Commissioned Corps of the U.S. Public Health Service
Electronic Commissioned Officer Resources Processing System (eCORPS)

Leave Request System

Commissioned Corps Officer

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.



eCORPS

Table of Contents

Overview 3
Login Screen 3
First Time User | | Forgot My Password 4

Elements of the User Interface 8
Drawers / Home Screen Buttons 8
Portfolios / Tabs 8
Analytics 9
Gadgets 10
Navigation Bar 11
Interaction Bar 11
Global Bar 13
Workflow Engine 13

Review Existing Leave Balance 13

Leave Balance 14
Pending and Future Leave Requests / Leave Activity 15
Leave Activity 16

Requesting Leave 17
Initiating the Request 17
Leave Request Experience 18
Changing a Pending Leave Request 20
Correcting a Rejected Leave Request 23
Confirming Leave Requested 24

Workflow Activities 25

Leave Certification 26
Respond to a Leave Certification Request 26

Glossary 27

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.



eCORPS ~

Overview

Login Screen

eCORPS can be accessed at https://phsleave.lyceum.com. Before logging into eCORPS, you must
read and accept the Rules of Behavior.:

Rules of Behavior
For use of
PROGRAM SUPPORT CENTER

eas) thal use any networked or sfandalone PSC Syslem thal supports the mission and funclions of the Program Support Center and any

the level of infraction. Acbons may range from a verbal or written waming and'or rernoval of system access for a specific period of time def

HHS Warning Banner

LOG OFF IMMEDIATELY if you do not consent to the conditions stated in the following
notice. Otherwise click "Accept" to accept the terms and proceed.

You are accesing a U.S. Government information system, which includes (1)
This Computer, (2) this computer network, (3) all computers connected to this
network, and (4) all devices and storage media attached to this network or to a
computer on this network. This information system is provided for U.S.
Government-authorized use only

| Accept || Decline |

After clicking accept you will arrive at the following screen requesting your login credentials.

ORPS OF THE
H SERVICE

;ommissioned Officer Resources Processing System

Client Login

Username

jdoe

Password

eCORPS -

First time User or 1forgot my password of first-tim
Forgot Password

Password

This system is for use by the Commissioned Corps of the U.S. Public Health Service Only

7 | Support Desk Email: CCHe! psc gov
Need help? | &0 o o umber 5
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Username: For officers, usernames are posted on the Officer Secure Area (OSA) dashboard on the
Commissioned Corps Management Information System (CCMIS) website. Commissioned Corps Agency
Liaisons and civilian users should receive usernames by email. For more information on obtaining your
eCORPS username and who to contact if you have trouble accessing eCORPS for the first time, visit the
CCMIS the eCORPS website at https://dcp.psc .gov/ccmis/eCORPS_m.aspx .

Client ID: You will not have to enter your client ID every time. The Client ID for the Commissioned Corps
of the U.S. Public Health Service (Corps) is 1003.

Password: If you have never logged-in to eCORPS, select the “I forgot my password, or first time user”
link. If the information you provide on the next screen matches what is in eCORPS you will be able to

reset your password.

Later, If you forget your password, select “I forgot my password or first time user” again to reset your
password. For security reasons, passwords must be updated every 90 days.

Forgot Password | First Time User: This link is for first time users to acquire a password, or for users
who forgot their passwords and need to create a new one.

First Time User | | Forgot My Password

If you are a First Time User or you forgot your password* eCORPS provides a secure means to
reset your password. To utilize this feature, first click on the following link.

ficer Resources Processing System

Client Login

Username

jdoe

Password

|— . B 0 ...
Click to lnitiate | Torgot my password or first-lime user
Signln

is for use by the Commissioned Corps of the U.S. Public Health Service Only

Support Desk Email: CCHelpdesk@psc.gov
Help Desk Number: 888-225-3302

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Clicking “I forgot my password or first-time user” will change the login screen to the image
below. The information requested must be entered correctly to proceed with obtaining or
recovering a password.

Complete Form to Reset Password

Username

MKNIGHTO1|

(lient ID

1003

€

Email Address

mknight@bop.gov
Type the two security words below

W™ @HUB

Cafe CHUB

Try another image

| forgot my username m

This system is for use by the Commissioned Corps of the U.S.

Support Desk Email: CCHelpdesk@psc.gov
Help Desk Number: 888-225-3302

Need help?

1. Username
Officer Usernames are available on the Officer Secure Area (OSA) dashboard. Civilian
employees and Commissioned Corps Agency Liaisons should check the eCORPS website
for updates on obtaining usernames at:https://dcp.psc.gov/ccmis/eCORPS_m.aspx .

2. ClientID
The Corps clientID is 1003.

3. Email Address
The email address on record should be the email displayed on your Officer Secure Area
(OSA) dashboard. Civilian employees should check the eCORPS website for information
on confirming the email address on record at:
https://dcp.psc.gov/ccmis/eCORPS_m.aspx

4. Security Words
This mechanism is aimed at preventing automated attempts to login from unauthorized

parties. Simply type in the words displayed in an image. If the image is difficult to read,
click on “Try another” image to change the image, and try again.

* Liaison may also reset officer user passwords for their respective agencies. Administrators may reset the
passwords for Liaison and for each other.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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After entering the information above, correctly. You will be prompted to enter the zip code of
your registered address:

Authentication

Please enter the following information to verify your identify.

Home Zipcode 5 00000

* indicates reguired field

| Cancel | | Continue-|

If the information is incorrect, the process must be restarted and the correct home address zip
code must be entered. If unsure, contact the Commissioned Corps Helpdesk at:
CCHelpDesk@hhs.gov to verify this information.

If successful, click next and you will receive confirmation that a temporary password was sent
to the primary email on record:

Success

Your password has been successfully reset.
An email containing the new password has been sent to your email address (mknightf@bop.gov). Press "Continue" fo return to the login screen.

i .Cémti.n ue. |

Click continue again to complete the recovery process, and check your email inbox.

To:
Subject:  Login instructions ko OneTouch

=]
Date: 10/4/2017
Your temporary password is 6)K3B2t6. The client ID i 1003.
Youneed to change this password the first time you log m to the system. Ifyou have additional questions, please contact your
admnistrator.

E

4
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With the temporary password from the received email in hand, return to the login screen, and enter the
username along with the temporary password provided by email.

Client Login

Username

Your Username

Password

Temporary Password
Provided by Email

I forgot my password or first-time user

You will be prompted to enter a new password.

You need to update your password. Please enter a password which conforms to the
password rules provided by your administrator.

New Password eeeee User must enter a new
; password that complies
New Password COnfirm seees & with the below minimum
requirements

Minimum Password Requirements:”
* Minimum length - 8 characters [__Change Password
* Must contain one number and one letter

* Must contain one uppercase and one lowercase letter

* May not reuse previous three (3) passwords

* Some companies may impose their own password requirements

If the new password conforms with the minimum requirements, access to the system is granted. If the
password doesn’t conform with the requirements, an error message will display with information
about the problem and a prompt to try again.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Elements of the User Interface

The elements on the graphic user interface of eCORPS are designed to help users navigate through their

information efficiently. These elements are as follows:

Drawers / Home Screen Buttons

(2) 0)
Dv Tasks ‘:f/ Workflow Activities - Notifications n My Profile

The buttons in the Home Screen contain information about users or the company which are functionally
grouped together. For example, My Profile will contain portfolios (tabs) and data related the user’s

self-service profile, from payment information, tax, personal information and demographic data.

Portfolios / Tabs

Clicking most buttons on the Home Screen will take the user to a new screen that may look like the
example below. The Portfolios are navigated by clicking on the tabs highlighted. In some cases, there
may not be any tabs if the section only has a single portfolio. Examples are because the Home Screen
button (Drawer) led to a single Portfolio, or most of the cases when drilling down on ‘drillable’

information.

A Home Self Service Demographics: Employment ) @ \\
_ Personal Info S Talent S Leave | Reviews ‘ Enroliment K Time & Labor \RTaxes X Payroll \ I

Diana Drake (1010)

£ Human Resources Administrator =
@Active % Administration ¥ Maryland - Primary HQ Portfolio / Tabs

Analytics

Alternate Positions

Assigned Locations A
Assigned Projects Portfolios are accessed by

Assigned Activities clicking the these tabs.
Hire Information

Status:  Active

Assigned Policy Plan: ~ Staff-Salaried (W2, Salaried, Full-time) Current Service Adjusted Service
Corporate Officer:
Workers Comp Eligibility: X 22 years, 8 days 22 years, 8 days
Expected Utilization:  100.0 % for 1 position . L .
Current Hire Date 6/15/1995 Original Hire Date 6/15/1995
Acceptance Date Adjusted Service Date 6/15/1995

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Analytics

Analytics are the ‘dashboard’-like areas that take most of the screen when in a portfolio.

# Home Self Service De : Emy [ 2t}
Employment | Benefits | Personalinfo | Talent | Leave | Reviews | Envoliment | Time &Labor | Taxes | Payroll |

Analytics Diana Drake (1010)
& Human Resources Administrator
+ Akernate Positions @active % Administration § Maryland- Primary HQ
« Assigned Locations 4
+ Rssigned Projects

+ Assigned Acthites
Hire Information .
e Analytics

lam:  StaffSalaried (W2, Salaried, Full-me) Current Service Adjusted Service

X 22 years, 8 days

Current Hire Date 6/15/1995

X 22 years, 8 days

o Most gf a portfolio’s da.ta is
contained in the analytic.

[Expected tlization:  100.0 % for 1 position

Acceptance Date

Primary Position Information Compensation Information

Basis units Rate Assigned Payroll:  Brweekly
Anoual | 208000 $72821.00
Montny 11 seoea
Per Payrol 000 s280081
1000] $140040
Daily 800 sas008
Hourly 100 3301

Position History

Date Position Title

Most of a portfolio’s data is contained within the analytic, which is the larger space to the right of the

screen often over a white background. This area contains units of grouped information called Gadgets.

If there is more than one analytic within the selected portfolio, there will be a list to the left of the

screen.
=0
Self Service De Em 20
An alytic List X [ personal info | Talent { Leave { Reviews | Enrolment | Time & Labor \ Taxes | Payron \
Analytics Diana Drake (1010)
Thls frame WI” be avallab[e £ Human Resources Administrator
- Alternate Positions ©Active % Administration 9 Maryland - Primary HQ

if there is more than one 0 O

e
analytic on said portfolio. N i< information

Status:  Active

Assigned Policy Plan:  Staff-Salaried (W2, Salaried, Full-ime) Current Service
Corporate Officer:
Workers Comp Eligibility: K 22 years, 8 days K 22years, 8 days

i 1 positi
Expected Utilization: 1000 % for 1 position Current Hire Date 6/15/1995

Acceptance bate

Original Hire Date  6/15/1935
Adjusted Service Date 6/15/1995

Adjusted Service

Primary Position Information Compensation Information
Assigned Position: KR Adminisirator Basis units . Assigned Payroll:  Biweekly
Assignedjob:  Kuman Resources Adminiscrator Al 4] 208000 $72821.00
i Morthly 17233 seosaz
Assigned Supervisar:  Executive filled by Bryce Wayne Per Payroll 8000 5280081
Exempt / Non-Exempt:  Exerpt wieekly 000 5140040
Oally 800, 328008
Hourly 100 ssor

Position History

Date Position Title Job Tidle Location Business Unit_Policy Plan__ State __Category Code Pay Change in Pay

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Gadgets

Data within an analytic is often grouped in clusters called Gadgets. These gadgets are often closely
related, such as Hire Information, or Primary Position Information. They often have a header, but not
necessarily always. Sometimes gadgets can be a single item under a header, but usually, a gadget is

everything within a section with a header.

Garry Allen (1005)

y
& Sales - Internal .
@ Active #Sales 9 New York Most gadgelS will be read-

only and not modifable.

This will depend on either
the authority of the user, or

Hire Information

Multiple Gadgets

ftems within the Hire e because the information is
|nformation header, are Assigned Policy Plan:  Staff-Salaried (W2, Salaried, Full-time) -

’ Corporate Officer: modifiable elsewhere.
actually multiple gadgets Workers Comp Eligibility:

Expected Utilization:  80.0 % for 1 position

Single Gadget

Here, all the items under
“Primary Position

Primary Position Information

Assigned Position: Sales - Internal
ssigned Job: Sales - Internal

Information” are a 5ing|e Assigned Business Unit: (Department) Sales
Assigned Supervisor: Manager filled by Daniel Craig
Qadget Exempt/ Non-Exempt: Exempt

‘Gadgets’ is a term used to describe units of information that are tightly related. Think of it as “buckets”
of data. Another reason to group these elements of data into a unit is how eCORPS allows for the

modification of this data.

These buckets of data, or gadgets may or may not be editable by the user viewing them. For example,
although users are able to view their Hire Information on their self-service account , they will not be

able to make any changes to it. However, an admin user can make changes.

When in edit mode, editable gadgets will be marked by a yellow overlay. Clicking on these “editable
gadgets” will allow the user to modify the content in place, or initiate an “experience.” More on that in

the sections below.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Navigation Bar

The Navigation Bar is always at the top of the screen in eCORPS. This bar lets the user know where in

eCORPS you are, such as Home -> Human Resource: Workforce -> (Name of user): (Portfolio).

As the user drills down into sections, the new section will be displayed last in this path or Navigation Bar.

Navigation Bar

This will allow the users to Qbenepay =0
know their exact location in #Home ) _SelfService Demographics: Employment ) | 20
eCORPS. They may also | pe—————eeewm

click back on the previous e gt

section, or directly to the

Home Screen.

The HOME tab is always on the far left. You can return to the Home Screen, or any of the screens

visited, by selecting the corresponding tab.

Interaction Bar

Now that you understand what most elements of the Graphic User Interface are, let’s view how to

interact with them.

Interaction Bar
These three icons allow for the user to
modify editable data, print gadgets and
reload the analytic.

23

|, Garry: Employment ) n Q O
s { Enroliment | Time&Labor { Taxes | Payroll | Assigned Staff(0) | AuditTrail \
al
New York
aried, Full-time) Current Service Adjusted Service

X 28 years, 5 months, 22 days X 28 years, 5 months, 22 days

Current Hire Date 1/1/1989 Original Hire Date  1/1/1989

Acceptance Date Adjusted Service Date 1/1/1989

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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The interaction bar has 3 icons:

n The lock icon.

When the user can modify information, this icon will display. Clicking on it will unlock ( & ) the data
and enable a yellow overlay (“glass”) on those gadgets that can be edited. You can only update

information and send leave requests when you click on the lock icon and it displays as unlocked.

Qbenepay = 0O
) ) ) Daso

eather Abernathy (1069) Qbenepay Fri @‘

ob
Oactve. 3 pepartment. @ primarytocation # Home ) Human Resources: Workforce vAbernathy, Heather: Personal Info 20
| Employment  Beneris [ Pesanaiinn Avdrian |

Home Address Mailing Address

er Abernathy (1069)

X Jol

252 WA R Noneon e

FLOWOOD, MS 39041 ©Active % Department 9 PrimaryLocation

Contact Information

Primary Phane: None on Fie - 8

Emall Aderess:  Noreon File Home Address Mailing Address 19 & Passport/Visa Information
FLOWOOD, 5 35041 o

signed Proof Document Everty

MaritalStatus:
smok

b
i

o
ssn: 932801921

Dependent Information

Name Relationsnip Gender D08 Age SSN E
Willa Scarlettchanssan _chiid Female 5132010 6 12322693 N

Name Relationship _Gender DOB Age SN smoker _Disabled _Proof of Disabilly _ Special Dependency _Proof of Dependency _Pre-tax
Vil Scariet Johanzsan_ Chilg Female 5132010 6 123228923 No  No No No

The n icon will be available only when there is information that can be modified. This will depend
on factors such as user authority and the type of information. Some information may be edited in
some gadgets but not in others. As an example, the personal profile gadget may be edited in the

Personal Info portfolio analytic, but not anywhere else.

GE The Print icon.

This will allow the user to print specific gadgets or sections of the analytic.

t‘ The Refresh icon.

Clicking on the refresh icon will refresh the analytic. This is useful when the user is expecting a
change to happen in the data contained in the analytic. For example, the user might be waiting for a
background process to finish before information is reflected in the analytic. Clicking refresh will

display that change once it is finished.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Global Bar

Foun 7Y
This section is comprised of 2 icons. One of them is a calendar 23 and the other one is the Logout

button @ .
AT
23 This icon is only for payroll and Commissioned Corps Headquarters (CCHQ) administrative use.

@ This icon logs the user out of the system. Part of the security of e@CORPS is to automatically log-out
the user after several minutes of idle time. However, if the user needs to manually log out immediately,

he or she can click on this icon to make it so.

Workflow Engine
Transactions in eCORPS, such as leave requests and approvals, are implemented as a workflow
transaction between users, such as requesters and their approvers. This allows for task distribution

efficiently, while keeping track of responsible parties, due dates, and completion.

Review Existing Leave Balance

Clicking the My Profile button will take the user to their Leave ‘Portfolio’ where they will be able to

review their leave information.

| el =0

20

‘] KARL D AAGENES. )
(o4 & | | € workowaaivides| | 1 Mymﬁle]
=] Leave Request
y et i DneTouch. s
i 1R is e otion 28
# Home Self demogra) AP
Analyti § i
= Michael Knight (546443)
J——— ©Active i HRSA, ASSOCIATE ADM BUREAL OF PRIMARY
HLTH CARE, OFC OF OPS & MGMT, PRIS ON HLTH SRVCS,
PRISON HLTH SRVCS REG 5, FMC ROCHESTER MN
(i
(«<[<] sunezor7 [>]>]
Leave Balance J
sun ‘Mon Tues ‘Wed Thurs Fri | sat
For period beginning: 310172017 [T 2] 3
Beginning ™™ anticipated
teavelype e Feriod o |4 e, C] al o] e
Activity
Admin L 000 000 000
] ] E]
000 000 000
z
000 000 000 il Z
000 5600 5600
Emergency 000 000 000 =]
cor 000 000 000
Respie 000 200 000
Pending and Future Leave Requests
Days
LeaveType Apar StntDate EndDate 0

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Leave Balance

Current

Administrative
Emergency
Permissive
Respite

CoT

Beginnin . Anticipated

Leave Type s £ Period P
Balance o Balance

Activity

Sick Usage since 1/1/2017 is 0 Days
Maternal Usage since 1/1/2017 is 0 Days
Paternal Usage since 1/1/2017 is 0 Days
Station Usage since 1/1/2017 is 0 Days

Usage since 1/1/20171s 0 Days
Usage since 1/1/2017 is 0 Days
Usage since 1/1/2017 is 0 Days
Usage since 1/1/2017 is 0 Days
Usage since 1/1/2017 is 0 Days

1. Leave Balance
The Leave Balan

ce Gadget will provide valuable information about the status of the user’s leave

balance. This table is comprised of 4 columns of information:

2. Leave Type

Current Leave Types available are:
a. Administrative

b. Annual

c. COT (Consecutive Overseas Tour)
d. Emergency

e. Maternity

f. Paternal

g. Permisive

h. Respite

i. Sick

j. Station

3. Beginning Balance
The beginning balance is the unused leave balance carried over from the previous year.

4. Current Period Activity
These are changes in the balance for the current period. These are any accrual, forfeiture, or leave

approved and ta

ken during the current period.

5. Anticipated Leave Balance

This number refl
This balance incl

ects the calculation of the beginning balance subtracting any current period activity.
udes pending requests for the current period, days accrued and days forfeited).

14
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Clicking on a Leave Type in the Leave Balance gadget will provide the user with a more detailed page
about that specific leave type, including the beginning balance, adjustments, accrued, taken, forfeited
amount, and the ending balance as seen below.

eCORPS -

# Home ) Self Service Demographics: Leave ) Administrative ) '@

Administrative

Period Beginning Beginning Balance Adjustments Accrued Taken Forfeiture Ending Balance

Mo items to show

Pending and Future Leave Requests / Leave Activity

& Home ) Self Service Demographics: Leave ) a=Q

Payroll

For period beginning: 3/01/2017 | 14] 131
Analytics
Beginning Curment pnticipated [ 3 5 5 3 5 ;
LeaveType  “goince  Period Tl [ el ] il l d
= Leave Calendar Activity
Admin Lv 0.00 0.00 0.00
il [ i i i
paternal @] 2] E] iz} iE] i e
Leave 0.00 0.00 000
Balance ) | i T A | )
Medical 0.00 0.00 0.00
Annual Leave 0.00 56.00 56.00
Emergency 0.00 0.00 0.00 Z| 2 Bd
cot 0.00 0.00 0.00

Respite 0.00 0.00 0.00

Pending and Future Leave Requests

Days

LeaveType Appr StartDate EndDate -¥°

Annual 03/13/2017 03/13/2017 1
Leave
Annual
Leave

03/10/2017 03/10/2017 1

Annual

03/07/2017 03/07/2017 1
Leave

Leave Activity

Leave Type : Start Date * End Date > Units

This section will provide a list of future and past Leave activity. The Pending and Future Leave Requests
reflects the Leave Type, approval, Start Date, End Date and Days Taken that are still pending, or
scheduled for a future Date.

Expanding the Pending and Future Leave Request gadget will show additional information about that
specific request, such as emergency contact information.

Pending and Future Leave Requests

Leave Days
A Start Dat End Dat

Type PRI SHa s MESEE Requested

Annual 10/02/2017 10/04/2017 3

Address | bethesda, md 20814 US
Phone 4

Annual 09/21/2017 09/21/2017 1

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Leave Activity
Displays a historical list of all the leave approved and already taken by the user during the monthly pay
and leave period.

Leave Activity

Leave Type Approval . Start Date v End Date . Days Planned Days Approved Days Taken Confirmed
[

Annual ﬂ 10/16/2018 10/16/2018 1.00 1.00 No

Annual V:E 10/16/2017 10/21/2017 6.00 4.00 4.00 No

Annual {E 10M12/2017 10/12/2017 1.00 1.00 1.00 No

® Leave Type
These are the Leave types available.
e Approval
A viewable PDF leave form. This form provides details about the leave request and its approval.

United States Public Health Service

Proof of Leave Approval
1. LEAVE REQUESTOR INFORMATION

Name Employee ID Email

John Doe 12345 com
Work Location (name and work address)

123 Ashwood Rd. APT 560

Saint Paul MN 00123

Destination Location
777 Paradise Rd.
TPhone No.
Paradise CA 00923 555-658-6565
Leave Requestor Remarks
A remark as an explanation to my leave request.

2. LEAVE APPROVER INFORMATION

Leave Request Status Name Date
APPROVED

3. LEAVE REQUESTED
Leave Type Start Date End Date Unit Type Amount

e Start Date
Leave Start Date.

e End Date
Leave End Date.

e Days Planned
These are the day/units originally requested by the officer.

e Days Taken
These are the days/units approved for the office, by the Leave Approver.

e Confirmed
This column specifies how many days/units from this request have been confirmed via the
confirmation process. The confirmation process is initiated by the leave administrator with the
purpose of confirming that a leave that was requested, and approved was in fact taken the by
the officer.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Requesting Leave

Initiating the Request

Leave Request J

Clicking on the button to the left of the user home screen, is a
quick shortcut for the user to quickly request Leave.
& Home ) L= A8
= o
(221 25) Do Tasks ‘.II Workflow Activities @ | My Profile -&"ﬁ My Responsibilities

I Leave Requeslj

Security & Settings

Another way to request leave is on the Leave Portfolio (described in the section above). When the user

unlocks the Analytic within the Leave Portfolio by clicking the ﬂ icon, then clicking over the yellow

overlay (glass) over the Leave Balance.

PN
(1)

I

Oactive 4 HASA, ASSOCIATE ADM BUREAU OF PRIMARY HLTH CARE, OFC OF OPS & MGMT, PRIS ON HLTH SRVCS,
PRISON HLTH SRVCS REG 5, FMC ROCHESTER MN

9

( Y
| << | < | October2017 |> | >>|
Mon | Tues | wed | thum 2
B ] C] T

Leave Balance

ol | E] ] E] [E} ]

Y R T B T B |

Leave Activity

#Home ) SelfSenvice Demographics:Leave ) Leave Processing: Request )

lo

> Request

Leave Request

i) [Eise Matairal eaierral Stz

= tregera]

Permezne

= fepie o

[<«<[<] october2017 ’T[;|

Sun

Tues wed Thurs i Sa

E] 3 Bl o] i)

i} ] E] ] 2]

5} g T o

B =] T
0ty reues 100 s eques. [ 1.0 says reques

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Leave Request Experience

The Leave Request Experience, is a simple 2-step process that allows the user to quickly select the type
of leave from the following buttoned list [1]:

Annual | i SickJ Maternal | PaternaIJ Station | = Admini;rativej E Eme,'gencyj = Permissive | = RespiteJI corT |

and then click on the day they would like the leave to be applied to by clicking on the desired day in the
calendar [3].

#AHome ) Self Service Demographics: Leave ) Leave Processing: Request ) ? L]
» Request
Leave Request
In the calendar shown below, you can initiate leave requests, as well as see pending or approved requests. To navigate from month to month, use the arrows displayed next to the month name. Any day that is
shown in white is available to take new requests. To submit a leave request, click the leave type below, and then select the available day to add a request. If you need to a remove a day, you can click back on the
leave type you previously selected and click again on the day you wish to remove. o
e Annual Sick Maternal paternal Station | | [ Administrative Emergency Permissive | | [ Respite cor| |
= Upcoming Balan | ) B J J | B ) L& 1= J J J
[ << | < ‘ October 2017 ‘ > | >>
The table below lists all planned
changes to your Leave balance. sun Mon Tues Wwed Thurs Fri sat
1 2z 3 4 B 3 T
Activity Usage Add/Lost Balance [ H B [ B [T A
No items to show
B] ] [ [ [ E] E]
E} [d 4 IE| E| ]
B JEE| [ ]
1.00 days requested 1.00 days requested
BT
Next

To the left of the calendar the user will have a list of the Upcoming Balance to the Leave
Balance. This will allow her to keep track of future changes while scheduling new Leave.

A typical Leave Request would be as simple as:

annual | | sick Maternal | Paternal | Statior = adminisirative | Emergency | Permissive| | == Respite | cor

(«<[<] une2017 [5]5]

Tues Wed | Thurs Fri Sat
1 3 8]
{ i
i e staton |1f 3] q
1 << | <
3 rl %
i oo &
g Z] 2]
g & |
1 E] iE]

Clicking the Leave Type Button. The pointer will become a Plus sign, then click on the day and
done!

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Clicking Next after having selected the Leave Type and days requested, will take the user to the
following screen:

@Home )  Self Service Demographics: Leave )  Leave Processing: Confirm Request ) 20

¥ Request

Request Submission
» Submit

Following is a summary of leave requests. Following is a summary of leave requests. Following is a summary of leave requests. Following is a summary of leave requests. Following is a summary of leave
requests. Following is a summary of leave requests. Following is a summary of leave requests. Following is a summary of leave requests

Summary of Requested Leave Relevant Information
Following is a summary of leave requests *Phone No: 555.234.2342
un 2017 *Address: 1234 Ashwood Rd
i *City: Saint Paul
Monday Jun Sth ' Paternal Leave Balance’: 1 days
Tuesday Jun 6th 'COT" 1 days *State: Minnesota B

*Zip Code: 55125

Remarks:  The following is the information and address where | can be located
at during my leave.

*Mandatory fields

Submit Request

Cancel

The Summary of Requested Leave will provide a summary of the Leave requested. The
Relevant Information will provide fields for emergency contact information where the Leave
Requestor will be staying during his or her leave. This also includes remarks specific to this
leave request.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Changing a Pending Leave Request

It is possible for the user to change a Leave Request that is being processed and has a pending status. In
order to do so the user must access the Leave Portfolio in My Profile [2] or access the Leave Experience
directly [1] via the shortcut on the left.

P S EELE) o =AY
1 wichael Knight (546443) o)
€« . I 9] I * ;
Directly to the Experience F Tasks £y Workflow Activities My Profile § S My Responsibilities
— Leave Request f

Go in here to make Securly &:Settings To the Leave Portfolio

changes to the Pending Go here for a full view of

Leave Requests. the Leave information,
including pending items,
and also access to the
experience.

My Profile Route

This route will take the user to the Leave Portfolio for a full overview of both leave taken and leave

pending. Clicking the n icon will allow the user to modify the contact information for the leave, or jump
to the Leave Experience to make modification on either the type of leave or days taken.

# Home ) Self Service Demographics: Leave ) — a0
Leave (Fayroll \

Analytics

ED

© Active 4 HRSA, ASSOCIATE ADM BUREAU OF PRIMARY
HLTH CARE, OFC OF OPS & MGMT, PRIS ON HLTH SRVCS,
F;RISON HLTH SRVCS REG 5, FMC ROCHESTER MN

* Leave Calendar

<< <[ July 2017 |>‘>>}
Leave Balance [
Sun Mon Tues Wed Thurs Fri Sat
For period beginning: ﬂ
Leave Beginning Current Period  Antici,
Type Balance Activity Balance ﬂ ﬂ ﬂ ﬂ 6| ﬂ ﬂ
Paternal Leave Ba... |Paternal Leave Ba... |Paternal Leave Ba... [Medical Respite Admin Lv
$ena|ng and Future Leave Requests | [¢] g ] iE] [E] 14 [E}
b 21st Paternal Leave Ba..
Leave Type Appr Start Date End Date T :ys
aken ig 7 hg |_91 kg _zj 7]
Paternal Leave 071002017 07102017 1
Balance
Admin Lv 071072017 070072017 1 | B3 Z 23 | i Z 2]
Respite 07/06/2017 07/06/2017 1
Medical 07/05/2017 07/05/2017 1 340‘ ﬂl
Paternal Leave 07/04/2017 071042017 1
Balance

Leave Activity

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
written consent from the Commissioned Corps of the U.S. Public Health Service.
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Click on the Pending and Future Leave Request right after unlocking the analytic (n ) to view the contact
information for leave in pending request:

A Home ) Self Service Demographics: Leave ) m 1§
Leave l Payroll \
HLTH CARE, OFC OF OPS & MGMT, PRIS ON HLTH SRVCS,
Analytics PRISON HLTH SRVCS REG 5, FMC ROCHESTER MN
9
* Leave Calendar [
<< <‘ uly 2017 |>‘>>]
Leave Balance July
Sun Mon Tues Wed Thurs Fri Sat
For period beginning: 1]
Leave Beginning Current Period  Anticipated
Type Balance Activity Balance ﬂ ﬂ ﬂ ﬂ ﬂ ﬂ ﬂ
Paternal Leave Ba... |Paternal Leave Ba... |Paternal Leave Ba... [Medical Respite Admin Lv
Pending and Future Leave Requests  [g] i) i hg E] ) iE]
L b 215t Paternal Leave Ba..
Te“"e Appr StartDate  End Date :ys
e LN T | | E] pd 4] ]
Paternal
# Leave 07/10/2017 07/10/2017 1
palance = Z| 5 3 % = i)
#  AdminLv 07/07/2017 07/07/2017 1
#  Respite 07/06/2017 07/06/2017 1 '3_01 ﬂ
# Medical 07/05/2017 07/05/2017 1
Paternal
7 Leave 07/04/2017 07/04/2017 1
Balance
Leave Activity
Leave Type . Start Date . End Date * Units
No items to show

The pencil icon will allow for the user to change the contact information of the leave.

Pending and Future Leave Requests

Leave Type Appr  Start Date End Date Days Taken
#" Paternal Leave Balance 07/10/2017 07/10/2017 1

Phone:  555.232.5534

Address: 123 Ashwood Rd

City: Saint Paul

State: Minnesota

Zip: 55125

Remarks: | This is the place | will be
staying during my leave.

/" Admin Lv 07/07/2017 07/07/2017 1
#" Respite 07/06/2017 07/06/2017 1
7" Medical 07/05/2017 07/05/2017 1
#" Paternal Leave Balance 07/04/2017 07/04/2017 1

Or instead, click on the Leave Balance gadget above to enter the experience and make changes directly
to the type and days requested.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Leave Balance

For period beginning:

Leave Beginning Current Period  Anticipated

Type Balance Activity Balance

Days

L T A Start Dat End Dat
eave Type ppr StartDate EndDate . "=

Patermnal Leave 07/10/2017 07/10/2017 1

Balance

Admin Lv 07/07/2017 07/07/2017 1
Respite 07/06/2017 07/06/2017 1
Medical 07/05/2017 07/05/2017 1

Click the Leave Balance Gadget to enter the Leave Request experience (below) which will allow you to “reselect” a
type:

Ar!nuaIJI = SickJ I«*IaatemaIJI : PaternaIJ Sta:ionJ = AdministrativeJ 2 rne.'gench = Permiss'rveJ _: RespiteJ CDTJ

And then X out a pending leave or add a new day for that specific leave.

eCORPS ™
#AHome ) Self Service Demographics: Leave ) Leave Processing: Request )) '..? 1\
P Request

Leave Request

In the calendar shown below, you can initiate leave requests, as well as see pending or approved requests. To navigate from month to month, use the arrows displayed next to the month name. Any day that is shown in white is
available to take new requests. To submit a leave request, click the leave type below, and then select the available day to add a request. If you need to a remove a day, you can click back on the leave type you previously selected and
click again on the day you wish to remove.

- Annual = iSick. Maternal Paternal Station| | [ Administrative [ Emergency permissiva| | [ Respite cot
£ Upcoming Balance J - J J — J — J — J — J
[ << ‘ < | October 2017 ‘ > ‘ >> ]
The table below lists all
planned changes to your sun Mon Tues wed Thurs Fri sat
sick balance. ] B B 8] B [&] |
Activity Usage
10/17/2017 1.0
8 9 (11 I [ I
10/18/2017 1.0 ol H B i H i
E] E [ E] ]
| 2 | |
1.00 days requested. 1.00 days requested. 1.00 days requested
E &

Mext
Cancel

Once satisfied with the changes, the user will then proceed to finalize the request just like the first time the leave
was requested, and await for approval.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Correcting a Rejected Leave Request
If an individual has submitted a leave request, the approver will see the request in both “Tasks” and

“My Responsibilities.”

- 2) | I
U Tasks L Workflow Activities Notifications My Profile
| J J J
Leave Request
. My Responsibilities &= Workfor 2e% Management B Compan
& ly Responsibilitie: = orkfol ceJ = anagemen ] ompa yJ
B Payroll Security & S?umgsJ

In “My Responsibilities,” the requests will appear as Leave Approval Subjects and will be listed here.

Diravit Tl Lbdt Appicsiliy ?ﬂ
LR Approwat )
Leave Approval Subjects
%)

T 0 P [y [T e [
In “Tasks,” the requests appear here.

# Home | Tasks ) Q}i

EAERERIES

My Tasks

2 Subject | % Location

o> TEE

Select a

Actions * Type. < Notes % Due Date * Days Remaining

No items to show

The approver has the ability to either approve or reject the submitted request.

If a request was rejected, the request will go back to the individual so that they may make any necessary
changes. The rejected request workflow will appear in the subject’s “Tasks.”

=

# Home Carihs
AR RESRE )

—_— \mﬁ H_-E:um— =
B Dty Ay

| L © e it

- Rl {7
Pl e e

[ 9 e * by -

After modifying your request, the leave must be re-submitted to the approver (as with the original
request). The approver must then re-approve the re-submitted request.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Confirming Leave Requested

A nightly background scan will check approved leave for which the requested and approved dates are in
the past. The leave confirmation scan will then generate tasks that are assigned to leave requesters to
confirm that the approved leave had been taken.

i T ©

20

(1)
[_J Tasks s Workflow Activities My Profile :?i My Responsibilities
J J J J

Leave Request

Security & Settings

leave

A separate leave confirmation task is generated for each approved leave request for which the leave
period has passed.

#AHome ) Tasks ) Leave Confirmation: Summary ) jtl

» Summary
Hide Calendar

[<<[<] uy2017 [>]>]

Sun Mon Tues Wed Thurs Fri Sat

[

2] 3] a [5] [¢] [l [e]

Paternal Leave Balance Paternal Leave Balance

7 m @ B E @ i

21st

@ i E B &) 7] &

% Z = o & & @

&) &

— Complete

Cancel

The confirmation task will remain in the requestor’s task list until all days in the request have been
confirmed. If there are any dates in the task that need modification the confirmation task will create a
new request that is sent for approval. Any unconfirmed dates associated with that request will remain
open until they have been confirmed.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Workflow Activities

After requesting leave, officers can keep track of the leave by going to their Workflow Activities button

at their Homepage

7O

2a

Security & Settings

) (1)}
D' Tasks ‘L\‘ Workflow Activities My Profile _:!:. My Responsibilities.

Jpave Request

There, officers can see a record of the leave request transaction that they just submitted. Clicking on the
row will provide additional details, such as the Leave Approver.

eCORPS 1o
A Home ) Activities: Ongoing Activities ,,) @t}

/ Ongoing Activities X Archived Activities 1"\

) Search | T | 2 Ongoing
1 total item
| Select | 0 | ¢ Locked | Actions | $ Type |  Subject ¢ Current Status | © Date Initiated | 4 Due Datd
1 o LeaveApprovalVorkfow ApprovalTask 10/16/2017 1002272017
Remark
i Leave Requesi for: 1023 Annual
10V24 Annual
10425 Annual
has been Intiated.
History
Workflow Began on 10M6/2017
Task "ApprovalTask” Given by 5 on 10/16/2017 at 11:32 AM

Current Pending Tasks
Task "ApprovalTask” needs action from Background Process and is scheduled for automatic processing.

This document is proprietary and confidential. No part of this document may be disclosed in any manner to a third party without the prior
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Leave Certification

Respond to a Leave Certification Request

Officers are required to certify their leave balance annually. this usually happens at the end of the leave
year. The user will receive a task to complete the certification.

1) & | s
u Tasks Lot Workflow Activities My Profile = My Responsibilities

o | | &

== Security & Settings

eCORPS » = ©

# Home ) Tasks 2
e Hy Tasks 2lslole
1 total item
Select 0 | *Type * Location  Notes 4 Due Date ‘ * Days Remaining

Centificaton of Vacason Acorual leave as of 002772017 10112017

A list of the leave balance and leave taken will be displayed on the next screen. Review the list, and if
satisfied that the request leave is correct, then click on Certify Leave.

eCORPS 7))

#Home ) Tasks | Leave Confirmation: Certify Leave ) @l‘

» Certify Leave
Leave Certification

B Certify Leave, | confirm that my

Leave Balance

For period beginning: 9/1/2017

Leave Type Beginning Balance Current Period Activity Anticipated Balance
Annual Leave 48.00 2.50 50.50
Sick Usage since 1/1/2017is 0

Usage since 1/1/2017is 0
Usage since 1/1/2017is 0 Days

Usage since 1/1/2017is 0 Days
Usage since 1/1/2017is 0
Usage since 1/1/2017is 0
Usage since 1/1/2017is 0
Usage since 1/1/2017is 0
USAEESH'\CE 112017is 0

Cancel
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Glossary
Analytic list: Found on the left-hand side of a portfolio when more than one analytic is contained there.

Analytics: The dashboard-like areas that take most of the screen when in a portfolio; usually a large
space over a white background where most of a portfolio’s data is contained.

Anticipated leave balance: The calculation that reflects the beginning balance minus any current period
activity (including pending requests).

Beginning balance: The leave balance at the beginning of the period (these cycles are month to month).
Client ID: A unique set of numbers specific to your organization to identify it within our system.

Current period activity: Changes in the balance for the current period; any accrual, forfeiture, or leave
taken that has been approved in the current period.

Drawers: The rectangular buttons you see on the Home Page containing information about users or the
company which are functionally grouped together. Examples: Tasks, Notifications, Workflow Activites

Gadget(s): Data within an analytic that is grouped in clusters and closely related. Examples: Hire
Information, Primary Position Information

Glass: The yellow overlay that appears over modifiable data.
Global bar: A two-icon section comprised of a calendar and a logout action button.

Interaction bar: A three-icon bar located in the upper right corner of the screen that allows the user to
modify editable data, print gadgets, or reload the analytic.

Leave balance gadget: Provides information about the status of the user’s leave balance

Leave certification: An action capturing an officer or leave requestor’s agreement to a period of leave
taken.

Leave type: Types of available leave. Examples: Admin leave, Annual leave, Maternity leave

Navigation bar: Found at the top of the screen in the eCORP system; displays to the user their exact
location in the system. Example: HomeaHuman Resource: Workforcea(Name of user): (Portfolio)

Officer Secure Area (OSA): A section of the dashboard only accessible to officers; civilian employees
prohibited

Portfolio: A tab or tabs within a drawer that contain related data. Example: My Profile: Payment
Information, Personal Information, Demographic data

Read-only gadget: A gadget that is not modifiable, depending on the authority of the user.

Rules of Behavior: An outline of acceptable terms and consenting conditions in order to access the
portal.

Transaction: An action that relates to a real work event. Examples: leave requests, leave approvals
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