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I. Introduction
1.1 System Overview

The Employee Recognition System (ERS) provides an automated capability to reward and recognize government employees for their efforts. Recognition can be initiated by a peer or a supervisor. A point system is used to represent the value an employee has demonstrated on a project or to other employees, and allows this value to be redeemed via the purchase of on-site store goods. ERS is hosted on the PBS Portal Application Server and uses the Single Sign-On (SSO) feature to meet GSA guidelines for passwords and recertification. 
ERS is a replacement of the previous PBS S.H.A.RE. (System for Honoring Achievements and Recognizing Employees) system, which was a pilot application hosted on a Microsoft Active Server Pages (ASP) platform. ERS was developed on a J2EE platform which facilitates richer and more sophisticated features as well as a higher volume of transactions and users.  
ERS is integrated with PBS Portal Single Sign-On.  As a PBS Portal SSO application, ERS will be available to all users that have PBS Portal access for those Regions that have rolled out their own store.  The system provides enhanced customization and configuration for each store.  

Views are provided for inventory management and shopping.  Users can cancel full or partial orders, return items, and get a refund subject to guidelines for each store.  Multiple stores can be accommodated across regions as needed.
1.2 Who should read this Guide

This guide is intended for ERS users who have been designated the role of Regular Users of stores. Store Administrators and System Administrators may also have the same privileges as Regular Users (in addition to others that are not covered in this guide) provided that they have not been designated as contractors or external users. 

Contractors cannot give or receive awards. External users are temporary shoppers of the store who can only receive points. 
As a Regular User you have the following capabilities:
· Give awards in the form of store ‘points’ to fellow employees whom you wish to recognize

· Shop in one or more stores to which you are assigned
· Manage your account in stores to which you are assigned

· Keep track of your orders and view your order history
The other roles in the store are Store Administrators and System Administrators. 

2. Logging into ERS

Navigate to the extranet PBS Portal environment at https://extportal.pbs.gsa.gov.
Log in to PBS Portal SSO using your GSA email address and SSO password.  If you need to get a PBS Portal password, please follow the instructions below.  If you already have a PBS Portal password, please skip to Section 2.2 of this document - Logging into the PBS Portal SSO.
2.1 Get Password
This option allows users to request a password for the first time and request a password reset if the password has been forgotten or if the user has been locked out of the Portal. The following instructions are used to request/reset a password. 

(Note: Only users with a GSA Lotus Notes e-mail account can use this automated feature. If a user is using a non-GSA account, please contact COPBSAPP@gsa.gov to change the password). 
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1. Click on the large orange “GO” button.   Follow the instructions in the new browser window
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From:  UIMS Team <PBSPortal@gsa.gov>
To: <richard.freesland@gsa.gov>

Date:  Tuesday, April 29, 2008 02:46PM
Subject: Get My Portal Password Now

This is to inform you that your request to get your password has been processed.
Please click on the link below to continue to Step 3 of Get My Portal Password
process.

Go to:
http://pbsportal.pbs.gsa.gov:7777/uims/getPortalResetPwd.do?
randomId=7295&8APPLINK=UIMS_LTS_NTS_EMAIL&emailld=richard.freesland@gsa.

Thank You,
UIMS Team





2. Enter your email address, first name, and last name and click Submit. 

3. Your user-id information will be authenticated. If validation is successful, you will be taken to Step 2 of the process. 

4. To cancel out of the process, you may click Cancel to close this window. 
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STEP 2: Check Email
An email has been sent to the email address you provided. The email is from "
uimsteam@gsa.gov", titled " Get My Portal Password Now."

Please click the link provided in the email fo continue on fo step 3. To continue,
click the "Close Window" button and check the following email account.

Email Address: richard.freesland@gsa.gov

Close Window

Click here

> >. DN STEP 4





5. You are now in Step 2 of the "Get password" process. You are notified that an email was send to the email address that was provided, which will appear in your Lotus Notes client email. The message is generated from the UIMS Team as shown below:
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STEP 1: Submit Request
In order to process your request, please complete the fields below and click the
"Submit" button to start the four step process and proceed to the next screen.

Email Address:

(example: first last@gsa.gov)

Cancel

Click here

GSA | UIMS: User Identity ment System. For Of I Use Only.




6. Click on the link provided in the email to proceed to Step 3 of the Get Password process, as shown below: 
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UIMS has received your request. To continue to Step 4, please confirm your
request by clicking the "confirm" button

Email Address: richard.freesland@gsa.gov

Confirm
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  Confirm Request
7. To proceed, click Confirm. Now you will be directed to Step 4 of the Get Password process, as shown below: 

[image: image32.png]My Password (/)

STEP 4: Check Email

An email message has been sent to the email account below with a temporary
password from "uimsteam@gsa.gov" with the title "PBS Portal Temporary
Password"

Please use your temporary password provided in the email to login to PBS
Portal. To continue, click the "Close Window" button and check the following
email account

Email Address: richard freesland@gsa.gov

Close Window Click here

GSA | UIMS: User Identity ment System. For Official Use Only.




8. You now need to check your Lotus email account again for en email from the UIMS team. The format of the email is shown below: 
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From: UIMS Team <PBSPortal@gsa.gov>
To: <richard.freesland@gsa.gov>

Date:  Tuesday, April 29, 2008 03:03PM
Subject: pBS portal Temporary Password

As per your request, here is your Temporary Password :

TvQKh985

You will be asked to change your password when you login to the portal.

Login at:
http://pbsport:

ov:7777/pls/portal

Thank You,
UIMS Team





9. The email received provides you with a temporary password. Click the link and use the temporary password provided to log in the PBS Portal. (Note: The password provided can only be used once; you will need to change the password as shown below). 
2.2 Logging into the PBS Portal SSO
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1. Please log into the PBS Portal.  If you are logging in with your new temporary password, you will need to use the Change Password screen, to change to a password.  Please see the illustration below.  (Note: Use the parameters provided within the password policy).  To use the Change Password screen, please enter your temporary password that was just given to you in the “Old Password” field, choose a new password, and click OK.  Please note that your password must be 8-15 characters and contain at least: 
· One lowercase letter, a-z 
· One capital letter, A-Z 
· One number, 0-9 
· One special character from this list (other special characters are not supported): 
· and (&) 
· period (.) 
· dash (-) 
· underscore ( _ ) 
· exclamation (!) 
· at (@) 
· colon (:) 
· semi colon (;) 
· Previously used passwords may not be used 
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1. From the private page, SSO applications area, click the ERS icon. The ERS Welcome page will appear as shown below. The stores to which you have access are clickable; the others are visible but not accessible to you. 
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2. Click the icon for the store that you want to visit.   
Note:  If a user is only associated with one store, they will go directly to that store without seeing this screen. 

3. The ERS Home Page
When you enter a store, you are presented with the store’s home page:
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The store’s home page basically provides a ‘Store front’ to convey the following information: 

· A customized welcome message from the store administrator. This could include other announcements pertaining to the store as needed. 
· Store hours and store location within the facility.
· When there are featured items in the inventory, a link will appear allowing you to navigate directly to shopping screen showing the featured items.  When none of the items in the inventory as designated at featured, the link will not appear.

You can now use the main menu on the left margin of the page to navigate to the function of your choice.
Note: Each store can be configured set the last day that awards can be given.  If the last date to give points has passed, you will see a message on the home screen like this one:

Attention:  8/27/2009 was the last day you could give out rewards!
3.1 Left-margin Navigation
The left margin of the page is persistent and provides the following:

· Main menu

· Your user name 

· Your points to give balance 

· Your points to spend balance
· E-mail button for sending comments or questions to the Store Administrator

· Help button that directs you to this user guide and the guidelines for this and other stores

· Close Window button to exit this browser window

The main menu contains the following options:

· ERS Welcome – (covered in Section 2)

· Home – (covered in Section 3)
· My Account

· Shop

· Manage Points

4. My Account

Click the My Account menu item to verify your basic account information for this store.  
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1. Here, you can perform the following functions in the applicable fields:

a) Update your mail code. This identifies where you are located within the facility. Please provide an office number, cubicle number or building number. 
b) Field employee is a read only field on this screen.  It can only be checked by the Store Administrator.
c) Add your shipping address if you are a field employee. 
2. After you complete your changes, click Save to update the information, or Cancel to discard your changes and return to the previous screen.
5. Shop
You can purchase items in the store if you have received “points” from a peer or a supervisor as a token of their recognition of your performance. You will receive an e-mail to notify you when you are awarded points. With these points, you may proceed to shop as described in the following sections. 
5.1 Selecting items
When you click the Shop menu item, you open the store’s default view.  At the top part of the screen is the filters section.  When entering the screen, the filters are set to show all items by default.  The list can then be filtered by points, category, color, size, point range, description, or in-stock items only to help you find the items that you are looking for by showing only the items that meet the filter selections.  The filters can be hidden by clicking the Show/Hide Filter Link or the minimize icon.
Below the filter section is the list section which shows a list of the items available. The points that you have available to spend is displayed as ‘Points to Spend’ near the Cart icon. This number updates dynamically as you shop, as does the value appearing inside the Cart icon [image: image4.jpg]


, representing the total cost of items in your cart. 
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To begin shopping:

1. Choose the points, category, color, size, point range, description, or in-stock items only, or any combination of the above.  If you wish to see all of the items, do not select any filters.  
2. You can shop for featured items by selecting “Featured Items” in the categories dropdown box.

3. You can navigate by clicking on the page number or next/last page links on the top and bottom of the screen.  

4. The list can also be exported to an Excel spreadsheet or a PDF by clicking on the appropriate export link on the bottom of the screen.
5. Click an item name link to see a larger view of the item if desired; click the page navigation links at top right to see more pages if available.

6. To purchase an item, click the Add to Cart button across from it—this will take you to the My Cart page which gives you the opportunity to select more than one of this item:

[image: image6.png]ERS Welcome

Points to Spend: 620

My Account

WManage Points
Manage Store
Manage Users s10TGl
Manage Inventory Fridays Git
Manage Orders Card
Maintenance

ATTENTION - The gift cards that you have selected are taxable. If you do ot wish to be taxed for these, delete
them from the cart and return to shopping to select other items.
If you change a value in an ltem Quantity box, you must click the Update Quantities button to save the changes.

Newslettor

User Name:
Test Userone

Points to Spend: 650

Points to Give: 390

HeLp
oSE WiNDOW





7. If the shopping cart contains gift cards, a message will be displayed indicating that they are taxable.  If you do not want to pay the tax you can remove the gift cards from your cart.

8. Click the “Back to Shopping” button below the list of items to continue shopping. Notice that Points to Spend and Cart icon values reflect your updated point balance and number of items selected so far respectively:
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9. To purchase a single item, drag and drop the item image to the Cart icon. Again, the Points to Spend and Cart icon values are updated dynamically. 

Proceed to view your cart or place an order using the instructions below.

5.2 Viewing your Cart

To view your shopping cart, click the Cart icon [image: image8.jpg]


or the Add to Cart link (this will add an item to your cart) next to an item. The My Cart screen opens. 


Note:  If you click on the Cart icon before adding anything, a note, “Your cart is empty.” will appear above the inventory list. 
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From here you can:

1. View a summary of your order so far.
2. Update item quantities—
a) Change the quantity of any of the items ordered in the editable ‘Item Quantity’ field(s).

b) Click the Update Quantities button to adjust your order total and point balance.  
Note:  If you do not click the “Update Quantities” button before clicking “Back to Shopping”, you will be reminded that your changes have not been saved and you will be given the opportunity to remain in the shopping cart and click the “Update Quantities” button before returning to the shopping screen.  
3. Remove an item from the cart by clicking the corresponding Delete button.

 Note: If the cart then no longer contains any items, the message, “Your cart is empty. Click here to continue shopping (” appears, with a link to the Shop page.

4. Clear your entire order by clicking Empty Cart. The message above appears.


5. Proceed to checkout by clicking the Check-Out button.

Note: The items in your cart will stay in your cart until the end of the fiscal year. In effect, it acts like a “wish-list” of items that you would like to purchase. Note that these items are not been placed on hold. The availability of the items in your order is not determined until you actually place the order. 

5.3 Placing an Order 
When you click Check-Out from the Shop or My Cart page, the system checks the inventory for availability of your items and then displays a summary or your order.


[image: image10.png]ERS Welcome
My Account

HManage Points

Shop - Check-Out

Line ltem

Calculation

Total

1

1 (quantity) x 10 Points (item cost)

=10 Points

Order Total:

10 Points

ATTENTION - The gift cards that you have selected are taxable. If you do not wish to be taxed for these, press
cancel and delete the items from the cart. You can then return to shopping to select other items.







If an item is totally out of stock, the message, “Not available” displays next to that item. When only part of your order for an item can be fulfilled, the message “Only x of this item available” displays. In both of these cases, you must return to My Cart to adjust your quantities, since back orders are not possible.  
When gift cards are being purchased, a message will be displayed indicating that they are taxable.  If you do not want to pay the tax, click the cancel button, then remove the gift cards from your cart.
To check out:

1. Review your order.
2. Click Place Order to submit your order, or Cancel to go back to the My Cart page.

When you place your order, the items are removed from your shopping cart and deducted from inventory, the Order History page displays, and an order is created that will be viewed and processed by the store administrator. 

You will receive a detailed notification e-mail when the order has been processed and is ready to be delivered. If you are a field employee, your order will be shipped to you. Otherwise, you will need to pick it up at the store or have it arranged to be dropped off in your office or cube.

Please contact your store administrator if you have a special request.  

5.4 Returning items or canceling the entire order

If you wish to return one or more items in your order either before or after it has been processed or picked-up, please contact your Store administrator by clicking [image: image11.png]Email the
Sore Admin



 in the left margin. Describe in detail the action that you wish to take and the reason for the return. 

Note: Returns are subject to the guidelines that are in effect for the store. To view the return policy for your store, click [image: image12.png]


 in the left margin. View a file named <Store-Name>_Guidelines, where <Store-Name> is the name of your store. 
5.5 Viewing your Order history
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1. Click the Order History button to check information on previous and current orders as shown above.
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2. Your order status can be one of the following:

· Ordered – Your order is pending 

· Processed – Your order is ready for pick-up or is ready to be shipped

· Updated – You contacted the store administrator to return part of your order and this request has been completed. You have been refunded the amount of the returned item

· Cancelled – The entire order has been cancelled. You have been refunded the total cost of the order.

The ‘Date Processed’ indicates when the order was last processed, cancelled or updated. 
3. To view the details of an order, click an Order Number link. The following page is displayed:

[image: image15.png]A
7D -"‘g"é.jﬁlura .. \

LR lcomic Shop - Order History Detail

My Account
Order Number: 253 ated: 0111372009

HManage Points Item Image. Item Name. Total Cost

User N Trn
jser Name: i _R‘ Mini Key Chain Maglight @

Test Usertwo

Points to Spend: 130 Order Total: 20

Order Notes:

ag

» CLOSE WiNDOW

gnition System (ERS). For Official U




You may notice that the store administrator has entered notes in ‘Order Notes’ which may be of interest to you. These notes could include a reason for return (if items were returned) or the date when the order was shipped, for example. 

6. Manage Points 
Click the Manage Points menu item to give someone an award, view awards that you have received or the history of awards you have given away. 

6.1 Giving Points
The Give Points  tab opens as the default page in Manage Points.
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1. Select a recipient by typing in part of their last name – as you type you will see matches being displayed in the Recipient drop-down menu as shown above. 
Note: Each store can be configured by the Store Administrator to allow only peers or those that have been assigned a ‘user category’ equal to or lower than yours to be shown in the recipient list. The user category is a designation of rank or position within the organization. When the store is configured this way, you can only give points to those who are your peers or who work for you. Users who have a GS grade of 13 or lower can give each other points regardless of their GS grade.  

The store can also be configured by the Store Administrator to not enforce this rule in which case awards can be given to users in higher categories.  
Note: Each store can also be configured by the Store Administrator to hide the Verification checkbox and message seen in the screen above.  If the message is visible, the checkbox is a required field and it must be checked.

Note: Each store can also be configured set the last day that awards can be given.  If the last date to give points has passed, you will see a message on the give points screen like this one:

Attention:  8/27/2009 was the last day you could give out rewards!
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2. Select a pre-configured reason for this award in the drop-down provided as shown above. 
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3. Select the number of points you wish to give. Notice that your ‘Points to Give’ balance is displayed in the upper right corner of the page.

Note: These points will be replenished automatically at the end of the fiscal year. A store administrator may also manually replenish your points to give during the year upon request and if approved to do so.  

4. Enter a comment to supplement the reason, if you wish.
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5. Select people that you want to notify by typing in part of their last name – as you type you will see matches being displayed in the Notify drop-down menu as shown above.
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6. Click the names of the people that you would like to notify and add them to the selected list by using the right arrow.  Remove them from the list by selecting the one you want to remove and clicking the left arrow.

6. Click the Give Points! button.  
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7. A confirmation message that your award was given will be displayed. Also, note that your ‘Points to Give’ balance is updated. Also, the recipient immediately receives an e-mail notification.

Note: If you accidentally gave an award to the wrong person or accidentally clicked “Give Points!” twice, you may cancel the award if it was given within the last 24 hours AND if they have not already been spent. Please refer to section 6.3 Viewing Points given for details on this procedure. 

6.2 Viewing Points Received 

Click the View Points Received tab to display the list of awards that you have given others or to cancel an award.
[image: image22.png]-ﬁ—. "'Jf'f:.j Jiu.r; \~ \\

Manage Points - View Points Received
Use this page to view the history of points awarded to you.

ERS Welcome

My Account

Manage Points 5 items found, displaying all items.

User Name:

Points to Spend: 20 01/26/2009 Continuous Improvement  Nice report!

Points to Give: 50 12/3112008 30 Continuous Improvement  Good Job!
09/25/2008 10 Continuous Improvement

Being committed to team
09/09/2008 .

Being committed to team _ thanks for your continuing effots.
[ ‘maintaining PMT

1
Export Complete List to: Excel | PDE






This page displays a list of awards you have received and the details of each award.
6.3 Viewing Points Given 

Click the View Points Given tab to display the list of awards that you have given others or to cancel an award.
[image: image23.png]ey 1Y 7'53"_:.;1&313\ \VN

Manage Points
Use this page to view the history of points that you awarded to others.

ERS Welcome

My Account
Points to Give: 50

Manage Points 9 items found, displaying all items.

User Name:

Points to Spend: 20
@gsa govasa thnurms

Points to Give: 50 Improvement
testuserthree@gsa gov.aaa 04/06/2009 10 IC""“"“"“S test
improvement
Continuous
testuserfve@gsa gov.aaa 0312312009 10 . Good work!
testuserthree@gsa.gov.aaa 1213112008 20 o
improvement
pse ny Conmimetiathe
customer
For having superior
(e AL skills and ability
For having superior
0712912008 20 Ciile ang ity
Being committed to
0712912008 20 e
For having superior
0712912008 20 Ciile ang ity

9 items found, displaying all items.

1

Export Complete List to: Excel | PDF





In the example above, an award was accidentally given twice. Since the Cancel Award link is available on the far right you may proceed to cancel the award as follows:

1. Click the Cancel Award link across from the desired recipient. 
Note: You may only cancel an award within 24 hours of the award and if the recipient’s point balance has not been exhausted.
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2. You will see a confirmation of the cancellation as shown above. The recipient receives a notification e-mail to this effect with an explanation of the accidental award. Your ‘Points to Give’ balance is restored. 

7. E-mail Notifications
You will receive e-mails notifying you of certain ERS occurrences that affect you directly:

1. Your order is processed and is ready for pick-up or will be shipped shortly

2. An order (or part of order) was cancelled upon your request
3. You receive an award

4. An award to you was cancelled because they were awarded to you accidentally

5. Reminder to spend your points by the end of the fiscal year (one month before year ends)

6. Reminder to spend your points by the end of the fiscal year (two weeks before year end)
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