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The Clearinghouse Advisory is published by AFPC/DPCXT (Functional Clearinghouse).  Your comments and questions are welcome.  Please address them to:

HQ AFPC/DPCXT

550 C Street West Ste 57

Randolph AFB TX 78150-4579

Email:  afpc.dpc.clearinghouse.login@randolph.af.mil
	How To Report Functional or Technical Problems
Note:  Revised Template… See article on page 4
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 Have a Question on or Need Status of a Ticket?
If you have a question regarding a particular clearinghouse ticket, please send it via email to the Clearinghouse mailbox, afpc.dpc.clearinghouse@randolph.af.mil.  Many of you may not be aware that there are three locations a ticket can be during the research phase, Tier 1 (Functional), Tech (Technical), or Tier 2 (Functional or Technical (includes vendor/contractor).  By sending your question to this mailbox, it will be quickly forwarded directly to the current location where the ticket is and to the specialist currently working the issue.
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 Do You Need to Complete a Template?
All Functional problems require the submission of a DCPDS Problem Report Template.   Although you may have reported the problem, this office cannot research this or any problem reported until a complete template (complete details) is received. The template is located at: http://www.afpc.randolph.af.mil/clrhouse/default.htm. All templates must be saved as a word document (.doc)
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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
Hours of Operation (all Central Standard Time)

Functional Clearinghouse

0630 - 1700

Technical Clearinghouse
0600 - 2300




	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/default.htm
· Directorate of Civilian Personnel Operations - http://www.afpc.randolph.af.mil/dpc/
· Employment - https://ww2.afpc.randolph.af.mil/resweb/
· Requisition Audit Report - http://www.afpc.randolph.af.mil/dpc/doclib/ReqAudit.htm
· System Administration - http://www.afpc.randolph.af.mil/dpc/System%20Administration/index.htm
· System Status Report - http://www.afpc.randolph.af.mil/dpc/


	Defense Civilian Personnel Data System (DCPDS)


	ART Identifier, Position Build Data
	Classification specialists/assistants are responsible for inputting the ART ID code in the position build for ART positions (DIN JER, AUTH-CIV-ART ID, in the legacy system).  In DCPDS, you can find the ART ID field in the POSITION Description screen under Extra Information, Air Force Appropriated/Local National. There are only two acceptable values on the POSITION record.  "R" - If the position is an ART and NULL (blank) if the position is non-ART.  All other values on this list of values button (LOV) are for use only on the PERSON record.  You can find the ART Indicator under Extra Information, Military Affiliation, ART Indicator (DIN J5D, ASG-CIV-ART-ID, in the legacy system). (DPCMC/dbell)

	
	

	Input of Army C-Type Code when serviced by Air Force
	Army Civilian Type Code should be input when an Army employee is appointed or moves to a position that causes the C-Type to change.  Attached are the codes that should be used for Army Civilian Type.  It is very important that this code be input on all appointment actions. 
(AF/DPPR)
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	Review Position Data Prior to Updating an Action
	Before processing actions involving the use of a position, YOU MUST, review certain position data by clicking the position task flow button at the bottom of the RPA window or by accessing the position window from the navigator.  See attached instructions. (DPCXT/omays)
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	Workaround Updates
	Personnel/Payroll Workarounds

· Number 02-0015

DCPS edits do not allow an ungraded (FWS) employee with a Pay Rate Determinant of “6”.

[image: image7.emf]Form 02-0015.doc


· Number 02-0016
The processes developed for DCPDS to support Change in Appointing Office (CAO) transactions does not support "Dual Action" processing.


[image: image8.emf]Form 02-0016.doc


· Number 02-0017
There is an edit in DCPS batch processing that sets other USSAH (AFRH) 'AD' employees to Employee Type Code 'B', without looking at Pay Basis.

[image: image9.emf]Form 02-0017.doc


· Number 03-0001
DCPS batch processing erroneously spaces out the Pay Table Number on transactions when the Pay Rate Determinant (PRD) is '5'.
 
[image: image10.wmf]Form 03-0001.doc 

(38 KB)


· Number 03-0002

The attached workaround defines the DCPDS coding instruction and payroll office manual intervention to support premium pay for Emergency Medical/Paramedic employees, Occ-Series 0640.  The workaround includes two attachments that provide the payroll office instruction and calculation example.  Please distribute as appropriate. 
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· Number 03-0003 not released at this time.
· Number 03-0004
The attached workaround identified resolution for inability to process pay adjustment actions for DEMO employees with retention allowance.  The problem identified DOES NOT impact regular appropriated fund employees.
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· Number 03-0005
Title 5 Physicians and Dentists are allowed Physician’s Comparability Allowance (PCA).  Current DCPS edits allow only Doctors to receive these payments.  
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Additional workaround information may be found on our website at:

http://www.afpc.randolph.af.mil/mdcpds/openissues.htm


	New Transfer Interagency Action Process
	CPMS created instructions to use when building applicants for a Transfer Interagency action.  This came about due to the problem of not being able to reconstruct records on those employees that were brought on board by a Transfer Interagency type action.  Even though the instructions state How to build an applicant for a CAO or Transfer Interagency action, the Air Force no longer uses CAO as an action type due to the fact that all AF employees are now on one database and the Civilian Personnel Flights and Centers have view capability for all AF employees.  If you do not follow the attached instructions in building an applicant for a Transfer Interagency action, your action will not process.  (DPCXT/bbudy)
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	Resumix 


	Requisition Audit Report (formerly Bad Jobs List)
	Did you know the Requisition Audit Report contains numerous error fields that are not visible on the page unless you scroll to the right of the screen?  To view those additional fields just click on the “<  >” images as a show in the sample below.  (DPCXT/czedek)
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Link to Requisition Audit Report:  http://www.afpc.randolph.af.mil/dpc/doclib/ReqAudit.htm 


	Civilian Personnel Data Support System (CPDSS)


	CPDSS Patch Release 1.7.2.1
	CPDSS Patch 1.7.2.1 will be implemented on 25 Jan.  Please see the attached release notes for details.   (AF/DPPR)
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	Business Objects


	Tips and Tricks
	Business Objects Tips and Tricks are located at http://www.afpc.randolph.af.mil/dpc/BO/bus_objects_tips.htm

	
	

	Using Offline Mode
	In recent weeks we’ve received inquiries from Business Objects users who are getting different data results while running the same report as another user in the same office.  When asked if the user has the ‘Offline’ mode checked, the answer is almost always ‘Yes’.  There is one major benefit in using the offline mode to create/edit reports and, conversely, there are several major drawbacks.  Please read the attached document for more information.  (AFPC/DPCX)
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	Clearinghouse


	Revised Clearinghouse Template
	The Clearinghouse Template has undergone some minor changes.  Due to new requirements from vendors, effective immediately screen shots will now be a separate attachment on the template.  Since the Template changed to accommodate this request, other changes were made.  The following is a summary of the changes to the Template:  The word “Modern” was deleted.  The portion that states “To Be Completed by Clearinghouse” was revised moved to the end of the Template as item “G”.  This caused the screenshot portion of the Template to change to item “E”.  

The new Clearinghouse Template is now available on our website.  The previous version is obsolete, therefore, download the new version (13 January 2003) for use.

[image: image20.emf]DCPDStemplateJan0 3.doc


How to Save a screenshot as an attachment

For XP operating system users, follow these instructions when attaching a word document into a word document:  


[image: image21.emf]SSattachmentInstr.d oc


For other operating system users, attach the file either by doing a Click and Drag or Cut/copy and paste to the template.  (DPCXT/mrodriquez)


	Miscellaneous Information 


	Updates to VetInfo Guide & VetGuide
	The Office of Personnel Management (OPM) has updated both the VetInfo Guide http://www.opm.gov/employ/veterans/html/vetsinfo.asp and VetGuide http://www.opm.gov/employ/veterans/html/vetguide.asp - - new versions are dated Nov 02.  Attached are summaries of the changes to these guides with pertinent changes highlighted in yellow, for your quick reference.  

Two noticeable updates are the inclusion of:

· Questions and Answers in the VetGuide for Gulf War Preferences, pages 5-10

· Questions and Answers in the VetGuide for VEOA, pages 31-34

VEOA rules and regulations have not changed.  The Guides were merely updated to reflect to correct or clarify information.  We have updated our AFPC VEOA Procedures to reflect our current business using CPDSS - - see attached copy with changes highlighted in blue.  Updated AFPC procedures will be posted shortly on Intraweb shortly at: http://intraweb/dpc/Guides/afpc_guides.htm under the sub-heading General Staffing Procedures. (DPCTI/kevens)
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	2003 Salary Tables Now Available
	The Office of Personnel Management (OPM) has posted the 2003 Salary Tables and Pay Memorandum.  Please visit the OPM website for the latest information at http://www.opm.gov/oca/payrates/index.asp for General Schedule and http://www.cpms.osd.mil/wage/ for Wage Grade. (DPCXT/czedek)

	
	

	Employment & Income Verification
	AF/DPPH recently released guidance that outlines the advertising of automated employment verification – TALX.  Attached is a copy of this document just in case you may have not seen it yet.  (AF/DPPH)
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	When coding RPAs are you using the GPPA (Guide to Processing Personnel Actions)?

	On several occasions we have found that personnel actions are being processed without regard to guidance provided in the Guide to Processing Personnel Actions (GPPA).  The GPPA must be used when coding and processing actions.  There are rare situations when we develop temporary work-arounds that may require us to process an action contrary to the logic table direction provided in the GPPA.  The Office of Personnel Management has developed standard codes to record data on personnel actions forms and to report data to the Central Personnel Data File (CPDF).  These codes and standards are published in The Guide to Personnel Data Standards and procedural guidance is provided in the GPPA.  The need for accuracy of this data is discussed in the GPPA Chapter 1, section 1-7.  The introduction to each GPPA chapter provides further instruction to the user to assist them in determining the correct Nature of Action (NOA), Legal Authority and remarks code selections.  The introduction also provides additional information on the types of actions the specific chapter includes and excludes so that good decisions can be made. Taking the time to read the introduction to the chapters will help Human Resource Specialist make accurate choices for NOAs, Legal Authority Codes and Remarks.  Chapter 1, subchapter 2 contains several JOB AIDs that can be used to make the work easier.  Chapter 34, Topic Index helps the HR Specialist identify the correct chapter and Chapter 35, the Glossary, defines terms used in the guide.  It is critical that actions be documented correctly and that data on each action is input accurately and timely to reduce the number of problems being encountered in DCPDS. (DPCXT/omays)

	
	

	DOD Guide to Processing Severance pay Calculation 


	Attached is a DoD Guide to Processing Severance Pay Calculations.  This guide adds additional information not currently found in the CPMS User Guide.  CPMS will be adding these instructions to the User's Guide soon.  (DoD CPMS)
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	Training and Reference Materials

	
AFPC/DPCXTT regularly updates the AFPC DCPDS website located at http://www.afpc.randolph.af.mil/mdcpds/default.htm.




�HYPERLINK "http://www.tsp.gov/"��www.TSP.gov��� HYPERLINK "http://www.DFAS.mil" ��www.DFAS.mil�


� HYPERLINK "http://www.opm.gov/" ��www.OPM.gov��� HYPERLINK "http://www.FIRSTGOV.gov" ��www.FIRSTGOV.gov�


� HYPERLINK "http://www.DEFENSELINK.mil" ��www.DEFENSELINK.mil�


�HYPERLINK "http://www.AF.mil"��www.AF.mil�





Click on the “< >” to expand or contract the navigation bar.
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_1105417904.doc
PERSONNEL / PAYROLL INTERFACE WORKAROUND


		CPMS CONTROL NUMBER:

		02-0016





		ISSUE DATE:

		29-Nov-02

		

		PR/DAR NO:

		     





WORKAROUND: 
PERSONNEL    FORMCHECKBOX 

PAYROLL   FORMCHECKBOX 






THIS PROCESS IS TO BE ACCOMPLISHED ON THE GAINING REGION.  


Step 1.  Using the CIVDOD Payroll Regneration responsibility and select the CAO transaction for the employee requiring Return to Duty action.


Step 2.  Change the NOA to 292, verify that the Payroll Gain/Loss flag is spaces, save the transaction and exit regeneration. 


Step 3.  Prepare a RTD Notification of Personnel Action using the Pseudo SF-50 capability to document the employee's official personnel folder.


No manual intervention should be required by the payroll office.   


PROBLEM : 

PERSONNEL       FORMCHECKBOX 
   
 
PAYROLL      FORMCHECKBOX 






LEGACY    FORMCHECKBOX 
    MODERN   FORMCHECKBOX 







  BOTH      FORMCHECKBOX 







                                                                                   


The processes developed for DCPDS to support Change in Appointing Office (CAO) transactions does not support "Dual Action" processing.  The ability to process the CAO gain as well as NOA 292, Return to Duty, can not be accomplished in a single action.  THIS PROCESS AFFECTS ONLY THOSE CAO ACTIONS WHERE THE PAYROLL OFFICE REMAINS THE SAME.  The following workaround is provided to ensure both transactions are documented to the employee records as well as to the payroll system for reactivation of the employee.    

		RESCIND DATE:

		     

		

		REMEDY NO:

		     





		DATE TO DFAS/CPMS:

		29-Nov-02





		FIX DATE:

		     





		PATCH/RELEASENUMBER:

		     





		POC:

		Norma Mashburn, CPMS






_1105858965.unknown

_1105858966.unknown

_1105418135.unknown

_1105858372.unknown

_1105858964.unknown

_1105785384.doc
PERSONNEL / PAYROLL INTERFACE WORKAROUND


		CPMS CONTROL NUMBER:

		03-0005





		ISSUE DATE:

		31-Jan-03

		

		PR/DAR NO:

		     





WORKAROUND: 
PERSONNEL    FORMCHECKBOX 

PAYROLL   FORMCHECKBOX 






PERSONNEL:  Notify the payroll office of the erroneous reverse interface file.  You will also need to restart the PCA entitlement effective one day after the erroneous termination.  


PAYROLL:  Change the EMPLOYEE TYPE CODE to  "D" through Employee Update.  Once the Employee Type Code is changed, enter the Physician's Comparability Allowance. 


PROBLEM : 

PERSONNEL      
 FORMCHECKBOX 
   
 
PAYROLL      FORMCHECKBOX 





Title 5 Physicians and Dentists are allowed Physician’s Comparability Allowance (PCA).  Current DCPS edits allow only Doctors to receive these payments.  


When Personnel sends a transaction such as a pay adjustment for a Dentist entitled to Physician's Comparability Allowance, DCPS changes the Employee Type code to "R". Because the Employee Type code is other than "D", the PCA entitlement is autodeleted and a reverse interface file is sent to personnel alerting them to the change in the employee's PCA entitlement.


 




		RESCIND DATE:

		     

		

		REMEDY NO:

		SCR X9108





		DATE TO DFAS/CPMS:

		31-Jan-03





		FIX DATE:

		     





		PATCH/RELEASENUMBER:

		     





		POC:

		Nelda Smith, DFAS-PSC/PE  






_1105417918.doc
PERSONNEL / PAYROLL INTERFACE WORKAROUND


		CPMS CONTROL NUMBER:

		02-0017





		ISSUE DATE:

		4-Dec-02

		

		PR/DAR NO:

		     





WORKAROUND: 
PERSONNEL    FORMCHECKBOX 

PAYROLL   FORMCHECKBOX 






PERSONNEL:  Notify (and fax SF-50) the payroll for any transactions on these employees.  Payroll office Remedy system should be used to provide notification.  


PAYROLL:  This edit is not hitting for online entry since it looks at Pay Basis, therefore the PRO is able to enter the transactions online.   Manual entry should be accomplished from the SF-50.


DCPS SCR X9304


PROBLEM : 

PERSONNEL      
 FORMCHECKBOX 
   
 
PAYROLL      FORMCHECKBOX 





There is an edit in DCPS batch processing that sets other USSAH (AFRH) 'AD' employees to Employee Type Code 'B', without looking at Pay Basis.  Then it continues to edit the Grade and Step (based on the 'B' Emp Type Cd) which must be 00 or 11-15 and 00-10 respectively.  This causes transaction for AD employees with Pay Basis PH to reject at DCPS.  



		RESCIND DATE:

		     

		

		REMEDY NO:

		     





		DATE TO DFAS/CPMS:

		4-Dec-02





		FIX DATE:

		     





		PATCH/RELEASENUMBER:

		     





		POC:

		Karen J. Ahearn, DFAS-PSC/PE






_1104038371.unknown

_1104643011.unknown

_1105417027.unknown

_1105417789.doc
PERSONNEL / PAYROLL INTERFACE WORKAROUND


		CPMS CONTROL NUMBER:

		02-0015





		ISSUE DATE:

		15-Nov-02

		

		PR/DAR NO:

		DAR 030157





WORKAROUND: 
PERSONNEL    FORMCHECKBOX 

PAYROLL   FORMCHECKBOX 






PERSONNEL: Personnel should notify the payroll office of the actions as they are being done.  Notifications should be submitted into payroll office Remedy system including employee name, ssan, NOA, and Effective Date of action(s) being interfaced.


PAYROLL: It is requested that until such time as this problem can be rectified, the payroll office is to manually input any transactions that rejects back to personnel on the P6606R03 Notification of Returns to Personnel Report for the above reason.  The error report will show the Error Field as PN (pay plan) and PRD (pay rate determinant) with Error Message 9000 – INVALID VALUE IN FIELD(S).


PROBLEM : 

PERSONNEL       FORMCHECKBOX 
   
 
PAYROLL      FORMCHECKBOX 






LEGACY    FORMCHECKBOX 
    MODERN   FORMCHECKBOX 







  BOTH      FORMCHECKBOX 







                                                                                   


It has been brought to our attention that a system edit is causing transactions to reject back to the personnel office in error.  The problem occurs because DCPS edits do not allow an ungraded (FWS) employee with a Pay Rate Determinant of “6”.  In accordance with 5 USC 5343(a)(1)(A)(ii) and 5 USC 5343 (a)(1)(B)(ii), SCR X9332 has been written to modify DCPS processing.       

		RESCIND DATE:

		     

		

		REMEDY NO:

		     





		DATE TO DFAS/CPMS:

		15-Nov-02





		FIX DATE:

		     





		PATCH/RELEASENUMBER:

		     





		POC:

		Ken Lincks, PSC-PE






_1104643312/Advertising of Automated Employment Verification - TALX, 16 Jan 02.tif
DEPARTMENT OF THE AIR FORCE
HEADQUARTERS UNITED STATES AIR FORCE
WASHINGTON, DC

'JAN 16 2003

MEMORANDUM FOR ALMAJCOM/DPC

FROM: HQ USAF/DPPH
1040 Air Force Pentagon
Washington DC 20330-1040

SUBJECT: Advertising of Automated Employment Verification - TALX

The Air Force implemented a new policy for civilian employment verification in October
2001 (Implementation of Automated Employment Verification - TALX Memo, dated 11 Oct
2000). This automated employment verification was part of a time saving effort for the Civilian
Personnel Flights. The policy stated, “30 days after implementation, manual requests should no
longer be processed. When a request is received by mail, the request should be returned
incomplete with a letter of explanation.” For your help, attached is the initial implementing
instructions.

Addtionally, the CPFs are required to communication with their employees about this
new policy as an on-going process. Because most employees will not have an immediate need to
use the service, it is important to provide periodic reminders of the advantages and benefits it
provides. Your employee’s leave and earnings statements have been reinforcing employment
verification however, we suggest the CPFs advertise this service via their base newspaper, web

page, voice mail and e-mail.

For additional information on this program or electronic copies of the attachments, please
contact Ms. Denise Walker at DSN 222-4458 or by email denise.walker @pentagon.af.mil or
visit the TALX’s homepage at www.talx.com.

_q/._.p*_’/

SARAH J.BONILLA
Chief, Civi Policy Division
Directorate of Personnel Policy

Attachments:
1. Implementing Instructions
DEPARTMENT OF THE AIR FORCE
HEADQUARTERS UNITED STATES AIR FORCE
WASHINGTON, DC

Introduce

NU

Implementation Information

11 Oct 2000
What is The Work Number for Everyone®?

The Work Number For Everyone® is an automated service that allows organizations to outsource
their employment and salary verification process. This method benefits the employee, employer, and
verifying community. Benefits to the employer include reduced corporate liability, reduced costs,
better service to employees, increased security, and reallocation of human resources. The employee
benefits from faster, less complicated loan approval. Finally, the verifier can access accurate and
dependable data instantaneously. The Work Number speeds up the lending process by reducing
processing time, giving a lender a competitive edge. Requested information (employment, title, hire
date, salary, etc.) is voiced and/or faxed to verifiers who can access the system via the Internet, through

either a 1-800 or 1-900 phone number, or by using a credit card in our call center.
There are eight standard functions incorporated into The Work Number:

For the Employee: |. Request, Review or Cancellation of a Salary Key

For the Employer:

For the Verifier:

* Social Security
Number

* Name (Spelled)

e Most recent start or
termination date

e Total time with the
company

* Job title (current or
last)

o Reference Number

bl

Block or Unblock Employee information.
Real-time entry of Employee’s Active or Inactive status.

. Basic Employment Verification
. Basic-Plus Employment Verification

4

5

6. Full Employment Verification
7. Public Assistance Verification
8

- Audit a previous request by Reference Number

e All BASIC information
plus...

* Total rate of pay
¢ Reference Number

of Verification:

BASIC
PLUS

e All BASIC PLUS
information plus...

* Gross earnings for
YTD and for the past
two years (including
base pay, overtime,
commissions and
bonuses)

e Reference Number

Four Standard Types

FULL

(not available for AF employees)

e All Basic & Basic Plus
Information and YTD
and two past year
gross eamings totals

e Medical / Dental
Insurance Status &
Carrier

e Last 12-pay period
dates, hours worked,
and gross wages.

» Reference Number

PUBLIC

ASSISTANCE

4
The Work Number Operation Hours

The automated service is available 24 hours a day, seven days a week. Database updates within 24
hours of the date data is received. The Client Service Center is available Monday through Friday, 7
a.m. to 8 p.m. Central Time. The Work Number® is owned and operated by TALX Corporation.
The Work Number — How does it work?

The process of obtaining employment and salary information through The Work Number For
Everyone® is as follows:

1. Employers provide updated employment and salary information files to The Work Number
after each payroll cycle.

and instructions for requesting employment and salary verifications. [Member verifiers access
the service via a unique 1-800 telephone number or the web.]

3. The employee goes to the web site at http://www.theworknumber.com or dials
(1-800-EMP-AUTH) to obtain a Salary Key. The employee must obtain a Salary Key in order
to give the verifier access to their salary information. A Salary Key is not required if the
verifier does not need salary information.

4. The employee provides their social security number (SSN), employer company code and Salary
Key to the verifier. When employees provide verifiers with a Salary Key, they are giving
the verifier permission to access their salary information.

The Salary Key is valid for one verifier per one salary verification. The employee must
establish a new Salary Key for each verifier as needed, and may have up to three Salary Keys
active at one time. If the employee has three active Salary Keys and needs to obtain another
one, an active Salary Key must be canceled or used.

5. The verifier contacts The Work Number and enters the company code, the employee’s SSN
and the Salary Key (if salary information is needed) when prompted using a touch tone
telephone or via the Internet.

6. The service voices employment and salary (if requested by entering a valid Salary Key)
information to the verifier. The system offers the verifier the opportunity to receive a fax copy
of the information voiced. If the caller enters a fax number at the prompt, the system
automatically sends the fax. If the verifier accesses the data via the web site, they are able to

print a copy of the verification from their desktop.

7. The service assigns a unique reference number to each verification. This provides an audit trai]
for the verifier or a subscribing third party (e. g. loan purchaser) to re-verify that the information
was provided by the service. Subsequent calls for auditing previous verifications require the
reference number provided in the first call.

8. Monthly activity reports are provided to both the employers (MAJCOM only) and member
verifiers.
Who pays for the Service?

Single Transaction Payment Options:

1) Use a Major Credit Card on www.theworknumber.com
or (Dial 1-800-996-7566)

Verifiers may use a major credit card to charge verifications by logging onto the internet @
www.theworknumber.com or by calling 1-800-996-7566. The charges per verification are
dependent upon the level of information requested

2) Dial 1-900-555-WORK

Verifiers may also complete verifications by calling 1-900-555-WORK for a per minute
charge. Verifications generally take less than 5 minutes, and the charges are reflected on
their monthly phone bill. 900 Number blocked? They can call our Client Service Center at 1-

800-996-7566.

Multiple Transaction Payment Options:

Member Verifiers

The Work Number offers discounts to large volume verifiers to better serve the most
frequent users of our system. These plans offer substantial savings compared to the
900 number, and they provide instant and accurate verifications by using an 800
Number and the INTERNET! Added benefits for the verifiers include: invoiced
statements, skip through Prompts on the 800#, free industry advertising, and
dedicated client service representatives.

1) Subscription: ($50.00 Annual Fee)

Reduced fixed fees per transaction

Pay by credit card only.
2) Gold Membership: ($200.00 Annual Fee)

Pay by credit card or be invoiced.
Receive the lowest fixed fee per transaction
Free advertising on our website for mortgage and lending institutions.

Verifiers can become members of The Work Number by calling our Client Service Center at
1.800.996.7566 or visit our web site at www.theworknumber.com.
How can the HR Department use The Work Number?
Employer Functions

Once live on The Work N umber, the employer can perform the following transactions by calling
1-800-820-6387 or by visiting http://www.theworknumber.com.

( Employer Three Actions to Choose:
Functions
1. Block an Employee’s Information
1'800'2":0'6387 2. Unblock an Employee’s Information
http://www.theworknumber.com J 3 Place an Employee on Active or Inactive
. Status
To Block or Unblock Enter: To Make an Employee Active or Inactive Enter:
Your Company Code Your Company Code
Your Administrative Employer PIN Your Administrative Employer PIN
Your personal SSN for security Your personal SSN for security
The Employee’s SSN The Employee’s SSN

Date Employee becomes Active or Inactive
**Personal SSN is used to track who (Date cannot be more than 3 days in the future.)
is making changes** This is a permanent change to the status code and will
not be overlaid with your next file.
Note: All Active status codes will change to “I” and
all Inactive status codes will change to “A” only.

Your Administrative Employer PIN is:

Blocked Employees

in field 16, you can not unblock them via the Internet or telephone. You must change their status code
on the file you send and then it will be updated in our system, and access will be restored.

How do I use the Web?

The Work Number Internet access mirrors the IVR system; you may complete all of the above
functions via the web by visiting our web address: http://www.theworknumber.com. Choosing to use
The Work Number® web site to perform these functions will require that your Internet browser
support 128-bit encryption. On the menu page of this web page, you will find instructions on how to
test the level of encryption that your browser will support. Links to upgrade your browser will be

provided.

Employer Reports

Monthly reports are produced for MAJCO

M representatives, as an audit trail. Please contact your
MAJCOM Staffing Specialist for report in

formation.
Demonstration of

The Work Number For Everyone®

1-800-748-DEMO
(1-800-748-3366)

Greeting
and Sign On

_ Demonstration

Menu
l
Employee Verifier
Main Main

Menu

To Obtain, Review or
Cancel Salary Key:

To Take Action, Enter:

Company Code: 90001
Employee SSN: 325-48-
2431

Employee PIN: 3366

Listen for:
Salary Key: 407938

Menu

Three Actions to Choose:

1. BASIC Verification
2. BASIC PLUS Verification
3. FULL Verification

To Take Action, Enter:

Company Code: 90001
Employee SSN: 325-48-
2431

Salary Key: 407938
(Salary Key necessary for BASIC PLUS
and Full verification.)

Follow the Voiced
information. Information
may also be received via
fax. Please enter fax

Employer
Main
Menu

Three Actions to Choose:

1. Block an Employee’s
Information

2. Unblock an Employee

3. Place an Employee on Inactive
Status

To Take Action, Enter:

Company Code: 90001
Employer PIN: 0046

Follow the Voiced information
to change Employee status.

Employee SSN: 325-48-2431

Date: “Effective Date”

(Date used if placing and Employee on Inactive
Status)

Try our Web Demo at:

www.theworknumber.com

Learn more about TALX at:
\_ www.talx.com.
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Employee, HR Department, and Verifier
Communication & Timelipe

Successful implementation of The Work Number for Everyone® depends upon education. The
communication to your HR Department, employees, and to the verifiers who request information is
critical. The following are guidelines for this important step.

Two Months Prior to Live Date:

¢ Begin to communicate with the verifiers. When a verification of employment request is
received, it should be completed and returned with a letter of explanation. This letter should state

works and how The Work Number wil] benefit them. Both Excel spreadsheets are on the
communications diskette. The “verifier” sheet should be e-mailed to ekassen@talx.com.

One Month Prior to Live Date:

¢ Communicate with the Human Resource Department. In order to achieve the most success
from The Work Number for Everyone®, it is crucial that all employees in your HR Department

for Everyone® should begin approximately three weeks prior to your live date. This information
will advise employees that a new benefit will be available soon. Utilize your Intranet, bulletin
boards, pay-stub messages, broadcast E-mail, and company voice mail to get the word out.

One Week After Live Date

¢ Notify employees of s@?ecific details. These communication pieces will identify The Work
Number for Everyone® and explain its benefit to employees. Also, this is the time to provide
stub messages, broadcast E-mail messages, newsletter articles, and any other method that is
effective within your organization. Be sure to prominently display the web address
www.theworknumber.com and the phone number to The Work Number for Everyone® Client
Service Center 1-800-9-WORK NO ( 1-800-996-7566), in all your communication pieces.

¢ Send your production file to The Work Number® Sending your file to us a week in advance
allows us to check for errors when loading, so they can be fixed before your employees begin using
the service. It also allows for any employee who may get the roll-out information early and call,
they will hear actual information.

30 Days Following Your Live Date

¢ Extend a “Grace Period” to verifiers. After your live date, we suggest that you continue to
manually process verification requests for a specified time. Thirty days is the typical length of this
parallel process. We have found this time of transition between the old system and The Work
Number for Everyone® is critical to verifier acceptance of the new system.

During this transition, continue to manually process verification of employment requests, and
return them with a letter explaining The Work Number for Everyone® and its benefits to the

Closing the Door

¢ After completing the 30-day grace period, the date to “close the door” to the verifier has been
reached. At this time, manual requests should no longer be processed. When a request is

letter is the last page of this booklet). Once again, this reinforces the previous communication to
verifiers. A brightly colored sticker attached to the returned form is an excellent and efficient way
to refer the verifier to The Work Number for Everyone®. Also, a voice-mail line can help refer
telephone requests to The Work Number for Everyone® and take that responsibility off of your

shoulders. A sample voice mail script is included in this section.

Periodic Reminders of The Work Number For Everyone® Benefits

Communication with Verifiers should be an on-going process. Continue sending the excel
spreadsheet to TALX so we can help you in verifier education. Also, continue to use the verifier letter

by tailoring the dates and verbiage.
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pieces for use during the implementation of The Work Number for Everyone®. A brief description of
each piece follows.

Verifier Announcement Letter
There is a suggested format for the Verifier Announcement; this letter should inform verifiers
that written replies to requests for employment verification will no longer be provided as of the
specified date. Requests should be directed, instead, to The Work Number for Everyone®. A
sample letter is provided on the last page of this booklet.

Excel Spreadsheets (Public assistance verification is not available for AF employees)
The spreadsheet labeled “VOE_Requests” should be filled out on line and sent via e-mail to
ekassen@talx.com. The spreadsheet labeled “Public Assistance_Requests” should be sent
to kbeckmann@talx.com. Fax numbers must be included on these sheets for us to include
them in the broadcast fax campaign. If you do not have the ability to send the spreadsheets
electronically, a fax of the “verifier” sheet will be accepted at (314) 214-7588 to the attention
of Emily Kassen or the “public assistance” sheet to Kate Beckmann. These documents are
provided on the diskette and are named VOE Requests.xIs and Public Assistance_Requests.xls.

HR Frequently Asked Questions
Frequently asked questions on The Work Number may be found at
www.theworknumber.com/fag/index.html in the “First Time Visitors” section.

Employee Brochures
The employee pieces explain The Work Number and give detailed instructions for the
employee. This document should include PIN information and should be orderable for new
employees. Other occasions for sharing this piece would be at New Hire Orientation, Store
Openings, Regional HR Meetings, Employee Benefits Fair, Transfer/Relocation Packets, and
Exit Interview/Termination Packets.

Choose the communication piece that would work best within your organization. Or, provide
this information to your corporate communications department and have them develop a piece
that reflects your corporate culture. These documents are provided as attachments as
SimpleBro, NewEmpBro, EEFlyer, and AirForceEEPoster.

Additional Suggestions:
Pay-stub messages, Newsletter articles, Company videos, Direct mail campaigns, Wallet sized

cards, Referral stickers, and Employee Self-service web sites. Two very effective methods are
mass e-mail messages to employees and voice mail messages to employees and or verifiers.
We have included sample scripts for both e-mail and voicemail in the following pages.

Intranet Links to The Work Number®

A company’s intranet site may provide another way for employees to access The Work
Number® website to generate or cancel Salary Keys, or explore the many other services
available.
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We can provide a Hyperlink to use on your company’s website that will directly link an
employee to The Work Number® website. They simply click on The Work Number® logo and
they are sent directly there! Then they can log on, generate salary keys and check out the other
cool features available to them.

The hyperlink The Work Number® logo is included on the diskette and the instructions on how
to set 1t up are included here.

Internet Link Instructions:

Copy and paste the HTML that appears below in the location that you want the Work Number
Logo and link to appear.

By default, this link delivers your employees to The Work Number's home page at
http://www.theworknumber.com.

If you would prefer linking to a different place within The Work Number's Web site, please ask
your account manager for the appropriate URL.

You may need to change the image source to reflect the location of the graphic on your web
server by modifying the file path that follows src= within the image tag.

Again, if you have any questions, please do not hesitate to contact your account manager.

Sample E-mail script

To: Any Employee
From: Corporate HR
Re: Enhanced Online Benefit

The Work Number, the service which allows [Company Name] employees to get their employment
and salary verified in minutes, is now offering a variety of online benefits, including secure access to
salary keys. Remember, in order to release your salary information to a lender or other verifier, you
need to get that six-digit salary key from The Work Number service. You then give the salary key to

the lender, and it allows them to unlock your salary data.

In addition to secure access to salary keys, the web site offers detailed instructions, home buying and
borrowing tips and even links to online lenders and financial centers. This enhanced service should
make it easier than ever to get your employment and salary verified. When you are ready to take a look
around, simply visit the employee section at http://www.theworknumber.com. You’ll find links to the
secure salary key area, instructions, and other useful information inside.

Sincerely,
HR Group
4

14

Client Service Center

The Work Number Client Service team can be reached by calling:

1-800-9-WORK-NO
(1-800-996-7566)

Monday through Friday
7:00 am till 8:00 pm, CST

e New Year’s Day

¢ Memorial Day

¢ Independence Day

e Labor Day

¢ Thanksgiving Day, and the day after
e Christmas Day

Employers should provide employees and verifiers with this 1-800 number anytime someone needs
assistance using The Work Number. We are here to help and answer questions.

Employees or Member Verifiers who call the system and experience three errors are automatically
transferred to a CSR for assistance. Callers who contact The Work Number via the 1-900 number and
experience trouble are voiced the 1-800 to call. If a verifier would like to pay by credit card, they can
access the website at www.theworknumber.com or call 1-800-996-7566.

Our CSRs are trained and monitored to assure they offer the hi ghest level of assistance to all callers. If
you ever need to speak directly with the Client Service Center Manager, please call 314-214-7254 for

immediate attention.
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AT&T Language Line® Services

Q: How do I use this feature?

A: For example, when a non-English speaking employee needs to receive a salary key and requires the
assistance of the Language Line®, they simply call in to the Client Service Center 1-800-996-7566. A CSR will
place the caller on hold and conference in an AT&T interpreter. It's that simple!

Hours of operation are Monday through Friday 7:00am till 8:00pm CST.

Voicemail Referral Messages

Many of our clients have established voicemail referral messages that direct verifiers and
employees to The Work Number for Everyone®. Here are some sample scripts for such

messages.

Sample Employee Voice-Mail Script
“Employment and salary verifications are no longer handled by [Company] HR department. We are
now using The Work Number for Everyone®, an automated verification system designed to serve you

more efficiently; 24 hours a day, seven days a week.”

“If you need only employment verified, provide the verifier our company code and your social security
number. However, if you need your salary verified, a six di git Salary Key allowing access to your
salary information is required.”

“To obtain an Salary Key, the following three items are necessary:

1. [Company Name’s] Company Code, which is [code

number].
2. Your Social Security Number.
3. Your PIN, which is (describe PIN scheme).” "

1-800-9-WORK-NO.

“Once you have those three pieces of information, call 1-800-
EMP-AUTH (1-800-367-2884), or 20 to the website at
www.theworknumber.com, and follow the system prompts. The
Work Number for Everyone® will give you the required Salary Key; remember to write it down.”

“Provide the Salary Key to the person or organization verifying your employment and salary.”

“For any other questions regarding The Work Number for Everyone®, please call The Work Number
Client Service Center at 1-800-9-WORK-NO (1-800-996-7566).”
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Sample Verifier Voice-Mail Script

“You have reached the [Company Name] employment verification line.”

Team at 1-800-996-7566.”
“Again, that number is 1-800-996-7566."

“Thank you for calling [Company Name]

Sample Verifier Letter

Dear Verifier,

We have just received your request for employment verification for

The Department of the Air Force has contracted with a national employment verification service, The Work
Number For Everyone®, a service of TALX Corporation. This service provides employment and salary
information through the World Wide Web, or through a touch-tone phone to verifiers, immediately upon

request.

Employee data will be provided for the current year plus two-years prior. Data is not provided for employees
who have been inactive for more than three years.

To use this service for Basic Employment Verifications:

. Visit www.theworknumber.com
Dial 1-900-555-WORK (1-900-555 -9675)
Enter the Department of Defense Company Code of 10365
Enter the employee’s Social Security Number when prompted
Follow the prompts to obtain the information

To use this service for Salary Verifications:
® Obtain a Salary Key from the employee
® The employee should visit www.theworknumber.com or dial 1-800-EMP-AUTH (800-
367-2884) to obtain a salary key
® Dial 1-900-555-WORK (1-900-555-9675)
* Enter the Department of Defense Company Code of 10365
* Enter the employee’s Social Security Number when prompted
* Enter the Salary Key supplied by the employee
* Follow the prompts to obtain the information

Member Verifiers use an alternate 1-800 phone number or the Internet (Www.theworknumber.com), pay a
minimal annual fee, and are charged a flat rate per transaction instead of receiving a fee per minute charge. To
learn how to become a Member Verifier, or to pay by credit card, please contact The Work Number for

Everyone® Call Center at 1-800-996-7566.
If you have any questions, please direct your calls to 1-800-

17
996-7566 to speak with a Customer Service
Representative for The Work Number®.

Sincerely,
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Severance Pay Calculation Process


This section outlines the steps users must take to process a severance pay calculation for individual employees.


1. Query and pull up the employee’s record (People > Enter and Maintain)

2. Navigate to the Element Entries (Assignment>Entries)  

3. Under Element Name, click on a blank line (or add a blank line by clicking on the green plus sign).  Then click on LOV and select Severance Pay Calculation and click OK.
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4. Click Entry Values.  

5. Complete the data fields
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		Data Field

		Action



		Date Requested

		Enter Projected Date of Separation



		SCD Severance

		Enter Service Computation Date



		Salary

		Enter Salary



		Sev Pay Weeks Paid

		Enter any if paid previously



		Sev Pay Avg Hours

		Enter Avg Hours





6. Click Save on the Toolbar.  This sends the worksheet to the user’s default printer.  The worksheet is also available if the user goes to Help, View My Requests and opens the report in Ghostview.

7. Element Severance Pay Calculation is a non-recurring element and is stored under the Pay Period in which it was created.  In the example below, the element was created and saved under the Period 2 2003 Bi-Week (12-JAN-2003 – 25-JAN-2003) and the element is automatically end-dated with the last day of the pay period.  This element will not show when the pay period changes.
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8. Users can change the information in the Severance Pay Calculation Entry Value screen and save the changes.  A new report will be generated (except when the bottom status line says there’s nothing to save – just reinput the same request date and save again to make the system think something new has been added).

9. Only one Severance Pay Calculation Element Entry should be created during any given pay period.  If a user creates a second entry in the same pay period, it will appear to work, but instead of generating a printed report when it is saved, the report will error.    

10. Users can create a Severance Pay Calculation Element Entry while they are in different pay periods and reports will generate.  For example, user creates a Severance Pay Calculation Element Entry on 24 Jan 2003 and receives a report.  On Monday, 27 Jan 2003, because it is a new pay period, the user would create another Severance Pay Calculation Element Entry and receive a report.
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DCPDS 


Problem Report Template


13 January 2003

· Please enter your Clearinghouse Problem Report Control Number here: 


· Also, be sure to enter your Problem Report Control Number in the subject line of your email.


· Email to the Functional Clearinghouse at: afpc.dpc.clearinghouse@randolph.af.mil  


· Several items, below, will be completed by the Clearinghouse and are underlined and in bold font. 


A.  General Information:


A1.  Caller’s Name, Organization, and Base:     


A2.  Caller’s Telephone Number (DSN): 


A3.  Caller’s Fax Number (Optional): 


A4.  Caller’s Email:  


A5.  Name/Phone for Additional Info (If different from the caller):


A6.  Regional Personnel Office where the problem occurred: Air Force Personnel Center

A7.  User ID/User Name of the user who encountered the problem:


A8.  What database instance did this problem occur on?  Air Force Production


A9.  If another problem reporting tool (such as Remedy) is used, please tell us the related problem number for cross-reference purposes:  


A10.  Responsibility (Menu) in which the user was operating when the error occurred 


(For example, CIVDOD PERSONNELIST, CIVDOD MANAGER, etc.): 


A11.  How many users at your location are experiencing the same problem? 


(Must be a number, not “everybody”)  


A12.  Please give a brief description (50 characters or less) of the problem:  


A13.  In as much detail as possible, please describe the steps that led up to the problem: 


A14.  What was your expected outcome (vs. what actually happened)? 


A15.  Is there anything unusual about the action you were working on, or any observations you think might help diagnose and repair the problem? 


B.  Complete only if the error involves a Request for Personnel Action:


B1.  What was the nature of action (NOA) being processed?


B2.  Name/employee number of the person on the RPA


B3.  Position on the RPA


B4.  Effective Date of the action


B5.  Legal Authority Code used, if any


B6.  What was the complete, exact text of the error notice that prevented the action from processing?


C.  Impact:  What specific difficulties are caused by the existence of this problem?  


D.  Complete only for trigger errors: (can be included with screenshots)


D1.  If a popup notice appeared, please provide the complete text provided when the “History” button is clicked: 


D2.  If the trigger error appeared on the bottom status line, please state the entire notice           that appeared: 


D3.   Does a trigger error occur when similar actions are processed, or only with one action or record?


D4.  Does the trigger error recur after the user either reboots or ends the ntvdm.exe process and logs back into DCPDS? 

E. Screenshot attachment instructions:


· Include screenshots of the problem, as many screenshots as necessary to clarify the problem, including RPAs and error messages as a separate Word Doc attachment in the template. 


· Have the problem displayed on your computer screen.  Copy the screenshot by pressing CTRL-ALT-PRTSCN (Control-Alt-Print Screen) or CTRL-PRTSCN (Control-Print Screen).  Use either feature that captures the best screenshot you wish to provide.

· Open a word document and place your cursor at the beginning of the document.  Paste the screenshot by pressing CTRL-V (Control-V). 


· Save and name the screenshot to a personal folder (example:  1234567ss.doc)


· Then open the template.  Attach the screenshot file at the end of item “E” 


· For XP operating system users, to attach the screenshot file:  click Insert from the menu bar, select Object, click on tab labeled “Create from File”, click the Browse button, select the screenshot file from personal folder, click the Insert button, select the small box on the right labeled “Display as Icon” (this must be selected), and finally click OK.


· For other operating system users, attach the word document file either by doing a Click and Drag or Cut/copy and paste to the template.

G. This portion is to be completed by the Clearinghouse.  


G1.  Severity:  What severity level is recommended, and why? 

G2.  Workaround(s) (Required for Severity Level 2 and 3) 

G3.  What workaround have you discovered for this problem? 


G4.  If none, what workarounds were attempted, and why did they not succeed? 


_1104306142.doc
Screenshot attachment instructions:


Include screenshots of the problem, as many screenshots as necessary to clarify the problem, including RPAs and errors messages as a separate Word Doc attachment in the template. 


Step 1.  Have the problem displayed on your computer screen.  Copy the screenshot by pressing CTRL-ALT-PRTSCN (Control-Alt-Print Screen).  If there are layers of screen shots, CTRL-PRTSCN (Control-Print Screen) seems to pickup all those layers of windows and not just the top window.  Use the feature that captures the best screenshot.
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Step 2.  Open a word document.  Place your cursor at the top of the document.  
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Paste the screenshot by pressing CTRL-V (Control-V).  The screenshot will appear.
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Step 3.  Save and name the screenshot to a personal folder (example:  1027215ss.doc). ss=screenshot
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Step 4.  Then open the template and attach the screenshot file at the end of item “E” 
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. Screenshot attachment:
Tnclude sereenshots of the problem, as many screenshots as necessary to clarify the problem,
including RPAs and errors messages as a separate Word Doc attachment in the template
Have the problem displayed on your computer screen. Copy the screenshot by pressing,
CTRL-ALT-PRTSCN (Control-Alt-Print Screen).

Open aword document and place your cursor at the beginning of the document. Paste the
sereenshot by pressing CTRL-V (Control-V)

Save and name the screenshot to a personal folder (example: 1234567ss.doc)

Then open the template and attach the screenshot file at the end of item “E”

XP operating system users. To attach file: click Insert from menu, select Object, click tab
Labeled “Create from File", click Browse button, select the screenshot file from personal
folder, click Insert button, select the small box on the right “Display as Icon”, click OK.

e Other operating system users. Attach the file either by doing a Click and Drag or Cuticopy
and paste to the template

G. This portion is to be completed by the Clearinghouse.
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Step 5.  To attach the screenshot file, click Insert off the menu bar.  Select Object
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Step 6.  Select the “Create from File” tab
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Step 7.  Click on Browse button.  Select the saved file that has the screenshot and click in the Insert button or double click the file

[image: image8.png]Sl A mw| e Pl] - |8 x]

He ES Wew et Fomst Iook Tobe Mindow e Type & queston forhelp =
D8 &G BR@ o 1o - 2 E
Final showng Markup = show~ | €} 83 23+ &p - (3~ & B

: : : : : : ] =

Tinestewfanan <12 < | B 7 1 |

| A~ pcoOCS st e PCDOCS st Piture

nshots as necessary to clarify the problem,
Gzt Cestofrom e | e Word Doc attachment in the template
e pame: een. Copy the screenshot by pressing

- ows

tofie
?;‘;m o (example: 12345675s.doc)

Browse. 2|
_ lookin: [ wyDocments 5] @ < (| @ X O B - ook~

Inserts the cantents of the il int
document o that you can edt t
applcation which created the sout

¢ beginning of the document. Paste the

L

My Documents

I 16

Favorkes

e Other operating sy

Dragor Cuieopy | (b Flemsne = Insert

Places  Flesoftypet [alries < Cancel

i

. This portion is to

o~ [ | Auoshapes~ \ % I O [E 4l 5
Page2  Sect a4 A,

Sstort||| 1 &

2 0-L-A-=
N3 Col92 REC TRK ExT OWR (@D

| Byrachiqu.. | mbox .| BRTieRs -...| GBerivacy...| Elpevelo... | sauntite... | E)ssatta... |[@ocpos.

[BBERRS 2a0m







Step 8.  The screenshot file will now be reflected in the “File Name” field.  


The box that is labeled “Display as Icon” must be checked.  Otherwise, this process will not work.

Like so…AND CLICK ON OK
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The template will now have the attachment
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« Have the problem displayed on your computer screen. Copy the sereenshot by pressing
CTRL-ALT-PRTSCN (Control-Alt-Print Screen).
«  Openaword document and place your cursor at the beginning of the document. Paste the
sereenshot by pressing CTRL-V (Control-V)
Save and name the screenshot to a personal folder (example: 1234567ss.doc)
Then open the template and attach the screenshot file at the end of item “E”
XD operating system users. To attach file: click Insert from menu, select Object, click tab
Labeled “Create from File", click Browse button, select the screenshot file from personal
folder, click Insert button, select the small box on the right “Display as Icon”, click OK.

e Other operating system users. Attach the file either by doing a Click and Drag or Cuticopy
and paste to the template
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Other operating system users will be able to attach a word document file by doing a click and drag or cut/copy and paste.


Each error or screenshot does not need to be an individual attachment.  All screenshots, error messages, etc can be included in one word document file.
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ARMY CIVILIAN TYPE CODING 


INSTRUCTIONS & DEFINITIONS


1.  Coding AR-CIVILIAN-TYPE.  The Army Civilian Type code should be coded with the movement of an employee or input with an accession or conversion action.  It is an employee data field, and moves with the employee.  Only input Army Civilian Type if it changes, or if it is blank.



2.  The following Army Civilian Type definitions should be used when coding Army Civilian Type. 


101
EXPERTS AND CONSULTANTS - Individuals who are appointed to positions under 5 USC 3109.  The positions require employees who either have a high degree of scientific, professional or technical knowledge necessary for an advisory position or who are especially qualified either by education or experience for accomplishing challenging tasks in a particular field.  Theses positions require only intermittent and/or temporary employment and are categorized by pay plans ED, EF, or EH. 


101
TEACHERS IN DEPENDENT SCHOOLS OUTSIDE THE UNITED STATES - Individuals who are appointed to teaching positions covered by pay plan TP and are still serviced by Department of the Army rather than Department of Defense Dependent Schools.  


101
ADMINISTRATIVELY DETERMINED UNITED STATES CITIZENS -                          


Individuals who are appointed to positions whose salaries are administratively determined and not directly tied to either General Schedule or Wage Grade pay tables are categorized under the pay plan indicator AD.  Generally, these positions fall under authorities derived from title 10 USC such as the professors and associate professors of the United States Army Military Academy at West Point, New York.


101
CANAL ZONE SPECIAL SCHEDULE RELATED TO GENERAL SCHEDULE - This civilian type is used only in Panama and only for U.S. citizen employees appointed to General Schedule equivalent positions defined under the Panama Canal Employment System.  The pertinent pay plan is CZ. Civilian Type used only in Panama.


102
CANAL ZONE SPECIAL SCHEDULE RELATED TO WAGE SCHEDULES - 

This civilian type is used only in Panama and only for U.S. citizen employees appointed to wage schedule equivalent (prevailing rate) positions defined under the Panama Canal Employment System.  The appropriate pay plan is WZ. Civilian Type used only in Panama.

101
GRADED GENERAL SCHEDULE U.S. CITIZEN EMPLOYEES -    U.S. citizens who are employed in GS or GM positions covered by the General Schedule pay tables established annually and who do not meet the definitions of Civilian Types 124,130 and 305. 


PRIVATE 
102
FEDERAL WAGE SCHEDULE U.S. CITIZEN EMPLOYEES -            tc  \l 5 "102
FEDERAL WAGE SCHEDULE U.S. CITIZEN EMPLOYEES -                    "

Individuals who are employed in positions covered by regular wage schedules established by the Office of Personnel Management for defined geographical areas.  Includes pay plans WA, WB, WD, WG, WJ, WK, WL, WN, WO, WR, WS, WT, WU, WY, XF, XG, XH, XL, XP and XS.


101
GRADED PANAMANIANS - Foreign nationals employed in Panama who has been hired for General Schedule equivalent positions.  They are comparable to CZ employees but are covered by pay plans NE, NM, and NX. Civilian Type used only in Panama.


102
CIVILIAN WAGE BOARD PANAMANIANS                                                     

Foreign national employees in Panama who are paid from the wage schedule approved for Panama.  The appropriate pay plans are MG and ML. Civilian Type used only in Panama.

105
KOREANS (DIRECT HIRE) – Foreign national employees in Korea other than those employees considered Korean Service Corps employees.  This category is used only in the Pacific Command and covers pay plan IE.


110
OTHER DIRECT HIRE FOREIGN NATIONALS – All other individuals whom are foreign nationals employed by the Department of the Army under U.S. employment conditions.


PRIVATE 
121
SENIOR EXECUTIVE SERVICE/CIVILIAN EXECUTIVE SCHEDULE - tc  \l 5 "121
SENIOR EXECUTIVE SERVICE/CIVILIAN EXECUTIVE SCHEDULE          "

Individuals in positions covered by either the Senior Executive Service or Executive Schedule pay plans designated by ES or EX.  This also includes positions in pay plans IP and IE.


124
GENERAL SCHEDULE RESERVE COMPONENT TECHNICIANS - GS or GM employees who are enrolled in the Army Reserves as a condition of employment.  DIN S1B, Reserve Category Group, must be coded as 6, 7, 8 or 9. 


PRIVATE 
Reserve Category Groupstc  \l 5 "Reserve Category Groups"

6
RESERVE TECH/SEL RES (DUAL STATUS)


7
RESERVE TECH/IRR (DUAL STATUS)


8
RESERVE TECH/STANDBY RES (DUAL STATUS)


9
RESERVE TECH (DUAL STATUS)


125
WAGE SCHEDULE RESERVE COMPONENT TECHNICIANS - Prevailing rate employees paid from one of the W# wage schedules listed under Civilian Type 102 who are enrolled in the Army Reserve as a condition of employment.  DIN S1B will indicate a Reserve Category Group of 6, 7, 8 or 9 as defined above.


130
HQDA INTERNS - Individuals on intern positions centrally funded by HQDA.  When DIN JES (UIC) equals “W4CMAA”, when the Army AMS Code in DIN X1B equals “334751.1####” and when DIN BYJ (SPEP code) equals “A” or “H”, the positions fit this category.


202
GERMAN NATIONALS (INDIRECT HIRE) – Individuals employed under host nation employment conditions specific to Germany.  This category is for all tariffs that are governed by German labor law and only applies to United States Army Europe. (USAREUR).


204
KOREAN SERVICE CORPS (INDIRECT HIRE)  – Foreign national employees in Korea who are employed under pay plan IW.


205
JAPANESE MASTER LABOR CONTRACT (INDIRECT HIRE)  – Japanese employees who have a recognized trade or craft or are in an unskilled manual labor occupation.  These positions are categorized under pay plans JA, JB, JD, JE, JF, and JX. 


PRIVATE 
206
OTHER INDIRECT HIRE FOREIGN NATIONALStc  \l 5 "206
OTHER INDIRECT HIRE FOREIGN NATIONALS"

305
STUDENT EDUCATIONAL EMPLOYMENT PROGRAM - Individuals who are employed using the Schedule B 213.3102(a) and (b) appointing authorities for the Student Temporary Employment Program and the Student Career Experience Program.  This category applies to students who are enrolled in an accredited high school, technical school, vocational school, two or four year college, graduate school or professional school.  
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