99Kk52,1153504  VA-0201-  HUMAN RESOURCES SPEC [IMFO SY5] & Wacant 8888 WeD3AA Y
KALL EDWARD A (pending I:I ¢ 99152,1023354  VA-0201- HUMAN RESQOURCES SPEC [IMFD SYS] & RICHGRUBER, STEVEN 8888 WED3AA N
KALL EDWARD A D O RAZS0D.117809%4 YC-0201-  SUPW HUMAN RESOURCES SPEC [TNFD 2 REYHOLDS, LINDA M &Ba8 WED3AA M
STS
PARADIS RICHARD # 8888 WED3IAA M
4a. Choose a valid rater from the dropdown sess wepsea N
REYNOLDS LINDA M APPLEGATE ROBERT B MaN RESOURCES SPEC (INFO S’ 8 BARBER, HEIDI J. 5888 WEDIAA M
Leendinal BENAVIDEZ VERONIKA 5
KALL EDWARD A (pending CENTRAL, COL NORTH TA-0201- HUMAN RESCOURCES SPEC [INFO SYS) 8 KASIMGER, REBECCA A B888 WwEDIAA N
CRAWFORD LISA R 0z
GODWIN CANDACE T A300.1061172 YA-0201- HUMAN RESOURCES SREC (INFO SYS) 8 TRIER, PALIL C. (LEL] WEDZAR N
GRIGGS MARILTN F
KALL EDWARD A (pending :E)EA}GASEC:EL?IOEH HELPER O RA3ZD0 1087673 YA-0201- HUMAN RESOURCES SPEC (INFO $Y5) 2 KAYSER, JEMNY A, 2888 WED3IAA M
KALL EDWARD & =
KRUSH J0¥ € 0% RAZ00.1 . ; M
LANE NANCY & 4a. Click the Submit Rater Changes button when
MORGAN EMILY G. 0@ RA7ILL a—A "
NICKLES MICHAEL A finished
OFSLAGER PATRICIA A
FARADIS RICHARD A
Encumbered:0 RANGL KALFANA
RAUCH REBECCA A
REYNOLDS LINDA M
¥acant :0 SABIN TIMOTHY PHILIP
SCHWABE CATHERINE 1
TAGHON CYNTHIA G
ngM%ESTEJLEg:TAEFRENA ¥ [tRater Changes | [ Add Military or External Rater ] [ Add Rater By Name
WILLIAMS MICHAEL L.

Hint: Clicking on a column heading once will filter the data in ascending order, and clicking
the heading twice will filter the data in descending order.

Hint: Once you have completed your rater changes, you can click on the middle tab at the top of the
screen labeled Browse Components, which will take you back to your original org search and allow
you to navigate to a new Org Component.
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4b | Choosing a rater that is outside of the currently selected organization - choose
the Add Rater by Name button at the bottom right of the screen, which will take you
to a Name search option. This path is used to search for a rater that is in a different
org component, or is a military or external rater that has already been built into the
CSU database.

4pb. Click on “Add Rater By
Name”

K h1se M EEEE WEDIAA N
0z

[O] P& RA720.1230434 YP-D326-  OFFICE AUTOMATION TE HOWELL, MANDY M, 7777 WEDIAA N

o1

[ SubmitRater Changes | [ add Military or External Rater ] [ Add Rater By Name
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4b | After clicking on the Add Rater by Name button, a name search screen will appear.
Enter the name of the rater you would like to search for starting with the last name,
the % sign, and the first name. If you are having trouble finding the rater, it could be
due to a couple different reasons:

e The name that you are searching for is not a valid rater. As per NSPS
Guidelines, only positions with supervisory code of 2 or 4 can perform rater
duties.

e The name entered does not match the name structure that has been built in the
CSU. Try narrowing your search down to last name only or partial sections
of the name separated by the % sign. (ex. SMI1%JOH%) Don’t forget that
military positions have the rank in between the last and first names, so
searching by last name and first name only will not include them in the
results.

e The rater that you are searching for is a military or external position that has
not been built yet. If you need to proceed with having them built into the
CSU database, please see below in 4c for instructions.

4h. Enter the name of the rater
outside the immediate organization

+F Search for Rater /

Mame {can be partial)|SMITH 1OHN L~

» Search Employees «

SMITH JOHM W
SMITH JOHM T,
SMITH JOHM 5

SMITH JOHM H
SMITH 1OHM R
SMITH JOHM W )
SMITH JOHM H WARNING!!! — Pay careful attention to the

SMITH JOHNNIE | grganization that the rater belongs to —
otherwise the incorrect rater will be attached!

Redstone StafffClass Div
BRANCH 2

REDSTONE ARSEMAL (AMCOM)
YC-0346-03 00

Ermployes Info

Add Rater to Mew Rater Dropdowns |

BN

4b. Click on name and select button

Once the correct name has been found in the listing, highlight the name and click on
the Add Rater to New Rater Dropdowns button.

SSPH_Tool_Step_Guide 7 27 Jul 2007



4b

Once the rater has been found in the name search area, you will return to the original
page, where you will be able to find the newly added name at the bottom of the
dropdown for selecting a new rater. This name will be populated in all dropdowns
for this page, but will disappear once you have navigated to another section of the
Portal.

KALL EDWARD & (pending) |y6aiGUE KELLE R

KALL EDWARD A
KRUSH JOY C

LANE NANCY 4
MORGAN EMILY G.
NICKLES MICHAEL A
OFSLAGER. PATRICIA A
PARADIS RICHARD A
Encumbered:0 RANGI KALPANA
RAUCH REBECCA A
RETNOLDS LINDA M
Yacant:0 SABIN TIMOTHY PHILIP
SCHWABE CATHERINE
TAGHON CYNTHIA G

4 4b. Click on newly added rater name and

select the Submit Rater Changes button

a8 N

o e A K et Thanges | | Add Miitary or External Rater ] |__Add Rater By Name ]

LIS TS —
4b. Click Submit Rater Changes

Once you have selected the newly added external rater, click on the Submit Rater
Changes button at the bottom of the screen. You will then see the new rater’s name
with the phrase (Pending) behind it under the current rater column.

4c

Choosing to add a Military or External rater that is not currently in the CSU -
Choose the Add Military or External Rater button in the bottom center of the screen,
which will pop up an additional window to input the new individual’s information.

Note: It is recommended that you search for the individual through the Add Rater By Name
option mentioned above in 4b before you fill out the form to request an addition.

B P# Ras00.1151624 vA-0201 4C_ CIiCk On Add Military Or WEDZAA N

0z

g #@ BA790.1230434 ;:-nszs External Rater WEDEAA M

Encumbered:13
Yacant :3

Submit Rater Changes | | Add Military or External Ratsr ] [ Add Ratsr By Name
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4c

The form to request the addition of the military or external rater has nine fields, seven
of which are required to be filled out properly to ensure proper access into the My
Workplace system. Incorrect data entered into these fields will affect the
capability of this individual to enter the My Workplace system and take action
on their employee’s appraisals. The following fields are included in this form:

First Name — Individual’s first name

Last Name — Individual’s last name

MI - Individual’s middle initial (not required)

Rank — Current rank if requested individual is military

Gender —Individual’s gender

DOB - Individual’s Date of Birth

SSN - Individual’s social security number (IMPORTANT - PLEASE

CHECK THIS FIELD FOR CORRECTNESS BEFORE SUBMITTING

REQUEST)

e Org Component — This will consist of a dropdown of all available org
component codes within the UIC of the original organization selected. If the
individual is a rater for more than one org component, only one needs to be
selected. Raters many times cross numerous org component codes, but the
position can only be built under one. This will not affect the capability of the
individual to access the My Workplace tool or their employee’s appraisals.

e Email — Individual’s email address (preferably the AKO email address)

o Form to Request Addition of Military fExternal Rater

*First Marme: *Lazt Mame:
MI:
Fank: I:I *Gender: | gl I:I
FOOBLMMDD T ol I:I ol I:I 19973 I:I hi=11:H

*COrg Component: | pocpwanzaaNcalo L

*Ernail:

[ Submit Request ] [ Cancel ]

@ all * Fields are Required.

Once all of the required information has been entered, click the Submit Request
button. If the individual exists in the database you will receive a message asking you
to search under the Add Rater By Name function. If the request to build the
individual has been recently submitted, you will receive a message stating that the
process has not been completed yet.

It will take at least 24 hours for the record to be built into DCPDS and flow into the
CSU database. At that time you will be able to find them in the Add Rater By Name
option mentioned in 4b.
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Accessing the Self Service Position Hierarchy Tool (SSPH) through the
Employee Data Portlet

In order to locate the rater for a specific employee or to view the employees that a rater
currently supervises, you must access the tool under the Employee Data portlet.

Step

Action

5

Navigate to the Employee portlet within your Manager or HR Specialist tab:

Dol v

L vsaiw ]

m eMpPLOYEE |JUITUTYLY) HR SPECIALIST
H H PN
Library | 9 Help ! Contact /<//// @ Edit Account Infe

CPOL > Manager Info

4 Employee Data i® InBox Statistics
Conveniently view employee information from one onif
" lick on “Go”
ands,
bttt o o 5. Click on “Go
=] withju ck. |1} fe=.
. T under the Employee
MPA/RPA History and Pozition infarmation po r e -
& Org Structure Gol

wiew all positions within an Organization

= See the total number of pasitions an Organization
ha

&

Using the search options available, enter the search criteria for the employee that you

wish to view. Highlight the appropriate name and click on the small green globe next
to the Employee Info link.

& Employee Data

@ Please Select an Employee

(.\ Wiew Employee Data
BY [ame [ @ Make a selection from the By Dropdown and enter your search critenia in the For dropdown, for further details on
For ) ~ e employee ﬁ'o.m the Employee List that
6. Enter search criteria fora  [ocie wr o e ey e
;EEEEE: g:gza: SpeC|f|C em p I Oyee & Select ftirae, or allow Fou to wew the application
Robinson Renesha

appropriate one

The information contains Personal Information protected by the Privacy Act (5 USC 2224). Safeguard in
accordance with paragraph 5.8, AR 340-21(to be protected in the same manner as For Official Usze Only)

6. Click on the Green globe to
Cobinean Reme A launch the Employee Info

North Central CFD X

North Central CFB RIA/MEADE WI ndOW

NORTH CENTRAL CPOC
YA-0301-02700

Employee Tnfo @

E5] Position 1nfo @
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7 Once the Employee Info screen appears, you will see the Current Rater field appear

Emplayee Info

Name:
Title:

ROBINSON, REME, A

AUTOMATION INTEGRATION SPECIALIST

Servicing CPAC:
Servicing CPOC:  Narth Central CPOC

[OGeneral Data

Your Personal Information
BRAC Indicator Code

Position Description Mumber
Drate of Birth

Citizenship

Work Zchedule

Agency

Dty Status

(BG) NORTH CEMTRAL CPOC

2316521069096

P5-Occ Code-PB:
Current Rater:

7. Click the SSPH tab
to navigate to the
Change Rater page

=)

1961-03-10
(1) U.5. Citizen, inclu;
(F} Full-Time
(AR} Dept of the Army
(00) Mo Action Pending

next to the Position Title. To change the rater for this individual, click on the SSPH
tab at the bottom of the tabbed listing.

General

Awards
Appraisal
Benefits

LA & Crerseas
Salary

Training

Retained

Security
Education

Appointment

8a

1@ Rater Change Form
Your listing is limited to 1000 results

Current Rater New Rater

ERAPFL, DAVID 1
MICKLES, MICHAEL A

GRIGGES, MARILYN F

Encumbered:19

Yacant:1

SRR SRE AL

RN 1t PR-SERI-GR Pasition Title

2216521063096 YA-0301-02 AUTOMATIOM INTEGRATION SPECIALIST &

2216541069181 YA-0301-02 AUTOMATIOM INTEGRATION SPECIALIST & WILLIAMS, MICHAEL L. 7777

228871, 1765448 YC-0301-02 SUPY AUTOMATION INTEGRATION SPEC 2 Wacant EEEES
Of RAS70.1140921  YB-D2305-01 MAIL AND FILE TECH [MVO) B HEWMAN, CYNTHIAD 7777

RAS75.1024035 YA-2210-02 [T SPECIALIST B REDDING, DAMIEL [ 7777

Employee is not a Rating Official: If the Employee that you have searched on is a
non-supervisory employee, you will be taken directly to the Rater Change Form for
the employee’s organization. This page has the same functionality as searching
through the Org Structure portlet and will allow you to either select new raters from
the dropdown, add a rater from another organization to the dropdown to be selected,
or request to have new Military or External users built in the CSU Database.

Detailed instructions for these three steps are described above in steps 4a through 4c.

Supw Code Ergple BUS Code UIC RPA
¢ ROBINSOM, RENE A 7 WEDZAA N
O 2216541069120 YA-0201-02 AUTOMATIOM INTEGRATION SPECIALIST & Qs HANCT A 77 WEDZAA N

WEDZAA N

WEDEAA

WEDBAA

=z = =

WEDEAA

[

Submit Ratsr Changes

| [. Add Military or External Rater ] [___Add Rater By Hame

SSPH_Tool_Step_Guide

11

27 Jul 2007



8b | Employee is a Rating Official: If the searched Employee is a valid Rater with
employees currently attached in the hierarchy, you will first be taken to the Rated
Employee Listing page containing a list of all subordinate employees.

Three main functions that can be completed in this page are changing the rater for the
employee originally searched on, changing the rater for one of the subordinate
employees, or adding additional employees to the employee’s hierarchy.

1.) Changing the Rater for the Employee originally searched on: To navigate to
the Rater Change Form for the Employee that you originally searched on, click on
the Search Tab at the top of the screen.

] Organizational Structure - Microsoft Internet Explorer

Search Browse Cormponents Position List

1. Click on the Search tab to change the
rater for the Employee you searched on

[0 Filters In Place

1@ Rated Employee Listing

‘rour listing is limited to 1000 results
Current Rater Employes’s OrgComponent cPCH 1 PP-SERI-GR Pasition Title Supv Code Emnployes Mame BUS Code UIC RPA
KRAPFL, DAVID J (pending) BGSEWED3AANCAZD [o 16521063096 YA-0301-02 AUTOMATION IMTEGRATION SPECIALIST 8 ROBINSON, REME & F7TT WED3AA N
KRAPFL, DAVID J (pending) BGSEWED3AAN 16541069120 YA-0301-02 AUTOMATION IMTEGRATION SPECIALIST & FOSS, HANCY & 7777 WED3AA N
KRAPFL, DAVID 1 BGSEWED3AANCAZ0 [o 16541069131 YA-0301-02 AUTOMATION IMTEGRATION SPECIALIST 8 ILLTAMS, MICHAEL L. 7777 WEDIAL N
KRAPFL, DAVID J (pending) BGSEWED3AANCAZO O D 1024107 ¥C-0305-01 SUPY MATL AND FILE TECH 2 GRIGES, MARILYN F 8888 WED3AA N
KRAPFL, DAVID J (pending) BGSEWED3AANCAZD D RA375.10240 Y4-2210-02 1T SPECIALIST 3 REDDING, DANIEL D F7TT WED3AA N

A1dd External Employees

2.) Changing the Rater for one of the subordinate employees: To navigate to the
Rater Change form for a specific subordinate employee, click on the Org Component
link in the second column, which will take you to the Rater Change Form for that
Org Component.

] Organizational Structure - Microsoft Internet Explorer

2. Click on the Org Component link to &
change the rater for a subordinate
@ Filters In Place em ployee

o Rated Employee Listing

‘rour listing is limited to 1000 results

Current Rater Employee’s GrgComponen 1} PP-SERI-GR Position Title Supv Code Employee Name BUS Code UIC RPA
KRAPFL, DAVID J (pending) BESEWED3AANCAZD 1652.1069096 YA-0301-02 AUTOMATION INTEGRATION SPECIALIST 8 ROBINSON, REHE & 7777 WED3AA N
KRAPFL, DAVID J (pending) BESEWED3AANCAZD ¢ 1654.1069120 YA-0301-02 AUTOMATION INTEGRATION SPECIALIST 8 EOSS, HANCY A& 7777 WED3AA N
KRAPFL, DAVID J BESEWEDIAANCAZD ¢ 1654.1069181 YA-0301-02 AUTOMATION INTEGRATION SPECIALIST 8 WILLIAMS, MICHREL L, 7777 WeDZAA N
KRAPFL, DAVID J (pending) BESEWEDIAANCAZD Of L 1024107 YC-0205-01 SUPY MAIL AND FILE TECH 2 GRIGES, MARILYN F 2288 WeDZAA N
KRAPFL, DAVID J (pending) BESEWEDIAANCAZD O BAS75.1024035 YA-2210-02 IT SPECIALIST 8 REDDING, DANIELD 7777 WeDZAA N

Add External Employess
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8b

3.) Adding Additional Subordinate Employee to the Rater’s hierarchy: To add
someone to the Employee’s hierarchy, click on the Add External Employees button.

] Organizational Structure - Microsoft Internet Explorer

Search

'@ Filters In Place

o Rated Employee Listing

‘rour listing is limited to 1000 results

Browse Component]

3. Click on the Add External
Employees button to add subordinate
employees to the hierarchy

Current Rater Employee’s GrgComponent crel O\ l[tmn Title Supv Code Employee Name BUS Code UIC RPA
KRAPFL, DAVID J (pending) BESEWED3AANCAZD O 1652106 ITOMATION INTEGRATICH SPECIALIST & ROBINSON, REHE & 7777 WED3AA N
KRAPFL, DAVID J (pending) BESEWED3AANCAZD O 16 Amﬁ.nw\ ITOMATION INTEGRATIGH SPECIALIST & EOSS, HANCY A& 7777 WED3AA N
KRAPFL, DAVID J BESEWEDIAAN 1654.1069131 UTOMATION INTEGRATION SPECIALIST § WILLIAMS, MICHREL L, 7777 WeDZAA N
KRAPFL, DAVID J (pending) BESEWED3AAN Of L 1024107 g SUBY MAIL AND FILE TECH 2 GRIGES, MARILYN F 2288 WeDZAA N
KRAPFL, DAVID J (pending) BESEWED3AAN O RBAS75.1024035 vA-22 IT SPECIALIST 8 REDDING, DANIELD 7777 WeDZAA N

Add External Employess

@ Organizational Structure - Microsoft Internet Explorer

Search for and navigate to the appropriate organization the additional employee is in.

B =1

Search

Org Code

Begin by entering & search string in the farm above,

e [

v||[BGsEwen3aANCADD

o Reassign Rater Form

“rour listing is limited to 1000 results

Encumbered:2

¥acant:0

3. Click on the Reassign button to
navigate to their Change Rater page

Click on the employees that you wish to reassign to new raters. This will take you to
their Change Rater Forms.

= Supu BUS
Current Ratar REESW Code Employes Mame L0 urc RPA
NICKLES, MICHAEL [] T 255988.1259035 YA-0201-  SURY HUMAM RESOURCES SPEC z KALL, EDWARD & 85888 WEDZAR M
A 0z [INFO 5781
PARADIS @ Of RA220.1160674 YC-0301- SUPY INFORMATION SYSTEMS 2 MICKLES 2886 WEDTAA N
RICHARD & MANAGER MICHAEL &

[ Submit New Employees ]

Problems?

If you have a Military or External user that has changed organizations or has retired, please
contact your region’s Information Systems Division with detailed information and they will be

able to assist you.
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If you have problems with your access in the Portal (supervisors showing wrong employees,
etc.), contact your region’s Information Systems Division help desk:

CHRA Region Email Address Telephone #

Europe helpdesk@cpoceur.army.mil Germany: 375-9666
Outside Germany: 314-375-
9666

Korea cpockor.helpdesk@korea.army.mil 315-768-6586

Northeast helpdesk@ CPOCNER.apg.army.mil 410-306-0290 dsn 458

North Central rock-nccpoc.helpdesk@conus.army.mil 309-782-7498 dsn 793

South Central Reds.cpocscr.helpdesk@conus.army.mil 256-842-6631 dsn 788

Southwest rile. SWRHelpDesk@conus.army.mil 785-239-2000 dsn 856

West chrwep.helpdesk@chra.army.mil 520-533-8105 dsn 821
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