8 October 2004

RECONalysis Users’ Guide
 (Patch 34)


1.  BASIC INFORMATION:  The RECONalysis loads the text file from the RECON Individual Mismatch Report to a SQL Server Database.  The logic for the data load uses the asterisk to mark the data element as a mismatch.  Some of the buttons along the top and left side of the screen provide the user a way to filter the data so only certain employee records are shown to the employee.  Once these are selected, they become the default until the user changes them.  Other buttons provide a means to find records, print them, get reports, identify the user or exit the system.   Each button is described in more detail below

[image: image2.png]RECONaly:

¥2.0_(build 032) [_[C1x]

Fie Recod Help

7%

% s Moo R @A

Benits Postan_Feson_Hal |aiTyes | Nams Pk | Repais Mylio Bt
Fiters | 4 [RRGWLTON WILLIAM A )7 »|ssn: [0023#9350 croF ssh: [ CPOID:[FP PAS/UIC: [WATWAR
OB ol Otfos D:[OA Last Transsction/Etective Date: 894 - 37672003~ Pay Block 178"
Al |Personnel Extact As of Dalte [57372003  Peyrol Exract s of Dale: [ 571072003  Noe: [
@om | Element DCPDS Value Resolution
PO 1D Fegl B0 60 Benefts
wre Fehb Plans 45 45 Benefts
Y |®rehosta 1 1 Benefts
uic & Fehb Temp Ind Benefits
e Retrant Code K K Benefts
Y Tsp - Elig Dt 11-JUL-1993 11-JUL-1993 Benefits
Edract | B Tsp Amount 0000 0000 Benefits
P Tsp Rate 11 11 Benefts
N4 Tep Stat Cd Y Y Benefts
oigip | ®Tep Stat Dt 11-JUL-1993 11-JUL-1993 Benefts
e & Tsp Vest Scd 11-FEB-1992 11-FEB-1992 Benefts
N | Bagency code AR AR Position
PayPlan | BFlsa E E Position
BB B Grade [} [} Position
B Gsa Geoloe 110100001 110100001 Position
POl BLeo Ind 0 0 Position
B Locality Pet 1274 1148 Position
B 0ce Series 1

Position

#7620 Resolution: = = Uniesalved =
8300 Records KEV: Resolution: Action Taken by Spet

it Intials on Date Fixed (Cause) NOA-Eff Date [Correct Value]
Besolve Selected Eror || fesohve All Benefits Evors | Revolve Al Position Exrors | Besolve All Porson Enors




MAIN SCREEN

2.  FILTER ON TYPE OF INFORMATION.  When the tool is first opened, the default will be to show ALL types of mismatches for ALL records.  In most cases, the user will want to see only certain records.  The filter buttons across the top of the screen are for selecting certain types of mismatches.  For example, the HOT button, when depressed, will only allow access to records that have mismatches on “Basic Salary” and “Locality Adjustment”.  This button is used at the beginning of the reconciliation process to ensure that salary issues are fixed first.  The data is divided into groups by the type of information the data element stores.  Each group of data is found in a different place in DCPDS as well as in ART.  If a mismatched record has two different types of mismatches (both Position and Person), the record will be displayed in both filters.   If no other filters are applied, the user will see all open and resolved mismatches as well as mismatched records from previous reconcilations.  It is important to set up the filters in an appropriate manner so that the user can work the issues that belong to them without seeing other issues.  Click the icon a second time to remove the filter and return to the default option.

The mismatches found under each filter are shown below:
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3.  FILTER ON OTHER INFORMATION:  The following filters are also available.  Double-clicking the CPO ID or PAS/UIC block in the header will automatically filter for the CPO ID or PAS/UIC that is currently showing in the block.  Buttons are used for other filters.  All these filters can be removed by clicking the icon again to go back to the original default.  When applying or removing filters, the RECONalysis tool will stay on the record that the user is currently on when a filter is applied (if that record still meets the filter parameters.  If the record does not meet the filter criteria, the first record in the database (from the most recent extract) that does meet the filter criteria is displayed.

Toggles to Open.  Open indicates those mismatches that have not been resolved.

All includes mismatches that have been resolved in addition to Open mismatches
Allows the user to select a specific CPO ID to filter on.  Once the filter is selected, the specific CPO ID is displayed to let the user know that they only have access to the records for that CPO ID

Allows the user to select a specific UIC to filter on.  Once the filter is selected, the specific UIC is displayed to let the user know that they only have access to the records for that UIC.  If multiple UICs are required, enter each one separated by a comma (e.g. W0XYAA, W0FDAA)
Allows the user to choose which date of extract you want to look at.  This is used to compare the previous extract to the current on to see what mismatches were repeated.  Once the filter is selected, the specific date of extract is displayed to let the user know that they only have access to the records in that personnel extract.
Allows the user to select a specific Org Code to filter on.  Once the filter is selected, the specific Org Code is displayed to let the user know that they only have access to the records for that Org Code.  This is an extremely slow filter.  Always choose other applicable filters first before this one to narrow the search.
Allows the user to select a specific Pay Plan to filter on.  Once the filter is selected, the specific Pay Plan is displayed to let the user know that they only have access to the records for that Pay Plan.
Allows the user to select a specific Personnel Office Identifier (POI) to filter on.  Once the filter is selected, the specific Personnel Office ID is displayed to let the user know that they only have access to the records for that POI.

4.  SORTING THE DATA ELEMENTS:  All the data elements found on the payroll reconciliation individual mismatch sheet are located on the screen. The default order of the data elements is alphabetically within type of information (Person, Position, and Benefits).  The data elements at the top of the list are the ones that have been designated by the reconciliation program as being mismatched.  Those data elements that are not mismatched follow in alphabetical order within the type of information.  This sort can be changed by clicking the “Element” column heading to get the same order as the hardcopy individual mismatch report.  The asterisk (*) column can be clicked to put the mismatches on the top of the list.  The Type column can be clicked to put the data elements in the order of the data element types.  If the record is printed, the printed copy will be the same as the sort shown on the screen at the time of the print request.  NOTE:  if sending the record to Payroll the sort should have the mismatched elements at the top.


5.  SEARCH OPTIONS:  There are various search options available.  Clicking on the “Find Name” will give an option window to look for a specific employee name. Clicking on the arrow from the same button gives the SSN option window (SSNs can be entered with or without hyphens).  Selecting SSN from the menu will make SSN the default when pressing the 'Find' button (the caption will change to reflect SSN).  Select Name from the menu to change the choice back to “Name”.  The RECONalysis tool will remember whichever preference has been chosen when the user exits.  The arrows to the right and left of the name/SSN will move to the next or previous employee included in your filter. Double-clicking on the Name or SSN data element blocks is a quick way to bring up the “Find” window.  When you start to type in the SSN or Name, the system automatically starts looking for those records and displays the first record that meets what was typed in from the most recent extract based on the current filters applied.  As you narrow the criteria typed in, the individual record is found.  Right clicking on the name or SSN block will provide the user a chance to copy the Name or SSN onto the clipboard to use in retrieving data from DCPDS or ART

6.  RECORD NUMBER AND MENU:  The record number displays the record count at lower left screen.  The label indicates the position number of the record that is being displayed in relation to the other records that meet the filter criteria.  Example:   "# 13 of 471 Records".  The Record Menu assists in moving from record to record.  Double-clicking the "# of ### records" label in the lower left corner of the screen is the same as selecting 'Go To Record #...' from the new Record menu (i.e., you are prompted for the record number to go to).
 The user can select the option from the menu or use the designated function key for that option. 

 Options include:

Find by Name                Ctrl+N

Find by SSN.                Ctrl+S

Go To Record #              F7

 This will prompt you for the record # as newly displayed at lower left of the screen.  Note that that actual number may change as you change filters (# 539 or 4582 could become # 9 of 127 with filters added). Note:  Clicking on the Record Number at the lower left screen will also give this prompt.

First Record                   Ctrl+Home

Previous Record             Ctrl+Pg Up

Next Record                    Ctrl+Pg Dn

Last Record                    Ctrl+End

7.  ADDING USER INFORMATION:  If the mismatch is sent to payroll for their action, the POC must be printed on the mismatch sheet.  This information must be entered before mismatches are resolved.  There are two options for this information:


a)  Individual users can load this information the first time they use the system.  The icon will be red until the information is completed, then the icon will be white.  This information will be available for printing on the individual mismatch sheets if they are printed.


b)  One user can be designated the POC for the entire region.  This option would be loaded by the sys admin and no users would be prompted for User contact information.  If this option is chosen, the user doesn’t see this icon.

8.  RESOLVING THE MISMATCHES:  Each data element that has been marked with an asterisk on the original individual mismatch sheet must be annotated with the NOA code and effective date of the personnel action which changed the value for the mismatched data element to the one that is currently in the record.  After that personnel action is identified, research the mismatch to determine the Cause of the mismatch, the Action taken to correct the mismatch and whether DCPDS, payroll, both or neither were correct.  (See Processing Guide for Payroll Reconciliation for research methods).  Once the mismatch has been researched, the data element should be double-clicked or click the “Resolve Selected Error” button when the mismatch to be resolved is highlighted to get the Resolution screen (see below).  If all the same type of error will be resolved with the same cause and action taken, the button at the bottom of the screen “Resolve All ________ Errors” (where _____ is the type of data element (Benefits, Position, or Person) should be used.  The user should input their initials. (NOTE:  after the first time entering the initials, the initials will default to the ones last used)  The system defaults to the current date for the date the error was resolved, but can be changed by using the calendar button or the up/down arrows.  Add the NOA code, effective date and which value was correct.  If the Action Taken is REMEDY, put the Remedy ticket number in the comment field.  If a new HEAT ticket was generated, put that HEAT ticket number in the comment field.  The user should press the “Record the Selected Action” to save information entered and return to the employee record being resolved.  Once the data element has been resolved, the information will appear at the bottom of the screen when that data element is highlighted.  You will be prompted to add any information that has been inadvertently left off the resolution screen.  The only optional element is “Comment”.  If a different resolution is determined at a later time, the resolution information can be changed by using the "Edit Resolution" button on the bottom of the screen or by double-clicking the resolved mismatch.  
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The following is the explanation of the Cause and Action Taken choices available.  The System Administrator must be contacted to add/modify the Cause and Action Taken choices.

CAUSE:

The Causes prefaced by HEAT indicate that there is a problem in DCPDS that causes the mismatch.  Causes prefaced by PAL indicate that there is a problem in DCPS that causes the mismatch.  Causes that are no longer valid (have been fixed) should be reported to the CHRA POC for payroll reconciliation by the PIL.  New Causes should be reported through the PIL who will forward the HEAT ticket number and a draft description to the CHRA POC for payroll reconciliation   Only the Action Taken associated with the Cause in the table below should be used for mandatory payroll reconciliation cycles.  Only those data elements listed as associated with the cause in the table below should be marked with that cause.  
USED BY USERS:

.  

	CAUSE
	DESCRIPTION
	ACTION TAKEN

	HEAT/DOB  
	There is a HEAT ticket (02108039) on the DOB reflected as 2012 instead of 1912. This causes a mismatch that requires no action. Data Element:  DOB
	No Action Required

	HEAT/FEGLI Correction  
	When a correction is made to the FEGLI code on an accession (1XX), DCPDS is not flowing the updated FEGLI code on the PAY500.  The PAY500 must be regenerated with the correct FEGLI code. Data Element:  FEGLI
	Mail to Payroll 

	HEAT/FEGLI Reverting
	There is a HEAT ticket (03103738) reporting that when a new employee comes on board, they have 31 days to elect FEGLI; therefore, the DDF is coded with a FEGLI Eligibility Expiration date 31 days out from the EOD.  If a FEGLI Change (881) is processed to change the FEGLI, there are no DDFs to fill out. The day after the Eligibility Expiration Date, Modern changes the FEGLI back to Basic Only. This erroneous change does not flow to DCPS so a mismatch is created. There is an established workaround for this problem. Data Element:  FEGLI
	Update DCPDS

	HEAT/FEHB Temp IDC
	There is a HEAT ticket (04103893/17987) on mismatches on FEHB Part-time Indicator Code.  DCPS stores a different code for this indicator.  The value in DCPDS is different from DCPS, but they have the same meaning.   These are not comparing validly.  Data Element:  FEHB Temp IND
	No Action Required

	HEAT/Name
	DCPDS has different naming conventions than DCPS.  Some of the mismatches are not valid. No action required.  Data Element:  Name
	No Action Required

	HEAT/PT Ind)
	There is a HEAT ticket (04103893/17987) on mismatches on Part-time Indicator.  DCPS stores a different code to designate Part-time indicator.  These are not comparing validly.  Data Element:  Part Time Ind
	No Action Required.

	HEAT/Reserve Cat
	There is a HEAT ticket (04105629/18776) on mismatches on Reserve Category where DCPDS has the correct value but an erroneous value has flowed to payroll.  Data Element:  Reserve Cat
	Mail to Payroll

	HEAT/Special Rate invalid Sal Cap
	Employees on some Special Rate tables for certain grades and steps receive an invalid error message due to an invalid salary cap (HEAT #02103589 (PP-37842 CPDF EDIT 650.86.3 RAISED INCORRECTLY FOR SPECIAL RATE GS-11 STEP 10).  Data Element:  Grade and Step
	No Action Required

	HEAT/Stuck NTE date
	There is a HEAT ticket to remove the NTE date that was not successfully removed by the system at the end of the NTE period.  Data Element: any NTE date.
	HEAT Ticket when first identified, then No Action Required

	HEAT/Temp Promo/Appt
	There is a HEAT ticket on mismatches on NTE dates for Assignment NTE.  If an employee is on a temporary appointment AND on a temporary promotion, the reconciliation is comparing the Appointment NTE with the Promotion NTE instead of the Appointment NTE.  This causes an invalid mismatch.  Data Element:  Appointment Exp
	No Action Required.

	HEAT/703 NTE:
	Temp Promotions that are terminated earlier than the initial NTE date are still reflected in DCPS until the original NTE date comes up.  This causes a mismatch that requires no action.  Data Element:  all elements associated with the temp promotion 
	No Action Required

	IVRS Reject  
	There was a reject from the Interactive Voice Recognition System that caused the mismatch. Fix the reject.  Reflow the action if the fix did not already flow it.   Data Element:  any that flow with IVRS updates
	Choose action that was used to fix the mismatch

	Missing Org   
	Organization code or UIC was not built in DCPS when action was flowed. Follow the procedures to have DFAS build the organization code or UIC in DCPS and reflow the action after confirming the codes are in DCPS.   Data Element:  Org Struct or PAS/UIC
	Build Org/UIC

	PAL/Autoroll  
	(Replaces PAL/PON):  If a correction (002), cancellation (001) or foreign entitlements (5EN) personnel action has been processed AFTER another personnel action has processed, DCPS does NOT "roll" the changes through to the more recent action.  For example, a correction to an 894 effective 1/12/03 corrects the step and salary but is not processed until 3/10/03.  In the meantime the reserve category (S1B) was changed on 3/5/03.  CPOCs would not do a correction to the S1B, but the step and salary would be wrong.  This type of issue would show on the Personnel Message Report (P6606R02) requiring the Payroll technician to "roll" the new values forward to the S1B personnel action.  If the manual update is not done, the employee is not paid correctly and there is a mismatch between DCPDS and DCPS.  This cause replaces PAL/PON because that was the same issue, but only addressed one NOAC that requires manual update by DFAS.  Data Element: any 
	Mail to Payroll

	PAL/FEGLI
	 If 881 or correction to 881 is processed which changes any information other than the FEGLI code, that information is not being changed in DCPS  Data Element:  NOT FEGLI.
	Mail to Payroll

	PAL/FEGLI/CONVERSION
	When an employee converts and changes their FEGLI code and TSP SCD, the new codes are not being recorded in DCPS. There is a HEAT ticket ((04104256).  Data Elements:  FEGLI and TSP SCD
	Mail to Payroll

	PAL/Invalid?
	After the research is accomplished by the CPOC (including checking for accurate W3L (PAY500), pay rejects, IVRS rejects, organization code/UIC combination not in DCPS, existing PAL and HEAT RECONalysis causes, and lessons learned from other payroll reconciliations), there is still no visible reason for the mismatch. It is possible the personnel action was reported to DFAS as an issue for them to fix.  If this is the case, the personnel action would be on their Personnel Invalid Transaction (P6606R01) listing.  Since CPOCs do not have access to this listing, we may assume that since no other cause was found, this may be the cause.   Data Element:  any
	Mail to Payroll.

	PAL/MER ORG  
	The organization code is different in DCPS between the Miscellaneous screen and the Pay Rates and Appointment screen, but the Pay Rates and Appointment screen is correct.  Mail to the payroll office so that the pay technician can fix the Miscellaneous screen.  Data Element: Org Struc
	Mail to Payroll

	PAL/Mult T Sup  
	Sometimes the values reported by DCPS on the mismatch report are from a “T” (temporary) Supplement that has a past NTE date.  This occurs when there are multiple temporary supplements.  Check the “T” Supplement that is currently in effect (see the one with the NTE date in the future).  If that “T” Supplement has the correct value (the same one as in DCPDS), no action is required.  Data Element:  Any impacted by the “T” Supplement
	No Action Required if current "T" Supplement is accurate; otherwise choose the action that was used to fix the mismatch.

	PAL/NTE 2010
	There is an erroneous mismatch of employees with an NTE Date of 2010 or later.  DCPS assumes that any year ending in 10 or greater should be converted to 1910.  DFAS pay technicians must change these dates to 2009.  This causes the erroneous mismatch.  Data Element:  NTE dates
	No Action Required

	PAL/PRD SupQual
	Employees with PRD of “5” or “7 “(for superior qualifications) are mismatching if DCPDS changes their PRD to “0 “or “6 “on a FEGLI (881).  No action is required; the PRD will be changed in DCPS with the next NOAC processed in DCPDS.  Data Element:  Pay Rate Determ
	No Action Required

	PAL/Pay table Sup Cal 
	Employees with PRD “5”have a blank pay table recorded in DCPS.  Fax the SF50 with the pay table written on it to DFAS and mail to payroll office to notify payroll of the problem.  Any overtime that the employee works may be paid at the wrong rate until the correct pay table is inserted manually by DFAS.  Data Element: Pay Table ID
	Mail to Payroll.

	PAL/Rehire Name
	The PAL indicates that if an employee separates, changes his/her name, and then is rehired, the payroll technician must manually input the personnel action or the old name remains.  Personnel must send a copy of the SF50.  Data Element:  any
	Mail to Payroll.

	PAL/Student Firefighters
	Student Firefighters (series 0099) are entitled to the same pay provisions as series 0081 Firefighters when their hours scheduled changes from 40 to 72 hours per week. However, DCPS will not pay the employee correctly if they are not series 0081. Payroll Technicians must code series 0081and DCPDS must accurately reflect series 0099 which causes a mismatch on series which requires no action.  Data Element:  Occ Series
	No Action Required

	Pay Reject  
	There was a pay reject that was not fixed which caused the mismatch. Fix the reject.  Data Element:  Any.
	Choose the action that was used to fix the reject.

	PAL/TSP SCD/Conversion 
	When a conversion action is processed, DCPS is recording the effective date of the action as the TSP SCD even though the correct TSP SCD is flowed on the PAY500.   Data Element:  TSP SCD
	Mail to PRO

	Timing  
	The copy of the personnel database is created on the last day of the reconciliation pay period.  The payroll copy is created one week later.  There are actions that are processed after the last day of the covered pay period which are not included in the personnel copy.  A list is available from the W3L database to identify and resolve these issues.   Data Element:  Any
	OBE

	Unknown  
	Used if none of the above apply after research is completed in W3L and rejects (should be reported to Payroll Reconciliation POC for further research and possible ARS Remedy/HEAT ticket.)  Data Element:  Any
	Choose the action that was used to fix the reject.

	User Coding 
	DCPDS was manually coded with the wrong data. Perform appropriate update to fix the data.  Data Element:  Any
	Update DCPDS

	User Missed Action 
	The personnel action was not coded until the reconciliation process identified the need for the action.  For example, in DCPS Change to Lower Grade (713) personnel actions automatically go into effect at the NTE date of the Temporary Promotion.  If the 713 is not processed or an extension granted by personnel action, there is a mismatch between DCPDS and DCPS.  A personnel action is required to terminate the temporary promotion or extend it.  Data Element:  Any
	Update DCPDS


AUTOFIXES--These are run by the System Administrator prior to working the reconciliation.  The system administrator should record the number of records that each AUTOFIX resolves and report that number to the Payroll Reconciliation POC.  If the number is larger than expected, the Payroll Reconciliation POC should report the high numbers to the CHRA Payroll Reconciliation POC for determination of whether a HEAT ticket is necessary.

	Change to Lower Grades (713) effective during the covered pay period  
	Change to Lower Grade actions effective during the covered pay period are processed manually by the pay technician after the pay period ends.  These are mismatches that do not need personnel or payroll intervention.  An option is available to automatically resolve all mismatches on Position data and salary data (Step, Pay Rate Determinate, Basic Salary, Locality Adjustment, Staffing Differential, and Supervisory Differential) for records whose last transaction was 713 with an effective date during the pay period.  In addition, the Promotion NTE date mismatches will also be resolved.  If this option is used, the data element(s) are marked as Action Taken: OBE and Cause: Timing

	Mismatches” with Matching values 
	There are periodically mismatches that are marked, but in fact both payroll and personnel have the same values.  These will be marked with Action Taken:  No Action Required; Cause:  System Error-values not mismatched.  If there are some that meet this criteria (the system administrator running the autofix will see the number of records that were changed), a list from the “Resolved Error by Cause/Action” report should be produced reflecting the mismatches.  It must be determined whether a HEAT ticket is required for a newly identified problem.

	Probationary Period End Date blank in DCPDS.  Value in Payroll 
	Probationary period is reflected as blank in DCPDS but a value is in payroll; however, a value actually exists in DCPDS and a HEAT ticket has been submitted.  These mismatches will be marked with Action Taken: OBE; Cause:  HEAT/Prob Per Ending Date 

	Worker Comp FEHB/Terminated in DCPS 
	Employees on Workers Compensation do not get deductions from their pay for FEHB benefits.  Payroll codes these employees as having terminated their FEHB (ZZY), so they are not charged.  If the Duty Status is “25” in DCPDS or Employee Status Code “W” in DCPS with DCPS FEHB as “ZZY” (enrollment waived/cancelled) no action is required.  Action Taken: No Action Required.  Cause:  HEAT/Workers Comp.

	Air Traffic Controller Premium Pay “1”/DCPS Blank  
	Per Payroll/Personnel workaround 01-0016, some Air Traffic Controllers (series 2152) personnel must be coded with Premium Pay “1”.  DCPS uses this information to code an area providing them with the correct pay, but they do not enter anything into Premium Pay.  If DCPS has a blank and DCPDS has “1”, there is no valid mismatch.  Action Taken:  No Action Required; Cause:  PAL/ATC

	LWOP US Invalid NTE Date 
	If a NTE date is erroneously entered for an LWOP-US (Duty Status “20”) personnel action, it cannot be deleted.  Payroll does not store a NTE date so there is mismatch that cannot be fixed.  This does not cause a pay problem.  Action Taken:  No Action Required; Cause:  HEAT/LWOP MIL

	Update Duplicate Errors from Previous Recon.
	This autofix compares the current reconciliation with the last reconciliation and compiles the repeated mismatches.  The correct extract dates must be used by the System Administrator.  Since this autofix updates records, it is strongly recommended that the Reconciliation Comparison report be run first with the chosen dates to ensure that the correct dates are being used.  

-  System Administrator is prompted for the date of the Recon to be updated. This is the current one that has NO resolution values entered yet.

- System Administrator is then prompted for the date of the completed Recon from which to get the Cause/Action Taken.  If this is the mandated reconciliation, use the previous mandated reconciliation.  If this is not a mandated reconciliation, use the last reconciliation for the CPOC that has resolutions recorded.

- Once these two options are provided, the repeated mismatches on the current reconciliation are updated with the resolution values from the previous reconciliation and the number of records affected is shown.  This number should be noted and compared to the Reconciliation Comparison report to ensure that the same number of repeated mismatches were updated. 

Note that the first two steps are similar to the prompts when you run the Reconciliation Comparison report. If you run the Recon Comparison report against the same two Recons the total (for 'All') should be the same as the number of records affected (may be greater if some records have been closed by hand -- the autofix will not overwrite any causes/action takens already present. 



	HEAT/TSP Status Date not TSP Elig
	Per CPMS, employees who are ineligible for TSP should not be reconciled for TSP Status Date.  This will perform the following fix:   If TSP Status is (ineligible) "I" in DCPDS and "I" in DCPS, and there is a mismatch on the TSP Status Date, the TSP Status Date mismatch is marked with Cause: "HEAT/TSP Status Date not TSP Elig" and Action taken annotated as "No Action Required".  


NO LONGER USED:  These Causes are listed for historical purposes only.  They were used in previous reconciliations but the condition no longer exists or the cause has been replaced with another cause.  These should no longer be used and should not be listed as a Cause in the RECONalysis tool.  The System Administrator should delete them.  If the condition resurfaces, the System Administrator can add them in again, but the condition must be reported via HEAT as a current problem.  

	CAUSE
	DESCRIPTION
	ACTION TAKEN

	 DETAIL
	There was a detail that was input into Modern, but was not flowed to DCPS. 
	No action required

	HEAT/Appt Exp


	There is a HEAT ticket on the Appointment Expiration Date mismatch.  DCPDS shows blank on the Individual Mismatch report but actually has a value.  This causes an invalid mismatch; no action is required.  Data Element: Appointment Expiration Date
	No Action Required 

	HEAT/Duty Status 773
	There is a HEAT ticket stating that when a 773 Ext of LWOP NTE is processed, the system is changing the Duty Status in DCPDS to "00" (No action pending). The problems reported relates to employees that should remain coded as "25" (LWOP and drawing injury compensation from OWCP), but further research is needed to determine if employees coded as “30" (LWOP over 30 days (except when drawing injury comp)) are also impacted. When the 460 LWOP NTE action is processed, the system automatically updates the Duty Status code based on the NOAC/LAC combination.   The DDF for the Duty Status is not available for update when processing the 773 and should remain the same value as the original 460. To fix MDCPDS, the user must datetrack to the effective date of the 773 and update the Duty status (Assignment/Extra Information/US Federal Assignment Non RPA) to the appropriate code. Data Element:  Duty Status
	Update Modern

	HEAT/Loc %  
	There is a HEAT ticket on the locality percentage not flowing on the Pay500.  These must be fixed via payroll regeneration if they are wrong in DCPS.  No action is required at this time if the invalid value is reported for DCPDS.  Only US Federal HR Manager and CIVDOD Reports can query on the locality percentage in DCPDS in Work Structures/Location.  Data Element:  Locality PCT
	If DCPDS is wrong—No Action Required; if DCPS is wrong—Mail to Payroll 

	HEAT/Retained Grade
	The retained grade field is asterisked as a mismatch, but the values shown in both DCPDS and Payroll columns are blank. Replaced with Mismatches with Matching Values.
	

	HEAT/Retained Step
	The retained step field is asterisked as a mismatch, but the values shown in both DCPDS and Payroll columns are blank Replaced with Mismatches with Matching Values.
	

	HEAT/ RG Pay Table 
	 (FIXED) There is a HEAT ticket reporting that the comparison is being made on Retained grade information on employees that have already terminated their grade retention.
	No action required

	HEAT/TSP Elig  
	There is a HEAT ticket on mismatches on TSP Eligibility Date.  This value being compared is the Agency Eligibility Date versus the Employee Eligibility Date.  If that is the cause of the mismatch, no action is required since both systems are accurate.  Data Element:  TSP ELIG DT
	No Action Required if an invalid mismatch OR applicable action taken to fix a valid mismatch

	HEAT/781 PT error
	When attempting to process a 781 Change in Work Schedule from part-time to full-time, DCPDS users encounter an error message that prevents update.  The SF50 is sent to payroll for manual update in DCPS.  This causes a mismatch in work schedule which cannot be resolved until DCPDS is fixed.
	No Action Required.

	HEAT/866 Flowing Wrong Salary
	There is a HEAT ticket (02108073 reporting that when processing a Termination of Grade Retention (866) on GS retaining GS and GS retaining WG, PAY500 is flowing from side data and not to side data for basic pay and locality adjustment. 
	Mail to Payroll

	PAL/New Overtime Rate
	DFAS created two 894 Pay Adjustments to establish the new overtime rate.  One was effective 11/30/03; the other was effective 11/24/03 and created on 12/7/03.  All actions that changed the employee record between 11/30/03 and 12/6/03 effective prior to 11/30 caused a mismatch.
	Mail to Payroll

	PAL/PON
	This is the nature of action that Department of Army used when they migrated all of Army records to the OA database in payroll.  If a correction is processed to a NOA effective before the PON, then the corrected information should be pulled through to correct the PON entry by the pay tech; however, this is not always happening which causes mismatches.  Use this cause also if the NOAC in DCPS is ROL.  Mail this mismatch to DFAS (Replaced with PAL/Autoroll for ALL NOACs.) 
	

	PAL/Ret Code 
	DCPS stores a retirement code of “5” for former NAF employees that elected to retain NAF retirement.  These employees are properly coded as “7” in DCPDS.  No action is required.  NOT VALID—DCPS should be coded as “5”
	

	System Problem 
	There is an identified problem with the Payroll interface (as designated by the latest Personnel/Payroll Advisory Letter (PAL)), which caused the problem.  Replaced with more specific causes, but still used with AUTOFIX only.
	

	Blank TSP Eligibility Date in Payroll; value in DCPDS
	(FIXED)  There is currently a problem with the flow of TSP Eligibility Date to payroll on the PAY500.  This date is not used by payroll until the employee is eligible for the agency contribution.  When he/she is eligible a TSP NOAC flows to change the employee’s status.  At that time the correct TSP Eligibility Date is flowed to payroll.  In the meantime, there is the possibility of thousands of mismatches on this data element, which don’t impact pay or benefits.  An option is available to automatically resolve all mismatches on TSP Eligibility Date when payroll is blank and DCPDS has a value.  If the option is used, the data element is marked as Cause HEAT/TSP Elig.  NOTE:  This was not used at NC for February 2002 reconciliation.  A change was initiated in the reconciliation process to only mark a record mismatched on TSP Eligibility Date if the date is in the future
	OBE


.ACTION TAKEN:

	002 Correction
	Either an ORACLE or DOD Correction was used to correct the data element in DCPDS.

	Build Org/UIC:  
	Provide org/UIC to CSR for DFAS, then regen action.

	Fax to Payroll
	Use if established rules require faxing the appropriate document to payroll.  Use only if the ONLY action taken is to fax the appropriate document to payroll; otherwise use the other action that was taken.

	HEAT ticket
	A HEAT ticket has been submitted to request DCPDS system programmer assistance.

	Not Reviewed  
	Used only if a CHRA decision has been made to not analyze certain data elements.  Specific guidance will be issued by the CHRA.

	OBE
	No action was necessary. Both DCPS and DCPDS have the same information without any action required.

	Mail to Payroll
	The data element was fixed by mailing the individual mismatch sheet to payroll annotated with the appropriate fix required.

	No Action Required
	The cause for this mismatch does not require an action to correct it (see causes above).

	Payroll Regen
	The data element was fixed in payroll via a payroll regeneration.

	REMEDY
	When the ARS Remedy System is used to send a problem report to DFAS. For mandated reconciliation cycles, this action should only be taken if requested by DFAS.  For optional reconciliation cycles, this can be used to resolve the mismatch without a DFAS request. 

	Resolution Pending
	The mismatch has been researched; however, there is no clear guidance on what action to take (if any).  This action can be used to close the RECONalysis ticket; however, once guidance is received on how to resolve the mismatch, this action taken must be changed to the one that was taken (e.g. Update DCPDS, Mail to PRO, No Action Required, etc).  This mismatch will continue to repeat until action is taken to resolve it.  

	Update DCPDS
	DCPDS was updated to the correct information.


9.  PRINT:  The print icon prints the employee record that the user is currently on to use for research purposes. There are four options available to print the mismatch sheet:

a) to print the data values on an individual employee in the exact format that DCPDS produces the report (DCPDS Format (Printer ))

b) to print the data values on an individual employee to a printer in the RECONalysis format (RECONalysis Format (Printer))

c) to print the data values on an individual employee in the exact format that DCPDS produces the report to a Word file (which can be modified or e-mailed) (DCPDS Format (Word))

d) to print the data values on an individual employee in the RECONalysis format to a Word file (which can be modified or e-mailed) (RECONalysis Format (Word))

When any format of the report is printed, if errors have been resolved, the system first looks to see which initials have 'action taken' with “TO Payroll" in it. If it finds exactly one distinct name, that name is used. Otherwise, all names are displayed to the person printing in a popup box for selection (along with an option not to include a name.) If there is more than one error with a resolution with NOA/Effective date; all NOA/Effective dates for the resolutions are also gathered in a list and presented to the user (along with the option not to include one).

10.  REPORTS:  There are numerous pre-programmed reports available to all users.  In addition, users with system administrator rights can run SQL queries against the database or export the data to an ACCESS database or text file.  The following are the available pre-programmed reports, their logic, and how they can be used:  If the report prompts the user for selection options (e.g. causes or action taken to include in the report parameters), the user can select more than one option by using the <Ctrl> or <Shift> to highlight more than one option. 


a)  OPEN ACTIONS COUNT OF EMPLOYEE RECORDS BY CPO ID:  Provides a count of employee records still not marked with an Action Taken.  This number is compared to the total number of employees that have mismatches. A percentage is given for how many more employee records must be resolved.  This is broken out by CPO ID.  Can be used to track the status of the completion of the reconciliation so that users and the supervisory chain can track the status and identify areas to focus on

 Example:  CPO ID      Open            Closed      Total    % Done


     AN              150                150           300      50%

                   BF               100                300            400     25%

b) OPEN ACTIONS COUNT OF EMPLOYEE RECORDS BY CPO ID (Hot/Benefits Only) Provides a count of “Hot” and “Benefits” employee records still not marked with an Action Taken.  To be used for tracking status of “Hot” and “Benefits”.  This must be done within the first two weeks of the reconciliation period.  This number is compared to the total number of employees that have mismatches. A percentage is given for how many more employee records must be resolved.  This is broken out by CPO ID.  Can be used to track the status of the completion of the Hot and Benefits items during the first two weeks of the reconciliation process so that users and the supervisory chain can track the status and identify areas to focus on.

 Example: 

HOT


Benefits


Combined


CPO ID
Open
Closed
Total
% Done
Open
Closed
Total
% Done
Total
% Done

AN
19
0
19
0.0%
48
9
57
47.4%
76
11.8%

AS
32
2
34
5.9%
37
6
43
17.6%
77
10.4%

c)  OPEN ACTIONS COUNT OF DATA ELEMENTS BY CPO ID:  Provides a count of data elements still not marked with an Action Taken.  This number is compared to the total number of data elements that have mismatches. A percentage is given for how many more data elements must be resolved.  This is broken out by CPO ID.  Can be used to track the status of the completion of the reconciliation so that users and the supervisory chain can track the status and identify areas to focus on

 Example:  CPO ID      Open            Closed      Total    % Done


     AN              150                150           300      50%

                   BF               100                300            400     25%

d) OPEN ACTIONS COUNT OF DATA ELEMENTS BY CPO ID (Hot/Benefits Only) Provides a count of “Hot” and “Benefits” data elements still not marked with an Action Taken.  To be used for tracking status of “Hot” and “Benefits” This must be done within the first two weeks of the reconciliation period.  This number is compared to the total number of data elements that have mismatches. A percentage is given for how many more data elements must be resolved.  This is broken out by CPO ID.  Can be used to track the status of the completion of the Hot and Benefits items during the first two weeks of the reconciliation process so that users and the supervisory chain can track the status and identify areas to focus on.

 Example: 

HOT


Benefits


Combined


CPO ID
Open
Closed
Total
% Done
Open
Closed
Total
% Done
Total
% Done

AN
19
0
19
0.0%
48
9
57
47.4%
76
11.8%

AS
32
2
34
5.9%
37
6
43
17.6%
77
10.4%

e)  OPEN ACTIONS COUNT OF DATA ELEMENTS BY CPO ID AND DATA ELEMENT MISMATCHED:

This report provides a count of data elements that have no Action Taken recorded.  The report displays by data element mismatched (alphabetically sorted) and CCPO ID (alphabetically sorted).  This provides a further breakdown of items that have not yet been resolved by CPO ID so that users and the supervisory chain can track the status and identify areas to focus on.


Example: CPO ID      Open            Closed      Total    % Done



   AN 



           Salary  15

15
30
50%



           Step    15

15
30
50%



TOTAL AN:                                    60

        
   
   BF              



           FLSA  10

30
40
25%



           Grade   5

5
10
50%



TOTAL BF                                      50

f) OPEN ACTIONS COUNT OF UNRESOLVED DATA ELEMENTS BY CPO ID AND TYPE OF INFORMATION:  Provides a count of data elements by data element type (Benefits, Person, Position, Hot Salary) that have no Action Taken recorded. The report shows how many mismatches still need to be resolved by information type. This is broken out by CPO ID.  This provides a different break out so that the type of information can be tracked for completion.

 Example:  CPO ID      Benefits     Position    Person     Hot Salary      Total    


     AN              25                20           25              5

70


     BF               30                20            10             2

60

     g) RECONCILIATION COMPARISON: Compares the previous reconciliation individual mismatch sheets with the current ones to determine which employee records have not been fixed.  The comparison is on the employee SSN, and the individual data elements that are mismatched.  The Report is alphabetical by CPO ID and Payroll office, but the user is given the option to sort it by data element with subtotals or select a particular payroll office also.  In addition, the user can separate the report by repeated mismatches that were sent to the payroll office, fixed at the CPOC, or are identified system problems.  The repeated mismatches attributed to payroll will have "Payroll" (except Payroll Regen) or "to PRO", “Payroll”, or "Remedy" in the Action taken.  The system problems will have HEAT or “System” or “PAL” as part of the cause with "No Action Required" or “OBE” or for the action taken.  The remaining repeated mismatches are placed on the CPOC listing.  The employee’s SSN may appear on both reconciliations, but it will not appear on this list unless it is the exact same data element value mismatch repeated.  Any mismatches repeated from the previous reconciliation that were sent to payroll for their action should be sent to payroll again using the Reconciliation Comparison Repeated Individual Mismatch Sheets report format below in a separate package marked as “repeated mismatches” (see below for more specific instructions).   If the Action Taken indicates that the CPOC corrected the action, the mismatch must be reviewed again to determine why the initial action taken by the CPOC did not work and a valid resolution to the mismatch must be accomplished.  Those attributed to “System” also need to be reviewed to ensure that they are truly still existing system problems.  
Example: CPO ID/PRO  SSN   NAME
DATA ELEMENT NOT FIXED
         ACTION TAKEN

     AN/CA     999999999      ADAMS, JAMES          FLSA


Faxed to Payroll


        999999999      JONES, JOHN               GRADE


Update DCPDS


        999999999      SMITH, JANE
          PAY TABLE ID

Mailed to Payroll

TOTAL  AN/CA                                                                                                                   3

     AN/PA    99999999       JONES, JANE               STEP

 
Update DCPDS


      99999999       SMITH, JOHN
            FLSA


Faxed to Payroll

TOTAL AN/PA    

h) Reconciliation Comparison Repeated Individual Mismatch Sheets—Compares the previous reconciliation individual mismatch sheets with the current ones to determine which employee records have not been fixed. The comparison is on the employee SSN, and the individual data elements that are mismatched.  The user is prompted to input the extract date of the current reconciliation to compare to the next extract date that the user selects.  Then the user must select which category of repeated mismatches to include in the report (All, sent to payroll for fixing; fixed at the CPOC or system problem without an action required.) The repeated mismatches attributed to payroll will have "Payroll" (except Payroll Regen) or "to PRO", “Payroll” or "Remedy" in the Action taken.  The system problems will have HEAT or “System” or “PAL” as part of the cause with "No Action Required" or “OBE” for the action taken.  The remaining repeated mismatches are placed on the CPOC listing.  The listing is alphabetical but the user has the option to sort it by CPO ID also.  The user also has the option to include all payroll offices or just some in the output.    The employee’s SSN may appear on both reconciliations, but it will not appear on this report unless it is the exact same data element value mismatch repeated.  The report produces a duplicate of the individual mismatch sheet that was originally sent to payroll except that the resolution information (NOA, Effective date, Cause, Action Taken, and POC) is already annotated for each repeated data element mismatch at the bottom of the page.  This additional information does not leave room for the Privacy Act Statement at the top of the page, so a cover sheet for the entire package is printed as the first page of the report.   For mandatory reconciliations, any mismatches repeated from a previous mandatory reconciliation that were sent to payroll for their action should be mailed to the appropriate payroll office as a package and marked as “REPEATED MISMATCHES FROM THE XXXXX PAYROLL RECONCILIATION” (where XXXXX is the date of the previous mandatory payroll reconciliation).  If the Action Taken indicates that the CPOC corrected the action, the mismatch must be reviewed again to determine why the initial action taken by the CPOC did not work and a valid resolution to the mismatch must be accomplished.  Either this report or the “Reconciliation Report” above can be used to identify the repeated mismatch issues that must be resolved by the CPOC

          i) DCPDS/DCPS RECONCILIATION REPORT FOR CPOCMA: Counts the Total # of data elements mismatched and the total number of employees that had mismatches by CPO ID and Payroll Office.  This report should be sent to CHRA at the end of the reconciliation period once all mismatches are resolved.

Example:  CPO ID/PRO         #Errors             #Employees with errors

                     AN/CA               300                            275


      AN/DA              150                              80

                     BG/CA               450                            300


      BG/DA              800                            500

TOTAL                                 1700                           1155

j)  DATA ELEMENT EMPLOYEE LIST:  Lists the employees that have a mismatch on a particular data element.  This report can be used for researching system errors, finding trends, getting examples of a particular coding problems, etc.  The DCPDS Value and Payroll Value will reflect whatever data element is put into the filter.  There is a choice of sorting the list by any of the columns listed.

Example:  (filter on FLSA)

NAME   SSN  PP/Series/Grade  CPO ID/PRO   Cmd Cd/UIC  DCPDS Value    Payroll Value

DOE, JAMES  GS/1811/10         AN/CA          XQ/W4CMAA

N

E

SMITH, JANE GS/201/11
          BG/PE           XP/W39CAA

E

N

k)  OPEN ACTIONS BY ERROR TYPE: Provides a listing of all employees for a particular error type (Position, Person, Benefits, and Hot). Options include: ALL types alphabetically by CPO ID and UIC or all employees for ALL CPO IDS or ALL UICs with any CPO IDs sorted by employee name.  This list can be used to request OPFs.

                          Example:      Name                   SSN                      CPO ID                  UIC




           JAMES, Dee       1111111111             BG                     W0Y6AA

                                               KING, John         111111112              AW                     W4CMAA

                                                SMITH, Joseph    111111111             DE                      W34MAA

l)  RESOLVED ERRORS BY CAUSE/ACTION:  Provides a listing of all employees for a particular Cause and/or Action Taken in order to identify trends of coding or system problems. If the employee has more than one mismatch that had the same cause/action taken, a number will reflect how many there are for that cause/action taken combination.  This report is sorted by employee name. 

                       Example:  with option "PAY REJECT" as Cause


 Name                    SSN                       CPO ID                UIC                  CAUSE    ACTION TAKEN

      
JAMES, Dee       1111111111             BG                     W0Y6AA       1    Pay Reject

Regen

      KING, John         111111112              AW                     W4CMAA       3
Pay Reject

002

      SMITH, Joseph    111111111               DE                      W34MAA      2Pay Reject

Fax to payroll

m)  STATISTICAL RESOLVED ERRORS BY CAUSE CATEGORY/ACTION:  provides a statistical report that can be broken down by system causes versus user causes.  All Causes that start with HEAT, System, Timing and PAL are counted as possible “System” errors; all causes that start with User, Pay Reject, IVRS, or Missing Org are counted as possible “User” errors.  Any Cause that isn’t in the first two categories is grouped as “Unknown”.  This should help in identifying training needs and system improvements required.

Example:  

CPO ID/Payroll Office     Cause 
# Errors
Percentage


AN/OA                       HEAT      
    62   




95.4%


                         Pay Reject                 1 
                                                     1.5 %


              Unknown                   2 
  3.1%

n) STATISTICAL REPORT BY DATA ELEMENT AND NOA CODE:  provides a statistical report indicating what NOACs were responsible for each data element resolved.  This report can be used to determine if certain NOACs are causing system problems or users need training in certain NOAC processing steps.

Example:  

Data element      NOAC     #

Bus Code
       881         50

Civ Type
       171         25



       460        15

                                    800        10

o) WHICH DATABASE WAS CORRECT?:  Total wrap up of the numbers in the extract based on which database had the correct information at the time of the reconciliation.

Which Database was Correct?"

Personnel Extract Date: 8/9/2003

CPO ID
DCPDS
PAYROLL
NEITHER
BOTH
Unknown

AN
49
0
0
0
0

AS
0
24
4
1
0

AW  


    34

     35

      0
    
   17
    
     0

TOTALS:








83
59
4
18
0

p)  WHAT WAS THE CAUSE?:  Total wrap-up of the numbers based on each cause with a total based on the causes input by the user.

"What Was the Cause?"
Personnel Extract Date: 8/9/2003

CPO ID
Cause
# of Errors

   AN


PAL/PRD SupQual
25


System Error - values not mismatched
23

FV


Timing
16


User Coding
6


System Error - values not mismatched
4


HEAT 703 NTE
1

OVERALL


System Error - values not mismatched
27


Timing
16


User Coding
6


PAL/PRD SupQual
25


HEAT 703 NTE
1

q)  WHAT WAS THE ACTION TAKEN?: Total wrap-up of the numbers based on the action taken recorded as a resolution with a grand total based on the action taken information input by the user.

"What Was the Action Taken?"

Personnel Extract Date: 8/9/2003

CPO ID
Action Taken
# of Errors

   AN


Mail to PRO
40


Update DCPDS
27

FV


OBE
16


No Action Required
5

OVERALL


No Action Required
5


OBE
16


Update DCPDS
27


Mail to PRO
40
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