Trip Report—DFAS Conference 17-18 September 2002

Background:  This conference was held at Denver—DFAS to share information among the CPOCS serviced by Denver—DFAS and Denver—DFAS.  CPOCs attending were Southwest (Jeana Nolan), ABC-C (Kristine Tiroch), North Central (Barbara Scott), Pacific (Kimberly Parks), Pentagon CPAC (Lucrecia Murdock) and National Guard Bureau (Kathy Lucas). Additional attendees included Janie Morrison, (HQ DA, FAB), Pat Nabinett (HQ DA, PPD) and Norma Mashburn (CPMS).  Discussions included specific processing issues and topics included in the agenda. The next conference is tentatively scheduled in conjunction with a proposed CSR conference at Denver in February or March 2003.  

DFAS Personnel –The following Denver—DFAS personnel attended, Army PILs have their phone numbers if necessary—however, Remedy or e-mail is preferred.  Never give out DFAS phone numbers to employees.

Fred Hawkins—Director for Civilian Pay

Greg McGuire—Asst Deputy Director for Civilian Pay

Connie Sebastian—Payroll Army Client Executive (POC for NE, NC, SC)

Cathy Rowlette—Chief, Payroll Processing (POC for NGB, West, SW)

Danetta Lynn-King—Remedy Supervisor

John Nolan—Reports Supervisor

Sharon Morgan, Reports

Russ Hesson, Foreign Entitlements

Christel Blancett, Imaging

Dennis (DJ) Janni—Chief, Support Branch

Larry Barker—Chief, Retirement/TSP Section

Michelle Vallow—Chief, Special Actions Section

Lynn McManus—Chief, Debt Section

Foreign Entitlements

1.  Coding:  5EN starts entitlement, 5EC modifies entitlement,  5ED terminates entitlement.  All will flow full 500 character records, but DCPS will NOT pick up any salary information from these NOACs.  Input into Modern must include date tracking to the start date and the termination date.   Do not put both the start and the termination into Modern on the same day, however, they both must be input in the same pay period.

2.  Foreign Transfer Allowance requires manual DCPS intervention (Payroll workaround 01-0006).  SF1190 and Worksheet DSSR240 must be submitted by personnel to DFAS to notify them of the entitlement.

3.  Imminent Danger Pay is broken—there is a SCR because MDCPDS flows 5EN to start a permanent entitlement, but should only be one payment per month.  DCPS must manually terminate. 

4.  Home Leave for LARS:  the data element “Use Eligibility DATE for Home Leave” drops out when a LARS returns to CONUS—DCPS programming dictates that CONUS employees can’t use Home Leave.  Employees are not eligible to use home leave until they are overseas for two years.  If an employee is returning for a second tour overseas they are eligible to use their home leave at any time, however DCPS will show the “Use Eligibility Date for Home Leave” as two years from the effective date of the action.  WORKAROUND— HR should FAX copies of SF50s for LARS coming back to CONUS to set up “Use Eligibility Date for Home leave”.  CSR should send Remedy ticket to have payroll technician change it manually (correct it) each time “Use Eligibility Date for Home Leave” is changed to null by a personnel action.  Example:   timekeeper posts the leave taken as home leave.  DCPS automatically converts it to annual leave, timekeeper notifies CSR about Home Leave posted for that pay period, CSR submits REMEDY during the same pay period it is taken to have Home leave posted manually by pay technician before pay runs for that pay period.  CSR will have to do this every time there is a personnel action.  The next NOAC will wipe out “Use Eligibility Date for Home Leave”, making it a null again.

5.  Danger Pay and Foreign Post differential—SC reports receiving an pay reject for NOAC 5EN-- “0000” invalid value” when inputting these the initiating and terminating entitlements. SC POC inputs them on two different days, in the same pay period, and then has no problems.  

6.  COLA--If the MER has a valid 5EN NOAC, but the COLA is not paying the accurate percentage, HR can’t do anything to fix it, the pay technician must manually fix the COLA area of the record to get the employee paid correctly.

7.  Advanced LQA—

a)  Although DFAS would like a personnel action to start LQA when they receive the 1190 for Advanced LQA, this is not necessarily possible since Advanced LQA is authorized BEFORE the individual actually moves.

b) There is a major problem with advances--especially with 3-month LQA advances—being submitted late by employees.  By the time they submit it, they are already getting paid bi-weekly so it is creating a debt situation when the entitlement is already in the system. Example: Advance requested for June 30 02 to Sep 30 02 but request for advance is submitted on June 30.  The employee has already received the money for the month of June.  If the entire amount is paid, the employee will be paid twice for the month of June.  This causes employee indebtedness.  DFAS will confirm that they have the authority to decrease the amount by the amount they were already paid for the period.  CPACs must be notified to tell the employee that they won’t get the full amount stated on the 1190.  They will get the difference between what they have already been paid and what they are authorized on the 1190.

c) The LQA entitlement must be input into Modern, even when the employee requests an advance.  The advance creates a debt and the entitlement input into Modern will cancel the debt.  The amount of the LQA is input as a yearly amount.  DFAS pays it out biweekly.

8.  LQA Reconciliation--.

a) Schedule--one must be done after the first year that the employee is OCONUS.  Additional ones may be done yearly if the employee requests it.  A final reconciliation must be done when the employee returns to CONUS.  No suspense will kick out of the system for the reconciliation, every CPOC will need to have a process in place so these are accomplished at the one year mark.  

b) Instructions--DRAFT Foreign Entitlements Guide page 20 shows LQA RECON processing steps for three different scenarios.  

c) M2M—it is recommended to complete all pending LQA reconciliations before M2M.  M2M will not bring over assignment histories.  This would necessitate bringing over all the vacant and used positions.  LQA Reconciliations after M2M will require a Reconstruct History if the employee has had a change of assignment (e.g., reassignment, promotion, etc.) during the LQA reconciliation period.

9.  Foreign Entitlement Business Process Map—Several issues arose regarding processing foreign entitlements.

a) DFAS requests a Foreign Entitlement POC at each CPOC 

b) DFAS requests a chain of command to follow if foreign entitlement issues are not resolved by the CPOC POC

c) Training is needed in Foreign Entitlement authorization and coding

1) DRAFT Foreign Allowance Processing Guide will be forwarded. (HQ DA)

2) Who is responsible for various aspects of Foreign Allowance authorization and coding? (HQ DA will research)

3) Who will provide training on 1190s and DSSR regulations?

4) The last foreign entitlements coding training was several years ago.  Another one is needed.  SC will provide the training materials from that class to HQ DA

5) In the interim, Department of State has instructions on how to complete the 1190s.

10. LQA AUDIT—if the employee wants information regarding their foreign entitlements and leave amounts, they should request it from the CSR.  This request should include why the employee believes it is wrong, what the amount should be, and the pay period in question.

11.  SF1190s – are required by DFAS to start LQA, requests for advance pay, requests for advance LQA, TQSA, Foreign Transfer Allowance, and miscellaneous expenses.  If an employee is TDY overseas, the employee is not entitled to any foreign allowance until they return to CONUS.  Employees also have to be overseas a certain amount of time before being entitled to foreign allowances, please check the 1190s to insure what the employee requests is authorized before sending it to DFAS.

Action Required
Lead Activity

Home Leave official payroll Workaround
CPMS/(CPOCs must document through DA)

HQDA will take it to DA Civilian Pay POC to provide instruction to the CSRs

Imminent Danger Pay official payroll Workaround
CPMS

Danger Pay and Foreign Post Differential  official payroll Workaround
CPMS/(CPOCs must document through DA

COLA official payroll Workaround
CPMS

CPACs notify employee of change in Advance LQA policy
CPOCs (after DFAS confirms policy) DFAS POC Connie Sebastian

Perform LQA Reconciliations before M2M
CPOCs

DFAS requests POC for foreign entitlements for each CPOC
CPOCMA

DFAS requests chain of command for resolution of foreign entitlement problems if CPOC POC cannot resolve the issue
CPOCMA

Provide new Foreign Allowance Processing Guide to all CPOCs
HQ DA

Provide Foreign Entitlements training
CPOCMA/HQ DA

Clarify Business Process Map for Foreign Entitlements processing
CPOCMA/HQ DA

DFAS will check to insure they are authorized to reduce the amount of Advance LQA when the employee has already received part of their LQA entitlement.
DFAS

Debts:  Debt processing is very costly; unfortunately there is an increase in debts incurred by Army.  During the pay period 7/13/o2 to 7/27/02 there were 335 debts incurred by personnel actions; 476 debts incurred by foreign entitlement processing; and 606 debts incurred by timekeeping for a total of 1417 incurred and $2,372,094.24 (more specifics were passed out at the conference)

1.  DCPS process--DCPS uses 9380 criteria to automatically back out money due based on personnel actions; there is NO manual intervention before the money is deducted from the paycheck.  Corrections, cancellations and retroactive personnel actions will create the debt the same pay period that the personnel action is processed.  The Pay Technician working the debt case may require SF50s and explanation of “why” there is an overpayment.  If the case is complex and the employee wishes a more specific explanation, the employee may be redirected back to HR. The only time DFAS talks to a customer is on a debt case.  All debts must be paid back within three years.

2. Due Process – is required when the debt was incurred more than 4 pay periods prior to the debt occurrence.  A letter is sent to the employee with an explanation of the debt cause and indicating that the amount can be paid back for as low as 5% of disposable net pay.  If no response is received from the employee within a month, DFAS automatically takes out 15% of disposable NET.  By regulation, DFAS cannot deduct more than 15%, but the employee can request a higher percentage.  If the employee is separating DFAS will take the whole pay check.  If the employee provides a repay schedule that DFAS cannot do within three years, DFAS will try to work with the employee.

3.  Disposable Net income—defined as Gross pay less Mandatory deductions (not savings bonds, TSP etc.)  They may have to reduce or stop non-mandatory deductions in order to get 15% of the disposable net income.

4.  Waivers—Employees can request a waiver from payment of the debt.  Debt management officials are the only ones that can grant a waiver—Commanders do not have that authority.  Collection of the debt will start while the waiver is being considered.  HR explanation of the cause of the debt should state the facts without placing blame. 

5.  Cause of debts—Personnel actions can cause debts.  For example, if there is a delay in processing a string of actions (actions being done in one pay period and then subsequent actions being processed a pay period or later that would have stopped the debt.)  If the personnel action(s) is going to create a debt, contact the Debt team via Remedy (using the title Indebtedness) so that the debt is not recovered until the rest of the actions are worked and flowed to payroll.  The CPOC must initiate the Remedy ticket NLT Monday after the end of the pay period.  There is no documentation required, just tell them to not reclaim the debt this pay period and explain what follow on actions will be processed.

6.  Debt Audit—If the employee wishes an audit of the debt, he/she should request an audit using the instructions in the debt letter.

Action Required
Lead Activity

CPOC notify DFAS via Remedy, if personnel actions are creating a debt which subsequent personnel actions (not processed in the same pay period) will nullify.
CPOCMA/CPOCs

CPOCs should try to process all related corrections, cancellations, and retroactive actions in the same pay period
CPOCMA/CPOCs

Defacto Payments are payments that DFAS has to pay based on the difference between an effective date of a personnel action and the actual effective date.  

1.  Example 1—employee is terminated erroneously on 7/27 in pay period ending on 7/30.  After the end of the pay period pay processing, an extension is processed to cancel the termination.  The employee was not paid for 7/28 through 7/30, which causes a Defacto payment.

2.  Example 2—employee started to work on 8/1, but the effective date of the personnel action is 8/4.  The employee was not paid for 8/1 through 8/3, which causes a Defacto payment.

3.  SW issue--If HR doesn’t receive the signed extension until after the effective date, HR cannot legally approve the retroactive action even though Modern will allow the processing (HQDA agreed).  SW goes through the hire process again for the vacancy created by the missed extension.  SW requests assistance from MACOMs to get the actions in a timely manner. SW is doing Admin HR POC training to ensure that the RPAs are submitted to the CPOC in a timely manner.

4.  Suspense reports-- Suspense reports are produced by MDCPDS and are in ART to ensure that managers know when terminations are impending.  Managers must use the reports available to prevent Defacto payments caused by missing the suspense

5.  Termination of Appointment MDCPDS system issue—terminations of appointments (355) are being processed erroneously by MDCPDS after the extensions are processed.  The established payroll workaround (#02-0010) is based on scheduling suspense and futures daily and in the proper sequence.  Currently Army is not doing this.  A request has been sent by CPOCMA to DA to accomplish this and stop some of the Defacto payments. There is a Remedy (Fed Suspense as a TAR to Fed), but it is not at the top of the list since there is an established workaround.

6.  Suspense scheduling:  Currently most Army CPOCs run suspense Monday through Friday only.  Suspense is run at 1845 and Futures is run at 0300 am the next day.  Since the terminations are created a day before the effective date, they are created in the Suspense and then the next morning are consummated before any CPOC employee can stop them from occurring.  The effective date of the extension must be early enough to ensure that the termination is not created by Suspense.  Note:  When Suspense runs on Friday, it will pick up Friday, Saturday and Sunday effective dates, so if the CPOC tries to extend the employee with a NTE on Saturday or Sunday.  On Friday, the employee is already an ex-employee. 

7.  West request to create 355 seven days before the effective date—creating the 355 seven days before the effective date would alleviate this problem.   The West region requested this in April of 2001.  An SCR is required, but no one at the conference was aware of the existence of a SCR  West initiated an SCR and forwarded to CPOCMA September 2002,

8.  Other impacts of erroneous separations-- If the separation occurs, CSRS retirement funds and TSP deposits are impacted, as well as annual leave pay out.  When DFAS processed Defacto payments, they can’t add back in to retirement and TSP if the employee has these entitlements (355 NOACs are not normally impacted).

9.  Possible MDCPDS fix:.  FED patch in November MAY allow rehire in MDCPDS from ex-employee to employee.  This will help if employee is erroneously separated.

10.  DFAS manual workaround:  Denver DFAS will do an update to resurrect the employee in DCPS before pay is paid out without an official piece of paper to avoid erroneous separations.  CPOCs should notify DFAS via Remedy, as soon as the erroneous separation is noticed.  If it is before the separation has paid out in DCPS, DFAS can do the manual workaround.

Action Required
Lead Activity

Request MACOM assistance in getting extensions processed early enough
CPOCMA



Establish appropriate Suspense/Futures processing
CPOCMA/HQ DA/LMSI

CPOCS notify DFAS if erroneous separation is processed (if not corrected via interface before payroll deadline)
CPOC/CPOCMA

Review status of Remedy (and TAR) to see if higher priority is appropriate due to impact on Defacto payments
HQ DA/CPMS

Workarounds – Personnel and Payroll  a policy is in the DRAFT PAL which outlines the steps to report a problem.  Steps remain the same with one exception—which follows:

Emergency fixes for payroll interface issues—DFAS will no longer input manual fixes if they are not documented in the PAL.  If an emergency system workaround is required, the CPOC POC will notify Janie Morrison (HQ DA).  If an emergency policy workaround is required, the CPOC POC will notify Pat Nabinett (HQ DA).  The appropriate HQ DA POC will contact CPMS (Norma Mashburn) to get the approval to request manual intervention by the pay technicians.  CPMS will notify DFAS of the approved emergency workaround and forward the established emergency workaround to HQ DA.  This should take no more than two days.  DFAS will accept a direct call from Pat or Janie, but Norma must be notified.  DFAS will no longer accept calls from CPOCs requesting manual intervention due to system problems.

Action Required
Lead Activity

Clarify what constitutes an emergency in payroll interface and document Army procedures.(to include what to do if the cause of the problem has not yet been identified)
CPOCMA/HQ DA



Establish backup personnel for reporting emergency pay interface problems
HQ DA

Ensure that pay interface problems reported are highly visible and worked promptly
CPOCMA/HQ DA

Overview of the Modern DCPDS Interface – Norma Mashburn (CPMS) provided an overview of the MDCPDS processing issues which may impact pay processing.  These notes are in a separate document.

Demonstration on Electronic Document Management System (EDM)—Christel Blancett gave a demonstration of the new document imaging system.

1.  Basic description:  Denver’s system went into effect on 16 September 2002. All documents will be faxed to one number in Pensacola.  There are 12 rollover phone lines.  Documents are sent to each payroll office every 15 minutes.  A technician sits in Pensacola and catalogues each fax based on the number of pages indicated on a cover sheet.  If there is no cover sheet, the document is catalogued by the individual SSN.  The documents are routed to the appropriate DFAS servicing center based on where the record is active.  If the employee is on DCPS in two different regions, the first one encountered receives the document.  This is why there is such an emphasis on cleaning up duplicate records in DCPS.  Depending on the volume, the document will normally get to the appropriate office within one day.  DFAS should never have to ask HR to refax a document because all documents will be kept on-line for 6 years (beginning 16 Sep 02).  The busiest times are 10-12 Mountain time, so it is better to fax early or late in the day. The pay technicians have the ability to review the documents by SSN or name and then mark the document complete.  The supervisors can reject a document if there is something major missing (i.e., SSN)—this should rarely occur.

2.  Procedures:  DFAS wants to reduce the number of documents that are being faxed but are not needed.

a) Use the list of required documents that is located in the Personnel/Payroll Advisory Letter (PAL).  

b) The only documents that should be faxed that are not on the PAL are those documents that are specifically requested by a pay technician (normally as a request to a Remedy ticket that was submitted by HR).  If the Remedy ticket submitted is complex, it is okay to fax the documents the same day as the Remedy ticket, the documents will not normally be needed.  If documents are sent based on a Remedy ticket always include the Remedy ticket number.

c) If more than one document is sent on an individual, use a cover sheet and include the number of pages included.  The cover sheet will ensure that the entire package is kept together.

d) If faxing numerous documents that are for different employees, do NOT include a cover sheet.  Each document will be a separate package, which will be worked faster by different pay technicians.

e) All faxed documents should have the name, e-mail, and phone number of the sender (plus Remedy number if applicable), but not on a cover sheet. Use a Post-it note and place it in an open area of the document (the Post-it note can be used over again)

f) Insure the employee’s SSN is on every page that is faxed.
3.  Benefits of the System:  Using this system will prevent documents from getting lost, they will always be on-line for future use also.  Pay technicians using the documents to work the invalid listings will have the documents to work in conjunction with their invalid listings, which should reduce system problems, and time required to fix problems.

4.  Problem Reporting:  If problems are encountered, contact the DFAS problem numbers.  Do NOT call to see if the fax was received.  To make sure the document was received, check the printouts from the sending fax machine to see if the fax was successfully received in Pensacola.  Remember that will take about a day to get the fax to the pay technician, possibly longer if fax workload is high.  Call the DFAS problem numbers for issues that are time-sensitive.

5.  Questions and Answers:  Will be developed by DFAS and sent to all Remedy Clients.

Action Required
Lead Activity

Provide a Computer Fax Server to allow faxing directly from a PC
CPMS

Prepare “Questions and Answers” regarding EDM
DFAS

VERA/VSIP Installment Payments – HQ DA (Pat Nabinett) sent out VERA/VSIP form to send to DFAS, but there are currently 60+overpayments for employees that wanted the separate payments.

1.  DFAS requests the signed VERA/VSIP form be faxed to them as soon as it is received.

2.  Inaccurate forwarding addresses—often the checks are returned to DFAS because the employee has moved and has not provided a valid forwarding address.  Norma Mashburn will request that the form be modified to inform the employee to notify the CSR of address changes during the time the checks are being issued (CSRs can access the account for one year from the date of separation), or send a letter to DFAS with the change of address.

3.  NOAC 302, 303 versus 317 –When DFAS gets the 302 or 303 with VERA/VSIP, as a DFAS workaround, they must change the NOAC to 317 (Resignation) in order to access the severance pay field for pay out.  This workaround will remove the employee from E/MSS.

Action Required
Lead Activity

Request change to VERA/VSIP form
CPMS



CPOCs fax VERA/VSIP forms
CPOCMA/CPOCs

Timeliness Processing (Special Pay) — Special Pay situations arise when an employee does not receive 80% of their base salary.  Denver-DFAS services 215,000 now.  It used to have 70 Special Pay situations a month now it is up to 217 per pay period.  Specific lists by UIC were provided prior to the conference, but CPOCMA would like the “reason” column to be reviewed for accuracy.

1.  Causes-- Missing time will cause a Special Pay.  Personnel Actions received after the first pass will also cause it.  Example:  New Hire received after the first pass for the pay period, the timekeeper cannot put the time.

2.  Resolutions—DFAS will be providing lists that include CCPO ID to all CPOCs for further identification of causes and resolutions.  The goal is have 99% of all actions in the current pay period.  The Secretary of Defense is being briefed on the impact of late actions and lists of Special Pays generated will be forwarded to the armed services Secretaries.  DFAS understands that if HR doesn’t get the date, the new hire actions cannot be processed.

3.  Impacts-- Special Pays do not go through payroll pay processing.  Individual banks can hold the special pay for up to 5 days, but normally the payments are posted 2 ½ days after processing.  DFAS cannot give a specific time or day when the bank will deposit the money.  Employee morale is severely impacted and there is an enormous cost for processing special pays. Only certain pay technicians can do pay processing; others can do special pay because GAO says the same employees cannot be doing both processes.

Action Required
Lead Activity

Review reason column on Special Pay report to clarify which reasons are considered Personnel issue
DFAS

Incomplete Retroactive Processing Within the Pay Period 

1.  Consecutive retroactive processing: If many retroactive actions are required to correct an employee’s pay, all of them should be processed within the same period to prevent the appearance of an overpayment which would be identified by the rest of the actions to be processed.  If this does occur, contact payroll to stop the automatic indebtedness awaiting the rest of the personnel actions.  Do this by submitting a Remedy Ticket and choose the title “Indebtedness” with an explanation that includes the specific actions that will be done.  Anything prior to the MER Pay Adjustment for that year (894 effective January 2002) or pay processing back 26 pay periods prior to the current date, the action will be sent to the invalid listing and require manual intervention by the pay technician. 

2.  Alpha NOACs—Alpha NOACs (e.g., S1F, J4B, S1B) flow the pay in effect at the effective date of the Alpha NOAC.  When Retroactive processing occurs (for example, a correction to a previous personnel action before the Alpha NOAC), the pay technician must ensure that the correction is applied to the Alpha NOAC also. 

Action Required
Lead Activity

Process all retroactive actions for the same employee in the same pay period or notify DFAS (via ARS Remedy) of additional personnel actions that are still coming.
CPOCs

Reconciliation Process/Special Reconciliation –the POC for payroll reconciliations is Michelle Vallow.  There is a separate team that is dedicated to work reconciliations.  

1.  Special Recon--There is a special Reconciliation scheduled for November to ensure that DCPS and MDCPDS are as reconciled as possible before the January 2003 pay adjustment.  This will be the first time that the pay adjustments will flow to DCPS as a 500 character record.  Personnel values will overwrite payroll records, so it is best to have the two systems with the same values before the pay adjustment.

2.  Special Recon Procedures:  Follow the same procedures used for regular reconciliations.  Mail the individual payroll reconciliation sheets to 6760 E Irvington, as usual. 

3.  Reconciliation Procedures: The goal is to have future recons faxed to Pensacola or better yet, done electronically like CLER.  Before this can be done, a change request must be submitted to the current DOD procedures.

a) Repeat mismatches--If the mismatch was sent to payroll in the last Recon, use a Remedy ticket (with title Recon) to report it on the second reconciliation. DFAS will start sending e-mails to the payroll recon POC to explain why the error cannot be fixed.  This will assist HR in knowing what types of actions cannot be fixed by payroll and why.  This should help identify system deficiencies.

b) First time mismatches--Don’t use Remedy for other (first-time) individual mismatches.  Supporting documentation is not necessary unless HR feels it is necessary for payroll to understand what needs to be done.

4.  System problems with Recon procedures:  More fixes will be in the November release.  

5.  Organization Recon—the special report reflecting those employees with only an organization mismatch is broken.  A Remedy ticket was written in February 02, but must be resubmitted with more current information.  Currently, an individual organization mismatch sheet is being created for those individuals that only have an organization mismatch.  These should be forwarded to payroll office immediately—no action is required by HR.

Action Required
Lead Activity

Reissue HEAT/Remedy ticket on Mismatched Organization Reconciliation listing
NC CPOC/HQ FAB (HEAT ticket forwarded Sep 02)

Initiative to have Recon Sheets faxed to Pensacola (Imaging)
DFAS

Initiative to have Reconciliation Process done electronically
CPMS

Initiative to allow use of RECONAnalysis tool and payroll report
CPOCMA/HQ DA/CPMS

Award Processing and Cancellations -- Awards are one-time payments; therefore everyone must be cautious to prevent double payment in different pay periods.  Cancelling an award is especially a problem, especially if the award is reissued later with slightly different values.

1.  Separated Employees -- Awards given to employees who have left from government often have wrong addresses.  DFAS is mandated to get the check cut and mailed, but DFAS can only hold it in suspense until a valid address is received.  They currently have no way to get a valid address.  DFAS recommends the manager provide a current mailing address when the RPA is initiated.

2.  Multiple awards with the same effective date—Electronic update in DCPS doesn’t happen if it is the SAME award type with same effective date.  This can happen if two groups are processing awards for the same organization.  Some CPOCs use the day of processing as the effective date rather than the beginning of a pay period.  This reduces the duplicate awards problem slightly.  The unconsummated awards flow to the invalid report for the pay technician.  Proposed Workaround:   Reflow the award with the next day as the effective date. If the pay technician working the invalid listing uses the next day for the effective date, this will cause problems if the Award needs to be cancelled (the award effective on the original date will not exist in DCPS.)  Pat Nabinett and Norma Mashburn will work this issue.  This is an action item for the next quarterly meeting.

3.  Correct/Cancelling Awards (from DCPS release 01-04)  - An earlier PAL provided instructions on how to correct and cancel awards.  The new PAL will incorporate valid instructions.  

Action Required
Lead Activity

Determine method to get valid forwarding address for separated employees
DFAS

Publish instructions for correcting and cancelling awards
CPMS in PAL

Establish workaround for duplicate awards
HQ DA/CPMS

Remedy Documentation (When to use/When to Fax)—Danetta Lynn-King supervises the group of pay technicians currently working Remedy tickets.  The pay technicians will be rotated into these positions

1.  USERIDs -.continue using original instructions to request USERIDs and password resets.

a) User will not be notified once the USERIDs are created.  Just try it and see when it works.

b) All DFAS Announcements go to all USERID, unless it is something that personnel wouldn’t care about (for timekeepers or CSR).  See your CPOC Payroll Interface Liaison for explanation of the e-mails if there is confusion.

c) If user doesn’t create a Remedy ticket, after 60 days,the USERID will be dropped.

d) Ensure that your e-mail address is accurate or you will not receive notification e-mails when your ticket is closed or has a new comment/request from the pay technician. If your e-mail address changes, notify Remedy via a Remedy ticket.

2.  Current Procedures:  

a) When reporting a problem, payroll needs the transaction date (no longer sequence number) to track where the action errored out.  Include SSN, NOAC, and effective date, plus a CLEAR, concise description of what the problem is plus what resolution you are seeking.

b) Average response is 55 hours (two working days) but should be worked within five days.  Currently, the pay technicians answer the ticket and close it or send something requesting information and leave it open.  Based on customer feedback, this procedure is being changed.

c) Don’t call to see if DCPS has receive the Remedy ticket.  If you submitted it, the ticket will be worked.  Calling takes the pay technician away from working the tickets.

d) Don’t submit a new Remedy ticket if the original one is still open.  Instead put a new comment on the original Remedy ticket.

e) Payroll supervisor review at least 10% of all Remedy tickets (a random check) to use in at least quarterly performance discussion with pay technicians.

f) If a DCPS system problem is identified which is causing the error, the pay technician will be able to forward the initial Remedy ticket to TSO-PE (Pensacola programmers) for processing and notify the initiator of the ticket about the new Remedy ticket that will require a system change.

g) Personnel should not ask Pay Technicians for guidance on what action (NOAC) to process.  Instructions for processing should come from someone in the Personnel community.

h) The Remedy USER Instructions include setting default options for your screen.  For example, one option is to display the previous ticket when initiating a new one.  Be careful when you use this.  DFAS is receiving duplicate tickets on the same day which will happen if the user hits the submit screen with the same ticket each time.

i) There are times when the automatic email response does not work.  These are due to communication problems.  If you don’t have a response within the established timeframe, lookup the ticket in Remedy.

j) Don’t input a Remedy Ticket to request an 1150.  Check with the CSR to insure the employee is not on the CSR Invalid Report, and to check the pending separation date input by the timekeeper matches the effective date of separation.  If not, these need to be fixed.  Once fixed, the 1150 will produce.

3.  Proposed Changes (by end of September?)  The following changes are being put into place to address the feedback received from the Remedy users.

a) DFAS will draft a response back to the ticket, HR/CSR will have three days to ask more questions.  If there is no response from the initiator, the system will close it.  The initiator will still have three more days to reopen it, but after 6 days the initiator will have to reinitiate a ticket.  The previous timeframes remain in place for forwarding up the DFAS chain of command if there is no answer by the pay technicians.

b) Before pay technican can request that personnel reflow the action, they must check the DCPS reports in MEXAR (which includes the missing organization, personnel invalids, message report (like additional supplemental exists) and returns to personnel.(P6606R01-04)  They do not have access to the CSR reports and won’t be asking for their reports.

4.  Checking if DCPS is updated:  The best way to see if the requested fix has been applied to the employee’s record is to check the DCPS data base.

a) DCPS USERIDs—view only access is available for the HR community.  Request your USERID from DCPS Security.  If the USERID is not used at least every 60 days, the USERID will be deleted and a new one will have to be requested.

b) View Screens versus Update screens—Sometimes the HR view will be different from what the Pay technician is seeing.  Pay technicians have access to Update screens, personnel can only use View screens.  Changes that are reflected on the Pay and Appointment screen may be visible on the View screen also.  Changes that require pay to process (e.g. awards, some benefits) won’t be on the View screen until first pass.  Call Customer service number to find out if that is the case.  This is similar to the fact that a NPA is not printed until after the effective date even though Personnel has already processed it. 

c) Retroactive processing:  if a retroactive personnel action is effective within 26 pay periods of the current date, retroactive processing will take place without payroll technician intervention.  If the effective dates are longer than that, Remedy ticket should remain open until the retroactive processing is finished by the pay technician.  The initiator of the ticket will be notified via e-mail of completion of the retroaction action pay processing.

Action Required
Lead Activity

Publish clear descriptions of when the View Screen will not reflect what the Pay technician sees on the Update Screen
DFAS

Publish clear guidance when CPOCs should regenerate personnel actions
CPOCMA/HQ DA/CPMS

Standardize use of Remedy throughout DFAS
DFAS/CPMS

Pursue change in Remedy USERIDs deletion if no ticket is created; instead delete if USERID has not logged on
CPOCMA/HQ DA/DFAS

Correction and Cancellation Processing (Including PON changes) 

1.  Cancel an Alpha NOAC —When Personnel updates a data element, the Direct Data Element update will produce a PAY500 immediately even if future effective date. MDCPDS will hold the action and not send it to DCPS until the effective date. Once the PAY500 is created it CANNOT be deleted.  If a different effective date is used (prior to one already processed on a new data element update.  The latest effective date will be the one in effect.  Example TSP effective 9/8/02 is processed on 9/1/02 to TSP I; then TSP effective 9/7/02 is processed on 9/2/02 to TSP “W”.  DCPS will get both transactions one on 9/7 and one on 9/8; the 9/8 one will be in effect after 9/8.  The only way to cancel the change made to the record by the Alpha NOAC is to flow the same NOAC, effective the same date with the former information—in effect, updating the record to what it was before the original update.

2. PON Supplemental from D2D—Every employee record that moved to OA in the D2D has a PON NOAC (Change in payroll office number) effective the date of the transfer.  The values on this supplemental were the values in effect on the date of the transfer (the salary, step, etc).  When a correction, cancellation or retroactive personnel action effective BEFORE the D2D is flowed to DCPS, the PON supplemental does not get updated.  The employee record is corrected only to the effective date of the PON, but no later.  Manual intervention is required by the pay technician because personnel cannot flow another PON. Norma Mashburn will work on an official workaround.  In the meantime, DFAS has requested that a Remedy ticket be initiated on each employee when this happens.  No NPA is required.

3. Cancellations processed the same day as the replacement action—Cancellation normally process electronically without payroll technician intervention; however, sometimes a cancellation will fall to the invalid listing.  If that is the case, it is possible that a follow-on replacement action effective the same day and same NOAC will process before the initial action was cancelled (there is no difference if the follow on action was processed the same day as the cancellation or the next day).  Then when the invalid listing is cleared, the cancellation will cancel the wrong personnel action.  Norma Mashburn indicates that personnel should never be flowing a replacement action with the same NOAC and effective date.  If something else is wrong, a correction should be flowed.  DCPS uses the time stamp to process actions, so if the cancellation is done before the replacement action, DCPS should process it correctly if no error conditions exist.  If an actual system problem exists, more information must be provided to write a HEAT/Remedy ticket.

4. Multiple pay actions--Multiple pay actions effective the same date will process in proper order if they are all in pending (e.g. 894 will process before 893 before 721) UNLESS the actions are processed manually after the effective date.  If manual process, PAY500 will flow in the order that the actions were manually processed.

5. Dt-earliest-Action-effective (V4G)—When personnel is required to process individual corrections for each personnel action that must be corrected, this can cause additional workload on the pay technicians if--

a) an error exists in the record which forces the correction to the invalid listing or missing organization list

b) The effective dates are prior to 26 pay periods before the current date, the pay technician will have to manually correct all the individual personnel actions.

Action Required
Lead Activity

Establish official payroll workaround for PON problem from D2D
CPMS/DFAS

Determine if there is a system problem with cancellations flowing on the same day as replacement actions
CPOCs/CPOCMA

Revisit priority for Dt-earliest-NOAC-effective Remedy ticket considering impact on payroll
CPMS

SF50 List of Acceptable Transactions to Send to Payroll   Will be reissued as workarounds are posted  Only those NPAs listed in the PAL should be faxed to payroll.  The NPAs that have system problems and will not flow will only be accepted by DFAS if DA requests the manual intervention.  DFAS will not take calls from CPOCs on receiving these faxes.

CAO Processing  sometimes the employee record moves, but the previous timekeeper did not clear T&A errors,  but the next timekeeper doesn’t have access to fix this retroactively.  This requires payroll intervention.  CPMS currently has seven process reports open on different CAO issues.

Personnel/Payroll reject listings

1.  Notice of Returns to Personnel—This is the name of the report that DFAS receives indicating the personnel actions that rejected in DCPS and were returned to HR for their action (either a correction or a reflow of the action with accurate information needs to be done). Examples are:  invalid NOACs, employee is not inDCPS—any condition which makes it impossible for DCPS to accept the electronic information.

2.  Personnel Invalid listing—this listing indicates the personnel actions that rejected in DCPS and are the responsibility of DFAS to correct.  It also includes actions that rejected back to personnel on the same day if the action can accepted by DCPS.  Examples:  Invalid effective dates; actions processed for pay, but have invalid date.  The report is generated after a retro is run (which is normally about three times a week).  There is a special DFAS team that works this listing.  They are supposed to be worked within two days of receipt, but they can close the suspense if they are waiting for a personnel action.  The invalid listing should be worked within the current pay period, but it could take two pay periods depending on the workload (don’t count the Friday DCPS is down, nor the days when 1st and 2d pass are run).  They may have to contact HR to fix the condition.  Many of the actions on this list are FEHB and TSP with invalid dates because DCPS requires a different date than personnel.  HR will be getting calls from DFAS on how to reconcile these actions.  When the pay technicians determine the cause of the actions, they have to manually recode the entire action back into DCPS.   The original electronic flow from HR is not available to them to reflow.

3.  S1F rejects—Many of the actions that fall to the Invalid listing are S1F rejects.  Norma will check to see if these are producing erroneously when Dt-WGI-Due is updated.

4.  CSR Invalid Report – DFAS does not get this report automatically.  Some DFAS employees can access this report.

Action Required
Lead Activity

Personnel Rejects should be researched and fixed within two pay periods
CPOCS

Personnel Invalid listings should be researched and fixed within two pay periods
DFAS

S1F NOACs should be stopped if erroneously output
CPMS

Missing Organizations can stop processing of personnel actions and impact pay.

1.  Missing organization report basics.  If a personnel action is flowed to DCPS without first ensuring that the organization is built, the entire personnel action falls to the missing organization list received by DFAS.  DFAS sends this report to the CSR.  If the new organization is subordinate to an existing organization code (e.g. New Organization code “AB”, existing organization code “A”) the new organization code is built with the existing organization code’s information (i.e., timekeeper, CSR and accounting information), but often this is not accurate. CSRs must be notified of the new organization code every time to ensure accurate reporting.

2.  Missing organization report resolution:  DCPS Security Team (Michelle Vallow) works this report to ensure that accurate timekeepers and CSRs are assigned.   The DFAS teams processes new hires immediately, but the duplicate organization code can hold up retirements, etc. if research is necessary.  This is a cumulative report that holds the problem until it is fixed.  Newly established organizations must be in DCPS by Wednesday of pay week in order to be able to cut the paycheck.  Wednesday night is the last time that new organization can be added to DCPS, they cannot be added on Thursday.

3.  D2D issues:  D2D presented new problems with duplicate UIC/organization combinations.  For example, all MEDCOM (W3QMAA) uses the same UIC and often the same organization code was assigned by different CPOCs.  CSRs are identifying which employees belong to duplicate organization codes and are going to their CPACs to get a new organization codes for their location, if necessary.  The UIC is not changing.  The CPOCs must build a new POA and new hierarchies.  This also impacts distribution of reports as well as timekeeper access.

Action Required
Lead Activity

CPOCs should notify CSR every time a POA is built
CPOCS

CSR should identify duplicate UIC/Organization Codes
CSRs

CPOCS should recode duplicate UIC/Organization code combination
CPOCs

CSR Invalid Reports, as it impacts separations and SF1150s—1150s cannot be produced by DCPS on a separation action HR processed until the CSR fixes any outstanding timekeeping problems.  This also stops lump-sum leave payment.  The timekeeping problem is not necessarily a T&A input error.  If HR flows a retroactive Change in Work Schedule (e.g.,  FT to PT) then the T&A would be invalid and must be fixed before the 1150 can be produced.

.  
Retirement and Separation Processing 

1.  Forwarding Address: DFAS needs a valid forwarding address for separations to ensure that checks and W-2s are received by the employee.  CSRs continue to have update capability in E/MSS (MYPAY) for one year after the employee is separated.  Retirees and separated employees need to contact their CSR to update their E/MSS address if their address changes after they separate. 

2.  Pending Separation (“P”) DCPS records—Timekeepers often code an employee with “P” for pending separation once they are no longer working.  This process works if the timekeeper codes the DCPS record with the correct separation effective date and ensures that all time has been entered up to the separation date (including LWOP (KA) hours if applicable).  If the timekeeper codes the wrong effective date, the personnel action will not consummate in DCPS until the dates are reconciled and all time is accounted for by the CSR or timekeeper.  Separations with this problem fall to the Personnel Invalid listing (with error message “Date Effective and employee status code do not agree”) and must be manually researched by pay technicians and CSRs.  If deaths fall into this category, DFAS will not process the death separation until the death certificate is received.

Action Required
Lead Activity

Separated employees should use E/MSS (MYPAY) to update forwarding address for one year after separated.CPOCs should notify CSR every time a POA is built
CPACs/Employees

Timekeepers should only code the employee as “P” pending separation when the actual effective date is known from HR
CSR/timekeepers

Settlement Agreements and Emergency pay

1.  EEO Settlements Requirements:  DFAS requests that they be contacted by the CPAC via telephone before these settlements are negotiated.  Sometimes the settlements agree to actions that are not legal in the DFAS mandates.  Points of contact for Labor Relations matters are: Fred Hawkins; Michelle Vallow; or Danettea Lynn-King.  DFAS needs some documentation from the legal EEO settlement—the first page,  the page that says “The Agency will …” and the page that is signed.  NORMAL will put in PAL.

2.  EEO Settlement Coding:  Do NOT flow any personnel actions that are effective prior to the current calendar  year..(effective 12 months prior to the effective dates) to DCPS.  If the actions are required to be stored electronically in MDPCDS, use the Reconstruct History responsibility with the option of not flowing the action.  If the actions are not to be electronically recorded in MDCPDS, use the PSEUDO SF50 method to prepare the NPAs.  Fax all the appropriate actions and the required EEO Settlement documentation to DFAS with a cover sheet including HR POC for further questions.

Action Required
Lead Activity

Stop flow of personnel actions resulting from EEO Settlements if effective prior to DCPS on-line records
CPOC
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