UNIT IDENTIFICATION CODE (UIC)

ORGANIZATION CODE (ORG)

1.  Every activity using DCPS must have a UIC and at least one ORG code

.

2.  All UIC/ORG codes must be built in DCPS tables; tables should be built at least 30 days prior to Personnel flowing any actions using the new UIC/ORG codes.

3.  All UIC/ORG must be compatible with those used by Personnel


1.  Personnel actions are flowed to Payroll using the UIC/ORG


2.  If UIC/ORG table is not built in DCPS action will reject back to personnel

4.  Use DCPS Table Update Request to add new UIC codes to tables or update existing tables

f. 
1.  Add new UIC tables:  fill out parts A through E 



a.  Part A will indicate ADD/CHANGE/DELETE table info

b.  Service Representative Office with site id, phone number, printer number, fax and e-mail address



c.  Part C requires the name and address of the Employing Activity

d.  Part D requires Employing Activity information concerning Agency Code/Major Claimant Code/Blanket Lv Indicator (IDC)/T&A Frequency/Credit Hr Carryover Limit/Certification IDC/SDA IDC and Labor Indicator.

e.  Part E requires Employing Activity Accounting classification, should be reviewed and approved by the Resource Management or Budget Office

g. Part F (additions, changes, & deletions will be done via Remedy Template select title TABLES)

NOTE:  UIC must be built before any ORG can be added.

2.  Change UIC tables:  fill out Part A indicating UIC and change.  Fill in only those sections that need to be changed.

3.   Delete UIC tables: fill out Part A indicating UIC and delete.  No other information need be provided.  Tables can only be deleted when all employees attached to that particular UIC and all its ORGs have been reassigned.  Personnel should be notified that the UIC is to be deleted so that no personnel actions will be flowed using that UIC.

5. SDA Indicator (IDC)

1. UIC used by sites that do not input time directly to DCPS to transmit data to DCPS

2. Using foreign T&A input, T&A file is created and transmitted to TSO Pensacola

3. Bridge program converts foreign T&A data to DCPS compatible data



6.  Site Indicator (IDC)

1. Every Site (Ft Sill/Redstone Arsenal, etc.) is being changed to reflect location of CSR 

h. (Ft Sill = FTSILL       Redstone Aresenal = REDARS       Wisconsin Grd = ARNGWI

2.  Each ORG at a given site will use the same specific Site IDC 

a. Sites may have more than one CSR and each can be identified with there own CSR Site Activity Code all using the same Site IDC. This code is set up by DCPS at the time of the table build.

b. Each CSR Activity may have any number of T&A Site Activity Codes and T&A Site Groups.  A CSR can be responsible for one or many T&A Site Activities, all using the same Site IDC. 

c.  Each T& A Site Activity can be broken down into numerous T&A Groups.  This gives access to T&A only to timekeepers designated to keep time for a particular group of employees (generally 5 or more) CSRs with table access can assign/change or remove T&A Group access.  As long as the T&A Group they are using is built in DCPS Tables.

7. Organization Codes: Multiple ORG codes can be attached to any UIC by using  the Remedy Template (select title TABLES).

2. 
1.    Add ORG   Use the Remedy Template to ADD ORG codes. (select title of TABLES)

3. Change ORG  Use the Remedy Template to CHANGE ORG codes (select title of TABLES)

4. Delete ORG codes  Use the Remedy Template to DELETE ORG codes (select title of TABLES) 

8.  Accounting Data: may be loaded at 3 levels in DCPS.

1.  UIC level is input at the time the UIC is built in DCPS tables and is a required element.  The UIC cannot be built by Payroll without the accounting data. This is the default accounting information for all employees assigned to the UIC.

2.  ORG level is input after the UIC and ORG have been built in DCPS tables and is input by the CSR or Accounting.  This is not required but is recommended for better tracking of payroll funds.

3.  Employee level is input after the UIC and ORG have been built in DCPS tables and Personnel has flowed the employee’s information to DCPS.  The CSR or Accounting  will load this information on each individual employee, this is not required but is used for the most detailed tracking of payroll funds.

4.  When payroll is processed the logic will first go to employee level accounting then ORG level accounting and finally to the UIC level accounting.

