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TASK:  Process Position Classification Personnel Action












Build new UIC and Organization Codes in DCPDS on Table 30
X











Builds position in DCPDS with new UIC and/or Org and other DCPS related data and places action in hold box 
X











Provide CPAC new UIC, Organization codes and Employing Activity Address and effective date for processing changes if needed
X











Provide CSR  new UIC, Organization codes and Employing Activity Address

X










Provides the CSR with the appropriate accounting data for new UIC and/or Org Codes 



X








Provides DFAS new UIC, Organization codes, Employing Activity Address and all appropriate accounting data


X









Builds new UIC and/or Organization codes in DCPS








X



Inquire into DCPS to verify new UIC and/or Organization data is built
X











Release the action from the hold box in PERSACTION
X





































TASK:  Process Civilian Personnel Action












Process personnel change or accession in PERSACTION
X











Verifies personnel action updated in DCPDS
X











Verifies SF 50 data is correct if appropriate
X











Forwards SF50 to DFAS if appropriate see DFAS memo
X











Review output products ie W3L,W4L,W0L,SF50 and pseudo
X











Initiate corrective action as needed
X











Review reports for systemic problems and forward to DA via HEAT for resolution
X











Resolve personnel systemic problems






X





Forward DCPS systemic problems to DFAS






X





Resolve DCPS systemic problems








X
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TASK:  Payroll Rejects 












Determines problem with employee record from payroll reject RIP
X











Notify CPAC of problem with employee action if it affects the employees pay
X











Processes correction or cancellation action against rejected action within the pay period received
X











Advises CPAC of corrective action if it affects employees pay
X











Notify employee of delay in employees pay

X










Advises CSR of corrective action if appropriate

X























TASK:  Pay Problems












   Subtask:  Personnel Pay Problem












Requests assistance




X







Research identified problem

X










Request assistance from CPOC if necessary

X










Research identified problem
X











Provide answer to CPAC
X











Provide answer to employee

X























   Subtask:  Payroll Problem












Requests assistance




X







Research identified problem


X









Request assistance from DFAS if necessary


X









Research identified problem








X



Provide answer to CSR








X



Provide answer to employee


X
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TASK:  Foreign Entitlements












Initiate PERSACTION









X


Determine eligibility
X











Forward TQSA form to DFAS
X











Complete form 1190




X







Input entitlements into DCPDS to flow to DCPS
X











Modify entitlements as necessary
X











Terminate entitlement as necessary
X











Issue conversion rates and increases/decreases in allowances to CPOC and DFAS










X

Uses conversion rates every two weeks for LQA








X
















TASK:  Reconciliation 












Run Personnel Payroll Reconciliation Extract






X





Run DCPS Payroll Reconciliation Extract 








X



Run Personnel & T&A Reconciliation Mismatch DESIRE






X





Download Pay Reconciliation & T&A Mismatch reports
X











Forward T&A mismatch to CSR
X











Resolve T&A mismatches


X









Review reports for systemic problems and forward to DA for resolution
X











Resolve personnel systemic problems






X





Forward DCPS systemic problems to DFAS






X





Resolve DCPS systemic problems








X



Pull and review OPF for salary mismatches
X











Review OPFs, DCPDS, DCPS and other available tools to resolve other mismatches
X











Contact CSR if DCPS Org table needs to be updated
X











Update DCPS Org Table 








X



Verify DCPS Org Table Update
X











Correct/Update DCPDS to flow to DCPS as appropriate
X











Forward annotated mismatches and backup documents as appropriate to DFAS
X











Forward questions regarding mismatches to CPOC








X



Answer questions/issues asked by DFAS
X











Correct DCPS based on annotated mismatch








X



Forward completion letter to CPOC








X
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