Appendix D

Experience History Maintenance

The Experience History Maintenance program is used to update and maintain the experience
history for internal employees. The information kept in the experience history appears on the
Candidate Referral Roster (CRR) to be used to qualify candidates.

Triggers from DCPDS create experience entries when an employee’s assignment status
changes. The Experience History Maintenance program allows CPDSS users to view, add, edit

and/or delete an employee’s experience history depending on the permissions granted to the
user.

Logging On To Experience History Maintenance (EHM)

Step 1: From the Start Menu, Select Programs
Step 2: From the Programs Menu, Select CPDSS
Step 3: From the CPDSS Menu, Select Experience History
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If CPDSS is already open, from the main screen select the following button

L - Livakian P eriimme | Degsnn Gt vy

The main Experience History Maintenance window appears. This main screen will be blank,
and there will be a Search window.
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Finding A Candidate: Type the employee’s SSAN (XXX-XX-XXXX) or Last Name in the Search
window. Click the Search button to begin the search process. The wildcard “%” can be used in
the search. To search for Local Nationals place a check in the box next to the “Search for Local
Nationals Only.”

A list of names and SSANS will populate that meet the criteria from the search field. This search
will also provide information as to whether the person is an employee, ex-employee or applicant.
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Highlight and double click on the name to view.
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The current experience is located in the top portion of the screen. This data is pulled directly
from DCPDS. The experience history is located in the lower portion of the screen. The Detail
Assignment area will be populated if the employee is currently on a detail.
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To display additional information on any of the experience history entries click on the desired
entry. The following expanded screen will be viewable.
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In order to work in the experience history module, the following buttons can be used Add, Edit,
Delete, Refresh, Close, Cancel, Update, and Validate Data at the bottom of the screen. Some
of these buttons might be “grayed out” depending on the permissions assigned to the user.

g | Ed | Deee | Peen | Do | | _upzae | e[ |

. :
J
14| A [Femmce ot T T DL

In Lieu of using the Slide Rule the Arrow buttons will maneuver from one entry to another without
going back to the main Experience History Maintenance window.

Click on the LI button to view the Next record.

\4

Click on the ll button to view the Previous record.

\4

Click on the il button to view the Last record.

Y

» Click on the ll button to view the First record.

If you have “view only” permission/access, click the Close button when you want to return to the
main Experience History Maintenance window.
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Adding Experience

The Experience History Maintenance (History Details for: ) or Expanded Experience
History Maintenance window must be viewable.
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Step 1: Click the “Add” button at the bottom of Expanded Experience History Maintenance
window. This will bring an empty record in view. The fields are in an update stage when all the
areas are white.

Note: To avoid scrolling through the numerous GeolLoc locations, use the drop-down box to
select the desired Geoloc location. When the binoculars are clicked on, a search window is
presented. Enter a partial text of the desired GeoLoc and any matching locations will be

displayed.
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Step 2: Input data by selecting appropriate information from the drop down menu box located
next to the data field.

Step 3: After completing the required data, click the Update button. If any errors are detected a
message is displayed. If there are no errors encountered, the screen will return to a gray status.

Note: All data will be edited every time the Update button is clicked. After a successful Add, the
record will be displayed. The cancel button will take effect only if it is clicked before the Update
button. Remember when making any changes to an employee’s assignment this is the actually
database for Experience History that is being updated.

When the Update button is selected the following Edits are accomplished:

» Certain fields must contain a value: Experience Type, Start Date, End Date, Pay
Plan, Series, Grade, Supervisory Status, Work Schedule, At least one Skill,
and Skill 1 Percent

» Skill percentages must equal 100 %, total skill percentages cannot exceed 100 %

» Start and End Dates must adhere to the following rules:

- Start Date and End Date may not be the same

- Future dates are NOT allowed

- Within the same Experience Type and Work Schedule, the date range
should not have records overlapping any existing record (except for
Detail Experience)

Note: Only employees with a PSEUDO SSAN (who have two Experience History

records) may possess two Seasonal Full-time experience entries within the same
time-frame.

Step 4: Click the Close button.
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Editing Experience

The Experience History Maintenance (History Details for: ) or Expanded Experience
History Maintenance window must be open and accessible. The fields will be white when the
user is in the edit mode.
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Step 1: Click the “Edit” button at the bottom of Expanded Experience History Maintenance
window. This will provide access to the drop down menus and text fields.

Step 2: Edit the data by selecting the drop down menu and clicking the appropriate entry. The
only field that will allow manually insertion of data is the Percent (Pct) field. All other fields
require the use of the drop down menu.

Step 3: After completing the required data, click the Update button. If any errors are detected a
message is displayed. If successful, the button display is reset.

Note: All data will be edited every time the Update button is clicked. After a successful Add, the
record will be displayed. The cancel button will take effect only if it is clicked before the Update
button. Remember when making any changes that this is the actually database for Experience
History that is being updated.

When the Update button is clicked the following Edits are accomplished:

» Certain fields must contain a value: Experience Type, Start Date, End Date, Pay
Plan, Series, Grade, Supervisory Status, Work Schedule, At least one Skill,
Skill 1 Percent

» Skill percentages must equal 100 %, total skill percentages cannot exceed 100 %

» Start and End Dates must adhere to the following rules:

- Start Date and End Date may not be the same
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- Future dates are NOT allowed

- Within the same Experience Type and Work Schedule, the date range
should not have records overlapping any existing record (except for
Detail Experience)

Note: Only employees with a PSEUDO SSAN (who have two Experience History
records) may possess two Full-time experience entries with the same time-frame.

Step 4: Click the Close button.

Deleting Experience

The Experience History Maintenance (History Details for: ) or Expanded Experience
History Maintenance window must be viewable.
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Step 1: Open the experience history entry to delete. When the experience entry window is open,
Click the “Delete” button at the bottom of the Expanded Experience History Maintenance
window.

Step 2: A message box will display to confirm the deletion of the entry.

Espenence Hiztarg Delete

» Click Yes, to permanently delete the entry from the Experience history
Database.
» Click No, to cancel your action.

Step 3: If Yes is selected, the next experience history entry (descending order) in the employee’s
file will be displayed. If no other changes or deletions are required to the record Click Close.
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Printing an Experience Brief (Career Brief)

From the Experience History Maintenance screen, go File > Print Experience Report.
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Once the report populates on the screen, it can be printed, emailed, and/or saved as a file. Use
the icons at the top of the screen to export the report.
Example of how an Experience Brief looks:
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laW Privaoy aotof1874

EXPERIENCE BRIEF

Bo [ esoz0100 Off Syme CCP PAS: W E1MFRY7 Command: WTC
Gurrent Azaignment: PROTOCOL SPECIALIST, right-Paterson Afh, G reene, OH GPGN: 13552.PROTOCOL SPECIALIST 565 19.4F 1M AFFR
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Time Of Sward
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Education Training

Bssociate Degres
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