HANDLING SPECIAL SITUATIONS

(Updated as of May 20, 2002)

This section is designed to provide you with guidance on how to handle special situations that you may arise when you use your ABC System. 

KEY ACTIVITIES


Q.  What key activity do I enter if I cannot find a definition in the activity dictionary that accurately describes what I have performed?

A.  Determining which key activity to associate your time with will frequently be straightforward.  However, sound judgement will sometimes be required.  Review the subactivities and tasks that define each key activity.  The Activity Dictionary will provide you with additional guidance.


Q.  Which key activity do I use if I want to capture the amount of time spent on entering data into the ABC System?


A.  From the “Function” drop down menu, select “General Management.”  Then  select the appropriate Key Activity, “Entering Time.”


Q.  Which key activity do I use if I want to enter the amount of time spent on non-business related activities (e.g., breaks, social calls, etc.)?


A.  From the “Function” drop down menu, select “General Management.”  Then select the appropriate Key Activity, “General Admin.”


Q.  Which key activity do I use when responding to emails?


A.  Proceed in one of the following ways:

1. If you read or respond to emails that are of a general, administrative nature OR that you cannot tie to a particular customer (UIC), select “General Management” from the “Function” drop down menu.  Then select the appropriate Key Activity, “General Admin.”

2. If you read or respond to one or more emails that take/s more than 15 minutes of your time and you can associate with a particular customer (UIC), then capture the amount of time to the nearest 15 minute increment by rounding up or down.

3. If you read or respond to one or more emails that take/s less than 15 minutes of your time AND you CANNOT tie them to a particular customer (UIC), charge the time against your organization’s UIC and consider the activity as a cost of doing business.  

UNIT IDENTIFICATION CODES (UICs)


Q.  I’ve been told that every activity entered into the system must have a UIC associated with it.  What do I do if I cannot determine the UIC for an activity?


A.  Ideally, you will know or can find the appropriate UIC that is associated with an activity.  In those situations where you simply cannot find a UIC, you must enter the UIC for your CPOC or CPAC.  The activity that you performed will be charged against your organization as a “cost of doing business.”


Q.  What should I do if the system will not allow me to add a UIC to my “Favorites List” of UICs?


A.  Since UICs are validated against data from the MDCPDS, you should be able to add a valid UIC to your Favorites List.  Check to ensure that you have correctly typed or copy/pasted the UIC in the field.  Check to ensure that the UIC has been established in the MDCPDS.  If you are still unsuccessful after proceeding with these steps, contact your local system administrator for assistance.


Q.  I must clear PPP lists for DA-wide, intern-related RPAs that cannot be viewed within my organization.  I cannot determine the UICs for these actions because they are maintained locally.  How should I record my time for such actions?


A.  In the example provided above, the employee’s work supports a HQDA-wide program.  When one’s time cannot be assigned to a given RPA or a given customer, use your organization’s (CPOC’s or CPAC’s) UIC.  The work that is performed by the employee in support of customers is considered to be a cost of doing businesss.

Q.  I must scan resumes into RESUMIX, process self nomination forms, etc. in support of my CPOC.  Most of the time, the work I do cannot be associated with a particular customer (UIC) or RPA.  Rather, the work I perform supports other workers in my CPOC.  How should I record my time?


A.  In the example provided above, the employee’s work supports a CPOC-wide program.  There are two parts to this answer. 

· If you cannot assign your time to a given RPA or a given customer (UIC) OR the cumulative amount of time spent to perform such activities per UIC is less than 15 minutes on any given work day, use your organization’s (CPOC’s ) UIC.  The work performed in support of customers is considered to be a cost of doing business.

· If you are able to assign your time to a given RPA or a given customer (UIC) AND/OR the cumulative amount of time spent to perform such activities per UIC is EQUAL TO or MORE THAN 15 minutes in length on any given work day, associate your time and activity with the given RPA or use the customer’s UIC.


Q.  I sometimes perform work to support nonappropriated fund (NAF) personnel. What UIC do I enter in the system since they don’t have UICs?

A.  Regardless of the function (e.g., staffing, classification, human resources development, etc.), if a personnelist provides support to/for NAF-funded personnel, functions, operations, etc., associate your time and activity with the UIC for the organization that supports the NAF operation.  Quite often, the organization is the garrison’s/installation’s Directorate of Community Activities (sometimes called the Directorate of Personnel and community Activities, Directorate of Human Resources, etc.).


Q.  What should I do if it takes me say, between 30 – 45 minutes to perform an activity?  Let’s say it takes me 40 minutes to process an RPA.  Since time is captured in 15-minute intervals after the first 15 minutes, how much time should I record for the activity?


A.  When the amount of time to perform an activity after 15 minutes falls between two 15-minute intervals (that is, between 15, 30, 45, and 60 minutes), round your time up or down to the nearest 15-minute interval.  In this example, you would round your time up to 45 minutes.


Q.  I service several organizations.  Some have the same UIC.  What do I do if I want to charge my time against an activity for one, but not all organizations that share the same UIC?


A.  The ABC System charges costs against UICs, not organizations (per se).  Thus, even though several organizations share the same UIC, charge your times and activities against the one UIC involved, regardless of the number of organizations that share it.


Q.  I work in a clerical position within my CPOC/CPAC.  My primary customers are personnel within my office.  Which UIC do I use?


A.  If you work in a CPOC or CPAC and your primary customers are personnel within your office, then use the UIC for your CPOC or CPAC.

REQUESTS FOR PERSONNEL ACTIONS (RPAs)

Q.  How long can I add times and activities against a closed RPA?


A.  If an RPA is closed, end-users have up to 15 days to associate times and activities against the RPA.


Q.  I need to correct/cancel information on an RPA by correcting/canceling the action.  Should I associate my time spent on the correction/cancellation action with the original RPA?


A.  No.  Do not associate the time spent to correct/cancel an RPA with the original action.  Correction/cancellation actions will be costed separately.


Q.  The system allows me to retrieve RPA numbers from the drop down list of RPA numbers in the “Selected Date – Charge New Key Activity for existing RPAs (last 30 days)” window.  What happens after 30 days?


A.  Each time you click on an RPA number from the aforementioned list of RPA numbers, the clock starts again.  In other words, each time you click on an RPA number, you have 30 MORE days to keep the particular RPA number “alive” in your list.  After 30 days, the RPA number will disappear.  This limitation has been imposed to help you find an RPA number from the list more quickly.  Without this limitation, you would have to scroll through numerous RPA numbers that you may no longer need to access.

RECORDING TIME

Q. Should I record the amount of time that I spend while on my lunch break?

A.  No.  Unless you are actually performing work, the time spent while on your lunch break should not be captured in the system.  The government does not incur a cost while you are on an approved lunch break.


Q.  What should I do if it takes me less than 15 minutes to perform an individual action?  For example, let’s say it takes me five minutes to provide job information advice to a customer.  How do I capture such time?


A.  When the amount of time to perform individual activities that do not cumulate to more than 0-15 minutes in length each day, record the actual amount of time spent.  Thus, in the example above, you would indicate that you spent five minutes to provide advice and assistance to a customer if there is no other instance of performing that activity during the day.

Q.  Why must I record time in one-minute intervals for single activities that cumulatively last less than 15 minutes?


A.  If activities were recorded only in 15-minute increments, then end-users could perform no more than four different activities during one hour (60 minutes).  To give full credit to employees who perform more than four activities in a given hour, end users must capture times in one-minute increments up to 15 minutes.


Q.  I work in a CPOC.  I have to file scores of OPFs several hours each day.  The time it takes me to sort, stack, and file each OPF takes less than 10 minutes each.  How should I record my time?


A.  You do not need to record the amount of time spent filing each and every individual OPF.  Rather, record the amount of time you spent performing the activity (i.e., filing OPFs) against your CPOC’s UIC.


Q.  Why can’t I indicate the actual times I spent performing work on an RPA or want to take leave?  For example, why can’t I document that I took leave from 2:00 – 4:00 PM on a particular day?


A.  Your system is not interested in actual times spent on performing an activity or while you were on leave.  Rather, your system is more interested in capturing the TOTAL amount of time spent on activities/leave on a given day.  This feature actually streamlines your use of the system.


Q.  I am an FLSA Exempt employee.  I must occasionally travel on a Saturday or Sunday.  Should I record the amount of time I spend while I’m on travel status into the ABC System?


A.  Yes.  Record the amount of time spent while on travel status in order to prepare for the performance of your duties.  This procedure applies, whether or not you are FLSA exempt or nonexempt.  It also applies to all categories of time as well (uncompensated, regular, overtime, compensatory, or credit hours).


Q.  The list of RPAs that appears after I click on the “Charge new Activity with RPA” link shows those RPAs that are currently open and those that have been closed within the past 15 days.  The list of RPAs that appears in the “Charge new Key Activity for existing RPAs (last 30 days)” window shows those RPAs that I have associated times and activities against within the past 30 days.  Let’s say that I’ve closed a recruitment action, have not touched it for 40 days, and on the 41st day, I must associate time and an activity (let’s say processing an OCONUS employee’s request to change her health benefits) against it.  What should I do, since the RPA number is no longer  in the ABC System?


A.  In the situation described above, when the RPA number is no longer available in the ABC System, you must associate your time and an appropriate activity against the hiring organization’s UIC.


Q.  I spent one hour on classifying a job for a particular customer. I entered my time and activity against the appropriate RPA. Then I was called to a meeting that lasted two hours.  Upon my return, I went back to complete my work on classifying the same job.  I could not enter the additional time (2 hours) spent into the system.  Instead, I obtained an error message.  Why?


A.  Your system is interested in capturing the TOTAL amount of time spent on an activity or spent on leave.  Thus, if you try to enter the same key activity, Type of Time, and/or UIC against the same RPA on a given day, you will receive the following error message:

Duplicate Key Activity record.

The record already exists for this day. Please change the value(s): UIC, Key Activity, or 

Type of Time, and try again.


If you see this message, edit the information for the RPA number that you selected.  Use the EDIT function to change any of the data fields identified in the error message.  Thus, in the example above, after you have already entered one hour into the system for a given RPA, use the edit function for RPAs and change the data for the number of hours and minutes worked to reflect the total time spent on the activity for a given day.


Q.  I have already entered data (e.g., providing staffing advice and assistance) for an activity that can be tied to a specific RPA which has not yet arrived in my inbox.  What must I do after the RPA arrives in the CPOC/CPAC?  Should I edit my previous entry?  


A.  The ABC System is RPA-driven.  If you previously recorded an activity for an RPA that has not yet entered your CPOC/CPAC (by associating time and activity against the customer’s UIC), then you should NOT edit the data previously entered.  All activities previously captured for an upcoming RPA should not be edited/changed.  After the RPA has entered the CPOC/CPAC, you should then charge your times and activities against the RPA. 


Q.  I work on a compressed work schedule.  My regular day off (RDO) is the second Friday of each pay period.  I can’t find a category of leave to document my time on my RDO.  How then, do I record my time off?


A.  Do not document any leave taken or activities performed on your RDO.  Since you did not have to request leave on your RDO, do not enter any leave taken.  Assuming that you did not perform any work on that day, do not capture any times spent against activities.  If for some reason you did work on your RDO, then find the appropriate activity/activities performed and associate it with the appropriate category and amount of time.


Q.  I am a “superuser” at the NC CPOC.  I am required to help others within the CPOC to process RPAs for specific organizations.  Should we both associate our times and activities against the same RPA number?   

A.  The individual you are helping should associate his/her time and activity against the RPA in question and against the customer’s UIC.  As a superuser, you should associate your time and activity against the appropriate function and an appropriate key activity (most likely, it will be along the lines of “Train HR” or “Advise and Assist”).  Charge your time and activity against the CPOC’s UIC.


Q.  I work as a member of the Army Civilian Training, Education, and Development System Team at the NC CPOC.   I provide some services (e.g., prepare announcements, rate applications for ACTEDS positions, etc.) for positions that are unique to a particular MACOM and for some that are spread among different MACOMs (i.e., they cross MACOM lines).  I also provide services to help MACOMs recruit for local (non-ACTEDS) interns. Which UIC do I use to charge my time against in the performance of these services?


A.  There are three parts to this answer:

1. For ACTEDS-related services that are provided to more than one MACOM (i.e., they cross MACOM lines), charge your time to HQDA.

2. For ACTEDS intern positions, charge time and activity data to the MACOM’s UIC (e.g., HQ USACE, HQ AMC, HQ MEDCOM, etc.)

3. For USACE local intern positions, charge time and activity data to the local installation’s UIC.  The UIC can be obtained by asking the local CPAC for the UIC of the position.

TIME SHEET

Q.  My organization uses a different type of time sheet to document the amount of time I worked and leave taken.  Must I use the system’s timesheet function?


A.  Using the Create Printable Time Sheet function to print a hard copy of your personal time sheet is currently an optional feature.  However, we highly recommend that you and your supervisors use this option to ensure that you have accounted for all hours worked and leave taken during the day.

MISCELLANEOUS ISSUES

Q.  Who should I contact if local personnel cannot help me with technical/system problems related to the system?


A.  You may use the system’s On Line Evaluation function to send comments, suggestions, etc. directly to HQDA.  
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