US RECONSTRUCT PROCESS

The following will assist you with the “Reconstruct History” process for US employees.  Please note that we are doing away with using any reference to “911” – except for the NOA that will auto populate on the initial reconstruct PRA.  This will be a change for all of us, because we’ll always know it as the 911 processes, but will now refer to the process as “reconstruct history”. 

Through this document you will see “Processing Advisory” notes.  Notes will assist you with the processing.  
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System Administrator will assign the user with the appropriate “CIVDOD Reconstruct” responsibility.
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Continuation of above screen for the remaining CIVDOD “reconstruct” responsibilities.
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Once you’re logged in and select the appropriate responsibility for the “reconstruct” history process, you will see the above screen.   You will use CIVDOD Reconstruct History to initiate the start of your history.  All other subsequent actions will be processed through the “Request for Personnel Action” – still with the responsibility of CIVDOD Reconstruct.  The “+” next to the Request for Personnel Action indicates that there is a list of all RPAs for to you to use on subsequent/follow on actions to the reconstruct – this prevents you from having to switch responsibility.  Double click to view.  With this new process, you now have the option to save and route your RPAs to the Civilian In Box – retrieve, respond, and update HR.
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Page 1 of “CIVDOD Reconstruct” RPA – No longer requires the input of an authority code – auto populates to “ZZZ”.   (Enter effective date, and last name of person – select person from list)  All other data fields on this page will auto populate.
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Page 2 of RPA – Enter Position for action (if a position is not available, you will need to either build one or quick copy from another position -  make sure to date track in order for the position to be valid for the effective date of your action) – when entering the “step”, you will receive the above “note”.   This is telling you that the salary fields have to be entered manually.  Be extra careful when the salary fields are entered.  Remember, you are building history and the “from” side of your subsequent or follow on action will reflect what your “reconstruct” action processed as.
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Page 3 of RPA – The above open fields in white must be entered manually:  23, 24, 26, 27, 28, 29, 30, 31, 32, 45 – 46 & 47 if applicable, 49 and 50.
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Page 4 of RPA – Part D and Part E to be used if applicable.
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Processing Advisory Note:  Click Extra Information/US Gov Appt Information, update appointment type and save.  If you fail to do this, above error message will be received when you attempt to update HR.    Enter appointment type, update, and save RPA.

Additionally, in Extra Information/US Gov Appt Information, the data field, “Date Arrived Personnel Office” is auto populating with the effective date of RPA being used for your reconstruct action.  User will need to ensure the correct date is manually input into this field.   (To find the “date arrived personnel office”, go to people/enter and maintain/US Gov Appt Information)

Update and save input.
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Also note the DDF for Produce Payroll, NPA, and Reports.   You will need to take action on this DDF prior to saving and updating HR.  See next screen.
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The system defaults to  “N” within all three of the areas above.   (This DDF will have to opened and saved – if it isn’t, you will receive the following “error” notification:  CIVDOD_911_PAR_EXTRA_INFO.)

Processing Advisory Note for NPA Print: If the default is left at “N” (no print of NPA), and upon updating HR, you “de-select” printer, the NPA will print through batch.    (The system is set up so that if the “counter” area of the print process reflects “0”, then actions will be printed through batch print”).

Reconstructed actions are mainly used for historical purposes and should not be filed in official personnel folders, therefore, in order to avoid the possibility of having these NPAs  printed, distributed, or filed unnecessarily, here’s a resolution to follow: 

Change the “N” to a “Y” in the Produce NPA field and select printer at the time HR is updated.   This option will print the NPA as soon as you update HR and the user can destroy the NPA immediately.   This process will set the “counter” area of the print process to “1” and the batch print process will not produce another NPA.  

 (Note:  Produce Report is not yet available for use).  

Once you’ve made your selections, click ok, the system will ask if you want to save change – click “yes”.  
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The Print Notification block will have an “X” in it.

If you don’t want an NPA to Print in Batch, make sure the Print Notification block is selected, and the DDF in Extra Information has a “Y” for printing the NPA.  You can destroy the SF-50 that prints when you are updating the system.

Remember—if you deselect the Print Notification button, a NPA will be printed in Batch.
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This is a subsequent action to the reconstruct – individual cash award – please review the from side of the RPA – this should reflect what was entered on your reconstruct action.  If it isn’t, you will need to cancel the reconstruct action and re-process accurately

Example of a Reconstruct History:

Date Conversion from Legacy to Modern: 

01-Oct-2001

Chronological Events in OPF:

Promotion:     GS-05 Step 01



10-Jul-2001 (Promotion action is correct and is also considered to be employee’s current assignment)

Pay Adjustment:




01-Jan-2001 (Pay Adjustment based on Step 01 of the Grade 04)

Individual Cash Award: 



01-Jun-2000 (Cash Award granted based on Step 01 of the Grade 04)

Promotion:
GS-04 Step 01
(Wrong Step)

15-Feb-2000 (Employee’s step should have been set at Step 02)

Pay Adjustment:




01-Jan-2000

Assignment prior to Pay Adjustment:  GS-2091-03, Step 04

Actions Required to Correct Record:

Step 1:  Establish position and create history to the position individual encumbered prior to his promotion to the – GS-03 Step 04.  Remember, you are creating history and processing actions identically as to what was processed in legacy – also, date track when you are creating the position for reconstruction of history)

Step 2:  Process Promotion action (15-Feb-2000) from GS-03 Step 04 to GS-04 Step 01.  (Position will also need to be built or quick copied from another – don’t forget to date track)

Step 3:  Process Individual Cash Award (Amt should be based from the GS-04 Step 01)

Step 4:  Pay Adjustment (Based on GS-04 Step 01)

Step 5:  Correction to Promotion Action – correct Step 01 of Grade 04 to Step 02.

Step 6:  Correction to Individual Cash Award (New Amount of Cash Award will be based on the Step 02 of Grade 04)

Step 7:  Correction to Pay Adjustment (Salary Amounts based on Step 02 of  Grade 04)

(Note:  Actions will need to be processed in the order they occurred prior to making corrections)

