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RIF Edit Actions


Selecting RIF Edits


To set, change, or view RIF Edit actions, select Edit from the AutoRIF menu.  A dropdown list, as shown in Figure 20, will display the selections from which you can then select the specific Edit action desired.  


Figure � SEQ Figure \* ARABIC \r 20 �20�:  Edit Menu edit
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The RIF Edit actions available in AutoRIF include the types listed below and described in more detail later in this chapter.


Abolishes		Before processing a RIF, the abolished positions within the Competitive Area must be identified and entered into AutoRIF.  Abolished positions can be identified by CPCN or SSN, or groups of abolished positions can be identified by PP-SERS-GR-CL or Organization Code.


Positions		This RIF Edit action allows you to make changes to employee or position data such as, add vacancies, remove employees from RIF processing, etc.


PayRates		This RIF Edit action allows you to enter the Representative Payrate for each unique PayPlan/PayTable/Grade combination in the Position Database.


Progression		This RIF Edit action allows you to specify Lines of Progression for Round Two processing when the Qualification Entry-Enter Qualifications by CPCN (Position Specific) option is chosen by selecting Options | Round II, as described in Chapter 4.


Qualifications		This RIF Edit action allows you to enter Qualifications or Eligibility for employees subsequent to processing Round Two.


Abolishes


Before processing a RIF, the Abolished Positions within the Competitive Area must be identified and entered into AutoRIF.  Abolished positions can be identified by CPCN or SSN, or groups of abolished positions can be identified by PP-SERS-GR-CL or Organization Code.


To identify abolished positions, select Edit | Abolishes from the AutoRIF menu.  The window for Abolished Positions is then displayed.


Figure � SEQ Figure \* ARABIC �21�:  Edit Abolishes Window edabol
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The following data fields can be viewed or edited.


	Key	This field identifies the values to search for (SSN, CPCN, Organization Code, Pay Plan, Series, Grade, and Competitive Level) when adding an Abolished Position.


	Search for	This allows you to specify the Key type to search for when adding an Abolished Position.


	 SSN	Select this option button to search for SSN when adding an Abolished Position.


	CPCN	Select this option button to search for CPCN when adding an Abolished Position.


	Organization Code	Select this option button to search for Organization Code when adding an Abolished Position.


	PP-SERS-GR-CL	Select this option button to search for Payplan, Series, Grade, and Competitive Level combination.


	SF 52 Number	This field contains the SF 52 Number (code) which identifies the SF 52 related to this action.  A value in this field is not required.


	Add Button	Press this button to Add an abolish action for the Key entered.  For example, to abolish a position with a CPCN value of AA92135001, enter this value into the Key field, then select CPCN as the key to Search For, and finally press the Add button.


	Delete Selected


	Abolish Button	Press this button to Delete the abolish action highlighted in the Abolished Positions list.  For example, to Delete an abolished position, select the Abolished Position from the Abolished Positions list, then press the Delete Selected Abolish button.


	Abolished Positions	This field displays a list of abolished positions.  You can use the scroll bars to scroll up and down the list or to scroll the columns left or right.


	Done Button	Press this button to end the dialog.


	Help Button	Press this button to display the Help window.


	Load Abolishes from


	Text File	Press this button to add abolish actions from a text file.  You will be prompted to select a text file from which to load abolishes.  Select the text file that contains the abolishes for the RIF.  Abolishes will be added for all records found in the text file with matching records in the Position Database.


To add abolish actions from a text file, you must first create a text file with the format shown below.





�
Field�
Column�
Comment�
�
�
�
�
�
SSN or CPCN�
1�
You can use either value, and you can mix the values (First record uses SSN, second uses CPCN, etc.)  If you use SSN, you must have a space, carriage return or line feed in column 10.�
�
�
�
�
�
Carriage Return or Line Feed�
11�
You must have a carriage return and/or a line feed character at the end of each record.  It does not have to be at column 11, but it must come after the SSN/CPCN, and the record length must be less than 80 characters.�
�



�
Positions


All employee and position data is stored in the Position Database.  The Position Database contains records for all positions (vacant and encumbered) in the RIF, and those positions that you have removed from RIF.


To Edit Employee/Position data, select Edit | Positions from the AutoRIF menu.


Employee and Position data cannot be edited after RIF processing has begun.  Once RIF processing has begun, you must start a New Iteration RIF before position data can be edited (see Chapter 7).


The window shown below will be displayed when you select Edit Positions.


Figure � SEQ Figure \* ARABIC �22�:  Edit Positions Window edpos1
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	Toolbar	Use the buttons on the AutoRIF toolbar shown in Figure 23, or select from the Record menu to move to the first, previous, next, or last position; to add or delete positions; or to search for a position.


Figure � SEQ Figure \* ARABIC �23�:  Edit Positions Toolbar edpstool
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The Edit/View Employee/Positions window contains eight data areas.


	Buttons, Check Boxes,


	and Text Boxes	The top portion of the window contains buttons, check boxes (toggle on and off), and text boxes.


	Close Button	Pressing this button will close this window.


	Save Changes Button	Pressing this button will save any changes made to the current record.


	Clear Employee Data


	Button	Pressing this button will clear data from all employee related data elements such as SSN, Name, Performance Appraisals, etc.  This option allows you to easily create a vacant position if an employee vacates a position.


	Conversion to Career


	before


	RIF Effective Date?	If this box is checked before you Update the Position Database, the Tenure Group for the employee will not be updated.


DCPDS stores the current Tenure Group for the employee.  When processing RIF, you must use the Tenure Group as it will be on the RIF Effective Date.


If this option is not checked, and you have changed the employee’s Tenure Group to 1 because the employee will be converted before the RIF Effective Date, then you will Update the Position Database from DCPDS before the conversion date.  The Tenure Group in DCPDS will be 2, and the Tenure Group in the Position Database will be overwritten with a 2.


	Position will change


	before


	RIF Effective Date?	If this box is checked when you Update the Position Database, the position related data elements (Payplan, Series, Grade, etc.) for the employee will not be updated.


DCPDS stores the current data elements for the employee.  When processing RIF, you must use the position as it will be on the RIF Effective Date.


If this option is not checked, and you have changed the employee’s position information within AutoRIF because the employee will change position before the RIF Effective Date, and you Update the Position Database from DCPDS before the employee’s position is changed, the position related data elements in DCPDS will not be correct for RIF, and the AutoRIF Position Database will be overwritten with the old position data.


	Removed from RIF	If this box is checked, the position will not be involved in the RIF.  The position will still be printed on the Retention Register, but will show up with a Removed From RIF (RFR)  message, and the comment entered in the RFR Comment.  This allows you to remove employees from RIF when people leave, but at the same time retain the record in the Position Database for report purposes.


	SSN	This box displays the SSN for the employee in the position.  This box will be blank if the position is vacant.


	Name	This box displays the name of the employee in the position.  If the position is vacant, no value is displayed.


	RFR Comment	Any comments related to the reason the employee/position was Removed From RIF (RFR) are shown in this box.  A maximum of 128 characters can be entered.


Data Areas		The following data areas are displayed in the remainder of the window.


	Position Data	The Position Data area (shown below) contains data elements such as the Payplan, Series, Grade, etc. related to the position.  Refer to your database for information concerning these data elements.


Figure � SEQ Figure \* ARABIC �24�:  Edit Positions Data Dialog Box edposdat
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	Organization Data	The Organization Data area (shown below) contains the Organization Code, the Organization Narrative (5 lines), and the Office Symbol for the position.  The Organization Code is the code that identifies a particular element within an organization.  The structure of this code differs among agencies.


Figure � SEQ Figure \* ARABIC �25�:  Edit Organization Data Dialog Box edposorg
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	RIF Parameters	The RIF Parameters area (shown below) contains the Competitive Area, Work Schedule and Position Occupied.  Any position in the Position Database (other than those Removed From RIF (RFR)) may be used in RIF.  For instance, if the RIF Work Schedule is Full Time, and you add a Part Time vacancy to the position file, the vacancy will still be used in Round One, and/or in Round Two.  Just changing the Work Schedule will not prevent the position from being used.  If you want to change the RIF Parameters and do not want to use the position, remove the position from the RIF.


Figure � SEQ Figure \* ARABIC �26�:  Edit Positions RIF Parameters Dialog Box edposrif
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	Local Data	The Local Data area (shown below) contains four (4) Local Fields that you define for your RIF.  Local 1 and Local 2 are 15 character fields long.  Local 3 is a 2 character field.  Local Date is a date field.  You can place whatever data you might need for your RIF in these fields.


Figure � SEQ Figure \* ARABIC �27�:  Edit Positions Local Data Dialog Box edposloc
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	Tenure/Seniority	The Tenure/Seniority area (shown below) contains the Tenure Group, Sub Group, Adjusted SCD, Adjusted Points, Veterans Preference for RIF, and Veterans Preference for Appointment data elements.  You can edit the Tenure Group, Veterans Preference for RIF and Veterans Preference for Appointment, but the Sub Group, Adjusted SCD, and Adjusted Points will be calculated by AutoRIF and, therefore, cannot be edited.


Figure � SEQ Figure \* ARABIC �28�:  Edit Positions Tenure/Seniority Dialog Box edposten
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	Performance Appraisals	The Performance Appraisals area (shown below) contains the Performance Rating and the Performance Rating Date for the last six Performance Appraisals, and (if there is one) the projected Performance Appraisal.  The Performance Ratings will be sorted by Performance Rating Date, and will be used to calculate the Adjusted SCD.  See you Personnel Systems Manager for information regarding Performance Appraisal codes.


Figure � SEQ Figure \* ARABIC �29�:  Edit Positions Performance Appraisals Dialog Box edposper
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	Employee Data	The Employee Data area (shown below) contains data elements directly related to the employee in the position.  See your Personnel Systems Manager for information regarding any of these data elements.


Figure � SEQ Figure \* ARABIC �30�:  Edit Positions Employee Data Dialog Box edposemp
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PayRates


Representative PayRates are used in RIF to help determine placement rights and the order of placement.  AutoRIF uses Representative Payrates to help determine placement options and the order of placement options in Round Two.


To edit Representative PayRates, select Edit | PayRates from the AutoRIF menu.


Representative PayRates cannot be edited after RIF processing has begun.  Once RIF processing has begun, you must start a New Iteration of RIF before Representative PayRates can be edited (see Chapter 7).


	Hint	If you choose not to edit Representative PayRates before you begin RIF processing, then before Round II begins you will be prompted to enter the Representative PayRate for each unique PayTable-PayPlan-Grade combination in the Position Database file.  You may find this easier than entering the Representative PayRates up front, since you will be prompted only once for each unique combination and will not have to take time entering Representative PayRates that are not applicable to the positions involved in your RIF.


The window below displays the Representative PayRate information.


Figure � SEQ Figure \* ARABIC �31�:  Edit Representative PayRates Window edpayrat
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The following options allow you to edit Representative PayRates:


	Payplan, Pay-Table


	Selection Box	This dialog box allows you to edit one Payplan, Pay-Table combination at a time.  The Representative Hourly Pay Rates shown are for the currently selected Payplan Pay Table combination.  To select another Payplan, Pay-Table, press the drop-down list arrow button, then highlight the Payplan, Pay-Table you would like to edit/view and press Enter.


GS/GM Payplans are handled differently from other Payplans.  You will only need to enter one representative rate for each grade in the GS/GM scale.  AutoRIF will default to Pay- Table 0000 when the Pay-Plan is equal to GS or GM.


	New Payplan, Pay-Table


	Button	Press this button to add a new Payplan, Pay-Table combination for which you need to edit Representative PayRates.  The New Payplan, Pay-Table Dialog Box (shown below) will prompt you for the new Payplan, Pay-Table combination to add.  Once this combination is added, you can edit the Representative PayRates for the combination.


Figure � SEQ Figure \* ARABIC �32�:  Edit PayRates New Payplan/Pay Table Window edpaynew
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	New Payplan/Pay


	Table Dialog Box	The New Payplan/Pay Table dialog box contains the following items:


	Payplan	This field displays the Payplan for the Pay Table.  The GS/GM Pay Table is created automatically (although you will have to enter the current pay rates for the Pay Table).


	Pay Table	The Pay Table Code for the Pay Table is displayed in this field.


	OK Button	Press this button to add the new Pay Table when you are done entering the Payplan and Pay Table Code.


	Cancel Button	Press this button to cancel the creation of the new Pay Table.


	Help Button	Press this button to display the Help window.


	Delete Payplan,


	Pay Table Button	Press this button to delete the current Payplan, Pay Table combination.


	Representative


	Hourly Pay Rates	These fields allow you to edit the representative hourly pay rates for each grade.


	Done Button	Press this button when you are finished editing Representative PayRates.


	Save Button	Press this button at any time while editing to save any changes you have made to the Representative PayRates.


	Help Button	Press this button to display the Help window.


Lines of Progression


Lines of Progression are used in RIF to help determine placement rights.  AutoRIF uses Lines of Progression to help determine placement options.  Lines of Progression are used only if you have selected to process Round Two with the Qualifications Entry-Enter Qualifications by CPCN (Position Specific) options.


To edit Lines of Progression, select Edit | Progression from the AutoRIF menu.


Lines of Progression cannot be edited after RIF Processing has begun.  Once RIF Processing has begun, you must start a New Iteration of RIF before Lines of Progression can be edited (see Chapter 7).


	Hint	If you choose not to edit Lines of Progression before you begin RIF processing, you will be prompted, as necessary during Round Two processing, to enter the Lines of Progression for each unique Payplan-Series-Grade-Pay Table combination for which an employee has been affected.  You may find this easier than entering the Lines of Progression up front, since you will be prompted only once for each unique combination and will not have to take time entering Lines of Progression that are not applicable to the positions involved in your RIF.  For GS schedule positions, the system will default to the normal one or two grade interval.


The Lines of Progression window is shown below.
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The following options allow you to edit Lines of Progression.


	Payplan	This field displays the Payplan for the Line of Progression.


GS/GM payplans are handled differently from other payplans.  AutoRIF will default to Pay Table 0000 when Payplan is equal to GS or GM.


	Series	This field displays the Series for the Line of Progression.


	Grade	The Grade for the Line of Progression is displayed in this field.


	Pay-Table	The Pay-Table for the Line of Progression is displayed here.


	Line of Progression	The third and fifth Payplan-Grade combinations for the Line of Progression are shown here.


	Payplan-3	This is the Payplan for the third entry in the Line of Progression.


	Grade-3	This is the Grade for the third entry in the Line of Progression.


	Payplan-5	The Payplan for the fifth entry in the Line of Progression is shown here.


	Grade-5	The Grade for the fifth entry in the Line of Progression is displayed here.


	Add Button	Press this button to add a new Line of Progression.  The data entered in the Payplan, Series, Grade, Pay Table, Payplan-3, Grade-3, Payplan-5, and Grade-5 fields will be used to create the new Line of Progression.


	Delete Selected


	Line of Progression


	Button	Press this button to delete the current Line of Progression.


	Line of Progression


	Browser	This browser allows you to browse through the currently entered Lines of Progression.  Use the scrollbars to move up and down through the rows, and left and right through the columns.


	Done Button	Press this button when you are finished editing Lines of Progression.


Qualifications/Eligibility


AutoRIF allows you to enter Round Two Qualifications/Eligibility by CPCN or Payplan-Series-Grade-Competitive Level (PP-SERS-GR-CL) combinations.  If you have selected Enter Qualifications Eligibility by PP-SERS-GR-CL (Options | Round II), then before an affected employee can be processed in Round II, you must enter the Qualifications/Eligibility for the employee.


Enter Qualifications/Eligibility by selecting Edit | Qualifications from the AutoRIF menu.


Entering Qualifications/Eligibility involves entering each PP-SERS-GR-CL combination for which an employee is qualified.  Qualification/Eligibility entry is done using the Qualifications Dialog.


Qualifications/Eligibility must be entered for each employee that must be placed or separated in Round Two.  If you do not enter Qualifications/Eligibility for an employee that must be placed or separated in Round Two, you will be prompted to enter Qualifications when the employee is reached for processing in Round Two.


	Hint	You may want to process Round One and print the Quals Not Yet Entered report before editing qualifications.  This report will list all employees that have not been placed in Round Two and have not had Qualifications entered.


When you select Edit | Qualifications from the AutoRIF menu, the Edit/View Qualifications For Dialog window will be displayed as shown below.


Figure � SEQ Figure \* ARABIC �34�:  Edit/View Qualifications Search Key Window edvquals
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	Search Key	To select an employee to edit Qualifications/Eligibility, enter the Search Key value, then select the Key Type for which to search.


	Key Type	The type of Search Key entered above is specified by selecting one of the following option buttons:


SSN


CPCN


Name





	OK Button	Press this button after entering the Search Key and selecting the Key Type.


	Done Button	Press this button when you are finished editing the Qualifications/Eligibility for this employee.


	Help Button	Press this button to display the Help window.


	Qualifications Window	Once you have selected an employee for which to edit Qualifications/Eligibility, the Qualifications window shown below will appear.


Figure � SEQ Figure \* ARABIC �35�:  Edit Qualifications Window edquals
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The following options allow you to edit Qualifications.


	Save Button	Press this button to save any changes made to the Qualification/Eligibility for the employee.


	Cancel Button	Press this button to cancel any changes made to the Qualifications/Eligibility for the employee.


	Help Button	Press this button to display the Help window.


	Qualified For	This allows you to specify the PP-SERS-GR-CL that the specified employee is qualified to fill either by a vacancy, bump/vacancy, or retreat/bump/vacancy placement.


	PP-SERS-GR-CL(s)	Use this box to enter or change the PP-SERS-GR-CL(s).  The PP-SERS-GR-CL(s) can contain multiple Competitive Levels (separated by commas or spaces),  or no Competitive Level if the employee qualifies for all Competitive Levels for the PP-SERS-GR, and can be entered using any of the following sample formats.


	Sample Format	GS-0318-05-0100,0200,0156,0456


This is a normal entry with the Payplan, Series, Grade, and first Competitive Level separated by dashes, and commas separating all subsequent Competitive Levels.  Four entries would be added to the list:  GS-0318-05-0100, GS-0318-05-0200, GS-0318-05-0156, GS-0318-05-0456.


	Sample Format	GS 0318 05 0100 0200 0156 0456


This is a normal entry with the Payplan, Series, Grade, and first Competitive Level separated by spaces, and spaces separating all subsequent Competitive Levels.  Four entries would be added to the list:  GS-0318-05-0100, GS-0318-05-0200, GS-0318-05-0156, GS-0318-05-0456.


	Sample Format	GS-318050100,0200


This is a compressed entry without separating Payplan, Series, Grade, and Competitive Level.  Two entries would be added:  GS-0318-05-0100, GS-0318-05-0200.


	Sample Format	GS-0318-05


This is a normal entry with no Competitive Levels.  If you enter only the PP-SERS-GR, the employee will qualify for all Competitive Levels for that PP-SERS-GR.


	Type of Qualification


	Option Buttons	For each Qualifications Entry (PP-SERS-GR-CL), the employee can qualify for a vacancy placement, bump placement, or retreat placement.  If the employee qualifies for a bump placement it is assumed that the employee also qualifies for a vacancy placement.  If the employee qualifies for a retreat placement, it is assumed the employee qualifies for bump placement and/or a vacancy placement.  Before adding an entry to the Qualification Entries List Box select one of the following options.


	Vacancy	Select this option button to have Qualification Entries added for vacancy placements only.


	Bump/Vacancy	Select this option button to have Qualifications Entries added for bump and/or vacancy placements.


	Retreat/Bump/Vacancy	Select this option button to have Qualification Entries added for retreat, bump, and/or vacancy placements.


	Add Button	Press this button to add the Qualification Entries entered in the PP-SERS-GR-CL(s) text box.  You can also use this button to change the Type of Qualification by selecting the PP-SERS-GR-CL from the Qualification Entries List Box, then selecting the new Type of Qualification and pressing this Add button.  The Qualification Entry will change based on the Type of Qualification selected.


	Add Group Button	Press this button to add the selected Group Qualification to the Qualification Entries List Box.


	Delete Button	Press this button to delete the currently selected Qualification Entry.


	Qualification Entries


	List Box	This box contains a list of all PP-SERS-GR-CLs for which the employee qualifies.


	Ranking	If you have selected the Place by Qualification Entry Rank Order option in the Round Two Options Dialog, then Round Two placements are made based on the Order of Qualification Entries.  Normally, placement order is determined by Representative PayRate, Tenure Group, Sub-Group, and Adjusted SCD where the highest pay-lowest tenure placement option is used.  When this option is used, placement order is determined by Representative PayRate, Tenure Group, Sub-Group, Qualification Entry Rank, and Adjusted SCD.  Press one of the following buttons to specify the Ranking.


	Move Entry Up


	Button	Press this button to move the selected Qualification Entry up one line in the List Box.


	Move Entry Down


	Button	Press this button to move the selected Qualification Entry down one line in the List Box.


	Move Entry Last


	Button	Press this button to move the selected Qualification Entry down to the bottom of the List Box.


	Move Entry First


	Button	Press this button to move the selected Qualification Entry up to the top of the List Box.


	Group Qualifications


	Box	This box displays a list of all Group Qualifications.


	New Group


	Button	Press this button to add a new Group Qualification to the List.  The Group Qualifications Dialog window will appear.


	Edit Group


	Button	Press this button to edit the currently selected Group Qualification.  The Group Qualification Dialog window will appear.


	Delete Group


	Button	Press this button to delete the currently selected Group Qualification.


	Group Qualifications


Window		To make qualifications editing simpler, AutoRIF allows the creation of groups of Qualification Entries.  These groups consist of a number of PP-SERS-GR-CL entries.  Once a group has been created, the group qualification can be added to the employee’s Qualification Entries.  The Group Qualifications window is shown below.


Figure � SEQ Figure \* ARABIC �36�:  Edit Group Qualifications Window edqualgp
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The following options allow you to edit Group Qualifications.


	ID	This field identifies the name of the Group Qualification.  When adding a Group Qualification, you will need to give it an ID.  The ID can be one to twelve characters and should be descriptive of the PP-SERS-GR-CL(s) in the group.  For example, if you had a group of all GS-04 positions (GS-0322-04, GS-0318-04, GS-0203-04, etc.), you may want to give it an ID of ALLGS4.


	Save Button	Press this button to save any changes made to the Group Qualifications.


	Cancel Button	Press this button to cancel any changes made to the Group Qualifications.


	Help Button	Press this button to display the Help window.


	Qualification Entry	This allows you to specify the PP-SERS-GR-CL that the specified employee is qualified to fill either by a vacancy, bump/vacancy, or retreat/bump/vacancy placement.


	PP-SERS-GR-CL(s)	Enter/Change the PP-SERS-GR-CL(s).  The PP-SERS-GR-CL(s) entry can contain multiple Competitive Levels (separated by commas or spaces), or no Competitive Levels if the employee qualifies for all Competitive Levels for that PP-SERS-GR.


	Vacancy	Qualification Entries added will be for vacancy placements only.


	Bump/Vacancy	Qualification Entries added will be for bump, and/or vacancy placements.


	Retreat/Bump/Vacancy	Qualification Entries added will be for retreat, bump, and/or vacancy placements.


	Add Button	Add the Qualification Entries entered in the PP-SERS-GR-CL(s) text box.


	Delete Button	Delete the currently selected Qualification Entry.


	Qualification Entries


	List Box	This presents a list of all PP-SERS-GR-CLs for which the employee qualifies.


	Ranking	If you have selected the Place by Qualification Entry Rank Order option in the Round Two Options Dialog, then Round Two placements are made based on the Order of Qualification Entries.  Normally, placement order is determined by Representative PayRate, Tenure Group, Sub-Group, and Adjusted SCD, where the highest pay-lowest tenure placements option is used.  When this option is used, placement order is determined by Representative PayRate, Tenure Group, Sub-Group, Qualification Entry Rank, and Adjusted SCD.  Press one of the following buttons to change the Ranking.


	Move Entry Up


	Button	Move the selected Qualification Entry up one line in the List Box.


	Move Entry Down


	Button	Move the selected Qualification Entry down one line in the List Box.


	Move Entry Last


	Button	Move the selected Qualification Entry down to the bottom of the List Box.


	Move Entry First


	Button	Move the selected Qualification Entry up to the top of the List Box.
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