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EHRP Alert #9 –POSITION AND JOB CODE FIELDS

Review of Position and Job Code  
Fields on the “Job” Page 

We have recently discovered that the EHRP system does not take the SetID (Agency Code) into 
consideration when populating the occupational series table.  This has sometimes caused job 
code information from other DHHS Agencies to populate in NIH job code records.  NIH is working 
with the DHHS Program Support Center to address this issue.  Until it is resolved it is important 
for users to pay particular attention when adding a row to an employee’s record. 
 
When keying an action/adding a new row to an employee’s record, users should always 
review the “Job” page and ensure the correct pay plan, occupational series, grade, and 
title are reflected in both the “Position” and “Job Code” fields.  If these fields do not match, 
as displayed in the screen shot below, contact the NIH Office of Human Resources, Position 
Management Group (PMG).  The PMG will make the appropriate correction to the employee’s 
position so that the correct data flows through to the employee record. 
 

Example of Position & Job Code Fields Which Should Match But Do Not 

 
Need Help? 
       Contact TASC by any of the following methods: 
 
        Phone: 6-EHRP (301 496-3477) 
        Email: TASC@nih.gov 
        Website: http://support.cit.nih.gov/ 
 
Need more information about EHRP? 
        Visit the NBRSS EHRP website at: http://nbrss.nih.gov/ehrp.html 
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