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INTRODUCTION

The DCPDS Functional/Technical Tips and Observations (11i TIPs) letter has been established to
provide DCPDS users (1) clarification on DCPDS areas that users may not understand, (2) hints
on processing shortcuts, (3) new DCPDS functionality, and other relevant information. Each
issuance of the 11i TIPs will contain articles relating to the different areas affecting DCPDS. Any
suggestions or additional articles can be directed to Civilian Personnel Management Service, San
Antonio, Texas at (210)652-6500, DSN 487-6500 or email to Mitzy. Taylor@randolph.af.mil.

TABLE OF CONTENTS

Summary Category Page
1. FEGLI Open Season Information Benefits/Entitlements 1
2. Changing Hiring Status from Eliminated to Active | Position 5
3. Simultaneous Grade and Pay Retention Pay 7
4. Advisory Note to Workflow Inbox InBox 8
5. Requesting the SF-52 Tracking Actions Reports | Reports 10
6. AUTORIF Troubleshooting AutoRif 19
7. Geographic Location Codes Position 20

1. FEGLI OPEN SEASON INFORMATION.

For the next year, for employees that do not use IVRS/EBIS, the FEGLI Open Season Enroliment
code must be stored in Person>Extra Information>"FEGLI Open Season" DDF.

Employees that use IVRS/EBIS to make their FEGLI Open Season changes will have their
elections held until the effective date. Upon the effective date (September 4, 2005), IVRS/EBIS
send the FEGLI Open Season transactions to DCPDS, which in turn, will create the NOA 881
RPAs/NPAs. The DCPDS interfaces have not been modified and will act upon any data received
from IVRS/EBIS (just like it does today).

The Concurrent Program "FEGLI Automatic Process" has been coded for execution with an
effective date of 04-SEP-2005. Region users will need to submit the “FEGLI Automatic Process”
after WGlIs (and other actions) that are effective on 04-SEP-2005 have consummated. Edits
have been added that will check for pay status and duty status eligibility and for intervening 881
actions. This process will update the employee records and create the NOA 881 RPAs/NPAs.

To enter FEGLI Open Season for employees into DCPDS, user should navigate to People>Enter
and Maintain and then query for the employee record. Click on Extra Information button.
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User should click on
<F11>. Type in
%0Open%, then click on
<Ctrl F11> to execute

query

This query will take the user to the DDF for FEGLI Open Season. Place curser in Details to open
the DDF.

Click to place curser
in Details and the
DDF will open for
input

Click on LOV button to open the List of Values (LOV).
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This data field will hold FEGLI Open Season value until the Concurrent Program "FEGLI
Automatic Process" is executed. Under CIVDOD Personnelist or US Fed HR Manager
responsibilities, Region user should go to Processes and Reports>Submit Process and Report.
Under the “Name” field, user can select “FEGLI Automatic Process” from the LOV list or type in
‘FEGLI” and hit TAB. The FEGLI Effective Date will automatically reflect “04-SEP-2005". Region
user will need to type in Y’ or ‘N’ under “Run for all employees (Y/N)". If user types in ‘Y’, this
process will select all records in the region database with a value in FEGLI Open Season data
element. If user types in ‘N’, user will need to enter the CCPO IDs (up to 30) that they wish to
execute this process against.
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Run this Request...

Run for all er

N FEGLI Automatic Process
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At these Times...

SRR As Soon as Possible

Upon Completion...

all Output Files
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Consummation of the RPA will update the FEGLI element with the new code and null out the
FEGLI open season code in Person>Extra Information. The Process Log will contain errors
encountered during processing. Search for FEGLI% in the Fed process log. If a fatal error
occurs, an RPA will not be created. However, some errors including the edit conditions
mentioned above will produce a process log message with the RPA being created and routed to
the WGI inbox associated with the employee's personnel office.

4 oracle Applicat OSEMITE_SQT11

Program Name FEGLI Process Errors: s 30-AUG 2004

Message

A MNarne
|RPA Routed to Inbox

4 111 TIPS 04-04.doc



For employees who separate over the next year, upon consummation of the separation action,
the FEGLI Open Season code in Person>Extra Information will be made null. [f the separation
action is CANCELED, then the FEGLI Open Season code will be restored to its previous value.

For employees who transfer to new activities/components within the DCPDS CAO/Interagency
Transfer Process, the FEGLI Open Season code value will flow to the gaining region upon
consummation of the CAO/Interagency Transfer.

2. CHANGING HIRING STATUS FROM ELIMINATED TO ACTIVE.

If a position’s hiring status shows ELIMINATED and it should not be (i.e. position is occupied),
users can now delete the ELIMINATED position date track row and return the position back to its
previous hiring status (i.e., ACTIVE). To re-activate a position, the following steps must be
performed:

e Navigation: Work Structures — Position — Description

SS9 G328 BUDGET TECHNICIAN (OFFICE AUTOMATION).41172.AF0J.APPR
Lz S P Y S e iz
Position Details

Query the
database for
the Eliminated
position

Start Date |D5-0CT-1999
Date Effective Name |9G328.BUDGET TECHNICIAN (OFFICE AUTOMATION).41172.AF0.

Type |Single Incumbent I~ |Eetmarient I~ Seasonz
Organization & Joh
Organization |AF INST OF TECH AF0JWEDJFGE Proposed End Date |
Job |0561.Budget Clerical And Assistance {03561) Proposed End Date |

[— Hiring Status

Status |[Eliminated Start Date |17-DEC-2002 Proposed End Date | }
Location l399165[|5? Status |Va|id
Effective Dates
( Further Info [ ﬁ ]

From [17-DEC2002
“Watk Choices

Tol

alidate Qooupancy Ezxtra Information Citherg...

e Users must locate the date on which the position was ELIMINATED by clicking on the
Date Track History icon.

! Click on the
Date Track
History icon

From Date To Date

17.DEC2002 |
SCTTo0

16-DEC-2002

Full History

o Users must then date track to at least one day prior to the date on which the position was
ELIMINATED. Then click on the Delete (RED X) icon, or select Edit from the menu and
then select DELETE. Click on YES when asked “Do you really want to delete the
record?”
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e Users will be prompted with NEXT, ALL or PURGE. Users should choose NEXT. Users
may select ALL, but that would update the additional future records that the user may not
intend to update; therefore, it is recommended that users select NEXT. Save the
position. User should then click on the Validate Button to revalidate the position.

ACIUERN 9G328.BUD GET TECHNICIAN (OFFICE AUTOMATION).41172.AF0J.APPR
Click on NEXT,
click on SAVE Position Details | .
icon, then click
on VALIDATE —
QOrganization &
Organization
Job
Hiring Status |
Status
Location
r Effective Date
¢ Once the user re-queries the position, the end-date will be removed and hiring status

changed to ACTIVE.
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ElJnzn O Urjel 2 Bz
Pasition Details
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Start Date [D5-0CT-1999 |
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Hiring Status
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ACTIVE
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Hiring Sfatus
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( Effective Dates

From 05-0CT-1999 To | Further Infa (fox1
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3. SIMULTANEOUS GRADE AND PAY RETENTION.

Air Force shared an email from CPMS FAS that we thought to share with all users. This CPMS
FAS email addressed the rules for computing annual adjustments for GS and FWS employees on
simultaneous grade and pay retention (pay rate determinants U and V) — when an employee
would be entitled to 100% of the pay adjustment or 50% of the pay adjustment. Highlights from
the email are listed below:

If a GS or FWS employee is entitled to grade retention at the same time he or she is entitled to
pay retention, user needs to determine the basis for the entitlement because a retained rate can
be established under the grade retention provisions (5 U.S.C. 5362) or under the pay retention
provisions (5 U.S.C. 5363). If a retained rate is established under the grade retention provisions
due to a change in the applicable pay schedule, then the retained rate is increased by the 100%
rule. (See 5 CFR 531.205(a) (3) and FWS Operating Manual, S9-3.f(2)). If a retained rate is
established under the pay retention provisions, then the retained rate is increased by the 50%
rule in 5 CFR 536.205(c). For example, a GS-2210-9, step 4, $50,792, on SSR Table 999B,
employee is placed in a GS-335-7 position and is entitled to grade retention. The employee will
be paid under the General Schedule because the new position is covered by that schedule.
Because the employee's rate of basic pay exceeds the rate for GS-9, step 10, ($46,175), the
employee continues to receive his or her existing rate under the grade retention provisions and is
entitled to simultaneous grade and pay retention. In this case, the employee is entitled to 100%
of the annual increase at the maximum rate of the GS-9 grade because his retained rate was
established under the grade retention provisions.

Attached are two examples regarding pay adjustments for FWS employees who are
simultaneously entitled to grade and pay retention. The Office of Personnel Management
reviewed these examples and concurred with the computations.

Example 1 Simultaneous grade and pay retention as the result of one action

Effective June 2003, a WG-10, step 5, ($22.91ph), employee in the Washington, D.C.
area is placed in a WG-9 position in Norfolk, VA, and is entitled to grade retention. The
employee's pay is set at WG-10 step 00 ($22.91) because his hourly rate is greater than
the rate for WG-10 step 5, $18.91ph, on the Norfolk wage schedule. Therefore, the
employee is on simultaneous grade and pay retention.

A pay increase is effective July 2, 2003. An employee retaining an FWS grade, who is
also entitled to pay retention, is entitled to receive 100 percent of the annual wage
adjustment granted at the maximum grade added to the employee's retained rate of pay.

(2004) WG-10, step 5  $19.72
(2003) WG-10, step5  18.91
Difference .81
Entitlement .81
Employee's pay is increase to $23.72ph ($22.91 + $.81)

Example 2 Simultaneous grade and pay retention as the result of two actions

A WL-15, step 5, employee who was making $40.21ph in Alaska was placed in a WL-15
position in the New York City wage area on November 1, 2003. Because his rate
exceeded the rate on the New York City wage schedule for WL-15, step 5 ($30.13), he
was granted pay retention under 5 U.S.C. 5363. His pay was set at WL-15, step 00,
$40.21.

On February 15, 2004, the WL-15, step 00 employee who is receiving a retained rate
under 5 U.S.C. 5363 is placed in a WL-12 position as a result of a reduction-in-force and
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is entitled to grade retention. The employee under 5 U.S.C. 5362 is entitled to the WL-
15, step 5 rate of $30.13. However, since his entitlement under 5 U.S.C. 5363 of $40.21
is greater, that entitlement continues.

A wage adjustment becomes effective on April 4, 2004. Under 5 U.S.C. 5362, he is
entitled to the new WL-15, step 5 rate of $31.60. Under 5 U.S.C. 5363, the employee is
entitled to 50 percent of the increase in the maximum rate of his position. While the
employee is entitled to grade retention, the retained grade must be considered his or her
grade for pay and pay administration purposes. The employee, therefore, is entitled to
50 percent of the increase in the maximum rate of the WL-15.

(2004) WL-15, step 5, $31.60

(2003) WL-15, step 5, $30.13

Difference 1.47

Entitlement .74

Employee's pay is increased to $40.95 ($40.21 + .74)

Since this rate, $40.95, is greater than the WL-15, step 5 rate, the employee continues on
pay retention.

How does this affect DCPDS? Currently, there is nothing in DCPDS that identifies whether an
employee is entitled to 50% or 100% of the pay adjustment. Current NOA 894 Pay Adjustment
pay calculation routines in DCPDS for pay rate determinants U and V are only calculating new
basic rate pay with 50% of the pay adjustment. For those employees who are entitled to 100% of
the pay adjustment, users should process NOA 894 (either manually or through Mass Salary) and
the system will calculate 50% of the pay adjustment (employee’s basic rate of pay will be
adjusted accordingly). Users should then follow the pay adjustment action with a DoD Correction
to the 894 action (C894) and type in what the new salaries should be on the “To” side and update
DCPDS.

4. ADVISORY NOTE TO WORKFLOW INBOX.

Patch 52 (fielded on February 8, 2004) contained a fix to PR 15430, but after testing the problem
ticket, everyone agreed that the Workflow Inbox is still broke. The following reflects what is
happening today when a user selects an RPA and opens it.

e User selects the RPA that needs to be opened

24 Worklist - Microsoft Internet Explorer provided by AFPC —is]
Fle Edt View Favorites Tools Help | -]
Chak - > - @ & | @search GaFavortes Crisory | B &b B

Address [&] Lo Code— FULL _sct118language_code=U = 18BEEC —v =] @eo ||unks
ORACLE oee - -
= lose Window iclp esion
Workflow
Select one or more notifications from the list and Open or Reassign them using the appropriate buttons. ¥ou may also click on the notification subject to open a particular
notification |
Persanalize Full worklist query block
View [Tony's Inbox ~] (Go) (Permonalize ) (Smpie Searh)
Select Notification(s) and ... Open ) [ Reassign ) ( Closs )
Select All | Select Mone
[ Notification
PP Select SUBJECT From Sent Type Status To Closed|iD
T BPA . Individual Cash Award | Reg# 04JANDO0MNEWS QTO18749 06-Feb-2004 Federal HR - Open  Phigt, Grry 80433
Persannel Action
r EpA Req# 04F EBOOONEYWS QT018984 06-Feb-2004 Federal HR - Open  Phigt, Grry 80407
Persannel Action
[~ Update HR Complete - BRPA - Term Appointment NTE 17-JAN-200 04-Feb-2004 Federal HR - Open  Phigt, Grry B0188
Freo# 04FEBODONEWSQTO 159 Persannel Action
I~ BPA: Temm INTE 14-JAN-2007 ;. Rec# 04-Feb-2004 Federal HR - Open  Phigt, Grry B0177
DAFEBO00MEVWSOT015950 Persannel Action
T BPA Change in Data Element | Req# 04F EBOOONEYWSQT018970 04-Feb-2004 Federal HR - Open  Phigt, Grry 80166
Persannel Action
T EBPA: Promotion : Reg# 04 JANODONEVWSQTO18406 14-Jan-2004 Federal HR - Open  Phigt, Grry 7EA20
Persannel Action
I EPA_ Termination- In Arctic Research Commission 23-Dec-2003 Federal HR - Open  Phigt, Grry 54491
Feq# 03DE COOONEWSQTO 160 Persannel Action
T BPA Transfer : Reg# 030ECODONE' Q7017550 02-Dec-2003 Federal HR - Open  Phigt, Grry B1877
Persannel Action
I RPA: RTD (Return To Duty) - Regé# O3NOWIOONEVWWSQTD1 7346 20-Nov-2003 |Federal HR - Open CIVDODHR BO713
Persannel Action
T EPA Realignment : Reg# 03MOVDDOMEWYSQTO17331 19-Mov-2003 Federal HR - Open  CHDODHR BOBS0
Personnel Action
— [y —— s 10N TR Tranafar Anan CAO o
& [B [@ tnkernet
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e Clicking on the RESPONSE icon, the system now opens the blank page in a new
window, the Notification page also stays open (prior to patch 52, the blank page opened
in the same window). The RPA is still automatically opened for the user to work.

RPA . Individual Cash Award : Reg# 04JANOOONEWSQTO18749

 https://sylvestr.dcpds.cpms.osd.mil:8007 /dev60cqi/f60cgi?&appletmode=nonforms&HTMLpageTit
JF\Ia Edit ‘Wiew Favorites Tools  Help

From J d=cack - = - @) it ‘ Q@ Search  [iFavories  C#Histary | P S -

To Phigt, Grry
Sert 06-Feh-2004

JAddrBss I@ https: }isylvestr.dcpds. cpms. osd.mil: 007/ devE0cgiFa0cgi*&appletmade=nonformsBHTMLpage Title=8HTMI

Matification [0 80433
MName [ POl D'Arcy, En

Current Status ; INITIATE
Date Received : 06-FEE
Organization: DECA E.
NOA Family © Award/On

Second Action Request
References

Effective Date : Propose ORACLE

Routing Group - CIVDOI €-businesssuite

First Action Requested Copyrght ©1998, 1999, 2000, 2001, 2002 Oracle Corporation

o After the RPA is closed, routed, saved or updated the user is returned to the Navigation
List (just as before). However, now there are two open windows (blank page and

Notification) instead of just one.

or - S Federal HR W

Functions

Customizable Workflow Worklist

+ Reqg Personnel Action
+ CAQ/Transfer Request
Mass Actions
Federal Position Description
Civilian Inbox
Workflow Inbox
Complaints Tracking
Breakdown Folder
Federal Maintenance Forms
People
Person Summary
FastPath
Recruitment
PSEUDO SF50
Career Management
Work Structures

i || Bpocuments - ... | Funtitied - paint | & Thttps:isyive

Top Ten List

1. Ci i Person &

2. Payroll 500 format

3. Customizable Workflow Worklist

4. Requests: Submit

6. Define Paosition

7. Civilian Workflow Inbox
8. View Person Summary

9. Federal HR Process Log

5. Define and Maintain Routing Groups and Grouph

.. | &Joracle appic... |[ & oracle Appii... | & Notification ©...| &Jhtps:isyive. .| [§
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Users must click on the blank page (Oracle e-businesssuite window) and close this
window, then click on the Notifications details window, and then click on RETURN TO
WORKLIST link to continue working in the Inbox.

dividual Cash Award : Reg# 04JANODONEWSQTO18749

3 https:/ /sylvestr.dcpds.cpms.osd.mil:8007/de¥60cgi, f60cgi?&appletmode —nonforms&HTMLpageTitle
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] B0433

DAy, En

ate  Propose ORACLE

stus ¢ INITIATE : .

oup - CIVDOI E-businesssuite

ived : 06-FEL

n: DECAE,

by Awiardion _
1 Requestad Copyright ©1998, 1999, 2000, 2001, 2002 Oracle Corporation

tion Request
1ces

15¢

Bottom line: A new blank page is opened every time the user clicks the Response icon so users
must remember to close the blank page when they finish working in the RPA.

5. REQUESTING THE SF-52 TRACKING ACTIONS REPORTS.

There have been recent problem reports where users are reporting that they did not receive the
SF-52 Tracking Actions Report that they were expecting. To help users receive the type of SF-52
Tracking Action Reports they expect, the following information is provided:

To request a SF52 Tracking Actions Report: Navigation List — Processes and Reports
— Submit Processes & Reports. User can type SF-52 TRACKING ACTIONS in Name
field (or select SF-52 Tracking Actions from the LOV), then <TAB>.

f= Submit Request

Run this Request...

e [SF-52 Tracking Actions]
8 American English _

Languares

AN ES AS Soon as Possible Schedule

Upon Completion...

Output Files

'
(| b1d663_p0354ps

o @
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o The SF-52 Tracker Actions report is initiated by completing the parameter form displayed
below. Requests initiated must contain the “Report Type” and “Date to Use” fields (which
are auto-populated but can be over-written) and can include one or all of the additional
fields displayed.

f55 Parameters

Fields Report
Type and Date
to Use must

contain values

e A brief description of the data fields is provided to assist in properly coding your request

form.

Data Field Name Description of Data Field

Groupbox Name e.g. CIVDODHR,

Start Date Start date range (SF-52 Effective Date)

End Date Ending date range (SF-52 Effective Date)

Pay Plan

Occupational Series

Grade

Organization Organization ID Code, this appears to the e
system assigned Organization ID not the clear-
text. Should not be used

Requested Action Not recommended for use.

NOA Nature of Action Code

Status Valid choices are Approved, Authorized,
Canceled, Initiated, Update HR, Update HR
Complete

SF52 Request Number Used to obtain the Tracking on an individual
RPA

Report Type Required — Valid choices are Open or Closed.
This “status” is based on Workflow definition
(Discussed later). Default is Open.

Report Name Valid choices are Inbox or Tracker. The Inbox
report provides a listing of every RPA meeting
the criteria of the initiated request. The
Tracker report provides the routing history of
every RPA meeting the criteria of the initiated
request.
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Agency Code Not recommended for use.

Date to Use Required — Valid choices are Effective Date or
Proposed Effective Date. Defaults to effective
date.

User Inbox Name User can select any User within the Routing

Group. Delete the name auto-populated in the
Application User Name if running the request
for another user’s inbox. If this field is left
blank the system defaults to value in
Application User Name. Using this field will
minimize the time required to process your
request.

Application User Name This field is auto-populated with User Name of

the person logged in to DCPDS. If User Inbox
Name is left blank system will automatically
use this to complete the request. Field must be
blank if requesting Groupbox only report.
Using this field will minimize the time
required to process your request.

NOTE: Processing a request without including the User Inbox Name or Application User Name
affects performance time for report.

DCPDS Tracking Actions request uses the following definitions of OPEN and CLOSED
when generating reports from DCPDS.

Workflow Hierarchy for RPA Tracking Actions Report

Routing Group
Groupbox A Groupbox B Groupbox C
1

OO C

Request generated from a Groupbox
An OPEN action for a Groupbox is defined as:
e An Open RPA in the Groupbox (RPA in Groupbox A)
e An Open RPA routed from a Groupbox to an individual User in the same
Groupbox (RPA routed from Groupbox A to User 1)
A CLOSED action for a Groupbox is defined as:
¢ An RPA that has been routed from one Groupbox to another Groupbox (RPA
routed from Groupbox A to Groupbox B or Groupbox A to User 4)
¢ An RPA that has been Updated or Deleted from the Groupbox

Request generated from a User’s Inbox
An OPEN action in a User’s Inbox is defined as:

¢ An Open RPA in the Users Inbox (RPA in User 5 Inbox)
A CLOSED action in a User’s Inbox is defined as:
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e An RPA that has been routed to a Groupbox or another User’s Inbox (RPA
routed from User 3 to User 4, User 3 to User 1 or from User 3 to Groupbox
B) even if the RPA has not been Updated or Deleted

¢ An RPA that has been Updated or Deleted from the User’s inbox

The following screenshots shows what RPAs look like when DCPDS determines whether
the RPA is Open or Closed for the SF-52 Tracking Reports:

To view the status of an OPEN RPA in an Individual User’s Civilian Inbox

Priarity m Due Date

Phigt, oy

1 HEIRPA : Within-rade Inc : Req WGLT4592

ame / POI + Oshom, Ashley J /2416
Effective Date +10.AUG2003
Current Status : APPROVED

: 01JUN-2004
EEELERNOA Family

First Action Requested
Second Action Requested

+ Step Increase with Pay
+893 - Within-grade Inc

01-JUN-2004 11:48:01

Status of RPA is OPEN

Closed

Prori

_J Due Date

Proposed Effective Date : ASAP
: CIVDODHR - CDA ROUTING GROUP

Date Initiated  :27-JUN-2003
: PUGET SOUND NAVAL SHIPYARD

Notification [0

NV2400251 01

SITEIRPA : Within-grade Inc : Re WGL74392

Hame / POI + Oshorn, Ashley J / 2416
+10-AUG200
: APPROVED

:01JUN-2004
: Step Increase with Pay

+ 893 . Within-grade Inc
Second Action Requested

ECEETR1-JUN2004 13:59:15

[ ]
o Navigate to Inbox and locate the RPA
To ‘lSFEQ Efﬂeclw%lEmmoyeeName ‘lPayFOcc rad :levsI‘lSumem
high Gy 104062003 [oshom, Astleyd W6 [eroz fos oz Jeus [Rea: Witingradelf
CVOODHR 1006203 [Oshom, Ashleyd [wG [i02 Jo5 Jo2 fos3 [RPA: Withingrade
CVDODHR [10.AUG2003 {osbom, AshleyJ W6 [z 15 oz 838 [ReA: Within-yade
O 3
Name / POl : Oshor, Ashley J /2416
Response Open
e Click OPEN
To view the status of an OPEN RPA in a Groupbox
o Navigate to Inbox and locate the RPA
E To
T 5F52 Effective| Emplosee Name | Pay F|Occ & Grade| Sef Fist | Subject
oot [roeBzom [chanaa, poaTesT [6s 1ot o5 Jor oo [Rea: el Ca*
CVOODIR  [0FEB0B [hos,Quim (WG [0 fio [oo o [Rea: avdualCa
CVDODIR  (MJUNZO. [Hos BlakeS | | | [Ro: dvidal cas
w000t A6 [osbom,Asley s WG o2 o5 Jor ot (e it e
1| }
Name /P01 < CHNZA, POATESTE
Respond Dpan
e Click OPEN

Status of RPA is OPEN

Proposed Effective Date : ASAP
: CIVDODHR - CDA ROUTING GROUP

Date Initated
+ PUGET SOUND NAVAL SHIPYARD

IN9047

< 27-JUN2003
W05 0
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To view the status of a CLOSED RPA in an Individual User’s Inbox
¢ Navigate to the Civilian Inbox, enter query mode (F11), deselect the “Query Only
Open Notifications” box, run query (Ctrl F11).

%] To
To SF52 Efttective{ Employbellame /' | Pay F| Occ 8| Grade| Step of First | Subject Due Date

hig, Gy |10AUG2003 [Oshom, Ashleyd (WG [o102 Jos5 oz o RPA: Within.rade I JEHRPA ; Within-grade Inc ; Req# WGI74592
CVDODHR  J10AUG2003 [Oshom, Ashley [WG [4102 05 |uz Jo93 [RPA: Within-yrade | amelRo] : Oshom, Ashley J /2416

: 10-AUG-2003 Proposed Effective Date : ASAP

CIVDODHR 10062003 |0shom, Ashleyd WG 4102 J05  f02 693 |Rea: Within-grade | : APPROVED

: CIVDODHR - CDA ROUTING GROUP

= 01-JUN-2004 Date Initiated  : 27-JUN-2003

: PUGET SOUND NAVAL SHIPYARD NV2400251 01
: Step Increase with Pay
First Action Requested =893 - Within-grade Inc
Second Action Requested

Name / PO + Oshom, Ashley J / 2416
Natiication D j
View Response Open _ View Response
e Click OPEN Status of the RPA is CLOSED, even though this
action is still OPEN in the CIVDODHR
Groupbox.

The following examples reflect some of the more common types of reports requested by users
and how the Inbox/Tracking report should be requested when using the SF-52 Tracking Actions
report.

e To request an Inbox report of all open RPA actions in an individual user’s inbox,
user should ensure the following parameters contain the following values: Report type
(ex. CLOSED, OPEN) as OPEN, Report Name as INBOX, Date To Use as the
EFFECTIVE DATE and either User InBox Name or Application User Name should
contain the USER ID.

, Fill in User
.’ : Inbox Name
Fill in and leave
Application Application
User Name and User Name
leave User blank
Inbox Name
blank

oDOO aD oo

This request will capture those RPA actions that are open and currently reside in the
WHITEA inbox. Workflow maintains the history on every RPA action that has passed
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through the user’s inbox but only recognizes actions that are currently in the WHITEA
inbox as OPEN. The same results occur when using either option. An example of the
report is shown below.

INBOX REPORT — OPEN ACTIONS
Nomber of Personnel Action Requests: 6

DAYSIN DAYSIN

REQLUESI NUMBER ACTION SIATUS FPSERGE ORG CO D EULLNAME LSER ID FRSOFF CUKEGRF EFF.DATE _ HOA
CHIUNCOONEWS QT2 [NLTIATED [ Bary CWhite WHITEA 1 1

1131

CHIUNOOONEWS QT2 [NLTIATED L 6339LH20 Behib D Br WHITEA 1 1

1152

CHIUNOOONEWS QTO2 [NLTIATED G707 WEOIFSANCIM  Biggy AF Dawg WHITEA 1 1

1133

CHIUNOCONEWE QT2 [NLTIATED P 6227112313 Tacob EBigelow WHITEA 1 1

1155

OHUNDIOMEWSQTO2  Change 1o Lower Grade UPDATE HR_CO  GEA0203407  HEI254150230  Buicgb L Cighiey WHITEA a 4] I0OMAY 2004 T3
114 MPLETE

CHIUNOOONEWS QT2 Change 1o Lowel Grade UPDATE HR_CO  OSO20307  HEI2SH150230  Debiqin F Cobumith WHITEA 0 ] I0BIAY 2004 T713

The Inbox Report displays:

Request Number RPA number

Action Type of Action to be performed

Status Approved, Authorized, Canceled, Initiated,
Update HR, Update HR Complete

PP/Ser/Grade

Org Code Organizational Information

Full Name

USER ID User’s Inbox

Days in PRS Office Number of days in Personnel Office

Days in Curr Grp Number of days in Inbox

Effective Date

NOA

o To request an Inbox report of all open RPA actions that has been through but is no
longer in an individual user’s inbox, user should ensure the following parameters
contain the following values: Report type (ex. CLOSED, OPEN) as CLOSED, Report
Name as INBOX, Date To Use as the EFFECTIVE DATE and either User InBox Name or
Application User Name should contain the USER ID.

SN EFFECTIVE DATE
UELEHWHITEA

aDmoo @mooa

This request will capture those RPA actions that are identified as CLOSED. The RPA
action may have been routed to another Groupbox/User, updated or deleted by user and
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is currently identified by the Workflow process as CLOSED. An example of the report is
shown below.

INBOX REPORT — CLOSED A CTIONS

™Number of Personmel Action Regquests: 250

DAYSIN DAVSIN

REQUEST NUMBER Acrion sraTus FRSERGE ORGrODE  FuiLnamE SER D FRSOFF CURRGRF EFE.DATE oA
Catrestion CANCELED ‘ WEOQIFGGIFAS  AAB White WHITEA 335 333 09 FEB 2003 002
Cottestion CANCELED I QADDOVDHE Esan I Bigelow WHITEA o o 15 FEB 2003 002
Catltestion CANCELED I &227 1/GB Robby T AW hite WHITEA o [+] 10FEB 2003 002
Catrestion CANCELED [ DDA AUZ/ES0005 Sunuel T AW hite WHITEA o o 15MAY 2005 002
Catrection CANCELED I WOOY A4MN1O  Lemtr T Degniv WHITEA o o 07 SEP 2003 002
Catrestion CANCELED [ HLORECSY/SYY Debra L Blanchard WHITEA o [+] 10AUG2003 002
c
Cottestion CANCELED I HLORECSV/SVY Tahya L Rowles WHITEA o o 10 AUG2003 002
c
Cotrestion CANCELED I WEIMESDI/SPR  Catlos & Atana WHITEA a o 21/UL2003 002
T
Catrestion CANCELED [ WEWTIRIO210 Biow Cquebr WHITEA o [+] 2USEP 2003 002
Wrbimmisutw
Cottestion CANCELED I OOCOR B/ & Fhumijgivhin D Danjgit. WHITEA 222 222 2LSEP 2003 002
Catltestion CANCELED I B&ICFLIY/SCE  Piggicd W Viflty WHITEA o [+] 21SEP 2003 002
Catrestion CANCELED [ BPCOOGHCOMO — REUBENR BIGELOW WHITEA o o 117aN200+ 002
Catltestion CANCELED I W2DHAAMKZEE Reuben R Bigelow WHITEA 15 15 105AN200E 002
Catrestion CANCELED [ DDAABH/S92422 Bobby R. Jacubs WHITEA 37 =3 OF MAR 2004 002
Catrestion CANCELED I LBODOOVD OB Baty C White WHITEA o o 07 MAR 2004 002
Catltestion CANCELED I 05 1000 Balbata B Blowh WHITEA o [+] 7 MAR 2004 002
Catrestion CANCELED I 05 LCHD0 Batbara B Blown WHITEA L] o 7 MAR 200 002
Catrection CANCELED I STHOMNAVY Diane T Saundetson WHITEA L] <] O APR 2004 002
OSFEBOCONEWSQTOO  Cancellation CANCELED G1515/13  LBOCOXDOE Baty C White WHITEA o [+] 29 DEC2002 001
2852
OIMAROOONEWSQTD  Denial of Within—gtade The CANCELED WGEOHOL  LPNDEWVNDEWG Gladstohe Williurs WHITEA 434 434 a8
o4e07
OIMAR CODNEWSQTD CANCELED I SEOTEPH WHITEA 4 407
06230
034PROCONEW SQTOD CANCELED GO10212  HHIVEFEBISAFS WHITEA 400 +00 07 AR 2003

This user had 250 RPA actions routed into their inbox. The Status column can be used
to determine whether the RPA is still opened in DCPDS. If the Status column reflects
CANCELED, UPDATE HR or UPDATE HR COMPLETE, then the status of the RPA will
be CLOSED. If the Status column reflects APPROVED, AUTHORIZED or INITIATED,
then the RPA is still OPEN even though it may not be in this user’'s inbox. USER ID
column will identify the current location of the OPEN RPA action.

To request an Inbox report of all open RPA actions in a Groupbox, user should
ensure the following parameters contain the following values: Report type (ex. CLOSED,
OPEN) as CLOSED, Report Name as INBOX, Date To Use as the EFFECTIVE DATE.
Submitting a request without using the User Name or Application User Name fields will
generally take longer for the system to retrieve than including one of them in the request.

This request will capture those RPA actions that are identified as OPEN in the
CIVDODHR Groupbox. The RPA actions may currently be in the CIVDODHR Groupbox
or may have been routed to another User attached to the CIVDODHR Groupbox
(because the User ID is under the same Groupbox the RPA is still considered Open by
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the Workflow process). An example of the report is shown below.

REQUEST NUWBER ACTION

STATUS
Tndividoal Cash & ward APPROVED

03AUSDOOMEWSQTO1 Transfer APPROVED

4047

O3NOVOOINEWEQTO1 TMNITIATED

7350

MAW. 5425187 Tndividual Cash & watd APPROVED

MAW.S5429-187 Tndividoal Cash & ward APPROVED

WOLEE2T+ Within—gtade [he APPROVED

WOLT4592 Within—gtade [nc APPROVED

If the Status column reflects APPROVED, AUTHORIZED or INITIATED, then the RPA

INBOX REPORT — OPEN ACTIONS
™Mumber of Personnel Action Requests: 7

DAYEIN DAVSIN
FFSERGE ORG CODE FULLNAME ISER ID FRSOFE CURRGRF FFF. DATE
i Q0251051 Blake 8 Hos 342 342 01 JUM 2003
CIOE79/05 eble/EPH Movida X SMLTHI &2 &2 10 AUG 2003
HavelRGTians
GE110212 WOSlAA/HCT KEIRL 32 32 05 MAR 2003
i Q0251003 POATESTECHANZA 478 +78 10 FEE 2003
i Q0251031 Quinn & Hes 472 +78 10 FEB 2003
WG/S301/08 Q0251003 Jamie K Brohsoh KEIRL 228 228 13 JUL 2003
WCH0205 00251041 Ashley I Osborn 342 342 10 ADG 2003

will show on the Open Actions report even though it may not currently reside in the
CIVDODHR Groupbox (because even though the RPA was routed to an individual user
(within the Groupbox), it was not routed out of the Groupbox). The USER ID column will
identify the current location of the OPEN RPA action.

The TRACKING report provides user with the history of an RPA and can be requested for
an individual RPA, for a User inbox or for a Groupbox. To request a Tracking report on
an individual or multiple RPA actions from a Groupbox or an individual user’s

inbox, use the following parameter fields, including the Groupbox, User Inbox or SF-52

Request Number:

Report Ty
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An example of the report is shown below.

TRACKING REFORT - OFEN 4 CTIONS
Mumber of Perioanel AcBom Requests: &

rrgrs s mrem S rene i e v ase Gmour 1o B ome a
CUIUNOOCNEWSQTORLTS INITIATED I Rarty © White CIVODOHR
1 O — arour v Db Bt e Fomaried B

RO cuRRGRe WHITEA CLIUNIOL O SLN 3004 &
G R mrEm srans rrsERGR oas come AL s GROUF 10 e A
UIUNOOCNEWSQTORLTS INITIATED I IR Bt 0 B CIVODOHR
z P arour U 10 Db Bt e Fomaried B

RO cuRRGRe WHITEA CLIUNIOL O SLN 3004 &
G R mrEm srans rrsERGR oas come AL s GROUF 10 e A
CUIUMODONEWSGTORTS ITIATED GUUOUT WENIFEANTIM Biggy AF Dumg CIVOCOHR
3 P arour U 10 Db Bt e Fomaried B

O cuRRGRe WHITEA CLIUNIOL O SLN 3004 &

G R mrEm srans rrsERGR oas come AL s GROUF 10 e A
UIUNOOCNEWSQTORLTS INITIATED I FReIveTES Sscch E Bigrkrm CIVODOHR
§ P arour v 10 Db Bt e Fomaried B

RO cuRRGRe WHITEA CRLIUNIOM O JUM 004 &
G R mrEm srans rrsERGR oas come AL s GROUF 10 e A
CHUNGDINEWSUTOLLIS  Chasge to Lower UPDATE HRCD GVOMWT  HE 284180030 Bisegh L Crpbery CVODOMR  30MAY00: TIIE
: Grade MPLETE

- arour Vs 10 o R e B

o i WHITEA CLILNIS 0D FLN 00 a

g s v srans resnen ous com Fias s GRour 1o P T
CHUNGDINEWSUTOLLIS  Charge to Lower UPDATE MRCO GRUROMGT  HE(DWLI0T0 Cotaqint £ Cabenrih CIVOCOHE  WOMAYZ0H  THE
7 Teade MPLETE

O RO e e kRt e Farwsind vt

The Tracker Report displays:

Request Number RPA number

Action Type of Action to be performed

Status Approved, Authorized, Canceled, Initiated,
Update HR, Update HR Complete

PP/Ser/Grade

Org Code Organizational Information

Full Name

Group ID User’s Inbox

Effective Date

NOA

EXAMPLE
This example shows how the SF-52 Tracking Actions report will generate for the same User’s
Inbox when the Report Type reflects OPEN or CLOSED. This parameter criterion produces the
following report based on the contents of WHITEA inbox
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REQUEST NUKMEER ACTION

SIATUS

NBOX REPORT — OFPEM ACTIONS
Number of Personnel Actlon Requests: 0

FPSERGE

ORGCODE FULL NARKE

USER 1D

DAVS IN DAVS IN
FRSOFF CLRE GEF FFE DATE

However, when the Report Type is changed from OPEN to CLOSED, the report generated from

the same inbox view is:

UEST NUBBER ACIION

SrATUS

Le57EL Withi h—grade The
L7459 ¥ ithi h—grade The
LB Cancellation
L122023 Cancellation

6. AUTORIF TROUBLESHOOTING.

CANCELED
APPROVED
UPDATE_HR_CO
MPLETE

UPDATE_HR_CO
MPLETE

MNBOX REPORT — CLOSED A CTIONS

™Number of Persomnel Action Requests: 249

FPSERGR

GEATOZ0H
WG 10205
L

L

ORGCODE FULL NAME

USER ID

DAYS IN  DAYS IN
FRSOFF CURE GEP EFE. DATE

HESHT7/322100 Kelly M Scurunels
OO2S A0 Ashley I Osbotn

WHITEA

DDAADB/MAEZ1E810 SAMPSON TBROWNN WHITEA

WIDHAAMZIEE Reuben R Bigelow

WHITEA

42 392 01 JUN 2003

340 o] 10 AUG 2003
] o] 217U 2003
Q o] 10 JTAN 2004

Recently, a few users called saying that while uploading a DCPDS-generated AUTORIF Extract,
they received a “Run-time error ‘9’: Subscript out of range” error message and asked what did it
mean. When the AUTORIF Extract was reviewed, it was determined that the cause of the error
was an erroneous date located in an Appraisal effective date. When the DCPDS employee’s
Appraisal SIT was reviewed, it showed an effective date of 06/01/0200. The problem turned out
to be the result of an incorrectly coded effective date in DCPDS and not a problem with the

AUTORIF Application.

It is recommended that Component users develop quality control check procedures to validate
effective dates prior to the creation of the AUTORIF Extract from DCPDS. If records with invalid
dates are not fixed before uploading into AUTORIF, users will receive the Error message once
the file has finished uploading (see screen shot below) and the user will be kicked out of
AUTORIF. User will also see the same error message within the Modal area of the UPDATE file
Users can still access the AUTORIF database, but users will need to manually fix the records with
the bad dates before they can proceed.
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AutoRIF x|

& Run-timne error ‘9"

Subscript out of range

7. GEOGRAPHIC LOCATION CODES.

CPMS is frequently asked what are the roles of OPM and GSA in assigning duty
station/geographic location codes and how new Geographic Location Codes are established in
DCPDS. To demystify these roles: OPM is responsible for the duty station file; GSA is
responsible for maintenance of the code set and issuance of city codes. However, to ensure
completeness of the OPM duty station code set (which is used to edit duty stations reported to
the Central Personnel Data File (CPDF)), requests for codes for personnel use should be directed
to OPM (steve.goldstein@opm.gov) for processing by GSA. Once OPM has made changes to the
Duty Station File, Oracle Federal prepares a patch that is sent to Lockheed Martin so that
DCPDS can be updated. Lockheed Martin receives the Oracle Fed patch and integrates that
patch into the current DCPDS configuration.
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