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MDCPDS TRAINING MODULE

911 RECONSTRUCT

Lesson Plan

Purpose
This lesson plan covers adding a personnel action to MDCPDS.  This will be an action that was processed prior to MDCPDS deployment or an action that was skipped in the original processing of an employee’s career (e.g., 893 Within Grade erroneously not granted at the proper time).

· It does NOT cover the decision logic needed to decide whether to use this method of update. 

· It does NOT cover DCPS view instructions.

· It does NOT cover how to read a W3L transaction. 

· It does NOT cover how to Date Track.

· It does NOT cover how to build a position.

Target audience
This training is intended for the following audiences:

· PACs
· PSM Function
· Staffing
· Classification
· Benefits
The audience includes those functions that are responsible for updating HR and flowing information to the payroll database (DCPS).

Objectives
After completing this module, participants will be able to:

· Know what reference materials cover this topic, and where to find them.

· Fill out the DOD Pers Action Reconstruct (911) screens to add a  personnel action to MDCPDS.
· Check the Pay500 or Payroll Regeneration screens to confirm the data.

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Build a position
· DateTrack
· Direct Data Element Update
· NPA blocks and codes that are applicable to each block
· Pay Setting
· Correction Decision Logic (recommended)
· DCPS View Capability
· Cancellations/Corrections overview
· Viewing SF50 History

Related training
The following modules provide related information:

· ALL personnel actions coding modules
· The RPA (initiating, printing the RPA/NPA).

Synopsis of lesson
This module contains the following:
· Instructor demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency.

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 4, chapter 6, pages 12-15.

· DOD Personnel Action Reconstruct—911 Job Aid.

· Guide to Processing Personnel Actions.

Handouts
The following handouts should be provided to each student:

· None.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to a modern DCPDS training database using either Metaframe or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Access to a printer (if applicable) – know the printer name.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate student user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  

· CIVDOD PERSONNELIST
· User ID and password for the instructor, same as above.

· Test the procedure using any employee and position in the database to make sure no error conditions occur.  Then use the same employee and a copy of the position in the demo.  The position could be an acquisition position, or demo position so make sure the data will work with the employee you choose.

Notes to instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.

· Points that you are to share with the class are so indicated, and are usually bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module—Creating a Retroactive RPA

Background
Provide the following background information to the class:

· There are instances in personnel processing that require inserting a personnel action effective prior to other personnel actions that have already been effected (e.g., when a within-grade increase has been missed).
· There are other instances that require inserting personnel actions into MDCPDS because the action is not in MDCPDS (i.e., when the action was effective prior to deployment of MDCPDS).
· These two types of actions must be inserted into the employee’s automated record to ensure that later actions that have taken place are not impacted incorrectly.  
· Often after an action is added retroactively, the later actions must be corrected using a normal correction process (DOD Corrections or Oracle Correction).
· There will be a demo with students following along.

Overview
In this module, we will

· Create a RPA using the 911 Reconstruct process.
· Check the View/History option to see that the personnel action was inserted.

Initiating a retroactive RPA
Students are to follow along as the instructor performs the following actions; classroom monitors should assist students as needed.

· Log on to MDCPDS as a CIVDOD PERSONNELIST.
· On the navigator menu, open the Request for Personnel Action.
· Double click the DOD Pers Act Reconstruct 911 selection.
· Date Track to 09-SEP-96
Point out the following:

· You must move to the time of the action that you are inserting to successfully reconstruct the information for the timeframe of the action. DO THIS FIRST before every 911-Reconstruct.

Filling out the RPA
Fill out the RPA creating a 702 Promotion effective 09-SEP-96.

Point out the following:

· All 911 NOA codes start with “C”.  The “C” does NOT print on the NPA.  It indicates that this is a retroactive action.
· If the “From” position data is needed for the NPA, an addition 911 must be coded effective prior to 09-SEP-96 to fill in the “From” side information.  If this is the initial string of retroactive actions, the NPA will not be used and can have the “From” Side blank.  This RPA establishes the “From” side for the next RPA created.
· The position must be built prior to creating this retroactive action and must be effective on or prior to the effective date of the retroactive action.
· There are no pay table edits in 911 reconstruct so salaries must always be input manually.  
· The Total Salary block will be filled out automatically once the Basic, Locality Adjust, and Adj Basic Pay fields are filled out.
· If you receive a warning “Nature of Action Code to Maintain Other Pay Invalid,” this indicates that you tabbed to the Other Pay block and this is not a NOAC to grant Other Pay (e.g., Recruitment Bonus, etc).
· Blank white area blocks on Page 3 of the RPA must be filled out in order for the RPA to be approved.  Use the SF50 that was in effect just prior to the effective date of the action being created.
· White areas that are automatically filled in must be checked to ensure that the data is correct for the timeframe of the action.  This is usually done by using the SF50 that was in effect just prior to the effective date of the action being created.
· All appropriate remarks must be inserted.
· Currently the global information DDF is missing for 713, 740 and 760s to reconstruct with the Drawdown Action ID. There are plans to remove the requirement for this data element, but until the edit is changed, these NOA must be regenerated (Payroll Regeneration) if needed for payroll, and a Pseudo SF50 must be produced.  This does not always solve the problem.  This is a priority 2 item in Heat since it can impact pay.

Complete extra information
· Click <Extra Information>.
Point out the following:
· Any Extra Information or Others information required by that NOA (see the coding instructions for the particular NOA) must be updated also.

Control Payroll and SF50 Output DDF
· Click Control Payroll and SF50 Output for DOD Corrections DDF.

Point out the following:
· This DDF must be completed on all 911 Reconstructs.  Choose whether output should be sent to payroll and whether the SF50 needs to be generated.
· Many reconstructed actions are followed by corrections because any action that needs to be corrected that was not originally input using MDCPDS (i.e., prior to MDCPDS deployment) must be first entered into MDCPDS before it can be corrected .
· If “No” is checked for payroll output flag, then any corrections subsequently coded on this action will also not go to payroll even if “yes” is checked for the corrections.  This is based on the premise that if the original action did not flow to payroll, there is no need to flow a correction to that non-existing action.  Since many reconstructed actions are followed by corrections to them, caution should be used to accurately code this block.
· If “yes” is entered for an action that has already flowed to payroll, the second action will reject in payroll because it already exists there.  This is a valid error that does not need to be fixed. The creation of this RPA/NPA may be the start of a string of actions that must be accomplished to correct the employee’s automated record.  For example, since this action was a 713 effective on the same day as a GS pay adjustment, it will be necessary to correct the pay adjustment.  Follow normal correction processes.  
· Once the oldest RPA/NPA is created for a string of retroactive actions that need to be accomplished, the rest of the RPAs are processed using normal processing (do NOT initiate the RPA using the 911 Reconstruct method).  For example, if a 703 and a 713 must be inserted, use 911 Reconstruct to build the C703, but use the regular 713 NOAC to insert the Change to Lower Grade.
· Click <Yes> to “Do you want to save the changes you have made?” screen.
· Click <OK> for “Transaction complete” message.

Save and update HR
· Click the Save icon.
· Click <YES> to route the RPA.
· Click “Update HR” to update MDCPDS.
Point out the following:

· Place an “X” in the Print Notification box and insert a printer name if the NPA requires printing
· Normally this RPA will not require routing except for approval channels (if required by business process maps).

Checking the output of a 911
· Return to Navigation Screen
· Select View ( Histories ( Employee Assignment.
· Insert the name of the employee being processed.
· Click <FIND> to retrieve the employee’s record.
· Confirm that the assignment processed with the 911 is reflected.
Point out the following:

· The NOA that was just processed will be listed as an action that exists in MDCPDS.

Checking payroll output
If the action was sent to payroll, there are two methods for checking the output:

· Payroll Regeneration shows the Pay500 record in a “form” version.

· Pay500 shows the actual Pay500 record.

These two methods are discussed in the next two sections.

Method 1:  Payroll Regen
· Double click the Payroll Regeneration selection on the Navigator Screen.
· Insert the SSN in the LOV query screen for the employee whose record was changed. 
· Review the data.
· Click <EXIT>.
· Click <NO>.
Point out the following:

· If you click <Yes> another transaction will be sent to payroll.  The second one will cause a reject.

· This confirmation only indicates that the action was regenerated with the correct data.  It does NOT indicate that the new information was accepted by DCPS.  Check DCPS using the DCPS view capability after the appropriate time has elapsed (3-7 calendar days).

Method 2:  Pay500
· Double click the Pay500 selection on the Navigator Screen.

· Type SSN of employee with regenerated action in the LOV and click <Enter>.

· Highlight the action that was regenerated.

Point out the following:

· Use the transaction date to determine which one to choose.  The date the action was regenerated will indicate the correct one—it will be the latest date.

· Press <Enter> to see the whole regenerated record.
· Use the W3L template to read the Pay500 transaction and determine if the data was flowed accurately to payroll.
Point out the following:

· This confirmation only indicates that the action was regenerated with the correct data.  It does NOT indicate that the new information was accepted by DCPS.  Check DCPS using the DCPS view capability after the appropriate time has elapsed (3-7 calendar days).

Summary and conclusion
In this module we have learned how to:

· Initiate a RPA using the 911 Reconstruct process

· Check MDCPDS to see that the action was updated

Any questions?  
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