STEP

May 2003

FIREFIGHTERS — CHANGE IN HOURS

ACTION

From the Navigation List — Click on People — Enter and Maintain —» <Open>.

The Find Person Window displays - Type in the employee’s SSN or name and click
<Find>, or use the shortcut method by typing the first two letters of the last name
followed by a "%" and click <Find>.

Person Types

FPersonal

Effective Dates

The People Window populates with the employee’s data from the Find People Window.
o Click <Assignment>.

Person Types
Employee

Identification

il Employee 13360
Middle M 110.01.6200

Personal

Birth Date |p8-SEP-1975 Age
Status
Mationality

Town of Birth

Region of Birth
Country of Birth Registered Disabled

Effective Dates
H)|01-SEP 2002 o [ Lat LB 30 _APR-2002 o B
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The Assignment Window displays.
e Click on <Others> and select Extra Information.
e Click <OK>.

NAVAL POST GRADUATE SCHOOL
0081.Fire Protection And Prevention {00f A3963.FIREFIGHTER.22148.NV11.APPR
GS.05 : - [ = TPy Y AN

Costing

Budgets

Secondary Status

Entry Histary

Reviews

Extra Information 4
Ferformance

Effective D4

From

The Extra Information window displays.

o DATE TRACK tfo the Effective Date of the Change.

e Click <Additional Assignment Information> and type in the Weekly Hours.
e Click <OK>

Applications

Army AGR
Assignment NTE Date
File ID Flag

NAF Additional Assig
National Guard AGR

Suspense Informatio|

Type of Detail
US Federal Assignme

e Click on <Save> icon to save
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The update will generate a PAY500 that will automatically flow to DFAS Payroll using
NOA J4B.

PAYROLL 500 CHARACTER FORMAT

SSAH JRNpE==] Transaction Date [N kTRl HOA Effective Date [jjis
HOA Se ‘icing 0ffice ID Agency Payroll Office ID
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