LABOR RELATIONS
F‘ UNITED STATES

POSTAL SERVICE

May 22, 2024 e

RECEWEY
Ay 2 & 7024

Mr. lvan Butts

President

National Association of Postal Supervisors

1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Ivan:
As a matter of information, the Postal Service is establishing an Enterprise Resource
Management System (eRMS) training for Lead Clerks to perform their assigned leave entry

responsibilities.

The course will be available in a web-based training (WBT) directly through the Postal
Service’s learning portal (HERO).

The eRMS Lead Clerk course provides an overview on entering, editing, and removing leave
as directed by supervisors.

The enclosed compact disc contains an electronic copy of 6504 eRMS Lead Clerk Course.

Please contact Lindsey A. Butler at extension 7194 if you have any questions concerning this
matter.

Sincerely

Bruce A. Nicholson
Director
Labor Relations Policies and Programs

Enclosure

475 L'ENFANT PLAZA SW
WASHINGTON, DC 20260-4101
WWW.USPS.COM
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Slide 1 - Title

Title HELP ol s ]

Enterprise Resource
Management System (
L ead I:Iark Ilnla Trainint

Slide notes

Welcome to Enterprise Resource Management System (eRMS) Lead Clerk Role,

Module 1: Valid Leave Requests.
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Slide 2 - Help

u Course Assistance

| lEi

Accommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions concerning the computer you are using
fo take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headquarters field employees, select the
HELP button to submit a ServiceNow ticket.

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
frouble. To resume the course, please select Return.

Course Resources

Slide notes
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Slide 3 - Navigation Instructions

Navigation Instructions HELP Wx | SScpinfocur
I
I
I
Help and
Show / Hide Rasodrces
Play / Pause Closed
Course Captions

Replay Slide Mute / Show /
Unmute Hide Table
Course Audio of Contents

Back to Continue to

m — — — — Previous Slide Next Slide  — —— m
(I Jofc]m]

Slide notes
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Slide 4 - User Information

i HELP | W{x | S$cplnfoCur
User Information JLE

I rantSlinats

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal, and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

I comwuz |
o] i Joe]n]

Slide notes
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Slide 5 - Objectives

Objectives 0) h asinel]

By the end of the module, you should be able to: aaad b

Slide notes

By the end of this module, you should be able to log into the eRMS application,
follow the process to enter leave entries in eRMS for paper PS Forms 3971s,
Request for or Notification of Absence, submitted for approved leave requests.

This module will discuss single-day entries.
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Slide 6 - About eRMS

About eRMS |ﬂ] sscpinocur

Enterprise Resource Management System (eRMS)

* Is a leave entry and attendance management application.
« Communicates with Time and Attendance Collection System (TACS) time clock in real time.
+ Leave entered in eRMS will transfer to TACS.

» Schedule changes made in TACS will appear in eRMS.

I come |
o] i Joe]x]

Slide notes

Enterprise Resource Management System (eRMS) is a leave entry and attendance management application.
Attendance issues as unscheduled absences affect almost every aspect of the Postal Service.

Entering leave properly in eRMS is necessary for effective attendance management.

It will save you time and benefit the Postal Service financially.

eRMS provides a variety of reports to assist in managing attendance.

eRMS and Time and Attendance Collection System (TACS) communicate with each other in near real time.
Leave entered in eRMS for all time clock offices will transfer to TACS.

Schedule changes entered in TACS will appear in eRMS.

Time card offices need to ensure leave entries are made in a timely manner in both applications.
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Slide 7 - eRMS Security Requirements

eRMS Security Requirements i HELP Iijﬁ $$cpinfoCur

+ eRMS data is sensitive.

» Users MUST log out of eRMS if they will be away from
their computer or application for a while.

* Only print reports when necessary.

» To view a report on screen, toggle between the
eRMS module and the Acrobat Reader report by
holding down the <ALT> key and using the <TAB>.

+ Keep printed reports secure.

Slide notes

eRMS data is sensitive. Every effort must be made to safeguard eRMS access and information.

It is mandatory that all users log out of the eRMS application when not using it or if called away from the computer.
As much as possible, avoid printing hardcopy reports.

If you run a report and wish to refer to it onscreen, you can toggle back and forth

between the eRMS module and the Acrobat Reader report by holding down

the Alt key and the Tab key to move from icon to icon.

When you print reports,

make certain you keep them secure.

Do not leave them at the printer. Shred them prior to discarding.
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Slide 8 - Accessing eRMS

Accessing eRMS Iﬂl sscpinfocur

Blue United States Postal Service Fuizhiiy

Log On | Search | LiteBlue | Help |USPS.com | Accessibility

Home My Work MyHR Inside USPS Monday, January 29, 2024
Essential links b Search Go
Featured topics ~ This California retiree collects — and Al =

returns — old postcards :
— Departments/Functions
Accessing LiteBlue Safely Posted 1/26/24 at 7:26 am P
Bank Secrecy Act Compliance Archives Sign up for Link mobile Board of Governors &
Business Intelligence Capacity
Model (BICM) Have you visited the new Postmaster General
€360 MyHR Website?
N
Connecting with Customers Applying for  job, planning for retirement or have a gerylpus‘masmr
Consumer Advocate question about an HR topic? The MyHR website enera
1 provides access to applications and information
Contious lmp[Tvement allowing you to complete HR tasks quickly and easily. { "”',"- Chief Information Office
Coronavirus employee i 5 Q -
Visit the MyHR website w -
IESOUICES (LITITY Chief Technology Office ™
CRDO Resource Library
CyberSafe 0 q Commerce and Business ™
Electric Vehicle and ;

ePayroll N o e Solutions
Environmental Affairs and B RN » o
Corporate Sustainability Launch Corporate Affairs
Forr January 22, 2024

i Corporate B

Front Line Supervisor's Toolkit g
Communications

I _
(o] 0 Jofe=]~

Slide notes

As a lead clerk, you may be tasked with entering
supervisor-approved leave as part of your job duties.

To log into eRMS, the system of record for all leave entries,

go to the “MyHR” tab on the Blue USPS page.
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Slide 9 - My HR
vy HR 0| squy

B3, | MyHR | Mhatasynaiocking o Q. Monday, January 29, 2024 at 8:26 AM @~

About Human Resources ¥  EEO Programs ¥  Employee Development v ‘ Forms, Policies, & Tools A | Hiring & Employment v

Pay & Benefits ¥  Retirement v  Sa .
Forms, Policies,

(D Alert: To access frequently used HR systems such as eCareer, eBe: & Tools t View All under

MyHR Apps on the homepage.
HR Applications

HR Forms Library

Welcome’ HR Policy Library
EM PLOYEE! . HR Procedures Library

HR Tools Library
Elevate your employee experience with
streamlined and centralized access to a wealth
of personalized Human Resources information
and tools. Access available apps, and stay up-
to-date with the latest MyHR news and updates.

USPS Glossary

MyHR Apps | ¢ Edit 2 View Al @ Help

(O 1 Jof ek

Slide notes

From the MyHR screen, select “Forms, Policies, & Tools,” then select “HR Applications” from the drop-down.
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Slide 10 - Applications Library Page

Applications Library Page

= | E Blue | Homz

G Google E liteBlue M) TCMS-Bets offi Citi Commercial Car...  2td ATD | The World's L. D Succession 2 CenarioVR

nited States Postal Service

Blue u

A BN (R SO
et ELB Leamng Accou... "’ Skillsof: Electronic..
UNITED STATES
POSTAL SERVICE «

LogOn ‘ Search |Ute5l.1e ‘ Help ‘USFS.wm | Accessibiity

Monday, January 29, 2024

Essential links e Search Ga
Featured topics ~ This California retiree collects — and returns — old All Departments/Functions
posicards

Accessing Lite3lus Safely Posted 1/26/24 2t 726 am. Board of Governors i

Bank Secrecy Act Compliance Archives Sign upfor Link mehile %

Busiress Intelligence Capacity Maodel Postmaster General

(BICM)

— Daputy Postmaster General 2

Connecting with Customers Chief Information Dffice v

Consumer Advocete

Continuous Improvement Chief Technology Office Y%

Coronavirus t‘ile]UyEd [Esources i -

CRDO Resourcs Library Commerce and Business

CybeSae Solutions

] Corporate Affairs i,
E MyHR Blue [ LiteBlue / USPS.com [ Privacy Policy [ MyHR Support

o] i Joe]n]

Slide notes

From this screen, use the radio buttons to filter the Category by “Pay & Benefits”
and the Access Type by “Blue Only.”

This will minimize the options to search through.

Select the “Visit” link for “Enterprise Resource Management System (eRMS).”
This will take you to the eRMS Home page.

For faster access in the future, select the star icon next to favorites to add it

to your MyHR Apps on the MyHR Home screen.

Note: Another option for accessing the eRMS Home page is to type “e-R-M-S”

in the address bar of the Blue Page, then select “Enter” on your keyboard.
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Slide 11 - Start eRMS Link

Start eRMS Link HELP W) | Sscpinfocur

UNITED STATES

Blue United States Postal Service POSTAL SERVICE

niry, we delivar f Search | 1FeRIR | HAp | LUS3S cam

mmm EEREEE
fRMS : | A\
& |

2 enterprise. Resource, Mana;

" Appliratinn
e ATTENTION ATTENTION ATTENTION ATTENTION
SAE Knowledge
S TACE/eRMS PRD Unlx Weekly Paiching will be 02/10 - Friday from
B S Ourvizw 03:30am-08:00am [CST).

.fﬁif&:ﬁﬂr}mm ITusers have connected to TACS/eRMS server that s gettng pa‘.cred, wil
Feld Coungl cet disconnectad. Users can re- ocir without any error.
® Qeprezentative
Feld Cirectory

o Ticinin/Olhier
Information

w E3ME Raports znd
Updates

o Meed Arress? a 1o
ARIS

= TACS [lome Page

Quesliun abuul eRMST? Click here bo ask an expert.

" BAVE Heln rage Click Hera.

Restricted Information

e s WARNINC! FOR OFFICIAL USE ONLY
This iz a 1S, G
BCCESS O USE C
the United Giztes
irtarcapaac, racord

Slide notes

Select “Start eRMS” link located on the left side of the eRMS webpage.
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Slide 12 - eRMS Login

eRMS Login sscpiocur

Select “Connect” to continue.

@ Logon
ACEID: | |
ACE Password: | |
Database: | |

| Connect I Cancel |

NOTE: eRMS will return you to the start page if
you have three failed login attempts.

o] i Joe]n]

Slide notes

Enter your ACE ID into the first field on the screen and tab to enter your ACE password.
Tab to enter the database name.

Note: The eRMS database field is e-r-m-s number-number.

The numbers are the same numbers you use to log into TACS.

Also note that eRMS will return you to the start page if you have three failed login attempts.

Select “Connect.”
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Slide 13 - Computer System Warning

|t | )|, s

Computer System Warning

EH UBPS Camputer Sys

United States Postal Service Computer System
WARNING!
FOR QFACIAL USE ONLY ..

This is & US Goverment computer system and is intendec for official and other authorized use anly.
Unauthorized access or use ofthe system may subject violators to acministrative action, civil, andior
trimina prosecution under the US Crminal Code (Tite 18 USC 1030).

All Info onthis computer system may be monitored intercepted, recorded, read, copied, or capiured
and diszlosed by and to authorized personnz| for oficial purposes, including ciminal prosecution.
'fou have no expectations of privacy regarding montoring ofthis system.

Any authorized or unautharized use of this computer system signifies consent ‘o and sompliance
with Postal Sevice policies and their leims.

: | agree with these conditions : I do not agree with these conditions
J:I comwuz |
I Jofe]m

Slide notes

To continue, you must agree with the conditions stated on the USPS Computer Security Warning.
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Slide 14 - eRMS Home Module

eRMS Home Module | SscplnfoCur
Mt ke w0 T 3 m @ 0 . B

k ik, the US=5 emp 22 n2ws sife, -2 more informiat 37 at 1<usps 0. Trezead - fo- -ominzticns for the 2023 L5PS 5. stinzhilite 2izellence amards is Verch 2
|z eRMS - Enterprise Resource Management System I Hide Taolbar Tickertape I
2 W - -
System Exployes Leave Reports Switch Window Display ToolharTickertape
@'RMM Orn - 03 leme Meodule wd 042 - Restricted Information
Hide Tickertape
ERM100 ERMS Home Module i
Display Tickertape
Roles Message Type Employee Last Name
lAII Reles lAI Message Types I Speed Up Tickertape
Slow Down Tickertape
Employee Name Emp IJI Oceur Dl Create Date I Type I Sende
d Help
-
About
- Refreah Message Count
-
> Farward
e New Message
>
L
3 Raspond
- || Deactivale
L 'Ok
=]
Log Out/Exit I

I comwuz |
o] i Joe]n]

Slide notes

The Home Module appears every time you log into eRMS

and each time you switch to eRMS from TACS.

If the ACE tickertape is scrolling across the top of your computer screen

when you log into eRMS, it will interfere with your ability to access the drop-down menus.

To hide the tickertape, right-click on it, and select “Hide Toolbar Tickertape.”
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Slide 15 - Leave Entries

Leave Entries gﬂ| SscplnfoCur

Blue United States Postal Service [=EeRtie

3 . e | L1 o | LF3ow
[ L Lo
oAMS |

Ay, Kesurnn, Mg Spermm )
ATTENTION ATTENTION ATTENTION ATTENTION
TACSRRME PRE .I;: ke 0210 - Froay fam
1 1 H H £e4% havs ' ¢ ¢ : Hu ale
Now we will discuss timekeeping for T deotreote s chuaapaap oy

supervisor-approved leave entries for paper
PS Form 3971s, Request for or Notification
of Absence, submitted by an employee for
advanced leave request.

I oz}
o] i Joe]n]

Slide notes
Now we will discuss timekeeping for supervisor-approved leave entries for paper PS Form 3971s,

Request for or Notification of Absence, submitted by an employee for advanced leave request.
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Slide 16 - Single Day Leave Request 1

Single Day Leave Request 1 W) | SscplnfoCur

—lUnted Sats FostalSenvce-Resticdl}  Golact | egve Management” from the
System Employee Leave Reports Switch drop_down menu to Continue.

B Rma10r0 - Hof Leave Management, . x|
LG [ e R ERMS Home Module Restricted Informat
FMLA Management... flisten
F Supervisar Comments sssage Type Employee Last Mame
Im ] IAM Message Types | [ Refresh I
EmpioyeeName | EmplD| OceurD..| CreateDaie | Type | Sender | < Outstanding Messages
. -

S Il
T |
> : __:
[3 ‘ Run it
= d
: 7 Forward
* ‘ New Message
r |
> |
= \ ! ! ! Raspond
] ‘ ] | I A | Deactivate
1 K]
Message Text

Slide notes
On 02/02/2023 at 0800, your supervisor gave you an approved leave slip for
Tom Smith for 8 hours of Annual Leave (AL) for 02/23/2023.

From the Leave drop-down menu, choose “Leave Management.”
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Slide 17 - Single Day Leave Request 2
Single Day Leave Request 2 HEE | W) || SScpinfocur

| United States Postal Service - Restricted Informalion
System Employes Leave Reports Switch Window

EERWWUFU - Leave Management v4 042 - Restrictad Information ﬂ |
L — —
Employee D Finance &
Employee Name: Pay Location:
Level: Stap: Type: EOD Date:
ol January 2023 I Select "Find” to continue.
St S Mon Tue Wed Thu Fri Sat E
T PN R ‘
T s s | w || w2 [ 17 & [s ie 7 8 3 wi .
T e [ e o e s s e e || F 7Y
14 ‘ 15 16 | 17 || 18 19 | 2 1 12 ! 3 1 18 16 AL ‘ —
[a[= [= [a[ === [®[e [a[=]afa]a]
o [29 30 3 T »

Legend TSN [IEw]  SDO | Hoiday | FMLA | [IGHEESSH Lioht Duty D -Denied * - Admin Act| P- Pending

Add
Employes Information  Leave SUTIA | Leays Request | FMLA Summary |
- Employee Balance : Edit
PayRollSILBal 000 PayRoll AL Bal: I j00  20PPVierkHrs: 000 0DaysUS: i Deny
eRMS SILYTD: .00 eRMSALBal | oo  LestUs.[Days): 0 180DaysUS: 0 =
EMave
eRMSSILBal 000 eRMSSLOCYTD:| gy  #FLMAonFile: 0 35DaysUs:| ]
- o= —] . - Lv Details
Total COP Days: 1 eRMS FMLA YTO: | 0.00 MessagingU §:| 0 —

SRY Mem FIALA YTD: | Frint 3971

Deems Desirable -
Documentation Required | | Date From: | Date Through: Close |

Slide notes
You could enter the Employee Identification Number (EIN) and hit Enter,
but Tom’s EIN is wrong on his PS 3971. In this case, use the Find function.

To use the Find function, select the “Find” button.
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Slide 18 - Single Day Leave Request 3
Single Day Leave Request 3 W) || SScpinfocur

_:f United &tates Postal Service - Restricted Information

ystem Employee Le F viteh Window
THERMA10F0 Find Employee w4 042 Restricted Infon

Finding an Employee
Roles: :AN Roles | J Last Name:
Emp ID: . | First Name:§ |
! OR
—_— O — Finanea Nbr: | W " -
S| Fliv m Select "Find” to continue.
Employees Matching your Query
—— Select
Sortn  Employee ID Last Name First Name Occupational Title Fin# l Pay LW-I I

> )

2]

Close

(O 1 Jof ek

Slide notes

Enter the employee’s last name and first name, or any portion of either one.
Using the Find function is a good instance of less is more.

Try entering only the first three letters of the last and first name,

and let the computer find the full name.

In this case, enter “S-M-I"’ for Smith and “T” for Thomas.

Note: If you enter “T-O-M,” the system will not find “Thomas.”

Select “Find.”
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Slide 19 - Single Day Leave Request 4
Single Day Leave Request 4 ) | $ScpinfoCur

::E United States Postal Service - Restricted Information

vich Window
EERMA10FD Find Employee v4 042 Restricted Information X
Finding an Employee :
Roles: | Al Roles | LastName: | s i
Emp ID: | First Name: ;:T
: oR - .
—_— R — Finance Nbr: ;’ J
—_—mm J r =
Subgroup: | I Pay Loc: | J
Employees Matching your Query -
Sort v Employee ID Last Name First Name Qccupational Title Fin# I Pay LWI
|; | SMITH THOMAS - - : -

Select “Select” to continue.

Close I

(O 1 Jof ek

Slide notes
To highlight the row, select the carat in front of the row with Thomas’s EIN and name.

Once the employee, Thomas Smith, is highlighted, select the “Select” button.
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Slide 20 - Single Day Leave Request 5

rantSlinats

Single Day Leave Request 5 HELP ) | SScpinfoCur

:j United States Postal Service - Restricted Information

System Employee Leave Reports Swich Window
EERM-WFD - Leave Management vd 042 - Restricted Information

Employee Inforniation

=

. - : Clear
Employee ID; s o Finance #: W At Sy -
E i on: | Find
mployee Name: Smith, Thomes 6. Pay Location: S50 s (e
Level 08 Step: 0  Type:FIR EQD Dale: 011171998
<y Jaaym . Py | [
Sun  Men Tue Wed Thu Fri St Sm Mon Tue Wed Thu P
1800 | 2 3 4500 5 (] 1800 H 3 Chg View |
7 [Eso] s w0 Twewo| | v 4 [swo|s | 7 (s s | w
o] w v memo e | w | a0 [ 1 | w o 6 | @ Print 3972 |
‘ 2 |zzsm'. = | 2 e m.| ar 9S00 | W | 7 2zsuu u |
‘ Wm0 W | 7 | x __mno‘ 7 | @

et BTSN I | 500 vy | WA IR L0y -0 - At -erng |
] Edit

Employee Information  Leave Summary Leave Request -
n n e

Laave Apmroved san 2an e Oclect "Add” to continue.
Sor Leave Type | His | Sch Date  Time  Daf
| T _ VORI
= i e
; . = — : 1 T ; Print 3871
H] lai 1 4
H I B 1 j j 7 Tacs |

Denied Leave is Shownin Red Close !

o] i Joe]n]

Slide notes

You will be returned to the Leave Management screen populated with Tom’s leave history.
The calendar displays two months: the current month and the previous month.

You can view additional months by clicking the double arrow button located

on each side of the calendar screen.

This allows you to review prior months and future months.

Note: All leave is color-coded and/or notated according to the legend below the calendar.

Select the date 02/23/2023 on the calendar and select the “Add” button.
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Slide 21 - Single Day Leave Request 6

Single Day Leave Request 6

:j United States Postal Service - Restricted Information

System Employee Leave Reports Swich Window
EERMMDFO - Leave Managzment v4 042 - Restricted Information

Employea Information
Employee ID: b0

Finance : WA A s |

ployee Name: Smith, Thomas G.

Levei"_ll_i_ s1ep:' _ﬂ_: Wpe:‘Fm

Pay Lacation: S0 s e
' EODDate: 0117G38

<

Sat S
[19130 |

B ENEN
S AN

& |@soo | uw ¥

PR S ecred )

Clear

i

Find

for this entry?

AddIEdH Leave

Submitted:
Schedule:
BT; o
oL 1w
L 118
ET; 1§80

Leava Data: ‘02123!2023 Theu: m

Total Rag Hrs: | 00 |_u;m_a_

Select "No” to continue.

No Call Received:

T TCms:

Yes No

Is your absence a result of a joh related conditien?
Is this leave FMLA? (0])

Are you requiring documentation for this absence? |
Schodulsd? co

Cancel | Continue Salact FMLA Cass |

January 2023 I February 2023 =
lon  Tue y Wed T Fi St Sun Mon Tue Wed Thu : Fri |
2 v fapol s | ¢ | 1800 @ 3| ChgView |
[ L eRMS - 0424 _XJ 9 | 1
B | | Would you like to have a confirmation number | 1 | 1 1‘

= [

hict P-Pending

Print 3972

| aa |
Edit
- Deny
Remove
:__Lv Details |
Print 3971
TACE
Close

o] i Joe]n]

Slide notes

A pop-up message will display, “Would you like to have a confirmation number for this entry?”

Select “Yes” or “No” appropriately, but remember that if you select “Yes,”

an email will be sent to anyone with the supervisor role for Tom’s pay location.

Select the “No” button to continue.
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Slide 22 - Single Day Leave Request 7

Single Day Leave Request 7

$3cpinfoCur
rentSlinets

Systern Employee Leave Reports Switch Window

Emplayee Information

j United States Postal Service - Restricted Information

ERMMDF[] - Leave Management v4 042 - Restricted Information

L

Legenct: [T (0] | SDO | Holiday | FMLA " [ERESSH] Liohi Duty D -Denied * - Acmin Act P-Pending

e e o Clear
Employee ID: w0 Fiflance #: WA A s | 4
Ermployee Name: Smith, Thormas G. Pay analion:[ P — Find
Level: 06 Step: 0 TypalFIR EOD Date: 011171868
<« January 2023 February 2023 [
Sat Sn  Men Tue Wed Thu Fri St Sum  Mon  Twe Wed Thu Fri
1§00 2 3 4500 § | B 1500 2 3 Chg View
‘ 7 |ssm' 8 0 4s0 2 | B | & [ss0 |5 | 1 |00 8 1
{ |4J B0 15 | AT 8sp0 | 10 [ |t Iﬂisno[ 3 | o ls0 6w Print 3072
2 [mwo B m w0 x| z| ® w0 » | A 20 u
] |:nsm » 'R % H500 ‘ 7 | n

Add

Cancel I Continue Isygc

AddiEGit Leave _ _ Edit |
Leave Date; (223023 Thpy @Z5HE  Time: ' Laave Type: l = Deny

Total RegHrs: 80 Datais | Tl 1530 se71Cmts: |

T r r [ Remove |

Submitted:f 120202 No Call Reczived: e B

Schedul, Lv Details
g 100 s your ahisance a rasult of ajob ralated condition? |
o @ Isthis leave FLA?  © 0 <1 | | Print 3071

e _1‘5] Are you requiring documentation for this absence? -

i L 418 n = " -
) bl Select “Continue” to continue.

o] i Joe]n]

Slide notes

Enter Submitted date and time, 02/02/2023 at 0800.

Select “Continue.”
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Slide 23 - Four Questions

Four Questions

j United States Postal Service - Restricted Information

System Employee Leave Reports Switch Window
ERMMDF[] - Leave Management v4 042 - Restricted Information
Employee Informaticn
Employ\eeID:.- l i [ N e
Employee Name: Smith, Thomas 6. Pay analion:[ P W .
Level: 06 Step: 0 TypalFIR EOD Dale: 017898

i January 2023 [ February 2023 a2
Sat Sn  Men Tue Wed Thu Fri St Sum  Mon  Twe Wed Thu Fri
1500 2 3 4800 § | B 1500 2 3
‘ 7 | esoe| g 0 41sbe 02 | 1
{ " ‘15500' 18 LA - | bl

N B0 B 4 25800 % il

Legenct: [T (0] | SDO | Holiday | FMLA " [ERESSH] Liohi Duty D -Denied * - Acmin Act P-Pending

Ssmnfocur

linp®s

Clear

Wil

Find

Chg View

Print 3972

LMl

Add
Edit

AddiEdit Leave : :
Leave Date; (223023 Thpy @Z5HE  Time: ' Laave Type: | =

——— - Deny
Total Reg Hirsi 800 Dalsls | Thru| 155 sa7icmts: | ] »
Submited: | 1202 i il — B emove |
Schedule! = J
BT: 700 ks your ahsanca a result of a job related condition? L E
i oLe) n " -

o rm sy O Select "No” to continue. ||
L 15 Are you requiring documentation for this absence? oLy

: Scheduled? oe |
AN

Cancel Continue Selact FMLA Caza ‘

Cloge

o] i Joe]n]

Slide notes

Now you will need to answer four questions in the order they appear.

Select the “Yes” or “No” radio buttons.

Refer to the Four Questions Job Aid on the Help page for more information.
Select the “No” button to answer the first question,

“Is your absence a result of a job-related condition?”
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Slide 24 - Question Two Response

Question Two Response

System Emoloyes Leave Repars Switch Windaw

Employee Information
Employee ID: s o0

EERMMDFG - Leave Managament vd (42 - Resfricted Informeaticn

j United States Postal Service - Restricted Information

Finance #: _ “;

Employee Name: | Simith, Thomas G.

|Pay Location: sk s et |

Leve!‘|£_ Step:ID_ Type: FIR

| EOD Date: (1738

« January 2023
St Sun  Mon  Tue Wed Thu
[muo | 2 3 lamo ] 5 |

‘ 7 Issnol s [1131:0]; 12 |

il
17 18800 | 10 l

{ 14 |t5spo| 16

2 |2s00 | 30 n

# |2s0| B | u |mso| m|| ¥ | B
i

Legend [ (ISoe]  SDO Holidzy | FMILA™ RS LiohtDuty | D -Denied * - Admin Act P-FPending

I February 2023 |ed
Fii Sat  Sun Mon Tue Wed Thu Fri
6 1500 2 3 Chg View
13 4 smm 6 780 9 1 ‘

ﬂsun\ 9 | u fwso 6 | 0| Print 3072
IR - [

msm‘zr |

Add

InfoGur
Slinadd

Add/Edit Leave . el
Leave Date; 02230023 Thry; D288 Time: 0 Laave Type: E Deny
IotalllegHrs:.sm Datails Thre:| 1550 ag7qcmis: | KOTICD
nyt] o . 2 || ]
Submitted: 02022023 | C No Call Received: Yos No —_—
Schadula:
BT:[ m Is your absence 2 result of a job related condition? © | * u
- ; WA =

o o L Select "No” to continue. ||
1L ‘ i e you requiring documentation for this sbsenee? ©

i Scheduled? 6o |
ET:| 1350

Cancel | Save | Selsct FIILA Case |

Close

o] i Joe]n]

Slide notes

As you answer the four questions, notice that the PS 3971

comments box is updated automatically to reflect the responses.

Select “No” to answer the second question, “Is this leave FMLA?”
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Slide 25 - Question Three Response

Question Three Response | | ey

:_] United States Postal Service - Resfricted Information

System Employee Leave Reporls Switch Window
ERM4'IUFU - Leave Management v4 042 - Restricted Information

b
Employee Information
] ————— : Clear
Employes 10: w10 i i et |

Employee Name: Smith, Thomes G, Find |
Level: 06 Step: 0 TypalFIR | EOD Date 0111692
o January 2023 [ February 2023 B

Sat  Sn  Men Tue Wed Thu Fri St Sun  Mon  Tue Wed Thu. Fri
3

1500 | 2 3 4so | s | 8 1500 2 Chg View

‘ | gsoo| @ n nse 2 | 5| 7 8800 10
I ' i | ' | t w0 € | om0 -
| w0 6 | o w0 [ o] | | ) Print 3972
N | use B M 25500 b a N ZS00 el u
] !zssno £l 3 | n
il |

AGAiEdl Laave Edit

Legend: [EEER0 [TF0%] | 80O | Holiday | FMUA™ [MBIRIESR Lioht Duty D -Denied *- Acmin Act P - Pending Add |

Laave Date:  DE232025 Thnu: |‘717134202:s Time: " Leave Type: | = Deny
Total Rog Hrs:| 801 Datss | Thru:| 1530 3971cmts; | NOTICE KGT FIILA

z o Remove
Submitled: 02020z | 0300 No Call Received: . B
Schedulei e |
B T@ s your absence a result of 2 job related condition? © %

< i " " .
o o sl FLA? Select "No” to continue. |
= 1 s you requiring documentation for thiz absenca? 4

T |
. B3 -

Cancel ‘ Save [ Selact FMLA Cass ‘ Close

o] i Joe]n]

Slide notes
Select “No” to answer the third question,

“Are you requesting documentation for this absence?”
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Question Four Response LD ] ey

| United States Postal Servics - Restricted Informatian

System Emoloyee Leave Reporis Swich Window

[EERM410FD - Leave Managsment v4 042 - Resticled Information X|
Employee Information ol
Claar
Employee ID: s 1 Finance & WA A S 4
Employee Name: Smith, Thomes G. Pay Locah'on:[ T —— ——. I Find |
level 06 Step 0 TyplFIR |  EODDate 01117738
sl January 2023 | February 2023 >

St S Men Tue Wed Thu Fi  Sat Sm Mo Tue Wed Thu  Fi

}sno 2 |3 Hqsno || s|| 6 ﬂ_ﬁ_: Chg View

7 [sso | ® o [fmsoo | 2| w4 '5590‘ 6 | 71 es0 | 9 10

w s | |wso] | m| n [msw| w | u w0 6 | v

il 22500 n | e stsnc || 26 || o 18 WSDO‘ n il 22500 n U

B Wm0 WA 5 oo | ¥ | »

Print 3972 |

Legend JETR N [ISoie] SO Holiday | FMILA NSNS LiohtDuty D-Denied *- AdminAct P -Pending s

AddEdit Leave Edit |
Loave Date: 0223203 Thu: B2 Time: "0 Leave Type: = Deny J
Total Reg Hrs; 600 Dl Thru:| 1950 3a71Cmts: | NOTIOD KOTFA —
o . I Remove

Submitted: (2022021 | CAO0 No Call Received: e al
Bchadula: PP
ET: 7.00 Is your ahsence a result of a job related condition? - . -

—_— . A w " =
o m biilene sy © Select “Yes” to continue. ||
1L s Are you requiring decumentstion for this sbsence? e,

Sehadulod? ¢ |

ET 1350

— Cancsl Seve T Select FNLA Case | Close

o] i Joe]n]

Slide notes

Select “Yes” to answer the fourth question, “Scheduled?”
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Slide 27 - Single Day Leave Request 8
Single Day Leave Request 8 k HELR | W) || SScpinfocur

| United States Postal Servics - Restricted Informatian

System Emoloyee Leave Reporis Swich Window
EERMMDF{J - Leave Managzment v4 042 - Restricled Informaticn 5.t |
Employee Information g
Employee ID: e Finance & WA A s e
Employee Name; Smith, Thomes G. Pay Locah'on:[ ) e . Find |
Level 06 Step: 0 TyperFTR | EODDater 011171398
« | January 2023 |l February 2023 »

St Sun  Mon Tue Wed Thu Fri St S Mon Tue Wed Thu Fi
10 2 | 3 lqsno | | § 100 2 3 Chg View
7 [sso | ® o [0 | w | + | ssmw ‘ 6 | 71 es0 | 9 10

| ‘ | S |
M 1580 16 | 17 “1esnc [ :| 0 | __12300_\ 9 | u mwe 6 | W P".mm|

n om0 B |2.1 [zssno” za| n 9S00 | A n 2500 u

® @mso W@ 5 oo | ¥ | »

Legend JETR N [ISoie] SO Holiday | FMILA NSNS LiohtDuty D-Denied *- AdminAct P -Pending

Add/Edit Leave " |
Loave Date: 02232023 Th: 02252033 | Time; 70 LeiveTypeI I:=I I
Total Reg Hrs:| 600 © Thru: | 1551 3971Cmte: | NOTIOD NOT Fld_ - .
Submitted: (2022021 | CAO0 No Call Received;

Schadul vt | Select the Leave Type drop-down
ET: 00 Is your absencs a reswlt of a job relatad condition? '. ' menu button to contlnuel
oL W I this leave FMLA? 20

\L- 150 e you requiring documentetion for this absenee? . (®

Sehadulod? il
Cancsl Save

Slide notes

When you answer “Yes” to the last question, “Scheduled?”
the “Leave Type” drop-down menu becomes available.
Select the button to the right of the Leave Type field,

and a list of leave types appears derived from your responses

to the questions and the employee’s leave balance.
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Slide 28 - Single Day Leave Request 9

Single Day Leave Request 9 k I M) || SScpimocwr

| United States Postal Servics - Restricted Informatian

System Emoloyee Leave Reporis Swich Window
EERMMUF{J - Leave Managzment v 042 - Restricted Informaticn X |
Employee Information =
Employee ID: e Finance & WA A s :
EmplweeName Smith, Thoms G. PayLocatim:[nm . Find |
Level: 06 | Step: u TypeFIR | EODDater 01171938
24 S . List of Valid Leave Types X
Sat : Sun Men Tue Wed Thu Fri Sa e
1800 | ‘4500 | 5 | ] Chg View |
— . Find 0% A
T BsbO | 11800 | | [ B 4 o
I :1ssm | ‘1!300 | It | 1i Leave_Type Print 3072 |
[ ~ 000-12 ABSENT FROM OT -
B B0 | [zssno| % | 1

. 049-00 OWCP - REGULAR
®m @m0 w  wm (5500 ANNUAL LEAVE - REGULAR
055-01 ANNUAL LEAVE - LIEU OF SICK LEAVE
- 055-10 ANNUAL LEAVE - EMERGENCY
SR sched |unsched IS UINREEEIN TRR) ] 056 09 SiCK LEAVE -REGULAR
Add/Edit Leave : 0B80-00 FULL DAY LWOP
Lowvo Dot OO0 Tho: |2 | Time:| 10 Leave 060-01 FULL DAY LWOP - IN LIEU OF SICK LEAY

Total Reg Hrs: 00 ) Thra: | 1550 3a7 O71-00 GOP - REGULAR
Submitted: (12022021 | G300 No Call Received: — 086-00 OTHER PAID LEAVE
Bchadula:
ET: 7.00 Is your ahsence a result of a job related condition? -
oL -
om "M Selact "OK” to cont
o D ele 0 continue. %

Slide notes

If the employee does not have sufficient leave balances to cover the request,

the Leave Type associated with the insufficient leave balance will not be displayed.
However, the eRMS application has been designed to accommodate an

employee who has requested and been granted Advanced Sick Leave.

Even if the employee does not have a sufficient sick leave balance,

sick leave will be displayed as a leave option.

Select “OK.”
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Single Day Leave Request 10 | ") ] ey

| United States Postal Servics - Restricted Informatian

System Emoloyee Leave Reporis Swich Window
@ERMMDFU - Leave Managzment v4 042 - Restricled Informaticn

Employee Information

Employee ID: s Finance & WA A S

Employee Name: Smith, Thomas 5. Pay Locah'on:[ ) e
Level: 06 Step 0 | Type:FIR | EODDate: 0171988
<« | January 2023 | February 2023 i

St S Men Tue Wed Thu Fi  Sat Sm Mo Tue Wed Thu  Fi

g0 2 | 3 Hqsno '|| s|| § 100 1 3 Chg View
7 [sso | ® o [fmsoo | 2| w4 '5590‘ 6 | 71 es0 | 9 10

w s | |wso] | m| n [msw| w | u w0 6 | v P|1'r|l3972|
? BSO B | u stsnc | = ” 7 1 12500 ‘ 2 0 250 n ol || =
B Wm0 WA 5 oo | ¥ | »

Legend JETR N [ISoie] SO Holiday | FMILA NSNS LiohtDuty D-Denied *- AdminAct P -Pending s

AddEdit Leave Edit |

Loave Date: | 223203 Tho: | 255225 | Time:| "0 LeaveType: 05600 SICK LEAVE - REGULAR = = J
Total Reg Hrs: 600 Ds Thra:| 1557 371Cmts: | NOTIOD NOT Fid_A —

Submltted: (2022051 ‘-:83[- No Call Received; e al

:?MUIQ;_DD Is your ahsence a result of a job related condition? - .

oL Hm Is this leave FMLA? [ ®

I _150 e you requiring documentetion for this absenee? . (®

Sehadulod? ol

ET:

Select "Save” to continue.

e

o] i Joe]n]

Slide notes

Select “Save.”
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Printing One-Day 3971 Request

System Emoloyee Leave Reporis S

Employee Information

| United States Postal Servics - Restricted Informatian

i Window
EERMMUF{J - Leave Managzment v4 042 - Restricled Informaticn

Leave Date: 02232023

T

Employee ID: e Finance & WA A s
Employee Name: Smith, Thomas 5. Pay Location:[ P e
Level: 06 Step: 0 Type:FIR | EODDater 01741988
« | January 2023 l February 2023 |22
St Sun  Mon Tue Wed Thu Fri Sat  Smn Mon Tue Wed Thu Fd
1800 2 | 3 ‘mo | s | 6 1500 | 2 3
7obwo s [0 [ o 6| 4 w0l s | T @0 9w
W B ® | 7 Repart Submitted x| | mssea | e 17
[ | . B 22500 u
G (I | 2 i Report Submitted. Check Report Queve | - ﬂ
7 2500 n 3 \..)
[EXTNE  Sched | Unsched | d *- Admin Act P -Pending
Add/Edit Leave

mnfocu

r
Slinadd

Chg View |

Print 3672 |

Thu: | 02252023 | Time; Leave Type: =

Total Reg Hrs:| 600 © Thru: | 1551 3971Cmte: | NOTIOD NOT Fld.A
Submitted: 02022021 | G400 No Call Received: | e -l
Schadula:
ET: 7.00 Is your ahsence a result of a job related condition? - .
oL m Is his leave: FHLA? g

It r 150 e you requiring documentetion for this absenee? . (®

F Sehadulad? ol
ET:  fEA0

Canesl Save Sas

Slide notes

A pop-up will display, “Report Submitted. Check Report Queue.”

If the PS 3971 provided by the employee is sufficient, you will not need to print another one.

If you do not have a sufficient or accurate 3971,

proceed to the Report Queue to print the 3971 that was generated based on your entries.
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Knowledge Check Instructions

$3cpinfoCur
I = I rentSlinets

HELP

|

Now, test your knowledge of what you have
learned in this module.

Select the correct answer and select the “Submit”

button. You have three attempts to answer each
knowledge check question correctly.

o] i Joe]n]

Slide notes
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& Knowledge Check 1

|

Which of the following is the correct path to log into eRMS?

Select the best answer.

O A. Goto Blue; My Life; and eRMS

O B. Go to Blue; My Work; Enterprise Data Warehouse; and eRMS.

). § O C. Go to Blue; MyHR; Forms, Policies, & Tools; HR Applications; and eRMS.

O D. Go to MyHR; My Life; and eRMS.

Incorrect. To log into eRMS, go to Blue; MyHR; Forms, Policies, & Tools; HR
Applications; and eRMS.

Select “NEXT" to proceed.

SUBMIT

Slide notes

Page 32 of 36



Adobe Captivate Friday, March 15, 2024
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e Knowledge Check 2 | Mx || SSepinfoCur

: Lisnisanass)

On the Leave Management screen, you can enter the Employee Identification Number (EIN) to display
the employees’s information. What's another way you can locate the employee’s information? Use the
function.

Fill in the blank with the best answer.

O AAdd
O B.Edit
% O C.Find

O D.Review

Incorrect. You can use the Find function to location the employee’s information.

Select “NEXT" to proceed.

SUBMIT

Slide notes
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Slide 34 - Knowledge Check 3

& Knowledge Check 3

|

How do you select the row with the name you wish to choose on the Find Employee screen?

Select the best answer.

QO A.Click on the Employee Name.
O B. Click on the Leave Type column.
QO C. Enter the Employee Identification Number (EIN).

¥ O D. Select the carat in front of the row with the employee name.

Incorrect. Select the carat in front of the row with the employee name.

Select “NEXT" to proceed.

SUBMIT

Slide notes
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Slide 35 - Knowledge Check 4

e Knowledge Check 4 | Mx || SSepinfoCur

ﬂ rentSlidats

All leave is color-coded and/or notated according to the

Select the best answer.

O A. Employee Information section.

(O B. Leave Request tab.

*x O C.Legend below the calendar.

O D. Message on the eRMS Home Module.

Incorrect. All leave is color-coded and/or notated according to the legend below the calendar.

Select “NEXT" to proceed.

SUBMIT

Slide notes
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|

Credit and Completion HELP | MX || Ssepiroc

You have completed Module 1: Valid Leave Requests.

Please return to the learning portal and review Modules 2 through 6 to complete the
Enterprise Resource Management System (eRMS) Lead Clerk Role training.
Close this window by selecting Exit or by pressing <Alt+F4>.

NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are
missing a checkmark, please revisit the slide(s), and the module will complete.

EXIT

Slide notes
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Slide 1 - Title
Title HELP lgﬂ  $Scpintocur

Enterprise Resource
Management System (qll
Lead Clerk Role Traini

Module 2: Leave E Entrles

Slide notes

Welcome to Enterprise Resource Management System (eRMS) Lead Clerk Role,

Module 2, Leave Entries.
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Slide 2 - Help

u Course Assistance

| lEi

Accommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions concerning the computer you are using
fo take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headquarters field employees, select the
HELP button to submit a ServiceNow ticket.

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
frouble. To resume the course, please select Return.

Course Resources

Slide notes
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Navigation Instructions HELP Wx | SScpinfocur
I
I
I
Help and
Show / Hide Rasodrces
Play / Pause Closed
Course Captions

Replay Slide Mute / Show /
Unmute Hide Table
Course Audio of Contents

Back to Continue to

m — — — — Previous Slide Next Slide  — —— m
(I Jofc]m]

Slide notes
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Slide 4 - User Information

User Information | hew Wx | Sscpinfocur

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
Avoid multitasking.

+ Remain active in the course.

*

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal, and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

I comwuz |
(o] 0 Jofe=]~

Slide notes
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Objective

Blue Urites States Postal Service

g;a;g;_@wm

ATTENTION ATTENTION ATTENTION ATTENTION
TACSWRAT FRE mm :rrng |n-r| 1Ml - Frefay Fom

= fuess have samee m WPV m. £eling palched wil
JRIASEANATIES. L RIS AT tedoln whboul any v

By the end of the module, you will be able to:

Slide notes

Upon completion of this module, you will be able to follow the process

to enter leave entries in eRMS for paper PS Form 3971°s

Request for or Notification of Absence, submitted for advanced leave requests

for FMLA entries and multiple day leave entries.
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Slide 6 - Introduction - Single Day FMLA Requests

Introduction - Single Day FMLA Requests

Now that you've learned how to enter single
day leave requests, you are ready to
continue timekeeping with leave entries for
paper PS Form 3971’s, Request for or
Notification of Absence, submitted for FMLA
or multiple day leave requests.

o] i Joe]n]

Slide notes
Now that you’ve learned how to enter single day leave requests,

you are ready to continue timekeeping with leave entries for paper PS Form 3971’s,

Request for or Notification of Absence, submitted for FMLA or multiple day leave requests.
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Single Day FMLA Request 1

LV i

| United States Postal Service - Restricted Informatian

System Employee Leave Reparts Switch Window

g';am_jﬂﬂl - Horf Leave Management...  feted Information

Select "Leave Management” from the
drop-down menu to continue.

=

ST NS

Restricted Information

ERM100 I i ERMS Home Module
FWLA Management...
F Superviser Comments... bssage Type Employee Last Name

| A kates [ Mossage types I I

Employee Name | EmpiD| OccurD..| CresteDate | Type | Sender
> 1 |
B J
= hf
- J
& 1
= 1 L
. 1
- f
e 1
- |
= 1
« |» =]
Message Text

A

Run Report

Forward

Mew Message

Respond
Deaclivate

Log Out/Exit

(O 1 Jof ek

Slide notes

At 0800 on February 1st, 2023, Jalyn submitted a PS 3971

requesting eight hours of FMLA protected Sick Leave for February 24th, 2023.

Select “Leave Management” from the “Leave” drop-down menu.
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Slide 8 - Single Day FMLA Request 2

Single Day FMLA Request 2 E HELP O | | Socptrocr

—| United States Postal Service - Restricted Information
System Employee Leave Reports Switch Window
EEJERMMOFO - Leave Management v4 042 - Restricted Information ﬁ
Employec Information Clear
Employee I Finance #: =
Employee Name: Pay Locatlon: Eid
Level: Step: Typc:| ECD Date:
) January 2023 February 2023 Gk
Sat Sun Men Tue Wed Thu  Fri Sat Sun Mon Tue  Wed Thu Fri Chg View
‘ 1 2 E] \ 4 ] ‘ [ 1 2 - -
7 ‘ g i 10 ‘ 11 12 ‘ 13 4 5 G | 7 ] 3 10
‘ r z r T = * Print 3972
il e [P Select <Enter> on your —_
nm  n | ow keyboard to continue. N [ [
n || ® 30 H T T
Legend: [EEIS (i) SDO  Holiday ~ FMLA | [WEIEESSEN LiohtDuty D -Denied *- Admin Act F - Pending
Employee Information  Leave Summary Leave Reguest | FMLA Summary
Employee Balance
PayRoll S/L Bal: u_ou: PayRoll AILBal: .00 26PP Work Hrs: n.un'_ 90 Days U 5: 0
eRMSSLYTD:|  gpon  eRMSALBal:  ggg  LastUs.(Days) | 0 180DaysUs: 0
eRMSSILBal:  0.00 eRMSSLDCYTD:  0.00 #FLMA on File: 0 365DaysUS: )
Total COPDays:| 0 eRMSFMLAYTD: 000 Messaging U S: | 0
SRV Mem FMLA YTD: |
Deems Desirable
Documentation Required | | Date From: | " Date Through: | Ciges
(I Jofe]m]

Slide notes
On the Leave Management screen, enter Jalyn’s EIN.
For training purposes the EIN has been entered for you.

Select <Enter> to continue.
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Slide 9 - Single Day FMLA Request 3

Single Day FMLA Request 3 | | M) | Ssmoou

—| Unitec States Postal Service - Restricted Information

System Employee Leave Reports Swilch Window
@ERMMOFO - Leave Managemenl v4 042 - Resliicled Infurmalion X \
{
Employee Information Clear
Employee ID; s 0 Finance & W A Sy | )
Employee Name: Doe, Jalyn T.  Pay Location: S50 st Find
Level: 09 | Step: N Type:FTR _ EOD Date: 020011997
S _ January 2023 | _ Febray2023 S
Sat Sun Mon Tue  Wed Thu Fri Sat Sun Mon  Tue Wed Thu  Fri
1] 2 ‘ 3 | 4 5 |ssno 1 | 2 3spa| | ChgView |
| 7500 | 38 ‘ 3 ‘ w | 12 |135|:ro |45D0 ‘ 5 | B | 7 | = | 9 | 10500
| "spo 15 ‘ 16 ‘ i | s | 1 |zosno lﬂsno | 2 || | w ] s [ 1w [tsnol Print3972 |
) L I\ L L | J |
[ Hnsoo @ ‘ 2 ‘ u | 2 % |275|)o | 15500 ‘ 19 | a || o | u  s00|
| 200 2 | = Y | s800| 2 | 7

Select "Add" to continue.
A | MEIESS LightDuty D-Denied *- AdminAct P -Pending

Legend: [l (]~ SDO | Holiday |

Edit
Employee Information  Leave Summary Leave Request | FMLA S Y |
Leave Approved = :

Begin Begin End End Request Entered Confirm
Sort Leave Type | Hrs | Sch Date Time Date Time DateTime By Number
d 2 | - _
%] 1] |
5 ]

Denicd Leave is Shawn in Red

Slide notes
Jalyn’s information populates.

Select the date of Jalyn’s leave and select “Add.”
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Slide 10 - Single Day FMLA Request 4

Single Day FMLA Request 4

HELP o) Sﬁc _Imlir

j United States Postal Service - Restricted Information

System Employee Leave Reports Swilch Window
ERM41UFU - Leave Management v4 042 - Restricted Information xl
Employee Information
Employee ID: 0
Employee Name: Doe, Jalyn T.

=

Level: 08 :Step:l N :Type:_Fl'R

Clear I

Find

Finance ﬂ:|.- CLECRE S
Pay Lucalion:i W -
EOD Date: 02:01/1287

Select "No” to continue. | ..

«< | January 2023
Sat Sun Mon Tue  Wed Wed Thu Fri
[ 2 [ s | « | eRMS-0424 X7 2 [ssmo | Chgview |
"7spo | s ‘ 8 ‘ 10 | n | 'i Would you like to have a confirmation number | s | o | 40spo
R T B S e v | w [wse oy |
aso| 2 S ‘ 24 | P _I_ No Pl B | 24800 :

30 kil

Logend ISR (T2 | 500 | Hoiday 1R

A NEESSSSW] Light Duty | D -Denied * - Admin Act| P - Pending

Add/Edit Leave

Leave Data: | Thru: | | Time: Leave Type: | =3
Total Rag Hrs: ) | Thru: 3971Cmts: |
Submitted: No Call Recelvad: 4
Yes No

Schedule:

BT: 7.00 Is your absence a result of a job related condition?

oL: 10 Is this leave FMLA? =]

L 11.50 Are you requiring decumentation for Lhis absence®

Scheduled?
ET: 15.50
Cancel Continue 158

Slide notes
At the pop-up message “Would you like to have a confirmation number for this entry?”

Select “No.”
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Slide 11 - Single Day FMLA Request 5

Single Day FMLA Request 5 LD ] ey

j United States Postal Sarvice - Restricted Infarmation

System Employee Leave Reports S Window
EERI‘MWFO - Leave Managemenl v4 042 - Reslicled Informalion ﬁ
Employee Information cl
Employee ID; w0 Finance # _I- e L
Employea Name: Dos, Jalyn T. _Pay Location: S50 st Find
Level: 19_ Step: N TyperFTR _ EODDate: 020011397
= S January 2023 L Febuay20s3 2=
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fri
1 ‘ 2 ‘ | s 5 Insm 1 | 2 asmo || Chg View i
[0 s [ s [ 0| u[ u [wso |45|:|c ‘ 5 | s |[ 7 | & [ e 10800
| HSDC': 15 ‘ 16 ‘ 17 | 18 19 .ZOSDO lﬂSDOJ. 12 | 13 | 14 | ikl | 16 |?SDO_E Print 3972
[ nsno m ‘ 23 ‘ 24 | w | = |zrsno ‘ | WBSDO‘ 1 | 20 | 2 |n| . 24500
| zasuo._ 2 ‘ w | oo |.zssno | = | | |

7 || 2 |

Legend: Sl [(e]  SDO | Holiday | FMLA | [NMMESESSH Licht Duty D -Denied *- Admin Act P-Pending i

Add/EdIt Leave Edit |

Loave Date: 021222023 Thru: 022212023 Time:  7.00  Leava Type: = Deny
Total Rag Hrs: 800  Pelals Thru: 1550  3971Cmis: -
= [ - lemove
Submitted: |0201/2023 | 0800 |  No Call Received: L =l
s : Lv Details |
BT: 7.00 Is your absence a result of a job related condition? J
oL Moo Is this leavs FMLA? 3l Print 3971
T Are you requiring documentatien for this absence? Y o " 5
[ T g Select "Continue” to continue.
ET: 1550 - . —
Cancel || Continue l Selact FMLA Case ‘ Llose |

o] i Joe]n]

Slide notes

Enter the Submitted date and time and select “Continue” to answer the four questions.
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Slide 12 - Question One Response

Question One Response k HELP | M) || SSepmcur

| United States Postal Service - Restricted Information

System Employee Leave Reports Switch Window
EERI‘MWFO - Leave Managemenl v4 042 - Reslicled Informalion X ‘
Employee Information e J
Employee ID; w0 Finance # W At Seyie | —
Employea Name: Dos, Jalyn T. _Pay Location: S50 st Find
Level: 09 Step: N TyperFTR ] EQD Date: 021011397
=1 January 2023 . Febaya: >
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed : Thu  Fri
1 ‘ 2 ‘ | s 5 Insnu 1 | 2z asoo |  ChgView |
|rsno 8 ‘ 9 ‘ T |1ssno |45|:|c ‘ 5 | s |[ 7 | & [ e 10800
| 14sno: 15 ‘ 16 ‘ 7 | 8| 19 |zosno [11300_\_ 12 | 13 | “ | 15 | 16 17300|| | piniagry |
| Ansoo 2 ‘ 5 ‘ 2 i x| = |zrsno |1nsuc‘ w | ow | 2 |n| 2 amsoo|| T '
| zasuo._ B | » | o |'zssno | = | a | |

Legend: Sl [(e]  SDO | Holiday | FMLA | [NMMESESSH Licht Duty D -Denied *- Admin Act P-Pending i
Add/Edit Leave T Edit J
Leave Date: 02222023 Thru: | 02222023 Time:| 7.00  Leave Type: |
Total Reg Hrs: 800 De

Thru: 1550 3971Cmts:

Submitted: 0201/2023 | 0800 | No Call Receivedt: el || 2 |
Schedule: D ‘ |
BT: 7.00 Is your absence a result of a job related condition? n "

M e Select “No” to answer B

- Are you requiring documentation for this absence? the ﬁrst Uest|0n .
E"';; ::: Scheduled? (a]a q ﬁ

Cancel Continue

Slide notes
Select the “No” button to answer the first question,

“Is your absence a result of a job-related condition?”
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Slide 13 - Question Two Response

Question Two Response

J United States Postal Sarvice - Restricted Information

it
IC

System Employee Leave Reports S
@ERI‘MWFO - Leave Managemenl v4 042 - Reslicled Informalion

i Winclow

Employee Information

$3cpinfoCur
rentSlinets

o

X
Employee ID; s w0 Finance # S0 S m
Employee Name: Do, JalnT. Pay Location:; s s s Find
Level: 09 |Step: N Type:FTR. EOD Date: 021011987
<o Jamay 20 . Femay2: [
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fri
1 ‘ 2 ‘ 3 | 4 5 Insm | 1| aspo | Chg View i
[0 s [ s [ 0| u[ u [wso |45|:|c ‘ 5 | s |[ 7 | 8 | e 10800l
|14sno: 15 ‘ 16 ‘ 1 | 18 19 |asoo lHSDOJ_ 12 | B M | 15 | 16 _'_ﬂsno_i Print 3072
[215[)0' 2 ‘ 23 ‘ 24 | w | = |zrsno‘|WBSDO‘_ 1 | 20 | 2 |n| 2 .stnog
|255W.__23_‘_-"_F!_ 7 |'z'.snc‘. % | 7 || = |
Add |

Legend: R [ ee]  SDO | Holiday ‘Light Duty D -Denied *- Admin Act P - Pending
egen | ay g

AddiEdIt Leave

Leave Date: 02222023 Thru: 02222023 Time:| 7.00  Leava Type: =| BeT
Total Rag Hrs: | 8.00 ﬂ| Thru:| 1550 3971Cmts: | NOT 10D R
o 02012023 | D500 | Mo Call Receiveet . ;‘ emove |
chedule: F |
- 7.00 Is your absence a result of a job related condition? %
fﬂ e G i Select “Yes” to answer —
e ‘EW Are you requiring documentation for this absence? the Second quest|0n_ =
L - Scheduled? d
F—— Cancel | Continue Selsct FMLA Case | Close |

Slide notes
When you answer “Yes” to “Is this leave FMLA,”

the FMLA case selection screen appears.
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Slide 14 - Existing FMLA Case

Existing FMLA Case HELP W) | SScpinfocur

[EERM410F0 - Select FMLA Case vd 042 - Restricted Information x|
Emplayee Information
Employee ID: = | Finance #: | sl Sl e
Employee Name: DOE, JALYNT. Pay Location: |y

I" Select an existing FMLA Case I
Request  Action Date Action Date

Case#  Date  From __ Through Status Gategory Condition
ﬂb'o:-ncszsez l15.FER.2073 {15.FER.2023 j01.MAR 2023 [Ponding [ I
=l Il | ] [
i 1 | |
| 1 [ |
I S ——— [
IS I S —
C Request a new FMLA Case
Ealce : Condition
» | 1 Sorus o o) [ otoncspeaicd

| 2Serius Health (Crid SpouselParent) i

» >
>

Save

Close

o] i Joe]x]

Slide notes

If this leave was for an existing FMLA case, you would select the radio button

for “Select an existing FMLA Case” and then highlight the appropriate case.
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Slide 15 - New FMLA Request

New FMLA Request ) || Sscpnecu|
[EERM410F0 - Select FMLA Case vd 042 - Restricted Information ﬁ
Emplayee Information
Employee ID:_{‘_-"_‘___‘I . Finance#:‘: _—- memss
Employee Name:| DOE, JALYNT. Pay Location: |/ s e
" Selectan existing FMLA Case
Request  Action Date Action Date
.Date ____From : ... Gategory ______ Condition
> J01000058362[15-FEB-2023 {15 FEB-2073 |01-MAR. 2023 |Pending |G |
- | | |
k | | i
al al e i 1
Select "Request a new FMLA Case ] ]
radio button to continue. |
Ir' Request a new FMLA Case I
Category Condition
» | 1 Scrious Healt (Scf) > | 0 None Specificd
* | 2 Serious Health (ChildSpouse/Parent) d §
. o
2] 4|
> Lg
> 2
E ﬂ Save |
Close |

(O 1 Jof ek

Slide notes
Since it’s not an existing FMLA case,

select the radio button associated with “Request a New FMLA Case.”
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Slide 16 - Selecting FMLA Category

Selecting FMLA Category

Emplayee Information
Employee ID: = |
Employee Name: DOE, JALYN T.

@ERMM QF0Q - Select FMLA Case v4 042 - Restricted Information

Finance #:| = sl 0" e

Pay Location:| o s e o

" Select an existing FMLA Case

Request  Action Date Action Date

2 Serious Health (Cnid'Spouse/Parent)

Lo

Case#  Date _ From __ Through Status Categary Condition
ﬂb'o:-ncsssezilra.FEE.zuzz 15.FER.2023 |01-MAR 2023 |Ponding [
= 1 T 7
I I I I
A | I
I N
1 Select "1 Serious Health (Self)”
to continue.
Category Condition
1 Serious Healt (Scf) > [oNoresposied

i 8

x|
18
Close
I JoJe«] ]

Slide notes

Select a category by selecting the carat in front of the appropriate category.

If the absence is related to a serious health condition for the employee’s self,

you would select option 1 Serious Health (Self).

If the absence is related to a serious health condition of the employee’s child,

spouse, or parent, you would select option 2, “Serious Health (Child/spouse/parent.)

Select “Serious Health (Self).”
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Slide 17 - None Specified Response 1

None Specified Response 1 W) | | $icpintocur |
FEERM410F0 - Select FMLA Case v4 042 - Restricted Information x|
Emplayee Information
Employee ID:_{‘_-"_‘___‘I _ Finance #:!ﬁ- _—- memss
Employee Name: DOE, JALYNT. Pay Location: |/ s

" Selectan existing FMLA Case
Request  Action Date Action Date

.Date ____From

> J01000058362 [i5-FER-2023 {15 FER-2023

¥

1-MAR. 2023 Pendng

e

: ] i
: Select "0 None Specified”
G' Request a new FMLA Case tO Contmue.
Category CWM
» | 1 Scrious Healt (Soiy | > | 0 None Spesied |
* | 2 Serious Health (ChildSpouse/Parent) i |
. o
2] 4|
=) S|
E ﬂ Save |

Close |

(O 1 Jof ek

Slide notes
As a lead clerk, the options for “condition” are not available to you.

Select “0 None Specified” for Condition .
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Slide 18 - None Specified Response 2

None Specified Response 2 ] || Scprtecu
[EERM410F0 - Select FMLA Case vd 042 - Restricted Information X]

Emplayee Information
Employee ID: & = Finance #: L L Y1 TS
Employee Name:| DOE, JALYNT.

Pay Location:| v

" Selectan existing FMLA Case
Request  Action Date Action Date

. Date____From__ Category

sl _ﬁD’.JE!ESE?EQ_; 5-FEB-2023 [15-FEB-2023 ! Ykt i !

> _ | |

> i |

- ) ] i
= J |

2 ! |

(!" Request a new FMLA Case

Category Condition

* | 1 Sericus Health (Scif) itz 0 None Spegificd

* | 2 Serious Health (Child'Speuse/Parent) d §

» >
ﬂ >

* » w " -
- - Select “Save” to continue.
Y v '

Slide notes

Select “Save” to continue.
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Slide 19 - None Specified Response 3

None Specified Response 3

Emplayee Information
Employee ID: = |
Employee Name: DOE, JALYN T.

@ERMM OF0 - Select FMLA Case v4 042 -

Restricted Information

Finance #:| = sl 0" e

Pay Location:| o s e o

HELP Iﬂ]

Ssmmwur

linp®s

" Select an existing FMLA Case

el Date:

Request  Action Date Action Date

Condition

|
1
1

fol Request a new FMLA Case

-
1
= N —
T

Category
* | 1:3crious Health (Sci)
> | 2 3erious Healt [GhidiSpouselParent)

|

Case# .
ﬂib'o:-acsssez_-if5..=EE.2023_| Select “OK" to continue. |

eMS - 0400 x|
i ‘) Save Successful,

|
]
T

Condition
0 None Specifiod

»

Ivvvvvlv

x|
18
Close
I JoJe«] ]

Slide notes

Select “OK” to continue.
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Slide 20 - Questions Three and Four Responses

Questions Three and Four Responses

HELP o)) | SscpinfoCur
P e rantSlinats
—| United States Postal Service - Restricted Information
System Employee Leave Reports Swilch Window
@ERI‘M‘IOFO - Leave Managemenl v4 042 - Reslicled Informalion X \
1
Employee Information ceay | |
Employee ID; w0 Finance # Wl A Sy
Employee Name: Dose, JalynT. Pay Location: S0 s (e Find |
Level: 09  Step: N Type:FTR EOD Date: 02/011997
<< January 2023 I ~ February 2023 : >
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fri
t 2 [ s | 4] s [ss00 1 | 2 aspo| | ChgView
[7s0 & [ o [w [ w| w [0 [asm0| s | s 7 s | ¢ 10800l
| HusO 15 ‘ 18 ‘ T 18 18 |zosno lﬂsm_\_ 12 | 13 14 5| 16 17800 | print 3972
laso0 2 | 5 | o | 2| % [gso [wse w | o | o [JJER & s
|zasno. 2 | @ Y |258D0‘ 6 | 7 3 |
Legend: [ [TEET]  SDO | Holiday | FMLA | [NESIESESEN Light Duty | D -Denied *- Admin Act |P - Pending aud
AddEdit Leave _ Edit
Leave Date: 02229023 Thru: |02222023 Time: | 7.00  Leave Type: :=|
Total Rag Hrs: 800 | Thru: | 15.50 3971Cmis: | NOT 10D, FMLA LEAVE, DOC REG
Submitted: | 02101/2023 | 08.00 | Mo Call Recalvad: =
Yes No
Schedule:
BT: 100 Is your absence a result of a job related condition? ls. J |
oL 1w Jathis leaye FMLAT aid 7]
i : IArezou requiring documentation for this absence? '®
IL: 15
Schedulad? L
ET: 1550
Cancal Continue | Select FMLA Case
(I Jofe]m]

Questions Three and Four Responses

| United States Postal Service - Restricted Information

System Employee Leave Reports S

h Window
[EERMA410F0 - Leave

v4 042 -
Employee Information
Employee ID: s o Finance #: Wl At Sy |
Emplo; lame: Doe, Jalyn T. |Pay Location: Sl M e
Level: 09 Step: N Type: FTR EOD Date: 02/01/1997
<< January 2023 [ February 2023 >>
Sat Sun Mon Tue Wed Thu Fri  Sat Sun Mon Tue  Wed Thu  Fri
1 2 3 4 5  &SDO 1 2 3500
7spo || 8 9 10 1 [ 12 [13s00 | [4spo 5 5 7 8 s [ 1000
14800 15 16 17 18 1 20800 | 11sD0 1z 13 4 15 % | 17500
2180 22 23 2 25 % [zsoo | [@s0e 10 [ 20 [ 2 2 [24800
28500 29 30 3 l2ss00 26 27 2

Legena: I [T | S00

L rer | @), ssoueer

Clear

Find

Chg View |

Print 3972

Holiday | FMLA" | [SSBIEEN Light Duty | D - Denied *- Admin Act |P - Pending Ll

Add/Edit Leave Edlt

Loave Date: 02/222023  Thru: 02/22/2023 Timo: | 7.00  Leave Type: = Deny

Total Reg Hrs: | 8.00 Details ‘ Thru: | 15.50 3971Cmts: | NOT IOD, FMLA LEAVE, DOC REG =
Submitted: |02/01/2023 | 08.00 No Call Received: Y = SIIONS
os No

Schedule; Lv Details

BT: 7.00 Is your absence a result of a job related condition?  (® J

oL 11.00 Is this leave FMLA? Ol 4 =] Print 3971
Are you requiring documentation for this absence? s w " - =

4180 scheduied? ] Select “Yes” to continue. | TACS

ET: 1550 -

Cancel Continue | Select FMLA Case | Close

< ——

ST Lol=1~]
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Slide notes
Since a new FMLA case requires medical documentation as support,
the requiring documentation question automatically populates.

Answer the remaining question, “Scheduled?” Select “Yes” to continue.
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Slide 21 - FMLA Leave Type Menu

FMLA Leave Type Menu

L= ] ) e

:__’J United! States Postal Service - Restricted Information

System Employee Leave Reports &

fch Window
@ERI‘M‘IOFO - Leave Managemenl v4 042 - Reslicled Informalion X \
Employee Information ceay |
Employee ID; w0 Finance#:__ e e el
Employee Name: Dose, JalynT. Pay Location: S0 s (e . Find |
Level:Ff Step: N Type:FTR _ EODDate: 021011397
= S January 2023 L Febuay2z [
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fri
t 2 [ s ] 4] s [eso] 1 | 2 [3s0| | ChgView |
[ms0 & [ [w [ w| u [us |4sno ‘ 5 | 6 |[ 7 | s [ ¢ 10800l
| usDo: 15 ‘ 16 ‘ 17 | 18 19 |asoo [118DOJ_ 12 | 13 | 14 | 15 | 16 ﬂsDo_E Print 3972 |
[ S ‘ = ‘ = | £ari |2?sno [ | 18500 ‘ 19 | 0 | n || & | wsoo)
[ 28500 __ze_‘_sn_ £l |.T-'-SDO\ 2 | 7 | :

Select the "Leave Type”
Legend JETTHTIET] 500 || Holiday [UFMLA| drop-down menu to continue.

Add/Edit Leave _
Leave Date: 02222023 Thru: |_02Q212023_ Time:

700  Leave Typa: E

Total Reg Hrs: 800 D= | Thru: | 15.50 3971Cmis: | NOT 10D, FMLA LEAVE, DOC REG

Submitted: |0201/2023 | 02.00 | No Call Recalved: | =
Yes No

Schedule:
BT: 700 Is your ahsence a result of a job related condition? s J
T Is this leave FMLA? (o[ &l
i I e ) Are you requiting documentation for this absence? '*

} : Schedulsd? ol
ET: 1550

Cancsl Continue Select FMLA Case

Slide notes

Select the “Leave Type ” drop-down menu to continue.
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Slide 22 - FMLA Sick Leave

FMLA Sick Leave .@] sscpiocur

:_;] United States Postal Service - Restricted Information
System Employee Leave Reports Swilch Wi
@ERI‘M‘IOFO - Leave Managemenl v4 042 - Reslicled Informalion X \
Employee Information ceay |
Employee ID; w0 Finance #; "l Adesss sy |
Employee Name: Dose, JalynT. Pay Location: S0 s (e Find |
Level: 09 _f Step: N Type:FTR _ EODDate: 021011997
Llst of Valld Leave Types |
< I January 2023 L
Sat Sun Mon Tue Wed Thu Fri Sat
t 2 [ s | 4] s [ss00 Find [0% 5|  ChgView |
| 03 ‘ " ‘ 0 | n] w [mseo |4sno ‘ = o
| HSDD. 15 ‘ 16 ‘ 17 | 18 19 20800 [113D°J. 046-00 FMI A - DONATEN | FAVF O_E Print 3072 |
[ Hspo B ‘ 23 ‘ u| =] » |2:,'spo igson | 05598 BICK LEAVE - FMLADEIENDEN | CAIR ;i
I i - 7 i | 056-99 SICK LEAVE - FAMILY MEDICAL LEAV
| wsp0. 2 ‘ 30 Y | 25800
o e e © J060-99 FULL DAY LWOP - FAMILY MEDICAL L
Legend: [T (] | SDO | Holicay | FMILAY I hg| LA |
AddEdit Leave _ | Edit
Leave Date: 02222023 Thr: 02022023 Time: | 7.00  Leava Type |
Total RagHrs: 800 Thru: | 1550  3971Cme:
Submitted: D2101/2023 | 08.00 | Mo Call Recalved: =
Yes No
Schedula: 1 | ﬂ v 2
BT: 700 Is your absence a result of a job related condition? ls. —|
o MK lsthis ave FMLA? 0 k] e ! el | | Print 3971 ]
1L 1180 Are you requiring documentatien for this absence? ' TACS |
Schedulad? LIRS
ET: 15.59 i} " - —_—
— B s Select “"OK" to continue. Glose
(I Jofe]m

Slide notes
From the “Leave Type” drop-down menu,
notice the list of leave types are all coded FMLA.

Select the “056-99 Sick Leave”, then select “OK” to continue.
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Slide 23 - FMLA Sick Leave Cont.

FMLA Sick Leave Cont. HELP W) | SScpinfocur

:_’J United! States Postal Service - Restricted Information

System Employee Leave Reports Swilch Window
@ERI‘M‘IOFO - Leave Managemenl v4 042 - Reslicled Informalion X \
Employee Information ceay |
Employee ID; w0 Finance #; "l Adesss sy |
Employee Name: Dose, JalynT. Pay Location: S0 s (e Find |
Level: 09 Step: N Type:FTR ] EQD Date: 021011397
<« January 2023 _ Febnaya: iz
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed : Thu  Fri
t 2 [ s | 4] s [ss00 1 | 2 aspo| | ChgView
[0 & [ o [ w | | u [msmo [asvo| s | s || 7 [ s [ s [0
| HSDD: 15 ‘ 16 ‘ 1 | 18 19 |zosno [1130&_\_ 12 | 13 | 1" | 15 | 16 ﬂsno_§ Print 3972 |
[ Mep0 B ‘ 23 ‘ 2 i 25 % |zj,'spo |1usw‘ 19 | P | P |n| #4500 y
| a0 2 ‘ 30 Y |.258D0 | = | w || = |

Legend: [ [TEei]  SDO | Holiday | FMLA | NSIESESSN Lignt Duty | D -Denied - Admin Act P - Pending aud

Add/Edit Leave Edit

Leave Date: 02222023  Thw: |_02Q212023_ Time: | 7.00  Leave Typa: (56-09 SICK1FAVE - FAMINY MEDICAL | FAVFE

Total RegHrs: 800  “eiis | Thru: | 15.50 3971Cmis: | NOT 10D, FMLA LEAVE, DOC REG
Submitted: 02012023 | 08.00 | Mo Call Recalved:
Yes No
Schedule:
BT: 700 Is your ahsence a result of a job related condition? s
oL Mo Is this leave FMLA? il
1L 1180 Are you requiring documentatien for this absence? ' TACS |
Schadulad? sl 7 & z !
ET: 1550 —
- o = Select "Save” to continue. Close |

Slide notes

Select “Save” to continue.
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Slide 24 - FMLA HRSSC Submission

FMLA HRSSC Submission

j United! States Postal Service - Restricted Information

System Employee Leave Reports Switch Window
@ERI‘M‘IOFO - Leave Managemenl v4 042 - Reslicled Informalion

Employee Information
Employee ID; w0
Employee Name: Doe, Jalyn T.

Finance # il Asssse sy
_F'ay Location: S s Dt

Legend: [ [EE]  SDO | Holiday | FMLA | [NESESEN Light Duty | D -Denied - Admin Act |P - Pending

Level: 09  Step: N Type:FTR EOD Date: 02/011997
=] January 2023 I February 2023 : | >
Sat  Sun Mon  Tue n " - Tue Wed Thu Fri
T Tz [ ¢ Select "OK" to continue. "1 [2 [ed)
[1s0 s [ [ |- BRMS- 0415 x| |7 | & | & osoo
|“SD°_ 5| ‘ an |l i FMLA Request message generated, |# | 15 | 16 7o)
Msp0 2 73 u | '-=) n | [ [zso0|
[aso| 2 |z | | N = ==
ECNCN i

Add/Edit Leave

Leave Date: 02222023  Thru: I_ﬂ?ﬂ?ﬁﬂ%_ Time: | 700  Leave Typs: (9699 SICKTFAVF - FAMI'Y MFDICAI IFAVF 1=
Total RegHrs: 800 2@l | Thru: | 15.50 3971Cmis: | NOT 10D, FMLA LEAVE, DOC REG
Submitted: | 02101/2023 | 08.00 | Mo Call Recalvad: =
Yes No

Schedule:

BT: 700 Is your ahsence a result of a job related condition? s J
o 1 Is this leave FMLA? (o[ 7

i i e ) Are you requiting documentation for this absence? '*

} : Schedulsd? alf
ET: 15.50
: Cancal Continue Select FMLA Case

$$cpinfoCur

Slinadd

HELP Iﬂ‘

Chg View |

Print 3972 |

Slide notes

The FMLA request will be sent to the FMLA specialists at the
Human Resources Shared Services Center (HRSSC) in Greensboro,
North Carolina, so they can begin to process the case.

Select “OK” to the pop-up indicating “FMLA Request message generated.”
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Slide 25 - eRMS Home Module Return

eRMS Home Module Retun | ") ] ey

—| Unitec States Postal Service - Restricted Information

System Employee Leave Reports S

ERM41UFU - Leave Management v4 042 - Restricted Information x|
Employee Information Clear |
Employee ID; s 0 Finance # WMl A Sy | ; )
Employee Name: Dos, Jalyn . |Pay Location: S0 s (s Find
Level:T: Step: N TyperFTR . EOD Date: 020111897
=< January 2023 I February 2023 =2
Sat  Sun  Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu  Fri
1 ‘ 2 ‘ 5 | 4 5 |nsn 1 | 2 3800 | Chg View |
Irsuo' 8 ‘ 9 ‘ o ] w2 |1asDo‘ 4s00 | 5 | 6 | 7 | 8 | o [wsool
usno-_ 18 ‘ 18 ‘ 17 | w18 _lzusl)o ‘ | 11500 ‘ 12 | 13 | 14 | 15 | 16 wsndi Print 3072 |
| us0| n | 3 ‘ u| 5| » |zrsoo |13500}' 13 | il : i 2500 -
Izusno_ » ‘ |l Er [zssno'_ 2 | b |

Begin Begin End End Request Entered Confirm
Sort Leave Type | Hrs | Sch Date Time Date Time DateTime By  Number
LI 056-99 SICK LEAVE - FAMILY MEDICAL = 6.00 Y] 0202272023 | 6.00 | 02222023 15.50  02101/2023 8.00  ERMS006

o o T | _ I
) j e 1 \
o) 1 () |
Deniod Loave is Shown n Red Select “Close” to continue.

Legend: JEESTH %1 s00 || Hotiday | FuLA"| [REGEEEN Light Duty | D-Denied *- AdminAct P-Pending 10
Edit

Employee Information  Leave Summary Leave Request | FMLA ¥ | |
Deny

Leave Approved = & |

Slide notes
The scheduled leave will appear in bright green.

Select “Close” to return to the eRMS Home Module.
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Leave Entries - Multi-Day Leave Requests it I ey

Next, let's look at processing a
supervisor-approved PS Form 3971
submitted by an employee for
multi-day leave request.

usars hzve sannaciec
41 disi

e

I oo
o] i Joe]n]

Slide notes
Next, let’s look at processing a supervisor-approved PS Form 3971

submitted by an employee for multi-day leave request.
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Multi-Day Leave Request 1 L R -

- Unied Sttes Posil Sevs - Restices Infomaton | Gelact " eave Management” from the
2t Em”"’“?_i:ﬁ P drop-down menu to continue.

[ZJERMA1OFO - Hox sted Information|

I0LICDE Management.
ERM100
FMLA Management..

ERMS Home Module Restricted Information

ﬁ Supervisor Comments... assage Type Employee Last Name

| A roles [ Message 1ypos | [ Refresh I

Employee Name | EmpiD| OccurD..| CreateDate | Type |  Sender | -] OutstandingMes
Y I A
L3 —
" ! I | | ]
< ) T 1 |
" i 1 | Run Report I
- | |
- : ! T | Forward
» ] . | New Message
- — ] |
- ' | 1
E l . J | Respond
ool ! L 3 ‘ Deaclivate |
4] 1=l
Message Text
E

Log Out/Exit

(O 1 Jof ek

Slide notes

Howard requested 80 hours of Annual Leave for 03/18/2023 to 03/31/2023.
HIs scheduled days off for those two weeks are Sunday and Wednesday
for week 1 and Sunday and Thursday for week 2.

Select “Leave Management” on the Leave drop-down menu to continue.
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Multi-Day Leave Request 2 E HELP O | | Socptrocr

— | United States Postal Service - Restricted Information
System Employee Leave Reports Switch Window

EElERMﬁOFO - Leave Management v4 042 - Restricted Information ﬁ
molos nformatian Clear
Employee ID: 12312212 Finance #: ] .
Employee Name: Pay Locatlon: ] P
Level: Step:| Type:| EOD Date:|
sl January 2023 February 2023 G
Sat Sun Men  Tue Wed  Thu Fri Sat Sun Men Tue Wed Thu Fri Chg View
| 1 H ] | 4 5 | [ 1 2
7 = S N 2 5 s |7 8 3 0
| I . 5 F = i = i 7 Print 3972
Lol S B Select <Enter> on your I !
nllm A | w keyboard to continue. B [
% | 2 30 H R L

Legend: [ (o) SDO | Holiday ~ FMLA  [NIMREES LiohtDuty D-Denied *- Admin Act F - Pending

Employee Information  Leave Suniman Leave Request | FMLA Summary
. Employee Balance
PayRoll SILBal: 000  PayRollAILBal: gy  26PPWork Hrs: 000  90DaysUS: o
eRMSSLYTD: g0 eRMS AILBal: gpgp  LastUS.(Days) 0 180DaysUS: o
eRMSSILBal:. 000 eRMSSLDGYTD:  ggo  #FLMAonFile o  365DaysUs: ]
Total COPDays:| 0 eRMSFMLAYTD: 000 Messaging U S:| ]
SRV Mem FMLA YTD:

Deems Desirable

Documentation Required = Date From: Date Through: Close

o] i Joe]n]

Slide notes

For training purposes, the EIN has been entered for you.

Select <Enter> to continue.
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Multi-Day Leave Request 3 k = II!-’I o ey

j_f United States Postal Service - Resfricted Information
System Employee Leave Reports Switch Window

EERI\M?OFO - Leave Management v4 042 - Restricted Information ﬁ
Employee Information

; Clear
Employee[D; s Finance # MM A s Blli==
Employee Name::noe, Hoard |Pay Location:! P St e Find
Level: 02 Step: 0 Type: FTR EOD Date:|03119f2019
« | February 2023 [ March 2023 JL>>
S8at  Sun Maon Tue  Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fri Chg View
1s00 | 2z | 3 1 ‘ z |3sp0 | ———
4 [ ss00 6 | 7 | 8 [sspo | w0 1 s s |« [ 10
: S— 1. 1 = r = i I I F Print 3972
1 || 12500 13 14 | 15500 | 16 | 17 " 12 | 13 | u L] ‘ 16 i —_—
18 19800 20 2 | 2 |2sp0 l 24 I 18 I 19 | L | n [ on ‘ z u |
25 2s5D0 37 28 w " =
= : Select “March 18" to continue.
Legend: IRl (o] | SDO | Holiday || FMLA" [NEMESESEN] Light Duty | D- Denied * - Admin Act| P - Pending
Employes Information /| LeaveRequest | FMLASummary |
. Employce Balance Edit
PayRoll SILBal: 4713 PayRoll AILBal: | 151.30 26PP Work Hrs:  2072.04 90 Days U S: 0 o
eRMS SIL YTD: 0.00, eRMS A/L Bal: | 151.30 Last U.S. (Days): 0 180 Days U S: uf
eRMSS/LBal: 47.13 eRMSSLDCYTD: |  ggg  #FLMAonFile: 0 365DaysUS: 0
Total COP Days: 0 eRMSFMLAYTD:| 000 Messiaging U §: o

SRVMem FMLAYTD: | 0.00 b
Deems Desirable

Documentation Required || Date From:

Date Through:

Slide notes

Select March “18th” on the calendar.
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Multi-Day Leave Request 4 k 2 L DA s ey

—| United States Postal Service - Restricted Information
System Employee Leave Reports Switch Window
@ERMMOFO - Leave Management v4 042 - Restricted Information ﬂ
Employee Information Clear
EmployeeID: & Finance #; Wl At Syt . | -
Employee Name; Doe, Howard Pay Location: S50 S s | Find
Levek 02 Step:| D Type: FIR EOD Datc:| 03/19/2018
==l | February 2023 [ March 2023 | ==
Sat Sun Mon Tue  Wed  Thu Fri Sat Sun Men Tue  Wed Thu  Fr Chy View
| 1500 2 | 3 1 2 2500
4 | 50 6 | 7 |[ o | esoo | w0 4 5 e |7 8 3 10
: 1 it 1 i i T i r i [ i F 17 Print 3972
1 [ 12500 13 14 |158D0 % || ow || M 12 |3 )4 ] a5 | 16 | A7
TR | |- | | - | o | -
s |lmeo 2 [ w EEED s
Leoend: [l (OEonw)  SDO | Holiday — FMLA  [EIMERESSW LiohtDuty D-Denled *- Admin Act P -Pending
Add
Employee Information . Summarn Leave Request ‘ FMLA Summary
Employee Balance E
PayRoll SILBal: 47 12 PayRoll AL Eal: {51 30 26PP Work Hrs: | 2072.04 90 Days U S: 0
2RMS S/L YTD: 0.00 eRMS AL Bal: | 1512 LastUS.(Days) | 0 180DaysUS: o'_
eRMSS/LBal:. 4713 eRMSSLDCYTD:  ggg  #FLMA onFile: 0 365DaysUS: 0
Total COP Days: 0 eRMSFMLAYTD: | 000 Messaging U'S: 0
SRV Mem FMLA YTD: 0.00
Deems Desirable
Documentation Required : Date From: Date Through: Close
(I Jofe]m]

Slide notes
Hold the <Shift> key down and select March “31st” on the calendar.

The entire block of dates will be highlighted on the Leave Management screen.
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Multi-Day Leave Request 5

Employee Information
Employee ID: "%
Employee Name: Doe, Howard

Level: 02 Stcpci o] Type: FTR
Sl | February 2023
Sat Sun Mon Tue  Wed  Thu
| 1500 2

4 | 5500 6 7 || 8 | espe
11 [ 12800 13 14 15500 16
1R 19500 20 7 | 77 | z3sD0
2 | 26ED0 21 | 28

| United States Postal Service - Restricted Information
System Employee Leave Reports Switch Window
@ERMMOFO - Leave Management v4 042 - Restricted Information

Fri

10

Leoend: [l (OEonw)  SDO | Holiday — FMLA  [EIMERESSW LiohtDuty D-Denled *- Admin Act P -Pending

$$cpinfoCur

_ HELP iﬂ‘

rentSlidats

x|
Clear
Finance #; Wl At Syt . -
Pay Location: S50 S s i)
EOD Date: 03/13/2019
March 2023 | EE
Sat Sun Men Tue  Wed Thu  Fr Chy View
1 2 3500
4 5 A 8 3 10
i i [ i 17 Print 3972

1 12 13 |14 15 16 17
KN EN KN EN Kl KN R
= B E B3 ED N ER

e "1 Select the “Add" button to continue.
PayRoll S/IL Bal: 4718 PayRoll AILBal: 1513
eRMSSILYTD:| 000 eRMS AL Bal:| 15130  LastUsS. (Days): 0 180DaysUS: 0
eRMSSILBal; 4718  eRMS SLDC YTD: 000  #FLMAonFile: o 365DaysUS: 0
Total COPDays:| 0 eRMSFMLAYTD: 000 Messaging U'S: 0
SRV Mem FMLA YTD: 0.00
Deems Desirable
Documentation Required : Date From: Date Through:

Close

o] i Joe]n]

Slide notes

Select “Add” to continue.
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Multi-Day Leave Request 6 E HELP O | | Socptrocr

| United States Postal Service - Restricted Information
System Employee Leave Reports Switch Window

@ERMMOFO - Leave Management v4 042 - Restricted Information ﬂ
Employee Information Clear
EmployeeID: & Finance # "W __-& | -
Employee Name; Doe, Howard Pay Locatlon: #90 Sss es | Find

Levek 02 Step:| D Type: FIR EOD Datc: 03/13/2019
| Februar - | ==
st s Mon  Twe GRMS - 0424 ﬁ  Wed  Thu _ Fn Chy View
1 2 2500
: ; Would vou like to have a confirmation number | e
[ | for this entry" . : .
- o -I- : E g5 T Print 3972
1 [0 1 1 15 16 17 Ll

N nEs | o EIEREN
. - EXENEN

Select “*No” to continue

n

[IESPINE  Sched |Unsched I ' - Admin Act| P - Pending
Employee Information -eave Summary Leave Request ‘ FMLA Summary
Employee Balance
PayRoll SILBal:| 4712  PayRollAlLBal: {5139  26PPWorkHrs: 207204  90DaysUS: 0
2RMS S/L YTD: 0.00 eRMS AL Bal: | 1512 LastUS.(Days) | 0 180DaysUS: —ﬂ_
eRMSSILBal; 4718  eRMS SLDC YTD: 000  #FLMAonFile: o 365DaysUS: 0
Total COP Days: 0 eRMS FMLA YTD: 0.00 Messaging U S: | o

SRV Mem FMLA YTD: 0.00
Deems Desirable

Documentation Required : Date From: Date Through: Close

o] i Joe]n]

Slide notes

Answer “No” to, “Would you like a confirmation number?”
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Multi-Day Leave Request 7

j United States Postal Service - Hestncted Intormation

System Employee Leave Reports

Window

ERM4‘IDFD - Leave Management v4 042 - Restricted Information

Employee Information
EmployeeID: =
Employee Name: Doc, Howard

Finance # WO A s
Pay Location: #50 Ss s

$$cpinfoCur

_ HELP—Hﬂ‘

rentSlidats

X

Legend:w- SDO ': Holiday | FMLA -'IjghtDuty D-Denied *- Admin Act P - Pending

Levek 02  Step| D Typed FIR EOD Date:| 031192015 |
il February 2023 [ March 2023 5
Sat  Sun Mon  Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
1500 | 2 3 1 | 2 1m0
4 5500 6 7 & |osmo| 1w [ 4 B E 7 e || 9 10
LU 12800 1 | 14 15800 | 16 7 | M 12 | 13 14 15 | 16 17
O RN - ¢ - |+ [ 2|2 |

Add/Edit Leave
; 03/18/2023 ;03 W ile” i =
Leave Date: 03/18¢ |  Select “Details” to continue. =
Total Req Hra: 80,00 | Details
Submittad: No Call Receivad: e
Schadule:
BT: | 3.00 Iz your absence a result of a job ralated condition?
o | i Is: this leave FMLAZ
i |—- Are you requiring documentation for thiz absence?
L | 25 Schaduled? |
ET: 16.50
——g Cancel Contlnue

- O

o] i Joe]n]

Slide notes

Change the “Total Requested Hours” field

to the number of leave hours actually requested.

Always include two digits following the decimal point.
For training purposes, 80 hours has been entered for you.

Select “Details” to continue.
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Multi-Day Leave Request 8

:, United States Postal Service - Restricted Information
System Cmployee Leave Reports Window
EERMMDFU - Leave Management v4 042 - Restricted Information
Employee Information
Employee ID:| = @
Employee Name: -Doc‘ Heward

Level: 02  Step: D Type: FTR

Finance # | R RS -

Pay Location: S90S (e
EOD Date: 03182019

Leave Detalls

Indicata Schedule Days Off and Halidays during leava period by placing a check in the block.
If ACT ar Al lOL is deemed appropriate, indicate by placing a check in the block.

* -Avallable Checkbox

Pay Period 07 HRS 3DO HOL AOTAHOL  PayPeriod 07 HRS SDO HOL AOTAHOL
SatMar 11 : E E = Sat Mar 25 st [ »
Sun Mar 12 — r r I.- 8un Mar 26 F [_ [- r
MonMariz | 1. I ] MenMar2z s | »
Tue Mar 14 [_‘ r l- |- Tue Mar 28 ';’T r r r
WedMars | I [ C weamarze |57 | [ »
mamarts [0 [ mumarze (50|
FroayMariz |0 T [ Fimarst (57| [ [
Sat Mar 18 sl ] Sat Apr 01 B E r
Sun Mar 19 W [- r l- Eun Apr 02 [ l- r r
MonMar20 | 571 a m [ Mon Apr 03 [ E E ]
Tue Mar 21 W I- I- '- Tus Apr 04 [ E I: D
WedMarzz [ 571§ [ [] weanpros | [ [ |
Thumarzs | 57 1 [ - mespros | |
FriMar2s | 571 1 [ ' Erl Apr 07 R E E 1

Begin Date:

I 3/18/2023

End Date:

I iy helie]

Total Rag Hrs:
I H0.00

Adjusted Hra:
i 70.04

Di

Gontinue_|

c;noel l

L= | 0] sy

Chy View |

Print 3972 |

Add

Edit |

Deny

|
Remove ]
Lv Details
Print 3871 |
TACS |

Close
—l]

Slide notes

Notice eRMS will spread the total hours over the number of days.
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Multi-Day Leave Request 9

:, United States Postal Service - Restricted Information
System Cmployee Leave Reports Window
EERMMDFU - Leave Management v4 042 - Restricted Information

Employee Information
-

Employece ID: Finance #: S M Smp

Employee Name: Dos, Howard Pay Location: | #0 M e

Level: 02  Step: D Type: FTR EOD Date: | 03M19/2019

L= | 0] sy

Leave Detalls
Indicata Schedule Days Off and Halidays during leava period by placing a check in the block.
If ACT ar Al lOL is deemed appropriate, indicate by placing a check in the block.

* -Avallable Checkbox

Pay Periad 07 HRS[3DO | HOL AGTAHOL  PayPeriod 07 HRS SDO HOL AOTAHOL B Date:

samarn | 0. T T samar2s (st ] ﬁn‘m

Sun Mar 12 — r I.- Sun Mar 26 F a a [ End Date: I

Mon Mar 13 — r I- l. Men Mar 27 W l- '- ]_ [W

Tue Mar 14 [_‘ r l- |- Tue Mar 28 ';’T r r r

Wed Mar 15 — E E i weamarza |57 [ [ . T‘“Iﬁ.',‘“‘:

Thur Mar 16 '_T r r [_ Thu Mar 30 ? r r r e

Friday Mar 17 : E E C Frl Mar 31 uﬁ [ » Adjusted Hrs:

sattaria |51 [ [ » sapprot | [ [T r W

Sun Mar 19 5.7 r l- Sun Apr 02 [ | A r e

Mon Mar 20 ;g l- l- C E |l

memarzi | 7t T[T [ | Select "Distribute” to continue.

WedMarzz | 571 [ [ [] F — —

tumarzs | 571 ] [ - Thu Apr 06 F C £ |

FriMar2s | 571 0O Frl Apr 07 E E H Continue |
Caneel |

Chy View |

Print 3972 |

Add

Edit |

Deny

|
Remove ]
Lv Details
Print 3871 |
TACS |

Close

(o] 0 Jofe=]~

Slide notes
In the SDO (Scheduled Day Off) column select the scheduled days off.
This method can also be used for holidays.

Select “Distribute” to put eight hours of leave on each scheduled day.
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Multi-Day Leave Request 10 | ") | ey

:[ United States Postal Service - Restricted Information

System Cmployee Leave Reports v Window
_EI:RMMUPU - Leave Management v4 042 - Restnicted Information
| Employee Inforrpation

fhon - S Clear !
Employee ID: - Finance # —t—p - -
Empla;eeﬁlame: [Dcn:. Howard I:’ay Location: | " Li
Level: 02 step: D |Type: FTR  EODDate: D3132018
Leave Details
Indicate: Schem!e Days Off and | Iollda\rs during leave p-eriad by pla-cing a check in the block. B i
If AT or AHOL is deemed appropriate, indicate by placing a check in the block.
Pay Pericd 07 HRS SDO HOL AQTAHOL  PayPeriod 07 HRS SDO HOL AQTAHOL
samartn | 1 T E satMarzs ||| [ » ﬁﬁﬁ il 3_972_j
Sun Mar 12 : ﬁ n r Sun Mar 26 : I [ L End Date:
Mon Mar 13 | | E MonMarzr 8o | [ ol [m
Tue Mar 14 i [_| ﬂ r Tue Mar 28 W r r_ r'
wedMaris | [ [ E WedMarzs 8wl [ [ » Total Reg Hrs:
TheMarts | [ [T [ mamarze | 0 2% LS
FridayMar17 | [ [T [T Fmrar sl T [ Adjusted Hrs: Edit |
satmarts | o0 [ 1 [ - sarprn | T C IR Deny |
Sun Mar 19 : lf- '- l- Sun Apr 02 : r r I.- Distribute Remove ;
MonMar20 | B0 a a I 03 . r [ml —— AT
e EOe s Select “Continue” to continue. prine3971 |
Wed Mar 22 4 s . o — ]
Thumarza | B0 [ [ [ Thuspros | [ [ 1 “'m
Fimarze 8% [ [ I Fri Apr 07 l_ | . 5| —_—
* Available Checkbox P

Slide notes

Select “Continue.”
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$$cpinfoCur

Multi-Day Leave Request 11

rentSlidats

—| United States Postal Service - Restricted Information
System Employee Leave Reports Window
E‘,lERMMOFO - Leave Management v4 042 - Restricted Information ﬁ

Employce Information
Finance # "4 At Syt .
Pay Locatlan: S50 S S

Employee ID: =%
Employee Name: Doe, Howard

Lovek 02 Stop:| D Type:| FTR EOD Date: 0311972019
<« | February 2023 | March 2023 >
Sat Sun Mon Tue  Wed Thu  Fri  Sat Sun Men Tue Wed Thu Fri
1500 2 a 1 2 ‘35[)0

[ 4 |ss0 & ' 7 3 9800 ‘ L 5 s 7 ] s | 1w
- - - +- - - - - s o
| n 12800 13 14 15300 16 | :| B M |8 % | o —_—
om0 e o K N EEEE - R
|m |mmo w | = EN- ENEN - EXER

Legend: M PIEHICe] | SDO | Holiday | FMLA | |NMSEESSN] LiohtDuty | D -Denied |* - Admin Act P -Pending

AddlEdit Mgva
Leave Date: 03/18/2023  Thru: 03/31/2023  Time: 400 Laave Type: ‘
Total Reg Hrs: 80.00 _ Defalls Thru:| 1650 3971Cmts:
Submitted: §02/01/2023 | 0800 Mo Call Recsived:
(Emean Yes No
Is your absence
w : "
Select the "Continue” button.
Are you

Scheduled?

I Continue I Select FMLA Cas

Cancal

Slide notes
Enter the “Submitted” date and time, 02/01/2023 at 0800.

Select “Continue” to continue entering this leave request.
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Question One Response E HELP | M) || SSepmcur

—| United States Postal Service - Restricied Information

TR ¢« O ¢ | - | - i

System Employee Leave Reports Window
ERM410F0 - Leave Management v4 042 - Restricted Information ﬁ
Employee Information
Employee ID; W& o» Finance #; W At S o | =
Employee Name: Noe, Howard Pay Location: #00 Mes s Fin
Levek 02  Step:| D Type:|FTR EOD Date:| 031192013
<« | February 2023 | March 2023 Lt
Sat Sun  Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri ch
1800 2 3 1 2 | 3500
\‘ P 7 | 8 Jesoo| mw | a 5 [ & r U T
‘\ 11 12800 13 14 [ 15 8DO ©® || w | ik 12 ‘ 13 14 15 16 | i

Legend: [T Pons] | SDO | Holiday | FMLA | [EMISEESN LiohtDuty | D -Denied |* - Admin Act |P - Pending

Add/Edil Leave

Leave Date: TU3."1W2023 Thru: 03/31/2023  Time: 800 | gave Typa: | =
Tolal Reg Hrs:| 80.00  Details. Thr:| 1650/ 3971Cmts: |

Submitted: 040172023 | 0800 No Call Received: YeelNo

Schedule:

ET: 2.00 Is your absence a result of a job related condition? D o o

- sz 00 | Select "No” to answer

8 :_T||_E§ Are you requiring documentation for this d)sanns;? :’ ’ ] the ﬂrst questlon.

ET 16.50

Cancel | Continue | Select FMLA Case |

Slide notes
Select the “No” button to answer the first question,

“Is your absence a result of a job-related condition?”
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$$cpinfoCur

Question Two Response

rentSlidats

—| United States Postal Service - Restricied Information
System Employee Leave Reports Window
ERM410F0 - Leave Management v4 042 - Restricted Information ﬁ
Employee Information .
Employee ID: W 0
Employee Name: Noe, Howard

Finance #; W At S o
Pay Location: S90S s

Levek 02  Step:| D Type:|FTR EOD Date:| 03/19/2015
<« | February 2023 | March 2023 Lt
Sat Sun Men Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fii
1800 2 3 1 2 |asm
\‘ 4 5500 6 7 8 | 9sbo| mw | a 5 [ & r U T
‘\ 11 12800 13 14 '15500 ©® || w | ik 12 ‘ 13 14 15 16 | i
Lo wwe w w = oaw) o« K EEEEER -

Legend: [T [=50y] | SDO | Holiday | FMLA | [MNESEESM LiohtDuty | D -Denied *- AdminAct P-Pending .y

Add/Edil Leave

Leave Date: TU3."1W2023 Thru: 03/31/2023  Time: 800 | gave Typa: |
Tolal Reg Hrs:| 80.00 Deiails_ Thru: 1650 3071Cmts: ._NQ_T_IOI_}._NQT_I'MI:A

Submitted: | V40172043 | Q800 No Call Received: YeelNo

Schedule:

ET: 2.00 Is your absence a result of a job related condition? 0 o o

oL s wmeeserar (7| Select "No” to answer
i '—jl I_Ef_a Are you requiring documentation for this. d)sanns;? :’ ’ ] the Second questlon.
ET:-| 16.50

Cancel Continue | Sel Sl

Slide notes

Select “No” to answer the second question, “Is this leave FMLA?”
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Question Three Response E HEP O | | Socptrocr

—| United States Postal Service - Restricied Information

TR ¢« O ¢ | - | - i

System Employee Leave Reports Window
ERM410F0 - Leave Management v4 042 - Restricted Information ﬁ
Employee Information
Employee ID; W& o» Finance #; W At S o | =
Employee Name: Noe, Howard Pay Location: #00 Mes s Fin
Levek 02  Step:| D Type:|FTR EOD Date:| 031192013
<« | February 2023 | March 2023 Lt
Sat Sun  Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri ch
1800 2 3 1 2 | 3500
\‘ P 7 | 8 Jesoo| mw | a 5 [ & r U T
‘\ 11 12800 13 14 [ 15 8DO ©® || w | ik 12 ‘ 13 14 15 16 | i

Legend: [T Pons] | SDO | Holiday | FMLA | [EMISEESN LiohtDuty | D -Denied |* - Admin Act |P - Pending

Add/Edil Leave

Leave Date: TU3."1W2023 Thru: 03/31/2023  Time: 800 | gave Typa: | =
Tolal Reg Hrs:| 8000 Details. Thru:| 1650 3971Cmts: NOTIOD, NOTFMLA
Submitted: 040172023 | 0800 No Call Received: YeelNo
Schedule:
ET: 2.00 Is your absence a result of a job related condition? 0 o o
oL 105 sasesernar - | Select "No” to answer
i _7“_5; Are you requiring documentation for this. absanns;’ ID the thlrd questlon.
ET 16.50
Cancel | Continue | Select FMLA Case |

Slide notes
Select “No” to answer the third question,

“Are you requesting documentation for this absence?”
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Question Four Response E HELP | M) || SSepmcur

—| United States Postal Service - Restricied Information

System Employee Leave Reports Window
ERM410F0 - Leave Management v4 042 - Restricted Information ﬁ
Employee Information
Employee ID; W& o» Finance #; W At S o | =
Employee Name: Noe, Howard Pay Location: #00 Mes s Fin
Levek 02  Step:| D Type:|FTR EOD Date:| 031192013
<« | February 2023 | March 2023 Lt
Sat Sun  Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri ch
1800 2 3 1 2 | 3500
| &+ | sspa| s 7 | 8 Jesoo| mw | a 5 [ & r U T
‘ 1 12500 13 16 | 15500 € || 7 | m 12 ‘ 13 14 1 16 | i

\
e e o = e o K EEEEER - EE
| " | - |

Legend: [T Pons] | SDO | Holiday | FMLA | [EMISEESN LiohtDuty | D -Denied |* - Admin Act |P - Pending

Add/Edil Leave

Leave Date: TU3."1W2023 Thru: 03/31/2023  Time: 800 | gave Typa: | =
Tolal Reg Hrs:| 8000 Details. Thru: | 1650 3971Cmts: NOTIOD, NOTTALA
Submitted: 040172023 | 0800 No Call Received: YeelNo
Schedule:
ET: 2.00 Is your absence a result of a job related condition? 0 o o
o 10 Is this leave FMLAT (" (¢ Select “Yes"” to answer
o —;“—5; Are you requiring documantation for this absance? (L (#) the fourth questlon.
ET 16.50
Cancel | Continue | Select FMLA Case |

Slide notes

Select “Yes” to answer the fourth question, “Scheduled?”
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Slide 42 - Multi-Day Leave Request 12

Multi-Day Leave Request 12 k = II!-’I o ey

—| United States Postal Service - Restricied Information

System Employee Leave Reports Window
ERM410F0 - Leave Management v4 042 - Restricted Information ﬁ

Employee Information

Employee ID; W& o» Finance #; W At S o |
Employee Name: Noe, Howard Pay Location: ©/0 S e L
Level: 02 Step: D Type: FTR EOD Date:| 0311312019
< | February 2023 | March 2023 >
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tuc : Wed ’ Thu ’ Fri ch
1800 2 3 1 2 | 3800
‘ P 7 [ 8 | 9sno| 0 | a4 5 [ & r U 9 | 10
e o] 4k 1 - - 41 | A

‘\ 1 12500 13 14 | 15SDO € || w7 | M 12 ‘ 13 14 1 16 | i
o e w w ow oewe) « Bl ENEREE 0 K
‘ 25 6800 27 ® |

Select the "Leave Type” drop-down
menu button to continue.

Legen ST [T | 00 || Hoicay [P

Add/Edil Leave

Leave Date: f03."13i2023 Thruz 03/31/203  Time: 800 anType:. E =
= - Dany
Tolal Reg His:| 3000 Dstals Thru:| 1650 3071Cmts: NOTIOD, NOTIMLA .
Submitted: | V40172043 | Q800 No Call Received: =
Yes No
Schedule:
ET: 2.00 Is your absence a result of a job related condition? 0
oL: 10.75 Is this leave FMLAT s -1
T #Are you requiring documentation for this absence? = . 9]
IL: EESIES Schedulad? (5 (|
ET: 16.50
z : Cancel | Gontinue ILA C

Slide notes

Select the “Leave Type” drop-down menu button to continue.

Page 43 of 51



Adobe Captivate

Friday, March 15, 2024

Slide 43 - Multi-Day Leave Request 13

Multi-Day Leave Request 13

—| United States Postal Service - Restricled Information
System Employee Leave Reports Window
ERM410F0 - Leave Management v4 042 - Restricted Information

Employee Information
Employee ID: W 0

Employee Name: Noe, Howard

Finance #; " A Sy .
Pay Locatian: S50 Sas s

|t | )|, s

Level: 02 Step: D Type: FTR EOD Date: 031912019
et | February 2023 | March 2023 >
Sat Sun Men Tue Wed Thu Fri Sat &= EEES === == —
1800 2 3 List of Valid Leave Types X
| 4 [ sspa s 7 8  9sD0 | 0 | a 2
\ 1 |25D0:: 13 14 | 15500 16 1 | m g Fina 0
H 8 | meo | 2 2800 | 2 “ 18 Leave_Type I
s mswo @ | om | 2 00012 ABSENT FROM OT |
- 049-00 OWCP - REGULAR
Select the “055-00 Annual Leave - | [05500 AVNUAL LEAVE - REGULAR ]
. Regular” to continue. L "035-01 ANNUAL [EAVE - LIEU OF SICK LEAVE |
Ads ey : = | 055-10 ANNUAL LEAVE - EMERGENCY
Leave Date: 03/18/2023  Thry; 03/31/2023  Time: 500 Leave Type: | (5500 SICK LEAVE - REQULAR
Tolal Rug Hrs:| 8000 Details The:| 1650 3971Cmist | 6.0 FIILL DAY LWOP
iDL/ |00 ) Mo Call Recetvert: Yes No | D60-01FULL DAY LWCP- IN LIEU OF SICK LEAV
ET: : S.OD- Is your absence a result of a job related condition? 0 071-00 COP - REGULAR
o Isthisloave FMLAT 5| 03500 OTHER PAID LEAVE
T Are you requiring documentation for this absence? | (s
IL: 25 Schaduled?
Er-—tes) Cancel | Gontinue e |
Find 0K | Cancel

o] i Joe]n]

Slide notes

Select “055-00 Annual Leave - Regular” to continue.
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Slide 44 - Multi-Day Leave Request 14

Multi-Day Leave Request 14

e o) Sgc _Imlir

| United States Postal Service - Restricted Information

System Fmplnyee | eave Reports Window

@ERMMOFO - Leave Managemenl vd 042 - Resbicled Informalion ﬂ
Employee Information

Employee ID: = =
Employee Name: Dos, Howard

Finance #: " At S |
Pay Location: 0 S s

Level: 02  Step:| D Typel FIR EOD Date: 03/19/2019
« [ February 2023 March 2023 |3
Sat Sun Mon Tue Wed  Thu Fri Sat Sun Men Tue Wed Thu Fri
100 [ 2 | 3 1 2 | asno
4 |ssoo| s 7 || 8 [esoo | w 4 5 6 7 8 9 0
il 128D0i 13 1 |15s00 | 18 | LI S O 15 | 6 || T
RN - - | - | -
25 6500 20 | 2 G & e a2 | “
Legend:w' SDO Holiday = FMLA __'_Ijghthty :D-Denied * - Admin Act P - Pending

AddiEdit Leave Edit
Loave Date: 03/18/2023  Thru: 03312023 Time; 800 Leave Type: 0565-00 AMMUAL LEAVE - REGULAR =
Total Reg Hrs:| 2000  Detalls | Thru: 1660 3971Cmts: NOTIOD, NOTFMLA
Submitted:  02/01/2023 | 0800 No Call Received: Yes N | :
Schedule: L
BT: 800‘ Iz your abzence a result of a job related condition? %
&l ¥
oL 10.75 Ia thia leave FMLA’ =]
T - Are you requiring documentation for this absence?
IL: 11.25
- Scheduled? (« i e
b2 Select the "Save

button to continue.

Slide notes

Select “Save” to continue.
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Slide 45 - Multi-Day Leave Request 15

$$cpinfoCur

Multi-Day Leave Request 15

_ HELP—Hﬂ‘

rentSlidats

| United States Postal Service - Restricted Information

System Fmplnyee | eave Reports Window

@ERMMOFO - Leave Managemenl vd 042 - Resbicled Informalion
Employee Information
EmployesID: & o0 Finance #: " At S |

Employee Name: Dos, Howard Pay Location: 0 S s

] | 26500

Level: 02 Step:| D Type! FTR EOD Date:| 03/13/201%
« | February NI AH rch 2023 I °==

Sat Sun Mon Tue : SEIECt the NO on Tue : Wed 2 Thu Fri
s button to continue. i 2 asmo
e e T RS-0l x| NGNS
11 | 12 2DO 13 14 . : 15 16 17

| . ,i Would you like to print the PS3971?

| 18 ‘ﬂ 20 il i

7 | @

-Denied * - Admin Act| P - Pending

Logen TN (V5] | SO0 | Hoday
AddiEdit Leave
Loave Date: 03/18/2023  Thru: 03/31/2023  Tjme; 800 Leave Type: | 055-00 ANNUAL LEAVE - REGULAR
Total Reg Hrs: 80.00  Detalls | Thru: 1660 3971Cmts: NOTIOD, NOTFMLA
Submitted:  02/01/2023 | 0800 No Call Received: Yes N |
Schedule: i
BT: 800‘ Iz your abzence a result of a job related condition? %
2
oL:| 1075 Ia thia leave FMLA’
T - Are you requiring documentation for this absence?
i _1_1.'35. Scheduled? s
ET: 16.50.

Cancel

Save

(5

Slide notes

Select “No” to continue.
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Slide 46 - Multi-Day Leave Request 16

Multi-Day Leave Request 16 HELP [ﬂ| SscpinfoCur

:_l Uniled Slales Poslal Service - Reslricled Informalion o
Syslem Employee Leave Reporls b Window
EI:HNHIUI—U - Leave Management w4 D42 - Restricted Information

x|

Emplayee Information

- z T Cloar
Employee ID:  ww Finance rrlﬂ e — | '
Employea Name: Doe, Howard Pay Location: #00 Ses Ce | i
Level: 02 | Step: D Type:FTR | EOD Date:| 03192018 |
= | February 2023 I March 2022 L=
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue  Wad : Thu  Fri Chg View |
‘ 1sD0 2 3 1 ‘ £ 3500 ! S
4 | s=oe 6 7T | 8 [as0 | 10 | ool e ] T s " ] 10 i
r = = b 1 P 1 ] Print 2872
1 12800 13 | 14 16500 16 7 | 1" 12 —_—

w [wso » || n [ 2 [mwe KA - ““
(= s = EN - ESER

Legend: [IEEI (TERIS0 | SDO | Holidey [ FMLA | [ISISESER Light Duty | D-Denied * - Admin Act P-Penainn' Add

Employes Intormation  Leave Summary | Leave Request I HRM Authorization ‘ FMLA Summary Edlt
Leave Summary
Begin Begin End End Requaat Entered Contfirm
sart Leave Typs Sch Date Tlml _Date  Tima Date Time By Numbser
[*] vow 00 ANNUAL LEAVE REGULTR \ soool:f.‘ '03180073] | 800 | 043112073 1660 | (901IA0Z30810 FRMS0ND [ = T l
U 1[ ] ‘-_J|__ | 1] <
£} il . ] I Print 3871 |
v [ =t (v i n i TACS
= N Select the "Close

Denied Leave iz Shown in Red

button to continue. L

| Record Saved Successiully

| Recnrd 11 | | | | «0sCr
I

(o] 0 Jofe]~

Slide notes

Select “Close” to return to the eRMS Home Module.
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Knowledge Check Instructions HEIP || MX || Ssepmbocur

Now, test your knowledge of what you have
learned in this module.

Select the correct answer and select the submit
button. You have three attempts to answer each
knowledge check question correctly.

I comwuz |
o] i Joe]n]

Slide notes
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Slide 48 - Knowledge Check 1

& Knowledge Check 1

|

When scheduling FMLA leave, the leave date will be coded

Select the best answer.

O A Agua.
O B.Blue.
# O C.Green.
O D.Red.
Correct! When scheduling FMLA leave, the leave date will be coded green.
Select NEXT to proceed.
SUBMIT
Slide notes
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Slide 49 - Knowledge Check 2

& Knowledge Check 2 i | | SSepme
When inputting a multi-day leave request, select to put eight hours of leave on

each scheduled day.

Select the best answer.

O A Add.

# O B. Distribute.

O C.Edit
O D.Find.
Correct! When inputting a multi-day leave request, select Distribute
to put eight hours of leave on each scheduled day.
Select NEXT to proceed.
SUBMIT
Slide notes
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Slide 50 - Credit and Completion

|

Credit and Completion HELP | MX || Ssepiroc

You have completed Module 2: Leave Entries.

Please return to the learning portal and review Modules 3 through 6 to complete the
Enterprise Resource Management System (eRMS) Lead Clerk Role training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are missing
a checkmark, please revisit the slide(s), and the module will complete.

EXIT

Slide notes
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Slide 1 - Title

Title HELP ol s ]

Enterprise Resource
Management 3vstem (

Slide notes
Welcome to Enterprise Resource Management System (eRMS) Lead Clerk Role,

Module 3: Removing and Editing Leave.
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Slide 2 - Help

u Course Assistance

| lEi

Accommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions concerning the computer you are using
fo take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headquarters field employees, select the
HELP button to submit a ServiceNow ticket.

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
frouble. To resume the course, please select Return.

Course Resources

,,

Slide notes
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Slide 3 - Navigation Instructions

Navigation Instructions HELP Wx | SScpinfocur
I
I
I
Help and
Show / Hide Rasodrces
Play / Pause Closed
Course Captions

Replay Slide Mute / Show /
Unmute Hide Table
Course Audio of Contents

Back to Continue to

m — — — — Previous Slide Next Slide  — —— m
(I Jofc]m]

Slide notes
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Slide 4 - User Information

i HELP | W{x | S$cplnfoCur
User Information JLE

I rantSlinats

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal, and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

I comwuz |
o] i Joe]n]

Slide notes
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Slide 5 - Objectives

Obijectives | hew ﬂ . SScpintour

By the end of the module, you should be able to:

[< gmm
(o] n Jofe] ]

Slide notes

By the end of this module, you should be able to follow the process to remove and edit leave already entered in eRMS.
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Remove Invalid Leave Request 1

Hﬂ‘ $$c cpinfocur

j United States Postal Service - Restricted Information
System Employee Leave Repers Switch Window
@ERMMOFD - Leave Management v4.032 - Restricted Information ﬁ
Employee Information Clear
Employee ID: w0 Finance#:\- S . =
Employee Name: Doe, Juniper P. Pay Location: ‘ ) —— — Lind
Level_ 06 Step: M | Type:FTR EOD Date: 01/17/1936
= | Decembeer]ZZ January 2023 e
Sat Sun Mon Thu Fri Sat Sun Mon Tue Wed Thu Fri
[ woe [
o S o [ i e e R e el Lo
O oo oo GRG0
[ 0 [0 oo voo DY
1 [ T i
BIOE coo [zrsoo | [ETNES BRI PR
Select 01/20/23 to continue.
Legend:m_ SDO || Holiday = FMI Add
Leave Summary Leave Request | [ Edit
Leave Approval
Begln Begm End End Request Entered Corlflrm
Sortz Leave Tvne | His 3 ime 8 Remove
>I\' 150-89 SICK LEAVE - FAMILY MEDICAL | 800 * 01'201'2023 1.00 U1J‘2012l]23 B0 OUI1IZ3 0800 DTGOJD A
05999 SICK LLAVC - TAMILY NCDIGAL | 6.0 _01-'7@2023 LA i
‘ — — Y
4
Uenied Leave 1 Shown in Red Close
(1 Qo] m]

Slide notes

Now that we have discussed how to make entries for supervisor-approved

leave requests for single day, FLMA, and multiple-day leave,

we will discuss how to remove leave already entered in eRMS.

On January 1, a supervisor gave you a PS Form 3971,

Request for or Notification of Absence, submitted by Juniper Doe

and approved by the supervisor for 8 hours of FMLA, protected Sick Leave for January 20th.
You already entered the leave into eRMS.

On January 11, the employee changed the appointment to a later date

and asked the supervisor to cancel the leave request for January 20, 2023.

To remove the leave entered, select January 20th on the calendar.
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Slide 7 - Remove Invalid Leave Request 2

HELP

)] ssqmor

Remove Invalid Leave Request 2

—| United States Postal Sarvice - Restricted Information

System Employee Leave Repers Switch Window

@ERMMOFO - Leave Management v4.032 - Restricted Information ﬂ
Employee Information Clear
Employee ID: w0 Finance#:‘_ S - ‘ ey
Employee Name: Doe, Juniper P. Pay anation:‘ ) ——— i find
Level: T Step: T| Type: FTR EOD Date: 31117.‘1996 |
= | December 2022 January 2023 =

Sat Sun Mon Tue Wed Thu Fri Sat Sun on Tue Wed Thu Ehay
|‘1|~ View
1NMLWP | 2MLWP m 1 MLWP

Ty 7Lwe | s muwe | anowe | 1omowe 1500 asno
B e 0 --:- owo w0

Print 397

m 19500 [ 17500 18500 2
2 R o . e o e on e SN 2
30 3
[RIERIEE LightDuty D -Denied *- AdminAct P-Pending | g4
o Edit
Select the carat to continue.  peReauest | |
Deny
n Begin End End Request Entered Confirm | A
RAGE] Leave Type _| Hrs | Sch Date  Time Date _TI!I_'IE Date Time By  Number ‘ Remove
150.99 SICK LEAVE - FAMILY MEDICAL | 800 * 01'201'21]23 700 U1J‘2012l]23 1600 123 00 DTGOJD | il T
oo 0192025 700 01192023 1600 0WUS202307:30 ERWSOO s
| G 7 T i Print 3071
. i 2 i 4|
e | | . | . | ¥l || Tacs
Close

Uenied Leave 1 Shown in Red

Slide notes
In the Leave Summary tab, highlight the leave entry that needs to be deleted

by selecting the carat left of the leave type on the row you wish to delete.
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Slide 8 - Remove Invalid Leave Request 3

Remove Invalid Leave Request 3 EL"— O | | Socptrocr

:‘J United States Postal Service - Restricted Information

Systern Employee Leave Reports Switch Window

E ERIM410F0 - Leave Management v4 032 - Restricted Information ﬂ
Employee Information Clear
Employee ID; w0 Finance #: W A Saye |
Employee Name: Daoe, Juniper P. Pay Location: s S Lind
Level:| 06 |Step: M  Type:FTR  EODDate: 01471936
<« | December 2022 January 2023 ax

Sat  Sun Mon Tue Wed Thu Sat Sun Mon Tue  Wed Thu |
st
e S o
W]E_’m_ s |msoo 11sp0 12
m 18800 |msno '. 16 | 17500 18800 | s J| 2 »
2

BT oo oo EPAPRREIEIN = o s x| @
Caw o
Legend: [IETUTTH [0 SDO | Holiday | FMLA  [SSIESESSM Liont Duty D -Denied *- AdminAct P-Pending  pdq
Leave Summary | Leave Request | | | Exit
Leave Approval -
Begin
Sart> Leave Type | Hrs | Sch Date

> | 050 00 SICKLEAVE FAMILY MEDICAL || 800 | (01202073 Select “Remove” to continue.
> | D559 SICKLCAVC - TAMILYMCDICAL | 600 01/10:2023

Ueried Leave 15 Shovn in Red Close

Slide notes

Once highlighted, select the “Remove” button.

Page 8 of 28



Adobe Captivate Friday, March 15, 2024

Slide 9 - Remove Invalid Leave Request 4

Remove Invalid Leave Request 4 HELP | i) | $$cpinfoCur

rantSlinats

_:I United States Postal Service - Restricted Information

Systern Employee Leave Reports Switch Window

@ ERIM410F0 - Leave Management v4 032 - Restricted Information ﬂ
Employee Information = ‘ Clear
Employee ID: w0 Finance# " ssssme sy \—

Employee Name: Doe, Juniper P. 1 Find
Levet] 6 [Stp M T Golact “Yas” to continue.

< | December 2 it
Sat Sun  Mon Tue | We
Chg View
efAMS - 0212 10w [

W 5 C 7 v

SMLY

el 1l Print 3972
m 12800 12500 15 ML 13 | 1 | 15 Lonmaee |
m-msm |2ﬂsno : 22 ML 208L | 2] n
26500 (27500 .?BMI a || £ 2
Caw o
Legend: [N M) SDO || Holiday | [GIERNEE Liont Duty D -Denied *- AdminAct P-Pending agq
Leave Summary | Leave Reguest | | Edit
Leave Approval . : . ‘ I
Begin Begin End End Request Entered Confirm
Sart Leave Type | Hrs | Sch Date Time Date Time Date Time By Number Remove
> | 050 09 SICKLEAVE FAMILY MEDICAL || 800 | 01202073 700 | 01707023 1500 | 0MA41053 (300 | 170030 Al -
o P e, L, — r ; o . Lv Details
* | 05359 SICK LCAVE - TAMILY MCDICAL R0 U023 700 0192023 1600 0W0R20230730 ERMSI0 estroriail]
. ‘_ - - y T— ‘— Print 3971
> | ' i ] ' 1| ' ¥ || Tnes
Ueried Leave 15 Shovn in Red Close

o] i Joe]n]

Slide notes

A pop-up message, “Are you sure you want to DELETE this record?” displays.

Select “Yes.”
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Slide 10 - Remove Invalid Leave Request 5

Remove Invalid Leave Request 5 E HELP O | | Socptrocr

j United States Postal Service - Restricted Information

System Employes Leave Reports Switch Window

%‘JERMMDFD - Leave Managemeant v4.032 - Restricted Information ﬁ
Employee Information Clear
Employes ID; w0 Finance 7 W A sy | -
Employee Name Due,JumperP Pay Location: @ S Gind
Level: 06  Step: M | Type:FTR  EODDate: 01171139
< | December 2022 January 2023 >

Sat  Ssun  Mon Tue Thu Sat Sun  Mon Tue Wed Thu 5 |
1we | 2mwp |3 1MLWR
amLwP R 7 vwe |3 muwe | amowe [ 10 mwell 2 miwe | 3500 1:00 NG TMLWR | 8 MLWP
11 MLWP 1zsno asn0 14|.an9 16 muwr] 17 el | 1nsno 1500 12

i
‘msnn EAETOM 21 MLWP | 22 MLWPY 23 MLWR] 24 MLWP |1?SDD 18500 | 195L n n
m@asno 27500 mm 30 MLWPE 31 MLwP S |243|30 %sp0 % W | B 0B

n | a
Legend: [l [iEeie] | SDO | Holiday | FMLA | [SSIERESE Lioht Duty | D-Denied |*- Admin Act P -Pending Add
Leave Summary | Leave Request | | Edit
Leave Approval
Begin Begin End End Request Entered Confirm
50 Leave Tune Ltis | Sch Date  Time Date Time DateTime Bv __ Numper

> | 05000 SICK LEAVE - FAMILY MEDICAL 800 _[]1.'19:'9!1?.1 700 _01191')0?3 1600 _Qlﬂim?f;f}?m FRMSOHD | A
| v TACS
Uenied Leave 13 shawn n Ked Close

I . EEm
o] i Joe]n]

Slide notes
The 8 hours of FMLA SL for January 20th, 2023 has been removed.
Notice the leave has been removed from the Leave Summary

tab and from the leave calendar.
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Slide 11 - Editing a Leave Request 1

Editing a Leave Request 1 W) || SScpinfocur
_:IUnited States Postal Service - Restricted Information
Systemn Employee Leave Reports Switch Window
E:‘: ERM410F0 - 20 Leave Management v4.044 - Restricted Information X
Employee Information - Glear
Emplayee ID: 0 Finance #: Wl g sy -
Employee Name: Doe, WyattL. Pay Location: &0 s e Lird
Level: 06 Step: M | TypaFTR EOD Date: 01/17/1896
] January 2023 . February 2023 >
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fr ‘ Chg View |
1suo‘2 3 ‘ 4 Hs ‘e 1 |2 3 | am——
| 7500 l'ssno ‘ 9 w0 | H 7 |1’ 4sm0 H 5500 6 1 | e | 9
I r [ 17 T i 1 [ T Print 3972
1aso | 18300 16 7 1 [® [»  usojmso B u | 15 | pint 3072 |
:'21 5D’0|:223|30“ 2 2 ‘ 2 H 2 ‘ 7 epe | agems oo a9 22 Y ey |
| mspo | 2500 | M0 1 :
|2s00 | 300 | Select 02/17/23 to continue.
Legend: [ESTH [IFE] | SDO | Holiday | FMLA™| [BHEESS Lioht Duty | D-Denied *- AdminAct P-Pending |  aga
Employee Information | Leave Summary Leave Request | | FMLA Summary | Edit
Leave Summary D
Begin Begin End End Reguest Entered Confirm ey
Sortz Leaye Tvoe | His | Seh Date  Time Date  Time DateTime B Number Remove
> 055-00 ANNUAL LEAVE - REGULAR 1800 /1 oanmiznz3l B0 | DRATIR0Z3 1650 (021102023 0800 ALODBI0 | | IW
= v Details
2] | I == | e e |
= | | I 1 Frint 3971
B ] | [v] TACS
Denied Leave is Shown in Red Close
(I Jofe]m

Slide notes

Next, we will be discussing the process for editing leave

already entered into the system.

On February 10th, your supervisor hands you a PS Form 3971,

submitted by Wyatt Doe and approved by the supervisor for eight hours of
Sick Leave for February 17th.

After you enter the leave, you realize you accidently entered

Annual Leave (AL) instead of Sick Leave.

To edit and correct the leave, select February 17th on the leave calendar.
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Slide 12 - Editing a Leave Request 2

Editing a Leave Request 2 k = II!-’I o ey

_:._IUnited States Postal Service - Restricted Information

Systemn Employee Leave Reports Switch Window

E:‘: ERM410F0 - 20 Leave Management v4.044 - Restricted Information X
Employee Information Glear
Emplayee ID: 0 Finance #: Wl g sy . -
Employee Name: Doe, Wyatt L. Pay Lacation: S0 s e Lird
Level: 06 Step: M | TypaFTR EOD Date: 0117/1996
<« | January 2023 Fabruary 2023 =
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed  Thu Fri Chg View |
1500 | 2 3 4 \ 5 |6 T | 8 3
| 7500 ]'8suo ‘ 9 w0 | ‘ |1 4s00 Jtssno 6 1 | s | o |
- - - -I- - - - — > Print 3972
14500 | 15300 | 16 7| 1 { B |2 11800\[ 12800 13 5 | 16 [0 4|
2500 | 22500 22 u | % | » |z (ws0|ws0 A | 2 |xn |a |
znsnoJ 23500 ‘ 1 M zssnoH'zesuo 7 n |

A" WIS Lioht Duty | D-Denied - Admin Act P -Pending
Select the carat to the left of the - . i ed
leave row to continue. eRequest | | PMLASunmary | Edi
D
egin  Begin End End Reguest Entered Confirm ey
Wil Leave Type | Hrs | Sch Date Time Date Time DateTime By Number Remove
ﬁgﬁ_gg ANNUAL LEAVE - REGULAR 800 /| 021712023) B30 | 021772023 16,50 021102023 0800 | ALODBO0 1 AT
— ; y—_——— 1 3 | Lv Details
el |
o1 - ‘ Frint 3971
> | i ] v TACS
Denied Leave is Shown in Red Close

o] i Joe]n]

Slide notes
If the leave summary row you want to edit is not already highlighted,

select the carat to the left of the leave type to highlight it.
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Slide 13 - Editing a Leave Request 3

Editing a Leave Request 3

InfoGur
Slinadd

_:IUnited States Postal Service - Restricted Information

Systemn Employee Leave Reports Switch Window
E:‘: ERM410F0 - 20 Leave Management v4.044 - Restricted Information

Employee Information
Employee ID: s
Employee Name: Doe, WyattL.
Lavel:\_ 06 Jstep:_ W | Type:FIR

Finance #: W g ——

GClear

Pay Location: &0 s e
EOD Date: 01117/1996

Find

=< |8 January 2023 ] February 2023 >
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed  Thu Fri ‘ Chg View |
1500 ‘ 2 3 ‘ 4 ” 5 ‘e 1 | 2 3 | e
| 7500 l'ssno ‘ 9 w0 | H 2 ‘ 13 4sbo H 5500 6 1 | e | 9 [0 |
[1asp0 | 18300 16 7 1 [® [»  usojmso B u | 15 | pint 3072 |
5'213m|:22300" 2 u | » H 2% ‘ g 1ssno“19mo‘ A |2 | a |a |
| 28500 'zesno“ 1 o 'zssno“-zesuoj
Select "Edit” to continue.
Legend: ST (TN | SDO | Holiday [TFMCAT] [MBHERESSEN Lioht Du
Employee Information | Leave Summary Leave Request | | FMLA Summary | | Edit
Leave 5
S Begin Begin End End Reguest Entered Confirm Deny
Sort Leave Type | Hrs | Sch Dale Time Date Time DateTime By  Number Remove
> | 05-00ANNUAL LEAVE-REGULAR | 800 | Y/ 021712023 B0 | 0201702023 1650 (2102023 0800 | ALODBO [A] ||———
= ’ —m | 1 | Lv Details
»] T [ I —
| ] | T | ] Print 3971
> ] ] [v] TACS
Denied Leave is Shown in Red Close

o] i Joe]n]

Slide notes

Once the row is selected, select “Edit.”
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Slide 14 - Editing a Leave Request 4

Editing a Leave Request 4

;I United States Postal Service - Restricted Information

System Employee Leave Reports Switch Window

Employee Information
Employee ID: w0
Employee Name: f Doe, Wyatt L.

Level: 06 Step: M TypelFTR
<« | January 2023
Sat Sun Mon Tue Wed Thu Fri
1500 ‘ 2 3 4 | s ]

700 8SDO | 8 0 | 11 12 13
— - = .
14500 15500 | 18 7 18 19 2
218D0 22500 ! 2 u | B % 7
- - - -
28500 2500 | 3 k]

Loger ST T | 500 | oicay [(FHLA

@ERM-‘HUFU - 20 Leave Management v4.044 - Restricted Information

Finance #: ‘-‘- g

InfoCur

HELP Iﬂ‘

Sﬁc

Slinadd

| Pay Locatio n:‘ T e—— s

EOD Date; 011171936

| February 2023 >
Sat Sun Mon Tue Wed Thu Fri l
1 2 3
| asooi 5sno| 6 7 | e 3 10 |
11500 125uo[ 1 15 % [ 4I
1ssno\'1asuoll x| A 2 |z
. i P

Select the "Leave Type” options

icon to continue.

AddEdit Leave _ _ '
Leave Date: D2A7/2023| Thru: 02117/2023 Time: | 200 Leave Type: | 055 00 ANNUALLEAVE REGULAR
Total Req Hrs:  3.00 Datails | Thru: | 1650 3g7icmts: NOT IOD; NOT FMLA
Submitted; 027102023 || 03:00 o Gall Received: T 8
Scht_zdule: -
BT: 8.00 Is your ahsence a result of a job related condition? 3 | - |
ol 1200 iz ienctima gl b “I " Print 3971
I r 1250 | Are you requiring documentation tor this absence? [ p—
L Scheduled? - TACS
- 1650 [ =
EE e Cancel Save l

o] i Joe]n]

Slide notes

From this screen, you will be able to edit the hours requested,

the time for the leave, the answer to the four questions, or the leave type.

For this scenario, we will be editing the leave type since we need to

correct it from Annual Leave to Sick Leave.

Select the “Leave Type” options icon.
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Slide 15 - Editing a Leave Request 5

Editing a Leave Request 5

W) Ssmnfocur

el

Slinadd

_I United States Postal Service - Restricted Information

System Employee Leave Reports Switch Window
@ERMMUFU - 20 Leave Management v4.044 - Restricted Intormation

~ 000-12 ABSENT FROM OT

Lz S0 4400 0WCP - REGULAR

|ms0 msio| w | m 2500 | 25 05500 ANNUAL LEAVE - REGULAR

' == = © 055-01 ANNUAL LEAVE - LIEU OF SICK LEAVE
05510 ANNUAL LEAVE - EMERGENCY

!2‘\5D0 22500‘ 23 24 ‘ 25

X
Employee Information — — ‘ Clear
Employee ID: w0 Finance#:’—_ g —— !
Employee Name: Doe, WyattL. . ~ Pay Lccation:‘ ) e—— e ‘ Fing
Level: 06 Step: M TypelFTR . EODDate: 011171996
« | January 2023 : | List of Valid Leave Types X
Sat  Sun Mon Tue Wed Thu Fri Sat g ‘ Chg View
1500 ‘ 2z 3 ‘ 1 | 5 8
: - . - : : . Find 0%
7800 85DO ‘ s 10 ‘ 1 | 2 13 4800 5
I | k 3
_ _ ‘ . . — {— | Print 3972
[1dsno 15800 ‘ 18 17 ‘ 18 | 1 20 11800 | 12 ELE e

26

Legend: [T [TE]  SDO | Holicay |\ FMLA | [HERNRERA | 05600 510K LEAVE - REGULAR N a

i C-00 FOLC DAY LWOP o
: Edit

Leave Date: 02172023 Thu: 02172020 Tume: | 200 yeaye yper UBC01T FULL DAY LWOP- IN LIEU OF SICK LEAV | Edt |
TotlReghrs: 800 0t | The| 1650 so7icmes: g;;‘ggg?:;gféf‘;w .
Submitted: 027102023 || 08:00 N Gall Received: | e g

Schedule:

BT 800 Is your ahsence a result of a job related condition?

o 1200 T Printsen
N 125: Are you requiring docume n " 5 \—
I 1250 Select “OK" to continue. | oK |_

ETl: 1650 L 1

Slide notes

Select “Sick Leave” and select “OK.”

Page 15 of 28



Adobe Captivate

Friday, March 15, 2024

Slide 16 - Editing a Leave Request 6

Editing a Leave Request 6

System Employee Leave Reports Switch Window

Employee Information
Employee ID:
Employee Name: Doe, Wyatt L.

Level:._ 06 _Slep:: " Type: FTR

:JUmted States Postal Service - Restricted Information

EERMMUFU - 20 Leave Management v4.044 - Restricted Intormation

Finance #: ‘.- E e
Pay Location: ‘ﬂ__
~ EODDate; 01/17119%

Cancel

InfoCur

HELP Iﬂ‘

Sﬁc

Slinadd

= || January 2023 [ ) February 2023 : e
Sat  Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fi_ | e l
1500 \ 2 3 4 5 6 1 H 3| —

7SD0 8500 | 9 0| N 7 |13 4500 | 5800 | 6 T s [T [n |

14800 15800 | 18 7 1. | w2 11500 1zsno| ST R (T ™ | 4|
= : = 5 1 3 - i e |
2500 ,2300‘ » u | % | o . 1ssu0‘ 19500 | 2 n | = 23 Ol
2500 295u0\ ) £ 253uu}' 26500 | @ | = |
Legend: JET [IE0%] | SDO | Holiday | FWLA " SRR | Light Duty | D - Denied |*- Admin Act P -Pending |

AddIEdit Leave '

Leave Date: (02/17/2023  Thru: 021772023 Time:  8.00 Leave Type: 05 00SICKLEAVE REGULR =

Total Reg Hrs:| .00 taila | Thru;| 1650 3a7iCmts: NOT I0D; NOT FMLA

Submitted: 02/10/2023  03:.00 [

Schedule:

BT: ‘ 8.00 I your absan| I n " -

Select "Save” to continue. |

ol 1200 | Print 3971

e ‘—1'25? Are you requil e

ET: 1630 e —

o] i Joe]n]

Slide notes

Select “Save.”
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Slide 17 - Editing a Leave Request 7

iti HELP o)) | $ScpinfoCur
Editing a Leave Request 7 I W) ] $$cpinfocu
;IUnited States Postal Service - Restricted Information
System Employes Lsave Reports Switch Window
E ERM410F0 - 20 Leave Management v4.044 - Restricted Information ﬂ
Employee Information ‘ Clear
Employee ID: w0 Finance #: il b sy . ]
Employes Name: Doe, Wyatt L. iPay Lacation: T e— - ‘ gind
Level:[ 06 Step: M | Ty FAD.
n " 2
« | TR Select “OK" to continue. »
Sat  Sun  Mon  Tue w51 Wed Thu  Fii —
: : Chg View
1800 | 2 3 — = 1 | 2 3 | ‘*I
| 700 l'ssuo ‘ 3 o | REPOFt Submitted il 8 | s |n |
I F 1 4 o [ | y | Print3972
| 14800 | 15800 { 1 7 | i % Report Submitted. Check Report Queue | ' | 18 ;l
‘2300 | 300 % | 3 x) 2 | a ||u |
| 28500 | 29500 L 30 k]
Legend: JEERTYRRY [MEFYR] | SDO || Holiday [TFMCAT] [BBIRSRNY Light Duty | D -Denied [*- Admin Act [P-Pending | aqq
Employee Informaticn | Leave Summary Leave Request | | FMLA Summary | ‘ Edit
Leave Summary D
Begin Begin End End Request Entered GConfirm ‘ ey
Sort> Leave Type | Hrs | Sch Date Time Date Time DateTime By Number ‘ Remove
> | 056-00 SICK LEAVE - REGULAR “poo | 02170 B0 D2M7I023 1850 ) 1] |W
— bl : ] v Details
d = I S
5| | = ) | Print 3971
N S — i ] | [ secs
Denied Leave is Shown in Red ‘ Close
(I Jofe]m]

Slide notes
The pop-up message, “Report Submitted. Check Report Queue” displays.

Select “OK.”
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Slide 18 - Editing a Leave Request 8
Editing a Leave Request 8 E HEP O | | Socptrocr

;IUnited States Postal Service - Restricted Information

System Employes Lsave Reports Switch Window

'Ef: ERM410F0 - 20 Leave Management v4.044 - Restricted Information ﬂ
Employee Information Clear
Employee ID: w0 Finance #: il bt sy . =
Employes Name: Doe, Wyatt L. :Pay Lacation: L — (FLE]
Level:} 06 Step: M | Type:FTR EQD Date: 01117/1996
<< | January 2023 Fehruary 2023 22
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed  Thu Fri Chg View l
1500 | 2 3 4 ‘ 5 | & 1| 2 3
7500 I'ssuo ‘ g o | n ‘ [ |4s0o “ 5800 6 1 s [ 10
' ' : r T 1 : - i ' Print 3972 |
spo| tss00 | 16 7 18 | 1w |2  tsoo s w w4 | 15 |16 [EED
2500 | 2500 22 u 5 || ¢ | BS00|jws0 A 2 | m A
2500 | 2500 | 1 zssnoH %00 7 | = |

Legend: [N (IESET]  SDO  Holiday | FMLA™| [HSRESSH] Light Duty | D-Denied *- Admin Act P -Pending Add
Employee Informaticn | Leave Summary Leave Request ‘ FMLA Summary | Edit
Leave Summary Den
Begin Begin End End Request Entered GConfirm Y
Sort> Leave Type | Hrs | Sch Date Time Date Time DateTime By Number Remove
» | 056-00 SICK LEAVE - REGULAR “goo | Y 02172023 B0 | 021712023 1650 ALBOBOD B 1 .
e : . - I Lv Details
> |
1 J Print 3971
| | v TACS
Denied Leave is Shown in Red Clese

[ - _
CT L1

Slide notes
Now, you will notice the leave type has been updated to Sick Leave

under the leave summary and on the leave calendar.
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Slide 19 - Answer Question Two

rantSlinats

Editing a Leave Request 9 HELP | W) | $$cpinfoCur

;IUnited States Postal Service - Restricted Information

System Employee Leave JiEViiil Switch Windaw

[ ERM410F0 - 20 Leave i x|
e L L Select "Report Queue” from the |
= ear
Employee ID: e EMpioyee Repots.. drop-down menu to continue. :
Employee Name: Doe, Wy Caj.in | og Reports... f —— -
Level: 06 Ste . & iR ol [EOD Date: 01/17/199
<« | EMLADaiaReports. February 2023 5
Sat Sun Mon Sat Sun Mon Tue Wed Thu Fri . |
-+ Me d Role Asgn Reports.. . Chg v
1500 /z— B i 1 | z 3 | ‘ s IEW—I
| 7sD0 l'ssuo ‘ o | LonDutyReparts.. 4500 H 5500 6 1| e | 3 1 |
jmsno :15300 { | i nsoo|[12s0 13 (1 | 15 | Ml
E.2|3D0|:223D0:‘ 2 u | » H 2% ‘ P 1ssn0“1ssuo_ x A | 2 |a | =» |
| 28500 zesm{ 1 o zssno'H-zesuoj 7 = |

Legend: JEERTYRRY [MEFYR] | SDO || Holiday [TFMCAT] [BBIRSRNY Light Duty | D -Denied [*- Admin Act [P-Pending | aqq

Employee Information | Leave Summary Leave Request | i FMLA Summary | ‘ Edit
Leave Summary De
Begin Begin End End Reguest Entered Confirm ‘ W
Sort> Leave Type | Hrs | Sch Date Time_ Date  Time Date Time : By Number ' Remove
> | 056-00 SICK LEAVE - REGULAR ‘gog | Y 02172003 B0 D2MTI2023 1650 ] ALO0600 | |W
o e s S . : :| | Lv Details
i o = ]  Print 3971
> | 1 T || Tacs
Denied Leave is Shown in Red ‘ Close

[ _— _
O eT-T

Slide notes

If the PS Form 3971, Request For or Notification of Absence,

already completed by the employee is not correct or sufficient,

you need to view and print the PS 3971 generated in your report queue.

To view your report queue, select “Report Queue” from the “Reports” drop-down menu.
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Slide 20 - Editing a Leave Request 10

Editing a Leave Request 10

j United States Postal Service - Restricted Information

System Employee Leave Repors
gERMOﬂ?Fﬂ - 20 Report Queve Module v4 Cagcade
Report Queus | Tile Horizontally
Tile Vertically
fieport Hame | 1 ERM100F0-20 Home Motiule v4.008 - Resticled Informatian
PS 3971 021 0 i
2 ERM410F0 - 20 Leave Managment v4.044 - Restricted Information
=5 = 3 ERMOOTFD - 20 Report Qu Nodule w4001 - Restricted Informati
SRR Py -3 - 20 Report Queue Nodule w001 - Re rmation

L= | 0] sy

E

Refresh

il

| Delele |

| Ciose |

(O] 1 Jofe)m]

Slide notes

eRMS allows as many as five modules to be open at one time.

You can navigate from one screen to another by selecting “Window”

on the eRMS Main Menu bar, then selecting the appropriate module.
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Slide 21 - Editing a Leave Request 11
Editing a Leave Request 11 LD | Lt

j United States Postal Service - Restricted Information

System Employee Leave Reports Window
gERMOﬂ?Fﬂ - 20 Report Queve Module v4.001 - Restricted Information

Report Queue [ EI

E

ort Name Sfart Date/Time End Date/Time Status

= e i m
PS 3371 02/10/2023 20:00:00 | 02/10/2023 20:00:00 Complete -
T T S
PS 3877 02102023 200000 Freueaued . Delete |
PS 3971 02/10/2023  20:00:00 || 02110,

MIVH I %
Select “View" to continue.

| Ciose |

(o] it Jof=]]

Slide notes

The PS Forms 3971 that you sent to the Report Queue is listed.
The last one you submitted should display on the top row.
Select the row you want to view.

Notice, the font will be bolded. Select “View.”
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Slide 22 - Editing a Leave Request 12

Editing a Leave Request 12 HELP

)] ssqeor

= UMITED STATES ] ‘[ % -
POSTAL SERVICE. Request for or Notification of Absence
Employers Mame (Last, [irai, ML Emploges |13 Nara Suhmirred Mo. af Hours Recuested i Yoar
Doe, Wyatt L. 42424242 02/10/2023 b =
- 3 (aF| m 2023
Installation (e #M Teave, show ciry, scars and 18 code) U8 Duy Fuy Loc. & | D/A Code| From Dwe  How 3 5‘5
00-6501 - Caribbean-301 [Hil1] 110 02172023 | 07v:00
bt S0 %] puy [ [Houws
Time of Call or Request Scheduled Reparting Times Emplogee Can e Reached At (1 needed) ThruDse  Hour 54T 01
08:00 [ | N | 02172023 | 15:30
SUNDL
Type ol Abseace Docuwnentalion {For ulicial use voly Revised Sehedule far (Dats) Approved i Advance
Annual o n
j Vlisanial 1 tmch | ] 1MIA Requested {Gerrificarion reviews - 11RSSC) Oor 0w MON 03
J Carrier A1 Rule :l Fur COP Luwve (CALou :JUJ Regim Warle TUEOM
| LWOP fSeereverse) T For Advanged Sick Leave (1221 vu L)
w i, . : "'_"""f' . T For wtilitary |eave ((rders revizwed) Lunch Out | Lusch Iu | TR
—l E.:\‘l pererase :l Tor Court Leave (Summons revicwed) EadWark
] it ] For Higher Level {1723 o il I 6
et :l Scheme [ Taining Testing (ualifying (Memo an file) Toal Huu
L s x |FRIO7 8.00
Remarks {112 ner enrer medical mfarearion) Hmplagee shonld revies 'rivaey Infermarion an the reverse of this form.
’ SAT 08
Not 10D: NOT FMLA i
SUNDY
Tunderstind Usal Uhe annual leave anthorized in excess ol wmount available o me docing g leave year will be changed 1o LWOP. ST,
Enplagee’s Sgnarure and are Signature nf Persan Recording Absence and Dare Sigualure ol Supervisor wud Dale Koilied i
TUEL
WED 12
Select print icon to continue. —
[] Approved i
:l Tiaupproved [Gove Renson BelodT IR+
FMI A
R o 8 AR-Y:
P tiarm 397 Lty 001 (Page | f 23 PN (3 I0-024000:91% Warning: The furmighing of falseinformatian an this form may result in 3 fine of not mare

rhan $10.000 ar imprisonment of nak mere fhan 3 years, o hath, (17 150 (000

BEEOOD

Slide notes

A new tab will open in your browser and display the report.
Review the form and verify the information is accurate.
When you are ready to print the report,

move your cursor slowly down the page until the

toolbar displays at the bottom of the page.

Select the print icon.

Note: If you need to print a new PS Form 3971,

the form will need the required signatures.
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Slide 23 - Editing a Leave Request 13
Editing a Leave Request 13 l W) | , SScpinfoCur

:l United States Postal Service - Restricted Information

System Employee Leave Repors Window

ZERMOO7FO - 20 Report Queus Modul v4.001 - Restr SEiECt “Refresh" to continue x]
Report Queue IWI

L
Reporl Name Slarl Dale/Time End Dale(Time Slalus ——

PE 391 O20R2023 200000 | 021002023 20:00:00 Complete | Yiew
P8 3972 | 02/10r2023 20:00:00 | Enqueued I | Delete I
PS 3971 02/10/2023 20:00:00 | 02/10/2023 20:00:00 | Complete

Slide notes

If the status is not “Complete,” you can select “Refresh” to update the status of the report.

Page 23 of 28



Adobe Captivate Friday, March 15, 2024

Slide 24 - Editing a Leave Request 14

Editing a Leave Request 14 LD | ey

j United States Postal Service - Restricted Information

System Employee Leave Repors Window
EERM{)O?FO - 20 Report Queue Module v4.001 - Restricted Information

</

Report Queus Refresh

Reporl Name Slarl Dale/Time End Dale(Time Slalus ——
PE 391 O20R2023 200000 | 021002023 20:00:00 ¥ !I;EWI
P8 3972 | 0211072023  20:00:00 | 02/10/2023 20:00:00 | Complete I - Delete I
PS 3971 02/10/2023 20-:00:00 | 02/10/2023 20:00:00 Complete

I Close I

(O] 1 Jofe)m]

Slide notes

Once the status is “Complete,” you will be able to view the report.
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Knowledge Check Instructions

$3cpinfoCur
I ' I rentSlinets

HELP

[

Now, test your knowledge of what you have
learned in this module.

Select the correct answer and select the submit

button. You have three attempts to answer each
knowledge check question correctly.

o] i Joe]n]

Slide notes

This will be a series of knowledge checks.
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Slide 26 - Knowledge Check 1

e Knowledge Check 1 | Mx || SSepinfoCur

ﬂ rentSlidats

eRMS allows you to have as many as modules open at one time.

Select the best answer.

O A Two
O B.Three
O C.Four

¥ O D.Five

Incorrect. eRMS allows you to have as many as five modules open at one time.

Select “NEXT" to proceed.

SUBMIT

Slide notes
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Slide 27 - Knowledge Check 2

& Knowledge Check 2 i | | SSepme
If the status of a report is not “Complete,” you can select to update the
status of the report.

Select the best answer.

O A Edit
QO B.Delete

# O C.Refresh

O D.View
Incorrect. Select “Refresh” to update the status of the report.
Select “NEXT" to proceed.
SUBMIT
Slide notes
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Slide 28 - Credit and Completion

|

Credit and Completion HELP | MX || Ssepiroc

You have completed Module 3: Invalid Leave Requests.

Please return to the learning portal and review Modules 4 through 6 to complete the
Enterprise Resource Management System (eRMS) Lead Clerk Role training.
Close this window by selecting Exit or by pressing <Alt+F4>.

NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are
missing a checkmark, please revisit the slide(s), and the module will complete.

EXIT

Slide notes
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Slide 1 - Title

Title HELP ol s ]

Enterprise Resource
Management 3vstem (

A%

Slide notes
Welcome to Enterprise Resource Management System (eRMS) Lead Clerk Role,

Module 4: Injured-on-Duty (IOD) Requests.
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Slide 2 - Help

u Course Assistance

| lEi

Accommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions concerning the computer you are using
fo take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headquarters field employees, select the
HELP button to submit a ServiceNow ticket.

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
frouble. To resume the course, please select Return.

Course Resources

Slide notes
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Slide 3 - Navigation Instructions

Navigation Instructions HELP Wx | SScpinfocur
I
I
I
Help and
Show / Hide Rasodrces
Play / Pause Closed
Course Captions

Replay Slide Mute / Show /
Unmute Hide Table
Course Audio of Contents

Back to Continue to

m — — — — Previous Slide Next Slide  — —— m
(I Jofc]m]

Slide notes
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Slide 4 - User Information

i HELP | W{x | S$cplnfoCur
User Information JLE

I rantSlinats

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
+ Avoid multitasking.

+ Remain active in the course.

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal, and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

I comwuz |
o] i Joe]n]

Slide notes
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Slide 5 - Objectives

Obijectives HELP i}]_ . SScpintour

By the end of the module, you should be able to:

ol

Slide notes
By the end of this module, you should be able to

follow the process to enter an Injured-on-Duty (IOD) request.
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Adding IOD/COP Request 1

Select 02/20/2023 to continue.

Denied Leave is Shawn in Red

EERMMOFU - 20 Leave Management v4 044 - Restricted Information X ‘
Employee Information g elear ]
Employee ID: sanom Finance #: A1 A —gres - -|
Employee Name: Doe, Harper W. |Pay Location: #0) s Cas Find l
Level: 06 Step: 0  Type: IFTR EOD Date: 07/03/1984
2 January 2023 February 2023 22
Sat Sun  Mon  Tue Wed Thu  Fri Sat Sun Mon Tue  Wed Thu Fri )
[1s00 2 3 4 5 |6 1 | 2 3 Chyg View |
|7sp0 |80 8 w0 | n | n |n 4500 (5800 | 6 7 | 8 | 3 | M
| uano_| 15800 6 | 17 | 18 | 19 ‘ 2 | 118500 12500 | B L L Print 2972 |
| 21500 i nspo B 2 2 % |z 18SD0 | 19500 2 z 2 2 -
| spo | msp0 30 3 ' '

Legend: Sl (MES0] | SDQ | Hol - Admin Act P - Pending |
Employee Information ~ Leave Summary | Leave Request | | FMLA Summary I
Leave Summary > 5
_ Begin Begin End End Request Entered Confirm
Sor Leave Type | Hrs | Sch Date  Time Date Time DateTime By  Number
B L = . 4 y : =
] 0
L ! | '
d = ] =

Slide notes

Now that you have learned how to enter, edit, and remove leave,

including single day, multiple day, and FMLA request,

it is time to learn how to enter an Injured-on-Duty (IOD) request.

Harper Doe was injured on duty and has returned to work but must attend

physical therapy in the afternoon twice a week.

Your supervisor hands you a PS Form 3971, Request For or Notification of Absence,
from Harper requesting three hours of Continuation of Pay (COP)

for physical therapy on February 20, 2023, for an “Injured-on-Duty” claim.

To enter the leave request into eRMS, navigate to the Leave Management screen,

then select February 20 on the leave calendar.
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Slide 7 - Adding IOD/COP Request 2
Adding IOD/COP Request 2 | e | W) | oo

E’]ERMMOFU - 20 Leave Management v4 044 - Restricted Information X ‘
Employee Information elear
Employee ID: S8 0w Finance#:!‘- LRt 200 B
Employee Name: Doe, Harper W. |Pay Location: #0) s Cas Find
Level: 06 Step: 0  Type: |-FTR EOD Date: 07/03/1984
v - |
s 00 January 2023 . Febary2023 N =
Sat Sun  Mon  Tue Wed Thu  Fri Sat Sun Mon Tue Wed Thu Fri ‘
l1s00 2 s[4 5 |6 | 1 | 2 3 Chg View |
| 7800 |L 80 9 10 | 1 | 12 ‘ 13 4800 5300 | ERE s | 1w |
i L .- o) = = 1 1
L .‘ : it L L :
| Msno;[ 15800 16 7 18 19 ‘ 20 11500 12500 | B ‘ 5 | 16 1 | Print 3672
[ 21 snoi[ 200 2 A | B ® |7 18500 | 19500 “ 2 ‘ 2 B | m
| wsoo | ms00 30 3 ERCE T |

|
[
Legend: Sl (MESe] | SDQ | Holiday \ | [HIESESE | LiontDuty | D -Denied| *- Admin Act :P-Fendingi | Add

Employee Information  Leave Summary | Leave Request |
Leave Summary Select “"Add" to continue.
_ Begin Begin End End Re
Sort Leave Type | Hrs | Sch Date Time Date Time D
; L L~ . i

=
|

Denied Leave is Shawn in Red

Slide notes

Then select “Add.”
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Slide 8 - Adding IOD/COP Request 3

| e W) | Ssepmeo

Adding IOD/COP Request 3

EERMM 0F0 - 20 Leave Management v4.044 - Restricted Information
Employee Information
Employee ID: w0
Employee Name: Dos, Harper W. :
Level: 06 |Step: 0  TypeFTR

Finance #: .- A -
_ PayLocation: S0 s e
EOD Date: 0117/1898

= | January 2023 Il February 2023 >>
Sat Sun Mon Tue Wed Thu Fri Sat Sun Men Tue Wed Thu  Fi
‘ 1800 2 si ey 5 & 1 2 | &
[ 7500 ‘ gspo o o0 | m | on 13 4sp0 5300 | 6 7 8 o |
[ 14800 ‘ 158D0 16 7 | 18 | eRMS - 0424 x| s % | 7
| ' ' ; B 2 3 2
[ asoo . B | | = 'E Would you like to have a confirmation number |
l 500 ‘ 100 0 ] + ) forthis entry?
No
r r | Add
BN Sched |Unsched TV fdmin Act |P - Pending | -
Add/Edit Leave ) )
Leave Date: IOMM:" | Thru; 02232003 Tjpe; 800 Leave Ty Select “No” to contlnue
Total Reg Hrs: | : Thru: | 650 374cm
Submitted: No Call Recelved: Yos No
Schedule:
BT: 800 |s your absence a result of a job related condition? L
oL 1200 Is this leave FMLAT =
IL: 1250 Are you raquiring decumentation for this absenea?
: Scheduled?
ET: 1650
Cancel Continue I Se -as

Slide notes
A pop-up message will display, “Would you like to have a
confirmation number for this entry?”

Select “No.”
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Adding IOD/COP Request 4 | e | W) | oo

EERMM 0F0 - 20 Leave Management v4.044 - Restricted Information

Employee Information

Employee ID; w00 Finance #:'__ Awn . -
Employee Name: Dos, Harper W. : ~ Pay Location: 50 s e
Level: 06 Step: 0  TypelFIR EOD Date: 011711998
] January 2023 I February 2023 i
Sat Sun Mon Tue Wed Thu Fri Sat Sun Men Tue Wed Thu  Fi
‘ 1800 2 = & 1 2 | 3
[ 7500 \ sspo 9 0 |1 | 12 4s00 ssbo | 6 7 8 o |
i 1 il « i R L g PR
[ 14500 ‘ 158D0 16 7 |18 | 20 11800 | 12800 13 " 15 6 | 1
[ 21500 ‘ 2sD0 2 “u | B | » a7 18500 | 19500 n il 2 z |
[ 28500 ‘ msoo %500 26800 2 P
Add

Legen ST (T | SO0 oy (LAY NNRBRRRN Lig Dty 0-Deis - ArunActp-Pending |

Add/Edit Leave _ 3 -

Leave Date: Iﬂmm Thru: 02232023 Tyme: 500 | eave Type:
I Thru: | 16.50 3971Cmts:

Total Reg Hrs: |
Submitted: No Call Recelved: Yes No =
Schedule: :

BT: 800 Is your absence a result of a job related condition?
oL 1200 Is this leave FMLAT =
.. 5 7> B
1L 1250 Are you requiring decumentation for this absance?
r | Scheduled?
ET: 16.50 ;
Cancel | Continue Sale

Slide notes
Since Harper is only requesting three hours of leave in
the afternoon to attend physical therapy,

enter 3.00 for the “Total Required Hours.”
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Adding IOD/COP Request 5

Employee Information
Employee ID: w0
Employee Name: Dos, Harper W.

Type: :FI'R

EERMM 0F0 - 20 Leave Management v4.044 - Restricted Information

Finance #: '__ Awn . -

_ Pay Location: 500 s S

| v | )] sspmear

Continue

Level: 06 Step: 0 EOD Date: 011711998
] January 2023 I February 2023 i
Sat Sun Mon Tue Wed Thu Fri Sat Sun Men Tue  Wed Thu  Fi
‘ 1800 2 = & 1 2 | 3
[ 7500 \ sspo 9 0 |1 | 12 4s00 ssbo | 6 7 8 o |
1 | il i i L )
[ 14500 ‘ 15800 16 17 ‘ 18 ‘ 19 20 118D0  125D0 13 14 15 16 ‘ 17
[ 2 8D0 ‘ 7SO X “u |5 | B 27 18300 19500 n 2 22 3 \ 2
[ 28500 ‘ msoo 2500 | %500 27 pid
[ ¥ e il E T e Add

Legen [T ITET] | §00 | oy [ FNCA RAEBERR LichtDuty | D-Dened - Admin Act P-ending |
Add/Edit Leave ) )

Leave Date: Iumm | Thru: 02232023 qime: G0 |eaveTyper =1

Total Reg Hrs; | Thru: | 650 3971Cmts: ‘
Submitted: No Call Recelved: Yos No -
Schedule: :

BT: 800 s your absence a result of a job related condition?

oL 1200 Is this leave FMLAT =

IL: 1250 Are you requiring decumentation for this absenca? * -

- ] Scheduled?
ET: 16.50 .
Cancel Sal

Slide notes

Enter the date and time the request for leave was submitted.
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Adding IOD/COP Request 6

$$cpinfoCur

Employee Information
Employee |D: s

ERMM 0F0 - 20 Leave Management v4.044 - Restricted Information

Finance #: - Awen -

Employee Name: Dos, Harper W.

Type: FTR

Sat Sun on Tue Wed Thu Fri Bat Sun Mon Tue

_ Pay Location: Sl e St
EOD Date: 01171898

I February 2023 »
Wed Thu  Fi

Level: 06 Step: 0
=1 January 2023
‘ 1800 | 2 3 ‘ 4
[ 7500 \ L I
[ 14500 ‘ 15500 16 7 | 1.
[ 2500 | 2500 23 u | %
[ 28 500 ‘ 28 500 30 3

5 & 1 a =
12 13 4300 5smj & 7 3 8 | 10
19 20 ‘hﬂsuo 12500 | T \ 15 [ 18 \ " ‘
% a7 18500 | 18500 n 3 72 z |

26500 | 26300 27 28

i Cancel | Continue I

Legend: [l [E0] = SDO | Holiday | FMLA " [SESEEAN] LightDuty | D-Denied *- Admin Act P-Pending | b

Add/Edit Leave

Leave Date: |02123.m | Thru: :_“2‘23"2923  Time: 800 Leave Type: =
Total Reg Hrs:| 200 : T 650 j7icmes: 1
Submitted: 02182023 | 0&00 No Call Recelved: ey |
Scheduls: =

BT: 800 s your absence a result of a job related condition? © °

oL 1200 Is this leave FMLAT ~
IL: 1250 Are you requiring decumentation for this absenee? * " . . .

Er. om0 Scheduled? Select “Continue” to continue.

Slide notes

Select “Continue.”
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Adding IOD/COP Request 7 | e | W) | oo

ERMM 0F0 - 20 Leave Management v4.044 - Restricted Information

Employee Information

Employee ID; w00 Finance #:'_ﬂ Awn . —
Employee Name: Dos, Harper W. ) _ PayLocation: S0 s e
Level: 06 Step: 0  TypelFIR EOD Date: 011711998
=1 January 2023 It February 2023 i
Sat Sun on Tue Wed Thu Fri Bat Sun Mon Tue Wed Thu  Fi
‘ 1800 2 sl & 1 2 | 3
[rsno \ssm' s [0 | | e 12 4s00 ssbo | 6 7 8 o |
| 1 1 j)| ke 1 R L ) S
[ 14800 ‘ 15800 16 7 |18 | 20 11sDo 12800 13 u 15 % | 17 Print 3972
[ 2500 | 2800 23 # |5 | ®» @  s00 w00 n 2 1 5| n '
[ 28500 ‘ 2500 20 3 25800 | 26800 27 %

Legend: [l [E0] = SDO | Holiday | FMLA " [SESEEAN] LightDuty | D-Denied *- Admin Act P-Pending | b
Add/Edit Leave ) )

Leave Date: |02123.m | Thru: 02232023 yme: 590 eave Type:
| Thru: | 650 3e7icmts:

Total Reg Hrs: | .00
Submitted: 02182023 | 0&00 No Call Recelved:

Schedule: ez o
BT: 800 |s your absence a result of a job related condition? D
= - _ T w " :
oL 1200 s tis leave FULAT _ Select “Yes" to continue.
IL: 1250 Are you raquiring decumentation for this absanca? o 8
T Scheduled?
ET: 16.50 ’ )
| Cancel | Continue [ Salect

Slide notes
Answer “Yes” to the first question,

“Is your absence the result of a job-related injury?”
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Adding IOD/COP Request 8 | e | W) S

EERMMOFO— 20 OPD/CQP Assign Claim v4.001 - Restricted Information ﬁ
Employee Infarmation Claar
Emplayee ID:| 5 Finance#:| d F_ =
Employee Name:|Doe, Harper W. | Pay Location: | s s 0 -——-ln-

(" Select existing IOD/COP Claim I

eRMS 0D Date Claim Traumatic Date of Occ. Date OWCP Leave Type Init. Abs. ﬂ
Number Received Injury Date Med. Cond.OWCP # Approved CA-1 Work Disa
* /103000392446 | 01/D1/2022 | 01/01/2022 01111001 01/01/2022 | ALISL |

»

B

> 3 |

o | _
T 1)
ra

| " New IOD/COP Claim |

Save

~ Cloze

o] i Joe]n]

Slide notes
Now the IOD/COP screen is displayed.
You will select the radio button for

“Select an existing IOD/COP Claim” or “New IOD/COP Claim.”
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Adding IOD/COP Request 9 | e | W) S

EERMMOFO— 20 OPD/CQP Assign Claim v4.001 - Restricted Information ﬁ
Employee Infarmation Claar
Emplayee ID:| 5 Finance#:| d F_ =
Employee Name:|Doe, Harper W. | Pay Location: | s s 0 -——-ln-

| € select existing 10DICOP Claim |

= e cc. Date OWCP Leave Type Init. Abs. A
Select the "Select existing IOD/COP  |q.owcr# Approved CA-1 Work Disa
Claim” radio button to continue. Tor111001 oot |asL |

B

»>

>
i) | 7]
" New IOD/COP Claim

~ Save

~ Cloze

o] i Joe]n]

Slide notes
Since this is an existing claim, you will select the

radio button for “Select existing IOD/COP Claim.”
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Adding IOD/COP Request 10 HELP | M) || $Scpinfoour
EERMMOFO— 20 OPD/CQP Assign Claim v4.001 - Restricted Information ﬁ
Employee Infarmation Claar
Emplayee ID:) Finance #:;| M (e F‘: i
Employee Name:|Doe, Harper W. | Pay Location:| S G s 8 £in
fo Select existing IOD/COP Claim
eRMS 0D Date Claim Traumatic Date of Occ. Date OWCP Leave Type Init. Abs. ﬂ
Number Received Injury Date Med. Cond. OWCP # Approved CA-1 Work Disa
» §103000392446 | 01/01/2022 | 01/01/2022 | 01111001 01/01/2022 | ALISL
»
Select the carat to continue. _ _
gl |7
(" New IDD/COP Claim
~ Save
~ Cloze
| Jo]ec] ™

Slide notes

Highlight the correct claim by clicking the carat on the
left side of the row with the claim you wish to select.
If an existing claim related to the absence is not listed,
select “New IOD/COP Claim.”

Select the carat for the existing claim.
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Adding IOD/COP Request 11 | e | W) S

%ERMMOFO— 20 OPD/CQP Assign Claim v4.001 - Restricted Information ﬂ
Employee Infarmation s
Emplayee ID:} 0 Finance &:| S e — F ;
q in
Employee Name:|Doe. Harper W. ‘ Pay Location:| S D s 4 T

fo Selact existing IOD/COP Claim

eRMS [0D Date Claim Traumatic Date of Occ. Date OWCP Leave Type Init. Abs. ﬂ
Number Received Injury Date Med. Cond. OWCP # Approved CA-1 Work Disa
103000392446 | 01/D1/2022 | 01/01/2022 |o1111001 014/01/2022 | ALISL

vy|v

>

»

J | o]
p

New IOD/COP Claim

Select “Save” to continue.

| Save

| Close

o] i Joe]x]

Slide notes

Once you select the appropriate claim, select “Save.”

Please note, any IOD or COP leave entries cannot be approved,

denied, or edited until Human Resource Managemet (HRM) responds to the leave request.

Select “Save.”
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Adding IOD/COP Request 12

%ERWWFU - 20 Leave Management v4.044 - Restricted Information

ey

Employee Information ot l
I s - - L=r
Employee ID: w00 Finance #: W A S |
Employee Name: Dos, Harper W. |Pay Location: 0 s e Find
Level: 08 Step:| 0 Type:FIR EOD Date: 01171988
[==T]) January 2023 1 February 2023 i
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
1sD0 | 2 3 T I ‘ B 1 z | 3 j | Chg View I
|1s00 800 0 0 2 | B |4s0 580 | 6 7 8 N
Iusnc' 15800 16 17 18 19 ‘ 20 {115&1&\ 12800 | 13 14 15 16 \ 17 | i Print 3972 l
lmsnc 1sp0| 2 #n | % % ‘ 77 "IBSDU‘ 13500 n 2 2 n | on s
snc”zgsnoi 0 3 {2ssnoj 26500 l 7 28
Legend: JEETRN [TEEIE]  SDO Holiday | . |MIGGREES LightDuty | D -Denied| *- Admin Act P - Pending !__ i __|
Add/Edit Leava ! : Edit '
Leave Date: |O2M3 | Thru: 02232023 Time: 00 Leave Typa: | I_EJ Deny
TofalReg Hrs: 200 | Dotails | Thre: 185 3971Cmts: | 10D |
Submitted: 021162023 || 0600 No Call Recelved: i
Yes No |
Schedule: :
BT: 800 l Is your absence a result of a job related condition? @
P n " ~
oL 1200 seilaidode 08 Select "No" to continue.
IL: 1250 ‘ Are you requiring documentation for this absence? *
Scheduled? 5
ET: 1650 ,
==-- | Cancel Continue l Salect FMLA Cass ]

Slide notes
Continue answering the remaining questions.

Answer “No” to the question, “Is this leave FMLA?”
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Adding IOD/COP Request 13

%ERWWFU - 20 Leave Management v4.044 - Restricted Information

Ssmnfocur

linp®s

Employee Informaticn e l
5 = — - |L=
Employee ID: w00 Finance #: W A S |
Employee Name: Dos, Harper W. |Pay Location: S0 s Chie Find
Level: 08 Step:| 0 Type:FIR EOD Date: 01171988
[==T]) January 2023 1 February 2023 i
Sat : Sun Mon - Tue . Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fr
1800 | 2 3 [ ‘ E 1 z | 3 j | Chg View I
|1s00 800 0 0 2 | B |4s0 580 | 6 7 8 N
Iusnc' 15800 16 7 18 1 ‘ 2 {115&1&\ 12800 | 13 1 15 © | 1 | | Print 3972 l
lmsnc 1sp0| 2 2 2 % ‘ 7 "IBSDU‘ 13500 n 2 2 n | on s
snc”zgsnoi 0 3 {2ssnoj 26500 l 7 28
Legend: JEETRN [TEEIE]  SDO Holiday | . |MIGGREES LightDuty | D -Denied| *- Admin Act P - Pending !__ i ___|
Add/Edit Leava ! : Edit '
Leave Date: |O2M3 | Thru: 02232023 Time: 00 Leave Typa: | I_EJ Deny
TofalReg Hrs: 200 | Dotails | Thre:| 1850 3971Cmts: | 10D, NOT FMLA
Submitted: 02482023 || 06:00 No Call Recelved: . B
Yes No |
pEElE ;
BT: £00 l Is your absence a result of a job related condition? ‘e
P B W " ~
oL 1200 silaidod B0 Select "No" to continue.
IL: 1250 ‘ Are you requiring documentation for this absence? f_ !
Scheduled?
ET:| 1650

i Cancel Continue l Sale

ct FMLA Case |

Slide notes
Answer “No” to the question,

“Are you requiring documentation for this absence?”
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Adding IOD/COP Request 14 | e | W) S

@ERWWFU - 20 Leave Management v4.044 - Restricted Information X |
Employee Informaticn : — — Clear l
Employee ID: w0 Finance # W S Syt | :
Employee Name: Dos, Harper W. Pay Location: e s s | Find
Level: 08 Step:| 0  Type:FTR EQD Date: 01171988
[==i]) January 2023 1 February 2023 ol
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
B I F i | r e o =
1sD0 | 2 3 4 ‘ 5 ‘ B 1 2 \ 3 | Chg View .
EECHEE I 0 m | 2 | 1 400 500 | 7 8 s | 0
qusnc.' .15500.\ © | w7 1 ‘ 19 { 20 {11snu.\'ﬂzsuu-| m w15 s \ 17 | | Print 3972 l
lmsnc 1sp0| 2 un | % ‘ % ‘ i ‘ 'IBSDC" 13500 n 2 2 B | o I :
snc‘_'zgsnoi. Kl s {Z!Esnoj 26500 | 27 2%

P Schd |Unsched JRCU IS

. |NGHEEEN LightDuty | D -Denied| *- Admin Act P - Pending

Add/Edit Leava : :
Leave Date: |O2M3 | Thru: 03232023 Time: | 2% Leave Type: | I =
Total RegHrs:| 300 || Details | Thru: | 1850 3971Cmts: | 10D, NOT FMLA |
Submltted; 02162023 | | 06:00 No Call Recelved: o al
Schedule: . : |
BT: 8.00 ‘ Is your absence a result of a job related condition? 0. *
: w " : Drin: 107
o 1200 S Select “Yes” to continue. i
Are you requiring documentation for this absence? . ®
. 12.50 E
. | Scheduled? E TACS I
ET: 1650 ' :
___________ ! Cancel ! Continue [ Select FMLA Case 1 Close

Slide notes

Answer “Yes” to the question, “Scheduled?”
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Adding IOD/COP Request 15

Iﬂ] S$mmlir

ERMM 0F0 - 20 Leave Management v4.044 - Restricted Information
Employee Information
Employee ID: s o Finance #: W At S

_ Pay Location: Sl e St

Employee Name: Dos, Harper W.

Type: FTR

Level: 06 |Stem: 0 EOD Date: 01171898
=1 January 2023 I February 2023 i
Sat Sun : on Tue Wed Thu Fri Bat Sun Mon Tue Wed Thu  Fi
‘ 1800 2 F | s ] 1 2 \ 3 Chg View
lrsno \ssno' 9 ‘ 12 13 4300 5s00 i & 7 3 a | 10
[ MSDO-‘ 15500: 16 17 \ 18 1 20  Hsoo 1zsno ‘ 14 B | B \ 17 Print 3972
[.21 SDO ‘ 2500 2 ‘ 2 2% n zn | :
[zasnu_‘ bl snn: 30 L 25500 %500 3
Select “Leave Type"” drop-down
menu to continue.

[N scred Jursched JRCTRNUTIRNTTS] |
Add/Edit Leave
Leave Date: |02|23.’2023 |

Add

0223023 800

Thru: Time: Leave Type:
Total Reg Hrs:| 200 | 25 Thru: | 16.50 3974cmts: 10D, NOT FMLA
Submitted: 02182023 | 0&00 No Call Recelved: o
Schedule: ot
BT: 800 s your absence a result of a job related condition? '® |
oL 1200 s this leave FMLA7 fife 3 Print 3071 I
Are you raquiring decumentation for this absanca? { - :
IL: 1250 e
r ] Scheduled? v/l TACS J
ET: 16.50 ) ‘ .
Cancel |  Continue Salect FMLA Case |

o] i Joe]x]

Slide notes

Next, add the leave type by selecting the “Leave Type” drop-down menu.
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Adding IOD/COP Request 16

Employee Information
Employee ID: w0

@ERMM 0F0 - 20 Leave Management v4.044 - Restricted Information

Finance #: WA A S .

Employee Name: Dos, Harper W.

Pay Location: S5 s Cin

Level: 06 Step: 0  TypeFIR

EOD Date: 01117~

PP Sched [Unsched [NV T

List of Valid Leave Types X|
] January 2023 I
Sat Sun Mon Tue Wed Thu Fri Sat Sun
[ i Find | 0%
‘ 1800 2 3 ‘ 4 ‘ 5 B L
- : g ]
[ 7500 ‘ 8500 9 10 ‘ | 2 |1 430 530 [leaveType
[f4coo ‘800 46 | | @ | @ | x| #S05) 1285 04900 OWCP-REGULAR
[ 2 sno'[ 2500 2 4 ‘ 25 ] % xa EERSRRTrLY | 07100 COP - REGULAR
[ 28 300 ‘ 28 SDDI 30 kil 25800 | 26 50(

Cancel |

Add/Edit Leave ) )
Leave Date: IUMM3__. Thru: 02232023 Tjme: 600 | eave Type:

Total Reg Hrs:| 200 | Deiais Thru: | 1ES0 3e7icmts: €

Submitted: 02162023 || 0500 No Call Recelved:

Yes No

Schedule: q | ﬂ
BT: 800 s your absence a result of a job related condition? '»

oL: 200 o w " - 0K Cancel
L e Awyoursquiingd Select "OK" to continue. = I
ET. 1650

Tontinue Saelect FMLA Caze |

3

Clear

Find

i

Chg View

Print 3972

i

Add

Edit |

C

Deny

Remaove

Lv Details

Print 3971 ]

Slide notes

Select “071-00 COP - REGULAR,” then select “OK.”
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Adding IOD/COP Request 17 | [ || Ssepiocur
EERML‘H{]FO - 20 Leave Management v4.044 - Restricted Information _)il
Employee Information : = E Clear I
Employee ID: w0 Finance #: | S St Sy | —_—
Employee Name:| Do, Harper W |Pay Location: s s St _ Find
Level D6 Stayr 0 | Type'FIR | EODDate: 011711208
= | January 2023 February 2023 [>
Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
‘ 1800 2 3 | ¢ I s § 1 2 | 3 | Chg View I
[ 7500 \ 8BS0 8 | M0 | M | 1@ | 13 4SDD 5SDO ‘ 6 7 ') s |
14 80O \;15 SDD". 16 - 7 ‘ 18 19 20 ‘ L BDO 12800 ‘ (e [ 14 I AL . 16 ‘ 17 Print 3972
|21s00 2500 2w | s | % 2 | 800 9S00 ‘ 2 2 B | u
[zasno_hssm_ o o e e
‘ - . : - - Adc
Legend: [N [TEI%]  SDO | Holiday [MBIEREER Light Duty D-Denied *- Admin Act |P-Pending N
Add/EdIt Leave - L _ Edit
Loave Date: 02232023 Thry: 021232023 | Tima: | 500 Leave Type: | 071-00 COP - REGULAR _::'_ Deny
Total RegHrs:| 200 || Details | Thru:| 650 3974¢mts: | 10D, NOT FMLA ' 4,;
Submitted: 021182023 | 0600 No Call Recelved: | Remove |
Yes No
Schedule: | 5 I
BT: | 800 i |s your absence 8 result of a job related condition? o f ) - -
o] 120 | tisloaveFMLAz ¢ & )71 |
Are you requiring documentation for this absence? © ®
| 2% iy 5 i ‘ TACS |
1 Scheduled? Ol 4
& Ll . chedule Select “Save” to continue. :
: Cancel I Save I Close |
(I Jofe]m

Slide notes

Review the data on the screen to verify it is correct, then select “Save.”
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Adding IOD/COP Request 18

‘ Employee Information
Employee [D: s im

%ERMMOFU - 20 Leave Management v4 044 - Restricted Information

Employee Name: :-Do_e,Harperw.

IPay Location: #00 W Cats

Finance #: MG nten Saghs |

HELP Iﬂ]

ey

Clear

Find

Level: 06 Step: 0 | Type:FIR EOD Date: 07/03/1964
[« I January 2023 5 e 5 February 2023 I 7 I
Sat Sun  Mon  Tue Wed Thu  Fri Sat Sun Mon Tue Wed Thu Fri |
|1sno 2 3 4 5 ! 5 1 | 2 3 Chg View
| 7300 | gsDo 9 10 1| 12 ‘ 1 4500 |ssp0 | 6 | 7 s | s w |
d ; ; ; : 4 : : I
| usno [ #5500 16 o1 Report Submitted x| (U R | Print3972‘
21800 | 2300 B % 25 i 2 3 2 |
| | ; ®  Report Submitted. Check Report Queue ! |
| zssno;| 2500 20 3 !J

Select “OK" to continue.

*- Admin Act P - Pending

: Add

| FMLA Summary ’

Entered Confirm

L]
L
o

Denied Leave is Shown in Red

Legend ST (TESCE] | 00 | o
Employee Information ~ Leave Summary
Leave Summary

Sort Leave Type | Hrd

t- 07100 COP - REGULAR | 3.00

By Number

|
]

0212012023 600 002025 1100 | 02172023 0600 ‘ ALDOE0D

Lv Details

| -+ Print 3971

Close

j ] <] TAcs
==

{

=

Slide notes

Select “OK” for “Report Submitted. Check Report Queue” pop-up.
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IOD Request Pending Authorization

HELP

ey

@ERMMOFU - 20 Leave Management v4 044 - Restricted Information ﬁ
Employee Information ‘ Clear ]
Employee ID: s om Finance #:; W Adisten Seghs | S —|
Employee Name: Doe, Harper W. Pay Location: #00 s S Find l
Levek 06 Step: 0 | Type:FIR EOD Date: 07/03/1964
[« _ January 2023 e February 2023 22
Sat Sun  Mon  Tue ’ Wed Thu  Fri Sat Sun Men Tue Wed Thu Fri
|1sno 2 3 4 5 ! & [ 1 | 2 3 Chg View |
|7so0 [8spe o [ | 1 | » ‘ 13 4500 [ssbo | 6 | 7 || & | @ 10
| 1sna | 15500 16 i Report Submitted By | Print 3972 |
21800 | 2800 2 24 . i 23 24
| | ® . 10D Pending Authorization Message has been generated, |
| 8500 | 23800 20 3 %
[
FSSNE  Sched |Unsched [ hAct P - Pending | Add
Employee Information ~ Leave Summary . " . | FMLA Summary | 41
P r— Select "OK" to continue. . eny |
Entered Confirm -
Sort Leave Type | Hrs & By Number il I
|~ [ 07100 60 - requem ano | | o20mzs | 600 | MR | 100 | 0ITRIZ30S00 | ALOWGN) <0 I Datais
\

t- . : o T I ‘ ‘ Print 3971
LI i 1= 5 Tacs |
Denied Leave is Shown in Red Close

(I Jofe]m]

Slide notes

The pop-up “IOD Pending Authorization Message has been generated,” displays.

Note: The message is generated to a Human Resource Management (HRM) Specialist.

Once the IOD request has been Approved or Denied by HRM,

Local Management will receive an IOD Pending Approval or Denial message in eRMS

that they will need to be responded to in order to complete the approval or denial.

Select “OK.”
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Slide 25 - IOD Request Pending Authorization Cont.

IOD Request Pending Authorization Cont.

E%ERMMOFD - 20 Leave Management v4 044 - Restricted Information
Employee Information
Employee ID: ws 0w

Employee Name:| Doe, Harper W.

- _':Pay Location:i 7] Wb Wy
Level: 06 Step: 0 Type:EFTR

EOQD Date: 07/03/1964

Finance #: WA A s |

= )]

ey

Clear

Find

|27 28

[ =8 _ January 2023 { February 2023 e
Sat Sun  Mon Tue Wed Thu  Fri Sat Sun Mon Tue Wed Thu Fri
L1500 2 3 4 5 |6 1 2 3 Chg View
| 7s00 | 800 o 10 1 2 |1 400 5800 | 5 7 8 9 10
| 4spo | 15500 16 7 18 w @ 11800 (12500 | 13 14 15 6 | 1 e e |
| 21 snc‘i 22500 23 2 25 ® |z 18800 | 19800 |w 2 z 2 U
| 500 | 25D0 30 M 5 =

Legend: BT [TESRT] | SDO | Holiday | FMLA" | [SEMIEREEE LiohtDuty | D - Denied| * - Admin Act [P - Pending | Add

Employee Information  Leave Summary ‘ Leave Request | FMLA Summary
Leave Summary
Begin Begin End End Request Entered Confim
Sort Leave Type [ Hrs | Sch Date Time Date Time DateTime By Number
|L.[ 17100 COF - REGULAR soo | | omomes | w0 cumees | 100 nametziese  ALowoo | 4] Lv Details
— . - : ‘
LL..: R | | | | Print 3971
B ] =1 || TAcs |
Denied Leave is Shown in Red Close

T

o] i Joe]x]

Slide notes

The Leave Management screen calendar displays a white box

containing a “P” for each day associated with the pending IOD Leave request.
The “P” indicates that the IOD Leave is pending

authorization by an HRM Specialist. Select “Continue.”
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Slide 26 - Knowledge Check Instructions

Knowledge Check Instructions HEIP || MX || Ssepmbocur

Now, test your knowledge of what you have
learned in this module.

Select the correct answer and select the submit
button. You have three attempts to answer each
knowledge check question correctly.

I comwuz |
o] i Joe]n]

Slide notes
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Slide 27 - Knowledge Check

e Knowledge Check | Mx || SSepinfoCur

: Lisnisanass)

Timekeepers cannot leave associated with an on-the-job injury or
occupational medical condition until after the request has been reviewed and processed by an
HRM Specialist.

Select the best answer.

O A. Approve.
O B. Approve or deny.
% O C.Approve, deny, or edit.

O D. Deny or edit.

Incorrect. Timekeepers cannot approve, deny, or edit leave associated with an
on-the-job injury or occupational medical condition until after the request has
been reviewed and processed by an HRM Specialist.

Select “NEXT” to proceed.

SUBMIT

Slide notes
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Slide 28 - Credit and Completion

|

Credit and Completion HELP | MX || Ssepiroc

You have completed Module 4: Injured-on-Duty (IOD) Requests.

Please return to the learning portal and review Modules 5 and 6 to complete the
Enterprise Resource Management System (eRMS) Lead Clerk Role training.
Close this window by selecting Exit or by pressing <Alt+F4>.

NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are
missing a checkmark, please revisit the slide(s), and the module will complete.

EXIT

Slide notes
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Slide 1 - Title

Title HELP ol s ]

Enterprise Resource
Management System (
L ead I:Iark Role Ira_;___ ing

Slide notes

Welcome to Enterprise Resource Management System (eRMS) Lead Clerk Role,

Module 5, Generating Reports.
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Slide 2 - Help

u Course Assistance

| lEi

Accommodations and Support

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen
reader to navigate the course, select the HELP button to view
slide navigation and screen reader information.

If you have questions concerning the computer you are using
fo take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headquarters field employees, select the
HELP button to submit a ServiceNow ticket.

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion
frouble. To resume the course, please select Return.

Course Resources

,,

Slide notes
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Slide 3 - Navigation Instructions

Navigation Instructions HELP Wx | SScpinfocur
I
I
I
Help and
Show / Hide Rasodrces
Play / Pause Closed
Course Captions

Replay Slide Mute / Show /
Unmute Hide Table
Course Audio of Contents

Back to Continue to

m — — — — Previous Slide Next Slide  — —— m
(I Jofc]m]

Slide notes
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Slide 4 - User Information

User Information | hew Wx | Sscpinfocur

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

+ Do not minimize the course window.
Avoid multitasking.

+ Remain active in the course.

*

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal, and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

I comwuz |
(o] 0 Jofe=]~

Slide notes
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Slide 5 - Objectives

Objectives 1)) | | Secpintocur

By the end of the module, you should be able to:

Slide notes

By the end of this module, you should be able to follow the process to generate

an Incidental Leave Entry Request Report and log out of the eRMS system.
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Slide 6 - Introduction

Introduction ) | | SScpinfocur

UITEDSTATES

Blue Unitec States Postal Service Feta e

Swach | Liwboe | bap | L3PSoom

gE1g pacched wil
g6 diseannected. LUser aan feogin Wi aut 2ny errr.

I commuz |
o] i Joe]x]

Slide notes
Now that you have learned how to navigate the eRMS Leave Management screen,
we will discuss how to run and view an Incidental Leave Entry Report.

This report provides you with all leave entries made under your ACE ID.
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Slide 7 - eRMS Reports 1

eRMS Reports 1 Iﬂl sscpinfocur

j Unlted States Fostal Service - Restricted Infermation

System Employee Leave JRZvaed Switch Window

[EERMA10FD - Home Modt T x|
ERM100 Employes Reparts... Module Restrictad Information
Roles | Clin Log Reports. B = e

AlRocs Leave Summary Reports... | Refresh I

Select "Call-in Log Reports” from the b 1+1 O s
R drop-down menu to continue. = il
= IO RS
= 10D/50P Repors... | 15
| Run Report |
[
» Forviard
. | New Wessage
- T
* Respond
15 ] L Dedctivate
4 |»|”
Message Text

L=

Log OutiExit I

(o] 0 Jofe=]~

Slide notes

Your manager has requested that you provide a report for all
the leave you entered for the past week.

To begin, go to Reports on the e(RMS Main menu.

Select “Call-in Log Reports.”
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Slide 8 - eRMS Reports 2

eRMS Reports 2

| e W) | Ssepmeo

E ERMB10R0 - 03 Call-in Reports Parameters vd.002 - Restricted Information ﬂ
Employees Date Range I Clear |
Finance | ] Date From:| 01715/2023 Find |
*"Blank Finance Number retums ALL Finance Numbers Date Through:| q1/158/2073
Pay Location From: J
Pay Location Through:
J Roles Output as
“Blank Pay Location returns ALL Pay Locations : o' POF
QR : All Roles ﬂ o
SubGroup: | _l ST

ll Incidental Leave Entry I

Employee Information
Employee IDY 22823027 Finanee #| |
Employee Name: ‘ Pay Location: | |

Select "Run” to continue.

Report Selection
r

R [NDIOVELS
fe Single Employee

Close

o] i Joe]n]

Slide notes

On the Incidental Leave Entry tab, enter the criteria you wish to use.

If you do not enter any criteria, the report will be ran for all

employees in all the finance numbers and pay locations you have access to.

A search can be conducted by a single employe, all employees,

by finance number, or by pay location.

Shown here is an example of the fields you would enter

to run the report for a single employee.

Enter the dates you would like to use for your search

in the “Date Range” fields.

Enter the date of the first day of your search range
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in the “Date From” field and the last day of your
search in the “Date Through” field.
Select the radio button for “Single Employee” and enter the EIN,

then select “Run” to generate the report and send it to your Report Queue.

Page 9 of 25



Adobe Captivate

Friday, March 15, 2024

Slide 9 - eRMS Reports 3

eRMS Reports 3

Q—',l ERMB10R0 - 03 Call-in Reports Parameters vd.002 - Restricted Information

Employees

Finance#| j J

“Blank Finance Number returns ALL Finance Numbers

Pay Location From: ) _i
Pay Location Through: _J
“Blank Pay Location returns ALL Pay Locations
R

SubGroup: | J

| e W) | Ssepmeo

x|

Date Range Cles) |

Date From:| 01/15/2023 ~ Find |

Date Through:| 01 /18/2023
b Output as
s’ POF
Al Roles v i

SR ey

Incidental Leave Entry

Employee Information
Employee ||3;'_' Finance #:|

Employee Name:| : Pay Location: |

Report Selection

Select "Run” to continue.

single Employee

Close

o] i Joe]n]

Slide notes

Since your manager has requested a report for all the leave you entered

for the last week, you need to run the report for all employees.

Enter the date range for the report,

select the radio button for “All Employees,” then select “Run.”

Note: If you have access to multiple finance numbers,

and you only want to run the report for employees in one installation,

you will need to enter the finance number of that installation in the “Finance #” field.
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Slide 10 - eRMS Reports 4

| e W) | Ssepmeo

eRMS Reports 4

Q—',l ERMB10R0 - 03 Call-in Reports Parameters vd.002 - Restricted Information X|
Employees Date Range ez I
Finznce#| [] Date From:| 01/15/2023 -~ Find |
“Blank Finance Number returns ALL Finance Numbers Date Through:| o1/18/2023
Pay Location From: i J
Pay Location Through:|
—J Roles Output as
“Blank Pay Locatig P
: POF
oR Select "OK" to continue. R e
r cav
SubGroup: |
Report Submitted £l
Incidental Leave i
i) Report Submitted. Check Report Queue
Employee Informafion by
Employee ID:'__- I_ : |
Employee Name:| S | ] -G
Report Selection
f All Employees

" single Employee

Close |

o] i Joe]n]

Slide notes

Click “OK” to the pop up stating “Report Submitted, Click Report Queue”.
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Slide 11 - View eRMS Reports 1

View eRMS Reports 1 E}]| sscpiocur

j Unlted States Fostal Service - Restricted Infermation

System Employee Leave JRZvaed Switch Window

FEERMA10FD - Home Mwl PR x|
ERN100 Employee Reparts... Module Restricted Information
Select “Report Queue” from the  frame
drop-down menu to continue. Resh |
5 ;
M Message and Role Asgn Reports... ;22 | R I IR LIt =
L3 | st
":‘ Light Duty Reparts...
= I0DICOP Reports... | 15
= Run Reporl |
[
= Forward
- | New Message
= T
* Respond
%) J L] Degcilvate
| |»|”
Message Text

L=

Log OutiExit I

(o] 0 Jofe=]~

Slide notes
To view your report, select the “Reports” drop-down menu.

Select “Report Queue.”
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Slide 12 - View eRMS Reports 2

View eRMS Reports 2 ) | sscpiocur

| ERMO0TFO - 02 Report Queus Module v4.001 - Restricted Information %]
Report Queus | Refresh
Report Name Start Date/Time: End Date/Time Status.
I View I
Incidental Leave Eniry 020032022 06:00:14 (2032022 06:00:14 Complete

Delete

Select "View" to continue.

EID:E

(o] 0 Jofe=]~

Slide notes

Select the report name then select “View” to open the report.

Page 13 of 25



Adobe Captivate Friday, March 15, 2024

Slide 13 - View eRMS Reports 3

View eRMS Reports 3 HELP W) | SScpinfocur

<< RESTRICTED INFORMATION >>
United States Postal Service
Incidental Leave Entry Report

Report ERMSE10RS v4.001 Page 2¢f 5
Current as of, PP 01 Week 02 of 2023 Report ran on; 01/19/2023 06:00:08

Your Selaction Criteria: Al Finance Numbers All Pay Locations Date From: 01/01/2023 Through: 0171622023 All Roles

Finance Number:

Pay Location:

| Employee Name Employee ID  Leave Type Leave Date Leave Hours Entered Date Entered By |
LAST2220, FIRST2220 N 77738020 AL 01172023 8.00 01192023 | DTO02E
LAST2220, FIRST2220 N 77736020 SL 01/18/2023 8.00 1192023 | DTOO28
LAST2220, FIRST2220 N 77738020 1L 011972018 800 01192023 | DTO028

I comwuz |
o] i Joe]n]

Slide notes

The report includes the following fields Employee Name, Employee ID,
Leave Type, Leave Date, Leave Hours, Entered Date, and Entered By.
Please Note: The report only shows leave entry entered

by the same ACE Login that ran the report.
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Slide 14 - Exiting eRMS 1

Exiting eRMS 1

j Unlited Stanes Postal Service - Restricted Infermation
mplayee Leave Reports Switch Window
IS ERMAT0F] - Home Module w4 042 - Restricted Information

Select “System” to continue.

L= | 0] sy

Restricted Information

Employee Last Name

[NI Rocs | INI essage Topes | [

Emplojes Name | EmpID| OccurD..| CreateDate | Type | ender

*| Outstanding Messages

Refresh I

EH]

Run Reporl |

Forward

New Message

Respond

|»|”

L=

Degciivate

Log OutiExt

(o] 0 Jofe=]~

Slide notes

Now that we have reviewed Incidental Leave reports,

lets wrap up the module with how to exit eRMS and where you can get help.
You can now exit eRMS correctly by selecting “Log Out/Exit”

in the lower-right corner of the screen or by

selecting “System” on the Main Menu bar.
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Slide 15 - Exiting eRMS 2

Exiting eRMS 2 |ﬂ| sscpiocur

j Unlted States Fostal Service - Restricted Infermation

m Employee Leave Reports Switch Window

UserMaintenance..  [% ¥4 0425 Restricted infomation ]
Business Rules... e ey
10me u i rmatiol
Temporary Reassign... CEELE :
User Sub-Groups... Message Type Employee Last Name
Exit [ oo Tpee [ Refresh |
L\l = = T Sender = Quistanding Messay
Select “Exit” to continue. i l I :
- : 1 . RnRepert |
= 1 i
= Forward
- | New Message
> |
= 1
e | Respond
5| | J | L] Deactivate
| |»|”
Message Text
J Log QutiExit
&

(o] 0 Jofe=]~

Slide notes

On the drop-down menu, select “Exit.”
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Slide 16 - Exiting eRMS 3

Exiting eRMS 3

j Unlted States Fostal Service - Restricted Infermation

System Employee Leave Reports Switch Window

[EERM410F - Home Module v 042 - Restricted Information x|
ERM100 ERMS Home Module Restricted Information
Roles Messape Type Employee Last Name
[NI Reics INI Message Types: Refresh I
Emplojes Name | EmpID| OccurD..| CresteDate | Type | Sender || Outstanuing Messages
3 I I I I £
y Select "OK" to continue. -
» i 2| gl
- 7 T T T Run Reporl |
3 | eRMS - Caution X
» o ORI Forviard
- - 'E Are you sure you want to exitthis application? —
B | :
il I Cancel
el | Respond
%) { [ I i L] Degcilvate
| |»|”
Message Text
4
Log QutiExit
z]

o] i Joe]n]

Slide notes
A pop-up screen displays “Are you sure you want to exit the application?”

Select “OK.”
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Slide 17 - Exiting eRMS 4

Exiting eRMS 4
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Slide notes
You will be returned to the eRMS webpage.

Once at the eERMS webpage, select “Home.”
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Slide 18 - Exiting eRMS 5

Exiting eRMS 5 $cpintocur
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Slide notes
Now you are returned to the Blue Page where we started.

Next, let’s discuss how to get help.
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Slide 19 - eRMS Resources

eRMS Resources Iﬂl sscpinfocur

Resources for eRMS

* Your local eRMS Adminstrator.

« eRMS Training/Other Information.

I comwuz |
(o] 0 Jofe=]~

Slide notes

‘When you need help, your first resource should be your local eRMS administrator.
Remember, the eRMS administrator will need detailed information to better assist you.
There are other types of assistance available.

If the question involves how to do something, the eRMS Training/Other Information

and eRMS Help pages can be accessed from the eRMS Homepage.
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Slide 20 - eRMS Assistance
eRMS Assistance W) || Sscpinfocur

IT Helpdesk
1-800-877-7435
1-800-USPS HELP

Slide notes
If the eRMS application is not functioning properly,

contact the IT Helpdesk at 1-800-877-7435 or 1-800 USPS HELP.
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Slide 21 - Knowledge Check Instructions

Knowledge Check Instructions HEIP || MX || Ssepmbocur

Now, test your knowledge of what you have
learned in this module.

Select the correct answer and select the submit
button. You have three attempts to answer each
knowledge check question correctly.

I comwuz |
o] i Joe]n]

Slide notes
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Slide 22 - Knowledge Check

e Knowledge Check | Mx || SSepinfoCur

ﬂ rentSlidats

When you need help with eRMS, your first resource should be

Select the best answer.

O A To call the HRSSC Help Line.
O B. To contact the IT Help email address.
¥ O C. Your local eRMS administrator.

QO D.All the above.

Correct! When you need help with eRMS, your first resource
should be your local eERMS administrator.

Select NEXT to proceed.

SUBMIT

Slide notes
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Slide 23 - Summary

Summary B
Y

Now, that you have completed the course, you should be able to:

* Log in and out of the eRMS application.
+ Navigate within the application.

+ Use the Leave Management Module to:
» Add leave.
« Edit leave.
= Remove leave.

+ Use the Incidental Leave Report to see any leave you have entered within the
requested date range.

I comwuz |
o] i Joe]n]

Slide notes

Now, that you have completed the course, you should be able to:

Log in and out of the eRMS application.

Navigate within the application.

Use the Leave Management module to add leave, edit leave, remove leave.

Use the Incidental Leave Report to see any leave you have entered within the requested date range.
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Slide 24 - Credit and Completion

|

Credit and Completion HELP | MX || Ssepiroc

You have completed Module 5: Generating Reports.

Please return to the learning portal and review Module 6 to complete the
Enterprise Resource Management System (eRMS) Lead Clerk Role training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are
missing a checkmark, please revisit the slide(s), and the module will complete.

EXIT

Slide notes
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Slide 1 - Title Page

Title HELP IEE'I 10f 16

Enterprise Resource
Management System ( IRM

Slide notes

Welcome to the Enterprise Resource Management System (eRMS) Lead Clerk Role,

Module 6, Assessment.
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Slide 2 - Help
il

Accommodations and Support Course Resources

If you require an accommodation for completing this online
course at the area or district level, please contact your
Manager, Employee Development. If you are using a screen

reader to navigate the course, select the HELP button to view
slide navigation and screen reader information. m

If you have questions concerning the computer you are using
fo take this course, contact your local IT Helpdesk or
1-800-USPSHELP. For learning portal issues, please contact
your local Manager, Employee Development.

For area or district employees, contact your local Employee
Development office for support. Select the HELP button to find
your local office on the District/Area web pages. If they are
unable to resolve your issue, they will escalate the issue to Tier
2. When contacting them, please provide your EIN, course
name and/or number, and a brief explanation of

the issue.

For Headquarters/Headquarters field employees, select the
HELP button to submit a ServiceNow ticket.

The HELP page also includes instructions on how to clear your
cache if you are experiencing bookmarking or completion

trouble. To resume the course, please select Return. -

Slide notes
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Slide 3 - Navigation Instructions

Navigation Instructions HEP | WX | 2016
I
I
I
|
Help and
Show / Hide Resodrees
Play / Pause Closed
Course Captions

Replay Slide Mute / Show /
Unmute Hide Table
Course Audio of Contents

Back to Continue to

m — — — — Previous Slide Next Slide — — —
[ - —
[ I Jofc] ]
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Slide 4 - User Information

User Information HELP | WX |, 30r16

To optimize your learning experience, retain course progress, and receive course credit:

+ Use Google Chrome.

Do not minimize the course window.
Avoid multitasking.

+ Remain active in the course.

*

*

If you are going to be inactive for longer than 10 minutes, exit the course by selecting the X in the
upper-right corner of the browser window.

When you are ready to resume, relaunch the course from the learning portal, and it will continue from
the last slide viewed.

Should you have trouble completing a module or course, please confirm you have visited all slides by
viewing the TOC.

m CONTINUE
f——— 4
(O] 1 Qo] m
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Slide 5 - Assessment Instructions

Assessment Instructions HELP | WX |, 4016

Are you ready to test your knowledge of what you have learned in this course?

You must answer all 10 questions and score a minimum of 80% to pass. You may
take the assessment until you pass.

IMPORTANT: If you exit the course while the assessment is in progress, it could
impact your results. If you do not have enough time to finish all at once, please
return when you are able to do so.

Good Luck!

(O] I o]~

Slide notes

Page 5 of 17



Adobe Captivate Friday, March 15, 2024

Slide 6 - Question 1 of 10

' Question 1 of 10 , x| sare

Which of the following is the correct path to login to eRMS?

Select the best answer.

# O A. GotoBlue, MyHR, Forms, Policies, & Tools, HR Applications, and eRMS.
O B. Go to Blue, My Work, Enterprise Data Warehouse, and eRMS.
O C.Goto Lite Blue, My Life, and eRMS.

O D. Goto MyHR, My Life, and eRMS.

Correct! Select NEXT to proceed.

SUBMIT .
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Slide 7 - Question 2 of 10

' Question 2 of 10 , x| sare

On the Leave Management screen, you can enter the Employee Identification Number (EIN)
to display the employees’s information. What’s another way you can locate the employee’s
information? Use the function.

Select the best answer.

O AAd
O B. Edit
% O C.Find
O D.Review
Correct! Select NEXT to proceed.
SUBMIT _
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Slide 8 - Question 3 of 10

' Question 3 of 10 , x| Tare

How do you select the row with the name you wish to choose on the “Find Employee” screen?

Select the best answer.

O A Click on the Employee Name.
QO B. Click on the Leave Type column.
QO C. Enter the Employee Identification Number (EIN).

¥ O D. Select the carat in front of the row with the employee’s name.

Correct! Select NEXT to proceed.

SUBMIT .
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Slide 9 - Question 4 of 10

- Question 4 of 10 , x| sare

All leave is color coded and/or notated according to the

Select the best answer.

O A. Employee Information section.
O B. Leave Request tab.

% O C.Legend below the calendar.

O D. Message on the eRMS home module.

Correct! Select NEXT to proceed.

SUBMIT .
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Slide 10 - Question 5 of 10

- Question 5 of 10 , x| sare

When scheduling FMLA leave, the leave date will be coded

Select the best answer.

O A Aqua
O B.Blue
% O C.Green
O D.Red
Correct! Select NEXT to proceed.
SUBMIT _
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Slide 11 - Question 6 of 10

- Question 6 of 10 i  Wx | 100116
When inputing a multi-day leave request, select to put eight hours of leave
on each scheduled day.

Select the best answer.

O AAd

¥ O B. Distribute

O C.Edit
O D.Find
Correct! Select NEXT to proceed.
SUBMIT _
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Slide 12 - Question 7 of 10

- Question 7 of 10 , x| e

eRMS allows you to have as many as modules open at one time.

Select the best answer.

O A One.
O B. Three.
w O C.Five.
O D.Seven.
Incorrect. Select NEXT to proceed.
SUBMIT _
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Slide 13 - Question 8 of 10

- Question 8 of 10 , x| o

If the status of a report is not “Complete”, you can select to update the status
of the report.

Select the best answer.

O A Delete
O B. Edit

# O C.Refresh

O D.View
Correct! Select NEXT to proceed.
SUBMIT _
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Slide 14 - Question 9 of 10

- Question 9 of 10 i  Mx | 130116
Timekeepers cannot leave associated with an on-the-job injury
or occupational medical condition until after the request has been reviewed and processed by
an HRM Specialist.

Select the best answer.

O A Approve
O B. Approve or deny
# O C. Approve, deny, or edit

O D. Deny or edit

Correct! Select NEXT to proceed.

SUBMIT .
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Slide 15 - Question 10 of 10

- Question 10 of 10 , x| wars

When you need help with eRMS, your first resource should be

Select the best answer.

O A Tocall the HRSSC Help Line.
O B. To contact the IT Help email address.
# O C. Yourlocal eRMS administrator.

QO D.All the above.

Correct! Select NEXT to proceed.

SUBMIT .
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Slide 16 - Assessment Results

Assessment Results |  Mx | 15016

You Scored:

{percent}

Retake Quiz
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Slide 17 - Course Completion

Course Completion HELP | X | 160f16

You have completed the Enterprise Resource Management
System (eRMS) Lead Clerk Role training.

Close this window by selecting Exit or by pressing <Alt+F4>.
NOTE: Should the module not show as complete in the learning portal,

please view the TOC to confirm you visited all slides. If any of the slides are missing
a checkmark, please revisit the slide(s), and the module will complete.

EXIT
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