DEFINITIONS

A

ABC Administration.  A link on the system’s homepage that displays administration and maintenance pages.  End users have limited access to this function.

ABC Online Help.  Provides users with a pull down menu of hyperlinks tied to the Table of Contents and the activity dictionary (both of which are accessible through the User’s Manual tab).  This function allows end users to immediately find definitions or procedures for terms or system functions when more information is needed. 

Absence Without Leave (AWOL).  Absence without prior approval, a nonpay status resulting from an Agency determination that it will not grant any type of leave (not even leave without pay) for a period of absence for which the employee did not obtain advance authorization or for which a request for leave has been denied.

Activity or Key Activity.  An action completed by an employee to be logged in and tracked .  More specifically, an activity is a unit of work performed by an employee that results in a product or service.  Activities can be categorized as direct, indirect, and sustaining.  Direct activities can be attributed to providing customer personnel services or assistance.  Indirect activities support the performance of direct activities but do not directly impact the customer (e.g., Supervisory Responsibilities).  Sustaining activities support the employees’ organizations.

Activity Dictionary.  A list of subactivities and tasks that define key activities to which costs (time) will be assigned.

Administrative Leave.  See Leave, Administrative.

Annual Leave.  See Leave, Annual.

Arrows.  In the calendar, the left and right arrows are used to navigate to a previous or future date.  In the Charge Activity/Leave data entry windows, the left arrow can be used to navigate to the next month.
can be used to navigate to the previous month. The right arrow indicates the section of the application currently open. In the left frame of the screen, the calendar also features arrows. In this frame, the left arrow is located to the right of the date. Click on it to navigate to the next day. A yellow arrow is located to the left of the date. Click on it to navigate to the previous day.  The right arrow 
Asterisk.  An * to the right of the entry's title is used to indicate that the entry contains the same UIC and/orRPA number as another entry.  However the two entries have a different Type of Time charged for the activity.

Automation Support.  Work that involves developing, delivering, managing, and maintaining human resources information systems when the paramount knowledge requirement is human resources management, rather than information technology.

B

Benefits and Entitlements. Work that involves providing guidance and consultation to agencies, employees, former employees, annuitants, survivors, and eligible family members regarding retirement, insurance, health benefits, and injury compensation.
C

Calendar/Date: In the main portion of the Daily View screen, a calendar icon exists for users to enter dates. Clicking on it will open a small window that will allow the user to navigate to the date they need. In the left frame of the screen (beneath the larger calendar), clicking on the calendar icon will return the user to the current month (if they have navigated to other months). Additionally, there is another calendar icon the user will see when the user uses the Enable Span function when entering leave for more than one day.

Callback.  When an employee is required to return to his/her place of employment for unscheduled work or to work unscheduled time on a nonscheduled workday.

Charge.  Entering activities and leave time to be reimbursed.  Entering activities and leave into the Activity Based Costing system may also be referred to as “charging”time against activities or leave.

Classification.  Evaluation of duties and responsibilities of a position and assigning a title, occupation series, and grade.

Color Bars.  The blue bar indicates Leave.  These are all set by the system according to the function selected.
indicates a Sustaining Cost Activity. A red bar to the left of an activity indicates it is a Data Cost Activity.  The green bar indicates an Indirect Cost Activity. The yellow bar 
CPACs and CPOCs.  Army CPACs are downsized remnants of community Civilian Personnel Offices and CPOCs are regionalized Army CHR offices.

Compensatory Time.  Time off with pay in lieu of overtime pay for irregular or occasional overtime work (defined as work that is not part of an employee’s regularly scheduled administrative workweek); or  When permitted under an agency’s flexible work schedule program, time off with pay in lieu of overtime pay for regularly scheduled or irregular or occasional overtime work. 

Court Leave.  See Leave, Court.

Credit Hours. Credit hours are hours that an employee elects to work, with supervisory approval, in excess of the employee’s basic work requirement under a flexible work schedule.

Customers’ Name.  The descriptive cleartext name associated with a customer’s UIC.  This field refers to an organization, not a person.

D

Daily Total.  The total number of hours entered for a particular date.

Daily View.  A summary of a single day's entries, including all activities and leave charged. 

Date.  Day/month/quarter/calendar year/fiscal year in which the employee is recording the time spent on the performance of activities.

Date Sent.  This term primarily refers to a column seen in the “Select RPA” popup window.  Date sent refers to the date that the RPA was sent from the last user’s inbox to the current user’s inbox.
Delete.  The delete button is located below the activity and leave entries and is used to permanently remove an entry.

Duration.  The amount of time taken to complete an activity or the amount of time taken for leave. 

E

Employee Development and Training.  Work that involves planning, administering, or evaluating programs designed to develop employees and manage learning in the organization
Employee Name.  This field is the name of the CPAC/CPOC employee entering data into the Activity Based Costing System. The employee’s Social Security Number will drive this field.

Enable Span.  An option that allows end users to add the same amount of leave for several consecutive days (excluding Saturdays and Sundays).

Excused Absence.  See definition for administrative leave.

F

Family Friendly Leave (also known as the Family and Medical Leave Act.  The FMLA is intended to promote the interests of the workplace and the family by providing unpaid leave with job protection to employees in certain specified instances so that they may address their own health needs or the needs of children or seriously ill or injured family members who require emotional, medical, and other types of support. FMLA leave differs from LWOP in that an employee who establishes eligibility may not be denied FMLA leave. It is a positive entitlement. 

Friendly Name.  As it applies to the Customer UIC Friendly List, this term applies to an easily recognizable name for a UIC that is added to a list of favorites for UICs. 

Function.  A broad category used to organize more specific activities.  Related activities rolled up into broad groupings.  There are eight functions associated with the Activity Based Costing System:  1) Benefits and Entitlements, 2) Staffing, 3) Human Resources Development, 4) Sustaining Functions, 5) Mobilization, 6) Classification, 7) Management, Employee and Labor Relations, and 8) Indirect Cost activities.

Furlough.  A nondisciplinary action placing an employee in a temporary nonduty and nonpay status because of lack or work or funds or for other nondisciplinary reasons. 

G

Grade.  A level of work or range of difficulty, responsibility, and qualification requirements.  The authorized grade level of the position (as indicated on the RPA).  Note:  this term may also apply to the CPOC/CPAC employee inputting his or her time into the Activity Based Costing System as well as to the RPA’s or actions these employees are working on. 

H

Health benefits – The health service and insurance programs established for Federal employees under 5 U.S.C. 7901 and 8901-8914.  

Help button.  A button that displays the help page for the current screen 

Holidays  The Activity Based Costing data entry system shows federal holidays as blue numbers on a yellow background.  Regular workdays show up as blue number on a white background. 

Holiday Leave.  Leave granted to civilian employees on days designated as legal public holidays.

Home Leave.  Leave earned by employees recruited for overseas duty from the United States.

Hours.  The number of hours (either in whole integers or fractions) that employees spend performing job-related activities.

Human Resources Development.  (See definition for Employee Development and Training).

K

Key Activity.  A specific activity an employee performs during the workday.

Key Activity Help. : An icon located next to the Key Activity field in both the Charge New Activity/Leave and Charge Existing RPA pop up windows.  Clicking on the Key Activity Help button will display a Reference List of all activities.

L

Labor Relations. Work that involves establishing and maintaining effective relationships – including the use of non-traditional collaborative approaches – with labor organizations that represent Federal employees, negotiating and administering labor agreements, and providing guidance and consultation to management on a variety of labor relations matters

Leave.  An absence from duty, leave of absence, or temporary nonpay status and nonduty status.  In other words, time off taken.

Leave, Administrative (Excused Absence).  Absence from duty during the basic workweek without charge to leave.

Leave, Annual.  Leave of absence with pay allowed for personal, emergency, and other purposes.  

Leave, Court.  A leave of absence from duty without loss of pay or charge to annual to perform jury duty in a Federal, state, or municipal court or to serve as a witness in a judicial proceeding to which the United States, the District of Columbia, or state or local government, is a party. 

Leave, Military.  Paid leave provided to Reservists and members of the National Guard under 5 U.S.C. 6323 who serve on active duty.  

Leave, Shore.  A period of approved absence with pay authorized by 5 U.S.C. 6305(c) for employees who regularly are required to serve aboard an oceangoing vessel on an extended voyage. 

Leave, Sick.  Leave of absence with pay allowed for employees when the employee is physically incapacitated for the performance of duties; receives medical, dental, or optical examination or treatment; or is required to give care and attendance to a member of his or her immediate family who is afflicted with a contagious disease.

Leave With Pay.  An absence from duty with pay (in sick leave status) granted at the employee’s request following the approval of a disability retirement application, or after application for optional retirement due to disability.

Leave Without Pay (LWOP).  A temporary nonpay status and noonday status (or absence from a prescheduled tour of duty) granted at the employee’s request.

Legal Authority.  A law, Executive Order, regulation, agency directive, or the instruction under which the personnel action is taken.

Life Insurance.  The group life, death, and accidental dismemberment insurance available to federal employees.

Location.  A single CHR office (either a CPOC or CPAC) or a grouping of CHR offices (either by region, MACOM, etc.).  This field comes about through the CPOC and CPAC employees inputting data into the system.  Location does not apply to customer’s location.  This system will not be tracing the customer’s location. 
M

Management and Employee Relations. Work that involves providing advice and assistance to employees and managers, program administration, research, and case management in matters related to conduct, performance, attendance, and dispute resolution.

Military Leave.  See Leave, Military.

Mobilization.   Readiness provisions for operating the Federal Personnel System in time of national emergency. 

Modern Defense Civilian Personnel Data System.  A human resources information system that supports civilian personnel operations in the Department of Defense.

N

Nature of Action.  The nature of action is a phrase that explains the action that is occurring (such as an “appointment“ or “promotion.”) when a personnel action is documented by a Standard form 50, Notification of Personnel Action.  

Notification of Personnel Action.  Standard Form 50, completed by a personnel or administrative office to which appointing authority has been delegated.  This form is used to notify the employee and the payroll office, and to record the action in the employee’s Official Personnel Folder.

O

Occupational Group Name.  A major subdivision of the General Schedule, embracing a group of associated or related occupations such as Budget Group, Engineering and Architecture Group, etc.

Occupational Group.  The four-digit numerical code used to define occupational groups, e.g., “0500” and “0800.”

Occupational Series.  A subdivision of an occupational group consisting of positions similar as to specialized line of work and qualification requirements.  Series are designated by title and number such as the Accounting Series, GS-510. 

Official Personnel Folder Maintenance.  Maintenance of Official Personnel Folders, Standard Form 66.  The OPF is a file containing records and documents related to civilian employment under Title 5, U.S. Code.

On Line Evaluation.  A function that displays question/answer format for users to evaluate the ABC system  link that allows end users to provide comments, suggestions, and  recommendations to HQDA 

Overtime pay.  Under title 5 United States Code is pay for hours of work officially ordered or approved in excess of 8 hours in a day or 40 hours in an administrative work week. FLSA exempt employees as defined in 5 U.S.C. 5541(2) who work full-time, part-time or intermittent tours of duty are eligible for Title 5 overtime pay. 

P

Password.  A sequence of characters that one must input to gain access to a file, application, or computer system. 

Pay Plan.  The pay system or pay schedule under which the employee’s rate of basic pay is determined, e.g., general Schedule (GS), Executive Schedule (ES), and Leader under the Federal Wage System (WL).

Position Description.  A statement of duties and responsibilities comprising the work assigned to a civilian employee.  

Position Management and Classification. Work that involves position evaluation, establishing and maintaining a position classification program to determine appropriate pay system, occupational grouping, title and grade of positions, and advising on position and organization design.

Privacy Act.  Information related to the Privacy Act of 1974, DoD Directive 540..7 (a) and (b) and AR 340-21 that apply to information systems in the Department of the Army systems of records on living US citizens and permanent aliens.

R

Recruitment and Placement.  Work that involves recruiting, examining, selecting and placing employees; performing job analysis; workforce planning and analysis; and advising management in identifying, attracting, and retaining a high-quality and diverse workforce that is capable of accomplishing the organization’s mission.

Refresh.  A means to allow data from a website or a window  to be updated on a screen. The refresh button is located on the top left of the main part of the screen (beneath the user's name). When a user makes changes, the refresh button can be used to view the changes immediately.  Users should use this button instead of the one on their browser.

Region.  A specific geographical area that includes one CPOC and the CPACs that are serviced by it.  Within the Department of the Army, there are ten CHR regions:  National Capital Region, Northeast, North Central, South Central, Southeast, Southwest, Western, Europe, Korea, and Pacific.

Regional Total.  The sum of hours or costs for all CPACs and the CPOC within a specific region.
Request for Personnel Action (RPA).  A document that customers use to request a particular product or service.  Each RPA has a unique alphanumeric designator that can be associated with a specific request. 

Regular Time.  Official time a employee is scheduled to work each day. Time in addition to this time is classified as compensatory, credit hours, overtime, or uncompensated time. 

Retirement.  Separation from the service when employee is eligible to obtain an immediate annuity.

S

Series.  A subgroup of an occupational group that includes all jobs at various skill levels in a particular kind of work.  This term applies to both the descriptive name of the series and/or to the four-digit numerical assigned to the series. Most of the time we will be using this term to apply to the action or RPA that a CPOC or CPAC employee is working on.  However, there may be some instances when “series” is used to refer to the CPOC or CPAC employee.

Shore Leave.  See Leave, Shore.

Sick Leave.  See Leave, Sick.

Social Security Number.  The social security number (or employee identification number) of the CPAC or CPOC employee entering data into the Activity Based Costing System. We will not be pulling this field for actions or RPAs the CPOC/CPAC employees will be working on.

Sort.  The ability to have the system arrange report fields in ascending, descending, or alphabetical order. 

Staffing.  See definition for Recruitment and Placement.

Suspension.  An action which places an employee for disciplinary reasons in a non-duty/non-pay temporary status. A suspension, regardless of duration, is an adverse action and considered a severe disciplinary action.
T

Tasks.  A level of work below the activity level.  Activities are composed of tasks. 

Time Off Award.  Time off granted during a leave year without charge to leave or loss of pay as an award for achievements or performance contributing to the Army mission.

Time Sheet.  The official record of the user's time organized according to day and type of time charged for a single pay period. 

Time Sheet Screen.  A screen from the application that captures data entered for key activities and leave for each workday during a given time period onto a single page.

Tour of Duty.  The hours of a day (daily tour of duty) and the days of an administrative work week (weekly tour of duty) that are scheduled in advance and during which an employee is required to perform work on a regularly recurring basis.

Type of Activity.  Allows report users to select the type of activity (direct, indirect, sustaining, or all activities) for display and report purposes.

Type of Cost.  Allows report users to choose between viewing direct labor costs or burdened costs.

Type of Time.  Leave and activities are charged according to Time categories.  If you are selecting an activity to put time against you have the option of choosing five types of time: compensatory, credit hours, overtime, regular, and uncompensated.  If you are selecting leave, you have the option of choosing among different categories of leave:  Absent without leave, administrative leave, annual leave, court leave, family friendly leave, holiday leave, home leave, military leave, shore leave, sick leave, callback, compensatory time, credit hours, excused absence, furlough, leave without pay, suspension, time off award, and workman’s compensation.

U

Unit Identification Code.  Alphanumeric codes that uniquely identify customers/ organizations.  Every activity performed should have a corresponding UIC. The UIC will not pertain to the organizations of the CPOC/CPAC employees inputting the data into the Activity Based Costing System. The UICs will be used to collect data on the customers the CPOC/CPAC employees are processing personnel actions for.

Uniform Resource Locator (URL)  An Internet address (for example, http://www.hmco.com/trade/), usually consisting of the access protocol (http), the domain name (www.hmco.com), and optionally the path to a file or resource residing on that server (trade).  For the activity based costing system the URL will be http://cpoldev2.belvoir.army.mil/cost.

User, Userid, or User Name.  The user or user name identifies the name of the person currently logged into the system. 

User’s Manual.  A link that allows end users to access an online Standard Operating Procedure and Activity Dictionary.

V

View Profile.  A summary of the user's personnel information (as stored in the LDAP directory) and the location for adding, deleting, and editing UICs. 

W

Weekly View.  This screen that provides a consolidated picture of all entries entered into the ABC System for the week. In other words, a screen that provides a summary of the selected week's activity and leave entries.

Work Schedule.  The time basis on which an employee is paid.  A work schedule may be full-time, part-time, or intermittent.

Workman's Compensation.  Benefits paid to an employee who suffers a work-related injury or illness. 
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