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FROM THE DESK OF THE DIRECTOR

MARY RODRIGUEZ

So Project 75 is Done, Now What?

Whoa – not so fast!!!!  Project 75 is not yet quite done!  Yes, our new customers (centralized DCIPS community, Ft. Bliss, Ft. Hood, Corpus Christi Army Depot, COE Omaha District, and COE Kansas City District) are on board and part of the West Region family.  But we still have a lot of work left to do.

We still have a few vacancies to fill to reach the WCPOC new authorized strength of 215.  Our construction/ renovation project is in progress, but won’t be completed until late September or early October.  And we have a lot of staff training ahead of us to get us all up to speed and able to deliver the type of HR service our customers have the right to expect.  

But all in all, we have made significant progress and are well on our way to getting back on track, considering the very real impact that Project 75 caused not only internally within the CPOC, but on our partners/customers as well.  Our leadership assignments and the make-up of our servicing teams have been determined and are stable.  We have gotten a handle on the DEU and Resumix backlog, and are working hard to keep it in check.  We have focused on developing partnerships with our new partners and on nurturing the partnerships that already existed.  This is where we have exerted the most effort because we know that effective partnerships are absolutely critical to our success and to our ability to provide quality and timely HR services to our customers.

So, even though Project 75 is almost completed, there are more significant changes in store for us.  Just to name a few ---

Centralization of Resumix and   

       Implementation of the Standard 

       Army Inventory Based Recruitment 

       System

Centralization of the Modern DCPDS

        Databases – M2M Solution

Implementation of RPA Direct

More and More Reliance and Use of ART –      

         Army Regional Toolkit

Implementation of IDEF     

          Recommendations

Implementation of Activity Based Costing

Possible Change in Organizational

          Alignment of CPOCs and CPACs

But that’s OK.  We’re flexible and can deal with change.  If anybody can, we can, right?

As General Shinseki, Army Chief of Staff, so clearly put it:  “If you don’t like change, you’re going to like irrelevance a lot less.”  A similar way of looking at it, per Will Rogers – “When you’re through changing, you’re through.”  And we’re certainly not through – we’re in this for the long haul!
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FROM THE DESK OF THE DEPUTY DIRECTOR KAREN WEBB

EARLY BIRD

Oh, you’re a bird, be an early bird

And catch the worm for your breakfast plate

If you’re a bird, be an early bird . . . .

But it you’re a worm, sleep LATE.

Shel Silverstein
Shel Silverstein writes children’s poetry but I am often surprised by how the simple lessons he composes for children are gentle reminders of successful business practices.  This poem brings to mind the importance of seeing the world from a different perspective.  

Understanding and embracing this simple principle is one of the foundation stones for developing and sustaining strong partnerships.  In order to create strong, successful relationships we must be able to fully understand each other’s needs and desires.  We must know not only what the other person wants but more importantly understand why it’s important.  We must recognize the impact of our decisions on others  -  are they staffed to do it?  how will the customers feel about the change?  can we sell this?    We must ask ourselves, how will this affect my partner?

[image: image3.wmf]The first step is to recognize  that one of us may see the world from the bird’s perspective and the other may see the world from the worm’s perspective  The second step is to value our differences and see them as an opportunity for developing the best possible solutions.  The third step is to put into place a support system that gives us opportunities to work together.

In our region, we have made time for many partnering initiatives  -  CCPAC, regular teleconferences, staff assistance visits, a regional business operations plan etc.  We can never, however, stop looking for ways to improve our  understanding  of each other.  As part of our continued desire to keep the partnership momentum moving forward strongly, we are about to undertake a “CPAC Chief, CFD Branch Chief exchange.”

At the suggestion of COL Graves, Commander, Seattle District Corps of Engineers, we are going to “exchange” our regular desk for our partner’s.  Larry Senechal, the CPAC Chief, will spend a week with us in August shadowing Ray Mehling, his CFD counterpart, and working actions in the CPOC environment.  Ray will then go to the CPAC in September to do the same thing with Larry (at Seattle’s expense - we have no TDY $s, but they feel strongly that this is important.)

Someone once told me that as you move from job to job your perspective changes with your chair.  We believe that in sharing chairs we can go a long way towards seeing the world from each other’s view.  This can only further strengthen our ability to work together to reach our common goal  -  delivery of exceptional customer service.  We hope that as the new FY year begins, we will be able to exchange places with many of our CPAC partners!
CENTRALIZATION OF RESUMIX IS COMING!!

Submitted By Suzanne Flaiban
What does this mean?  The Department of the Army will have one standard process for submitting resumes through Resumix and they will go to one centralized location!!  Applicants will be able to apply through Resumix for any civilian position located in the Continental United States with the Department of the Army by submitting only one resume!!  All resumes currently maintained by the Continental US Civilian Personnel Operations Centers (CPOCs) will be consolidated into one central database.  This consolidation will happen in stages with the West Region CPOC (WCPOC) participating in Phase II.  Under Phase II, a standard Department of the Army Merit Promotion Recruitment Process will be incorporated, similar to the WCPOC’s current Inventory Based Recruitment System (IBRS).  Our process, which allows applicants with an appointment eligibility to apply through Resumix for any established position within the region and to receive automatic consideration for any position(s)/location(s) identified, has positioned us ahead of the other CPOCs in the implementation of an Army-wide IBRS.  Therefore, individuals applying for positions within the West Region will experience no change until our participation under Phase II. 

Under the centralization of Resumix, the following are key items of interest for applicants:   

· One resume will be on file for all centralized regions. There is no need to submit a new resume if you already have one on file with any of the CPOCs.

· Resumes submitted through the Army Civilian Resume Builder (http://www.cpol.army.mil, click on Employment, and click on Army’s Resume Builder) will automatically flow into the centralized referral database.  This is the fastest way to get a resume into the centralized referral database. If you are applying through the Army Civilian Resume Builder, you will continue to select the CPOCs as you do now to send your resume.  The system will automatically send the resume to the CPOC you have identified or to the centralized referral database as it is established.    

· A new resume must be submitted after an individual has accepted a permanent position.  This does not apply to temporary promotions or temporary reassignments.

· For those locations that utilize self-nominations through the Vacancy Announcement Board (http://www.cpol.army.mil, click on Employment and click on Army’s Vacancy Announcements) resumes will be posted automatically to the centralized referral database with on-line confirmation.  

ANSWER (http://www.cpol.army.mil, click on Employment and click on ANSWER) will be the method for applicant notification.  It is an on-line system for applicants to access information about their resume and referral status.  Additionally, ANSWER will allow applicants to view and edit their resume and supplemental data information on line!!

ROAR & SOARS versus ANSWER

Before submitting a resume or self-nomination, use the table below. This table will assist you in determining where to view the status of your resume and self-nomination. Letters will no longer be issued.

[image: image4.wmf]
The Centralized Resumix deployment schedule is as follows.  

(Northeast CPOC

Jul 11-15
COMPLETED!

Southwest CPOC

Aug 1-5            COMPLETED!
South Central CPOC
Aug 15-19

North Central CPOC
Aug 29-2 Sep

West CPOC

            Phase II – to be announced!
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DCIPS CORNER

Submitted by Cathie Callaway

SKILLS REVIEW FOR GG-132 and 134 OCCUPATIONS

In a continuing effort to improve the quality of referral lists for positions in the Defense Civilian Intelligence Personnel System (DCIPS), the West CPOC hosted Subject Matter Experts (SMEs) from a number of serviced organizations to review the Resumix skills bank for the GG-132 series.  The review was held the week of 8-12 April with a follow-up session scheduled for the week of 16-20 September.  The SMEs represented both their organizations (HQs INSCOM, National Ground Intelligence Center, 704th Military Intelligence Brigade, HQ SOUTHCOM, Joint Special Operations Command, U.S. Army Special Operations Command, and the Land Information Warfare Activity), and their respective functional areas within intelligence disciplines.  West CPOC representatives included the Resumix Team Leader, as well as the DCIPS Branch Chief and the DCIPS Staffing Specialists.  Current skills in Resumix along with associated grammar were reviewed for adequacy, and new skills and grammar were developed where adequate skills and/or grammar were lacking.  As a result of this review, 30 new skills have been added.  Additionally, some skills have been linked under one “umbrella” so that if an applicant matches for one skill he/she will automatically match the other skills in the umbrella group.  The Resumix Team Leader, in conjunction with these same SMEs, and the DCIPS team leader also reviewed the skills for the GG-134 occupation, using the similar criteria and ending with a similar result.

These new skills, along with skills previously residing in the Resumix database are available for use in the West Region Skills Handbook.  This handbook can be found on the West Region web site at www.cpolrhp.belvoir.army.mil/west, under “Tools”, WCPOC Utilities and Reports”, “West Region”, “Skills Handbook”.  
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PRESIDENT BUSH’S NEW FREEDOM INITIATIVE

Submitted by Mary Craven
The President expects the Federal Government to be a model employer of people with disabilities and increase opportunities for people with disabilities in all areas.  In order to recruit and retain a diverse, well-qualified workforce focused on results for the American people, we must increase employment opportunities for all groups of people to include people with disabilities.  

To help in this effort, the Office of Personnel Management (OPM) worked closely with key agencies with disability employment responsibilities to develop a new web-site, www.opm.gov/disability.  People with disabilities collaborated in the development of this web-site and, as a result, it is comprehensive and user-friendly.   This site is a one stop source of information for applicants, managers, and human resource professionals.  It embodies the spirit of the President’s New Freedom Initiative and provides an excellent resource to help Federal agencies achieve the President’s objectives.

The site contains many valuable features.  Highlights include: 

· A training module for managers on reasonable accommodation; 

· New guidance to make it easier for people with disabilities to apply for Federal jobs by obtaining an initial certification of disability; 

· Information about telework;

· A recruitment brochure for people with disabilities, which can be reproduced locally;  

· Frequently asked questions;  

· An annotated list of federal agencies with leadership responsibility on disability employment; and, 

An updated version of People with Disabilities in the Federal Government: An Employment Guide.
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RPA DIRECT FLOW TEST

Submitted by Pat Girouard
The South Pacific Division of the Corps of Engineers CPAC and the West CPOC are about to embark on a new adventure in a partnering effort to test the direct flow of RPAs.  There will be numerous benefits for the managers, the CPAC, and the CPOC.  It will allow the managers more desk-side advice and assistance from the CPAC, a direct interface with the CPOC Specialist when needed, and will improve the quality and efficiency of the processing of personnel actions.  The advantages for the CPAC are less routine and recurring process work, less time serving as a conduit for routine needs, and will allow more time for substantive interface with the customers.  The CPOC will have more direct contact with the customer and glean a better understanding of customer priorities and requirements.

Currently, the process calls for the creator of the RPA and Gatekeeper Checklist to forward them through the resource manager, and then on to manpower and budget.  The budget staff then forwards the RPA on to the CPAC where it is reviewed for errors and the CPAC provides any necessary advisory services before forwarding to the CPOC for processing.  The review by the CPAC means having to contact the person who created the RPA and offer guidance, advice, and assistance when there are discrepancies or errors.  Many times, it still requires the RPA be sent back to the creator for changes and/or corrections.  Even after it is forwarded to the CPOC, there are times when there still remain questions or errors, which further delay processing.

The idea with the RPA direct flow test is to have the CPAC advisor train, and where possible, sit with the manager, supervisor, or administrative person to assist with completing the RPA.  The assistance includes guidance in a number of areas including recruitment strategies, entitlements, award options, rules regarding use of temporary promotions, and reassignments, to name a few.  For many managers, they don’t use the Modern Defense Civilian Personnel System (MDCPDS) often enough in completing personnel actions, so it will be extremely helpful for them.

By moving the quality control to the beginning of the process it will help to avoid the back and forth which occurs with the more complex or confusing actions, and will eliminate errors on the initial entry.  It’s going to allow the CPAC advisors to spend more time in their serviced activities to assist customers with other personnel questions and concerns, and educate them.  It will allow the advisor to sit with their customers to explain access to ABC-C, obtaining an EMSS password, and a myriad of other things.

Since this is a test, the CPOC will be gathering data, such as the number of RPAs received, how long it takes to fill a vacancy, what number of RPAs are received by the CPOC with errors, the number that have to be returned, the number of times the CPOC is able to make the correction based upon a phone call to the manager, and numerous other data.  We will be soliciting comments and suggested improvements to the process and to the Gatekeeper Checklist from the CPAC, so please provide any feedback to your CPAC advisor or Team Chief.

THE GOAL IS TO IMPROVE THE QUALITY AND TIMELINESS OF YOUR PERSONNEL ACTIONS
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VACANCY CLEANUP PROJECT

Submitted by Michelle Mitchell


It’s official now!  In a memorandum dated 6 June 2002, Mr. Mike Vajda, Director, Civilian Personnel Operations Center Management Agency, formally announced a Department of Army plan to clean up the MDCPDS database of vacant positions and invalid organizations.  The plan gives the West Region Partners 18 months to accomplish the task.  Progress reports are due 1 Jan 2003, 1 June 2003 and 1 Jan 2004.


In determining a benchmark percentage of positions that should be vacant at any given time, DA determined that a vacancy cushion of 15% of the CPOC serviced population is reasonable.  Within the West, that 15% cushion is approximately 4875 vacancies.  The plan is to contact the CPACs in the West with specific information on numbers of current vacancies to give them a sense of the task at hand.  


Most CPACs have already expressed a preference for either the CPOC to abolish all vacancies without obligations/RPAs against them or to assist the CPOC with identification of vacancies.  Michelle Mitchell, the WCPOC Classification Proponent will be contacting the West Region CPACs with tentative milestones to accomplish this project by 1 Jan 2004.  People with questions about this project can contact Michelle at (520) 538-0444 or DSN 879-0444.  Michelle’s e-mail is michelle.mitchell@cpocwcp.hua.army.mil.

ORGANIZATION HIERARCHY REMINDER

Submitted by Michelle Mitchell

With the myriad of organization and reorganization changes that are going on throughout the West Region, we’d like to issue a gentle reminder that changes to your organization hierarchy must go through the West Region.  The hierarchy is a fairly transparent piece of the Modern System that ties organization structure and positions to managers and supervisors as well as to the pay system.  Even changes in text must go through the West Region Classification Proponent, Michelle Mitchell, for submission to Army.  Once Army gets them, they are submitted to DoD for addition through a MDCPDS Patch.  If you have specific timeframes, you should add a cushion of at least 60 days for this process to occur.  It is wise to notify DFAS through your CSRs of changes, so their tables are changed as well.  People with questions on this process can contact Michelle at (520) 538-0444 or DSN 879-0444.  Michelle’s e-mail is michelle.mitchell@cpocwcp.hua.army.mil.
DESIGNATION OF BENEFICIARIES

Submitted by Barbara Dahan
DID YOU KNOW?

Designation of Beneficiary can be filed for your Federal Employees Group Life Insurance (FEGLI), Retirement (both the Civil Service Retirement System and the Federal Employees’ Retirement System), Thrift Savings Plan and Unpaid Compensation (leave, and final pay).  Unless you designate a specific beneficiary, benefits are paid according to the order of precedence mandated by law  (e.g., to your widow(er); if none, to your child or to children in equal shares; if none, to your parents, etc.).    Additional information on filing beneficiary forms can be found on the ABC-C web site (https://abc.army.mil), or by phone at 1-877-276-9287.
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LONG TERM CARE INSURANCE 

Reprinted/Edited from the Civilian Personnel Bulletin

Over the past year the Office of Personnel Management (OPM) has provided updates on the progress of implementing Long Term Care Insurance (LTCI), for the Federal Family.  OPM has announced that John Hancock and Metropolitan Life have been selected as the carriers who will offer this valuable new benefit.  The two companies have formed a joint venture company that will be dedicated to the implementation and administration of the Federal LTC program.

There will be two opportunities for eligible individuals (active and retired civilian employees and uniformed service members) to enroll in LTCI provided by LTC Partners.  The first opportunity, the Early Enrollment Program, was held from March 25 through May 15, 2002.  The Early Enrollment Program allowed eligible members of the Federal Family who already appreciate the need for LTCI to enroll during that time frame.  Not all plan features were available during Early Enrollment.  Premium payments were made to the provider through automatic bank withdrawal and direct billing, because payroll deduction was not available. 

The second opportunity to enroll is the first LTCI open season, which runs from July 1 through December 31, 2002.   During this time, all benefits options under the program will be available and payroll deduction will be implemented.  Those who enrolled under the Early Enrollment Program may switch to payroll deduction during the LTCI open season. 

OPM has determined that the provider, LTC Partners, is solely responsible for all core functions that support this program.   LTCI may be unfamiliar to many people, employees should rely on the experts at LTC Partners to field any questions that they may have about long term care in general or about any aspect of the plan.  Personnelists and/or Army Benefits Center – Civilian (ABC-C) counselors are not to answer any questions regarding this insurance other than to direct employees to the provider.   

Employees who are interested in receiving information about long term care will be able to subscribe to a series of informational bulletins being produced by LTC Partners.  Post cards for requesting a subscription will be sent through normal distribution channels.   LTC Partners will also provide information regarding enrollment, including brochures, meeting notification, and applications for coverage.  Enrollment will be made directly with LTC Partners.  Enrollments cannot be accepted through any servicing personnel office or the ABC-C .  Employees may also contact LTC Partners to subscribe to the bulletin series by calling: 1-800-LTC-FEDS (1-800-582-3337) or via the LTC web site: www.ltcfeds.com. Employees with questions about LTCI should be directed to these sources for information.
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ATTENTION

 TRAINING COORDINATORS, MANAGERS, SUPERVISORS AND ADMINISTRATIVE PERSONNEL 

OTA-LITE IS HERE!!

Submitted by Kathy Evans

So what's OTA-Lite ?  It's a modified version of Oracle Training Administration (OTA) that's used to enter completed training data into the MODERN Defense Civilian Personnel Data System (MDCPDS).  MDCDPS is the only official repository of civilian completed training. 

On 1 Feb 2002, the WCPOC implemented the use of OTA-Lite in the West Region.  Now activity training coordinators, training monitors, administrative personnel, and managers who have or will be charged with the responsibility of entering the completed training data for their serviced activities will have access to the MDCPDS with an "OTA hat" and will utilize OTA-Lite to process/enter completed training data directly into the MDCPDS.

OTA-Lite is easy to use!  There's a "ScreenCam Movie" Job Aid that walks you through step-by-step instructions on how to use OTA-Lite.  Go to http://www.cpocma.army.mil/jobaids.  Then click on "T" then click on the second "Training, Completed" entry. 

For those of you who have not yet been granted access to MDCPDS and OTA-Lite (awaiting security clearance or completion of other administrative processes) follow the procedures outlined in our SOP, Subject:  External Standard Operating Procedure Processing of Completed Training for Modern Defense Civilian Personnel Data System (MDCPDS) dated, 13 Mar 02.  This SOP is at - http://cpol.rhp.belvoir.army.mil/west/ under Functional Area, then Human Resource Development Division.  Use of our "Smart Forms" to electronically submit training data will make the transition to OTA-Lite easy.

If you don't already have an OTA-Lite account, make sure you contact your servicing Civilian Personnel Advisory Center (CPAC) today to set up an account.  

For further information please call me, Kathy Evans, at (520) 533-8159 or DSN 879-8159 or email me at - kathy.evans@cpocwcp.hua.army.
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LEADERSHIP EDUCATION AND DEVELOPMENT (LEAD) 

Submitted by Ralph Hangsleben
The Leadership Education and Development (LEAD) Course is the second phase of required training for new supervisors.  The course provides training and practical application in the Army leadership doctrine and competencies. Local commands are responsible for conducting the LEAD course.  LEAD is taught at or near the individual’s installation by certified graduates of a Train-The-Trainer course conducted by the Civilian Leadership Training Division of the Center for Army Leadership at Fort Leavenworth, Kansas. The LEAD course gives priority to new supervisors, since this course should be completed by new supervisors within 6 months after appointment to the supervisory position. The next priority for LEAD are individuals who have been in supervisory positions for more than 12 months.  Third priority goes to team leaders (GS or WG), as well as those other employees with leadership potential as recommended by their immediate supervisor. 

LEAD teaches supervisors how to assess their own effectiveness and how to assess employee and team effectiveness.  The course objectives also include how to motivate and influence employees, to communicate effectively, to conduct effective counseling sessions, how to resolve conflicts, to develop strategies to create fully functioning teams, to make effective decisions, and to explain the effect of values on individual and team effectiveness. 

The course includes sessions on: 

· Leadership Defined

· Situational Leadership 

· Motivation

· Communication

· Counseling Skills

· Conflict Management 

· Group Development Theory 

· Team Building 

· Problem Solving and Decision   Making 

· Values and Ethics 

· and Systems Theory 

WAIVERS:  Local commanders may waive attendance/completion of the LEAD training on an individual basis for first time military supervisors of civilians, if the commander determines that the military member has equivalent experience or training and the individual has requested a waiver. 
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AKO AND YOU…

Submitted by Fran Medarac

Army Knowledge On-line (AKO) is the “one-stop-shop” for the dissemination of knowledge and information throughout the Army community.  A major component in the Army Knowledge Management (AKM) initiative AKO provides career-lifetime email, web page personalization, Instant Messaging, a worldwide locator of registrants, and a variety of career advancing opportunities.  The portal is available 24 hours a day to Active Duty Army, Army Reserve, Army National Guard, Department of The Army Civilians, Retired Army, and Army sponsored Guest Accounts.  

Future enhancements to AKO will include both technical and functional improvements.  Planned technical improvements will incorporate full integration of DOD PKI encryption and common access cards and increased network bandwidth for quicker response.  Functionality of AKO will be improved by the development of on-line Army forms access, printing, and processing.  You will also see an increased use of AKO throughout the Army as major commands and functional areas move to provide on-line access to information and services.

Civilian Personnel applications planned for AKO include Army Performance Management System XXI (APMS XXI), and web-based referral lists.  APMS XXI will automate the current performance rating system, and web-based referral lists will automate the process of providing referral lists to supervisors, managers, Civilian Personnel Advisory Center (CPAC) personnel, and Equal Employment Opportunity (EEO) personnel.  Both applications are planned for deployment within the next year.

Creating an AKO account is easy, simply access www.us.army.mil, select the “I’m a new user” link, and fill in the information required.  Army Knowledge On-Line will provide you, as a member of the Army family, timely, accurate, and reliable information - anytime and anywhere you have Internet access.
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OVERVIEW OF DCPS TO DCPS

TRANSFERS DURING 2002

FOR AGENCIES AND ACTIVITIES

Submitted by Janet Yarnell

REVISED

February 21, 2002

            In response to the request by the Military Services to consolidate civilian pay accounts by agency within a single payroll office, the Defense Finance and Accounting Service (DFAS) authorized an enhancement to the Defense Civilian Pay System (DCPS) to develop an automated mass transfer process to move employee accounts from one DFAS database to another.  The system modifications now implemented provide the capability to transfer employees by Agency and Major Claimant between payroll offices/ databases without personnel separation actions and with minimal impact to employee records.


The automated mass transfer processes will systematically move identified employee’s data from one database to another.  The movement of agency accounts has been scheduled as requested by the Services and Department of Defense agencies.  Other effects of the consolidation effort will be the change in payroll office ownership of one database and the inactivation of four databases.  Shipyard and Overseas database employee accounts at Charleston are minimally affected.


This revised ‘Overview’ incorporates a change to report the combined employee ‘year-to-date’ pay amounts from the losing and gaining database on the employee’s Leave and Earnings Statement.  The combined amounts will be reflected on the employee’s Leave and Earnings Statement for the pay period of the transfer.

TRANSFER  SELECTION  CRITERIA:

The primary DCPS selection criteria for identifying an employee for a DCPS to DCPS transfer is the Agency and Major Claimant codes in the DCPS activity record (Example:  Agency is ‘AR’ and Major Claimant is ‘MC’).  Then, if the employee is active in DCPS (most current supplemental record is ‘A’ and work schedule is ‘A’) the employee’s database records will be transferred.  Employees that are inactive or pending in their supplemental record or work schedule will not be transferred to the gaining database.  The selection is done during the first pass of payroll pay processing of the designated pay period of the transfer.   


The transfer process separates employees from the losing database with a DCPS created ‘PON’ nature of action code effective the pay period end date of the transfer and creates a record in the gaining database on the following pay period start date again using a ‘PON’.

EMPLOYEE DATA MOVE:


The transfer moves the Master Employee Record (MER) and all supplemental, deduction, schedule, job order number, accounting activity information, time and attendance, leave, pay, and retirement history records into the gaining database for each selected employee.  All CSRS and FERS accumulative deductions and Military Deposit payments will also transfer to the gaining database.  All earnings and deductions ‘total to date’ amounts will move for Leave and Earnings Statement (LES) reporting but will not be reflected in the ‘year-to-date’ fields on the new database.


No leave, credit hours, or compensatory time balances will pay out, nor will DCPS collect remaining balances of debts.  Only scheduled deduction amounts will be withheld for the pay period of the separation.


All records containing data specific to the transferring Agency/Major Claimant, Activity and Organization, including accounting activity data, will move to the gaining database.   No action is required on your part.  If an activity and/or organization record already exists on the gaining database, the information in these records will not be overlaid.  The gaining payroll office will resolve any discrepancies found.

PERSONNEL CHANGES:


Any unprocessed personnel actions (including rejects) will move to the gaining database for processing.  TSO-PE has coordinated with CPMS personnel to automatically change the payroll office identifier on all affected records.  No DCPDS transactions are required.  Please note, however, that since all history will move to the gaining database, all retroactive personnel actions must be sent to the gaining database also.  Actions for employees not transferred due to an inactive or pending status must be processed in the losing database, unless that database is closing.  If the database is closing, ensure all actions are processed prior to the end of the pay year.   After the end of the pay year, send the actions to the payroll office currently servicing the employee.

The Denver CP1 (DE) database will be serviced by the Pensacola payroll office.  All other databases will continue to be serviced by their current payroll office.  The following databases are closing:  

 Charleston - ZG2 (CA)

 Denver – OMR (OM)

 Denver-CP2 (DA) 

 Pensacola - ZK2 (PA) 

INFORMATION FOR AFFECTED EMPLOYEES:


Employing activities should notify all employees and unions of the transfer and provide the following information:

· Employees will notice no difference in the payroll process.  Employees’ net pay will continue to be delivered in the same manner that it is today.  

· Employees will receive their Leave and Earnings Statement (LES) in the same manner as they do today.  Employee/Member Self Service (E/MSS) access for LES viewing and making address changes will be unaffected, however, employees may experience up to a 3-day delay for making other payroll changes.  

· Leave and Earnings Statements issued from the new database will include all year-to-date pay and leave information. All retirement amounts and records will move to the gaining payroll office.  The only visible change on the LES will be a change of the  ‘Payroll Office Identification Number’. 

· Leave Balances.  All Annual, Sick, Donated, Restored Annual, Advanced Sick, Military leave (with leave history), Compensatory Time, Credit hours, Home leave and Time-Off Awards balances will  transfer to the gaining database. No leave will be forfeited or paid as a result of the transfer.

· Payroll Source Information.  All deductions, addresses, direct deposit information, bonds, charitable contributions, allotments, health and life insurance, etc., will move to the gaining database and continue. The employee will see no difference in their gross or net pay due to the transfer.
· All employees’ Master Employee Records, time and attendance, leave, pay and retirement history will transfer to the gaining database.  Full retro processing capability with this history will be available in the gaining database.

· W-2s.  Employees will receive one W-2 form for the pay year of their transfer.  This W-2 will include totals from all servicing DCPS payroll offices during the year.  W-2s will also be available via E/MSS.  Address all employee W-2 inquiries to the  servicing payroll office at time of inquiry.

CUSTOMER SERVICE REPRESENTATIVES (CSR) AND TIMEKEEPERS:


Customer Service Representatives (CSR) and timekeepers will not change because of the DCPS to DCPS transfer.  Any changes employees wish to make to their pay records or any questions they have about pay will continue to be provided to the same CSR.  Time and Attendance will continue to be provided by employee’s current timekeeper.

DCPS ACCESS INSTRUCTIONS FOR CSR’S, TIMEKEEPERS AND HRO'S:


USER Ids for CSRs, timekeepers, and HRO personnel will transfer to the gaining database. Users will continue to have view access to the losing   database for both transferred and separated employees for inquiry or research purposes until the end of the pay year.

Users may access the gaining database after the database has been brought back online after pay and transfer processing is complete.



 To access the gaining database (example: ZKA), users will enter ZKAPO rather than CP1PO, ZGTPO, OMRPO etc., and press ENTER to bring up the DCPS Sign-In Screen.



When accessing the gaining database for the first time, users must replace the first three characters of their existing DCPS USER ID with the gaining database  identifier.  For example, User ID CP1UABC, becomes User ID  ZKAUABC for accounts transferred from CP1 to ZKA.


User’s initial password consists of the first 6 positions of their SSN.  For example, if your SSN is 123-45-6789, your initial password will be 123456.

If you cannot access the gaining database using these instructions, attempt accessing DCPS using a ‘K’ in the fourth position of your User ID.  Example: CP1UABC becomes ZKAKABC with password 123456).

If you are still unable to access the gaining database, please contact your activity POC for the move or Customer Service at your new payroll office:

Pensacola Payroll Office: 850-473-6222, DSN prefix 753

Charleston Payroll Office: 843-746-6522 or 6501, DSN prefix 483

Denver Payroll Office:  303-538-9043, 1-800-538-9043  


Please log on and activate your new User ID and password as soon as possible.  If User IDs are not activated in the gaining database, they will be suspended after 30 days and deleted at the end of the quarter.  Additionally, users should ensure they have access to the same individuals as in the previous database.  You may start to logon to the gaining database immediately following the D2D mass transfer completion, which will run immediately following final pay from the losing data base.

To answer inquiries or research information in the losing database, please keep your User ID and Password current in the losing database until the end of the pay year.

NOTE:  For those HRs that have view “ALL” records, your user ID and password will not transfer to the gaining database.  A new security form will need to be completed and forwarded to the gaining payroll office.

· All employees’ Master Employee Records, leave, T&A data, to include existing work schedules, job order numbers and accounting classification data, pay and retirement history, as well as retroactive processing capability, will be available in the gaining database.

· CSR’s viewing employee ‘Year to Date’ amounts for research may need to view the data from both the losing and the gaining database.   The ‘Year to Date’ information on the employees Leave and Earning Statement reflects the combined amounts from the losing and gaining database, however the totals from the losing database are not stored with the gaining database ‘Year-to-Date’ totals. The ‘Year-to-Date’ information in the gaining database will reflect only the amounts earned while paid from that database. 

If you are changing Payroll Offices and you have access to the Remedy trouble reporting system, your Remedy User ID and Password and any unanswered Remedy tickets will also move to your new payroll office. 

SDA REPORTING:

TSO-PE will coordinate any changes needed for existing files with SDA submitters. These organizations will need the SDA pointed to the gaining database prior to sending any new files.  SDA submitters should pull the MER extract from the gaining database upon completion of the mass transfer.   

RESPONSIBILITIES OF THE EMPLOYING ACTIVITY:


The employing activity is responsible for notifying the affected employees, Accounting Activities (AAA), Customer Service Representatives (CSR), Timekeepers, SDAs and other affected interface partners of the upcoming transfer.  Also, any required union notifications or contract changes are the responsibility of the activity.

RESPONSIBILITIES OF THE PAYROLL OFFICE:


The losing payroll office will notify the Disbursing Office, IRS District for which tax levies are remitted, State and local taxing authorities (if the transfer closes an account), DFAS-CL for employees with court ordered garnishments and salary offsets for non-DOD debts, other DOD entities for whom debts are being collected, Department of Labor (OWCP) for ongoing cases, FEHB carriers and all transferring Employing Activities.


The gaining payroll office is responsible for resolving any discrepancies when an employing activity exists on the losing and the gaining database.

RESPONSIBILITIES OF THE TSO-PE:


The TSO-PE will notify and coordinate the movement of the affected employees with the losing and gaining Payroll Offices, the Personnel Offices and the National Finance Center (TSP) as well as any changes of file transfers due to the DCPS to DCPS transfer (e.g. MER extract, gross pay reconciliation, etc.).
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