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MDCPDS TRAINING MODULE

DIRECT DATA ELEMENT UPDATES

Lesson Plan

Purpose
This lesson plan covers direct data element updating – updating of personnel records for data elements that do not require a Notification of Personnel Action (SF50).  

Target audience
This training is intended for the following audiences:

· CPOC classifiers, staffers, benefits specialists, and others who are required to perform this kind of update.

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

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

· Process direct data element updates using element entries and special information types.

· Cancel a projected element entry.

· Add a new element entry to a record.

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

· Fundamentals (logging on, navigating)

· Accessing records and reports

Related training
The following modules provide related information:

· Accessing records and reports teaches students how to access employee and position records, similar techniques are used in this lesson.

· Position changes and updates provides information on making changes to position data.

· Completed training can be updated using direct data element updating – this is covered in OTA training.

Synopsis of lesson
This module contains the following:  (sample)

· Instructor-led 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 5, chapters 2-3 (awards and performance appraisals) 

· Modern DCPDS User’s Guide (Aug 99), module 6, chapter 2 (benefits updating)

· No job aid is currently available for this module.

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 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 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 PERONNELIST

· Similar user ID and password for the instructor.

· Students will need access to records that already have FEHB, TSP, and performance rating records established.  Actual employee records may need to be used (rather than the new employees which students may have created earlier in their training).  

· The instructor should have an employee record with an FEHB change effective in the future (this will be deleted during a demo).

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 lesson
There are many data elements that can be directly updated in modern DCPDS.  This lesson covers a few typical actions as follows; other updates use the same processes: 

· Using the “Element Entries” method to change (update) health benefits and TSP data.

· Adding a new “element entry” for an honorary award.

· Cancelling a future change action. 

· Updating performance appraisal information in the Special Information area.

Background


Modern DCPDS provides several different ways to make direct data element updates (* actions are covered in this training):  

Use the “Entries” procedure for the following:

· FEHB *

· TSP *

· Awards (not requiring a NPA) *

· WGI information

Make changes in the Special Information area for the following:

· Education

· Conditions of employment (drug testing, physical exam, occupational certification)

· Completed and required training (covered in OTA modules)

· Languages

· Performance appraisal *

· Special consideration

Make changes in the “Extra Information” area for the following:

· Army SPEP

Navigating to Element Entries
Health benefits updates use the Element Entries method.  

· Students and instructor should be logged on using the CIVDOD PERSONNELIST responsibility.

· Go to People ( Enter and Maintain.  Retrieve the record of the person whose FEHB is to be updated.  Training, use ___________________.

· Click <Assignment>, then <Entries>.

· When the list of entries displays, give the students a few moments to look at the types of entries on the list.  Point out that some of these require an NPA (e.g., FEGLI), others can be directly updated.

Changing FEHB
· Date track to the date the change is to be effected.  Once you change the date, the list disappears, so refresh your screen [F8] to re-display the list.  Training, use ________.

· Select “Health Benefits,” then click <Entry Values>.  

· Make the change (use the LOV). Training, change the FEHB entry from Self Only to Self and Family or vice versa.

· Update or Correct?  Usually you will use the “Update” option.  The “Correct” option changes the record from day 1, as if it had been entered incorrectly when first input.  Updating keeps a record of the change and the date it occurred. 

· Select <Update> from the options window.  Note that the effective date now shows the date of the most recent change.

· Take note of the employee’s SSAN (for PAY500), then save changes and close the windows and return to the navigator screen.

Pay record
A PAY500 record will be created when you update an element that affects a person’s pay.  Since FEHB changes are one of those, you can view the payroll record for this transaction.

· From the navigator ( PAY500.

· Find the employee’s SSAN on the list.  Notice the NOA for this action – M2B (FEHB change).

· Open the PAY500 record, then close the window and return to the navigator screen.

TSP
TSP changes also use the Element Entries method:

· Go to People ( Enter and Maintain.  Retrieve the record of the person whose TSP is to be updated.  Training, use the same employee.

· Click <Assignment>, then <Entries>.

· When the list of entries displays, select “TSP,” then click <Entry Values>.  

· Date track to the date the change is to be effected.  Training, use ________.

· Make the change, select <Update> when prompted.  Training, change TSP amounts for various funds.

· Save the change and return to the Element Entries screen.

Adding an element
To add an element that is not already on the list of elements, we will add a new honorary award:

· Scroll to the bottom of the list of elements, then arrow down to get a new blank line, then use the LOV.  You can also use the “Add Record” icon (big green plus sign) to get a blank record. Give the students a few moments to review the list of possible entries.

· Select the element being added from the LOV (in this case, “Government Awards”), then click <Entry Values>.  

· Complete the data fields using the LOV:
· Award Agency (Army)

· Award Type (Certificate of appreciation)

· Date award earned (pick any past date).

· Save your changes, and return to the navigator.

Cancelling a future change
If you’ve updated an employee’s record with a change that is effective in the future and you need to correct it, follow these steps to make sure the Pay500 record gets deleted and does not flow to payroll:

For training, do this as a DEMO ONLY (students do not follow along):

· People ( enter and maintain, retrieve the record.

· Date track to the DAY BEFORE the effective date of the incorrect entry.

· Click <Assignments>, then select the element that needs to be deleted (e.g., FEHB).

· With the cursor on the entry, click the big red X icon.  Click “Yes” to the confirmation notice.

· Select “Next” on the update options window, meaning you want to delete the next action (effective the next day).  Never use “Purge,” which will delete all these types of actions.

· Save, close the window, restore the current date.

· Re-input the correct action.

Performance Appraisals
There are a number of different items that can be updated through the “Special Information” screens – namely the types of data that would formerly have been called “multiple occurring DINs in legacy DCPDS.  These include eduation, languages, education occurrences, etc.  We will add a performance rating as an example of how this is done:

· People ( enter and maintain, retrieve the record.

· Select <Special Information>, then query for “US Gov Perf Appraisal” ([F7] “%Perf%” [F8]).

· When the entries display, you can update/correct an entry by selecting the entry and clicking in the details area, make the change, click <OK>, then save.

· To add a new rating, go to the first blank line, click in the “details” area, add the new rating information:

· Appraisal type: annual.

· Rating of record: use number values (1-5).

· Date effective:  use a past date.

· Rating of record pattern:   use H (1-5).

· Rating of record level:  use the same as rating of record.

· Date appraisal period ends:  end date of rating period.

· Date due:  date next appraisal is due.

· Click <OK>, then save.

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

· Use “Element Entries” to make changes or additions to data that can be directly updated;

· Use the “Special Information” screens to add additional occurrences of multiple-occurring data.

Any questions?  
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