Workforce Transformation & Tracking System
(WTTS) And
Entrance on Duty System (EODS)
Supervisor & Manager Instruction Sheet

Background Information

What is WTTS/EODS?

WTTS/EODS is an automated system with two components, Workforce Management and a New Hire solution that is
integrated (real-time) with the Federal Personnel and Payroll System (FPPS), USA Staffing (USAS) and eOPF.

WTTS is the workforce management tool that provides functionality to perform workforce projections, planning scenarios,
and reporting. In addition, it begins the hiring process by providing functionality to initiate a Request for Eligible (RFE)
(e.g., personnel action/SF-52) in FPPS.

EODS is the new hire tool that automates and streamlines the Entrance on Duty (EOD) process by allowing the Human
Resources Office (HRO) to provide new hires immediate access to the required documents for completion and submission
prior to their reporting date.

What will WTTS/EODS do?

WTTS/EODS provides a mechanism for supervisors and managers to manage their workforce effectively and for HR to
expedite the EOD process for new hires. In addition, it provides quality control, reporting, and other capabilities not
currently available.

WTTS/EODS allows new hires to complete and submit employment documents electronically prior to their report date,
significantly reducing the amount of time it takes for in-processing. The system streamlines the EOD process, eliminating
redundant data entry and allowing for tracking the status and progress of forms completion. In addition, it allows the HRO
to immediately return incomplete or erroneous forms to the new hire for correction or to submit correct forms to FPPS for
processing. Because it is integrated with USAS and FPPS the system eliminates redundant data entry, ensures data integrity,
and provides for efficient personnel action processing of accession actions.

How to Access and Use WTTS/EODS

Obtaining a User Name and Password

o0 Supervisors and managers will request a FPPS User ID and password to access WTTS/EODS.

0 Agencies that use ezPIV, will utilized their ezPIV generated password in lieu of the FPPS password

o When filling a supervisory or managerial position, the gaining supervisor completes an IBC HR Systems Access
Request Form requesting access for the incoming supervisor or manager and submits the form to the HRO.

For Non-DOI Agencies, your Security Point of Contact, will be able to reset your password. DOI Agencies will contact the Customer
Support Center for assistance with password reset. Follow your agency process for requesting password reset in FPPS.

Accessing the System

0 Internet Explorer 11 supports WTTS/EODS. Browsers such as Mozilla Firefox and Google Chrome should also be
compatible. You may access the system by using the following link: https://wtts.ibc.doi.gov/WTTS/

0 Supervisors and managers will initiate the recruitment process electronically from the WTTS/EODS, view real-
time status on vacancies, announcements, and EOD via WTTS/EODS. Please see Attachment 1 for step-by-step
instructions for accessing WTTS/EQODS, creating a fill action and viewing real-time status
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https://www3.ibc.doi.gov/services/hr/generalLibrary/docs/IBC-HR-Systems-Access-Request-Form.pdf
https://www3.ibc.doi.gov/services/hr/generalLibrary/docs/IBC-HR-Systems-Access-Request-Form.pdf
https://wtts.ibc.doi.gov/WTTS/

When to Access WTTS/EODS
e Youwill use WTTS/EODS to initiate Recruitment/Request for Eligible personnel actions when fillinga vacant position.
Web Based Training

e  Supervisor and Manager can access web based training via HR Academy

e You will need to have an account for this website

e Please follow the instructions for creating a new account if you don’t have one
established

Questions on WTTS/EODS?

Questions on WTTS/EODS should be directed to your servicing Human Resources Specialist or Human Resources Assistant.
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https://hrdtrainingportal.ibc.doi.gov/DMARTPORTAL/?LOAD=1&PGID=117

Attachment 1
The WTTS Application

About Using WTTS/EODS
With access to WTTS/EODS, you can do all of the following:
e Generate an RFE action based on the position information input inWTTS
e  Monitor hiring activity from beginning toend
e Plan, report and track activities of newhires
If you have been set up as an FPPS user, you will use your FPPS User Id and Password to access WTTS/EODS. If you have not
been set up as an FPPS User, contact your HR Specialist or Assistant who can provide you with the required documentation to
become a user.
Logging in
1. Launch Internet Explorer and go to https://wtts.ibc.doi.gov/WTTS/ (See Figure 1).

2. If your agency has instituted use of ezPIV utilized your ezPIV generated password.
3. If you are not using ezPIV, please enter your FPPS Userid and password.
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WTTS Login What's New Contact Us FAQS

In order to login in to WTTS you must have a valid WTTS account with us. If you are not sure if you already have an account or you need
additional assistance, please Contact Us.

NOTE: This is a U.S. Government System. This system is for the use of authorized users only. By accessing and using the
computer system, you are consenting to system monitoring, including the monitoring of keystrokes. Unauthorized use of, or
access to, this computer system may subject you to disciplinary action and criminal prosecution.

WTTS User ID (Required) I

Password (Required) l

Interior Additional Links:
Business Interior Business Center
Center Department of the Interior

Editor: Interior Business Center U.S. Office of Personnel Management
Last Updated: December 2018

Figure 1 — WTTS Login Page

NOTE: If you’ve received a “login information invalid” error message more than once, the system may be indicating your
password has expired. Click the “Logon Help” button to access the change/reset password screen. Click the “FPPS Verify/Change
Password” button. Validate your password is correct, or if necessary, change it and then return to the WTTS to Logon page.

You may change your password at any time. However, you will be forced to change your password if you are logging on for the first
time or your password has expired. You may not use the same password over again. The FPPS password rules are as follows:
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https://wtts.ibc.doi.gov/WTTS/

Your password must contain 8characters

Begin and end with an alphacharacter

Must contain a number some place in the middle
Cannot be any of the last 24 passwords you have used

Workforce Transformation Tracking System
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WTTS Login What's New

FAQs

FPPS users who have forgotten your password or locked your account
If you do not know if you are an FPPS user, please contact your WTTS Point of Contact.

‘ FPPS Verify/Change Password ‘ ‘ FPPS Automated Password Reset Tool |

T

Human v

Non-FPPS users have you forgotten your username and/or password?

1. Select what you need assistance with - forgotten password, username, or both password and username.

2. Supply the required information based on what you need assistance with. If you are unsure of what is on file, please contact your
WTTS Point of Contact for assistance.

3. Answer the security question to verify you are a real person submitting the request. Note: The math may result in a negative
answer (i.e. -15).

4. Any information you request will be sent to the email address we have on file for you. If you do not receive your email(s), first
check your spam folder before contacting your WTTS Point of Contact.

What do you need help with? (Required)  Please make a selection “

o 11 MINUS 65 equals |

Interior
Business
Center

Editor: Interior Business Center
Last Updated: December 2018

Additional Links:

Interior Business Center

Department of the Interior

U.S. Office of Personnel Management

Figure 2 — Change/Reset Password Screen

You should register your user ID with the self-service password reset Tool, by clicking on the “FPPS Automated
Password Reset Tool” button and following the prompts. Once you begin the process to register your user 1D, a pop-up
window will appear advising you that your “password has expired.” Please change your password using the FPPS

password rules identified above.

Session Timeout

Users are prompted 5 minutes before they are going to time out. You will be prompted to respond via a session timeout pop-up
box: click “Stay Connected” to remain logged in or click “Log Out Now” to logout. If there is no response within 5 minutes, you

will automatically be logged out.
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~ .. Workforce Transformation Tracking System You are logged in as: RODNEY BONTON, IND193 (Multipie)
F=<=X) Last Login was: 02/11/2019 @ 09:17:08:AM
vV I TS V1 83 Skip Navigation
Logout
Manage »  Feedback FAQs Help
The Workforce Transformation Tracking System. WTTS provides nd reporting of pr ive hiring actions, mobility, and losses. WTTS also provides data and notifications for use in the
Employee Orientation Process and associated reporting for Recruiting, Education, and Diversity programs.
Fill Vacancy 80-Day Hiring Activity Report
Search Gains Drug Testing
Dashboard Facilities and IT Security
In-work Gains Report Inprocessing
Published Gains Report New Hire Report
Completed Gains Report EODS Access Expiration
Unused Records Report EODS Locked User Account Report
Declinations Report New Hires Due Date for Forms

Interior Additional Links:
Business Interior Business Center
Center rtment of the Interior

Editor: Interior Business Center U.S. Office of Personnel Management
Last Updated: December 2018

Figure 3—-WTTS Home Page

WTTS Home Page

>

Top row menu bar

Immediately below the WTTS logo banner is a menu bar which allows you to select options based on your level of
system access.

e The FEEDBACK tab allows you to email the system manager, however before utilizing this feature it is
recommended that you contact your WTTS Security Administrator

e The FAQS tab opens a new window containing frequently asked questions
e The HELP tab opens a new window allowing you to access the WTTS User’s Guide
To the far right of the screen above the top row menu bar is the Logout tab that ends the WTTSsession

In the middle of the home page there will be modules that identify particular functions within the system. Click on the
hyperlink of the desire function and you will be taken to the corresponding location in WTTS.
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Gains Module - Select if you are inputting, tracking and/or reporting:

Fill Vacancy

Search Gains

Dashboard

In-work Gains Report
Published Gains Report
Completed Gains Report
Unused Records Report
Declinations Report

All records in the Gains Module (In-Work Gains, Published Gains, Completed Gains, etc.) have a link to “Export to Excel” at the
top and bottom of each page. If you are exporting a report that has more than one page of data, all the records are exported to the
report.

Reports Module - Select if you are running/viewing reports and/or checking the status of forms sent to a new hire.
Depending on your access, the reports available are:

80-Day Hiring Activity Report
Drug Testing

Facilities and IT Security
Inprocessing

New Hire Report

EODS Access Expiration

New Hires Due Date for Forms

CREATING AFILL ACTION

Step 1: Click Fill Vacancy hyperlink in the Gains Module. This displays the Create Vacancy tab (See Figure 4). Proceed to Step 2.

OR

Click on the GAINS Dashboard hyperlink. This launches the Gains dashboard.

The dashboard displays a count of Gains by status for your organization. Here you can change the Dashboard type: Graph,
Hiring Status and Workforce Planning.

The REPORTS tab takes you to the summary list of reports in the Gains module and allows access or search
capabilities for individual records reflective of the information displayed on the dashboard.
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Step 2: Click the FILL VACANCY tab. This begins the recruitment process by allowing you to input position information specific to
the vacancy you want to fill and submitting it to FPPS to generate the SF-52.

Clicking the FILL VACANCY displays the Create Vacancy tab (See Figure 4).

i, I i ¥ I in as: RODNEY BONTON, IND128 (Mults
P Workforce Transformation Tracking System e i?.g\g:::lgcf;alzu19@us:ﬂ:nu:l=m {Multiple)
i WTTS v18.3 Skip Navigation
, Logout
Fill Vscancy Reports *  Manags »  Feedback Fads Help
Home Gain Dashboard Fill Wacancy
[Fill\c’acancy
‘Humber of Vacancles [Regquired) | 1
O Competitive

[ External Mesit Promation

[ intemal Merit Fromation

O Teo

O Student Vacancies

O ‘Specisl Appointment Authorities
O senior Exscutive Senice

Appointment Type

O Pemanent

O Temporary

O Tem

O Temporary Promation
ol s Job be g7 | ) Se3sona
O summer

[ Presidential Manapement Fellows
[ Recent Graduates

O Multiple Appointment Types

O Internships

O intermittent

[0 1cTAR Oniy

O #Agency Employess Only

[ Telewark

|:| Transfer from Ancther Agency

O Excepted Appointee

[ miilitary Detailee

O caore
[ wsee
O ipa
Gaining Organization
Department 1N
Bureau o - CRE
s  (Recured) 01 - OFC OF THE SECRETARY |~ ]
Subbureau 29 - OFFC OF THE SEC. IEC |~ |
Organizstion et s Gaining Organization |~ |
Flecal Year (Required) 2012 u

- - -
Figure 4 — Create Vacancy Tab

The system will pre-populate the number of vacancies (1) and the Fiscal Year (Current FY year).

You may change any of these data elements, however, if you are changing the number of vacancies, the system will generate
additional WTTS “records” for each position being filled. You will need to complete and submit each WTTS record to FPPS
individually.

NOTE: If you need to create multiple FPPS transactions with the same position information, it is recommended that you
complete one record and then use the “[g]“copy function from the tools column. By using this function, all information will
be copied and you will not have to go into each individual record to populate position information.

Step 3: Select a radio button reflective of how this position will be filled. If you haven’t determined your recruitment options, select
Announcement Type: TBD.
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Step 4: Select the Gaining Bureau from the drop-down menu.

Step 5: Select the Gaining Subbureau from the drop-down menu.

Step 6: Select the Gaining Organization from the drop-down menu.

Step 7: Select the Fiscal Year from the drop-down menu.

Step 8: Click Create Vacancy button. This takes you to the Position Info. Tab (Figure 5).

NOTE: The fields that are marked with a pound or hashtag (#) are required fields to be input by the Requesting Office (i.e.
Supervisor/Manager). The fields marked with an asterisk (*) are required to be input by the HR Office.

Step 9: Input the position information in the Position Info. Tab (See Figure 5).
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Home Gain Dashbeard Szarch Form Gain Search Results Edit Record 152180

Edit Record

[ senamFE 1 Fres | [ Sendto eRecrut | [ Send 2008 eMal(s) | [ Sand Selectea inioto FRAS | [ Pupdsn |

Hiring Doc Diversity Pre-Work Progress

[ e R

Paosition Info. Create Hire Action Recruitment Request Info. Upload Doc Staffing/EQD Conditions

Selectea Info.

R

[ AUDITOR

[ o

|

¥
Competitive
[External Merit Frometion
Internal Mesit Frometion

TED

Student \lacancies

Special Appointment Autharities
Zenior Executive Service

Dooooo®

rlAppoi Type

=

Fermanent

Temporary

Term

Temporary Promation
Seazonal

Summer

Prezidential Managemant Fellows
Recent Gradustes

Mukiple Appointment Types
Internships.

Intermittznt

ICTAP Only

Agency Employees Only
Telewark

Transfer from Another Agency

[ o o o v o o e o o o o 7]

Figure 5 — Position Info. Tab

[ Symbol Legend

| {Required)| R=guired for saving record

5 Required for Publishing
[ Required for Send RFE to FFRS

Required for Send Selectes Info to
FFFS

= | Required for Interface to PSTS
Required for Interface to USAS-CAL
Emails or Emails wiletters has a Co
andior Bcc added

[[ATTCH) | Emails has document atiached

[Emarl | Error Indicator

Record

¥

fwrTsim o fEaE
T8D

| ErEEtEE R D2125/2018 07-30:04
(Creatsd By BONTON, RODNEY
[astModifled On T 03/05/2019 02:00:28
[astModified By BONTON, RODNEY

Status

[WTTE stEtus - INITIATED
(Erorsstis
(PSTSSts:
(PSTSEmor sfstus
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I s WA 101168

83420000 - COMPLIANCE TEAM B
2019

w

Flease make a selection

F -FULL-TIME

J

I}

Please make a selection

—_—

Please make a selection

Advertised Duty Station COGIts)}

NOTE: Only the first code will be sent to FPPS

=

—

GS - GENERAL SCHEDULE (CH52. 5 US.C .
A Occup Series 1 Code}

Seres 1 Code # +~ 0511 - AUDITING

Advertised Grade Level 1 # ~ 00
FLSA 1 Non-Exempt

A Occupational Series 2 Code}

Series 2 Code | Please make a sslection

Advertised Grade Level 2 Fiease make a selection

FLSA 2 Flease make a selection

A Occupational Series 3 Code}

Series 2 Code Please make a selection

Advertised Grade Level 2 Please make a selection

FLSA 3 PFiease make a selection

|

i
|
?

| Save | [ Sena®F=1wcFeos | [ Sendw aRecrun | [ Sena =00S ]

PA - PER ANNUM
5 - MODERATE RISK

Flease make a selection

Please make a selection

Please make a selection

Please make a selection

8 - ALL OTHER POSITIONS

Please make a selection

N - NOT SUBJECT TO DRUG TESTING

Flease make a selection

L0 competney [SasciCompaisnsy | 720

infoto FERs | [ Pubasn |

Figure 6 — Position Info. Tab (Continued)

NOTE: All information requested on this screen can be located on the Position Description Cover Sheet, Optional Form (OF) 8.
Step 10: If the position is already established, input the Position Number, otherwise leave this as the default“TBD”.

Step 11: Input Proposed Effective Date by clicking in the corresponding blank field to access a calendar. Select a day in the current
month or scroll through the months using the arrow in the upper right corner. Once you have identified the correct day, click

the date to select.

10




Step 12

Step 13

Step 14

: Input OPM Paosition Title which is the title of the classified position or the proposed position title if the position is notyet
classified.

: The How Will This Job Be Filled, Sub-bureau, Gaining Organization, and Fiscal Year fields will populate based on the
information provided in the Create Vacancy tab. If any changes are required, use the drop-down menus to make a selection.

: Select Pay Plan from drop-down menu (e.g., GS, WG, etc.).

Step 15: Click on the drop-down menu for Occupational Series 1 Code and select the appropriate occupational series (or proposed

Step 16

Step 17:

Step 18:

Step 19:
Step 20:

Step 21:

Step 22:

Step 23:

Step 24:

Step 25

occ series) (e.g. 0544, 0301, etc.). NOTE: Follow the same process described in this step for Occupational Series 2 & 3, if
you are advertising the job at multiple grade levels even if the occupation series remains the same.

: Select Advertised Grade Level 1 from the drop-down menu. NOTE: If you are unsure of the grade level you will be
recruiting for, select the grade reflective of the full performance level and document in the Note Pad section so that you can
discuss with the HR Specialist.

Select the FLSA Code from the drop-down menu.

Select Full Performance Level from the drop-down menu.

Select Pay Basis from the drop-down menu (e.g., PA).
Select Position Sensitivity from the drop-down menu.

Click on the radio button next to “Yes” if the position is a trainee, otherwise leave the default set to “No” (A trainee position is
a position filled at the entry (grade) level with a career progression path)

Select the Supervisory Status by using the drop-down menu.

Click the radio button next to “Yes” if the position requires a financial disclosure form, otherwise, click“No”

Select the appropriate code regarding the drug testing requirement from the drop-down menu.

: Click on the Save button located on the top/bottom of the screen and continue to the Create Hire Action tab

NOTE: Always click the “Save” button located at the top/bottom of the page to save information on the screen before performing

another

action (e.g. Send to FPPS).

NOTE: The fields that are marked with a hashtag (#) are required fields to be input by the Requesting Office. The fields marked with
an asterisk (*) are required to be input by the HR Office
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Step 26: Input the information required on the Create Hire Action tab (See Figure 7)
[ .

Workforce Transformation Tracking System

“You are logged in as: RODNEY EONTON, IND188 {Multipis)

Emergsncy Responas OMiclal  Pleszs mizks 5

Emergsncy Responss OMclal Typs

Requesting OfficialHiring Offictal #

Fleaze maks 3

Raqusating OfclaliHiring OMcial Emall Addrsss ~ | SUSAN_D_MADRID@IEC.DOLGOV

FPPS $F-52 Contact Name # | RODNEY G. BONTON

Contact Phons Number &

SF-52 Notes 1  BACKFILL BEHIND DENZEL WASHINGTON

L
SF-52 Notes 2 P
§F-52 Notes 3 P
§F-52 Notes 4 P

FPP 3 Transaction Numbar *

| Fid=rshow |

Add New

- Last Login was: 03/05/2018 @ 11:53:03:AM
CWTTS v18.3 Skip Navigation
Logout
Fill Vacancy Reports »  Manage »  Feedsack FAQS Help
Home | Gain Dashboard  In-work Gains for FY 2018 Edit Record 153180
A Edit Record Symbol Legend
Save | Send PPS | | Send to sRecruit | | Send E00S eMall(s) | | Sand Salectza Info 1o FPPS | | Pubilish | [Required)| R=quired for saving record

Required for Publishing

# Required for Send RFE 1o FEFS

. uired for Send Selectes Info to
FEFS

+ Required for Interfsce to PSTS

= Required for Interface to USAS-CAU

or Emails wiletters has 3 Co
andior Bec added

Emails has document attached
Error Indicator

-<| Record

(ATTCH)
Errorl

WITS ID 153163
FPP3 Transaction
Humber TED

¥

03/05/2012 08:00:2
BONTON, RODNEY

MOTE: You must enter 3t least one of these values

Announcement Numoer |

Opened Dats. '—

Closed Dats. |—

First\acancy Extension Dats |—
‘Sscond vacanoy Extenelon Data |—
Trird Vacancy Extenslen Dats '—

arsa of Considaration [ -]

Add Announcement

NOTE:

= If there are announcements linked to this WTTS record, position information for only the first 2 announcements
will be sent to FPPS.

= You can review the history of removed Announcments here | Yiew Removed Announcements |

[Nu announcements have been added. ]

PREVIOUS NEXT

| - INITIATED

PSTS Status
PSTS Error status

Save | Send RFE PRS | | Send 0 eRecruit | | Send E00S eMall(s) | | Sand Saleciee Info 1o FRPS | | Futlish |
B‘"l" r Additional Links:
usi S ke ntel
Center

Figure 7 — Create Hire Action Tab
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Step 27: Select the Requesting Official/Hiring Official by using the drop-down menu and locate the name of the
Supervisor/Hiring Official who will be responsible for the oversight of the position

Step 28: The Requesting Office information should automatically populate based on the information input from the previous data
element

Step 29: Input the FPPS SF-52 Contact Name (e.g., person initiating theaction)
Step 30: Input the Contact telephone number

Step 31: Input any notes that you would like reflected on the SF-52 note pad in FPPS. NOTE: There is a limit of 74 characters per
line.

o0 Thisis where you would add a comment to flag the HR Specialist regarding the grade level of recruitment as
discussed above

o For IBC supervisors, add the tracking number assigned by Human Capital Office that indicates the approval of the
recruitment action

Step 32: Leave the Announcement Number, Area of Consideration, Opened and Closed fields blank as they are for use by
Human Resources

Step 33: Click on the Save button located on the top/bottom of the screen and continue to the Recruitment Info tab
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Step 34: Input the information in the Recruitment Request Info Tab (See Figure 8)

Workforce Transformation Tracking System

You are logged in as: RODNEY BONTON. IND195 {Multiple)
Last Login was: 03/05:2019 @ 12:30:56:FM

Qualiications summary

WTTS v18.3 Skip Navigation
Logout
Fill Vacancy Reports + Manags ¥ Fescback FAQs Help
Home Gain Dashb. Edit Record 153180
| Edit Record] . | Symbol Legend]
J ¥ g
B Send RFE 1o FPPS | [ Sanato eRecrun | [ S=na ECDS sMalis) Send Selectee Info ta RS | [ Publish (RSquired) Requirzd for saving record
e L L L L - Requirss for Puzlishing
# Requirad for Send RFE to FPPS
. Sequired for S2nd Soismte Info to
PR3
+ Required for Interface to PSTS
~ Required for Interface to USAS-CAU
Fequest Typs o make  selaction [ -] (eeiseay) Emais o Emadllsdm'Ls‘El; hasaCe
lcant Enginalty Internal ske 3 selection [AnTChy
Appl ligloliity Interns| & make 3 selectio n e
Applicant ENgIDIlty Pubile & make 3 selaction n — -
{Record Svmmany}—————————
applicant ENgininty status e make 3 selection u =
WITSID 153180
Applicant Ellgibility US4 Jobe Infernal  Pl=ase make = szlectan
— FPFST::Im:lim T80
‘acancy Announcement Approved Dats Bay Pranioce L
SerlesiGrads 051109
Approved to Recrult in Monster Date Posltion Title AUDITCR
DaptBUNSLBbUNOTY IN/D1/65/63420000
Propoesd Announcamant open Dets Selsctes TED
Ecl TED
Proposed Announcement Closs Dats EOD

]
Education Level  Flesse make 2 s=lection [ -]
ISCED Ecucation Level  Plzase maks = selecton [~ ]
FrogramiDegres Nams 4
MInimum Age Requiramant
Maximum Age Requirsment
Licsnas Typs r
Language Requirament P
Travel Fercentags se make 3 selection u
Traval Praterence Deac A
Ralocation Asslstancs Autnorizsd = make 5 sslection u
Relocation Agslstance Desc P
Avallable for Telework  Please make = selecton [ -]
Additional infarmation
)
NEXT
Zave | | 2endRFE10FEFS | | Ssroto eRecrut | | 2200 E0DS sMaliz) | | Send Selectee Infoto 795 | | Fublish

{Record Details ———————————————————

Created On i
Created By B
Last Modified On

Last Moaimea By

| Status |

WTTS statue
Error $tatus
PSTS Status
PSTS Error Stafus.

- INITIATED

Additional Links:
Interior Business Center

Department of the Interior

L. Office of Personnal Management

rior Business Cenfer
Last Updsted: December 2018

Figure 8 — Recruitment Request Info Tab

NOTE: All information requested on this screen can be located on the Recruitment Checklist
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Step 35: Select the Proposed Announcement OpenDate

Step 36: Select the Proposed Announcement Close Date

Step 37: Input License Type (if required)

Step 38: Select the Travel Percentage

Step 39: Select if Relocation Assistance is Authorized

Step 40: Select if this position is Available for Telework

Step 41: Click on the save button as this is what updates the WTTS Status Code (located on the top/bottom of the screen).

Step 42: Click on the Send RFE to FPPS button located at the top/bottom of the screen.

NOTE: If you need to edit a WTTS record, you can access it from the “In-Work™ Gains Report by selecting the |E| icon. Please
remember to make a note of the WTTS ID for your use when checking the status of an action.

You will receive a “Send Hires Information to FPPS” pop-up screen reflecting the WTTS ID and the information that you input.
Confirm the information and then click the Send button to forward the information to FPPS. When the information is sent to FPPS
the SF-52 (RFE) is generated and the FPPS transaction number will be populated in the data field shown on the Create Hire Action
tab.

NOTE: There is functionality that provides the ability to attach recruitment documents in WTTS via the upload docs tab. These
documents are NOT sent to FPPS. It is the IBC’s Policy to not access this functionality at this time.

Step 43: Click Login to Web FPPS OR Login to Bluezone in order to sign and route the SF-52 (RFE) through your normal FPPS
approval process.

You may log in at any time during the process to view the real-time status of your RFE. To view an individual record, follow the steps
outlined above to get to the Gains Dashboard Screen. Navigate to reports from the homepage by clicking the hyperlink of the report you
wish to view or via the Dashboard by either clicking the title under REPORTS on the WTTS Menu Bar or by clicking the link to the
report in the Gain Reports window. You will see the list of Gains and the status. To find your specific action, locate the WTTS ID that
was assigned at the time you initiated the action (record). You may also search for a specific WTTS record via the search functionality.
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