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PAYROLL INTERFACE TRAIN-THE-TRAINER

Module 1 – Overview

Objectives
At the end of this module, participants will be able to:

· Without references, define the term “payroll interface.”

· With references, describe the overall flow of information between DCPS and DCPDS and the actions that occur at each location.

· With references, identify the various organizations and persons who are involved in the payroll interface process, and explain the roles and responsibilities of each.

Outline
This module covers:

· Definition of payroll interface.

· Flow of information between DCPDS and DCPS.

· Key players and responsibilities.

Instructor(s)


Target audience
The following are targeted for training in this module:

· CPOC managers and supervisors

· Staffing personnel

· PM&C personnel

· Personnel actions clerks

· CPAC personnel

· Resource management staffs

· Installation customer service reps

· Installation timekeepers

Handouts & References
The following handouts and references will be used:

Handout/Reference
File Name
Binder
Web

Slides and Notes
PITTMOD1.PPT
X
X

Payroll Office phone numbers
CAPHONE.DOC (Charleson)

DAPHONE.XLS (Denver)

PAPHONE.DOC (Pensacola)
X

X

X


DCPDS/DCPS task list
DCPSTASK.DOC
X
X

Module 2 – Key Data Elements

Objectives
At the end of this module, participants will be able to:

· With references, identify the position and personnel data elements that are critical to the payroll interface and explain their importance.

· Without references, explain the importance of DCPDS Local Table 30 in the payroll interface process.

· With references, describe the steps for updating DCPDS Local Table 30 for both organization code and UIC changes.

· With references, define the term “Alternate UIC” and explain its purpose in the payroll interface process.

Outline
This module covers:

· Exercise:  identifying position data on an SF50.

· Key position data elements.

· Setting up new UICs and organizations and updating Local Table 30.

· Alternate UICs.

· Key employee (personnel) data elements.

Instructor(s)
Taiwanna Smith

Target audience
The following are targeted for training in this module:

· Staffing personnel

· PM&C personnel

· Personnel actions clerks

· CPAC personnel

· Resource management staffs

· Installation customer service reps

Handouts & References
The following handouts and references will be used:

Handout/Reference
File Name
Binder
Web

Slides and Notes
PITTMOD2.PPT
X
X

SF 50 (color) with BGPOS (grp inq) on back
SF50.DOC, BGPOS.TXT
H/O
X

Blank SF 50 for exercise
SF50_B.FRZ (FormFlow)
X
X

UIC and Org Code change form
Org-updt.DOC
H/O
X

Acctg classification, C2-79 of CSR Manual
Hard copy only
X


Module 3 – Routing and Timing

Objectives
At the end of this module, participants will be able to:

· With references, describe the flow of a personnel action from initial input until a paycheck is issued.

· With references, describe the events that occur in the payroll interface process during one pay period.

· With references, describe the W3L and W4L outputs from DCPDS and explain their purpose and use.

· With a template, identify specified data elements on a typical W3L listing.

Outline
This module covers:

· Routing and timing of personnel actions to DCPS.

Instructor(s)
Linda Anderson

Target audience
The following are targeted for training in this module:

· CPOC managers and supervisors

· Staffing personnel

· PM&C personnel

· Personnel actions clerks

· CPAC personnel

· Installation customer service reps

Handouts & References
The following handouts and references will be used:

Handout/Reference
File Name
Binder
Web

Slides and Notes
PITTMOD3.PPT
X
X

Timing exercise
Tim-exer.doc
H/O
X

Barb's buckets (script for demo)
Bucket.doc
H/O
X

W3L template
W3L.DOC
X
X

Sample W3L
W3L-SAMP.DOC
X
X

W4L template
W4L.DOC
X
X

Sample W4L
W4L-SAMP.DOC
X
X

Module 4 – Rejects

Objectives
At the end of this module, participants will be able to:

· With references, describe the key parts of a payroll reject notice. 

· With references, explain the routing and timing of this notice.

· With references, determine how to correct a payroll reject and identify the correct method to use for various types of rejects.

Outline
This module covers:

· Processing cycle for pay rejects.

· How to read a reject notice.

· How to resolve payroll rejects.

· Payroll/CSR/Time and Attendance rejects/reports.

Instructor(s)
Mike Diasselliss

Target audience
The following are targeted for training in this module:

· Staffing personnel

· PM&C personnel

· Personnel actions clerks

· Installation customer service reps

· Installation timekeepers

Handouts & References
The following handouts and references will be used:

Handout/Reference
File Name
Binder
Web

Slides and Notes
PITTMOD4.PPT
X
X

Reject samples
REJECTS.DOC
X
X

Reject exercises and answers
MOD4EXER.DOC
H/O
X

DCPS rejects/reports (samples)
DFAS-RPT.DOC
X
X

DFAS reports (slide show)
DFAS-RPT.PPT
H/O
X

DCPDS Coding Guidance for Corrections (PTI 002)
Code002.doc
X
X

PTI 2RA, 2RC information
PTI2RAC.DOC
X
X

PTI 2RA, 2RC coding sheets
CodSheet2RA.DOC
X
X

Decision Logic Table for Retroactive Actions
Retro-Logic.doc
X
X

Nov Release info on NOA 002
NOV-REL-002.DOC
X
X

PTI 1PI coding sheet
Code1PI.doc
X
X

PTI 9NM coding sheet
Code9nm.doc
X
X

Remarks for Corrections worksheet
Remarks002.doc
X
X

Module 5 – Tools

Objectives
At the end of this module, participants will be able to:

· With references, list and describe the various reference materials and tools that are available to assist in understanding the payroll interface and identifying and diagnosing payroll problems.

· With references, be able to describe how to obtain access to the DCPS database.

Outline
This module covers the various tools that are available to assist in payroll interface:

· Systems Advisory Notice (SAN) and synopsis

· DCPDS User’s Manual, Chapter 16

· Payroll office addresses, POCs for retirement/FEHB, and help desks

· HEAT problem reporting

· DCPS security (for view access) and navigating 

· CSR Manual

Instructor(s)
Lee Smoot, DFAS

Target audience
The following are targeted for training in this module:

· Staffing personnel

· PM&C personnel

· Personnel actions clerks

· Installation customer service reps

Handouts & References
The following handouts and references will be used:

Handout/Reference
File Name
Binder
Web

Slides and Notes
PITTMOD5.PPT
X
X

Payroll SAN
ARSAN98-4.doc
X


Payroll SAN Synopsis
Syn-SAN99-1.doc
X
X

DCPDS User’s Manual, Chapter 16
CHAP16.DOC
X (app)
X

CSR Manual key references 
DCPS-Man.doc
X
X

DCPS Documentation Order Form
Hard copy only.
X


Security access questionnaire 
Secque.doc
X
X

CSR Manual, App. G (Data Element Dict)
Hard copy only.
X


Hard copy SF50s required by payroll
SF50-hardcopy.doc

X

Module 6 – Reconciliation

Objectives
At the end of this module, participants will be able to:

· Without references, define the term “personnel-payroll reconciliation.”

· With references, list the steps required to complete a reconciliation.

Outline
This module covers:

· Why we need reconciliations.

· Processing, timing, suspenses.

· Working reconciliation on the DCPDS side.

· Working reconciliation on the DCPS side.

Instructor(s)


Target audience
The following are targeted for training in this module:

· CPOC managers and supervisors

· Staffing personnel

· PM&C personnel

· Personnel actions clerks

· CPAC personnel

· Resource management staffs

· Installation customer service reps

· Installation timekeepers

Handouts & References
The following handouts and references will be used:

Handout/Reference
File Name
Binder
Web

Slides and Notes
PITTMOD6.PPT
X
X

Module 7 – Reverse Interface

Objectives
At the end of this module, participants will be able to:

· Without references, define the term “reverse interface.”

· With references, list, describe, and explain appropriate action on the DCPDS output products that result from the reverse interface.

Outline
This module covers:

· Reverse interface RIPs – what they show, what to do with them.

Instructor(s)


Target audience
The following are targeted for training in this module:

· Staffing personnel

· Personnel actions clerks

Handouts & References
The following handouts and references will be used:

Handout/Reference
File Name
Binder
Web

Slides and Notes
PITTMOD7.PPT
X
X

Reverse Interface demo
Rev-demo.doc

X

Module 8 – Foreign Entitlements

Objectives
At the end of this module, participants will be able to:

· With references, describe and define foreign entitlements and identify the PTIs and NOAs that are used to process entitlements.

Outline
This module covers:

· Foreign entitlement NOAs and PTIs.

Instructor(s)


Target audience
The following are targeted for training in this module:

· Staffing personnel (overseas)

· PM&C personnel (overseas)

· Personnel actions clerks (overseas)

Handouts & References
The following handouts and references will be used:

Handout/Reference
File Name
Binder
Web

Slides and Notes
PITTMOD8.PPT
X
X
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