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DEPARTMENT OF NAVY

OFFICE OF CIVILIAN HUMAN RESOURCES

DCPDS SYSTEM ADVISORY NOTICE 04-08   02 Sept, 2004 

SECTION 1.  GENERAL INFORMATION

A. OCHR-SA Directory
B. Processing of NOAC 781 Change in Work Schedule
C. Processing Mass Realignments

D. Updated Worker Trainee Pay Table (WT)

E. Revised Reason for Separation Codes

SECTION 2.  PAYROLL INFORMATION

A. DCPS Fiscal Year End Schedule and Processing Procedures
************************************************************************

SECTION 1. GENERAL INFORMATION 

************************************************************************

A. OCHR-SA Directory.

Attached is a current OCHR-SA Directory.  Request Code 20 provide copies of the current Regional directories to our office.  POC is Patsy Waldrop, DSN 487-5450

	NAME
	COMMERCIAL #
	DSN #
	FAX ext #
	ROOM #
	EMAIL ADDRESS

	GREEN, Teresa
	(210) 652-4953
	487-4953
	2892
	248P
	teresa.green@ochr.navy.mil

	HUNT, Sandy
	(210) 652-4646
	487-4646
	2892
	248P
	sandy.hunt@ochr.navy.mil

	LEWIS, Larry  (Red)
	(210) 652-4613
	487-4613
	2892
	251
	red.lewis@ochr.navy.mil

	LONG, Theresa
	(210) 652-4645
	487-4645
	2892
	248P
	theresa.long@ochr.navy.mil

	PFEIFER, Frank
	(210) 652-4623
	487-4623
	2892
	248P
	frank.pfeifer@ochr.navy.mil

	SAMSON, John
	(210) 652-4952
	487-4952
	5292
	243
	john.samson@ochr.navy.mil

	WALDROP, Patsy
	(210) 652-5450
	487-5450
	2892
	248P
	patsy.waldrop@ochr.navy.mil

	YOUNGER, Ginny
	(210) 652-5438
	487-5438
	2892
	248P
	ginny.younger@ochr.navy.mil

	Computer Room
	(210) 652-5449
	487-5449
	N/A
	246
	N/A

	Testing Lab
	(210) 652-6465
	487-6465
	N/A
	249
	N/A

	Conference Phone
	(210) 652-4323
	487-4323
	N/A
	251
	N/A


B. Processing of NOAC 781 Change in Work Schedule.

A problem was reported in Navy Remedy 8884/LM 17615 that dealt with the inability to process a NOAC 781 (Change in Work Schedule) in DCPDS.  These actions are currently processed manually by DFAS using guidance provided in Personnel/Payroll Interface Workaround 04-0007.  This problem will be repaired with the release of Patch 53.21 on Sunday, 12 September 2004.  All actions currently on hold for this problem report can be updated in DCPDS on or after Monday, 13 September 2004.  The actions should be processed using the CIVDOD Reconstruct History responsibility.  This is necessary to suppress the payroll output prior to updating HR.  POC is Teresa Green, DSN 487-4953

C. Processing Mass Realignments.

A problem was reported in Navy Remedy 9008/LM 18194 that dealt with the processing of Mass Realignments.  The problem affected the ability to change various targeted fields in the preview screen of the Mass Realignment.  The fields affected were the target values for the Organization Function Code, Appropriation Code 1, Appropriation Code 2, Position's Organization, Duty Station Location ID, Personnel Office ID, Agency Code/Subelement, Duty Station Code, Office Symbol, and Payroll Office ID.  Problem has been verified as fixed with the release of Patch 53.18 on Sunday, 29 August 2004.  POC is Teresa Green, DSN 487-4953

D. Updated Worker Trainee Pay Table (WT)

Attached is the updated Worker Trainee Pay Table for Hawaii (Island of Oahu).  This table was loaded in DCPDS in Patch 53.17 on Friday, 27 August 2004.  POC is Ginny Younger, DSN 487-5438

	
TBL
ID
	PP
	GRD
	ST
	SALARY
	EFFECTIVE
DATE
	REMARKS

	044I
	WT
	00
	01
	15.48
	08-Aug-2004
	044I Oracle Worker Trainee Pay Table (WT) FPL: WG-09

	044I
	WT
	00
	02
	16.52
	08-Aug-2004
	

	044I
	WT
	00
	03
	17.57
	08-Aug-2004
	

	044I
	WT
	00
	04
	18.61
	08-Aug-2004
	

	044I
	WT
	00
	05
	19.65
	08-Aug-2004
	

	044I
	WT
	00
	06
	20.69
	08-Aug-2004
	

	044I
	WT
	00
	07
	21.74
	08-Aug-2004
	

	044I
	WT
	00
	08
	22.80
	08-Aug-2004
	

	044J
	WT
	00
	01
	16.49
	08-Aug-2004
	044J Oracle Worker Trainee Pay Table (WT) FPL: WG-10

	044J
	WT
	00
	02
	17.60
	08-Aug-2004
	

	044J
	WT
	00
	03
	18.71
	08-Aug-2004
	

	044J
	WT
	00
	04
	19.82
	08-Aug-2004
	

	044J
	WT
	00
	05
	20.93
	08-Aug-2004
	

	044J
	WT
	00
	06
	22.04
	08-Aug-2004
	

	044J
	WT
	00
	07
	23.15
	08-Aug-2004
	

	044J
	WT
	00
	08
	24.26
	08-Aug-2004
	

	044K
	WT
	00
	01
	17.49
	08-Aug-2004
	044K Oracle Worker Trainee Pay Table (WT) FPL: WG-11

	044K
	WT
	00
	02
	18.70
	08-Aug-2004
	

	044K
	WT
	00
	03
	19.85
	08-Aug-2004
	

	044K
	WT
	00
	04
	21.02
	08-Aug-2004
	

	044K
	WT
	00
	05
	22.20
	08-Aug-2004
	

	044K
	WT
	00
	06
	23.38
	08-Aug-2004
	

	044K
	WT
	00
	07
	24.60
	08-Aug-2004
	

	044K
	WT
	00
	08
	25.73
	08-Aug-2004
	


E. Revised Reason for Separation Codes

The Reason for Separation code is required on all separation actions and is used for reporting purposes as well as to detect possible trends.  A review of recent separation action reports indicates that some actions are being coded as “not applicable”.  This code should not be used when processing a separation action.  The National Defense Authorization Act (NDAA) of 2004 required the addition of several new separation codes to track Voluntary Separation Incentive Pay (VSIP) and Voluntary Early Retirement Authority (VERA).  Below is the latest list and description of the approved separation codes.

	Code
	Meaning

	01
	Retirement-Mandatory

	02
	Retirement-Disability

	03
	Retirement-Voluntary

	04
	Retirement-Optional (Based On Disability)

	05
	Retirement-Optional (Reduction-In-Force)

	06
	Retirement-Optional (Position Abolished)

	07
	Retirement-Optional (Displacement)

	08
	Retirement-Optional (Decline Relocation)

	09
	Retirement-Optional (Decline Asgmt Out Of Commuting Area)

	10
	Retirement-Discontinued Service (RIF)

	11
	Retirement-Discontinued Service (Position Abolished)

	12
	Retirement-Voluntary Discontinued Service (Major RIF)

	13
	Retirement-Discontinued Service (Displacement)

	14
	Retirement-Discontinued Service (Decline Relocation)

	15
	Rtmt-Discontinued Svc (Decline Asgmt Out Of Commuting Area)

	16
	Retirement/Resigned-Health Reasons

	17
	Retirement-Discontinued Service (Performance)

	18
	Retirement/Resigned-To Accept Another Position

	19
	Resigned While RIF Pending

	20
	Resign-Receipt Of Notice Of Sep Demotion Or Susp

	21
	Resign-In Lieu Of Separation Demotion Or Suspension

	22
	Resign-Position Abolished

	23
	Resign-Displacement

	24
	Resign-Decline Relocation

	25
	Resign-Decline Assignment Out Of Commuting Area

	26
	Resign-RIF

	27
	Resign-Undesirable Duty Hours

	28
	Resign-Too Much Pressure

	29
	Resign-Too Much Work

	30
	Resign-Too Much Travel

	31
	Resign-Too Little Work

	32
	Resign-Work Environment Too Dusty

	33
	Resign-Work Environment Too Noisy

	34
	Resign-Work Environment Too Cold

	35
	Resign-Work Environment Too Hot

	36
	Resign-Work Environment Too Humid

	37
	Resign-Inadequate Facilities and/or Equipment

	38
	Resign-Insufficient Challenge

	39
	Resign-Insufficient Prestige

	40
	Resign-Skills Not Fully Utilized

	41
	Resign-Dislikes Or Is Not Suited To Type Of Work

	42
	Resign-Job Is Not In Line With Career Plans

	43
	Resign-Not Enough Recognition For Accomplishment

	44
	Resign-Inadequate Pay

	45
	Resign-Not Enough Fringe Benefits

	46
	Resign-Not Enough Promotional Opportunity

	47
	Resign-Lack Of Job Security

	48
	Resign-Physical Disability

	49
	Resign-Psychological Or Nervous Disorders

	50
	Resign-Pregnancy

	51
	Resign-Marriage

	52
	Resign-Children Require Full Time Attention

	53
	Resign-Illness In Family

	54
	Resign-To Accompany Spouse

	55
	Resign-To Move Nearer Home

	56
	Resign-Further Education

	57
	Resign-Opportunity For More On The Job Training

	58
	Resign-To Broaden Experience

	59
	Resign-Does Not Get Along With Fellow Employees

	60
	Resign-Does Not Get Along With Supervisor(S)

	61
	Resign-Favoritism In Assignments Promotions Etc

	62
	Resign-Discrimination Because Of Race-Color-Origin

	63
	Resign-Discrimination Because Of Sex

	64
	Resign-Discrimination Because Of Religion

	65
	Resign-Discrimination Because Of Age

	66
	Resign-To Accept Appointment In Another Agency

	67
	Resign-To Enter Military Service

	68
	Resign-No Return From Military Furlough

	69
	Resign-Combination Of Reasons

	70
	Resign-To Accept Position In Private Industry

	71
	Resign-To Go Into Business For Self

	72
	Resign-No Reason Provided-No Other Info Available

	73
	Resign-Moving Out Of The Area

	74
	Resign-To Remain At Home

	75
	Resign-Other

	76
	Resign-Personal Reasons

	77
	Termination-Business Based Action

	78
	Termination-Other

	79
	Removal-Other

	80
	Termination-Appointment In Another Agency

	81
	Termination-To Enter Military Service

	82
	Termination-No Return From Military Service

	83
	Removal-Performance

	85
	Termination-RIF

	86
	Termination-Disability

	87
	Removal-Instructed By OPM/MSPB

	88
	Termination-Performance

	89
	Termination-Failure To Return From O/S Assignment

	90
	Resign-Public Law 101-508

	91
	Termination-Due To Conversion To NAF Position

	92
	Termination-National Security-P.L. 99-569 (CIPMS USE ONLY)

	93
	Termination-Security Clearance (CIPMS USE ONLY)

	94
	Termination-Decline Relocation

	95
	Termination-Decline Assign Out Of Commuting Area

	96
	Discharge-Pre-Employment Considerations

	97
	Termination-For Cause

	98
	Termination-Failure To Qualify For Conv Reg315.704

	99
	Termination-Inefficiency

	AA
	Term-Displacement

	AB
	Term-Lack Of Work

	AC
	Term-Lack Of Funds

	AD
	Term-Expiration Of Appointment

	AE
	Discharge-Performance Based During SES Probation

	AF
	Termination - Perf Based After SES Prob Compl

	AG
	Retirement Discontinued Service (SES Performance)

	AK
	Removal Cause

	AQ
	Change Appointing Office-Promotion

	AR
	Change Appointing Office-Reassignment

	AS
	Change Appointing Office-Demotion

	AT
	Change Appointing Office-Conversion

	AU
	Change Appointing Office-Position

	AV
	Change Appointing Office - Change In Personnel Office ID

	AW
	Change Appointing Office - Realignment

	AZ
	Death

	CA
	Ret-Vol (Directly related to CS&P [A-76] ) 

	CB
	Ret-Opt-(Directly related to CS&P [A-76] )

	CC
	Ret-Discontinued Service (Directly related to CS&P [A-76] )

	CD
	Ret-Vol Discontinued Service (Directly related to CS&P [A-76] )

	CE
	Ret-Vol with VSIP (Directly related to CS&P [A-76] )

	CF
	Ret-Opt-with VSIP (Directly related to CS&P [A-76] )

	CG
	Ret-Discontinued Service with VSIP (Directly related to CS&P [A-76] )

	CH
	Ret-Vol Discontinued Service with VSIP (Directly related to CS&P [A-76] )

	CI
	Resign-Position Abolished (Directly related to CS&P [A-76] )

	CJ
	Resign-Position Abolished with VSIP (Directly related to CS&P [A-76] )

	CK
	Resign-VSIP (Directly related to CS&P [A-76] )

	CL
	Separation-RIF (Directly related to CS&P [A-76] )

	CM
	Ret-Spec Op (Directly related to CS&P [A-76])

	CN
	Ret-Spec Op with VSIP (Directly related to CS&P [A-76] )

	DA
	Failure To Compl CEAP Rcmnded Counseling & Treatment

	DB
	Illegal Drug Use

	DC
	Refusal To Cooperate With CEAP Referral

	DE
	Refusal To Submit To Urinalysis Drug Testing

	DF
	Tampering With Drug Test Specimen

	DG
	Verified Positive Follow-Up Drug Testing

	DH
	Verified Positive Drug Test Result

	GA
	Termination-Relocation Of Sponsor

	GB
	Termination-Abandonment Of Position

	GC
	Termination-Out Of Court Settlement

	GD
	Termination-During Probation

	GE
	Termination-Ordinary Notice

	GF
	Termination-Extraordinary Notice

	GG
	Termination-Annulment Contract-RIF

	GH
	Termination-Annulment Contract-Other

	HA
	Separation-Transfer

	HB
	Separation-Mass Transfer

	HC
	Termination-Loss Of Compatible Military Membership

	HD
	Termination-Loss Of Military Security Clearance

	HE
	Retirement-Loss Of Compatible Military Membership

	HF
	Retirement-Voluntary-Loss Of Military Membership

	HG
	Termination-Loss Of Security Clearance

	NA
	Resign-Permanent Change of Station (PCS)

	NB
	Resign-Due to Illness

	NC
	Resign-To Accompany Family Member

	ND
	Resign-Conflicting Duty Hours

	NE
	Resign-BBA

	V1
	Ret-Spec Opt  - VERA (based on downsizing)

	V2
	Ret-Spec Opt  - VERA (based on restructuring)

	V3
	Ret-Spec Opt  - VERA (based on downsizing & directly related to BRAC)

	V4
	Ret-Spec Opt  - VERA (based on restructuring & directly related to BRAC)

	V5
	Retirement-Optional with VSIP (based on downsizing)

	V6
	Retirement-Optional with VSIP (based on restructuring)

	V7
	Ret-Optional with VSIP (based on downsizing & directly related to BRAC)

	V8
	Ret-Optional with VSIP (based on restructuring & directly related to BRAC)

	V9
	Resignation with VSIP (Based on downsizing)

	VA
	Resignation with VSIP (Based on restructuring)

	VB
	Resignation with VSIP (Based on downsizing & directly related to BRAC)

	VC
	Resignation with VSIP (Based on restructuring & directly related to BRAC)

	ZZ
	Not Applicable (DO NOT USE)


************************************************************************

SECTION 2. (PAYROLL)

************************************************************************

A. DCPS Fiscal Year End Schedule and Processing Procedures.  

Attached is the Fiscal Year End schedule and processing procedures released from Defense Finance and Accounting Service (DFAS), Charleston.  Please ensure the widest dissemination of these procedures to your serviced activities.  Adherence to the procedures is required to ensure that end of year accounting and treasury reports are accurate.
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August 26, 2004


MEMORANDUM FOR CUSTOMERS AND AUTHORIZATION ACCOUNTING ACTIVITIES (AAA) SERVICED BY DFAS CHARLESTON PAYROLL OFFICE


SUBJECT:  
Defense Civilian Payroll System Fiscal Year End 


Schedule and Processing Procedures 


PLEASE ENSURE WIDEST DISTRIBUTION OF THIS MEMO TO YOUR ACTVITY COMPTROLLER AND DFAS ACCOUNTING ACTIVITY


Based on your recent feed back, the FY04 End of Month Processing Procedures for all databases have been revised.


NEW!!!  FY04 End Of Month Processing Procedures


In order to accommodate accelerated accounting/treasury reporting deadlines your payroll provider (DFAS-CH Civilian Payroll) will be executing the EOM processing twice in order to accommodate our varying customer requirements:


ZGT Customers (Conus payroll database): For those customers that will require labor estimates for the period 19 – 30 September 2004 we will run the EOM labor process at 1800 EST 9/21/04 (with file available to customer at 1400 EST 9/22/04).  For those customers that require actual labor for 19 – 30 September 2004 we will again run EOM labor processing at 1900 EST on 10/01/04 (with file available to customer at 0800 EST 10/02/04).  To ensure actual labor is captured, all applicable T&A files must be received by this office by 1500 EST 10/01/04.  


ZFR Customers (Overseas first Friday payday database): For those customers that will require labor estimates for the period 19 – 30 September 2004 we will run the EOM labor process at 1200 EST 9/20/04 (with file available to customer at 0800 EST 9/21/04).  For those customers that require actual labor for 19 – 30 September 2004 we will again run EOM labor processing at 1900 EST on 9/30/2004 (file available to customer 0800 EST 10/01/04).  To ensure actual labor is captured, all applicable T&A files must be received by this office by 1500 EST 9/30/04.  


ZLO Customers (Shipyard payroll database): Since all customers on this payroll database require actual labor for 19 – 30 September 2004, we will only run EOM labor processing at Midnight EST on 10/1/2004 (with file available to customer 0800 EST 10/02/04).  To ensure actual labor is captured, all applicable T&A files must be received by this office by Midnight EST 10/01/04.  


ZFA Customers (Overseas 2nd Thursday payday database): Since all customers on this payroll database require actual labor for 19 – 30 September 2004, we will run EOM labor processing at Midnight EST on 9/30/2004 (with file available to customer 0800 EST 10/01/04).  To ensure actual labor is captured, all applicable T&A files must be received by this office by 1500 EST 9/30/04.  


ZPD Customer: Since Department of Energy does not require the payroll system to provide an estimate or actual accruals for the period 19-30 September 2004, we will not run EOM labor processing on this payroll database.


Please note: Our customers that are paid from the above payroll databases where we will be running EOM job twice, you will receive a labor file from each of the runs.  Accounting personnel should be very cognizant to only process the file that is applicable to your accounting business requirement.


FY04/05 Accounting requirements:


For the end of Fiscal Year (FY) 04 your accounting requirements for the Defense Civilian Pay System (DCPS) need to be submitted so that any appropriate fiscal year changes can be made to your payroll related accounting records.  Your office must provide the requested information not later than September 13, 2004, in order for changes to be made effective October 1, 2004.


A:  Job Order Numbers

For those customers whose accounting systems utilize job orders, DCPS can automatically update the fiscal year contained in the job orders if that fiscal year is consistently used in the same field of the job order.  This includes the leave job orders associated within the organization record for each employing activity, as well as the standard job order assigned to each employee via their current time and attendance work schedule.  If the job orders contain a fiscal year which you want to be automatically updated to a “5”, for FY05, you must provide to the payroll office, the exact position of the fiscal year within the job order no later than September 13, 2004. The DCPS mass update batch job will be processed on October 1 and will change each occurrence of a “4” in that particular position, to a “5”.   If this option is selected, then you should notify the activities you service that they are not to begin making changes or corrections to FY 05 job orders until October 2, 2004.  Any changes made to the FY 05 job orders prior to that date will be overlaid by the DCPS automated mass update batch process.


This office will automatically roll the fiscal year field (position 6 of the job order) from “4” to “5”   on September 30, 2004 for those Navy STARS/FL commands serviced by accounting activities 000109, 000187, 045924, 060701, 060951, 060957, 062755, 063126, 065113, 065114, 065236, 065886, 068142, 068566, 068688, 068732, and 068892. 


 If the fiscal year is not consistently in the same position of the job order, DCPS can produce an extract file which contains all leave type job order numbers associated with the organization for each employing activity, as well as the standard job order number assigned to each employee via their current time and attendance work schedule.  This extract file must be requested no later than September 13, 2004.  The updated file must then be returned to DCPS for processing no later than September 24, 2004.  If this option is selected, you should notify the activities you service that they are not to begin making DCPS on-line changes or corrections to FY05 job orders until October 2, 2004.  An alternative method for updating job orders is to have the job orders updated by the DCPS Customer Service Representatives (CSR) assigned to each activity you service utilizing on-line input to DCPS. 


Our payroll office also needs to be notified if your accounting system uses job orders but does not have a fiscal year contained within these job orders.  In this instance, our office will execute a mass update job to bring forward these job orders in DCPS as FY 05 job orders for your use.  


B:  Lines of Accounting

The fiscal/program year in the accounting classification records at the employing activity level, organization level, and employee level will be updated through DCPS.  The updated accounting classification records will have an effective date of October 1, 2004, and if the fiscal/program year fields have a “4”, these fields will be updated to a “5”.  If the current record contains a value other than “4” in the fiscal/program year fields, a duplicate of the current record will be created with the new effective date of October 1, 2004.  If there is an accounting classification record with a date of October 1, 2004 or later, the record will not be updated.  This accounting classification update will be automatic.  You do not need to notify our payroll office to execute this update.  Any other changes within the DCPS accounting classification record must be made via the DCPS on-line process by the CSR unless your accounting system updates the DCPS accounting classification records via our extract file procedure (see above).


C:  Reports


An “Unpaid Accrued Leave Liability Report” for Pay Period Ending (PPE) September 4, 2004 will automatically be mailed to each AAA on or about September 10, 2004.  This report provides the dollar value of the contingent liability for unused leave, and the Medicare and Medicare/OASDI fringe costs.  The report will also be produced for PPE September 18, 2004, and will be mailed to each AAA on or about September 24, 2004.   These two mailings will be automatic and require no action from your office. However, if you desire these reports to be emailed to you, please provide us your AAA, POC, and email address.


D:  Time and Attendance (T/A) Deadlines and batch submission procedures for PPE October 2, 2004


To accommodate those AAA’s that must separately report FY04 time/attendance and labor from FY05 time/attendance and labor, this office will process time and attendance as follows for PPE October 2, 2004:


For the period covering September 19 through 30 (biweekly input) or Sep 26-30 (weekly input),  all time and attendance must  be input  to DCPS (on-line or batch/SDA) by 1500 EST on September 30 will be calculated and reported to all Accounting Activities on the Month End Estimate file, to be file transferred to AAA’s.


Any Army customers, daily Shipyards, Department of Energy or other customers not requiring End of Month files are not affected by the above. 


Finally, all 14 days time and attendance should be into DCPS no later than the first pass as normally scheduled to ensure accuracy of pay to all employees.  


For those customers who submit batch Source Data Automation (SDA) T/A files, please remember that once T/A has been submitted on a file, it should not be resent to DCPS again unless it has changed.  SDA files for the pay period ending October 2, 2004 require a date within the pay period in the header record.  Weekly T/A files: You may use the date of September 25 and a frequency count of 0 (zero) for the first week of the pay period (September 19 through September 25).   If you send a second file to report labor for September 26 through September 30 you may use the header date of September 30 and a frequency count of 0 (zero). The third file to report the labor for October 1 through October 2 may have a header date of October 2 and a frequency count of 0 (zero).  The frequency count identifies the number of files sent with the same header date. 


Awards Processing:


The correct FY accounting record will be automatically assigned when the award transaction (SF50) is processed by the payroll system.  Awards received for processing after pay period ending October 2, but with an effective date prior to 1 October will be charged to the prior Fiscal Year.   The payroll office WILL NOT ENTER AWARDS MANUALLY. 


To assist our office in providing information about accounting related issues in the future, please provide one or two designated Points of Contact (POCs) for your office by September 13, 2004.  Please include the AAA identifier, name, telephone number, fax number, and electronic mail address. 


My POC in this matter is Ms. Sheran Moore at commercial (843) 746-6460, DSN 483-6460 or sheran.moore@dfas.mil.


/s/


          
Rick Cone



Director for Civilian Pay
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