How to process a ATTR document

First, you will need to go to the Jump to field in OASIS and type EPM and click Go
Please remember to turn on CAPS lock as everything must be in capital letters
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You will now see a search box pop up. You simply need to enter the first name and last name of the
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employee you are searching for and hit enter.
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This will bring up the employee and their information. You will now need to click Employee Attributes
on the left-hand side.
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You will now be on the Employee Attributes screen. At the bottom, you will need to click on Create
Employee Attributes
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You now have started a transaction. Write down your ATTR number as this is what you will use to track
the progress of the transaction

Jump to EPM o] @

WIWNVEOA ST
Welcome, SHAWNA CARSON Time and Leave Financial Info

View All 1 of 1] /4 Page HTML has been change.. aeferences are crealed. Hence Pre ..
EmDiweeAllere!(ATm)‘ Dept: 0602  ID: 03111900000000008924 Ver: 1 Function: New Phase: Draft |j

Action: () No Action ® Update () Delete
empioyee 10: [ |

Name: CARSON, SHAWNA M

LEERETNARUEITON Education Information | Veteran Information | User Defined Fields
“Birth nute:_ “Ethnicity: W &
“Social Security Number: _ Ethnicity Desc: WHITE

Place of Birth

*Gender: [Femae ||
*Conviction: |No .

Disability: &
Disability Desc:
*Citizenship Status:
Marital Status: M &
o Marital Status Desc: MARRIED
Date of Death:

You will need to enter the Birthdate, Social Security Number and Ethnicity

The best way to get this information accurately is to use the information on the Social Security card and
Driver’s license to be sure you are entering it correctly.
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You are now ready to validate and submit the document for Central Office to approve. At the bottom of
the screen, you will see a validate button and a submit button
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Once you have validated and there are no errors, click submit and you are finished. You can click close
in the bottom right-hand corner. And you are ready to search another employee.
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Please be sure you are monitoring your worklist daily so that if something has been rejected back to you
for correction, you will see it. To access your worklist, from the home screen in Oasis, you will click on
the plus sign beside Message Center (see below)
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Then you will need to click on your worklist (see below)
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Once you have clicked on the worklist, it will bring you to anything pending in your worklist (see below)
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This is where you will see anything that needs your attention.



