
Workforce Transformation & Tracking System (WTTS)
& the Entrance on Duty System (EODS)

Administrative Staff Instruction Sheet
How to Access and Use WTTS/EODS
· Obtaining a User Name and Password
· Upon system implementation, all administrative staff who have access to FPPS will be set up to access WTTS/EODS using their current FPPS user ID and password.  
· If an administrative staff member needs an FPPS user ID and password established, please contact the FPPS System Administrator, Kathy Takacs at ktakacs@usgs.gov or (703) 648-7434.  
· Accessing the System
· You may access the system through Internet Explorer or Google Chrome by using the following link:  https://wtts.ibc.doi.gov/WTTS/.
When to Access WTTS/EODS

· The Administrative Staff will initiate the recruitment process electronically from the WTTS/EODS system, attach the recruitment package documents, and have the capability to view real-time status on vacancies, announcements, and the new hire process.  Please see below for step-by-step instructions for accessing WTTS/EODS, creating a WTTS action, and viewing real-time status.
· The Administrative Staff is only responsible for initiating the WTTS action and attaching the recruitment package.  Your servicing HR Team is responsible for all other steps including creating the FPPS action.  For those Offices that do not have an administrative staff that initiates personnel actions such as the Associate Directors Offices, the immediate Regional Director Offices, etc., your servicing HR Team will have the responsibility for creating the WTTS action on your behalf.
· The WTTS/EODS system will be used to initiate all Recruitment/Request for Eligible personnel actions only.  All other types of personnel actions (e.g., promotions, reassignments, separations, etc.) will continue to be initiated through FPPS.
Step-by-Step Instructions
Logging in
1. Launch Internet Explorer or Google Chrome.  
2. Go to https://wtts.ibc.doi.gov/WTTS/ 
3. Enter the User ID and Password you were issued for FPPS.

[image: image1.emf]
Note:  If you have entered your User ID and password twice and get a “login” error; it may be time to change your FPPS password.  To verify/change your password click on the [image: image2.emf]

 button.  This will take you to the web FPPS change password utility screen where you can verify/change your password.

You may change your password at any time.  However, you will be forced to change your password if (1) you are logging on for the first time, (2) your password has expired, or (3) your security point of contact (SPOC) has reset your password.  You may not use the same password over again.  The FPPS password rules are as follows:

· Your password must contain 8 characters 

· Begin and end with an alpha character

· Must contain a number someplace in the middle

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

· The FAQS tab opens a new window containing frequently asked questions.

· The FEEDBACK tab is intended to allow you to provide feedback, however this functionality is currently unavailable

· The HELP tab opens a new window allowing you to access the WTTS User Manual in PDF format 
· To the far right of the screen above the top row menu bar is the Logout tab that ends the WTTS session.

How to Initiate a WTTS Action
Under the Gains block, click on Fill Vacancy.  
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The Workforce Transformation Tracking System. WTTS provides tracking and reporting of prospective 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.
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Compete the requested fields.  Always enter “1” for the number vacancies.  If you’re not sure how the position will be filled, select option 1 – Gain Type – TBD.  Click the Create Vacancy button.  
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You are responsible for completing the Position Info tab, the Create Hire Action tab, and the Upload Doc tab.  Fill in as many of the fields as possible but at the very least, you must complete the mandatory fields marked with a # symbol.  
Start with the Position Info tab. When all fields have been filled in click the Next button located at the bottom of the page.  
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Complete the required fields on the Create Hire Action tab.  When all fields have been filled in click the Next button located at the bottom of the page. [image: image7.png]€ WTTS - Windows Internet Explorer = &[]
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Next upload the complete recruitment package to the Upload Doc tab.  Click on Browse for File and select the appropriate documents to upload.  When done, click on the Save button located at the bottom of the page.  This concludes your portion of the process.  Your servicing HR Team is responsible for all of the next steps.
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You can login at any time to check the status of pending recruitment actions for your organization by clicking on the In-work Gains Report. 
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The Workforce Transformation Tracking System. WTTS provides tracking and reporting of prospective 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.
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This will list all current pending recruitment actions for your organization along with their most recent status.  To see more detailed status information you may click on the WTTS Status/Hiring Progress for a specific action and you’ll see a pop-up window documenting each update.   
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For more detailed instructions, you may access the WTTS and EODS User Guide accessible on the USGS Human Capital A-Z Subject Index at http://www.usgs.gov/humancapital/sw/WTTS.html.  
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