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Purpose

Use this procedure to update the Retention Allowance Review Date.

Trigger

Perform this procedure when the annual review of retention needs to be updated.

Prerequisites

o Review the Retention Allowance element entry to obtain the review date currently
residing in the record. This date will be used as the effective date on your NOAC 810
RPA.

Menu Path
Use the following menu path(s) to begin this task:
e Select CIVDOD PERSONNELIST
e to go to the Request for Personnel Action navigation menu item.

e Select Salary Change to go to the Other sub-menu item.
e Select Other to create the Other Salary Change RPA.

Helpful Hints

¢ Review the Pay 500 to verify what flowed to payroll
e Check DCPS to make sure the retention allowance amount flowed correctly to payroll.
e Attached below is a sample of the RIP for Annual Review of Retention Allowance.

—
P
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Procedure
1. Start the task by reviewing the People=> Assignment=> Entries=> Retention Allowance

element entry values.

Navigator - CIVDOD PERSONNELIST
&% ravigator - CIVDOD PERSONMELIST

Functions Docurnents
People:Enter and Maintain

Enter people, assignments and applications

Request for Personnel Action Tap Ten List
Mass Actions . Civilian Workflow Inbox
Civilian Inbox . Assignments Folder
Workflow Inbox . Requests: Submit
Complaints Tracking . Payroll 500 format
Breakdown Folder . Assignments Folder WORKFLOV
- People 4 |5 Combined Person & Assignment
. Define PA Request - Cancellatio
+ Maintain Using Templates . Customizahble Workflow Worklis
+ Total Comp Contribution . Define Position
+ Total Comp Enrollment . View Worker Assignment Histon
+ Total Comp Participation
Manage Contracts
+ Mass Updates for Person
Reimbursement Requests
Recruitment
Work Structures
PSEUDOSFA0
+ View
Processes and Reports
Coredoc
PAYS00
Pay Status
Local Tables

[ R = I = O O, I TR L

2. Double Click Enter and Maintain
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The Find Person window will display.

'% Find Person

3. As required, complete the SSAN field:

Field Name R/O/C Description

Social Security R  |Complete the Social Security Number field.
Example: 555-55-5555

Find

4, Click

People

Nama
Person Type for Action
First Person Types

Title Employee
Prafix

Last

Identification

b . Employee ~F136431 _
Hliddle Social Secunty  EEEREEREEEE

Fearsonal

Hirth Date Age |

Town of Birth | Status |
Ragion of Birth Nationality |
Cauntry of Birth Registered Disabled |

Effactive Dates

FEE 20.0CT- 1936 e 00 Latest Stait Date FORGSRIL] g |
cars omaion [| —Specer o
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5. Click Agsignment

Assign
—

ment(Mays, Gregory P)
riat Ma':.-'s, Gregl:lr':f' u]

B B ESIEGEE RECURITY SUPPORT |
D080.5ecurity Administration [080) 43616.SECURITY SPECIALIST (POLYGRAP
Bivreekly
ive Appointment

Salary Informnation

Salary Basis |
— Review Salary - Review Performance

Ewary | Evary [

Effective Dates

Al 16 -JUN-2002

6. Click. Entries

Element Entries(Mays, Gregory P)

7. Click the Retention Allowance element:
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3. Click[ Entry “alues

Entry Values(Mays, Gregory P)

(B Entry walues s, Gregory P

Earthear Entry Information

9. As required, review the following fields:

Field Name R/O/C Description
Date R Current Retention Review Expiration Date.
Example: 01-MAY-2004

@ Note the date field. This will be the effective date of your NOAC 810.
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Navigator - CIVDOD PERSONNELIST
10. Now let’s take care of the NOAC 810 RPA:

'ﬂ'ﬁ Mavigatar - CWvDOD PERSORMNELIST

Functions

Request for Personnel Action:

Enter Personnel Action Information

Tap Ten List

. Civilian Workflow Inbox

. Assignments Folder

. Regquests: Submit

. Payroll 500 format

. Assignments Folder WORKFLOV
. Combined Person & Assignment
. Define PA Heqgquest - Cancellatio
. Customizable Workflow Worklis
. Define Position

. View Worker Assignment Histony

Mass Actions
Civilian Inbox
Workflow Inbox
Complaints Tracking
Breakdown Folder
People

Recruitment

YWork Structures
PSEUDOSFA50

Yiew

Processes and Reports
Coredoc

PAYSOD

Pay Status

Local Tables

QOO Ak WNa

11. Click * Request for Personnel Action

12. Double click Salary Change.

13. Double-click Other Pa
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Request for Personnel Action (Other Pay, Routing Group:AIR FORCE) will generate.

14. Complete the effective date block 4 based on the date you found when reviewing the current
Retention Allowance Element entry date.

Change Family Status

Requesting Info
~ PART & - Requesting Office

.E:!E'-.:IJ-':-'EH'EH Pargonnel Actloh (Olhet Pay, Routing GRoUpAIR FORCE) el rirr e el el rlee el el el el e e el e e e e e

1 Actions Requested 2 Request Mumber

|0lher Pay E

3 For Additional Infarmation Call (Full Mame) Telephone Mumber 4 Prop. Ef. Date  ASAP
-

4 Action Reguestad By (Full Mame) Titla Request Data

B Action Authorized By (Full Mame) Titla Concurrence Data

| t |

— PART B - For Preparation of SF 50

1 Last Mame First Name Middle Mame

| hidarys IGregum lF'

2 Social Security Mumber 3 Date of Bith 4 Effective Date

| 555-55-5555 05-MAY-1955 o1 may 200 S
~ FIRST ACTION . SECOND ACTION

5.4 Code  5-B Mature of Action B-A Code  6-B Mature of Action

5-C Code 5.0 Legal Authonty B-C Code - 6-0 Legal Autharity

5-E Code  5-F Legal Authority E-E Code - 6-F Legal Authority

l History I Extra Information I Person l Position I Others... -

15. Click in block 2 and enter the SSAN then TAB.

16. Asrequired, complete the NOAC and the LAC.:

File name: HOW TO UPDATE Version: Not Started Oracle Parent
RETENTION ALLOWANCE Last Modified: 5/25/2004 8:50 AM Page 8/14
REVIEW DATES.DOC

Reference Number:



Title: How to Update Retention Allowance Review
Dates

Category 1:
Category 2 :

(5-A) First Nature of Actions
First Matur

e of Actions

Find g3

10 in Allo

Mlature of Action
vancelDifferen

Admin Uncontralled Owvertime

g1a
a8149 Aovailability Pay
ABE0 Retention Allowance MTE
AREZ Expiration of Retention Allowance
A
17. Select Chy in A

16, ool 2]

Request for Personnel Action (Other Pay, Routlng Group AIR FORCE)

Reguesting Info

~ PART & - Requesting Offic
1 Actions Requested 2 Reguesi Number
[Other Pay |04 mAYDPCXTODODEIIIT
A Far Additional Infarmation Call (Full Mame) Telephone Mumber 4 Prop. EA. Date  ASAP
]|
5 Action Reguested By (Full Name) Title Request Data
B Action Authorized By (Full Mamea) Titla Concurrence Data
~ PART B .- For Preparation of 5F 50
1 Last Mame First Mame Middle Name
May= |Gregory |P
2 Bocial Security Mumber 3 Date of Birth 4 Effective Date
555-55-5555 01-MAY 2004
- FIRST ACTION SECOMD ACTION
5-4 Code  5-B Mature of Action B-A Code 5-B Mature of Action
{810 |Chyg in Allowance/Differential | [
5-C Code 5-0 Legal Authorty B-C Code 5-0 Legal Authority
5-E Code 5-F Legal Authority 6E Code  BF Legal Authority

History

l I Euxtra Infarmation .

Berson

l Position l Others... .
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19 .Click in block (5-C) First Legal Authority Codes 1
First Legal Authority Codes 1 4

Find X

Legal Authority

PL 105-277
FS Act of 1980
51)5.C.95

32 L5.C. 70a0k)

A2 USC F0a

38 L1.5.C. DA Authority
51)5.C 5754 |
5105.C. 5758

515 5941

PL 103-337

P.L 104-106

28 1L.5.C 602
F.L.101-509
F.L. 104-50
F.L.107-71

20. Select the appropriate Legal Authority Code (LAC) IAW the Guide to Processing Personnel
Actions (GPPA). In this example we chose "/Fis

21, o 2]
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Request for Personnel Action (Other Pay, Routlng Group AIR FORCE)
for Personnel Action (Other Fay, Routing Group AR FORCE) 2.0 e

Requesting Info
~ PART & - Requesting Office

1 Actions Requested 2 Request Mumber

Other Pay D4MAYDPCXTOD00B9IITS

3 For Additional Information Call [Full Mame) Telephone Mumber 4 Prop, Ef. Date ASAP
| l l .

4 Action Reguested By (Full Mame) Titla Reguest Data

6 Action Authorized By (Full Mame) Titla Concurrence Date

| t |

~— PART B - For Preparation of SF 50

1 Last Name First Mame Middle Mame
Marys IGreguw lF'
2 Social Security Number 3 Date of Birth 4 Effective Date
ISSS-SS-SSSS | [m_hm'f;gnm

~ FIRST ACTION . SECOND ACTION
5.4 Code 5.8 Mature of Action B-A Code  B-B Mature of Action
810 |Chg in Allowance/Differential [ |
5-CCode 5.0 Legal Authority B-C Code  B-01 Legal Authority
VPG 5 1.5.C. 5754 [ |
H5-E Cudle_ |5-F Legal Authority [B-E Code  B-F Legal Autharify

[ History l Extra Information l Eerson l Position l Others... .

22. Click @ the save toolbar button .

Demsmn

Action n

Cancel

23. Click
action to HR.

when the routing window displays select the Update HR option. Update the

24. Click BEAREEEN 5|53

File name: HOW TO UPDATE Version: Not Started Oracle Parent
RETENTION ALLOWANCE Last Modified: 5/25/2004 8:50 AM Page 11/ 14
REVIEW DATES.DOC

Reference Number:



Title: How to Update Retention Allowance Review
Dates
Category 1:
Category 2 :

25. Review the Retention Allowance Element by navigating to the Find Person window.

% Find Person

Full Marme

social Security
Search by numhber

Type

Mumber

26. As required, complete the SSAN field.

Find

27. Click

Gender CETENINNNNSS ctio

Ferson Type for Ac
Person Types

Employee

Identification

Employee -
Saoci ity

Parsonal

Hirth Date Age

Towr af Birth Status
Region of Birth Mationality
Country of Birth Registered Disablad

Effective Dates

Hi 20.0CT-1986 7o [ Latest Start Diate R s pEL Hd B

28. Click Agsignment
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Assignment(Mays, Gregory P)

sy, Gregory P

G EEHE S SECURITY SUPPORT |
Job LIER43616.SECURITY SPECIALIST (POLYGRAP
E Biweekly
fve Appointment

Salary Information

Salary Basis |
-~ Review Salary - Review Performance

Every | Every [

Effactive Dates

Fel S 16 JUN 2002

F

29. Click. Entries

avs, Gregory P

10 2004 Bi-Week [D2-KMAY. 2004 - 15.1

otal Pay Recurring | 1. J 11-JAH-2004 =
Basic Salary Rate Hecurring | 11-JANH 2004
ljusted Basic Pay |Recurring 11-JAH-2004
|Retention Allowance Recurring ! 1 | 1-MAY 004
Dther Pay Recurring J 11-JAH-2004
Locality Pay Hecurring | 11-JAN-2004
P Hecuming | Il = -DEC-2003
Health Benefits Hecurring J-AUG-1997
FEGLI HRecurring : -SEP-1997
Retirement Plan Recurring i 1. ) -SEP-1997
ithin Grade Increasa Recurring 1.5EP.2003 | -
Entry Values Balance Grossip Ohars. .
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30. Click Retention Allowance entry value

SR IR s | Gergory P

Fercentage

I

Further Entry Information

Date Earned

Fayee Details

31. You have completed this task.

Result

You have now extended the Annual Review of Retention Allowance Review date to one year
from the last review.

Comments
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