
A2.11 - Input Personnel Actions into System

HRSC/HRO Staff

Forward
documents for

input

Processing
•Receive documents requiring data input
•Review for completeness and accuracy
•If document needs clarification return to
functional area
•Request OPF from Central Records if
needed

25 minutes

Needs clarification

Central
Records

A2.4a

24
hrs

Processing
•Receive OPF, if appropriate
•Inquire in DCPDS for information
validity
•Complete coding to construct PTI
•Generate PTI and transmit
•If response is an error make necessary
changes and regenerate

40 minutes

Processing
•Receive SF-50 if generated
•Verify SF-50 with document, correct if
necessary*
•Check W3L for payroll flow
•If no payroll flow and not a DCPDS system
problem, send appropriate documentation to
DCPDS Payroll
•If no payroll flow and is a DCPDS system
problem do 1PI to flow action to DCPS payroll
•Sign SF-50 if required
•Forward appropriate documents for splitting
and distribution to Central Records

60 minutes

24
hrs

Central
Records

* If correction is necessary, there will be additional
time required for regeneration of SF-50.  Check of
W3L is not necessary until accurate SF-50 is generated. 


