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1. Sys Admin — Deleting RPAs. A new process was created that allows system administrators to delete
a specified uncompleted RPA (those RPAs that are not in an ‘Update HR Complete’ status). This new
process became available when Patch 50 was loaded to the production databases on 17 Aug 2003 and is
only accessible through any responsibilities that are in reporting group ‘System Administrator Reports’.

Steps to use this process:
a. If Employee name is known:

Log in as responsibility ‘System Administrator

Go to navigation path: Requests 2 Run

Select OK for Single Request

In Name Drop Down List, select ‘Delete Uncompleted RPAs’

A Parameters window should open up. Enter the name in as the search criteria and then
press OK. If you know part of the last name, you can type in what you know following by the
percent sign, then <TAB> (e.g. TAYLOR%).

Run this Request...

Delete Uncompleted RPAs

American English
Languages...

At these Times...

Run the Job ! NEEN Taylor'|

Upon Completion...

Submit Cancel
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e Select the RPA that you wish to delete. Only the RPAs that are NOT in ‘Update HR Complete’
status should show up in the list. Click OK once selection is made.

Ermpl

EGEITavlor, %

Tavylar, Alexander {E9410) 20-APR-03 - Individual Time Off Award

Taylor, Andrew P (803280) 04-MAR-02 171 - Excepted Appointment NTE 311
Tanilar, Ann | (98047 2E-AUG-03 345 - Termination-Exp of Appt

Taylor, Anneliese (74443) 10-AUG-03 893 - Within-grade Inc

Tanlar, Algoy Crr (87153) M-JUN-03 002 - Correction

Taylor, Carl A (76619 12-JAMN-03 001 - Cancellation

Taylar, Carollyn D {E9790) 09-mMAR-03 781 - Change inWork Schedule
Taylor, Charlie Ryan (70700} 04-mMAY-03 301 - Retirerment-Disahility

Taylar, Charlie Ryan (62700) 18-JUN-03 893 - Within-grade Inc

Taylor, Christopher R (60644) 06-MAR-02 317 - Resignation

Tanlor, Christopher R {71284) 05-MAY-03 840 - Individual Cash Award

Taylor, Cynthia C (48817) 28-JAN-03 721 - Reassianment

Tanlor, Danny K {70019} 24-APR-03 001 - Cancellation

Taylor, Deharah A (40261) 12-JAMN-03 893 - Within-grade Inc

Taylor, Debaorah A {70720) 04-mAY-03 350 - Death =
Trwdne Cinkneak i 02272 10 1 na A rinatinn Annaintant n O
N R R e e )

Delete Uncompleted RPAs
Taylor, Alexander (73924)

American English
T

At these Times...

IR LENG S As Soon as Possible

Upon Completion...

] Output Fi

'
SilSu bld663_p035d ps

Refresh Data Find Reguests Submit a New Request...
ilti% Delete Uncompleted RPA 73924 =
180980 |Delete Uncompleted RPA Completed  [Warning 47846
180979 |Delete Uncompleted RPA Completed  [Warning 54243
180715 |Purge Obsolete Workilov ., 0, TEMP
180689 |Delete Uncompleted RPA Completed  [Warning 59127
180686 ][Delele Uncompleted RP£ Completed Warning ][
180679 |Delete Uncompleted RPA Completed |Warning 98284
180647 |Pracess Mass Salary Completed  [Warning 613, CREATE
180636 |Purge Concurrent Reque REQUEST, Age, 30, ,,,,,... 7.
180635 |Workflow Background P oL NN =
Hold Reguest Wiew Details... Wiew Cutput
Cancel Request Diagnostics Wiew Log...
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b. If employee name is not known, but PA REQUEST ID is:

Log in as responsibility ‘System Administrator

Go to navigation path: Requests 2 Run

Select OK for Single Request

In Name Drop Down List, select ‘Delete Uncompleted RPAs’

A Parameters window should open up. Click on the down arrow to see the drop down list.
This will bring up all RPAs. A Caution window may pop up (if the number of rows exceeds
3000) and a user can decide to see the partial list or have the system retrieve the entire list.
Regardless of whether sees the partial list or the full list, the list will be alphabetical by name.
User can query for the PA REQUEST ID (for example, %12345%, click FIND) — if the system
finds that PA REQUEST ID, it will populate the employee name and PA REQUEST ID in the
parameters line of the Request screen.

Run this Request...

Delete Uncompleted RPAs

American English

Show Partial List

Employes Mame | EFFECTIVE DATE | FIRST MOA

AMCKGPR, Loiwcatah MLYRC (54434) 05-APR-03 840 - Individual Cash Award
AMIFPL, PIQQICD G (45668) 06-APR-03 893 - Withir-grade Inc

AMIIFR, WPJLYI T 11 (74328) 10-AUG-03 893 - Withir-grade Inc

AMPPLM, RCGGQIL P (48155) 20-APR-03 893 - Withir-grade Inc

AMPPR, QPUIIL L [35841) 25-0CT-02 002 - Correction

AMYCRG, DIFILQAL (37811) 13-MOY-02 001 - Cancellation

AMYCRG, Dermy (53028) 26-JAN-03 841 - Group Cash Award
ANDRESEN, AMY B (40511) 10-DEC-02 A026 - Emergency Hire NTE 17-DEG
ANDRESEN, AMY B (78455) 05-JUN-03 MO12 - Appointrnent MTE 01-DEG-20
ANDRESEN, HEATHER C (41350) 10-DEG-03 AD18 - Appointment - Transfer of Fu
ANDRESEM, MICHAEL A (37874) 02-AUG-03 101 - Career-Cond Appointrment
ANGEL, FOUR SQT (R5061) 26-JAN-03 893 - Withir-grade Inc

ANGEL, FOUR SQT (85661) 26-JAN-03 893 - Withir-grade Inc

ANGELAF, AFAAAAR (97574) 20-0CT-02 101 - Career-Cond Appointrment
ANGLIN, CHGTEMURE (38422) 05-JAN-03 108 - Term Appointment MTE
ANGLIN, CHGTEMURE (75623) 12-MAY-03 101 - Career-Cond Appointrment

AR 1-1=1~

e Enter the pa request id as the select criteria. Only the RPAs that are NOT in ‘Update HR
Complete’ status should show up in the list.
e Press SUBMIT button.
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NOTE: A Process Log DELRPA is created each day where at least one request to delete an RPA
through this process has been submitted. This Process Log DELRPA is an accumulator and documents
all RPAs deleted in this process for a single day. For example, if a user deletes 3 RPAs in the morning
and checks the process log right afterwards, it will show the 3 RPAs. If another RPA is deleted in the
afternoon, same day, the process log will then reflect 4 RPAs.

Sample Process Log DELRPA entry:

DELRPA 21-AUG-2003

Success PA Req ld: 47846
.Success PA Req Id: 54243
Success PA Req Id: 73924
PA Request 1d: 47846 -

PA Request Successfully Deleted

2. Processing Cancellation and Correction. To process a cancellation or a correction to an action that
was accomplished in the Oracle data-base, use the Navigation Path: Request for Personnel Actions >
Cancellation/Correction and the following window will display.

e Enter query mode <F11>, type in a Name (Last Name, First Name, |) or Social Security Number
(xxx-xx-xxxx). A wild card (Wh%) should be used if an exact match is not being used for the
search.

o Execute query CTRL <F11>. When the system finds a match it will populate the Full Name and
Social Security number fields. If using wild cards in your search, scroll up or down in the Full
Name or Social Security fields until you locate the record. THE PENDING OR PROJECTED
RPAs WILL NOT POPULATE AT THIS POINT!

e Once you have selected the record, click in one of the columns in the lower half of the form and
the system will populate the RPAs associated with the record.
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Check

Box WHITE, ANTHONY J 699.08-0601 o
WHITE, RENEE M -
White, AAA 699.12.5501 -

Hide Corrections

Effective Date Process Order MNOA Code Status Family MOA

Re-route Cancellation Correction

iffstart H G = H Crbox...| @reme...| &lhttpsi...| Eorad... |[Eorack.. &t | Gjcipo...| c.wha..]E

Note 1: The check box is not automatically selected. If the check box is selected when executing
a query in the Cancellation/Corrections window, your query will retrieve both the Full Name, SSN
and all RPAs associated with the records retrieved in the search.

Note 2: If the check box is not selected, your query in the Cancellation/Correction window will
return all record types (i.e. Applicant, Employee, AGR) because there is no check for RPAs until
you click in one of the columns in the lower half of the form. You will receive the message “FRM-
40350 Query caused no records to be retrieved” on the message line if you select a record that
does not have any RPAs processed against it.

3. Browser Setup. When a user is already at a web site in Microsoft Internet Explorer and opens 11i, it
may take over the current web site, depending on the user’s browser setup. In order to keep this from
occurring, the user will need to deselect the “Reuse Windows Launching Shortcut” in their browser. To
do this, the user will need to go to open Explorer, go to the Tools, select Internet Options and select the
tab titled Advanced. Scroll down to Reuse Windows Launching Shortcut and remove the “X”. Select
the Apply button.

4. Locating an Employee record by the Person ID. When users are working in the Process Log area
where a record is identified by the Person ID, the Person ID is not the same as the Employee ID on the
Person window (as many may have assumed). By using the following steps, users will be able to identify
the Employee record associated with the Person id in the Process Log error.

ORA-20001: Assignment ID Invalid. Person id: 42944 Assignment id: 42937

ORA20001: Assignment ID Invalid. Person id: 41759 Assignment id: 41755

To find an Employee record by using the Person ID, navigate to People > Enter & Maintain — user needs
to close the ‘Find Person” popup window to get to the main Person screen. When the Person window
opens:

» Enter query mode (F11)
» Type an ampersand (&) in the Last Name or Social Security field and execute query (CTRL F11)
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» Type ‘Person_ID = 42944’ in the Query/Where window that opens, click OK. The employee with
the Person ID used in the query is now displayed in your Person Window.

» Itis extremely important that an underscore is used to link Person ID. It does not matter if it is
typed in all caps, all lowercase, a mixture of upper/lower case. It also does not matter if there is a
space between ID and the equal sign or the equal sign and the number.

Examples of how this information can be typed in the Query/Where Window:

e Person_id =42944 PERSON_ID = 42944
o Person_ID = 42944 Person_id=42944
e person_id = 42944 PERSON_ID= 42944

5. TSP Catchup Processing. A new assignment element was added in Patch 50 to support processing

of TSP CATCHUP Contributions through DCPDS to the payroll system. Changes have also been made
to EBIS/IVRS processes to support employee election of this new contribution through our employee self
service systems. Elections may be entered to DCPDS at any time with the earliest effective date of

7 Sep 2003.

a. TSP Catch-up Contribution particulars as documented in Thrift Savings Plan Bulletin 03-4
dated February 7, 2003:

1.
2.
3

Employee must meet age eligibility in the calendar year of election.
Employee must be contributing to TSP at the time of election.
Election can be made at any time throughout the year, but must be effective at the
beginning of a pay period.
More than one election may be made in a year provided the catch-up limit is not
exceeded.
An election may be modified at any time during the year to increase or decrease the
contribution amount. Effective date must be the beginning of pay period for a
continuing contribution change.
Election will be made as a bi-weekly whole dollar amount.
Payroll system is responsible for stopping the contributions when

a. The total contribution has met the maximum specified for the tax year.

b. The end of the last full pay period of the tax year is reached.
Election may be terminated at any time by the employee and will be effective at the
end of the pay period in which the termination request is received.
Catch-up contributions will be terminated automatically by DCPDS if

a. The employee terminates regular TSP participation

b. The last pay period of the tax year is attained.

b. General DCPDS processing guidance:
o Election of the bi-weekly contribution amount is recorded as whole dollars only
e User must date-track to the beginning of pay period date that the election will be effective
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o Edits are not provided for maximum contribution amount. DCPDS does not have all the pay
factors needed for accurate determination of the maximum amount applicable to the
individual employee.

e Entry of election will be through EBIS/IVRS election or as a direct element update. Screen
shots of direct element update are provided.

Direct Element Update Steps: Initial Election entry

a. Select the employee record and navigate to the assignment screen

b. Click the entries button to open the Element Entries window and verify that the employee is currently
participating in TSP.
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c. Date track to the TSP Catchup Election Effective Date (beginning of pay period not earlier than 7 Sep
2003). Place your curser in the first available Element Name block or select the “New” entry button on
the tool bar to add a blank field. J

By BL8AP ENE LTS 2
Processing Types i
[ ] i Adfiiona 15 7000 | Wask fIf SEP 2003 . 70
Eifective Dates
To
Basic Salary Rate Recurring s
\Adjusted Basic Pay Recurring i Satary Rain m :m N
Imminent Danger Pay Recurring K |Adjusted Basic Pay Recurring SNTTE
Other Pay Recurring NOY.- {Immineni Daages Pay Facurring 11 SEP 2001
o (ot Pay Racurring OV
= c ILocality Pay Fecurring 3140 2000
Racairing U
de leakth Desefits Recuriag -
FEGLI Reruring MOV
(utirmman Plan ] MO 1
Non Pay Hours on Pay Haurs Fecurring -
Tt rade Incease
Ertry Vijuun Lthars

nrer, Trarrt
Processing Types

19 2003 Bi-Week {07-SEP-2003 - 20§

-
19 200] Bi Waek I7 SEF 200 - 20 -

atal Pay. Recurring
Bersie Salary Raie Recurring
Adjested Daskc Pay Recaning Element Mame | Processing Type
Stafling Differential Recurring
Racarring Standing TDY Advance o
Othes Pay Recering Supervisory Differential Recurring
Supplemental Pay Recurring
Lacality Pay Recunting Supplemental Post Allowance Recurring
SvII1 Cleaning Maint Inside Boiler Recurring
I SIEEA SvIIZ At Ternp of 40 Degr Centiar in Bailer Recurming
Hleakth Denebis Racariing Termporary Lodging Allowance Recurring
Tropical Differential Recurring
HEGLL Hecursing TSP Catch Up Cortribution Recurring
S Tution Reimbursement Monrecurring
tecaring UK Retirement Plan Recurring
Uniform Allowance Monrecurring

e. Select TSP Catch Up Cont
button.

mrpr, Tmrrit D
rpr, Trarit D)

Addit

13.JAN-2002

07.SEP-2003
Basic Salary A 13-JAN 2002
Adjusted Basic 13-JAN 2002
Imminent Dan 11-SEP-2001
Other Pay 07-NOV-1999
Locality Pay 13-JAN-2002
TSP 01-JUN-2003
Health Benefit; 23-DEC-1994
FEGLI 07-NOV-1999
Retirement Pl 07.NOV-1999
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f. Key in the Bi-Weekly contribution amount as whole dollars only. Save the update.

Fusbo Erry nkmation

e

g. PAY500 transaction is created with “NOA” CUN to update payroll with the new TSP Catch Up election.
The contribution amount will be reflected in positions 326-330.

PAYROLL 500 CHARACTER FORMAT

VN 330100105 LU RS ELEN 2 1 - AUG-2003 11:06:24 HOA Effective Date [iigEid:Rouk]
HOA Sevicing Office ID Aljenr:ym Payroll Office ID m

1 2 3 4 5 6 7 a8 -] 0
123456789012345678901234567890123456789012345678901234567890123456 /1890123455789012345678901234567890

+++++330100105SAMRPR+THRRIT+DH++++++++++++47031710+691223DD+12 1944123 CUNO30$07GS0342++1504PA51010001

1 2 3 1 5 6 7 8 9 o
12345678901234567890123456789012345678901234567890123456789012345678901,3456789012345678901234567890
3+1274 FO. 941223 +0000105000000000. -DGETH- 00008 ++E L++++++

1 2 3 1 5 6 7 8 9 o
1234567890123456769012345676901234567890123456789012345678901234567690123456769012345678901234567890
71300 ADB++02011 PE 950101

1 2 3 4 5 6 7 8 9 o
12345678901234567890123456769012345676901234567690123456789012345676901234567689012345676901234567890

44+ttt ++++09083 900DD0 152 ST++++193 6++0000:

1 2 3 4 5 6 7 a8 -] 0
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890

-+ 1042 5000000000000000 02500 40+++++203082 1110623

Direct Element Update Steps: Modification or correction of a of an existing entry

a. Bring up the employee record, navigate to the Assignment Entries and date track to the appropriate
effective date of the modification or the original election start date if you are correcting the original entry.
Refresh the view to bring the elements back to the screen. Locate the TSP Catch Up Contribution entry.

Procuming Types T3 Hi Week (1-5EP2003 . 4.

172003 B Wk 104062003 - 21 I8
I -

TSP e e SEP20 -]
Adjusted Basic Pay Tatal Pay Recarring AR 2008

Imeinent Bangur Pay [Elusic Salary Rt Piacurting AN 200

oter Pay Adjited Basic Pay Grcuring 3. 2002

Ly ey Imaintst Danges Pay Recuriisg SEP201

e [Othar Pay Pacsring fuiadicad Iy
Hualih Bunafits L sty Pay Ferurring AN

Ll Recuring SN 246

o e bt b = e

et — e

S s i
e —
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b. Open the Element using the Entry Value button. Change the amount to the new value.

mminent Danger Pay
Other Pay.

Locallty Fay

TSP

Health Benefits
FEGLI
Hatlrpmant Flan

07_NOV_1999
07-NOV-1999

Further E

Further Entr;

T =

c. Click the save button. Select Update (if making a modification to a new amount) or Correction (if the
original entry is to be corrected).

formation

d. System will respond that the update has been applied and saved. Click the Save button to complete
the update.

Basic Salary Rate
Adjusted Basic Pay
Imminent Danger Pay
Other Pay

Locality Pay

TSP

Health Benefits
FEGLI

Retirement Plan

.l

Further Entry |

Entry “alues f Date Eamed
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e. PAY500 will be produced with “NOA” CUC. New or corrected election amount will be reflected in
positions 326-330.

PAYROLL 500 CHARACTER FORMAT

428330100105 Transaction Date ERRSNIc-IiERERETERE:| HOA Effective Date phRR-ioyEsk}
Hon [Sis Sevicing 0ffice I Agency m Payroll Dffice ID m

1 2 3 4 5 [ 7 8 9 1]
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890

++++4+330100105 AMRPR4THRR I T+D ++++++++++++++4703 17 10+691223DD+1219401 23 CUCO3 P2 1G30342++1504PA5 1010001

1 2 3 4 5 [ 7 8 9 1]
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890
3+1274 FO 8889E941223+0000105000000000 DGKTH: -00008++E 1

1 2 3 4 5 6 7 a 9 1]
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890
71300 AADE++020113 PE Yo5010

1 2 3 4 3 [ 7 8 9 0
1234567890123456789012345678901234567890123456789012345676901234567690123456769012345678901234567890

o0 G083 200D DO 1 675V +4+4++133 6440000

1 2 3 4 5 [ 7 B 9 o
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345676901234567690
++++++++4+444444410425000000000000000 0zs00 A0+++++2030821125618

Direct Element Update Steps: Terminating an election, employee request.

a. Bring up the employee record, navigate to the Assignment Entries and date track to the appropriate
effective date for the termination. The effective date will be the end of the pay period in which the
request was received. Refresh the view to bring the elements back to the screen. Locate the TSP Catch
Up Contribution entry.

(G 17 2003 Bi-Week (10-AUG-2003 - 23

2003 BiWeek (1.5EP2003 . 4.

Effective Dates

¥ To
Recuring

yRate Recurring TSP Cantribati Piecarting SEP 2003 =1
asic Pay Recurring (Total Pay Rcarring 1) LA 0
langer Pay Recurring [Busic Salury ke Fewaring 13 JAN 20
- Adijusted Basic Pay Recursing 13-JAN 2000
[lemsinast Dusgar Pay. Recurring 1.SEP 2001

Otine Pay Racurrisg MOV 19 -
docram Loy s e
Recurting U260
fleak Deselis Fucaming OIC 18
= = ==
Fetirement Plan Fecurting N1

Entry Vs (s,

Recurring

Recurring

Recurring .
Recurring [ N[ 07-NOV-1999
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c. Select End Date from the Decision window. The entry will disappear from the screen.

(0 6 || Ee- oo | By imcoino,. | € pwesist.| )

e. PAY500 will be created with “NOA” CUD. Zeros will be reflected in the TSP Catch Up Amount field.
(Screen shot not available as the PAY500 cannot be created for the deletion in a projected mode.)

6. New OPM Classification Standard 1603

In May 2003, OPM announced the new Occupational Series of Equipment, Facilities, and Services
Assistance, GS-1603. This OCC series has not been included in a Fed Patch. CPMS has submitted a
CRT to add the new series to DCPDS. It is currently scheduled for Patch 50.4 to be fielded on August 29,
2003. Until this series has been added to DCPDS, users will not be able to build positions with this
series.

7. POC is CPMS-AMD, San Antonio, DSN 487-6500 or Commercial (210) 652-6500.
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