FREQUENTLY ASKED QUESTIONS REGARDING PAY, BENEFITS AND LEAVE PROCESSING

FREQUENTLY ASKED QUESTIONS REGARDING PAY, BENEFITS AND LEAVE PROCESSING


	Ref#
	Area
	Question
	Questions To
	Responsible Area

	1. 
	Allotments
	How does an employee start or stop an allotment?
	CSR
	CSR
· Input data to Defense Civilian Payroll System (DCPS) or 

Employee

· Initiate action through the use of the Employee/Member Self Service (EMSS) system.



	2. 
	Benefits Error
	What does an employee do if he/she has not received a refund from erroneous deductions for health insurance, life insurance, Thrift Savings Plan (TSP) or retirement? 


	CSR


	EMPLOYEE

· Contact CSR.

CSR

· Contact the DFAS Payroll Office.
DFAS

· Contact HRSC.

· Work jointly to determine problem.

· Make necessary payroll corrections and adjustments.

HRSC 

· Verify document and data flow.

· Make corrections as needed.

· Advise CSR.

CSR
· Call employee with status.



	3. 
	Change of Address
	How does an employee change his/her home address?
	CSR


	CSR
· Enter data into DCPS.

· DCPS feeds the Defense Civilian Personnel Data System (DCPDS), or

Employee

· Initiate change through the use of EMSS.

Note:  The Payroll system “owns” the employee’s address data.



	4. 
	Bi-Weekly Hours
	How does an employee’s updated bi-weekly hours (work schedule) get changed?


	CSR/ Timekeeper
	Employee’s Supervisor

· Notify CSR/timekeeper of schedule change.

CSR
· Check DCPS to compare requested change to current DCPS information.

· Notify Supervisor if change needs to be made.

SUPERVISOR

· Initiates a Request for Personnel Action (RPA) to reflect schedule change.
HRO

· Process RPA to reflect schedule change.

HRSC
· Process RPA.



	5. 
	Deposit for Active Duty Military Service
	How does an employee obtain information on making a deposit for active duty military service for retirement purposes?
	HRO
	HRO

· Provide SF2803 via the self-service center.

· If self-service center is not available, HRSC provide the form.

Employee
· Mail the form and check directly to DFAS, or establish deduction schedule.

DFAS

· Calculate interest and notify employee.

·  Receive and process the check or bi-weekly deduction.

· Complete Retirement Card (forward card to OPM when employee separates).



	6. 
	Direct Deposit 
	How does an employee change direct deposit from one financial institution to another?


	CSR
	CSR
· Collect forms from employee and input to DCPS, or

Employee

· Initiate action through the use of EMSS.



	7. 
	Incentive Award
	What does an employee do if he/she has been granted two awards in one pay period and does not receive payment for both?
	CSR
	CSR
· Contact DFAS.

DFAS
· Review invalid report (2nd award).

· Confirm valid award with HRSC.

· Manually enter award.

Note:   No need for Notification of Personnel Action (NPA) or other paperwork.



	8. 
	Jury/Court Duty
	What does an employee do with a check paid for jury duty?
	CSR
	CSR
· Forward check to DFAS-Cleveland (CL) and Denver Disbursing.  Include the Line of Accounting.

· 

	9. 
	Leave (Advanced and restored)
	How does an employee request advance annual or sick leave?
	Immediate supervisor
	CSR

· Receive and input authorization.

	10. 
	Leave and Earnings Statements (LES)
	How does an employee get a duplicate leave and earnings statement?
	CSR
	CSR
· Print an “In Lieu Of” LES.

EMPLOYEE

· Obtain their own copy of LES through EMSS. 
Note:  Employees can go on the web and view/print electronic LES through the Employee/Member Self Service (EMSS).  EMSS will contain the current LES and two prior pay periods.  If an employee loses their mailed LES and it is no longer available on EMSS, then the CSR can print an "in lieu of LES." 

 

	11. 
	Paycheck/Special Pay


	What does an employee do if he/she does not receive a paycheck or the amount of the paycheck is incorrect?
	CSR
	CSR
· Investigate inquiry by review of pay history.

· If error, request a special pay signed by Activity Commanding Officer/ Director or designee.

· Call DFAS to notify Pay Tech that special pay request is coming via fax or EMAIL.

DFAS
· Ensure that certified Time & Attendance and/or NPA (SF50) did flow.

· Calculate special pay and input into DCPS.

· Notify CSR that special pay was issued.

HRSC

· Reflow the appropriate action upon notification that employee was not paid or verification from the W3L that the action did not flow.

Notes:

· The primary guideline for making a special payment (for an underpayment) is that the employee must have received less than 90% of his or her regular biweekly pay and allowances.

· Special Payments are not processed for supplemental pay actions such as QSIs, VSIPs, and awards.



	12. 
	Hard Copy Checks
	Who does an employee contact if his/her hard copy check was not received?
	CSR
	CSR
· Complete DD2660 (signed by employee).  Employee must wait 3 business days after payday to request replacement check.

· Send DD2660 to DFAS.

DFAS
· Review and send to disbursing office.

· Can take up to six weeks to get a hard copy check for temporary employees or for non-temporary employees for whom a hard-copy check is a reoccurrence.   



	13. 
	Retirement Benefits
	Who answers questions on retirement benefits?
	HRSC


	HRSC
· Compute retirement.

· Advise employee.

Note:  DON is pursuing a web-based benefits and entitlements system called the Employee Benefits Information System (EBIS), which will be able to provide retirement information on line.

	14. 
	Savings Bonds
	How does an employee start or stop a savings bond?
	CSR
	CSR
· Input action into DCPS.



	15. 
	Tax Withholdings
	How does an employee change state, local, and federal tax withholdings?


	CSR
	CSR
· Input action into DCPS, or

Employee

· Initiate action through the use of EMSS.



	16. 
	Thrift Savings Plan (TSP)
	What does an employee do if TSP loan deduction is not withheld?
	CSR
	CSR
· Contact DFAS to research issue.



	17. 
	TSP Loan
	Who obtains and verifies Form TSP-19 loan information?
	HRSC
	Employee

· Notify the new personnel office that he/she has a TSP loan.
HRSC

· Obtain Form TSP-19* information from losing HRSC/Personnel Office.

· Verify Form TSP-19 information against OPF.

· Forward Form TSP-19 to new payroll office.

DFAS

· Handle inquires once info is transferred.

*Note:  OPM has revised the SF-75 to include TSP Loan Information.   TSP information may be obtained by using either Form TSP-19 or the new version of the SF-75.  If an earlier version of SF-75 is used, Form TSP-19 is required to obtain the necessary information.



	18. 
	Unemployment Compensation
	Who provides information that establishes employee claim to unemployment compensation?
	HRO
	HRO
· Provide information that establishes employee claim or contests claim.

· Complete unemployment forms ES931 and ES936.

Notes:  

· Injury Compensation/ Unemployment Compensation (IC/UC) System used by some offices.

· UC operations have been adversely affected by Personnel Office Identifier (POI) change.  System repair currently being worked.  Existing problems pending system correction should be directed to CPMS.
· Department of Defense regulations indicate unemployment compensation entitlement reviews reside with the local command/HRO.  Local command/HRO is responsible for providing information that establishes employee’s claim or for contesting a claim.


	19. 
	Union Dues
	How does an employee start and stop union dues?
	HRO/CSR
	HRO

· Provide form to employee.

· Certify employee eligibility to start and stop union dues, per regulations and local negotiated agreements.

CSR 

· Input form into DCPS.



	20. 
	Verification of Employment
	How does a financial institution verify an employee’s federal employment?
	“The Work Number”
	Employee

· Initiate action through the use of:

“The Work Number for Everyone®”

· 1-800-EMP-AUTH [for Employees]

· 1-900-555-WORK [for Verifiers]

· www.theworknumber.com 



	21. 
	Verification of Employment
	Who verifies employment information for “Right to Know” government agencies?


	HRSC
	HRSC
· Verify employment. 

	22. 
	Voluntary Separation Incentive Pay (VSIP)
	What does a separated employee do if he/she does not receive his/her VSIP payment?  
	HRO
	HRO

· Verify eligibility and processing timetables.

· Forward information to HRSC.

HRSC
· Research problem.

· Correct as necessary.

· Inform HRO of resolution.

· If system shows flow, contact DFAS.

DFAS
· Correct as necessary.

HRO

· Notify employee of problem resolution.



	23. 
	W-2s
	How can an employee get a duplicate W-2?
	CSR
	CSR
· Fax or email request for a duplicate W-2 to DFAS.

DFAS
· Input to Keymaster application at Denver.  

· Keymaster generates duplicate, which is mailed to employee.



	24. 
	Within Grade Increase (WIGI)
	How does an employee find out when a WIGI is due?
	Activity POC
	POC
· Research in Regions or contact the HRO. 

HRO
· Check Regions/DCPDS.

HRSC
· Calculate if needed.



	25. 
	Within Grade Increase (WIGI)
	Who does an employee notify if a WIGI is not paid?
	CSR
	CSR/HRO
· Research and provide status.

· Contact HRSC as needed.

HRSC
· Research.

· Correct as needed.



	26. 
	Correcting Report on Individual Person (RIP)


	Who has responsibility for correcting RIPs?
	HRSC
	HRSC

· Review and assess errors.

· Correct as required.

· PAYNEW RIPs need to be corrected within the pay period received.

· Others (that impact pay) need to be corrected within current pay period.



	27. 
	Correcting Personnel Invalids


	Who has responsibility for correcting invalids?
	DFAS
	DFAS – in coordination with HRSC
· Research problem.

· Correct in DCPDS/DCPS.

Note:  DFAS works invalids daily.  Should not have to “reflow”; but some actions may need to “reflow” so both systems are the same.



	28. 
	Building New Cost Center/ Org Codes
	Who does an activity deal with when building new cost center/ org codes? 
	CSR
	CSR
· Submit cost center/ org code information to DFAS.

DFAS
· Build DCPS codes/ Tables.

HRO

· Submit new cost center/org code information to HRSC for input into DCPDS.

HRSC

· Build org code table (Table 30).

· Input data into DCPDS.

Note:  Information should not be input to DCPDS until the codes are built in DCPS.



	29. 
	Correcting Cost Center/ Org Codes for DFAS


	Who does an activity contact when their cost center/ org code is incorrect?
	HRO


	HRO

· Submit corrected cost center/ org codes to HRSC for input to DCPDS.

HRSC

· Check DCPS (View Access) to ensure cost center/ org code has been built by DFAS before sending actions.

· Input cost center/ org codes to DCPDS.



	30. 
	Verification of RPA (SF52) – General


	Who does an activity contact if a data element is wrong on an RPA?
	HRO
	HRO
· Verify RPA data in question.

· Contact HRSC to correct the element, if RPA data was correct when sent to HRSC.

· Discuss with activity manager or administrative liaison if data was incorrect on the initial RPA.

· Send correct information to HRSC via RPA.

HRSC

· Correct data entry errors as necessary.

· Process RPA as necessary.



	31. 
	Leave Buy-Back Issue
	Who does an employee contact to buy back leave used while on workers’ compensation?


	HRO
	HRO

· Obtain info from employee.

· Fill out paperwork (Forms CA7a and CA7b) and certify dates and medical evidence.

· Forward to DFAS.

DFAS

· Compute pay/leave etc.

· Forward to Office of Workers Compensation.

· Advise employee (letter).

· Advise HRO and employee of computation result.

(Should be done within two pay periods).



	32. 
	Mass Updates/ Actions
	Who does an activity contact to process volume actions, e.g., awards/realignments?
	HRO
	HRO
· Work with managers/admin liaison to group like actions together into a single action.

· Work with HRSC to determine most efficient method for processing, e.g.,  PPIs, Access database, survey worksheet, or reentry desire, to generate RIP.

HRSC

· Process Actions.



	33. 
	Reconciliations


	Who is responsible for processing Payroll Reconciliations (Recon)?
	HRSC
	HRSC
· Receive recon from DFAS via HROC-SA.

· Pull OPFs.

· Compare with system data.

· Annotate records.

· Send certified payroll errors to DFAS.

DFAS

· Notify HRSC of receipt of annotated Recon and who will be working it.

· Send letter to HRSC with what was fixed and what could not be fixed.

· Correct data prior to next Recon.

· Advise HRSC of delays in processing.

· Track on a weekly basis to ensure completion.



	34. 
	Settlement Agreements/ Grievances/Court or Board Order
	What documentation is needed to pay interest?


	HRO/ Activity
	HRO/Activity    

· Discuss with the DFAS Payroll Office the propriety of and process for payment of interest.  Certify time and attendance.

· Document and complete settlement agreement; direct payment of interest/back pay as required by law. 

· Reconcile vendor pay issue.

DFAS

· Calculate back pay/interest within timeframes required by agreement/order.

· Inform agency representative of payment amount.

· Process action.

HRSC

· Process Notification of Personnel Action (NPA) in accordance with settlement agreement or court/board order.  Include payment of interest if required by law.


	35. 
	Leave Transfer
	Who does an employee contact if leave hasn’t been transferred from a former command?
	CSR 

(New Activity/ Command)
	CSR
· Research to determine if DCPS/ DCPDS records (SF-1150) transferred.

· If not, CSR will work with DFAS and HRO to get records transferred.

HRSC
· Send gaining NPA to losing HRSC same day NPA is printed.

Note:  Positive annual and sick leave balances may be input by CSR using employee’s last LES.  The LES must be the last one prior to the transfer to ensure leave balances are current.  When the SF-1150 is received, DFAS will verify balances and make changes if necessary.



	36. 
	Indebtedness 


	Who does an employee contact when he/she gets a letter of indebtedness?
	DFAS
	DFAS*
· Send letter to employee.

· Employee can request a waiver (should take DFAS about six weeks, but may, in some cases, take significantly longer to act on an employee’s waiver request).

· Employee has 30 days (45 days for OCONUS employees) to act/make choices, provide information, etc.

· If employee does not respond, DFAS can collect up to 15% of net disposable pay until repaid (within 3 yrs).

HRO
· Advise and assist employee as needed.

HRSC
· May need to confirm/refute information on personnel actions.  

· Correct if necessary.

Note:  Causes of indebtedness include, but are not limited to, the following:  time and attendance, late separation, canceled promotion dates, retroactive actions from CONUS for overseas employees, and FEHB, FEGLI and TSP deductions not withheld.

*  The Debt Collection Improvement Act of 1996 exempts from “full due process,” including advanced employee notification, certain overpayment adjustments or collections.  See the CSR for additional information.



	37. 
	Garnishments


	Who does an employee contact to obtain information on garnishments?
	DFAS-Cleveland

(216) 522-5301
	DFAS
· DFAS Cleveland does all involuntary garnishments.

· Employee needs to deal directly with them.



	38. 
	Re-Payment of Bonuses
	Who does an employee contact to repay a bonus due to failure to fulfill a service agreement?
	CSR
	CSR

· Work with activity management to determine amount of indebtedness.

· Notify DFAS of amount due.

DFAS

· Notify employee of the terms and the process for repayment.



	39. 
	In Processing Package Verification
	Who does an employee contact if pay data or benefit information is incorrect on an accession, reassignment, or change of appointing office (CAO)?
	HRO
	HRO

· Contact HRSC to discuss alleged errors.

· Notify employee once resolved.

HRSC

· Research error and correct as appropriate.

· Notify HRO.




Notes:

· The CSR is to serve as the liaison between the employee and DFAS.  As such, the CSR is the employee’s first point of contact for pay/benefits issues.

· The HROs have an important role in ensuring the accuracy and timeliness of pay processing.  Effective execution of this role requires that the HROs have and use view access to the Defense Civilian Payroll System (DCPS).

· Direct contact between the CSR and HRSC is appropriate where that exchange will expedite correction of a pay error.
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