May 2003

FIREFIGHTERS — CHANGE IN PREMIUM PAY INDICATOR

STEP ACTION

1 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>.

ype for Actio

Personal

Effective Dates

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

Testing

Person Types
Employee
Identification

Employee - |8 13360
& =EENGEAN 11001 6200

Fersonal

Birth Date |08 SEP-1975 Age
Town of Birth Status

Region of Birth Mationality

Country of Birth Registered Disabled

Effective Dates

iy 01-SEP-2002 o [ La [ AEE 0 30-AP R-2002 o B
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The Assignment Window displays.

o DATE TRACK fo the Effective Date of the Change.

e Click <Entries>

Supervisor

Effective Dates

T JUL 2002

7o [ g )

The Element Entries Window displays.

¢ Click Premium Pay located under the ‘Element Name' column.

e Click <Entry Values>

e Premium Pay Ind = Select either ‘Firefighter Embedded 40 Hour Schedule’ or ‘Not
Applicable’. These are the only two values appropriate for Firefighters.

e Click <OK>.

Period

tion

Elerent Mame
Total Pay

Basic Salary Rate
Adjusted Basic Pa
Locality Pay

TSP

Health Benefits
FEGLI

Retirement Plan

Within Grade Increase

Further Entry Infi

Date

Entry “alues

SETGET

15% ofApplicable Salary

158% of Applicable Salary (ALY
15% of Applicable Salary (Standby)
17.5% of Applicahle Salary

17.5% of Applicable Salary (Standby)
20% ofApplicable Salary

20% of Applicable Salary (ALY
20% of Applicable Salary {(Standby)
22.5% of Applicahle Salary
22.5% of Applicable Salary (Standby)
25% ofApplicable Salary
258% of Applicable Salary (ALY
258% of Applicable Salary (Availability Pay)
25% ofApplicable Salary (Standby)
9% of Applicable Salary

% il

“a% of Applicable Salary
Firefighter Embedded 40 Hour Schedule
Hazard Pay
Mot Applicable

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 JQU.

PAYROLL 500 CHARACTER FORMAT

Transaction Date (SN Bl ERENRA1L:] HOA Effective Date [ipl= )

Hoa jevicing Office ID Agency !J Payroll Office ID

1 2 3 4 5 6 7 8 9 1]
1234567890123456789012345678901234567890123456789012345678901234567690123456789012345678901234567890

110016 Z00TESTINGHONE-HiHHHHHHHHHHHH7 50905 L0+98 070 LNV 1 102070 LIQU020202630051H050L PAOGEE 5005

1 2 3 4 5 6 7 L] 9 1]
12345676901234567890123456769012345678901234567690123456789012345676901234567690123456768901234567690

3190 dHHHHHHHF 0 L A0 S S0 209 0 8+-0 000 Z2X00 000000 04+ IHEBAHH+HH+HHH000 00+H-C 0030630

1 2 3 4 5 6 7 L] 9 1]
12345676901234567890123456769012345678901234567690123456769012345676901234567690123456768901234567590
2 SFTREHH B 22 T 14H0 2070 LA CHH A0 E0 7010 3060 LE0 207 0 14+

1 2 3 4 5 6 7 L] 9 1]
1234567690123456789012345676901234567890123456769012345676901234567690123456769012345676901234567590
D 2 27 53 T 00V T 24 1 447000 0

1 2 3 4 5 6 7 8 9 1]
12345676901234567890123456769012345678901234567690123456789012345676901234567690123456768901234567690
4329000000000 00000 0+H-H++HHHH2 SFIREHHHHHHHHH S 620304058 170107

If there is currently no Premium Pay and it must be added, do the following:
o DATE TRACK to the Effective Date of the Change.

Processing Types

FEIOEAS 16 2002 Bi-Week (28-.JUL-2002 - 10-£

Effective Dates
From To
01-JUL 2002

|Recurring 01-JUL 2002
Adjusted Basic Pay |Recurring 01-JUL 2002
ILocality Pay |Recurring 01-JUL 2002
|Recurring 01-JUL 2002
|Recurring 01-JUL 2002 07-SEP-2002
|Recurring 01-JUL 2002
|Recurring 01-JUL 2002
Within Grade Increase Recurring 02-JuL-2002

Entry Values Balance Grossup
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e Click on the ‘+'icon located on the Toolbar, to add an entry.
e Select ‘Premium Pay’ from the LOV.
o Click <OK>.

Help

e N e el B E] S 25

Processing Types

Element Ma
I Total Pay

Element Name | Processing Type |~
Mo Watch Allowance Recurring
Mumber of Class Hours Recurring
Other Pay Recurring
Fart Time Hours Warked Recurring
E Cipiin b Armount Recurring
Recurring
Recurring
Monrecurring
Moving Expense ronrecurring
Retirement Plan Relocation Bonus Monrecurring
Replacement Supplement Monrecurring
Representational Time Monrecurring
Retention Allowance Recurring
R etentinn allnwance RLaE

Basic Salary Rate
Adjusted Basic Pay
Locality Pay

TSP
Health Benefits
FEGLI

Within Grade Increase

Bzlance Grossu

Entry “alues

e Click <Entry Values>

¢ Premium Pay Ind = Select either ‘Firefighter Embedded 40 Hour Schedule’ or ‘Not
Applicable’. These are the only two values appropriate for Firefighters.

e Click <OK>.

up

Find g3

Amount

15% of Applicable Salary (AUO)
15% of Applicable Salary (Standby)
17.5% of Salary
17.5% of Applicable Salary (Standby)
20% of Applicable Salary
20% of A Salary (AU
20% ofApplicable Salary (Standby)
22.5% of Applicable Salary
22.5% of Applicable Salary (Standby)
25% of Salary
25% of Applicable Salary (AUO)
26% of Applicable Salary (Availability Pay)
25% of i Salary (Standhy)
5% 07 ALDlicd il

gt Applicable Salary (Standby
F.8% of Ay Salary
Firefighter Emhbedded 40 Hour Schedule
Hazard Pay

l Total Pay -

Basic Salary Rate
Adjusted Basic Pay
Locality Pay

TSP
Health Benefits
FEGLI

Retirement Plan

Within Grade Increase

q

10

e Click on <Save> icon to save

Note: The update will generate a PAY500 that will automatically flow to DFAS Payroll
using NOA JQU.
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