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MDCPDS TRAINING MODULE

PROMOTION and CHANGE TO LOWER GRADE

Lesson Plan

Purpose
This lesson plan covers how to process a temporary promotion and a change to lower grade on an employee.  It can be modified for use with other types of salary change actions.  

Target audience
This training is intended for the following audiences:

· Staffing Assistants/Specialists

· Classification Assistants/Specialist

· Personnel Actions Clerks

Objectives
After completing this module, participants will be able to:

· Know what reference materials cover this topic, and where to find them.

· With appropriate reference material, successfully process a temporary promotion and a change to lower grade RPA into the MDCPDS database.

· Verify the flow of the action to payroll.

· Print the NPA.

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Fundamentals (logging on, navigating)

· The RPA and inbox
· Accession actions (recommended)
· Position build (recommended).

Related training
The following modules provide related information:

· The Guide to Processing Personnel Actions.

· Pay Setting SOPs.

Synopsis of lesson
This module contains the following:  

· Instructor-led demonstration, with students following along.

· A PowerPoint slide show is provided as a contingency. (in development)

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 3 (RPA) and module 4 (Staffing), chapter x, pp. xx-xx.

· Various Job Aids (promotion, change to lower grade).

Handouts
The following handouts should be provided to each student:

· Job Aid for Change in Data Element

· Student user Ids and passwords for Modern DCPDS, on individual sheets or cards for each workstation.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Access to a printer (if applicable) – know the printer name.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate student user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  

· CIVDOD PERSONNELIST

· Each student (and the instructor) will need an employee to promote and demote. 

· Each student (and the instructor) will need a valid vacant position to which the selected employee can be promoted.  

Notes to instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module – Temporary Promotion

Purpose
In this lesson, we will temporarily promote an employee and then process a change to lower grade on the same employee.  For each action, we will:

· Initiate and code an RPA

· Complete the DDFs.

· Update the MDCPDS database.

· Print the NPA.

· Check the Payroll 500 character record.

Log on and create RPA
Students are follow along as the instructor demonstrates.

Point out that we are going to create an RPA and process it into the database, all while using our “Personnelist” hat.  In real life, of course, the RPA would be created and routed to the CPOC by management.  We will abbreviate many of the steps that would normally be performed in initiating a real personnel action.

· Log on to Modern DCPDS using the CIVDOD PERSONNELIST responsibility (change hats if necessary).
· From the Navigator screen, select Request for Personnel Action ( Salary Change ( <Open>.

Complete RPA page 1
For training purposes, we are not going to fill out the “requested by” and “approved by” blocks on the RPA, but in real life, you would need to verify that the RPA was appropriately staffed and approved.

Click in the “Name” block of the RPA, and use the LOV to select the employee who you are going to temporarily promote.   Training use:  ____________________.

Click in the effective date block and use the LOV to enter the effective date for this action (training use ______________).  

Click in the NOA block and use the LOV to select the NOA for temporary promotion (703).  Then complete the NTE date when the pop-up window displays (training use ___________).

Click in the Authority Code block and use the LOV to select an appropriate authority code (training use ________).

Point out that “Salary Change” actions would normally have the employee name and the NOA completed by management, plus a requested effective date.  The NOA needs to be checked since there are other NOAs that indicate Temporary Promotion but may not be appropriate for this action (i.e., don’t use the ones with an alpha character in front).

Identifying the position (RPA page 2)
· Click the <Next> button to go to page 2 of the RPA.

· Click on the “TO” side job title, use your LOV to select the position.  For initial reduction criteria, use the first part of the position title (e.g., “SECRETARY” – case sensitive).  

· For training, use ______________________.

CAUTION:  Make sure you enter reduction criteria for this block.  If you leave it blank it will take considerable time while the system builds a list of all positions in the region.

Note:  spend a few minutes to show how the position LOV can be narrowed down using the “Find” block, e.g., you can narrow the list to unencumbered positions by including “%NO%” in the Find block.

Point out:

· How the “FROM” side of the RPA is completed from information contained in that person’s record in MDCPDS.

· How the position build must be done before an action can be processed on the employee. 

· How the “TO” side is populated after you select the position.

Completing page 2 of the RPA
· Click in the “Step” field and add the employee’s step for the new grade.

Note that the employee’s salary is determined based on the employee’s pay rate determinant (page 3) and the date used in the effective date block (page 1).  It’s important to complete the effective date correctly to get the right salary.

· Click on the next button to go to page 3 of the RPA.

Completing Page 3 of the RPA
The type of action you are doing will govern what, if anything, needs to be changed on page 3.  For training, we shouldn’t have to make any changes.

· Click on the next button to go to page 4 of the RPA.

Completing Page 4 of the RPA
· Go to the remarks section and using your LOV, add any required or appropriate remarks for the action.  For a temporary promotion, there are no required remarks. ??  Ask the class where we would find required remarks for an action (GPPA).

Point out:

· The LOV reflects remarks appropriate for the type of action requested.  Make sure you have identified the NOA before attempting to add remarks.

· If you use local remarks, you can use the remark “ZZZ” and type the local remark into the pop-up box.

· That remark “ZZZ” can be used repeatedly.

· If you have more remarks than blocks on the screen, use the down arrow to go to a free cell for a new remark (or the “add record” icon – the big green plus sign).  Repeat as necessary.

Should you go to a free cell and do not need to complete a remark, click on your red “X” on the toolbar to delete and remove yourself from the remarks section.  Each remark is considered a separate “record.”  

Saving the RPA
· Click on the “Save” box from the main menu and the system asks if you want to route your action.  Reply <No>.  We just want to save the action (required before we can go to the “Extra Information” area).  The RPA will be given a number at this point.

Point out:

· The first person who initiates an RPA has to save that RPA to his/her inbox before forwarding it to anyone else.  This is required in order to be able to access that RPA later (e.g., to track it).  If the initiator doesn’t save it to her inbox, she will never see it again after routing it.

· The exception to this is when you are doing what we are doing here – creating the RPA and processing it into the database all at one time.  This process will cause the RPA to be saved in our inbox anyway.

· The RPA number is system-generated the first time the RPA is saved.

· In actual operations, the person who completes the RPA in the CPOC may or may not be the one who completes the rest of the data elements and processes the action into the database.  Procedures vary by CPOC.

Generic process for completing DDFs
These are the general steps to follow to complete the extra information for any action (we will cover specifics for the temporary promotion next):

· Click on the <Extra Information> button on the bottom of any of the pages (1 thru 4) to go to the DDFs (DDFs = developers’ descriptive flexfields).

· Using the job aid appropriate for the type of action you are completing, complete the necessary DDFs.  For each DDF:

· Click on the DDF to move the cursor to that line, then click anywhere in the detail block on the bottom of the screen to display a window with the data elements related to that DDF. 

· Note that the LOV button for a DDF is usually right on the DDF window, not the one on the toolbar.

· After you have entered or changed any necessary data, click <OK> to exit that screen and then click on your save icon to save the changes (or when going to another DDF the system will prompt you to save your changes).

· Once you have completed all the necessary DDFs exit the extra information area by clicking on the “X” on the top of the DDF screen.  You will return to the RPA.

Completing US Gov Agency Data
This DDF should be used for virtually every action – it’s where you put your initials that print on the NPA.

· Display the US Gov Agency Data DDF.

· Fill in your initials in block 40.  

· Save and exit this DDF.

Completing US Gov Performance Appraisal
· Display the US Gov Performance Appraisal DDF.

· Check the “Date due” at the bottom of the window, change if necessary (based on the applicable performance rating system).  

· Save (if you made any changes) and exit this DDF.

Completing Global Information for 5/7/9 NOAs
· Display the Global Information for 5/7/9 NOAs DDF.

· Check the “Civilian Type Army” (C-type), change if necessary (e.g., if the temporary promotion moves the employee from WG to GS).

· Check the “Date Last Equivalent Increase” and change if necessary.

· Complete the “Drawdown Action ID” using the LOV.  This is required.

· Save and exit this DDF, then exit the Extra Information screen.

Updating the database, printing the NPA
Once you have completed the appropriate DDFs you are ready to update the database:

· Click on your save icon and the system will prompt you do you want to route this action, click on <yes>.
· You are now on the routing screen.

· Click on the Print Notification button (turn it on) and then click in the “Printer” area and select the appropriate printer from the list. 
· Click on the approve button.
· Click <OK>.
· If necessary, correct any errors and update again until the action processes.  Then close the RPA window to return to the Navigator.
Point out:

· If there are any errors you will get a reject message to that effect.  Go to the appropriate DDF or RPA data item and fix the error, save your changes and try updating again.

· If the action flowed you will get a dialog box on your screen that the action transmitted and your NPA will print.

· If the action is a future effective date that the NPA will not print until that day.  If you have selected it to print, it will print automatically on the effective date.

· The person who “updates HR” is the one whose name will appear on the NPA (not necessarily the “approver”).  

Follow up actions:  checking PAY500
· From the Navigator window, select “PAY500”.
· Find and select your action on the list of payroll records.
· Open the payroll record.
· When done examining the record, exit back to the Navigator.
Point out:

· The PAY500 record is generated as soon as you update HR unless you are using a future effective date.

· This action will flow to payroll with the next transmission (done once daily). 

Exercise – Change to Lower Grade

Purpose
We are now going to process a change to lower grade action for the employee who we just temporarily promoted.  You will do this by yourself, following the same steps we went through as a class.  

Exercise parameters
Use the following information to initiate and process this action:

· Use the Salary change option for the RPA.

· Use the same employee name.

· Use this effective date:  ___________________.

· Select CLG as the NOA, and use _________ as the authority code.

· Return the employee to his/her original position.

· You will need to include at least one remark (K16 – “From temporary promotion NTE ____”).

· Use the CLG job aid to identify what DDFs you will need to check.

Notes to instructor
Allow about 15 minutes for the students to work on this action.  Instructional team should walk around the room and assist as necessary.  

Summary and conclusion
In this module we have learned:

· How to code the RPA and associated DDFs.

· How to flow the action in MDCPDS

· How to print the NPA

· How to check the payroll 500 character record

Any questions?  
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