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Cleaning Up Your Inbox
When a Request For Personnel Action (RPA) needs to be deleted from your inbox and you are unable to do so (maybe the RPA has become corrupted), submit a request through your PSM to Bill Holland to have the RPA removed from your inbox. 
The PSM will forward your request to Bill Holland at William.Holland@randolph.af.mil. 
Use the RPA Deletion Request Form, attached, to provide the following information to your PSM:      

1.  RPA Number

2.  Notification ID (This can be found under 3, Notification   

     Summary, while in Civilian Inbox)

4.  Group Box Number

5.  User ID/Name

6.  Clearinghouse Number
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Avoiding Duplicate Problem Reports
While a Clearinghouse POC can ensure a Clearinghouse problem doesn’t already exist once a ticket has been submitted, you can ensure you are not submitting a duplicate problem by reviewing current problems at the Clearinghouse website: 
https://ww2.afpc.randolph.af.mil/dpcedify/chout/chcust.asp
Select the Build Reports tab.  With this new Web page, you can build your own report to focus entirely on one issue.  
This attachment walks you through how to complete the build a report request form.  
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	QUICK LINKS

	· Benefits and Entitlements - http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm
· Classification - http://www.afpc.randolph.af.mil/dpc/Classification/class.htm
· Clearinghouse - http://www.afpc.randolph.af.mil/clrhouse/default.htm
· Defense Civilian Personnel Data System - http://www.afpc.randolph.af.mil/mdcpds/dcpds.htm  
· Directorate of Civilian Personnel Operations - http://www.afpc.randolph.af.mil/dpc/
· Employment - https://www.afpc.randolph.af.mil/afjobs
· National Security Personnel System (NSPS) 
· Air Force - https://www.dp.hq.af.mil/dpp/dppn/nsps/index.cfm
· CPMS - http://www.cpms.osd.mil/nsps/index.html
· Requisition Audit Report - http://www.afpc.randolph.af.mil/dpc/doclib/ReqAudit.htm
· System Administration - http://www.afpc.randolph.af.mil/ProdOps/SystemAdministration/sysadmin.htm
· System Status Report - http://www.afpc.randolph.af.mil/ProdOps/doclib/DailyStatus.htm



	
 
	
                 National Security Personnel System

                 Air Force - https://www.dp.hq.af.mil/dpp/dppn/nsps/index.cfm
      DoD/CPMS - http://www.cpms.osd.mil/nsps/index.html  




	Defense Civilian Personnel Data System (DCPDS)


	DCPS Payroll Office Advisory Release 04-3
	DFAS will be getting their system fixed so that it will accept the Date Earliest NOA Effective when we send it via interface.  It has been fixed in DCPDS for a while, but is not scheduled to be fixed in DCPS until 5 September 2004.  At that time, the payroll side should update based on our output to them.  
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	DoD Corrections 002
	This is to advise Components to temporarily DISCONTINUE using the DoD Corrections 002 process on appointment actions until a repair can be fielded.  Reference problem report 18169 which caused the follow-on FEHB code issues that surfaced this week.  

BACKGROUND:  SCR 04-12084-DoD was submitted to CPMS to modify the suspense process to identify employees whose FEHB enrollment code = "ZZ" and plan = "X", and the date field in ‘FEHB Eligibility Expires’ has been reached.  Suspense should blank out the Date FEHB Eligibility Expires field and update the plan field from "X" to "Y", and create a Pay500 using NOAC M2B with an effective date being the beginning of the pay period date immediately following the 60 day entitlement.

PROBLEM:  CPMS discovered that when a DoD Correction 002 is used to correct an appointment action, the system is auto populating the Health Benefits with ZZX and overwriting any value that may have been previously entered or updated to the ‘Entries Elements for Health Benefits’.  Suspense updated the Health Benefits element with ZZY and an erroneous “M2B" Pay500 transaction flowed to payroll affecting the employees' benefit (this is a result of the change to suspense by SCR 04-12084).

RECOMMENDATION:   CPMS recommends that the Oracle Correction 002 be used to correct an appointment action created in DCPDS until the DoD Correction 002 is reviewed by Lockheed Martin.

NOTE:  The suspense process identified in SCR 04-12084-DoD will continue to change records where health benefit elections are past 60 days from appointment.  If users continue using the DoD Correction process to correct appointments, the stated problem WILL occur, and the user will be required to identify and correct affected records.

RESOLUTION:  CPMS will open a new problem report at level 2 regarding the DoD Correction 002 to be reviewed by Lockheed Martin for analysis and redesign.  



	
	

	Pay Processing
	When processing actions in DCPDS, if you are verifying the flow to payroll, there is a method to the way actions are processed on the payroll side of the house.  On the personnel side, we input the action.  It gets picked up in one of three packages throughout the day (0600, 1000 and 1600).  Those three packages are then lumped together (each with their own unique package/sequence number) and sent to the EXITS system.  Then it is relayed to payroll for them to pick up into their system.  If you do not see your action in DCPS the day after you processed it, there may be a number of reasons why.  1) the effective date has not consummated yet (an action will not show up in payroll until at least the effective date of the action), 2) there was a reject that was sent back to personnel to be fixed, 3) it fell to one of five different invalid listings on the payroll side, or 4) the action was updated in DCPDS after the cutoff timeframe for sending actions to payroll.  The attached calendar gives a better explanation of how it works when we send things to payroll.  

If you look at the first week (Pay period ending week) on the calendar, you will see that interface processes nightly.  That means that actions input in a timely manner throughout the day (that do not have rejects or other problems) should show up in the DCPS system the following day.  On that same week, there are two retro runs at payroll.  What that does is pick up any actions that have an effective date prior to the current pay period you are in.  It will then process on the payroll side any monies due or owing for the employee and figure it into their next paycheck.  During this week, if you do not see your action in DCPS by the third day after you input it, this is when you should be going to your CFED Technical for assistance.  This is not a reason to be calling DFAS or sending DFAS Remedy tickets.  We should be investigating on the Personnel side first.  If the determination cannot be made as to why it did not flow, then the CFED Technical should be contacting the Home Office PAY UNIT (headed by Geneva Boyd).  If it still cannot be figured out, then the home office should be contacting the AF POC for Personnel/Payroll Interface problems (AFPOA/DPXRC).  For those bases not serviced by AFPC, you should be checking with your technical person (or whoever assists you with interface problems) first.  If they are unable to assist, then you should be contacting AFPOA/DPXRC.  

If you look at the second week (Pay period beginning week or Payday week) on the calendar, you will see that interface does NOT run nightly.  On that Monday, the last retro runs for anything prior to the pay period that just ended, as well as the first pass for processing the current paycheck.  Actions input on Monday for any pay period prior to the one currently in should show up in DCPS the following day (barring any rejects).  For any action input Tuesday through Thursday of that week, you will not see any updates in DCPS until Friday.  The reason for this is because the retro and interface for any action prior to or inclusive of the current pay period does not run until Thursday night.  That means if you have an action effective that Sunday (beginning of pay period) that you input any day prior to that Thursday, you will not see it until Friday.  If there is no sign of your action in DCPS by the following Monday, you should be following the procedures described above.
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	Announcements Under CFM

	Staffers -- under the recent CFM reorganization, it is unnecessary to distinguish between DPC/DPK for most announcements, as all positions within a career field are managed by the respective career field managers.  The only exception is for those Interim Personnel Center (IPC) positions which are traditional career program covered positions (now referred to as centrally managed positions) when announced internally.  Therefore, apply the following naming convention to all announcements posted for AFPC full-serviced bases and IPC centrally managed vacancies announced externally:
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	Monthly QC Products
	The attached document explains some of the changes made to the QC program in DCPDS.

[image: image6.emf]About Monthly QC  Products.doc



	
	

	Security Access - Update
	Use this procedure to workaround the following Position update error message: “Security Access found in US FEDERAL POSITION GROUP 1 must be either 5, 6, 7, 8 or 9 for this agency.  (CIV_POS_SCTY_ACS_2.” 
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	Miscellaneous Information


	Submitting Screen Shots With Your Problem Report Template
	When submitting a problem report to the Clearinghouse you are required to include screen shots of the problem you have identified.  Here are some pointers to keep in mind when pulling your screen shots together.  

Include plenty of screen shots; even those you think are unnecessary; they may help to identify the problem faster.  When in doubt, include a screen shot.  Make sure the screen shots are in a word document.

Include all screen shots in one document.  Place spaces or page breaks between each screen shot.  These two documents provide guidance on how to create a single document for your screen shots and, once created, how to place the document in your Problem Report Template as an icon.
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	Air Force Priority Problem Reports
	Please use the following link to review the latest list of Air Force Priority Problem Reports.

http://www.afpc.randolph.af.mil/clrhouse/default.htm.


	
	

	Need an Answer? Try Our New Knowledge Base of Frequently Asked Questions
	Civilian Employment
Civilian Benefits and Entitlements (BEST)


	Hours of Operation (all Central Standard Time)

	Functional Clearinghouse

0700 - 1700

	Technical Clearinghouse
0600 - 2300



	Clearinghouse
http://www.afpc.randolph.af.mil/clrhouse/default.htm
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 Contact Us
· By Phone
AFPC and local callers dial 527-2400 (access codes 5, 7, etc. will not work), all other areas dial 1-888-368-9367.  To report a Technical problem, press 1, if you are calling to report a Functional problem, press 2.

· Internet
Only Functional problems may be reported through the Internet, by authorized Clearinghouse POC’s.  All customers may view the status of a reported problem via the web.  http://www.afpc.randolph.af.mil/clrhouse/default.htm.
POC Responsibility

If your time as a Clearinghouse point of contact (POC) is ending because of a change in position or PCS, please remember to appoint a replacement before you leave.  Also, ensure your base has an alternate POC designated; otherwise, your base may not be able to report a problem to us once you’re gone.  To designate your replacement, please submit a Clearinghouse POC Request Form.  The form is self-explanatory.  Direct any questions you may have to the e-mail address identified on the form.  This form is available on the Clearinghouse website.  Here is a direct link to the form: http://www.afpc.randolph.af.mil/clrhouse/documents/ClrPOCformCurrent04.doc.
Clearinghouse Template

The current version of the Template used to provide information for a functional Clearinghouse problem report is dated 13 January 2003.  We are still seeing Templates with the November 2001 date; that version is obsolete.  Also, for a short period of time, a version of the template was lettered incorrectly.  After item “E” it jumped to item “G” when it should have been item “F”.  Please ensure you are using the current version of the Template that ends with item “F”.  The following is a direct link to the template:  Link to Template.
A13 of the Template states…

“In as much detail as possible, please describe the steps that led up to the problem:”   

Please describe your actual step-by-step process in detail.  Even though a process may be two simple steps, you must provide that information.   

Template screenshots

At the bottom of each screenshot, please explain what it is you’re trying to portray.  Even though this information may be provided in detail on the template, give us at least a one-liner of what the screenshots represent.
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Announcements under CFM

Naming Convention

Staffers -- under the recent CFM reorganization, it is unnecessary to distinguish between DPC/DPK for most announcements, as all positions within a career field are managed by the respective career field managers.  The only exception is for those Interim Personnel Center (IPC) positions which are traditional career program covered positions (now referred to as centrally managed positions) when they are announced internally.  Therefore, apply the following naming convention to all announcements posted for AFPC full-serviced bases and IPC centrally managed vacancies announced externally:


Digits 1 & 2 = YY (year announcement posted)


Digits 3-5 = MMM (month announcement posted)


Digits 6-8 = INT (for internal) or EXT (for external)


Digits 9-14 = last 6 digits from RPA number


Digits 15-20 = last 6 digits from RESUMIX requisition number


When announcing IPC centrally managed positions internally (AFPC provides referral services only), apply the following naming convention:


Digits 1 & 2 = YY (year announcement posted)


Digits 3-5 = MMM (month announcement posted)


Digits 6-8 = CP_ (digit 8 is a space; identifies career program announcement)


Digits 9-14 = last 6 digits from RPA number


Digits 15-20 = last 6 digits from RESUMIX requisition number


Identifying Centrally Managed Positions

You should identify centrally managed positions based on information provided in the RPA checklist.  For those positions that are centrally managed, include the following statement within the announcement:  "This is a centrally managed (insert the appropriate career field) Position" 



_1155097485.doc
PREVENT DUPLICATE PROBLEM REPORTS

While a Clearinghouse POC can ensure a Clearinghouse problem doesn’t already exist once a ticket has been submitted, you can ensure you are not submitting a duplicate problem by reviewing current problems at the Clearinghouse website under Build Reports.  With this new Web page, you can build your own report to focus entirely on one issue.  


For example, you want to create a report regarding a DCPDS correction issue.  Using the Build Report tab, you can build a report by querying the Clearinghouse database on all tickets that are Open and deal with DCPDS and Corrections.  This will narrow the search and the list.  
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This query resulted in 12 correction-related tickets being researched by the Clearinghouse.  If none of the existing “Problem Desc” fit your correction issue, you should report the problem.  However, if you find the problem already exists, simply track the status via that Clearinghouse problem report number.
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August 4, 2004


DCPS PAYROLL OFFICE ADVISORY


RELEASE 04-3


This advisory provides information regarding the DCPS Application System Release 


04-3.  The release will be delivered Friday, September 3, 2004 for installation following biweekly pay processing of pay period ending September 4, 2004.  The release is effective pay period beginning Sunday, September 5, 2004.


A copy of this document should be provided immediately to the payroll office supervisor.  The payroll office is responsible for providing the information to the customer service representatives and to answer all questions concerning this advisory.  If payroll offices have questions or concerns about the content of this advisory, please submit a DAR (DCPS Action Request).


Customer service representatives are reminded to contact your payroll office with questions regarding this advisory.


*
*
*
*
*
*
*
*
*
*
*
*


PART I:  FUNCTIONAL.


A.  PERSONNEL INTERFACE:


A1.  SENIOR EXECUTIVE SERVICE (SES) CHANGES:  The system has been modified to accommodate Section 1125 of the "National Defense Authorization Act for Fiscal Year 2004" (Public Law 108-136, November 24, 2003).  This section of the law allows certain SES employees (Pay Plans ‘ES’, ‘EP’ and ‘IE’) to have a salary up to the Executive Level II if they work for a Certified Agency (defined in PL 108-136).  In addition, agencies that obtain such certification will be allowed to apply to their SES members (Pay Plans ‘ES’, ‘EP’, ‘IE’, ‘SL’ and ‘ST’) the higher aggregate limit equal to the salary payable to the Vice President ($202,900 in 2004).


The New Hire and Employee Update screens have been modified to add the ‘PERF SYS CERT IDC’ (Performance System Certification Indicator).  This indicator has been added to identify employees who work for a Certified Agency.  This indicator is valid both online and through the personnel interface.  Valid values are ‘Y’ (Certified Agency) or ‘space/blank’ (Non-Certified Agency).  Although this indicator is valid for all employees, only the above-mentioned SES pay plans will have the higher Annual Salary Cap and/or Aggregate Limit applied when they work for a Certified Agency. (D1-4, D1-66)


A2.  EARLIEST NOAC DATE EFFECTIVE TRANSACTIONS:  Prior to this release, DCPS rejected batch employee update valid correction transactions (NOAC 002) if the Earliest NOAC Date Effective value did not equal the Effective Date.  The system has been modified to allow these transactions to process correctly.


A3.  FEDERAL EMPLOYEE HEALTH BENEFITS (FEHB) FOR EMPLOYEES ON CONTINGENCY OPERATIONS:


A3.a.  Online FEHB.  The FEHB deduction screen has been modified to add the new MIL EXC field (Military Excused Indicator).  The PRETAX IDC column header has been changed to PRE TAX.  The new one-position MIL EXC field is positioned between PRE TAX and TEMP IDC.  Valid value for this field is space or ‘M’.  (D1-111)


A3.b.  Batch FEHB.  The system has been modified to accommodate and process two new NOACs – ‘COA’ (FEHB MILITARY EXCUSED – Add) and ‘COT’ (FEHB MILITARY EXCUSED – Termination) through the interface.


A4.  RETENTION ALLOWANCE:  The system has been modified to allow Non-U.S. citizens to have Retention Allowance (Entitlement Code = Y4) in both online and batch new hire/employee update.


A5.  RE-EMPLOYED ANNUITANT RETIREMENT CODES:  The system has been modified to allow a CSRS annuitant (Annuitant Indicators – 1, 4, 5, 6, 7 or 8) to have FERS retirement coverage (Retirement Codes – K, L, M or N) in both online and batch new hire/employee update.



A6.  ‘E*’ PAY PLANS:  The system has been modified to allow Pay Plans 'ED', 'EE', 'EF', 'EG', 'EH', or 'EI' for non-U.S. citizens.  The Geographic Location Code (GLO) for these employees can now contain a non-U.S. GLO in both online and batch new hire/employee update.



A7.  ‘RS’ PAY PLAN:  The system has been modified to set the Annual Salary Cap at Executive Level I for Pay Plan ‘RS’ when the Agency Code is ‘HE’.  If a salary greater than Executive Level I is received with Pay Plan ‘RS’ and Agency Code ‘HE’, the system will set the Asterick Salary Rate.


B.  EMPLOYEE DATA COLLECTION:


B1.  ACCOUNTING CLASSIFICATION SCREENS:  The following modifications have been made to provide uniform processing for all three Accounting Classification Screens:


B1.a.  The ‘Date End’ field has been added to the Employing Activity Record and Organization Record’s Accounting Classification Screens.  The ‘Date End’ field on the Employing Activity Record’s Accounting Classification Screen will be display only.  The user will not be able to modify an Accounting Classification Record’s (ACR) date end at the Employing Activity level.  The Employing Activity ACR’s Date End field will be maintained systematically.  The Employee Accounting Classification Screen will be modified to no longer require a date effective as a key when retrieving ACRs for display.  The user will only populate the Employee ID field and depress enter.  The current ACR will automatically be displayed.  The user will then be allowed to use F2 (Forward) and F3 (Backwards) function keys to retrieve other ACR’s on-line. (C2-5, C2-67, D2-91)


B1.b.  The system has been modified to allow ‘gaps’ between ACRs at the Employee and Organization levels of accounting classification data.  The Employing Activity level of accounting classification data will still not be allowed to have ‘gaps’ between ACRs.  


B1.c.  The message that is displayed when the Accounting Classification Validation Table Update (P6301) encounters an invalid Departmental Reporter has been modified.  Additionally, the program has been modified to abend when an invalid Departmental Reporter is encountered.




B1.d.  View access for the Employee Accounting Classification Screen has been provided using the On-line Inquiries Menu.




B1.e.  A special process will be executed against all three levels (Employee, Organization and Employing Activity) of accounting classification data to ‘clean up’ the following erroneous conditions:


B1.e.1.  An ACR’s ‘DATE END’ is older than the ACR’s ‘DATE EFFECTIVE’.  The ‘DATE END’ will be modified to be one day less than the Date Effective of the next ACR for the fiscal year indicated by the Date Effective.  If no subsequent ACR exists, the value 9/30 will be placed in the ‘DATE END’.  A message will be written to the SYSOUT.


B1.e.2.  An ACR’s ‘DATE END’ field only contains the century, year and month (CCYYMM) instead of century, year, month and day (CCYYMMDD).  The ‘DATE END’ will be modified to display century, year, month and day (CCYYMMDD) and a message written to the SYSOUT.


B1.e.3.  Multiple ACRs exist with the ‘DATE END’ equal to ‘999999’ at one level (i.e., Organization).  The ‘DATE END’ will be modified to 9/30 of the fiscal year indicated by the Date Effective , or one day less than the Date Effective of the subsequent ACR, if that ACR is for the same fiscal year.


B1.e.4.  An ACR that spans multiple fiscal years.  The ‘DATE END’ will be modified to be 9/30 of the fiscal year indicated by the Date Effective and a message will be written to the SYSOUT.


B1.e.5.  An ACR that spans the same timeframe that another ACR covers.  The ‘DATE END’ of the oldest ACR based on Date Effective will be modified to be one day less than the subsequent ACR Date Effective and a message will be written to the SYSOUT.


Note:  The special process will ensure that at each level all applicable ACRs are in sequential order.




B1.f.  The system will be modified to allow Employee level ACRs to be viewed, added and/or modified for inactive employees.


B1.g.  Screen changes. 


B1.g.1.  The Employee level Accounting Classification data screen has been modified so the literal ‘ACCOUNTING CLASSIFICATION CHANGES’ will be ‘EMPLOYEE ACCOUNTING CLASSIFICATION’ and ‘DATE EFFECT’ will be ‘DATE EFFECTIVE’. (D2-91)



B1.g.2.  The Activity level Accounting Classification data screen has been modified to add the ‘DATE END’ field.  This element is protected and display only.  The ‘ASG-PRF-CD’ has been changed from 10 positions to 6 positions.  The Departmental Reporter and Accounting Activity fields have been rearranged. (C2-5)


B1.g.3.  The Organization level Accounting Classification data screen has been modified to add the ‘DATE END’ field.  This element is not protected, user entry will be allowed.  The Departmental Reporter and Accounting Activity have been rearranged. (C2-67)


B2.  PREPAID HEALTH BENEFITS PREMIUM COLLECTIONS:


B2.a.  There was a problem with FEHB indebtedness when retro was processed and there were duplicate Deduction Accounting Information (DAG) records and purged Pay Period Information (PPI) records.   To resolve this problem the system has been modified to not allow duplicate DAGs to be created.   When information is input into the DAG screen, for either an ‘ADD’ or ‘CHANGE’ action, there is an edit to determine if the information is attempting to add/change a DAG record that currently exists.  If ALL of the screen field data match another DAG record then error message 9004 – INVALID ATTEMPT TO ADD, CHANGE, DELETE, OR VIEW is displayed. 


B2.b.  The system will no longer systematically delete Fixed (‘F’) and ‘0.00’ from a ‘JO’ deduction record. With implementation of this release, the only way a FEHB Indebtedness deduction record with an ‘F’ and ‘0.00’ can be altered will be through the Other Deductions screen. 


C.  TIME AND ATTENDANCE:


C1.  The system is modified to store the correct Job Order Number when an employee is hired on day one of the pay period with no effective schedule record. 


C2.  When an employee is separated, all future work schedules will be deleted. 


C3.  The system is modified for existing Env/Haz code EJ and adding of a new Env/Haz code EZ for DOE SWAPA and WAPA employees.  Current DCPS processing for these 2 codes is that the employee is paid Env/Haz for all hours in a pay status when these codes are reported.  For DOE only, the payment for the new code EZ will be for actual hours worked.  Existing code EJ for DOE will be for a minimum of 2 hours.  The new code EZ is only payable to employees with Pay Plan of 'WB' and Pay Table of 'WP**' and will be paid at 25% of the employee's hourly rate of pay.  Currently, only DOE employees have a pay table of ‘WP**’.  (H6-19)


EZ
25% NO MIN


EJ
25% 2 HR MIN


The T&A Eligibility Table is modified as follows:


(1)      (2)            (3)

          (4)
  

(5)
   (6)      (7)
(8)    (9) 


EZ      U      FPGQIJHRST

012345678DE 
 1234
    R     
ABC
N      N


D.  LEAVE:


The leave process has been modified to create a Master Leave History (MLH) record for each pay period even though T&A was not reported.  For example, previously if a teacher’s status code is changed from E (Recess) to A (Active) and no T&A was entered, the Leave process would not create a Master Leave History (MLH) record for that pay period. 


E.  FINAL PAY:



At the request of the Department of Health and Human Services (HHS), the Agency/Major Claimant Comptime Payoff Table has been modified to set the payoff for HHS employees at 26 pay periods.


F.  PAY CALCULATIONS:


F1.  ANNUAL AGGREGATE LIMIT:  The system ANNUAL AGGREGATE LIMIT for a Senior Executive Service employee ( Pay Plans ES, EP, IE, SL, or ST) is modified to equal the Vice President Total Compensation on the General Table if employed by a Certified Agency (indicated by a ‘Y’ in the ‘PERF SYS’ field of the Supplemental Record). 


F2.  The pay calculation process has been modified to separate overtime (OZ) based on FLSA status.  Overtime earned while an employee is FLSA non-exempt will be displayed in Pay Detail, Pay Detail History, and Totals-To-Date as ‘OZ N’.  Overtime earned while an employee is FLSA exempt will be displayed in Pay Detail, Pay Detail History, and Totals-To-Date as ‘OZ E’.  The pay calculation process has been modified to only use ‘OZ E’ in the Annual Emergency Exception Limit process. 


F3.  The pay calculation process has been modified to exclude earnings subject to the Annual Emergency Exception Limit that were paid in the current year, but effective in the prior year from the Annual Emergency Exception Limit process.


F4.  The pay calculation process has been modified to accept a new environmental code of ‘EZ’ which is only payable to employees with Pay Plan of ‘WB’ and Pay Table of ‘WP**’.  It is paid at 25% of the employee’s hourly rate of pay and is paid for actual hours of exposure.


F5.  The pay calculation process has been modified for Power Plant employees (paid from the Power Rate Schedule A800, B800, C800 and D800) to pay overtime worked on Sunday, where Sunday is not part of their work schedule, at time and a half rather than two times their hourly rate for hours up to 12 hours.  Any overtime that exceeds 12 hours will still be paid at two times their hourly rate.  This modification will take effect at date of implementation.


G.  PAY ADJUSTMENTS:


G1.  The Cancel Check Program has been modified to now allow an 'M' in the fifth position of the ‘IDENTIFICATION’ field with type code 'UO'.  This ‘Military Excused’ indicator of ‘M’ is an optional entry for Prepaid FEHB Premium canceled/deceased canceled check adjustments (adjustment reason indicator ‘C’ and ‘D’).


G2.  The Manual Pay Adjustments program has been modified to allow an indicator of ‘M’ in the fifth position of the ASSOCIATED CODE field when the EARN/DED CODE is equal to ‘UO’ and the ADJ IDC is equal to ‘C’ or ‘D’.  This is to identify the adjustment for FEHB agency contribution being made for an employee while on Military Furlough in support of contingency operations.  (H8-10)


G3.  The Manual Pay Adjustments program has been modified to allow positive and negative adjustments amounts for a new EARN/DED CODE of ‘EZ’ and the ADJ IDC is equal to ‘Y’, ‘C’, ‘D’ or ‘N’.   Other field edits and defaults are the same as other ‘E*’ EARN/DED CODES.  (H8-5)


G4.  The Automated Pay Adjustments program has been modified to allow positive and negative adjustments amounts for a new EARN/DED CODE of ‘EZ’.  Other field edits and defaults are the same as other ‘E*’ EARN/DED CODES.  (H8-26)


H.  LABOR/GROSS PAY RECONCILIATION:


The new Earnings Type and associated amount of ‘EZ’ will be included on the Labor Extension (P3300), the Gross Pay/Reconciliation Report (P6636R01), the Gross Pay/ Reconciliation Payroll Office Report (P6637R01), and the Gross Pay/Reconciliation Inquiry Report (P6698R01). 


I.  HISTORY END OF PAY PERIOD:


The system added a new Totals-To-Date (type code ‘AP’) that accumulates earnings subject to the Annual Emergency Exception Limit that were paid in the current year, but effective in the prior year.  ‘AP’ will be used in the Annual Emergency Exception Limit process.


J.  MASS UPDATES:


J1.  ACCOUNTING CLASSIFICATION CHANGES PROCESS (P8573).  The program has been modified to process the date end submitted on the Accounting Classification Changes (Input) File (P8573X01) for the Employee and Organization level Accounting Classification Records (ACRs).  Additionally, P8573 has been modified to validate the ‘ACCOUNTING ACTIVITY’ field against the Accounting Activity Table as currently done during on-line processing.


J2.  MASS ACCOUNTING CLASSIFICATION FISCAL YEAR ROLLOVER (P8578).  The program has been modified to update the audit trail information (User/Program Name and Date/Time Stamp) only for ACRs that are actually modified by the program.


J3.  FEDERAL EMPLOYEE HEALTH BENEFITS (FEHB) MASS UPDATE PROGRAM.  The program has been modified to recognize the existence of the new Contingency Operations Indicator in the FEHB (WG) Deduction record.  If the indicator exists in the record when this mass update is executed, it will carry the indicator forward to the new deduction record.  When a deduction record is cancelled (changed to 002) due to the FEHB plan no longer participating, the mass will ‘space out’ the contingency indicator since it is no longer valid. (E6-4)


K.  INQUIRIES:


PAY RATES AND APPOINTMENT SCREEN:  The middle column has been modified to add the Performance System Certification Indicator.  The SEPARATION CODE has been changed to be SEP CD and the PERF SYS has been added on the same line. (D7-67)


L.  REPORTS:


L1.  MASS UPDATE EXCEPTION REPORT – ACCOUNTING CLASSIFICATION (P6601R01):  A new Field, ‘Error Reason Indicator’ has been added to identify the reason the Accounting Classification Record (ACR) was not processed by the Mass Update Accounting Classification process (P8573).  Valid values are: 



A 
-Accounting Address Table Error



D
-Invalid Date



F
-Invalid Date, Spans Fiscal Year


O
-Date Effect Overlaps Existing ACR Date Effect


V*
-Accounting Validation Table Error



  * only code to be used in P8578 (FY Rollover)


(F7-2)


L2.  PERSONNEL INTERFACE INVALID REPORT (P6606R01), PERSONNEL INTERFACE MESSAGE REPORT (P6606R02) and NOTIFICATION OF RETURNS TO PERSONNEL REPORT (P6606R03):  A new Error Field Name of 'PERF SYS' will print to these three reports if the transaction has a message or error involving the new Performance System Certification Indicator.  (F2-1, F2-19, F2-23)


L3.  MER ADD/CHANGE/DELETE REPORT (P6609R01): Any changes to the new Performance System Certification Indicator will display on this report using the literal title 'PERFORMANCE SYS CERT IDC'.  (F2-35)


L4.  MER NEW HIRE REPORT (P6643R01):  This report has been modified to include the new field titled ‘PERF SYSTEM CERT IDC’ (Performance System Certification Indicator).   (F2-59)


L5.  MER SEPARATION REPORT (P6649R01):  This report has been modified to include the new field titled ‘PERF SYSTEM CERT IDC’ (Performance System Certification Indicator).  (F2-93)


L6.  GS/GS SPECIAL PAY CAP RATE REPORT (P6818R02):  This is the second section of a two-part report.  The second section contains the annual salary of each step of the Executive (EX) pay schedule.  The report title was changed from ‘EXECUTIVE SES PAY SCHEDULE TABLE’ to ‘EXECUTIVE LEVEL TABLE’.  The report was modified by the removal of ‘ES’ from under the Pay Plan field, the removal of all six data fields of ‘ES’ step amounts, and the field titled ‘STEP’ was changed to ‘LEVEL’. (F1-30)


L7.  EMPLOYEE HISTORY REPORT (P6667R01):  The Supplemental/Entitlement History section of this report has been modified to include the Performance System Certification Indicator (PERF SYS) directly under ‘OT-HR-LT’.  The indicator values will be ‘Y’ to indicate the employee works for a Certified Agency, or blank/space to indicate a Non-Certified Agency (default value).  (F8-23)


L8.  UNPAID ACCRUED LEAVE LIABILITY REPORT (P6675R01): This report was modified to assign the costs for Leave balances and fringe benefits to the correct Accounting Activity.  (F4-75)


L9.  COMPENSATORY TIME AGING REPORT (P6785R01): The title of this report changed in Release 04-2 to Aged and Grandfathered Compensatory Time Report.  The report format was also modified to include only the pay period end date that the Aged Compensatory Time will expire.  The pay period number was removed to accommodate those agencies whose compensatory time aging requirements differ from the 26 pay periods.  (F4-87)


M.  TABLES:


M1.  CENTRAL TABLES:  


M1.a.  Executive SES Pay Schedule Table Screen.  The screen title was changed from ‘EXECUTIVE SES PAY SCHEDULE TABLE’ to ‘EXECUTIVE LEVEL TABLE’.  The literal title of ‘ES’, ‘STEP’ and ‘01-06’, and all 6 data fields that allowed entry of ‘ES’ step amounts were removed.  (C-5)


M1.b.  General Table Screen.  The screen was modified with the addition of the title ‘VICE PRESIDENT TOTAL COMPENSATION’ directly under the title ‘EOP G16 CAP’.  To the right of the added title is a field allowing entry of a 7-position, whole dollar, positive, numeric amount.  (C1-41)


M2.  PAYROLL OFFICE TABLES:


M2.a.  The Employing Activity Program (P1240) has been modified to accept a ‘Date End’ function.  (C2-5)


M2.b.  The Organization Record Program (P1244) has been modified to accept a ‘Date End’ function.  (C2-67)


N.  MENUS:



N1.  PAYROLL OFFICE MENUS:


On-Line Inquiries Menu, Central Reference Tables Menu and View Only Menu.  The menu option title was changed from ‘EXECUTIVE SES RATES’ to ‘EXECUTIVE LEVEL TABLE’.  (C-5)



N2.  CUSTOMER SERVICE REPRESENTATIVE MENUS:


On-Line Inquiries Menu, Central Reference Tables Menu and View Only Menu.  The menu option title was changed from ‘EXECUTIVE SES RATES’ to ‘EXECUTIVE LEVEL TABLE’.  (C-35)


O.  INTERFACE FILES:



O1.  NON-SF50 INTERFACE FILE:  This file has been modified to add the Charity Add Data Record (Transaction Code ‘0101’), Charity Change Data Record (Transaction Code ‘0102’), and Charity Stop Data Record (Transaction Code ‘0103’) records and modify the State Tax Change Data Record, Transaction Code ‘0042’).


O2.  ACCOUNTING CLASSIFICATION CHANGES (P8573X01):  The Mass Update Exception Report-Accounting Classification has been modified to print a new Reason Indicator that identifies why the Accounting Classification Record (ACR) was not processed by the Mass Update Accounting Classification process (P8573X01) or the Fiscal Year Rollover process (P8578X01).  Valid values are:


A
Accounting Address Table Error


D
Invalid Date


F
Invalid Date, spans Fiscal Year


O
Date Effect Overlaps Existing ACR Date Eff



V
Accounting Validation Table Error


Note: ‘V’ is the only code to be used in P8578.


O3.  FLEXIBLE SPENDING ACCOUNT PAYMENT FILE (P3420X01):  This file has been modified to reduce the size of the filler field and add the Agency and Major Claimant to the file. The Agency is in positions 92-93 and the Major Claimant is in positions 94-95. The filler field will now be in positions 96-120 and the file length will not change. 


O4.  PERSONNEL DAILY FILE (P3505D01):  This file has been changed to add logic for the SES Certification.  Record position 60 - Performance System Certification - will now contain a value of either ‘space’ or ‘Y’, this is currently filler on the file.


O5.  PERSONNEL ERROR FILE (P3505X01):  This file has been changed to add logic for the SES Certification.  Record position 304 - Performance System Certification - will now contain a value of either ‘space’ or ‘Y’, this is currently filler on the file.


O6.  PERSONNEL/PAY APPLICATION DATA (PAD – P6331X01):  This file has been changed to include the Employing Activity in positions 260-265, this is currently filler on the file.


O7.  Modification has been made to the T&A Eligibility Table for SDAs for environmental/hazardous codes ‘EJ’ and ‘EZ’.  ‘EJ’ is for all hours in a pay status when these codes are reported.  ‘EZ’ is to be for actual hours worked and is only payable to employees with Pay Plan of 'WB' and Pay Table of 'WP**'.  


EJ
25% 2 HR MIN


EZ
25% NO MIN


The T&A Eligibility Table has been modified as follows:


(1)      (2)     (3)

            (4)
  

(5)          (6)     (7)
(8)  (9)


EZ      U      FPGQIJHRST

012345678DE 
 1234
    R     
ABC
N    N



O8.  UNPAID ACCRUED LEAVE LIABILITY (P6675X01), has been modified to provide employee and summary totals for annual leave, restored leave, sick leave, compensatory time and credit hours for each employing activity serviced by the accounting activity/departmental reporter.  


P.  USER MANUAL:


P1.  SECTION H, ERROR MESSAGES:


P1.a.  New Warning Messages.


P1.a.1.  New warning message 0173 WARNING – CHECK FEHB RECORD FOR MILITARY EXCUSED INDICATOR has been added and will be displayed when changing an Employee Status Code from ‘M’ to other than an ‘M’ through Employee Update.  (H1-15)





P1.a.2.  New warning message 0185 WARNING: FUTURE ACR EXISTS has been added and will be displayed when the user adds or modifies an ACR and a subsequent ACR exists for the Fiscal Year indicated by the Date Effective.  (H1-16)




P1.a.3.  New warning message 0186 WARNING: NO ** ACR LEVEL ACR IN EFFECT FOR START OF *** FY has been added and will be displayed upon initial display of the ACR screen if no ACR exists for the prior Fiscal Year.


(** represents either ORG or EMPLOYEE depending on the program being used)


(*** represents either CURRENT or FUTURE fiscal year) (H1-16)


P1.b.  New Error Messages.



P1.b.1.  New error message 1113 ERROR: NO ACR RECORD EXISTS FOR START OF FISCAL YEAR has been added and will be displayed when an ACR is created for a new fiscal year and no ACR exists for the fiscal year indicated by the date effective. (H1-25)


P1.b.2.  New error message 1114 ERROR: DATE EFFECTIVE MUST BE OCTOBER 1 has been added and will be displayed when the date effective for a new fiscal year is not October 1 of that fiscal year. (H1-25)


P1.b.3.  New error message 1115 ERROR: ACR RECORDS MAY NOT HAVE OVERLAPPING TIME FRAMES has been added and will be displayed if the date effective entered is less than the prior ACR Date End. (H1-25)



P2.  SECTION I, WORKAROUNDS:




P2.a.  The following workaround was modified (identified by SCR #):





‘06 RECORD NOT WRITTEN WHEN SEPARATION CODE CHANGES AND CANNOT BE CREATED ON DEMAND’, X4524  (I-18)




P2.b.  The following workarounds were deleted (identified by SCR #):


P2.b.1.  ‘MASTER EMPLOYEE RECORD (MER) NOT BEING RESET WITH NEW HIRE ACTION’, X5275.  (I-8)


P2.b.2.  ‘ERRONEOUS REJECTS ON RETENTION ALLOWANCE’, X9750.  (I-14A)


P2.b3.  ‘CORRECT PROCESS TO ENABLE ENTRY OF PRIOR YEAR TSP ADJUSTMENTS’, X8521.  (I-22)


Q.  SPECIAL PROGRAM:


There will be three special one-time programs run to correct the problem with FEHB indebtedness records when there are duplicate DAG records, PPI record have been purged and retro is processed against the records.


Q1.  The first program will delete the duplicate DAG information and consolidate the PPIs under one DAG.  This program will search the database for any employee with duplicate DAGs, delete all DAG/PPIs for the employee and create/modify a ‘JO’ deduction to be an active ‘F’ and zero amount for the pay period deduction.  Deleted data will be written to a SYSOUT, PY0158A, sorted by SSN.  The SYSOUT will display the deleted DAG records as a string, without spaces, since the DAG record is so large.  Deleted PPI records will also be displayed on the SYSOUT as a string.  


Q2.  The second program will go through the database and search for any employees with DAGs where the only difference between the DAGs is in the Access Date and/or User Name.  These DAGs will be deleted so that there will only be one DAG left.  The PPIs will be moved to the remaining DAG.  Deleted DAG records and updated PPI records will be written to a SYSOUT, PY0158B, sorted by SSN.


Q3.  For all employees that were processed through the first two programs, an ‘X’ memo record of the original ‘UO’ will be created.  Employees having one/more ‘UO’ records modified will be written to a SYSOUT, PY0158C, sorted by SSN.


Note:  These special programs will be run against all active databases.  


PART II:  TECHNICAL.


1.  DCPS has been modified to eliminate the extra remarks ‘**T/A Status Code - - Check MER’ being printed on the SF50/Suspense Accounts/Deduction Report (P6651R020.


2.  The Online FEHB Deductions program has been modified to stop performing edits on FEHB records that have not been added, changed or deleted during the current online session.  Also modified to ensure the correct supplemental in effect is being used to edit screen fields.


3.  DCPS has been modified to discount leave adjustments created for teachers that are created as a result of schedule changes on or before the school year begin date and to pro-rate accruals as needed for teachers who have a work schedule change.


4.  DCPS has been modified to correct a problem with recomputing a 12-month teacher’s daily rate when the teacher separates during the summer recess.


5.  The Alphabetical Name Report (P6633R01) has been modified to list pseudo SSNs with the correct reporting SSN.


6.  The Leave Process was modified to create the separation Master Leave History (MLH) and the rehire MLH for an employee that has a pending separation record, has no T&A in the separation part of the pay period and rehires in the same pay period of the pending separation.


7.  The Leave Process has been modified to suppress Donated Leave Accruals only when Leave Adjustment records contain annual and sick leave amounts.


8.  DCPS processing of Incoming Personnel Interface files has been modified to no longer interfere with other programs using the PDS Control File at the same time.


9.  The Gross Pay Reconciliation Report (P6636R01) has been modified to ensure a page break occurs between the address page and the first detail record.


10.  The Collections on Delinquent Debts Report (P6628R01) has been modified to display the correct Payment Code for a debt that has been paid.


11.  The retirement cards (P6700R01/P6700R02) have been modified to correct line spacing problems.


12.  The Leave Process has been modified to correct donated sick leave accruals for employees using advanced sick leave and donated leave in the same pay period.


13.  The Leave Process was modified to use the leave ceiling data from a leave adjustment record instead of resetting the leave ceiling data when an employee has an employee type code change in the same pay period that a leave adjustment contains leave ceiling data.


14.  DCPS was modified to display the correct SDA record counts for the DDT program DDT2353C.


15.  DCPS was modified to correct MER file transfer issues.


16.  DCPS was modified to open the Correction database areas in update mode when processing SDA files so that Correction records can be successfully written to the database.


*
*
*
*
*
*
*
*
*
*
*
*        * 

		SCRS 

		Included In This Release 

		DAR Reference 



		X5204

		Non Duty/Non Pay Status Report – P6651R02 – Erroneous Message

		



		X5258

		Power Plant Employee – Overtime Worked on Sunday

		



		X5275

		MER Data Not Reset from Personnel Rehire Transactions

		



		X5644

		Expanding Date End Capability For Accounting Class Recs

		 



		X6734

		Modify MLH Creation Logic in Leave Program

		



		X7766

		Deletion of Future Work Schedules for Separated Employees

		



		X7849

		Unpaid Leave Liability Report (P6675R01)

		17557



		X7931

		Edit FEHB Deductions Only with an Add or Change

		18332



		X8188

		Erroneous Teacher Leave Accruals

		20312



		X8453

		Correct TCHRATPD Copylib to Process Separation After SchoolYr Ends

		22385



		X8605

		September 11 Events – Forgive FEHB Payments for Active Duty Members

		



		X8855

		P6633 – Modify Program to Correctly Sort Pseudo SSNs

		25574



		X9006

		Leave Processing Separation/Rehire in Same PPD

		25604



		X9027

		Donated Leave Accruals Incorrect

		27254



		X9081

		Modify Reference to “ALL” File in PDS DDT Process

		



		X9259

		Correct P6636R01 Page Break Problem

		29280



		X9694

		New Environmental Codes

		 



		X9721

		Provide Unpaid Leave Liability Information in Data Format

		



		X9740

		HHS Begin Production File Transfers

		



		X9747

		Modify P9353 to Put Correct Value in PDT-ITW-XMP for Satisfied Debts

		33772



		X9750

		Batch New Hire – Treat Zeros Like Spaces on Retention Allowance

		29498



		X9839

		Modify P1430, P3520 and P6302 to Correctly Set Ret Field on A-Corr

		35194



		X9841

		P6700 Correct Line Spacing on P6700R01, R02

		35157



		X9847

		Correct FLSA Calculations

		



		X9954

		Correct Donated Leave Accrual Proration

		SCDN 020-04



		Y0003

		Add Charity Deduction Record to Non-SF50 Interface File

		



		Y0013

		P9343 Overlaying Lv Adjustment Fields

		36560



		Y0019

		SES Regulation Changes Effective 11 Jan 2004 – Phase II

		



		Y0041

		LU Fix – FLSA IDC for OZ PDT, PDH & TTD; TTD for Pr Yr LMT  Earnings

		



		Y0055

		Miscellaneous Documentation/CBT Changes – Release 04-3

		



		Y0059

		Correct DDT SDA with Error Code of CHK DT

		37716



		Y0060

		Add AG/MC to FSA Payment File (P3420X02)

		



		Y0076

		Correct NE080/NE280 File Transfer

		37831



		Y0134

		Open DB Areas in Update when Processing SDAs

		



		Y0158

		Duplicate DAGs Causing Problems with PPIs when Retro is Run

		



		Y0172

		Remove Corr Dt Eff Logic to Stop Rejects to Earliest Dt Eff

		39030



		Y0179

		Modify ‘RS’ Pay Plan – HHS Requirement

		 



		Y0198

		Retention Allowance for Non-U.S. Citizens

		



		Y0233

		Modify Edits for Retirement Code/Annuitant IDC – HHS Requirement

		



		Y0279

		Set Compensatory Time Payoff at 26 Pay periods - HHS

		





*
*
*
*
*
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*
*
*
*        * 
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Change History


Update the following table as necessary when this document is changed:
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Purpose


Use this procedure to workaround the following Position update error message: “Security Access found in US FEDERAL POSITION GROUP 1 must be either 5, 6, 7, 8 or 9 for this agency.  (CIV_POS_SCTY_ACS_2.” 

Trigger


Perform this procedure when in the position validation process users experience this error: “Security Access found in US FEDERAL POSITION GROUP 1 must be either 5, 6, 7, 8 or 9 for this agency.  (CIV_POS_SCTY_ACS_2.” 
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This error message normally occurs when a user date tracks to a date earlier than the date the new SAR table was applied to the position.


Menu Path


Use the following menu path to begin this task:

· Select Work Structures>Position>Description.

Helpful Hints
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Procedure seq steps \r0 \h 

1.
Start the task using the menu path> Work Structures>Position>Description
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		2. SEQ substeps \h \r0 
The Find Positions window will display.  Click in the Name field. 
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3. SEQ substeps \h \r0 
The Position Flexfield window will display. Complete the Sequence Number field.
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4. SEQ substeps \h \r0 
Click [image: image7.png]



 . The Find Positions windows will display.  This time it will show the sequence number in the Name field.  Leave the number as shown.
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5. SEQ substeps \h \r0 
Click [image: image9.png]



 . The main position window will display.


		[image: image10.png]9G100.SECRETARY (OFFICE AUTOMATION).121536.AF1L.APPR
EEr e B Pl A

Position Details | Hiring Information | Work Terms | Additional Detail

Start Date [12-DEC-2001
Date Effective Name [9G100.SECRETARY (OFFICE AUTOMATION).121536.AF1L.APPR

Type [Single Incumbent ™ Bermanent ™ Seasonal
Organization & Job
Orgarization (375 SURGICAL OPERATION  SQ  AFILS Proposed End Date
Job [0318.Secretary ©316) Proposed End Date
g Status
Status [Acti Stat Date [12-DEC2001 Proposed End Date
Location (177835163 Status [Valid
Effective Dates
From [01-FEB-2004 To Further Info tlos]

Validate Occupancy Extra Information Work Choices Others








		



		6. SEQ substeps \h \r0 
Click the  [image: image11.png]Others.




 taskflow button. The Navigation Options List will display.

7. SEQ substeps \h \r0 
Select Air Force Appropriated Fund on the Navigation Options List.
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8. SEQ substeps \h \r0 
Click [image: image13.png]



 . The Position Extra Information DDF types will display.
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		9. SEQ substeps \h \r0 
Click on the US Federal position Group 1 type. Click in the Details area at the bottom of the DDF type list to display the fields below.  Locate the Security Access field.  
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10. SEQ substeps \h \r0 
Review/note the code currently displaying in the field. This code is the correct code based on   SAR changes to the position.


11. SEQ substeps \h \r0 
Click the list of value button embedded in the field = [image: image16.bmp] . The Security Access list of values will display. Select the code that you noted in Step-10. In this example the code is 8.
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12. SEQ substeps \h \r0 
Click [image: image19.png]



 

13. SEQ substeps \h \r0 
Click the Save [image: image20.png]



 Toolbar button. The forms window below will display to notify the user that the record update has been applied and saved.
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		14. SEQ substeps \h \r0 
Close the Extra Position Information DDF list to return to the main window.
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15. SEQ substeps \h \r0 
. The position will be in Invalid Status because of the update you just saved. Click the   [image: image23.png]Walidate




 taskflow button.
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		16. SEQ substeps \h \r0 
The Choose an option window will display.  Click the correction 
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 button.
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		17. SEQ substeps \h \r0 
Using the Alter the effective date toolbar button 
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 , date track to the original Start Date of the position. In this example the alter date is 12-DEC-2001.
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18. SEQ substeps \h \r0 
Click [image: image30.png]



 .


		[image: image31.png]9G100.SECRETARY (OFFICE AUTOMATION).121536.AF1L.APPR

B | Uz il | 2 gz Fuilcs At
Position Details | Hifing Information | Work Terms | Additional Detail
Start Date
Date Effective Narne [9G100.SECRETARY (OFFICE AUTOMATION).121536.AF1L.APPR
Type [Single Incumbent ™ Bermanent ™ Seasanal
Organization & Job
Orgarization (375 SURGICAL OPERATION  SQ  AFILS Proposed End Date
Job [0318.Secretary ©316) Proposed End Date
g Status
Status [Acti Stat Date [12-DEC2001 Proposed End Date
Location (177835163 Status [Invalid
Effective Dates
From [12-DEC2001 To [10-JAN-2004 Further Info tlos]

Validate Occupancy Extra Information Work Choices Others








		19. SEQ substeps \h \r0 
Click  the [image: image32.png]Others.




 .
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		20. SEQ substeps \h \r0 
Select [image: image34.png]AlrForce Appropriated Fund




 .


21. SEQ substeps \h \r0 
Click [image: image35.png]



 . The DDF Type list will display.
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		22.  SEQ substeps \h \r0 
Click on the US Federal Position Group 1 type. Click in the Details area at the bottom of the list to display the fields below.  Locate the Security Access field.  
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23.     SEQ substeps \h \r0 Click in the Security Access field. This will highlight the incorrect/old code. Type the correct SAR. (DO NOT USE THE EMBEDDED LIST OF VALUES[image: image38.bmp])  In this example the correct SAR is 8.

24. SEQ substeps \h \r0 
Click [image: image39.png]



 .


25. SEQ substeps \h \r0 
Click the Save [image: image40.png]



 toolbar button. The forms notification window below will display to notify the user that the record update has been applied and saved. Click the OK button to close the forms notification window.
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		26. Click [image: image42.bmp]  in the upper right hand corner of the position extra information DDF window to return to the main position window. Because of the update you just saved, the position status will be Invalid 
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		27. SEQ substeps \h \r0 
Click [image: image44.png]Walidate




  taskflow button. The Choose an option window will display.  Click the correction 
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 button.



[image: image46.png]





28.  You have completed this task.
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_1154406797.doc
About DCPDS monthly QC products…


We have completely overhauled the QCs, adding some new ones and making additions to existing ones. The appearance of the QCs has changed. The first six positions on every report will appear the same:
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The QC Report Nbr and Mnth are for our internal use, and aid us in our system of counting errors and repeats.


We have included the Occ Srs as a separate item. The products are now uniformly sorted by Name WITHIN Occ Srs to conform to the Center’s Career Field Mgmt alignment. 


For command-wide reports, we will sort Name within Occ Srs within Base (unless requested by an individual command to modify to their use).


Last month for the first time we ran a report (and began counting errors) entitled “Possible-Erroneous-CSRS-Coding”.


While descriptive, it’s a bit unwieldy, so we’ve shortened it up to “Bad-CSRS-Coding”.


This product looks for individuals coded as having CSRS as their retirement plan yet have an SCD Date greater than 01 Jan 84. They may require correction to CSRS-Exempt.


Below you will find a list of all the QC reports we now run, plus a current summary of reports. Of the 71 QCs we run and track for error count on the 20th of each month, 29 or more habitually select no records.


As before, we ask that you notify us of any POC changes. In keeping our contact lists current, we would like to have the following data:


Name of Primary POC


Email Address


DSN Phone Nbr


Name of Secondary POC


Email Address


DSN Fax Nbr (as available)


Again this month (and for the foreseeable future) we include (with the “mail out” to bases that have hits) an Excel file (derived out of HR reports): “Bad-Appraisal-Records”. As noted before, it contains active records in MDCPDS that have a questionable or erroneous Appraisal History item that needs to be corrected or deleted. This questionable appraisal history is causing problems in other areas, specifically with the AUTORIF program, and MUST be corrected.


The listing identifies the applicable employee and specific appraisal history entry(s) that contain questionable/erroneous data in them. 


The POCs for THIS report remain Cheryl Grove and Dennis Bell, so please address any questions to them, at DSN 665-XXXX, email cheryl.grove@randolph.af.mil and Dennis Bell, DSN 665-XXXX, email dennis.bell@randolph.af.mil respectively.


POC: 


Alan Rubin/Marilynn Payne


HQ AFPC/DPDOPC


DSN: 665-1797/2914


Full list of reports (nbrs assigned to reports for DPDOPC use):


MSTR-01-APPT-AUTH-CODE-QC


MSTR-02-APPT-AUTH-CODE-AFPC9L-QC


MSTR-03-APPT-AUTH-CODE-IPC-QC


MSTR-04-APPT-TEN-PSNOCC-QC


MSTR-05-APPT-TEN-PSNOCC-AFPC9L-QC


MSTR-06-APPT-TEN-PSNOCC-IPC-QC


MSTR-07-BDA-DEMO-QC


MSTR-08-BDA-DEMO-AFPC9L-QC


MSTR-09-BDA-DEMO-IPC-QC


MSTR-10-BLANK-DATA-QC


MSTR-11-BLANK-DATA-AFPC9L-QC


MSTR-12-BLANK-DATA-IPC-QC


MSTR-13-BLANK-PATCOB-QC


MSTR-14-BLANK-PATCOB-AFPC9L-QC


MSTR-15-BLANK-PATCOB-IPC-QC


MSTR-16-CHAPS-QC


MSTR-17-CURR-NTE-DTS-QC


MSTR-18-CURR-NTE-DTS-AFPC9L-QC


MSTR-19-CURR-NTE-DTS-IPC-QC


MSTR-20-DT-ARR-QC


MSTR-21-DT-ARR-AFPC9L-QC


MSTR-22-DT-ARR-IPC-QC


MSTR-23-EXP-DTS-QC


MSTR-24-EXP-DTS-AFPC9L-QC


MSTR-25-EXP-DTS-IPC-QC


MSTR-29-FLSA-QC


MSTR-30-FLSA-AFPC9L-QC


MSTR-31-FLSA-IPC-QC


MSTR-32-GRADE-QC


MSTR-33-GRADE-AFPC9L-QC


MSTR-34-GRADE-IPC-QC


MSTR-35-HNDCP-CHK-QC


MSTR-36-HNDCP-CHK-AFPC9L-QC


MSTR-37-HNDCP-CHK-QC-IPC


MSTR-38-POI-CHK-QC


MSTR-39-POI-CHK-AFPC9L-QC


MSTR-40-POI-CHK-IPC-QC


MSTR-41-SCD-BLANK-QC


MSTR-42-SCD-BLANK-AFPC9L-QC


MSTR-43-SCD-BLANK-IPC-QC


MSTR-44-TEN-PROB-QC


MSTR-45-TEN-PROB-AFPC9L-QC


MSTR-46-TEN-PROB-IPC-QC


MSTR-47-TSP-CSRS-QC


MSTR-48-TSP-CSRS-AFPC9L-QC


MSTR-49-TSP-CSRS-IPC-QC


MSTR-50-TSP-FERS-QC


MSTR-51-TSP-FERS-AFPC9L-QC


MSTR-52-TSP-FERS-IPC-QC


MSTR-53-WK-SCHED-QC


MSTR-54-WK-SCHED-AFPC9L-QC


MSTR-55-WK-SCHED-IPC-QC


MSTR-56-WK-SKL-QC


MSTR-57-WK-SKL-AFPC9L-QC


MSTR-58-WK-SKL-IPC-QC


MSTR-59-WK-TYP-EMPL-QC


MSTR-60-WK-TYP-EMPL-AFPC9L-QC


MSTR-61-WK-TYP-EMPL-IPC-QC


MSTR-62-BAD-CSRS-CODING-QC


MSTR-63-BAD-CSRS-CODING-AFPC9L-QC


MSTR-64-BAD-CSRS-CODING-IPC-QC


MSTR-65-MISSING-APPRAISALS-QC


MSTR-66-MISSING-APPRAISALS-AFPC9L


MSTR-67-MISSING-APPRAISALS-IPC-QC


MSTR-68-INVALID-CAREER-DATA-QC


MSTR-69-INVALID-CAREER-DATA-AFPC9L-QC


MSTR-70-INVALID-CAREER-DATA-IPC-QC


MSTR-71-DUPE-APPRAISALS


MSTR-72-DUPE-APPRAISALS-AFPC9L


MSTR-73-DUPE-APPRAISALS-IPC


APPT-TEN-PSNOCC-QC - Looks for coding errors in VRA appointment type versus position occupied and tenure group versus appointment type.


AUTH-CODE-QC - Looks for authority codes coded with “ZZZ”.


BDA-DEMO-QC - Looks for erroneous product distribution code on demo employees.


BLANK-DATA-QC - Looks for blanks in data items i.e. appointment type, date eod agency, authority codes, etc...


· added Aug 04: selects if Appt Type equals spaces while Tenure DOES NOT


equal spaces OR Appr Type DOES NOT equal spaces while Tenure equals spaces


         - added Aug 04: select if Org Component is null


         - added Aug 04: select if Dt EOD Curr Agency is blank


         - added Aug 04: select if UIC is blank and Auth Pas or Svc Pas is blank


         - added Aug 04: RNO code = I (Identity Pending) 


CHAPLAINS-QC - Looks for chaplains with incorrectly coded pay table ID.


CURRNTE-DTS-QC - Looks at expired dates i.e. date temporary appointment expires, date VRA conversion due, etc.


DTARR-QC - Looks for coding errors in date arrive CCPO versus date arrive current agency.


EXP-DTS-QC - Looks for expired dates in various data fields (i.e., date temporary promotion expires, date lwop expires, date supervisory/managerial probation expires, etc. 


FLSA-QC - Looks for FLSA code incompatible with pay plan, grade, or supervisory level.


GRADE-QC - Compares current grade, target grade, and retained grade.


HNDCP-CHK-QC - Looks for handicap coded “2” (pending) for over 30 days.


POI-CHK-APPR-QC - Looks for erroneously coded personnel office ID codes.


PROJ-NTE-DTS-QC - Provides listing of various NTE dates (i.e., temp appt NTE, VRA conversion, etc) for a projected 6 week period.


PSN-NTE-QC-AFPC - Provides listing of position NTE dates for a projected 6-week period.


SCD-BLANK-QC - Looks for blanks in SCD LV – CIV – or RIP


TEN-PROB-QC - Looks for coding errors in tenure group versus date probationary/trial period ends.


TSP-CSRS-QC – Looks for coding errors in TSP data of CSRS employees.


TSP-FERS-QC – Looks for coding errors in TSP data of FERS employees.


WK-SCHED-QC - Looks for coding errors in work schedule versus weekly hours.


WK-SKL-QC - Looks for coding errors in work schedule versus skill codes


WK-TYP-EMPL-QC - Looks for coding errors in work schedule versus type of employment.


BLANK-PATCOB-QC – Looks for blank PATCOB code in employee record.


Added July 04:


MISSING APPRAISALS – Looks for blank appraisal effective dates for eligible appropriated, encumbered records 


BAD-CSRS-CODING – Looks for individuals coded as being CSRS with an SCD-DATE greater than 1 Jan 84


Added August 04:


INVALID-CAREER-DATA – Looks for blanks in the Career Field
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A Simple Approach to Developing a Screen Shots Document
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To get a screen shot of the screen you are looking at, press the Ctrl and Print Screen/SysRq buttons on your key board simultaneously.


Open a Word document and paste that first screen shot on the page by clicking on the Paste Clipboard [image: image2.png]



 icon located on your Tool Bar.
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To add a blank page to the document you are creating, on the Tool Bar, click on 

Insert [image: image4.png]Insert




 and then click on Break [image: image5.png]Break.
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Under Break types, select Page Break [image: image7.png]@ Bage break,




, click OK.  
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A new page will be added below the page you are working on.  You can then paste [image: image9.png]



 your next screen shot onto this page.  Repeat the steps above to add new pages and paste screen shots until your document is complete.

NOTE:  At the bottom of each screenshot, please explain what it is you’re trying to portray.  Include at least a one-liner of what each screenshot represents.


Once you have finished, name and save the document to My Documents or wherever it is on your computer that you save your documents.


_1153901342.doc
Using an Icon to Place a Screen Shots Document in another Document
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Once you have created your document of screen shots (using Creating a Screen Shot Document) you will be ready to place it in another document.  For the purposes of this example, I will be placing the document, Creating a Screen Shot Document, where my cursor is located in the Advisory illustrated above.  (Make sure your cursor is where you want the document to be located before you begin this process.)

I do not want to take up additional pages by displaying the actual document; therefore, I want the document to be displayed as an icon.  Since most of your screen shots will contain privacy act information, it is very important to protect that information by placing it in the document, for example, the Problem Report Template, as an icon.
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To do this, on the Tool Bar, click on Insert [image: image3.png]



 and then click Object [image: image4.png]Obect.




.

[image: image5.png]Clearinghouse Ad:

Eie
41 Nomal

Edt Vi

few Insett Fomat Toos Tzble Window

- Aial -w-B U

Help

=l81x|

Type auestion forhelp[5]/X

|01+ # ~ A, - PCDOCS Insett e PLDOCS Inset Picture

object 21x|
K9S oo tiow | Gesto el |
Include  File name:
screen ,....— EBrowse.

Miscellaneous Inform

Receiving This | Ifyou ¢
Advisory receivi
list. I
manag
Currentand Curren
Previous Advisory | htto:/iv

T~ Linkto file
¥ Bl s

Result
Inserts an icon that represents the contents of

[ the i v vourdocmert.
Changs Lcon,

Issues

Clearinghouse

Cancel

ach

4 be
lstribution
i list

Technical Clearnghouse
0600 - 2300

Functional Clearmghouse
0700 - 1700

» Contact Us
© By Phone

AFPC and local callers dial 527-2400 (access codes 5, 7, etc. will not work), all other areas dial 1-838-368-
9367. To report a Technical problem, press 1, if you are calling to report 2 Functional problem, press2. If
you ae overseas and wish to report a Technical problem, dial DSN B55-3995

Drane by | Auoshapes~ . % (1O [ 4l

2]

e mg.

DpeaRangRLYy e &g o= -3
Fina Showing Markup  ~ Show= | €3 8% Z) + K3~ (3
] [ b 2 b B b 4 b s b o b 7 R =

“wonls

Page 4

Sstar]|| )

Sec 1 44

AL e Gl

1<)

REC TRK EXT OWR

o

| Elinbox - Micrasoft 0utiook|[E] Clearinghouse Advi... B]Docurnentd - Microsoft

2o







Click on Create from File [image: image6.png]{Craate from File |




.


Place a check mark in Display as icon [image: image7.png]¥ Biaply 2z con




.


Click on Browse [image: image8.png]



 to locate the document you saved containing the screen shots.
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Select the File name [image: image10.png]Ceating a Screen Shot Documen. dm:l




of the document you want to display as an icon.


Click on Insert [image: image11.png]
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This dialogue box will appear with the location and name of the document you selected populating the File name data field.

        [image: image13.png]File name:
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If you are like me, you have folders and subfolders in which you place your documents, therefore the location combined with the name of the document can be quite lengthy.  That means that the name under the icon you place in your document will also be quite lengthy.

In this case, Creating a Screen Shot Document is located in 

C:\MaryAnn’s Files\Advisories\Advisory 04-5\Creating a Screen Shot Document.doc.


That is what is in the File name data field…

…and also what is under the icon for my document.
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I can change the name that will be displayed under the icon.


Click on the Change icon button.                                                                                           
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This brings up the Change Icon dialogue box.  The location and name that will appear under the icon is in the Caption data field [image: image18.png]Caption:  [Citaryfnnis Fles|Adviaries|Advisar: |




.


Place the cursor at the very beginning of the data field. [image: image19.png]Caption:  [=:\MaryAnn's FlestAdvisories\advisor






Press the Delete key on your key board until you have removed everything you want from the Caption data field (yes, you can delete the C:).


In this example I changed the caption under the icon from 

C:\MaryAnn’s Files\Advisories\Advisory 04-5\Creating a Screen Shot Document.doc 


to Creating a Screen Shot Document.doc
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Once you are satisfied with the caption, click OK [image: image21.png]
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You now see the icon displayed with the shorter name underneath it.
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Click on OK [image: image24.png]
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The icon, with its adjusted name, appears on the spot where the cursor was located in my Advisory.

Double clicking the icon…
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…will open the document.
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