Mass Award Spreadsheet Instructions
The following are the rules for using the mass award process:
(1) The spreadsheet must contain at the minimum, 10 employees.
(2) You cannot give someone a dollar amount and a percentage on the same row.

(3) Please do not send two awards for the same person on the same day.  The payroll system can only process one award per day.  If there are two awards effective the same day, payroll will only process one award.

(4) All records within the same spreadsheet must have the same nature of action, effective date, award agency, and award type (e.g., Performance Awards have to be on one spreadsheet and On-the-Spot awards have to be on a different spreadsheet.)

(5) Quality Step Increases cannot be processed through Mass Awards.  They will need to be forwarded by individual Request for Personnel Actions.

(6) Any employee that has separated will have to be forwarded by individual Request for Personnel Actions with the following information in the remarks:  Employee's name and social security number, award amount and type, and the date of separation.

(7) Your spreadsheet cannot contain any hidden rows/columns or contain any formulas.  This spreadsheet must stay in the same format as the original.

(8) The spreadsheet must be sent via email as an attachment. If your organizational email setup removes excel spreadsheets, you must rename the file extension from .xls to .abc.  This will prevent the spreadsheet from being removed from the email. 
Explanation of Spreadsheet

SSN Field: SSN must have dashes

Proposed Effective Date: We will not back date any awards. Awards are made effective on the date they are processed.  Please send the spreadsheet during the pay period that you want awards to be effective.
Nature of Action Code: 


NOA
Definition

840
Individual Cash Award

841
Group Cash Award

846
Time-Off Award


847
Group Time-Off Award

Award Amount: Dollar signs or decimals should NOT be used.  Example: 1500.

Award UOM (M=Monetary H=Hours): Please make sure that you are entering the correct code.  

Award Percentage: You can input a percentage instead of an award amount.  Please make sure you follow your Civilian Personnel Advisory Center guidelines for the correct percentage usage.

Award Agency: If you are an Army agency, you will always input AR.

Type of Award: Enter the Award Type and not the definition.


Award Type

Award Definition

9L


Performance Award


06


Special Act or Service Award


8B


On-the-Spot Award


80


Time-Off Award

Date Award Earned: This is the date that the employee earned the award.
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