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MDCPDS TRAINING MODULE

 CORRECTIONS and CANCELLATIONS
Lesson Plan

Purpose
· This lesson plan provides an introduction to correction and cancellation processing under modern DCPDS.  For CPOC staff who process this type of action, additional specialized training is strongly recommended.

Target audience
· This training is intended for the following audiences:

· CPOC staff who process corrections and cancellations in modern DCPDS.

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

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

· Process a simple correction in modern DCPDS using the Oracle correction process.

· Identify the various correction and cancellation tools that are available in modern DCPDS.

· Identify the appropriate tools for various correction and cancellation actions.

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

· Fundamentals (logging on, navigating).

· The RPA.

· Position updates (recommended).

· Various personnel action lessons (appointment, promotion, etc.).

Related training
· The following modules provide related information:

· N/A.

Synopsis of lesson
· This module contains the following:  

· Correction/cancellation overview briefing.

· Follow-along demonstration of processing a simple correction.

· Decision logic table briefing.

Estimated time
This module takes approximately 60 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module x, chapter x, pp. xx-xx.

· 

Handouts
· The following handouts should be provided to each student:

· Various correction and cancellations job aids (911 Recon, Cancellations, DOD Correction, Oracle Correction, Pay Regen, and Correction Tables).

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) 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 and instructor 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

· Students will need to access a record with a personnel action that can be corrected.  Examples:  If award actions have been covered, students can use the record of the employee for which they processed an award.

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.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are 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 – Overview of Corrections and Cancellations

Purpose
· This portion of the module covers the following:

· Overview of correction and cancellation methods in modern DCPDS.

Background
· Provide the following background information to the class:

· Modern DCPDS provides a number of different ways to process corrections and cancellations.  We will begin this lesson with an overview of these various methods.

Overview
Present the Corrections and Cancellations overview briefing (PowerPoint slide show – Corr Canc Overview Brfg.ppt).

Instructional Module – Processing a Simple Correction

Purpose
This segment of the lesson has the students process a simple cancellation using the Oracle correction method.

Background
We are going to process a simple correction using what is known as the “Oracle” correction/cancellation method.  

· Used to correct or cancel a recent action – there is no access to the data element reflecting a correction affecting other actions.

· Original action must have been effected in modern DCPDS – the Oracle process starts out by presenting a list of actions for the selected person.

· Item being corrected must be an item changed on the original action – the only data elements that are available for correcting on the RPA are the ones that would have been “white” on the original action.

· Example:  Correcting a FEGLI code on a Change in FEGLI action

Initiating a correction action
Log on to MDCPDS as a CIVDOD PERSONNELIST.  Students are to follow along.

· From the Navigation screen, select Request for Personnel Action ( Correction/Cancellation ( <Open>
· On the “Approved Requests” screen, press [F7] to begin a query for the selected employee; enter a few letters of the last name; press [F8] to run the query.  Note:  Students can select any employee from the database who has an action that can be corrected.  For simplicity, a good selection would be an employee for whom they recently processed a cash award.

· Highlight the selected employee, then select the action to be corrected (the most recent) on the lower window.
· Point out the three buttons at the bottom of the window:
· <Re-route> is used to cancel an action that has not yet been effected (the effective date has not yet arrived).  This sends the action back to the inbox of the person who “updated HR” for that action, and has the effect of canceling the action.

· <Cancellation> is used to cancel an action and generates a 001 RPA.

· <Correction> is used to cancel an action and generate a 002 RPA.

· Click the <Correction> button at the bottom of the window.

Correcting the action
When the RPA to be corrected displays, point out the “002 Correction” NOA that has populated in the NOA area, with the original action’s NOA in the 2d action area.

· Proceed to the data element that is to be corrected (e.g., amount of award on page 2); enter the correct data.

· Take note of the item number you are correcting and the old value of the item – you will need this for remarks on page 4.

Adding remarks
· Go to the remarks area on page 4 of the RPA, and select remark code C11 from the LOV.

· Push the [Tab] key and fill in the remark insertion data – the item number and the old value of the item being corrected. 

Process the action and follow up
· Save the action and update HR as you have done with other actions. 

· When you have successfully processed the action, return to the Navigator screen and select the Pay500 selection.

· Locate your correction action on the list of actions (based on the SSN of the employee and the 002 NOA); open the Pay500 record and check it out.
· 
Instructional Module – Other Correction and Cancellation Methods

Purpose
You have seen what is probably the easiest correction or cancellation method available in modern DCPDS.  Now we’re going to take a quick look at the other methods.

DOD Correction Process – 002
The DOD Correction Process – 002 is much more flexible than the Oracle correction process, and therefore a little more difficult.  

· From the Navigator ( DOD Correction Process—002 ( <Open>.

· As you can see, using this method you select the employee for whom the correction is being processed from the regular list of employees (not based on actions processed). 

· Also, the original action did not have to have been processed in Modern DCPDS – you will put in the type of action being corrected.

· This allows access to all data elements on the RPA (anything can be corrected) – scroll through the RPA pages to show the white fields.

· Allows control of Payroll and SF50 output using the “Control Payroll and SF50 Output” DDF available under <Extra Information>.

· Allows input of “Date Earliest NOA effective” (for corrections affecting more than one action) – this, too, is accessed by a special DDF under <Extra Information>.
· Close the RPA without saving.

DOD Pers Act Reconstruct 911
This type of action allows you to re-build a personnel action. 

· From the Navigator, select Request for Personnel Action (  DOD Pers Act Reconstruct-911 ( <Open>.

· This process is used for actions that were:

· never processed in legacy DCPDS (but should have been), e.g., Within-Grade (893) due to an employee effective on a past date but never processed; 

·  processed in legacy DCPDS, but need correction (or cancellation) (there’s no record of the action in modern DCPDS), e.g., Promotion (702) processed in DCPDS had salary set wrong and requires a correction.
· Concept:  re-create the action in MDCPDS in order to correct (or cancel) it.

· Usually requires re-build of position(s), and reconstruction of action(s).

Payroll regeneration
This type of action is similar to a PTI 1PI in legacy DCPDS – it’s used to flow an action to payroll under specific conditions.

· From the Navigator ( Payroll Regeneration ( <Open>.
· Three acceptable uses:

· Action never sent to correct payroll office

· Identified interface programming problem (documented in SAN)

· Reject received but not corrected timely (within two pay cycles)

· Find the exact action that needs to be re-flowed to payroll from the list of actions (note, for demo purposes, select any action and click <OK>).  Note you can use the <Find> function to search for a specific SSAN.

· This displays the original 500-character record that flowed to payroll, but in a different format.  This is several screens long (page through the screens using the <NextPage> and <PrevPage> buttons).  Here you would correct any data that needed to be corrected (under specific conditions), then <Exit> the action and save it – this will create another 500-character record for the payroll file (for training, exit without saving).

Pseudo SF50
The Pseudo SF50 is for limited use when you need a hard-copy SF50 only.

· From the Navigator, select Pseudo SF50 ( <Open>.
· Use to produce hard-copy SF50 only

· No database updating

· No payroll flow

· Just like rolling a blank SF50 into a typewriter.  There are no edits, no tables accessed, etc.  

· Exit from the form when done.

Summary and conclusion
· In this module we have learned:

· Different types of correction and cancellation techniques available in MDPCDS;

· How to process a simple correction using the Oracle correction procedure.

Any questions?  
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