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General Information

a. Purpose — The purpose of this users guide is to provide HR Specialists with the
information needed in order to effectively track employees and process actions on
employees subject to furlough. This guide provides the steps necessary to process
a furlough as well as information on the data elements and processes associated
with furlough.

Applicability

(1) All of the data fields are available to all serviced agencies

(2) The business rules apply only to DoD agencies. This excludes BBG
(SOID = “VO”) and EOP (SOID - “EQO”)

3) This applies only to Position Type = “APPR” and “TECH” — LN, NAF,
AGR, EXT and MIL positions are excluded.

Furlough Resources

(1) OPM Furlough Guidance — https://www.opm.gov/policy-data-
oversight/pay-leave/furlough-guidance/

(2) 5CFR 351.604 — Use of Furlough

3) 5CFR 752 Subpart D — Regulatory Requirements for Removal,
Suspension for More than 14 Days, Reduction in Grade or Pay, Furlough

for 30 Days or Less
4) Guide to Processing Personnel Actions (GPPA) — Chapters 15 and 16

(5) Deputy Secretary of Defense Furlough Guidance — Deputy Secretary of
Defense, osd.mil

(6) 31 USC 1341(c) — Limitations on expending and obligating amounts —
(Public Law 116-1 — Government Employee Fair Treatment Act of 2019
dated January 1, 2016)

Reasons for Furlough — There are two different reasons for furlough: Shutdown
Furlough (Lapse of Appropriations Furlough) and Administrative Furlough
(Sequestration).
(1) Shutdown/Lapse of Appropriations Furlough
(a) Definition — When an agency no longer has the necessary funds to
operate and must shut down those activities which are not excepted
pursuant to the Antideficiency Act. This normally occurs when
funds are not available through an appropriations law or continuing
resolution.
Types of employees:
1. Excepted Employees: Employees whose positions are
funded through annual appropriations who are nonetheless
excepted from the furlough because they are performing
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work that, by law, may continue to be performed during a
lapse in appropriations. Excepted employees include
employees who are performing emergency work involving
the safety of human life or the protection of property or
performed certain other types of excepted work.

Exempt Employees: Employees whose positions are not
funded by annual appropriated funds.

Neither Excepted nor Exempt — Employees who are funded
through annual appropriations but are not designated as
excepted are barred from working during a shutdown,
except to perform minimal activities as necessary to
execute an orderly suspension of agency operations related
to non-excepted activities. These employees will be
furloughed.

(©) Public Law 116-1 — Government Employee Fair Treatment Act of
2019 dated January 1, 2019
1. Applies to any lapse in appropriations that begins on or

after December 22, 2018

Each employee of the United States Government or of a
District of Columbia public employer furloughed as a result
of a covered lapse in appropriations shall be paid for the
period of the lapse in appropriations and each excepted
employee who is required to perform work during a
covered lapse in appropriations shall be paid for such work,
at the employee’s standard rate of pay, at the earliest date
possible after the lapse in appropriations ends, regardless of
scheduled pay dates, and subject to the enactment of
appropriations Acts ending the lapse.

Administrative Furlough (Sequestration)

(a) Definition: An administrative furlough is a planned event by the
agency which is designed to absorb reductions necessitated by
downsizing, reduced funding, lack of work, or any other budget
situation other than a lapse in appropriations.

Types of Employees: Agencies are responsible for identifying the
employees affected by administrative furloughs based on budget
conditions, funding sources, mission priorities (including the need
to perform emergency work involving the safety of human life or
protection of property), and other factors.

Documentation of an Administrative Furlough
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Per OPM instructions, SF-50s are generated at the on-set of
the furlough.

During an Administrative Furlough either a NOA 471 —
Furlough (non-continuous) or NOA 472 — Furlough NTE
can be used.

Guide to Processing Personnel Actions (GPPA) Instructions
(1) There are two different NOAs associated with Furlough:
(a) NOA 471 — Furlough (Non-continuous)

1. Definition: Furlough that occurs during parts of one or

more pay periods which is interrupted by days in a pay and
duty status (i.e., furlough on non-consecutive days).
Use of NOA 471 — NOA 471 is only appropriate for an
Administrative Furlough and is not used for a Lapse of
Appropriations Furlough

NOA 292 — Return to Duty from Nonpay Status — a

Standard Form 50 Return to Duty is not needed for a non-

continuous furlough IAW GPPA Chapter 16

Required Remarks

a. M72 — Reason for Furlough: () AND

b. M?73 — To be furloughed (Zist dates) for a total of
(number) hours OR
M75 — On March 29, 2013, OPM issued GPPA
Update 62 effective April 7, 2013 adding this
remark — To be furloughed on discontinuous days
between (beginning date of furlough period) and
(ending date of furlough period) not to exceed a
maximum of (number of hours) during the
furlough period. You will be notified of the specific
date(s) that you will be furloughed during each pay
period.

Additional Remarks — The following remarks are required

if the following conditions are met:

a. G33 — If Nature of action code is 430, 450, 452,
460, 471 or 472 and the employee is on a full-time
or part-time work schedule, then the required
remark is G33 — Service credit for retirement,
reduction in force, and leave accrual continues for
up to a maximum of 6 calendar months of nonpay
time per calendar year.

B72 — If Nature of action code is 430, 450, 452,
460, 471 or 472 and the employee has Federal
Employees Group Life Insurance coverage then the

Page 6
As of November 9, 2023




DCPDS FURLOUGH USERS GUIDE Section 1 — General Information

required remark is B72 —-FEGLI coverage continues
until your time in nonpay status totals 12 months.
(If while in nonpay status you receive pay during
any part of a pay period, you are not considered to
be in nonpay status for FEGLI purposes). Contact
your servicing Human Resources Office or see the
FEGLI Handbook at http://www.opm.gov/insure for
detailed information.
B42 — If Nature of Action code is 430, 450, 460,
471 or 472 and the employee has Federal
Employees Health Benefits Program coverage and
is a Schedule D work-study employee who is
expected to be in pay status at least one-third of the
total time between appointment and completion of
the work-study program (see SCFR 890.303(e)(2))
then the required remark is B42 — Health benefits
will continue as long as you participate in the work-
study program if you pay the employee’s share of
costs. Contact your serving Human Resources
Office or see the FEHB Handbook at
https://www.opm.gov/insure for detailed
information.
B72 — If Nature of Action code is 430, 450, 460,
471 or 472 and the employee has Federal
Employees Health Benefits Program coverage, then
the required remark is B72 — If you enter a leave
without pay status or any other type of nonpay
status or your pay is insufficient to cover your
FEHB premium, then you must elect to either: (1)
terminate your enrollment in FEHB, or (2) continue
it for up to 354 days and agree to pay the premium
or incur a debt. If you do not elect to terminate or
continue your enrollment, it automatically
terminates at the end of the last pay period in which
you paid premiums. Contact your servicing Human
Resources Office or see the FEHB Handbook at
http://www.opm.gov/insure for detailed
information.

(b) NOA 472 — Furlough NTE (Continuous)

1. Definition: Furlough on one or more consecutive or

continuous days.
Use of NOA 472 — NOA 472 can be used for either a Lapse
of Appropriations or an Administrative Furlough.
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Return to Duty from Nonpay Status — a Standard Form 50
Return to Duty is required for a continuous furlough IAW
GPPA Chapter 16.

Required Remarks:

a. M?72 — Reason for Furlough: ( ).

Additional Remarks — See the remarks as listed in Section
l1.e.(1)(a)5. for additional remarks.

DCPDS Functionality

(1)

DPCDS Data Elements — There are eleven different data elements that are

available to track/record whether an employee is subject to furlough. The

purpose of and business rules for each data element are explained further
in this guide.

(a) Furlough Indicator EIT (Person = Assignment) (See Section 4)

Shutdown Furlough Indicator

Shutdown Furlough Excepted Indicator

Shutdown Furlough Exempt Indicator

Administrative Furlough Indicator

Administrative Furlough Excepted Indicator

Furlough Indicator — Pay500

Furlough Action Effective Date

Furlough NTE Date.

Furlough Start Date — Non-continuous Furlough

Furlough End Date — Non-continuous Furlough
11.  Furlough Hours — Non-continuous Furlough
Additional Leave Info EIT (Person = Others = Finance Info)
(See Section 5)

1. Furlough Used PP
2. Furlough Accumulated Hours

Mass Processes — There are five separate mass processes available to HR

specialists that can be used in conjunction with furlough. The purpose of

and business rules for each mass process are explained further in this
guide.

(a) Furlough Indicator Mass Upload Process (See Section 7.c.) — This
process allows users to update employee records through the use of
pipe delimited file containing a list of employee records.

(a) Furlough Indicator Mass Update Process (See Section 7.d.) — This
process allows users to update employee records to identify
whether an employee is subject to furlough through the use of
selection criteria.

1.
2.
3.
4.
5.
6.
7.
8.
9.

[a—
e
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(b) Furlough Indicator Process — Pay500 (See Section 9) — This
process flows an action to DFAS through the Pay500 process to
identify those employees subjected to furlough (employees with a
Furlough Indicator = “F” or “X”’) without generating an SF-50
during a Lapse of Appropriations Furlough.
Mass Load Non-Continuous Furlough Dates (See Section 10) —
This process allows users to upload a text file containing furlough
dates that can be used to populate the M73 Remark in the Mass
Non Pay Duty Status Process for NOA 471.
Mass Non Pay Duty Status Process (See Section 11) — This
process allows users to process non pay actions when employees
are subjected to furlough (NOA 471 or 472).
(e) Mass Return To Duty Process (See Section 12) — This process

returns employees to duty status following a continuous furlough
(NOA 472).

Standard DCPDS functionality

(a) Searching for specific records within a mass process — click F11,
enter the name (use % as a wildcard) and click CTRL F11 to find
the specific record/records)
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Steps to Processing a Furlough

(1) Lapse of Appropriations Furlough Steps ‘

A. Potential Lapse of 1. Update/verify Furlough Indicator for all employees
Appropriations Furlough (F, X, E)

2. Process Mass Furlough Indicator — Pay500

(Flows a NOA 472 to Payroll Only)
(If Shutdown Furlough Indicator = “F” — Furlough then update
Furlough Indicator = Pay500 to “N”
(If Furlough Indicator = “E” — Excepted then update Furlough

B. Lapse of Appropriations
Decision Made — Place employees
in a non-pay status only —
no SF-50s are produced at this

time Indicator — PayS500 to “E”
(Furlough Action Effective Date: 10/2/2015)
(Furlough NTE Date: 10/31/2015

C. Lapse of Appropriations
Furlough Ended — Congressional
Decision — pay furloughed
employees — cancels the furlough

3. Process Mass Furlough Indicator = PayS00 (Flows a
NOA 001/472 with the original effective date to Payroll

Only)

. (Furlough Indicator — Pay500 — null)
action for furloughed and excepted

employees
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(2) Administrative Furlough Steps ‘

A. Potential Administrative
Furlough Announced

1. Update/verify Furlough Indicator for all employees
(F, E, Null)

B. Administrative Furlough

Decision Made — Continuous

Furlough — Process SF-50s on
employees

2. Process Mass Non-Pay Action NOA 472 for furloughed
employees
Effective Date: 10/1/2015/Furlough NTE 10/15/2015

M72 Remark: Reason for furlough: (state reason)
And

3. Process Mass Return to Duty Action NOA 292 for
furloughed employees
Effective Date: 10/16/2015
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C. Administrative Furlough 3. Upload Non-continuous Furlough Hours (optional)
Decision Made — Non-Continuous 4. Process Mass Non-Pay Action NOA 471 for furloughed

Furlough - Process SF-50s on employees
employees M72 Remark: Reason for furlough: (state reason)

M73 Remark: To be furloughed (list dates) for a total of
(number) of hours or
M75 Remark: To be furloughed on discontinuous days
between (beginning date of furlough period) and (ending
date of furlough period) not to exceed a maximum of
(number of hours) during the furlough period. Prior to the
beginning of each pay period your supervisor will inform
you of the specific date(s) that you will be furloughed
during the pay period.”
Effective Date: 4/1/2015
Furlough Start Date: 4/1/2015
Furlough End Date: 9/30/2015
Furlough Hours: 80
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Section 2 — DCPDS Employee Statuses

DCPDS Employee Statuses — There are four DCPDS employee statuses that may be
affected by NOA 471 and NOA 472. Below explains when and how the statuses are
changed when processing furlough actions.

Type of Status

NOA 471

NOA 472

Assignment Status

Remains as is

(1) Changes to 29 — Furlough
NTE

(2) NOA 292 is required to
change the Assignment Status

Pay Status

Remains as is

(1) Changes to G - Nonpay
Status/Furlough NTE

(2) NOA 292 is required to
change the Pay Status

Duty Status

Remains as is

(1) Changes to 21 —Over 30 days
or 22 — 30 days or less

(2) NOA 292 is required to
change the Duty Status

Type of Employment

Manual RPA process — the user
is required to input a value;
however the value should remain
as it was prior to the furlough
action.

Mass RPA process — the Type of
Employment remains as is.

(1) User input is required — value
depends on the number of
days to be furloughed: F —31
or more consecutive days, S —
1-14 days or T — 15-30 days

(2) NOA 292 is required to
change the Type of
Employment

Assignment Effective Start Date — The Assignment Effective Start Date is designed to
capture within the employee record every time any changes are made in the assignment
or assignment related items. At a minimum, the types of actions captured are all actions
where the employee changes positions (promotions, reassignment, change to lower

grade), and all actions related to placing an employee in a continuous non-pay status or
returning an employee to duty (LWOP, furlough, suspension, sabbatical), change in duty
station, and realignments. NOA 471 — Furlough is a non-continuous furlough process
where employees are in both a pay and non-pay status during the furlough period and in
accordance with OPM guidance, a return to duty is not processed at the end of the
furlough period. Prior to DCPDS being modified, the Assignment Effective Start Date
was changed when the NOA 471 was processed. DCPDS was modified on December 1,
2013 to not change the Assignment Effective Start Date when a NOA 471 is processed.
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Furlough Indicator EIT

a. Furlough Indicator EIT General Information— The Furlough Indicator EIT is
located in Person = Assignment = Extra Information and contains the following
data elements. Each data element is explained further in this section.

(1) Shutdown Furlough Indicator

(2) Shutdown Furlough Excepted Indicator

3) Shutdown Furlough Exempt Indicator

4) Administrative Furlough Indicator

(5)  Administrative Furlough Excepted Indicator
(6)  Furlough Indicator — Pay500

(7) Furlough Action Effective Date

(8) Furlough NTE Date

9 Furlough Start Date — Non-continuous Furlough
(10)  Furlough End Date — Non-continuous Furlough
(11)  Furlough Hours — Non-continuous Furlough

Furlough Indicator EIT Tables

(1) GHR_US_FURLOUGH_IND Lookup Table — The
GHR _US FURLOUGH _IND Table is used by both the Shutdown
Furlough Indicator and Administrative Furlough Indicator data elements.
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(a) E — Exempt from Furlough

1. This code is only appropriate for a Shutdown/Lapse of
Appropriations Furlough. During an actual furlough
period, the employee’s position is not subject to annual
Congressional Action. Employee will continue to work
and will continue to receive pay during the furlough period.
Employee records coded with this value will not be brought
into either the Mass Furlough Indicator Process — Pay500
or the Mass Non Pay Duty Status Process.

(b) F — Subject to Furlough

1. This code is appropriate for either a Shutdown/Lapse of
Appropriations or Administrative Furlough. Employee is
subject to furlough. During a Lapse of Appropriations
Furlough period, the employee will not work and will d not
be paid. Dependent upon Congressional action at the end
of a lapse of appropriations the employee may or may not
be paid for the furloughed period.

This code is used as a screen out factor for the Mass
Furlough Indicator Process — Pay500 and the Mass Non
Pay Duty Status Process.

(c) X — Excepted from Furlough

1. This code is appropriate for either a Shutdown/Lapse of
Appropriations or Administrative Furlough. During an
actual furlough period, the employee will continue to work
during a Shutdown/Lapse of Appropriations; however, they
will not receive pay until the furlough period has been
concluded.
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The Shutdown Furlough Excepted Indicator is required if

the employee’s record is coded with this value.

This code is used as a screen out factor for the Mass

Furlough Indicator Process — Pay500.
(d) N — Not Subject to Furlough

1. This code is not appropriate for a Shutdown/Lapse of

Appropriations Furlough.

This code is used to identify those employees who have

been determined that will not be subject to a furlough

during the current administrative furlough period. This will

help components identify those employees who will not be

furloughed vs those employees whose records have not

been reviewed (i.e., new employees).

Employee records coded with this value will not be brought

into either the Mass Furlough Indicator Process — Pay500

or the Mass Non Pay Duty Status Process.
CIVDOD_FURLOUGH_EXCEPTED_IND Lookup Table — The
CIVDOD_FURLOUGH EXCEPTED_IND Lookup Table is used by both
the Shutdown Furlough Excepted Indicator and Administrative Furlough
Excepted Indicator data elements. The values for this data element are
dictated by the Deputy Secretary of Defense Memo dtd September 25,
2015; Subject: Guidance for Continuation of Operations in the Absence
of Available Appropriations.

A — Furlough Excepted: Acquisition and Logistic Support
F — Furlough Excepted: Financial Management

I — Furlough Excepted: Audit and Investigation Community

L — Furlough Excepted: Legal Activities

M — Furlough Excepted: Medical/Dental Care

O — Furlough Excepted: Other (Note: This value is only to be used
when the Deputy Secretary has added additional reasons for
exceptions and DCPDS has not yet been updated).

P — Furlough Excepted: Safety of Human Life or Protection of
Property (National Security)

R — Furlough Excepted: Morale, Welfare & Recreation/NAF
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(1) S — Furlough Excepted: Safety of Juman Life or Protection of
Property

() T — Furlough Excepted: Education and Training

(k) W — Furlough Excepted: Working Capital Fund/Revolving Funds

CIVDOD_FURLOUGH_EXEMPT _IND Lookup Table — The

CIVDOD_FURLOUGH EXEMPT IND Lookup Table is used by the

Shutdown Furlough Exempt Indicator data element.

R0 Fun g Fasmpl b

N — Furlough Exempt — Not Affected by Annually Appropriated
Funds
(b) O — Furlough Exempt — Other

Shutdown Furlough Indicator Data Element

(D)

)

The Shutdown Furlough Indicator data element will be used to identify

whether an employee could be impacted should a shutdown or lapse of

appropriations furlough occur.

This data element is required. If the field is currently blank, once the user

enters the EIT, the data element will automatically be populated with a

value of “F”. The user must exit the data field and click the SAVE ICON

on the menu bar to retain the auto-populated values. See Section 4.c.(5)

for business rules associated with this data element.

This data element may be manually updated by the HR Specialist through

direct data update or through the Furlough Indicator Mass Upload Process

or Furlough Indicator Mass Update Process (See Section 6).

Shutdown Furlough Indicator Values — The Shutdown Furlough Indicator

and the Administrative Furlough Indicator both use the

GHR _US FURLOUGH _IND Lookup Table. Only the values of “F”,

“E”, and “X” are valid values for the Shutdown Furlough Indicator data

element.

Shutdown Furlough Indicator Business Rules

(a) CIV_SHUT_FURL_IND_REQD Error Message — If the user
fails to update the Shutdown Furlough Indicator, upon selecting the
Save ICON display the following message: “The Shutdown
Furlough Indicator is a required field, please update with an
appropriate value.” OKAY.
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- The Shutdown Furlough Indicator is a required field, please
-~ update with an appropriate value (CIV_SHUT_FURL_IND_REQD)

CIV_SHUT _FURL_IND N Error Message — Only the values of
“E” — Exempt from Furlough, “F” — Subject to Furlough” or “X”
Excepted from Furlough are allowed. If the user selects a value of
“N” — Not Subject to Furlough, display the following message:
“N” — Not Subject to Furlough is not appropriate for a Shutdown
Furlough, select “E” — Exempt from Furlough, “F” — Subject to
Furlough, “X” — Excepted from Furlough.

"M" - Mot Subject to Furlough is not appropriate for a

-+ Shutdown Furlough, select, "E" - "Exempt from Furlough”, "F"
- "Subject to Furlough”, "X" - "Excepted from Furlough”.
(CIV_SHUT_FURL_IND_N)

Shutdown Furlough Excepted Indicator Data Element

(1)

2)
€)

(4)

The Shutdown Furlough Excepted Indicator data element will be used to
identify the type of exception due to a Shutdown/Lapse of Appropriations
Furlough.

This data element is required if the Furlough Indicator = “X” — Excepted.

This data element may be manually updated by the HR Specialist through

direct data update or through the Furlough Indicator Mass Upload Process

or Furlough Indicator Mass Update Process (See Section 6).

Shutdown Furlough Excepted Indicator Values — The Shutdown Furlough

Excepted Indicator and the Administrative Furlough Excepted Indicator

both use the CIVDOD FURLOUGH _EXCEPTED_ IND Lookup Table.

Shutdown Furlough Excepted Indicator Business Rules:

(a) CIV_SHUT-FXI_NOT_NULL Error Message — If the user
attempts to update the Shutdown Furlough Excepted Indicator to
any value and the Shutdown Furlough Indicator <>= “X" —
“Excepted from Furlough, then the following message will be
displayed: “The Shutdown Furlough Excepted Indicator may only
be updated if the Shutdown Furlough Indicator = “X” — Excepted
from Furlough.” OKAY
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The Shutdown Furlough Excepted Indicator may only be updated
4 if the Shutdown Furlough Indicator = "X" - "Excepted”.
(CIV_SHUT_FXI_NOT_NULL)

CIV_SHUT_FXI_REM Error Message — If the user changes the
Shutdown Furlough Indicator from “X” — Excepted from Furlough
to another value, display the following message: “You are
changing the Shutdown Furlough Indicator from “X” — Excepted
from Furlough to another value. The Shutdown Furlough
Excepted Indicator of “XX” (display the value) will be removed.
Do you wish to continue?” YES/NO. Note: The user must exit
completely out of the Extra Information Area and re-enter the data
element to verify that the value was removed.

O Decision

You are changing the Shutdown Furlough Indicator from "X" -
"Excepted” to anather value. The Shutdown Furlough Excepted
Indicator of A will be removed. Do you wish to continue?
(CIV_SHUT_FXI_REM)

CIV_SHUT_FXI_NULL Error Message — If the user changes
the Shutdown Furlough Indicator to “X” — Excepted from
Furlough and fails to update the Shutdown Furlough Excepted
Indicator, the following message will be displayed: “You are
changing the Shutdown Furlough Indicator to “X” — Excepted
from Furlough. Please update the Shutdown Furlough Excepted
Indicator to indicate the reason the employee’s position is excepted
from furlough.” OK

| You are changing the Shutdown Furlough Indicator to "X" -

./ "Excepted". Please update the Shutdown Furlough Excepted
Indicator to indicate the reason the employee’s position is
excepted from furlough. (CIV_SHUT_FXI_MULL)

Shutdown Furlough Exempt Indicator Data Element

(1) The Shutdown Furlough Exempt Indicator data element will be used to
identify the type of exemption due to a Shutdown/Lapse of Appropriations
Furlough.

(2) This data element is required if the Furlough Indicator = “E” — Excepted.
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3) This data element may be manually updated by the HR Specialist through
direct data update or through the Furlough Indicator Mass Upload Process
or Furlough Indicator Mass Update Process (See Section 6).

(4) Shutdown Furlough Exempt Indicator Values — The Shutdown Furlough
Exempt Indicator use the CIVDOD FURLOUGH_EXEMPT IND
Lookup Table.

Shutdown Furlough Exempt Indicator Business Rules:

(a) CIV_SHUT_FEI_NOT_NULL Error Message — If the user
attempts to update the Shutdown Furlough Exempt Indicator to any
value and the Shutdown Furlough Indicator <>= “E” — Exempt
from Furlough, then the following message will be displayed:

“The Shutdown Furlough Exempt Indicator may only be updated if
the Shutdown Furlough Indicator = “E” — Exempt from Furlough.”
OKAY

The Shutdown Furlough Exempt Indicator may only be updated
/4 if the Shutdown Furlough Indicator = "E" - "Exempt”.
(CIV_SHUT_FEI_NOT_NULL)

CIV_SHUT _FEI_REM Error Message — If the user changes the
Shutdown Furlough Indicator from “E” — Exempt from Furlough
to another value, display the following message.” “You are
changing the Shutdown Furlough Indicator from “E” — Exempt
from Furlough to another value. The Shutdown Furlough Exempt
Indicator of “XX” (display the value) will be removed. Do you
wish to continue?” YES/NO. Ifthe user selects YES, then remove
the value from the Shutdown Furlough Exempt Indicator field.
© Decision ; %

You are changing the Shutdown Furlough Indicator from "E” -

"Exempt” to another value. The Shutdown Furlough Exempt

Indicator of N will be removed. Do you wish to continue?
(CIV_SHUT_FEI_REM)

CIV_SHUT_FEI_NULL Error Message — If the user changes
the Shutdown Furlough Indicator to “E” — Exempt from Furlough
and fails to update the Shutdown Furlough Exempt Indicator, the
following message will be displayed: “You are changing the
Shutdown Furlough Indicator to “E” — Exempt from Furlough.
Please update the Shutdown Furlough Exempt Indicator to indicate
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the reason the employee’s position is exempt from furlough.
OKAY

© Error

You are changing the Shutdown Furlough Indicator to "E” -

4 "Exempt”. Please update the Shutdown Furlough Exempt
Indicator to indicate the reason the employee’s position is
exempt from furlough. (CIV_SHUT_FEI_NULL)

Administrative Furlough Indicator Data Element

(1)

2)

The Administrative Furlough Indicator data element will be used to
identify whether an employee could be impacted should an administrative
furlough occur.

This data element is required. If the field is currently blank, once the user

enters the EIT, the data element will automatically be populated with a

value of “F”. The user must exit the data field and click the SAVE ICON

on the menu bar to retain the auto-populated values. See Section 4.f.(5)

for business rules associated with this data element.

This data element may be manually updated by the HR Specialist through

direct data update or through the Furlough Indicator Mass Upload Process

or Furlough Indicator Mass Update Process (See Section 6).

Administrative Furlough Indicator Values — The Shutdown Furlough

Indicator and the Administrative Furlough Indicator both use the

GHR US FURLOUGH IND Lookup Table. Only the values of “F”,

“E”, and “N” are valid values for the Administrative Furlough Indicator

data element.

Administrative Furlough Indicator Business Rules:

(a) CIV_ADMIN_FURL_IND_ REQD Error Message — If the user
fails to update this data field upon selecting the Save Icon, display
the following message: “The Administrative Furlough Indicator is
a required field, please update with an appropriate value.” OKAY

The Administrative Furlough Indicator is a required field,
- please update with an appropriate value.
(CIV_ADMIN_FURL_IND_REQD)

CIV_ADMIN_FURL_IND_E Error Message — If the user
selects a value of “E” — Exempt from Furlough, display the
following message: “E” — Exempt from Furlough is not
appropriate for an Administrative Furlough, select “N”’ — Not
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Subject to Furlough, “F” — Subject to Furlough, “X” — Excepted
from Furlough.” OKAY

Administrative Furlough Excepted Indicator Data Element

(1) The Administrative Furlough Excepted Indicator data element will be used
to identify the type of exception due to an administrative furlough.

(2) This data element is required if the Administrative Furlough Indicator =
“X” — Excepted.

3) This data element may be manually updated by the HR Specialist through
direct data update or through the Furlough Indicator Mass Upload Process
or Furlough Indicator Mass Update Process (See Section 6).

(4)  Administrative Furlough Excepted Indicator Values — The Shutdown
Furlough Excepted Indicator and the Administrative Furlough Excepted
Indicator both use the CIVDOD FURLOUGH_EXCEPTED IND
Lookup Table.

Administrative Furlough Excepted Indicator Business Rules:

(a) CIV_ADMIN_FXI_NOT_NULL Error Message — If the user
attempts to update the Administrative Furlough Excepted Indicator
with any value and the Administrative Furlough Indicator <>=
“X”, then display the following message: “The Administrative
Furlough Excepted Indicator may only be updated if the
Administrative Furlough Indicator = “X” — Excepted from

ugh.

The Administrative Furlough Excepted Indicator may only be
- updated if the Administrative Furlough Indicator = "X" -
"Excepted”. (CIV_ADMIN_FXI_NOT_NULL)

CIV_ADMIN_FXI REM Error Message — If the user attempts
to change the Administrative Furlough Indicator from “X” —
Excepted from Furlough to any other vaue, display the following
message: “You are changing the Administrative Furlough
Indicator from “X” — Excepted from Furlough to another value.
The Administrative Furlough Excepted Indicator of “XX” (display
the value) will be removed. Do you wish to continue?” YES/NO.
If the user selects YES, then remove the value from the
Administrative Furlough Excepted Indicator field.
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| © Decision

You are changing the Administrative Furlough Indicator from
"X" - "Excepted from Furlough” to another value. The
Administrative Furlough Excepted Indicator of A will be
removed. Do you wish to continue? (CIV_ADMIN_FXI_REM)

CIV_ADMIN_FXI_NULL Error Message — If the user attempts
to update the Administrative Indicator to “X” — Excepted from
Furlough and fails to update the Administrative Furlough Excepted
Indicator, then display the following message: “You are changing
the Administrative Furlough Indicator to “X” — Excepted from
Furlough. Please update the Administrative Furlough Excepted
Indicator to indicate the reason the employee’s position is excepted
from furlough.” OKAY

You are changing the Administrative Furlough Indicator to

! "K" - "Excepted from Furlough”. Please update the
Administrative Furlough Excepted Indicator to indicate the
reason the employee’s position is excepted from furlough.
(CIV_ADMIN_FXI_MULL)

Furlough Indicator — Pay500 Data Element

()

2)

The Furlough Indicator — Pay500 data element indicates those employees
where a furlough action has been sent to DFAS through the Mass
Furlough Indicator — Pay500 Process and no SF-50 has been produced.
Furlough Indicator — Pay500 Values — These values will help the HR
Specialist distinguish between employees who are excepted from furlough
and furloughed in the event that at the conclusion of the furlough period,
Congressional decision is to not pay furloughed employees.

(a) E — Excepted from Furlough

(b) N — Nonexempt from Furlough (furloughed)

Business Rule — This data element may only be updated through the Mass

Furlough Indicator Process — Pay500.

(a) CIV_MFI_FURLOUGH_PROTECT Error Message — If the
user attempts to update the Furlough Indicator — Pay500, the
following error message will be displayed. Click OK. (See
Section 7)
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Furlough Action Effective Date Data Element

(1)

2)

The Furlough Action Effective Date indicates the effective date an action
was flowed through the Pay500 to indicate an employee was placed in a
non-pay status as a result of a lapse of appropriations furlough.

Business Rule — This data element may only be updated through the Mass

Furlough Indicator Process — Pay500.

(a) CIV_MFI_FURLOUGH_PROTECT Error Message — If the
user attempts to update the Furlough Indicator — Pay500, the
following error message will be displayed. Click OK. (See
Section 7)

1serted/Updated

Furlough NTE Date Data Element

(1)

2)

The Furlough NTE Date indicates the NTE of the action that placed an

employee in a non-pay status through the Pay500 as a result of a lapse of

appropriations furlough.

Business Rule — This data element may only be updated through the Mass

Furlough Indicator Process — Pay500.

(a) CIV_MFI_FURLOUGH_PROTECT Error Message — If the
user attempts to update the Furlough Indicator — Pay500, the

following error message will be displayed. Click OK. (See
Section 7)

rtediUpdated
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Furlough Start Date — Non-continuous Furlough Data Element
(1) The Furlough Start Date — Non-continuous Furlough data element is used
to identify those employees where a NOA 471 RPA has been processed
documenting a non-continuous furlough and shows the first date of the
furlough period.
Business Rule — This data element is not updatable through the employee
record and is only updated when a NOA 471 RPA has been processed.
(a) CIV_MFI_FURLOUGH_PROTECT]1 Error Message — If the
user attempts to update the Furlough Start Date — Non-continuous
Furlough, the following error message will be displayed. Click
OK. (See Sections 7 and 10)

3) If Remark M75 is selected during both the manual RPA process and the
mass process, this data field will be used to populate the remark when the
action is consummated. (See Sections 7 and 10)

Furlough End Date — Non-continuous Furlough Data Element

(1) The Furlough End Date — Non-continuous Furlough data element is used
to identify those employees where a NOA 471 RPA has been processed
documenting a non-continuous furlough and shows the last date of the
furlough period.

Business Rule — This data element is not updatable through the employee

record and is only updated when a NOA 471 RPA has been processed.

(a) CIV_MFI_FURLOUGH_PROTECT1 Error Message — If the
user attempts to update the Furlough End Date — Non-continuous
Furlough, the following error message will be displayed. Click
OK. (See Sections 7 and 10)

3) If Remark M75 is selected during both the manual RPA process and the
mass process, this data field will be used to populate the remark when the
action is consummated. (See Sections 7 and 10)
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Furlough Hours — Non-continuous Furlough Data Element

(1) The Furlough Hours — Non-continuous Furlough data element is used to
identify those employees where a NOA 471 RPA has been processed
documenting a non-continuous furlough and is used to show the total

number of hours an employee could be furloughed.

Business Rule — This data element is not updatable through the employee

record and is only updated when a NOA 471 RPA has been processed.

(a) CIV_MFI_FURLOUGH_PROTECT1 Error Message — If the
user attempts to update the Furlough Hours — Non-continuous
Furlough, the following error message will be displayed. Click
OK. (See Sections 7 and 10)

3) If Remark M75 is selected during both the manual RPA process and the
mass process, this data field will be used to populate the remark when the
action is consummated. (See Sections 7 and 10)
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Additional Leave Info EIT
a. Additional Leave Info EIT General Information
(1) The Additional Leave Info EIT in the Person = Other - Financial Info
and contains two data elements associated with furlough.
(a) Furlough Used PP
(b) Furlough Accumulated Hours

Furlangh Ezad =

Furiough Aczumolabed Hrs

Furlough Used PP

(1) The Personnel/Pay Application Data (PAD) Interface File has been
modified to include the number of hours an employee is furloughed and
has added a data element called Furlough Used PP. The Furlough Used
PP can be found in position # 1553 — 1557 of the PAD.

(2) Each pay period an employee is placed in a furlough status, the furlough
hours are fed from the PAD into the Furlough Used PP EIT.

3) The PAD is normally received from DFAS on the Thursday following the
end of a pay period but can be received as late as the following Thursday.

Furlough Accumulated Hours

(1) This data element will be used to accumulate the total number of hours an
employee is in a furlough status during a specified period of time.

(2) Each pay period an employee is placed in a furlough status, the hours are
fed from the PAD into the Furlough Used PP and will be added into this
data element.

A change request (CRT) will be required in order to zero out the hours
when the criteria has been determined to stop accumulating hours.
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Furlough Indicator RPA Update EIT

Type wnd Addrens
CrT— [
e . . :
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Fumaigh Exrepied  Acquestion and | ogistic Suppon
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Aaiminiwtrairee Furlough Escapred Indoator

Furlough Indicator RPA Update EIT contains the following data elements.
The business rules associated with the data elements are discussed below:
(1) Shutdown Furlough Indicator — required field

(2) Shutdown Furlough Excepted Indicator

3) Shutdown Furlough Exempt Indicator

(4)  Administrative Furlough Indicator — required field

(5)  Administrative Furlough Excepted Indicator

RPA Families — The Furlough Indicator RPA Update EIT is located in following

RPAs Families in the Extra Information Area.
(1) Appointment (NOA 1XX)
(2) Cancellation/Correction (NOA 001/002)
3) DoD Correction process (NOA C002)
(4) Change Appointment Office
(5) Transfer Interagency
(6) Conversion to Appointment (NOA 5XX)
(7 Federal Position Change (NOA 740, 741)
(8) Reassignment (NOA 721)
9) Salary Change
(a) Change to Lower Grade, Level or Band (NOA 713)
(b) Promotion (NOA 702)

Furlough Indicator RPA Update EIT Business Rules

(1) The Shutdown Furlough Indicator and the Administrative Furlough
Indicator data elements will be required to be updated for each RPA
identified in section 6.b. above.
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2)

Auto-populate both the Shutdown Furlough Indicator and Administrative
Furlough Indicator with a value of “F”. User must enter the EIT in order
for the auto-population to take place. Click the OK Button and then click
the SAVE Icon to save the entry.

Furlough Indicator EIT — Values currently stored in the employee record
in the Person = Assignment = Extra Information - Furlough Indicator
EIT are not brought into this EIT.

Upon successful Update HR, populate the data contained in the Furlough
Indicator RPA Update into the respective data fields contained in the
Person = Assignment = Furlough Indicator EIT.

CIV_PAR _SHUT_FURL_IND_REQD Error Message — If the
Shutdown Furlough Indicator is blank upon Update HR, the following
error message will be displayed:

The Shutdown Furlough Indicator is a required field, please
' update with an appropriate value. The Shutdown Furlough

Indicator can be found in Extra Information -» Furlough

Indicator RPA Update. (CIV_PAR_SHUT_FURL_IND_REQD)

CIV_PAR_ADMIN_FURL_IND REQD Error Message — If the
Administrative Furlough Indicator is blank upon Update HR, the

following error message will be displayed:

CIV_PAR_SHUT_FURL_IND_N Error Message — If the Shutdown
Furlough Indicator value = “N”, upon Update HR, the following error
message will be displayed:

"N" - Mot Subject to Furlough is not appropriate for a

- Shutdown Furlough, select, "E" - "Exempt from Furlough”, "F"
- "Subject to Furlough”, "X" - "Excepted from Furlough”. |
(CIV_PAR_SHUT_FURL_IND_MN)

CIV_PAR_SHUT_FXI_NOT_NULL Error Message — If the Shutdown
Excepted Indicator is updated to any value and the Shutdown Furlough
Indicator <>= “X”, then the following error message will be displayed:
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© Error

L The Shutdown Furlough Excepted Indicator may only be updated
if the Shutdown Furlough Indicator = "X" - "Excepted".

Please remove the value from the Shutdown Furlough Excepted
Indicator. The Shutdown Furlough Excepted Indicator can be
found in Extra Information -> Furlough Indicator RPA Update.
(CIV_PAR_SHUT_FXI_NOT_MULL)

CIV_PAR _SHUT_FXI_NULL Error Message — If the Shutdown
Furlough Indicator = “X”” and the Shutdown Furlough Excepted Indicator
does not contain a value, then display the following error message:

If the Shutdown Furlough Indicator = "X", then the Shutdown
Furlough Excepted Indicator must contain a value.
(CIV_PAR_SHUT_FXI_MULL)

CIV_PAR_SHUT_FEI_NOT_NULL Error Message — If the Shutdown
Furlough Exempt Indicator is updated with any value and the Shutdown
Furlough Indicator <>= “E”, then the following error message will be
displayed:

O Error

4 The Shutdown Furlough Exempt Indicator may only be updated
if the Shutdown Furlough Indicator = "E" - "Exempt”. The
Shutdown Furlough Indicator can be found in Extra

Information -> Furlough Indicator RPA Update.
(CIV_PAR_SHUT_FEI_MNOT_MULL)

(11) CIV_PAR_SHUT_FEI _NULL Error Message — If the Shutdown
Furlough Indicator = “E” and the Shutdown Furlough Exempt Indicator is
null, then display the following error message:

'D Error *

- The Shutdown Furlough Exempt Indicator must be updated with
a value if the Shutdown Furlough Indicator = "E". The
Shutdown Furlough Exempt Indicator can be found in Extra
Information -> Furlough Indicator RPA Update.
(CIV_PAR_SHUT_FEI_NULL)

(12) CIV_PAR_ADMIN_FURL_IND _E Error Message — If the
Administrative Furlough Indicator = “E”, then display the following error
message:
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"E" - Exempt from Furlough is not appropriate for an
Administrative Furlough, select, "N - "Not Subject to
Furlough”, "F" - "Subject to Furlough”, "X" - "Excepted from
Furlough”. (CIV_PAR_ADMIN_FURL_IND_E)

CIV_PAR_ADMIN_FXI_NOT_NULL Error Message — if the
Administrative Furlough Indicator is updated with any value and the
Administrative Furlough Indicator <>= “X”, then display the following
error message:

The Administrative Furlough Excepted Indicator may only be
updated if the Administrative Furlough Indicator = "X" -
"Excepted”. The Administrative Furlough Excepted Indicator
can be found in Extra Information -= Furlough Indicator RPA
Update. (CIV_PAR_ADMIN_FXI_NOT_NULL)

CIV_PAR_ADMIN_FXI_NULL Error Message — If the Administrative
Furlough Indicator = “X”” and the Administrative Furlough Excepted
Indicator does not contain a value, then display the following error

message:
O Error
s The Administrative Furlough Excepted Indicator must be
updated with a value if the Administrative Furlough
Indicator = "X". The Administrative Furlough Excepted
Indicator can be found in Extra Information ->> Furlough
Indicator RPA Update. (CIV_PAR_ADMIN_FXI_NULL)
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Mass Furlough Process

- Mass Furlough Process
Furlough Indicator Mass Update Process
Furlough Indicator Mass Upload Process
Mass Furlough Process - Pay500 Only

Mass Furlough Process General Information
(1) The Mass Furlough Process contains three functionalities.
(a) Furlough Indicator Mass Upload Process — The Furlough Indicator
Mass Upload Process uses a pipe delimited file that can be used to
create the Furlough Indicator Mass Update Process.
Furlough Indicator Mass Update Process — The Furlough Indicator
Mass Update Process and the Furlough Indicator Mass Upload
Process are discussed in this section.
(©) Mass Furlough process — Pay500 Only Process — The Mass
Furlough Process — Pay500 Only process is discussed in Section 9.
Furlough Indicator Mass Update Process General Information
(1) The Furlough Indicator Mass Update Process contains two different
functionalities:
(a) Furlough Indicator Mass Upload Process — The Furlough Indicator
Mass Upload Process uses a pipe delimited file that contains a
listing of employees that the agency needs to update the furlough

indicator code. Once uploaded, it creates the Furlough Indicator
Mass Update Process.

Furlough Indicator Mass Update Process — The Furlough Indicator
Mass Update Process is used to update employee records to
identify which employees could be impacted should a furlough be
announced. This process can use either a pipe delimited file

containing a list of employee records, or use selection criteria
within the process to identify the records that need to be updated.
Responsibilities — this mass update is available through the following
responsibilities:
(a) US Federal HR Manager
(b) CIVDOD Personnelist

Furlough Indicator Mass Upload Process
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Furlough Indicator Mass Upload Process General Information

(a) This process, once executed will create the Furlough Indicator
Mass Update Process.

(b) A pipe-delimited file will be used to upload the list of employees.

Furlough Indicator Mass Upload Process File Format

(a) File must be in a pipe-delimited format

(b) File must contain either an EDIPI and/or Oracle Employee # for
each record in the file

(c) File must contain a value in either the Shutdown Furlough
Indicator and/or Administrative Furlough Indicator

Maximum
Field Length | Value Comments
30 EDIPI

Pipe Delimiter

20 Oracle Employee Number
Pipe Delimiter

Shutdown Furlough Indicator | Populate into the “New Shutdown FI”
Column

Pipe Delimiter
Shutdown Furlough Populate into the “New Shutdown FXI”
Excepted Indicator Column
Pipe Delimiter
Shutdown Furlough Exempt | Populate into the “New Shutdown FEI”
Column

Pipe Delimiter
Administrative Furlough Populate into the “New Administrative FI”
Indicator

Pipe Delimiter
Administrative Furlough Populate into the “New Administrative
Excepted Indicator “FXI”

Pipe Delimiter

SAMPLE FILE
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FILE FORMAT DESCRIPTION

12345678912345|45678|F||||| (1) Shutdown Furlough fields: Populates the New
Shutdown FI”” column with “F” in the “New
Shutdown FI”” and populates “Null” in the “New
Shutdown FXI” and “New Shutdown FEI”” Columns
in the Preview Screen.

Administrative Furlough fields: Administrative
Furlough fields are not updated
23456789123456|23456|F|||X|A] Shutdown Furlough fields: Updates “New
Shutdown FI” to “F” and “New Shutdown FXI” and
“New Shutdown FEI” columns

Administrative Furlough fields: Updates “New
Administrative FI” to “X” and “New Administrative
FXI” to “A”

34567891234567|34567|E||UJF|| Shutdown Furlough fields: Updates “New
Shutdown FI” to “E” and “New Shutdown FEI” to
“U” and “New Shutdown FXI” to “Null”
Administrative Furlough fields: Updates “New
Administrative FI” to “F” and “New Administrative
FXI” to “Null

A3 Furlough Indicator Mass Upload Page — The following fields are
available on the upload process screen
(a) File Name — This area will be used to identify the file that will be
uploaded. Users will need to navigate to browse/search for the file
that needs to be uploaded. Field size, including directories and file
name is limited to 90 characters

The selected path and filename combination have exceeded the
' the maximum length of (90) characters. Please move file to

top level directory or ensure path and filename length do

not exceed the maximum limit.

(b) Status
(c) Furlough Indicator Mass Update Name: The name identified here
will be used to create the Furlough Indicator Mass Update Process.

Executing the Process
(a) Once the File Name has been identified and the Furlough Indicator
Mass Update Process Name has been input, select the Load Button

Load ]
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(c) If there are any errors, the Status will read Error. To view the
status of the upload process, click the Process Log Button.

[ Process Log ]

) Process Log Entries
(a) Record Not Found in DCPDS: or only EDIPI or only Oracle

Employee Number was included in the upload but not found in the

database — fail the record to the process log.

1. If the EDIPI and Oracle Employee Number were included
in the file and the combination was not found in DCPDS,
then display the following process log: “EDIPI/Employee
Number (EDIPI/Employee #) combination not found in the
database, by-passing the record.”

If only the EDIPI was included in the file and not found in
DCPDS, then display the following process log message:
“EDIPI (EDIPI) not found in the database, by-passing the
record.”

If only the EDIPI was included in the file and more than
one active record was found, then display the following
process log message: “More than one record with the same
EDIPI (EDIPT) was found in the database, by-passing the
record.”

If only the Oracle Employee Number was included in the
file and not found in DCPDS, then display the following
process log message: “Employee Number (Employee #)
not found in the database, by-passing the record.”

Shutdown Furlough Indicator and Administrative Furlough

Indicator = Blank. If both the Shutdown Furlough Indicator and

the Administrative Furlough Indicator are blank, fail the record to

the process log and display the following process log message:
“EDIPI/Employee Number (EDIPI/Employee #): Either the
Shutdown Furlough Indicator or the Administrative Furlough

Indicator must contain a value, by-passing the record.”
Shutdown Furlough Indicator <>= “F”, “E”, “X”, or blank. If
the Shutdown Furlough Indicator <>= “F”, “E”, “X”, or blank,
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then fail the record to the process log and display the following
process log message: “EDIPI/Employee Number
(EDIPI/Employee #): Shutdown Furlough Indicator must equal
“F”, “E”, “X”, or blank, by-passing the record.”

Shutdown Furlough Indicator = “X” and Shutdown Furlough
Excepted Indicator does not contain a value. If the Shutdown
Furlough Indicator = “X” and the Shutdown Furlough Excepted
Indicator does not contain a value, then fail the record to the
process log and display the following process log message:
“EDIPI/Employee Number (EDIPI/Employee #): If Shutdown
Furlough Indicator = “X”, then the Shutdown Furlough Excepted
Indicator must contain a value, by-passing the record.”

Shutdown Furlough Indicator = “X” and Shutdown Furlough
Excepted Indicator cannot be found on the Furlough Excepted
Indicator Table, then fail the record to the process log and display
the following message: “EDIPI/Employee Number
(EDIPI/Employee #): Shutdown Furlough Indicator = "X"; value
identified in the Shutdown Furlough Excepted Indicator cannot be
found on the Furlough Excepted Indicator Table, by-passing the
record.

Shutdown Furlough Indicator <>= “X” and Shutdown
Furlough Excepted Indicator contains a value. If the Shutdown
Furlough Indicator <>= “X” and the Shutdown Furlough Excepted
Indicator contains a value, then fail the record to the process log
and display the following process log message: “EDIPI/Employee
Number (EDIPI/Employee #): If the Shutdown Furlough Indicator
<>=“X?”, then the Shutdown Furlough Excepted Indicator must be
blank, by-passing the record.”

Shutdown Furlough Indicator = “E” and Shutdown Furlough
Exempt Indicator does not contain a value. If the Shutdown
Furlough Indicator = “E” and the Shutdown Furlough Exempt
Indicator does not contain a value, then fail the record to the
process and display the following process log message:
“EDIPI/Employee Number (EDIPI/Employee #): If Shutdown
Furlough Indicator = “E”, then the Shutdown Furlough Exempt
Indicator must contain a value, by-passing the record.”

Shutdown Furlough Indicator = “E” and Shutdown Furlough
Exempt Indicator cannot be found on the Furlough Exempt
Indicator Table, then fail the record to the process log and display
the following message: “EDIPI/Employee Number
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(EDIPI/Employee #): Shutdown Furlough Indicator = "E"; value
identified in the Shutdown Furlough Exempt Indicator cannot be
found on the Furlough Exempt Indicator Table, by-passing the
record.

Shutdown Furlough Indicator <> “E” and Shutdown Furlough
Exempt Indicator contains a value. If the Shutdown Furlough
Indicator <> “E” and the Shutdown Furlough Exempt Indicator
contains a value, then fail the record to the process log and display
the following process log message: “EDIPI/Employee Number
(EDIPI/Employee#): If the Shutdown Furlough Indicator <>=“E”,
then the Shutdown Furlough Exempt Indicator must be blank, by-
pass the record.”

Administrative Furlough Indicator <>= “F”, “X”, “N” or
blank. If the Administrative Furlough Indicator <>= “F”, “X”,
“N” or Blank, then fail the record to the process log and display the
following process log message: “EDIPI/Employee Number
(EDIPI/Employee #): Administrative Furlough Indicator must
equal “F”, “X”, “N”, or blank, by-passing the record.”
Administrative Furlough Indicator = “X” and Administrative
Furlough Excepted Indicator does not contain a value. If the
Administrative Furlough Indicator = “X” and the Administrative
Furlough Excepted Indicator does not contain a value, then fail the
record to the process log and display the following process log
message: “EDIPI/Employee Number (EDIPI/Employee #): If
Administrative Furlough Indicator = “X”, then the Administrative
Furlough Excepted Indicator must contain a value, by-passing the
record.

Administrative Furlough Indicator = “X” and Administrative
Furlough Excepted Indicator cannot be found on the Furlough
Excepted Indicator Table, then fail the record to the process log
and display the following message: “EDIPI/Employee Number
(EDIPI/Employee #): Administrative Furlough Indicator = "X";
value identified in the Administrative Furlough Excepted Indicator
cannot be found on the Furlough Excepted Indicator Table, by-
passing the record.

Administrative Furlough Indicator <>= “X” and
Administrative Furlough Excepted Indicator contains a value.
If the Administrative Furlough Indicator <>= “X" and the
Administrative Furlough Excepted Indicator contains a value, then
fail the record to the process log and display the following process
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log message: “EDIPI/Employee Number (EDIPI/Employee #): If
the Administrative Furlough Indicator <>= “X”, then the
Administrative Furlough Excepted Indicator must be blank, by-
passing the record.
Employee is not an APPR/TECH employee — If the Employee
Type <> APPR or TECH employee, then fail the record to the
process log and display the following process log message:
EDIPI/Employee Number (EDIPI/Employee #): not an
APPR/TECH employee, by-passing the record.
Duplicate Rows Found — If more than one record is found with
the same EDIPI/Employee Number, then fail the record to the
process log and display the following process log message:
EDIPI/Employee Number (EDIPI/Employee #): duplicate rows,
by-passing the record.
Line not in the correct format — If the record does not contain the
correct number of pipe delimiters, the fail the record to the process
log and display the following process log message: Error loading
line: EDIPI|Employee# F||||| .Line not in correct format -
bypassing record.

Population of the Furlough Indicator Mass Update Process Preview

Screen from the Furlough Indicator Mass Upload Process

(a) With the exception of the population rules listed below, if a field
does not contain a value in the Furlough Indicator Mass Upload
Process, when the record is populated into the Furlough Indicator
Mass Update Process Preview Screen, the field should be left
blank.
If the Shutdown Furlough Indicator field contains a value of “F”,
then automatically populate the “New Shutdown FXI” column, and
“New Shutdown FEI” column with a value of “Null” in the
Furlough Indicator Mass Update Process Preview Screen.
If the Shutdown Furlough Indicator contains a value of “X”, then
automatically populate the “New Shutdown FEI” column “Null” in
the Furlough Indicator Mass Update Process Preview Screen.
If the Shutdown Furlough Indicator contains a value of “E”, then
automatically populate the “New Shutdown FXI” column “Null” in
the Furlough Indicator Mass Update Process Preview Screen.
If the Administrative Furlough Indicator contains a value of “F”
then automatically populate the “New Administrative FXI” column
with a value of “Null” in the Furlough Indicator Mass Update
Process Preview Screen.
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Furlough Indicator Mass Update Process

W jiihoasgihi il Cativn Wi Lijailiite

Furlough Indicator Mass Update Process General Information

(a) The Furlough Indicator Mass Update Process allows agencies to
update the Furlough Indicator through a mass process.

(b) The Furlough Indicator Mass Upload Process uses a pipe delimited
file to identify which employee records are updated.

(c) If the Furlough Indicator Mass Upload Process is used to create the
Furlough Indicator Mass Update Process, then the Name,
Shutdown Furlough Indicator and the Administrative Furlough
Indicator fields will be grayed out.

Furlough Indicator Mass Update Process Region

(a) Name — Required — limited to 30 characters — no required naming
convention. If the Furlough Indicator Mass Upload Process is
used, the name will be created when the Furlough Indicator Mass
Update Process is executed.

Description — optional

Shutdown Furlough Indicator and Administrative Furlough

Indicator

1. If the Furlough Indicator Mass Upload Process is used, the
Shutdown Furlough Indicator and Administrative Furlough
Indicator will not be available for selection.
CIV_SHUT _ADMIN_FURL_NULL Error Message — If
the Furlough Indicator Mass Upload Process is not used,
either the Shutdown Furlough Indicator or the
Administrative Furlough Indicator Field must be selected.
If the user attempts to Preview or Execute the process
without selecting one of the values, then the following
message will be displayed: “You must select either the
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Shutdown Furlough Indicator and/or Administrative
Furlough Indicator field.” OKAY

| You must select either the Shutdown Furlough Indicator
/ andfor Administrative Furlough Indicator
field (CIV_SHUT_ADMIN_FURL_MULL)

User will be able to select values from one or both of the
Shutdown Furlough Indicator or the Administrative
Furlough Indicator.

Shutdown Furlough Indicator

1. If the Furlough Indicator Mass Upload Process was not
used to create the Furlough Indicator Mass Update Process:
a. “F”, “E”, “X” will be the only values available for

The value selected will be populated in the New
Shutdown FI field in the Preview Screen if a value
is selected.
Administrative Furlough Indicator
1. If the Furlough Indicator Mass Upload Process was not
used to create the Furlough Indicator Mass Update Process:
a. “F”, E”, “N” will be the only values available for

Administrative Furlough Indicator field in the
Preview Screen if a value is selected.
Effective Date — self explanatory
Process Date — If left blank or with a previous date, the actions will
process immediately. If the date is a future date, the process will
be held in abeyance until the process date is reached.
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A3 Furlough Indicator Mass Update Process Selection Criteria Region
(a) If the Furlough Indicator Mass Upload Process was used to create
the Furlough Indicator Mass Update Process, none of the fields in
the Selection Criteria Region will be available.
If the Furlough Indicator Mass Upload Process was not used to
create the Furlough Indicator Mass Update Process, then at least
one of the following fields must be selected.
(1) Agency Group
(2) Servicing Office ID
3) Personnel Office ID
(4) PAS Code
(5) UIC
(6) Shutdown Furlough Indicator
a. Only the following values will be available for
selection: “F”, “E”, “X”, “Null”

If no value is input, then all records that meet the
other criteria in the Selection Criteria Region will
be available in the Preview Screen.
Administrative Furlough Indicator Field
a. Only the following values will be available for
selection: “F”, “E”, “N”, “Null”.

If no value is input, then all records that meet the
other selection criteria in the Selection Criteria

Region will be available in the Preview Screen.
Selecting more than one field serves as an “AND” function.
CIV_MFI_SEL_REQUIRED DATA Error Message — If the
user attempts to Preview or Execute the process and at least one of
the fields identified in Section (3)(b) above, then the following
error message will be displayed: One of the fields listed in the
Selection Criteria must be entered
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One of the fields listed in the Selection Criteria must be
' entered before the Preview can be submitted.
(CIV_MFI_SEL_REQUIRED DATA)

Furlough Indicator Mass Update Process Preview Button
(a) Initial Build of the Preview
1. Once the Furlough Indicator Mass Update Process Region
and the Selection Criteria Region has been completed, you
are ready to create the Preview. Select the Preview Button.

2. Upon clicking the Preview Button for the first time, the
status will change from Unprocessed to Submitted.

- P submite | |

sLanTec o bule

!
The Preview will not be available until the Status changes
from Submitted to Preview Ready. To view the status of
the preview, Click the F11 Button and reenter the mass
process name in the Name area and click Ctrl F11 to view

the Status. This may need to be done several times until
the Status changes to Preview Ready.

To view/select/update records, click the Preview Button.
The following window will be displayed:

dte ] Wil REEOR WU wdarid B the eistlei b Dk

Keep Existing Button — Selecting the Keep Existing
Button will retain that records and the data that was
extracted from DCPDS at the time the Preview was
executed.

Rebuild Button — Selecting the Rebuild Button will

re-query DCPDS based on the values input in the
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Selection Criteria. Any changes made in DCPDS
will be brought into the Preview. Any record
selections/updates made in the previous Preview
will be removed.

Preview Screen

g =i :ll

b

el
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The only fields that will be available for update in this mass
process are as follows:

a New Shutdown FI

b. New Shutdown FXI

C. New Shutdown FEI

d New Administrative FI

€. New Administrative FXI

Population of the furlough columns

a. Current Shutdown FI Column — this field is

populated with the value found in the Person -
Assignment = Furlough Indicator = Shutdown

Furlough Indicator

New Shutdown FI Column — this field is populated

as follows:

(1) from either the Furlough Indicator Mass
Upload Process — Shutdown Furlough
Indicator field or from the Furlough
Indicator Mass Update Region — Shutdown
Furlough Indicator
If no value is brought in from either the
Furlough Indicator Mass Upload Process or
from the Furlough Indicator Mass Update
Region, then no update is performed when
the process is executed.

Current Shutdown FXI Column — this field is

populated with the value found in the Person -

Assignment = Furlough Indicator = Shutdown

Furlough Excepted Indicator.

New Shutdown FXI Column — this field is

populated as follows:

(1) if the Furlough Indicator Mass Upload
Process is used, then this column is updated
with the value contained in the Shutdown
Furlough Excepted Indicator column, if
provided.
if the Furlough Indicator Mass Upload
Process is not used, then the user will need
to manually update this column if the New
Shutdown FI Column = “X”.
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Current Shutdown FEI Column — this field is

populated with the value found in the Person -

Assignment = Furlough Indicator = Shutdown

Furlough Exempt Indicator.

New Shutdown FEI Column — this field is

populated as follows:

(1) if the Furlough Indicator Mass Upload
Process is used, then this column is updated
with the value contained in the Shutdown
Furlough Exempt Indicator column, if
provided.
if the Furlough Indicator Mass Upload
Process is not used, then the user will need
to manually update this column if the New
Shutdown FI Column = “E”.

Current Administrative FI Column — this field is

populated with the value found in the Person -2

Assignment = Furlough Indicator -

Administrative Furlough Indicator

New Administrative FI Column — this field is

populated as follows:

(1) from either the Furlough Indicator Mass
Upload Process — Administrative Furlough
Indicator field or from the Furlough
Indicator Mass Update Region —
Administrative Furlough Indicator
If no value is brought in from either the
Furlough Indicator Mass Upload Process or
from the Furlough Indicator Mass Update
Region, then no update is performed when
the process is executed.

Current Administrative FXI Column — this field is

populated with the value found in the Person =

Assignment = Furlough Indicator -

Administrative Furlough Excepted Indicator.

New Administrative FXI Column — this field is

populated as follows:

(1) if the Furlough Indicator Mass Upload
Process is used, then this column is updated
with the value contained in the
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Administrative Furlough Excepted Indicator
column, if provided.
if the Furlough Indicator Mass Upload
Process is not used, then the user will need
to manually update this column if the New
Administrative FI Column = “X”.
Select/Deselect — Records can be selected/deselected as needed.
Only those records selected (records with a check-mark) will be
processed.
4) Once all records have been updated/selected/deselected, click the
SAVE ICON and then click the X Button to return to the Region

N\ Screen.
YA G aPI T EE 200 %I I8 ?

'D Mass Furlough indicator Process (Preview)

&) Furlough Indicator Mass Update Process Execute Button

(1) Once all records have been updated/selected/deselected, the
process is ready to be executed.

(2) Upon selecting the Execute Button, if the Process Date is a current
or past date, the user will receive the following message. Click
OK to continue.

Upon selecting the OK Button the following message will be
displayed.

(6) Furlough Indicator Mass Update Process Process Log

Process Enared
Process Success
Total Preview Records
Tutal Selected Recornds

(1) To view the status of the records selected once the process has
been executed, click the Process Log Button.
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2) Process Errored — shows the records that errored during the process
(a) Employee record had a value in the Furlough Indicator as
of October 11, 2012 and this process attempted to update
the employee record with September 15, 2012 date.

Erorod Record : NAME:  FMP_NUMBER; BU36T SOID: OH PERSON_ID: 76179 P~

(b) User failed to update the New FEI when the New Furlough
Indicator = “X”

[ EMP_NUMEER: S8201 80+
: PEHgi;hl_l}r. 71901 FE_I0. 100650 CRerh AIGTLEsages in Preview. Enor, Lser-
fine Excapion

Process Success — shows the records that were successfully
processed.

KAC-TESTFIMU 11.0CT 2012

[Furiough |
Process Emored S0 GH PERSON_ID: 77164 POS_ID; 111942
Process Succes
Total Previsw Records
Total Selacted Records

Ok Ji Cancel Geancn
e daind TP WUBBER; 60637 SOU0: €] ©
Furlough ladicate succesdulty updated : NABIE: Jmp_nuMBER: 60647 S0D:
Furlough ladicater succrssully updaied : NABE: [EMP_HUMBER: 61364 SOID:
Furlough ledicator successfully updated : NAME:[__ [FMP_NUMBER: 80065 5000: O] .

Total Preview Records — shows the number of records in the
Preview
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(5) Total Selected Records — shows the total number of selected
records, number of records processed successfully and the number
of errored records.
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Non Pay/Duty Status RPA (Manual RPA process) — This process allows the user to

process single actions placing employees in a non pay status. This users guide will only

address those NOAs necessary for a furlough (NOA 471 and NOA 472)

a. Legal Authority Codes that apply to both NOA 471 and NOA 472

(1) VDR - SES Employees — Furlough that occurs during parts of one or

more pay periods which is interrupted by days in pay and duty status (i.e.,
furlough on nonconsecutive days) And Employee is a Senior Executive
Service appointee.
USM — DCIPS Employees and employees not covered under 5 U.S.C.
chapter 75 — Furlough that occurs during parts of one or more pay periods
which is interrupted by days in pay and duty status (i.e., furlough on
nonconsecutive days) And Is for more than 30 calendar days (or 22
workdays) or less and is effective under other than 5 U.S.C. chapter 75.
VAJ — All employees covered under 5 U.S.C. chapter 75 — Furlough that
occurs during parts of one or more pay periods which is interrupted by
days in pay and duty status (i.e., furlough on nonconsecutive days) And Is
for more than 30 calendar days (or 22 workdays) or less and is effective
under 5 U.S.C. chapter 75.

Functignz | Documsants
Rierg Personnel Action-Appointment
New Appointmant

|- Mg Persaniel Action - Top Ten List :

Appoiniment 1, Comhinmd Parson & Assignmant Fonm
Aerard ' Ono - Timao Paypment 2. Daflne Posltion
Cancollation Correctinn 3, Meguests: Sulimh
BO0 Camecilan Precess 4. Payiall S0 faimial

+ CAQ Tramsfar

+ Change Actlons
Detalls
Conweision o Appointment

* Conversion o Dema Projecd
Conwersion tn HSPS
Extension of HNTT

+ Fedaral Position
Fadaral Position Chamge
Ivnentives

I.Ivlni Henefin

NOA 471 — Furlough (Non-continuous Furlough)
(1) Data Elements:

(a) Type of Employment — Extra Information = US Federal Non Pay
or Non Duty — The Non Pay/Duty Status RPA Process requires the
user to manually enter the Type of Employment. A review of the

employee’s record is required to determine the current value. For a
NOA 471, the value should remain the current value.
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There are three data elements within this EIT that are
required. These data elements are used to track when a
non-continuous furlough is processed on an employee.
a. Furlough Start Date — Non-continuous Furlough

b. Furlough End Date — Non-continuous Furlough

C. Furlough Hours — Non-continuous Furlough.

If one of Non-continuous data elements are not updated, the
following error message will be displayed when the user
attempts to Update HR:

If Remark M75 is selected during the RPA process, these
data elements will be used to auto-populate the remark.
The user will not be able to update the insertion values.
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(2) Required Remarks — M72 is required and either Remark M73 or Remark
M?75 Remark are required.

0

08 Desiriplian

Vi il P Gt ) i ~ LRI hidwiia

Remark M72 — Reason for furlough
Remark M73 — To be furloughed on
total of hours OR

Note: The insertion fields for the Furlough Dates are text fields
and the text will appear exactly as entered. Users should ensure
the dates entered in the insertion fields are uniform and consistent.
Remark M75 — To be furloughed on discontinuous days between
(beginning date of furlough period) and (ending date of furlough
period) not to exceed a maximum of (number of hours) during the
furlough period. Prior to the beginning of each pay period your
supervisor will inform you of the specific date(s) that you will be
furloughed during the pay period.

PART F - Remarks for SF 50
Code Description Required

0 he furloughed on discontinuous days between

not to exceed ama
0 be furloughed on discontinuous days between and
exceed a maximum of during the furlough period. You will be notified of the
specific date(s) that you will be furloughed during each pay period

Cthers... (D)

Note 1: When selecting M75, the insertion screen will not appear.
When the remark appears on the RPA before it is processed, the
fields will appear to be blank. The insertion values for M75 will
be populated from the Furlough Indicator in the Extra Information
- Furlough Indicator EIT and will be populated into the RPA and
NPA upon update HR.

CIV_PAR FURLOUGH REM CHK 1 —Ifthe user attempts to
update HR without selecting either M73 or M75, the following
error message will be displayed.
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rD Error

CIV_PAR FURLOUGH REM CHK 2 — If the user attempts to
update HR after selecting both M73 and M75, the following error
message will be displayed.

CIV_PAR _FURLOUGH IND_ REQU) — If the user attempts to
update HR without updating Furlough Indicator DDF, the
following error message will be displayed.

O Extra PA Request Information: 01-0CT-2023(DCPAS-CRANFORD, BANKJOB BEAGLE/Furlough

Type
NAWC Lab Demo Appraisal
Print Auto-Generated Reports
NSPS RIF Tenure
US Federal Pay Pool History
NSPS Information

Demo Project Information

Furlough Indicator

Employee Statuses

(a) Assignment Status — Remains as is
(b) Pay Status — Remains as is

(©) Duty Status — Remains as is
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(d) Type of Employment — User input is required. This value should
not change. The user should input the same value as is currently in
the employee record.

Overlapping Furlough Periods

(a) CIV_FURLOUGH_EXIST — The following message will be
displayed if the user attempts to update HR when the employee’s
projected Furlough Start Date — Non-continuous Furlough data
element is equal to or prior to the current Furlough End Date —
Non-continuous Furlough:

NOA 472 — Furlough NTE (Continuous Furlough)
(1) NTE Date — Required input

FIRST ACTION
A Code  EE Nature of Action
T Furough HTE

O =& S Forsl MO8 mis value

& D €@

(2) Data Elements:
(a) Type of Employment — Extra Information = US Federal Non Pay
or Non Duty = Type of Employment — The value input will
depend on the length of the furlough
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F — Emp on LWOP/Furl/Susp in Non-Pay Stat for 31/More
Cons Days
2. S — Emp on LWOP/Susp/NonPay/Furl for 1-14 Days
3. T — Emp on LWOP/Susp/NonPay/Furl for 15-30 Days
Required Remarks — Remark M72 is required.
PART F - Hemarks for SF &0 -
Coss  Dexeriplion Requrd
| 73] | Freaaon for furkoug R,

Heason for Fudough

(a) Remark M72 — Reason for Furlough

Employee Statuses — A NOA 292 is required to return the employee to a

pay status and change the following statuses once the furlough has been

concluded.

(a) Assignment Status — Automatically changes to 29 — Furlough
NTE.

(b) Pay Status — Automatically changes to G — Nonpay
Status/Furlough NTE
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(c) Duty Status — Automatically changes based on the number of days
of the furlough — 21 — Over 30 days or 22 — 30 days or less
Type of Employment — User input is required; value depends on
the length of the furlough — F — 31 or more consecutive days, S — 1
-14 days; T — 15-30 days.

Remarks for NOA 471 and NOA 472 — The following remarks should be
documented on the RPA based on the following conditions. Users should check
employee records to determine which remarks are applicable and must be
manually added by the user.
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(D

2

)

4

(Manual RPA Process)

Remark G33 — If the employee’s current work schedule is “F” — Full-time,

“P” — Part-time, “S” — Part-time — Job Share, “B” — Baylor Plan, “G” —

Full-Time Seasonal, “Q” — Part-Time Seasonal, T — Part-Time Seasonal

Job Sharer.

Remark B72 — If the employee’s current FEGLI Code does not equal

“007, “05”, “B0”.

Remark B41 — If the employee’s current Legal Authority Code equals

“YEA”, “YEF”, or “YEG” and the employee’s current FEHB Enrollment

Code does not equal “X”, “Y”, or “Z”

Remark B71 — If the employee’s current FEHB Enrollment Code does not
equal “X”, “Y”, or “Z”
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Mass Furlough Process — Pay500 Only

Mass Furlough Process — Pay500 Only General Information

(1) Purpose: This process is used to flow a NOA 472 Furlough NTE to
payroll at the beginning of a Lapse of Appropriations furlough to prevent
employees from being paid and is not intended to be used for an
Administrative furlough. This will allow agencies to place employees in a
non-pay status at Payroll without generating SF-50s. Public Law 116-1,
dated 1/16/2019 indicates that furloughed and excepted employees shall
be paid during a covered lapse of appropriations. At the end of the action
is cancelled and the employees are placed back in a pay status effective at
the beginning of the furlough period.
Cancellation/Return To Duty Action (RTD): A cancellation or Return
to Duty action to remove the information from the Furlough Indicator EIT
must be processed through this mass process at the end of the furlough
period regardless of whether SF-50 furlough actions and RTD action are
processed.
Automatic Record Selection:

(a) Furlough Indicator Values — Only those employee records where
the Shutdown Furlough Indicator have been coded with a value of
“F” — Subject to Furlough or “X” — Excepted from Furlough will
be available for processing through this mass process. Employees
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whose records are coded with an “E” — Exempt from Furlough,
“N” — Not Subject to Furlough or whose records are null will not
be brought into this process.
Assignment Status — In addition, employees with the following
assignment statuses will not be available in this process:
2 — Suspend Assignment
28 — Furlough
29 — Furlough NTE
32 — Leave Without Pay NTE
34 — Non Pay
37 — Suspension NTE
38 — Suspension Indefinite
159 — Military Furlough
162 — LWOP Workers’ Compensation
10. 193 — Leave Without Pay US.
Types of Actions: There are four types of actions that can be processed
through this mass process and will flow a Pay500 process to DFAS. (See
Section 9)
(a) Placing an employee in a furlough (non-pay) status — NOA 472
1. Current Furlough Indicator — Pay500 = Null
2. New Furlough Indicator — Pay500 = N or E
Extending an employee in a furlough status — NOA 002 — corrects
the original furlough action with a new NTE date
1. Current Furlough Indicator — Pay500 = N or E
2. New Furlough Indicator — Pay500 = N or E
3. New Furlough Action Effective Date = Current Furlough
Indicator Effective Date
New Furlough NTE Date is greater than the Current
Furlough NTE Date
Cancelling a furlough action — Return to duty an employee
designated as Excepted at the end of the furlough and/or when
Congressional action indicated that employees would be paid for
the time they were furloughed — NOA 001.
l. Current Furlough Indicator — Pay500 = N or E
2. New Furlough Indicator — Pay500 = Null
3. Current Furlough Action Effective Date is the same as the
New Furlough Action Effective Date
Returning employees to a pay status after being furloughed —
Congressional action indicated that the employees would not be
paid for the time they were furlough — NOA 292.

A N AR o
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Current Furlough Indicator — Pay500 = N or E
New Furlough Indicator — Pay500 = Null
Current Furlough Action Effective Date is less than the
New Furlough Action Effective Date
(5) Navigation Screen for the Mass Furlough Process — Pay500 Only can
be found under the Mass Furlough Process Menu Item on the Navigator
Screen.

- Mass Furlough Process
Furlough Indicator Mass Update Process
Furlough Indicator Mass Upload Process
Mass Furlough Process - Pay500 Only

Mass Furlough Indicator — PayS00 Only Region

This field is required, must begin with MFI and is limited to 30
characters. Make a note of the name you type in as you will use it
later when querying the process.

CIV_MFI_NAME_CHECK Error Message — If the name does
not begin with MFI and the user attempts to move off of the field,
the following error message will be displayed and upon clicking
OK, the name will automatically be changed to include MFI at the
beginning and will truncate to the name to 30 characters if
necessary.

Status — displays the status of the mass process.
(a) Unprocessed

(b) Submitted

(c) Preview Ready

(d) Processed

Description — optional

Furlough Indicator — Pay500
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Furlough Indicator - Payall

Fircd

Furlough Indicator - Paya00 | Description
Excepted
Manexempt fram Furlaugh

Default value = “N” — Nonexempt from Furlough
In addition to the values shown above, the user may blank out the
field.

(©) The value selected will populate into each employee record in the
New FI-Pay500 Column in the Preview.

(d) This field in combination with the Furlough Action Effective Date
will drive the type of action that will be processed (See Section
7.h.)

Furlough Action Effective Date

(a) This field is required

(b) This field in combination with the Furlough Indicator — Pay500
field will drive the type of action that will be processed (See
Section 7.i.)

(©) This value will be populated in the New FI Action Effective Date
Column in the Preview.

Furlough NTE Date

(a) This field is required when the Furlough Indicator — Pay500 = “N”
or “E”

(b) This value will be populated in the New Furlough NTE Date
Column in the Preview

Process Date — If left blank or with a previous date, the actions will

process immediately. If the date is a future date, the process will be held

in abeyance until the process date is reached.

Mass Furlough Process — Pay500 Only Selection Criteria Region

Selectinn Critnria

Agenty znaup

Pemormel Cfice |0
PAS Codu

Frataugn st - Py [
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(1) CIV_MFI_SEL_REQUIRED DATA Error Message — At least one
field must be populated in order for the process to execute. If the user
fails to input at least one field, the following error message will be
displayed.

Cre of the fields listed in the Selection Criteria must he
entered hefore the P carn ubmitted.
' MF_SEL REQUIRED_DATA)

(2) Selecting more than one field serves as an “AND” function.
3) Furlough Indicator — Pay500

Furlougt 500 I
Furlough I

Finc

If no value is selected from the Furlough Indicator — Pay500, then
all records meeting the other values selected in the Selection
Criteria will be brought through. If a value is selected, then only
those records meeting the Furlough Indicator — Pay500 value in the
Selection Criteria Region plus the other selection criteria will be
brought through the process.

Mass Furlough Process — Pay500 Only Preview Button
T
(1) Initial Build of the Preview

(a) Upon clicking the Preview Button for the first time, the status will
change from Unprocessed to Submitted.

£ R 3

‘ Carcanen
the prawis
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(b) The Preview will not be available until the Status changes from
Submitted to Preview Ready.

(c) To view the status of the preview, click the F11 Button and reenter
the mass process name in the Name area and click Ctrl F11 to view
the Status. This may need to be done several times until the Status
changes to Preview Ready.

To view/select/update records, click the Preview Button.

A A W RERO WU sl Ben The oitlen b ek

wadlli priniew iwi i

Keep Existing Button — Keep Existing Button will retain
records and data that was extracted from DCPDS at the
time the Preview was executed.
Rebuild Button — Rebuild Button — Selecting the Rebuild
Button will re-query DCPDS based on the values identified
in the Selection Criteria. Any changes made in DCPDS or
in the Selection Criteria will be brought into the Preview.
Any record selections/updates made in the previous
Preview will be removed.

(2) Preview Screenshots

MFIKAC TEST-MFPS00 CT-2012

CPCH PP-SRS-GR
GS 00141

01431889 |G 080111
{M7 001131891 {65 080111
(T D001 131092 |65 0801-11
MT 0001131893 |G5.0001-11
MT 8901179745 |GS. 0801 09
T 01179746 |65 0801 10

WAZITAT |G 080105

001179748 G5 080107
|MT0028,132043 |65 0070-11
|7 01131050 (65 080111

001131051 {G5.0801.11
=

Seleet / Duseloct . 24
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3)

(4)

)

(6)

New FI-Pay500 Column — This column will be populated from the
Furlough Indicator - Pay500 field from the Mass Furlough Indicator —
Pay500 Region and can be changed as needed.

New Furlough Action Date Column — This column will be populated from
the Furlough Action Effective Date from the Mass Furlough Indicator —
Pay500 Region and can be changed as needed.

New Furlough NTE Date Column — This column will be populated from
the Furlough NTE Date from the Mass Furlough Indicator — Pay500
Region and can be changed as needed.

Select/Deselect — Records can be selected/deselected as needed. Only
those records selected will be processed.

Once all records have been updated/selected/deselected, click the SAVE
ICON and then click the X to return to the Region Screen.

SN ERILEID 28 [] 1812

-: - Wi ey il Fom ey

W Furlouih Indicatm

Hirne [MELKAC PROCESS LG TES TR -1 Preview Ready

Furlough MTE Detu SRR Taftdeligr]

ThiG [oh wil pegriiis snmemadste. Do ol ash o
Conline
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i b b 1 AL L P e

Il Fuanknaniby lmiicatin

T MFILKAC-PROCESS LOG TEST

Gl C©COIM GGETTEE

Once all changes have been made, the process is not ready to be executed.

To execute the process, click the Execute Button

Upon executing the process, the following updates to DCPDS and Pay500

will be made:

(a) Place an employee in a furlough (non-pay) status — Current
Furlough Indicator — Pay500 = Null and New Furlough Indicator —
Pay500 = “N” or “E”

1. DCPDS will be updated as follows:

a. Furlough Indicator — Pay500, Furlough Action
Effective Date and Furlough NTE Date will be
updated with the values found in the Preview
identified as “NEW”

Duty Status

(1)  Ifthe NTE Date is > 30 days than the
Effective Date, then update the Duty Status
to 21.

(2) If the NTE Date is < 30 days than the
Effective Date, then update the Duty Status
to 22.

Pay500 will be updated as follows:

a. Nature of Action (position 70-72) with NOA 472

b. Effective Date (position 73-78) with the New
Furlough Action Effective Date
Duty Status (position 187-188) with the New Duty
Status
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NTE DATE/3R Service Agreement End Date
(position 397-402) with the New Furlough NTE
Date
Extends the time an employee is on furlough — Current Furlough
Indicator — Pay500 = “N” or “E” and the New Furlough Indicator
Pay500 in the Preview Screen = “N” or “E”, the New Furlough
Action Effective Date is the same date as the current Furlough
Action Effective Date and the New Furlough NTE Date is >
Current Furlough NTE Date
1. DCPDS will be updated as follows

a. Furlough Indicator — Pay500, Furlough Action
Effective Date and Furlough NTE Date will be
updated with the values found in the Preview
identified as “NEW”

Pay500 will be updated as follows:

a. Nature of Action (position 70-72) with NOA 002

b. Effective Date (position 73-78) with the New
Furlough Action Effective Date
Corrected Nature of Action Code (position 305-
307) with NOA 472
NTE DATE/3R Service Agreement End Date
(position 397-402) with the New Furlough NTE
Date

Cancels a furlough — employees will be paid for the furlough
period or Excepted employees are return to pay status to the
beginning of the furlough — Current Furlough Indicator Code is
“N” or “E” and the New Furlough Indicator Code = “Null” and
Current Furlough Action Effective Date is the same as the date in
the New Furlough Action Effective Date

1. DCPDS will be updated as follows:

a. Furlough Indicator — Pay500, Furlough Action
Effective Date and Furlough NTE Date will be
updated with the values found in the Preview
identified as “NEW”

b. Duty Status will be updated with a value of “00”

Pay500 will be updated as follows:

a. Nature of Action (position 70-72) with NOA 001

b. Effective Date (position 73-78) with the New
Furlough Action Effective Date
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NTE DATE/3R Service Agreement End Date
(position 397-402) with the New Furlough NTE
Date
Returns an employee to a pay status at the end of a furlough
period — Furloughed employees are not being paid during the
furlough period — Current Furlough Indicator Code is “N” or “E”
and the New Furlough Indicator Code = “Null” and Current
Furlough Action Effective Date is prior to the date in the New
Furlough Action Effective Date
1. DCPDS will be updated as follows:

a. Furlough Indicator — Pay500, Furlough Action
Effective Date and Furlough NTE Date will be
updated with the values found in the Preview
identified as “NEW”

b. Duty Status will be updated with a value of “00”

Pay500 will be updated as follows:

a. Nature of Action (position 70-72) with NOA 292

b. Effective Date (position 73-78) with the New
Furlough Action Effective Date
NTE DATE/3R Service Agreement End Date
(position 397-402) with null.

Mass Furlough Process — Pay500 Only Process Log

(1) To view the Process Logs, click the Progress Log Button

(2) Process Success — Process Success lists those records that processed
successfully

Process Success
Total Proview Reconds
Tolal Selected Records

Futlough Indicator successdully updated : NAME: EMP_HLIME
Furtough Indicator successiully updated : NAME: EMP_HLUBME

3) Total Preview Records — Total Preview Records lists the total number of
records in the preview.
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4) Total Selected Records — Total Selected Records list the total number of
records, the total number of successfully processed records and the total
number of records that error during the process.

S| AT TEST FROCESSLOGE P oMz |

m e aye v
it S
al Provinw Roesnis
Tutal Selecied Roconbs

Pay500 Screenshots

(1) There are five data elements that are updated in the Pay500 during the
Mass Furlough Indicator — Pay500 process. See the screenshot below for
the location of these fields
(a) NOA — position 70-72 — all actions — NOAs 472, 292, 001 and 002
(b) Effective date — position 73-78 — all actions
(c) Duty Status — position 187-188 — NOAs 472, 292 and 001
(d) Corrected Nature of Action Code — position 305-307 — NOA 002
(e) NTE Date/3R Service Agreement End Date — position 397-402 —

all actions
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10. Mass Load Non-Continuous Furlough Dates Process
a. Mass Load Non-Continuous Furlough Dates Process General Information
(1) This process allows users upload a pipe delimited text file containing the

dates an employee will be furloughed during a non-continuous furlough.
Once the file is uploaded, it automatically creates the Mass Non Pay Duty
Status Process using the file name created in this process. These dates will
be used to populate Remark M73 when processing a NOA 471 using the
Mass Non Pay Duty Status Process.

Once loaded, the Mass Non Pay Duty Process will be used to execute the
furlough process.

This mass process requires that either the Shutdown Furlough Indicator or
the Administrative Furlough Indicator = “F” — Subject to Furlough be
selected to determine which records containing an “F” will be brought in
to the Mass Non Pay Duty Status Process.

Mass Load Non-Continuous Furlough Dates Upload File

(1) Furlough dates will be separated by either a comma or semi-colon.

(2) Store the file in either the root directory or the Temp directory. The path
name cannot exceed 90 characters. If the path file is too long, an error
will be encountered.

Tra sewcted pact g fEcEma SRS ESGT e § TR the
e s gt o OO ooy Panas s A B2

1o e dewciory ov erere gt aat fiearrs gtk 4

st puLedd e Sporrs el

3) Mass Load Furlough Dates File Format

Maximum
Field
Length Value

20 EDIPI
Pipe Delimiter

30 Oracle Employee Number

Pipe Delimiter

11 EFFECTIVE DATE (Format: DD-MMM-YYYY)
Pipe Delimiter

NOA_CODE (NOA 471)

Pipe Delimiter

Furlough Dates — Insertion 1 — M73 Remark

Pipe Delimiter

Furlough Dates — Insertion 2 — M73 Remark
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Maximum
Field
Length Value

Pipe Delimiter

150 Furlough Dates — Insertion 3 — M73 Remark

Pipe Delimiter

Furlough Hours (text) — Remarks M73

Pipe Delimiter

Sample File: "12345678901234567890|01234567890|1-APR-
2013|471|04/01/2013, 04/08/2013, 04/15/2013, 04/22/2013, 04/29/2013|||8|

Mass Load Non-Continuous Furlough Dates Page

Furlough Dates

Shendown Furlough inthcator M Admanigiarss Fudowgh Ddicstor B

- e

Furipugh Diates Mame

File Name — Using the browse button, locate the file

(a) The file length including directories is limited to 90 characters. If
the path file is too long, the following error message will be
displayed after the file has been selected.

Shutdown Furlough Indicator/Administrative Furlough Indicator

Checkboxes — User must select only one of the checkboxes and only those

records containing an “F” — Subject to Furlough contained in the

employee record will be brought into the Mass Non Pay Duty Status

Process.

(a) CIV_SHUT _ADMIN_FURL_CHECK Error Message — If the
user fails to select either the Shutdown Furlough Indicator or the
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Administrative Furlough Indicator Checkbox produce the
following error message:

You must select either the Shutdown Furlough Indicator or
4 Administrative Furlough Indicator
field (CIV_SHUT_ADMIN_FURL_CHECK)

Mass Load Non-Continuous Furlough Dates Name — Enter a unique
upload name. Make a note of the name you enter as this will be same
name used in the Mass Non Pay Duty Status Process.
(a) Business Rule: If the name already exists the following error
message will appear:
(1) CIV_MASS NCF _NAME _USED Error Message

D Error

‘4

This Mass Name already exists. Please enter a new Name.
(CIV_MASS NCF_MNAME_USED)

Description — The descrlptlon is a text area that allows the user to describe
the purpose of the process and is optional.

Save — Once you have selected your file and created a Mass Load Non-
Continuous Dates Name click the Save Button.

[N W———

ORACLE |

CIV COMMIT_CHGS Error Message If you fail to save your
inputs prior to selecting the Load Button, the following Error
Message will be displayed.

ST T emp ML FD-NYT 1At m st [T

Fili Mimi oL H NV A

Load Button
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(a)

Dates Process

Once the load process has been completed, you will receive a pop-
up message providing you with the Request ID number and
number of records processed.

CIV_MASS NCF_LOAD SUBMIT Message: The process will
create a Mass Non Pay Duty Status Process containing only those
records contained in the Mass Load Non-Continuous Furlough
Dates File minus any records identified in the process log as errors

(7) Process Log

(a)

If an error occurs during the upload process, the following entry
will be made in the Requests Area.

Bofresh Dain Fanil Hogunats

St Autiin sl Mass Rai 12, HAL MAS SLOADNYVIYA.
Subinelt Fiarlaugh ilicab 1, PREVIEW
Silvarsli Fuaibabaghs Divillicais 1, PREVIEW

{Sutuni Fuarlaugh indican| |0, CREATE

{Sastilt Fuarbawgh bnibican)| [0, PREVIEW

Sitlvanalt Fuarlaaghy bnabicat| 0, PHEVIEW

Wiew Dinlaily

Disggoutics e Log

Access the Process Log by clicking Federal Maintenance Forms -
Process Log (Federal)

Faderal Malntenanca Fonms
Buty Stationms
Evenls
Families and HOA Families
HOA Cades and Ramarks
M Codes and Legal Awthorites
Pay Mans
Fersonne] Oflice [Ds
Process LogFedoeral)

Pro;gram Name — To access the process log Click F11 and enter all
or part of the process name — using % as a wildcard if necessary.

Page 74
As of November 9, 2023




Section 10 — Mass Load Non-Continuous Furlough

DCPDS FURLOUGH USERS GUIDE
Dates Process

(d) Load Details — displays the number of records successfully loaded
and the number of records that failed

uceuslubly lombmd 26 cecond anid 93 recordis) tiled during laad

upcsalully lnsdod 0 rocond sl 35 recordin) fallod during nsd

Load Error — Displays the records that failed. Click on Load Error
Menu Item to determine which records did not load and the reason.
Use the Edit Field Toolbar item to view the complete message for

each record.

‘PG AP D lare L 8 ?
N
The following message will be displayed if the file is not in

the correct format.

_hexd_pame. BAC-MASSLOSDNYY 1-A-C Emor: Entor foading line[_____ Jab
AT BT 3, S0 3, SHAR01 3, SHTR01 3, SO0, SN0 I RN,
AT AIZOT 3, BEEAE0N 3, 200N, TS0V 3, TN 20003 (TN A0n 3, TR6013, aren 3,
(ot 3, 1 B201 3, BIR013, B0, S6013, HVUI0E3, BA0R01, S9N T,
Ling mod in correct formak - bygsassing record
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The following message will be displayed if the employee’s

Mags bood name: KAC-HLFO-NVE-A-CPIPE Emor HAME -
| leoio oHPERSON_ID: 41448 POS_ID 84327 Furough ndicstor is
ol F - s sing record

The following message will be displayed if the employee’s
record is not found in the region in DCPDS where the file
is uploaded.

SMana_aa_nama: KAC-MLFD-NVELADPPE Bron Empscyes retond for sian BU-00-9009 =
ol offecive dain J6.AP R D does el ewiv - ppeseing eoojd
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—

11.  Mass Non Pay Duty Status Process (NOA 471 and 472)

-

Mass Non Pay Duty Status Process (NOA 471 and 472) General Information

(1) The Mass Non Pay Duty Status Process allows the user to generate mass
actions for NOA 471, 472 and 430. This user’s guide will deal only with
furlough (NOA 471 and 472).

(2) The Mass Non Pay Duty Status Process can be created using the Mass
Load Non-Continuous Furlough Dates Process (See Section XX for more
information) or through the use of the Selection Criteria.

CRT 12-127082-DoD added the Furlough Indicator to the employee record.
This mass process was modified to require a value of “F” in the Furlough
Indicator in order for the employee records to be available for NOA 471 and
472. SCR 15-131258-DoD changed the Furlough Indicator field to “Shutdown
Furlough Indicator” and added an additional furlough indicator to track
administrative furloughs called “Administrative Furlough Indicator”. Users are
required to select either Shutdown Furlough Indicator or Administrative
Furlough Indicator. Only those employees that contain an “F” in the field
selected will be brought into the process.

Responsibilities — this mass update is available through the following

responsibilities:

(a) US Federal HR Manager

(b) CIVDOD Personnelist

There are two menu items that can be used to begin the Mass Non-Pay
proc(6)ess — Preview and Final. This guide is written with the user
accessing the process from the Final Mass Non Pay Duty Status Process.
To access
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the Mass Non Pay Duty Status Process, click on the Mass Non Pay Duty
Status and then Final Mass Non Pay Duty Status from the Navigator

screen.
Mass Actions : Mass Non Pay Duty Status
[E Preview Mass Non Pay Duty Stat
[ Final Mass Non Pay Duty Status
[ Mass Load Non-Continuous Furlough Dates

Mass Load Non-Continuous Furlough Dates Process

(a) If the Mass Non Pay Duty Status Process is created through the
Mass Load Non-Continuous Furlough Dates Process, the Source
Criteria fields will grayed out and only those records contained in
the Mass Load Non-Continuous Furlough Dates file that did not
fail to the process log will be loaded into Preview.
Remark M75 cannot be used in the Mass Non Pay Duty Status
Process when created through the Mass Load Non-Continuous
Furlough Dates Process. The following message will be displayed
upon selecting the Execute Button.

NEED SCREENSHOT OF ERROR MESSAGE FOR M75

Quality Check of Data

(a) Prior to running the mass process, it is recommended that a quality
check of data be performed. The following are errors that are
frequently found when running a mass process that will fail the
record to the group in-box and will require the record to be fixed
before the RPA can be updated. Note: This list is not all inclusive.
CPDF Edit 640.11.1: If Retirement Plan is K, KR, L, LR, M, MR,
N, NR, O, OR, P, or PR, then FERS coverage must be A or E.
CPDF Edit 472.04.2: If Rating of Record (period) (date appraisal
period starts & date appraisal period ends) is not spaces, then it
must not be more than 5 years earlier than the Effective Date of
Personnel Action.
CPDF Edit #320.17.2. If the Nature of Action Code is 471 then
the Legal Authority Code must be L9K, PNM, UFM, USM, VAJ,
VDR, V8V, ZVB, ZVC.
ORA-2001: CIV_EXP RETENTION INCENTIVE
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6y} CPDF Edit #665.03.3. If neither SCD-Retirement nor SCD-Leave
is blank, then SCD-Retirement must be greater than or equal to
SCD-Leave.

Mass Non Pay Duty Status Process Region

L M HAC HOATY

Efucti Clate

-r'l “ 7

Fialough Starf sl

Fimluugh End Osln _
Pusloiggh Muies -

Status — The Status changes automatically throughout the process

(a) Blank — A new or unsaved mass process

(b) Unprocessed — A saved mass process that has not been executed

(©) Submitted — A mass process that has been executed but has not
been completely processed. Note: the Status will change to either
Processed or Error once the process has completed.

(d) Processed — The process will change to Processed if all RPAs
within the preview were successfully created

(e) Error — The process will change to Error if at least one RPA failed
to be created within the preview.

(2) Action Buttons

[ Delate Preview l Execute l LACs f Rermarks l Processed Recurds. Preview ]

(a) Preview Button
(D) To view/edit records associated with the Selection Criteria.
2) Once the Preview Button is selected, changes can be made
on the Setup Page will not be reflected in the Preview
Screen.

Delete Preview Button — Any changes made to employee records
or any changes made to the Setup screen after the Preview was
created will require a new preview. To reuse the same name,
delete the preview and recreate it.
LACs/Remarks Button
(D) LACs — At least one LAC must be selected
2) Remarks
a. NOA 471 and NOA 472 — Remark M72 is a
required remark
NOA 471 — Either Remark M73 or Remark M75 is
required
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(d)

(a)

(b)

(NOA 471 and 472)

Execute Button

(1) Once the Execute Button is selected, the Status changes to
Submitted. Once the process is complete the status will
then change to either Processed or Error.

2) Processed. If RPAs are created for all records selected in
the Preview, the Status changes to Processed and the
Execute Button becomes grayed out.

Error. If at least one RPA fails to be created, the Status
changes to Error and the Execute Button remains active.
Access the Process Log to determine the reason the RPA(s)
failed to be created. If you are able to correct the record,
you may use the same mass process to process those
records that initially failed to be created.

Processed Records

(1) Clicking the Processed Records Button will display a
listing of any records where an RPA was created once the

Execute Button is selected.

3) Name — required field

Input an unique name for the “Preview Mass Non Pay Status”.
Make a note of the name you type in as you will use it later in the

Final Mass Non Pay Duty Status Process. The following error
message will be displayed if a unique name is not entered in the
Name field.

ey apidiing, Thesswuilist

liar =1r 2 prRiz: Mame.

If the user uploaded records through the Mass Load Non-
Continuous Furlough Dates Process, enter the name created in that
process.

Effective Date — required field

(a)
(b)

Input the effective date of the furlough

If the user uploaded records through the Mass Load Non-
Continuous Furlough Dates Process, the effective date will
automatically be populated

Description

(a)

(b)

This field is optional - The description is a text area allows the user
to describe the purpose of the process.

If the user uploaded records through the Mass Load Non-
Continuous Furlough Dates Process, the description will
automatically be populated
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(6) NOA Code
(a) Select one of the available NOA codes

RO,

(b) If the user uploaded records through the Mass Load Non-
Continuous Furlough Dates Process, NOA 471 will automatically
be populated

NTE Date — required if NOA 472 is selected

Furlough Start Date

(a) Only available if NOA 471 is selected

(b) Update is optional in the Mass Process Screen. If this field is not
updated on this screen, it must be manually input on the Preview
Screen for each employee otherwise the record will fail once the
process has been executed.

(c) If this field is updated, then the value will automatically be
populated in the Preview Screen.

Furlough End Date

(a) Only available if NOA 471 is selected.

(b) Update is optional in the Mass Process Screen. If this field is not
updated on this screen, it must be manually input on the Preview
Screen otherwise the record will fail once the process has been
executed.

(c) If this field is updated, then the value will automatically be

populated in the Preview Screen.

Furlough Hours

(a) Only available if NOA 471 is selected.

(b) Update is optional in the Mass Process Screen. If this field is not
updated on this screen, it must be manually input on the Preview
Screen otherwise the record will fail once the process has been
executed.

(c) If this field is updated, then the value will automatically be
populated in the Preview Screen.

If Remark M75 is selected during the mass process, the Furlough Start

date, Furlough End Date and Furlough Hours will be used to populate the

remark.
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(12)

(NOA 471 and 472)

Important Note: Any changes made to this area after the Preview has
been created will not be made to the Preview Screen. A new preview
will be required if any changes need to be made. This includes NOA,
NTE Date, Furlough Start Date, Furlough End Date, Furlough Hours
and any Source Criteria data.

Mass Non Pay Duty Status Process Source Criteria Region

If the user created the Mass Non Pay Duty Status Process through the
Mass Load Non-Continuous Furlough Dates, the Source Criteria fields
will grayed out and only those records contained in the Mass Load Non-
Continuous Furlough Dates file that did not fail to the process log will be
loaded into Preview.

(1)

LI A C A P TE S THORATY
Efactie Cuts RSN G

[RTTRITE N R
[ AT T 1]

WTE G

Selecting more than one field serves as an “AND” function.
Required fields — one of the Furlough Indicator fields (Shutdown or
Administrative) must be selected and at least one of the other fields is
required. Only one of the Furlough Indicator fields can be selected.
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(NOA 471 and 472)

Shutdown Furlough Indicator

Administrative Furlough Indicator

Organization — only one organization can be selected at a time

Organization Structure ID

Office Symbol

Personnel Office ID

Agency Code/SubElement

Error Messages:

1. CIV_SHUT_ADMIN_NOA_CHECK Error Message —
If NOA =471 or 472 and one of the Furlough Indicator
fields is not selected, the following error message will be
displayed

If NOA = 471 ar 472, then you must select either the
# Shutdown Furlough Indicator or the Administrative Furlough
Indicator Checkbox. (CIV_SHUT_ADMIN_NOA_CHECK)

If one of the other required fields is not selected the

following error message will be displayed:

Optional fields

(a)
(b)
(©
(d)
(e)

Organizational Hierarchy
UIC

Work Schedule

PAS Code

Servicing Region
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Q) Important Note: Any changes made to this area after the Preview has
been created will not be made to the Preview Screen. A new preview
will be required if any changes need to be made. This includes NOA,
NTE Date, Furlough Start Date, Furlough End Date, Furlough Hours
and any Source Criteria data.

Mass Non Pay Duty Status Process LACs/Remarks

ol el T T e T

IR SIS ey e—

Ll Aesibrsng

Click the LACs/Remarks button to enter Legal Authority and Remarks.
The Legal Authority Codes and Remarks window is displayed.

LAC

(a) Input the LAC appropriate for the type of action being process.
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(b) If the user attempts to execute the process without inputting a
LAC, the following error message will be displayed:

L= ]
‘ CIDODC INPLT, AT REGD
Remarks - To open the Remarks Insertion values, click and tab on blue
(Code Box) in remark area
(a) NOA 472
1. Remark M72
a. Description of Remark: Reason for Furlough
(Reason)
b. Required Remark
(b) NOA 471
1. Remark M72
a. Description of Remark: Reason for Furlough

(Reason)
Required Remark

Remark M73

a. Description of Remark: To be furloughed (list
dates) for a total of (number) hours.

b. Choose either M73 or M75 Remark to document
non-continuous furlough information —

M?73 can be populated in several ways

(1) If furlough dates and hours are populated
into the Preview Screen either through the
Mass Load Non-Continuous Furlough Dates
Process or manually updated into the
Preview Screen, then M73 will be populated
from the Preview Screen.

(2) If the furlough dates and hours are populated
in the LACs/Remarks Page, then M73 will
be populated from this page.

Remark M75 — Need Screenshot

PUITT F . Paryais o [F 00
Code  Lewipion Tiquainal
[ir Pansnen e Rtuigly 1malig [E

l_ o= [ bt iyl i st i ey e 1 aid [ w6 el
| I

I gy '-hgllulhhlmﬂul l Ewiii l Hiwwtwn 1 l LR TITTE| A ]} ‘
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Description of Remark: To be furloughed on
discontinuous days between (beginning date of
furlough period) and (ending date of furlough
period) not to exceed a maximum of (number of
hours) during the furlough period. Prior to the
beginning of each pay period your supervisor will
inform you of the specific date(s) that you will be
furloughed during the pay period. (Note: This
remark was approved by OPM to be used as a
substitution to the M73 Remark.)
Choose either M73 or M75 Remark to document
non-continuous furlough information.
When selecting M75, the insertion screen will not
appear. The insertion values for M75 will be
populated from the Furlough Indicator in the Extra
Information - Furlough Indicator EIT in the
Preview Screen and will be populated into the RPA
and NPA upon update HR.
CIV_PAR_FURLOUGH_REM_CHK 2 Error Message — If
the user attempts to process the action using both M73 and M75

the following error message will be displayed.

© Error rlv

& I Cannot enter both Remark M73 and Remark M75 for NO
«+ (CIV_PAR_FURLOUGH_REM_CHK_2)

Save information by clicking on the floppy icon on the top of menu.
Automatic Generation of Remarks — The following remarks will be
automatically generated based on the following conditions in the
employee record. For a description of each remark see the GPPA or
Section 1.d.(1)(a)5.
(a) G33 — If the employee’s current work schedule is “F” — Full-time,
“P” — Part-time, “S” — Part-time — Job Share, “B” — Baylor Plan,
“G” — Full-Time Seasonal, “Q” — Part-Time Seasonal, T — Part-
Time Seasonal Job Sharer,.
B72 — If the employee’s current FEGLI Codes does not equal “00”,
“05”, or “B0”.
B41 — If the employee’s current Legal Authority Code equals
“YEA”, “YEF”, “YEG”, and the employee’s current FEHB
Enrollment Code does not equal “X”, “Y™, or “Z”.
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(d) B71 — If the employee’s current FEHB Enrollment Code does not
equal G‘X”’ 66Y77, CCZ77.

Mass Non Pay Duty Status Process Preview Button

Cluiete Prrsws Exwvrutw LAl i Aemaris HE|

Initial Build of the Preview
(a) Upon clicking the Preview Button for the first time, the status will
change from Unprocessed to Submitted

=ik Submitted
€ e

' Cancanent audited fo bule

the prasizs

The Preview will not be available until the Status changes from
Submitted to Preview Ready.
To view the status of the preview, click the F11 Button and reenter
the mass process name in the Name area and click Ctrl F11 to view
the Status. This may need to be done several times until the Status
changes to Preview Ready.

Staus

To view/select/update records, click the Preview Button.

Fraann wideil whidl siSoe wWou il B the eismien b Dk
iy priesies iwiams

o T G

Keep Existing Button — Keep Existing Button will retain
records and data that was extracted from DCPDS at the
time the Preview was executed.
Rebuild Button Rebuild Button — Selecting the Rebuild
Button will re-query DCPDS based on the values input in
the Selection Criteria. Any changes made in DCPDS will
be brought into the Preview. Any record selections/updates
made in the previous Preview will be removed.
Important Note: Any changes made to Mass Non Pay Duty
Status Region and Source Criteria area after the Preview has
been created will not be made to the Preview Screen. A new
preview will be required if any changes need to be made. This
includes NOA, NTE Date, Furlough Start Date, Furlough End
Date, Furlough Hours and any Source Criteria data.
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(2) Preview Screenshots — Note: The data elements available for update will
depend on the NOA selected in the setup page

A A
P A
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3) Select/deselect records
(a) default is set to select all records
(b) to deselect records click the select/deselect button twice, then click

in the selection box to select records you want.
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4) Updateable Data Elements
(a) Furlough Start Date

1. Required input if NOA = 471

2. Documents the start date of a non-continuous furlough
period
Autopopulated from the Main Screen if input, however, can
be changed if necessary
If Remark M75 is selected, the information contained in
this data element will be automatically populated into the
Remark once the action is processed.

Furlough End Date

1. Required input if NOA = 471

2. Documents the end date of a non-continuous furlough
period
Autopopulated from the Main Screen if input, however, can
be changed if necessary
If Remark M75 is selected, the information contained in
this data element will be automatically populated into the
Remark once the action is processed.

Furlough Hours

1. Required input if NOA = 471

2. Documents the number of total furlough hours

3. Autopopulated from the Main Screen if input, however, can
be changed if necessary
If Remark M75 is selected, the information contained in
this data element will be automatically populated into the
Remark once the action is processed.
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(d) Furlough Dates — Insertion 1 — M73 Remark

1. Automatically updated if the user created the Mass Non
Pay Duty Status Process using the Mass Load Non-
Continuous Furlough Dates Process
The values contained in the column will be used to
populate the 1% of 3 insertion values associated with M73
Remark dealing with furlough dates

3. Length is limited to 150 characters

Furlough Dates — Insertion 2 — M73 Remark

1. Automatically updated if the user created the Mass Non
Pay Duty Status Process using the Mass Load Non-
Continuous Furlough Dates Process
The values contained in the column will be used to
populate the 1% of 3 insertion values associated with M73
Remark dealing with furlough dates

3. Length is limited to 150 characters

Furlough Dates — Insertion 3 — M73 Remark

1. Automatically updated if the user created the Mass Non
Pay Duty Status Process using the Mass Load Non-
Continuous Furlough Dates Process
The values contained in the column will be used to
populate the 1% of 3 insertion values associated with M73
Remark dealing with furlough dates

3. Length is limited to 150 characters

Furlough Hours — M73 Remark

1. Automatically updated if the user created the Mass Non
Pay Duty Status Process using the Mass Load Non-
Continuous Furlough Dates Process
The value in this column will be used to populate the total
furlough hours associated with M73 Remark

3. Length is limited to 8 characters

NTE Date

INTE Dste

1. The NTE Date column is only available for NOA 472 —
Furlough NTE.
The data element is auto-populated from the Main Screen,
however, can be updated individually

Employment Type
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Employment Type

1. “Employment Type” — There are three values associated
with Furlough. Users will need to change the Employment
Type to meet the length of furlough.
a. F — Emp on LWOP/Furl/Susp in Non-Pay Stat for
31/More Cons Days
S — Emp on LWOP/Susp/Non Pay/Furl for 1-14
Days
T — Emp on LWOP/Susp/Non Pay/Furl for 15-30
Days

Once all records have been updated/selected/deselected, click the yellow
floppy disk icon and then the gray X in the upper right corner to return to
the Mass Placement in Non-Pay Status/Furlough (Preview) Window.

If changes are made to the employee records within DCPDS after the
preview is built, you will need to delete the preview using the DELETE
PREVEIW Button and re-execute the preview (PREVIEW Button) in
order for records to be updated.

Mass Non Pay Duty Status Process Execute Button

(1) Once you have reviewed all changes, you are now ready to process the
mass furlough. Click on the on gray X in the upper right corner to return
to the Mass Placement in Non-Pay Status/Furlough (Final) window.
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(2) Error Messages
(a) CIV_PAR_FURLOUGH_REM_CHK 1 Error Message — The
following error message will be displayed if either Remark M73 or
Remark M75 are not selected.

CIV_PAR_FURLOUGH_REM_CHK_3 Error Message — The
following error message will be displayed if Remark M75 is
selected and the user used the Mass Load Non-Continuous
Furlough Dates Process to create the Mass Non Pay Duty Status

Process.
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3) Submitted Status

<[ Bubmitted

:
Furlough Start
Furlough End

2323 |Air and Educ Trng Command (2323)

- B

g. Mass Non Pay Duty Status Process Process Log
(1) Once the process has been executed, a process log number is assigned to
the process. The user can query the process log to determine which
records an RPA was created and which records failed to create an RPA (if
any). Note: Once the process has been executed, futures must be run in
order for the RPAs to consummate.
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(2) In the US Federal HR Manager responsibility, select Federal Maintenance
Forms = Process Log(Federal)

3) To query, click F11 and type in a portion of the process name or the
process log number and click Cntrl F11.

To view the entries in the Process Log:
(a) To view the records, click on the Message Name, the records
associated with the message will appear in the Text Log

Mama:|
LE T

(b) To view the individual message, click on the individual record in
the Log Text and then the Edit Field Icon

—
e @ 8splen @ (2P0 5 B 8l °
(c) To export the process log:

1. Click on the first record in the Log Text
2. Click File/Export
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File | Edit Yiews Folclzr Tof

P )

File Download ==

Do you want to open or save this file?

Save and Frocead
[Wext Step

Expaort

Flace an kavigator

Mame: fnd_gfm_s06599.tsv
Type: tsv_auto_file

From: warlock.dcpds.cpms.osd.mil

Log an as a Different User. . Cpen ] [ Save ] | Cancel
awitch Bespansitility...

Print...

harm your computer. f you do not trust the source, do not open or

Close Form J
- gave this file. YWhat s the risk?

Exit Qracle Applications
|

I@' While files from the Intemet can be useful, some files can potentialty
)
k..

3. Click either Open or Save.
4) Following are the different entries that may appear on the process log.
(1) Successful Completion — An entry is created for each RPA that

successfully was created.
b \
[] Successful Completion

(2) RPA Exists Already — An entry is created for each record where an
RPA already exists for the same effective date with the same NOA

Meszage Name
RPA Exists Already <]

!El_.':l._.l

HEmor in cv_mass_nopay_pkpoexe: nopay Line is 80 For Mags Action Mame. AFTESTGfar = =
Hhiama | k71 RPA Erists for the ghven effective DATE

3) Unable to Create RPA — An entry is created for each record where
the following conditions are met:
ge Mame
Unable to Create RPA

Non-continuous Furlough Data Elements are null
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guy_ropay Ling is 200 Fer Mags Ation Mams: AFTESTO®r =
Erfor biforn chaate 8152 Non-condinuois

Wartoisgh Diata EVe mEnts ane i

This employee is currently on LWOP. The furlough action
is only needed if the employee returns from LWOP prior to
the expiration of the furlough.

fi) Lingis 91 Fod Mass Action hmme s ofas 3for =
SMEAIEE 15 Curendy on LWOP. Thi

ACien t5 oty needad I e employes rebens from LWOP prior o S mepiration of
h

Overlapping Actions

11O I EhY_Mass_nopay_ by ere_nopay Ling 81 For Mass Action Mame KAC-NONCON- =
COVERLAP for Mam :[ JProjected Furlough Stan Date is lesz
ar equal to thie Futlough End Dwle - Mor-continuaus Furtough curmently in the empbayee
record

CURRENT RECORD PROJECTED RPA ACTION

Mass Non Pay Duty Status Process Consummation of RPAs

(1) Futures must be executed for the NPAs to be consummated and HR
updated. Futures will normally process overnight. See your system’s
administrative, if the NPAs are needed prior to normal overnight
processing.
Once futures has run, check the process log to those RPAs that were
processed successfully and those that failed to be consummated. RPAs
that failed to processed will be routed to the Group Inbox.
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3) To access the process log, go to US Federal HR Manager = Process Log
(Federal) — Click F11 and type in GHR% in the Program Name the Log
Date and click Cntrl F11.
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12. Mass Return to Duty (NOA 292)

Mass Return to Duty (NOA 292) General Information

(1)  The Mass Return to Duty allows the user to generate mass actions for
NOA 280 AND 292. This user’s guide will deal only with returning an
employee to duty (NOA 292) from a furlough (NOA 472).

(2) Responsibilities — this mass update is available through the following
responsibilities:
(a) US Federal HR Manager
(b) CIVDOD Personnelist
There are two menu items that can be used to begin the Mass Return to
Duty Process — Preview and Final — This guide is written with the user
accessing the process from the Final Mass Return to Duty. To access the
Mass Return to Duty, click on the Final Mass Return to Duty link from the
Navigator screen.

Mass Actions : Mass Return to Duty
[ Preview Mass Return to Duty
[ Final Mass Return to Duty

Mass Return to Duty Process Region
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(1)  Name —required field — input a unique name for the “Preview Mass Non
Pay Status”. Make a note of the name you type in as you will use it later
in the querying the process.

(2) Effective Date — required field - input the effective date of the return to
duty

3) Description — optional

4) NOA Code — select one of the available NOA codes

'f'-l ature of Actions

Find E

RTD {Return To Duty)
]

Mass Return to Duty Process Source Criteria Region

(1) Use any field identified in this area to further define which records will be
used within the organization.

(2) Selecting more than one field serves as an “AND” function.

(3)  Required fields — one of the following fields is required

¥ Litima

Organization — only one organization can be selected at a time
Organization Structure ID

Office Symbol

Personnel Office ID

Agency Code/Subelement

Assignment Status - required
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Firlougn MTE Sespard Az sigrimen Do nof process
LGP Winnmrs' Compensaion Suspamd Asxigremerd Do net process
L attout Sy Wil Suspend Assignmernt Do not proces
Leme Wilboul Pay HTE Suspand hisigriment Do fk proceds
L e vlPoul Pay UGS Su=prrd Aasigrenend Do pol process
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Mon Fay Buspend Aagigrment Da nok proceas
Buzpend Assigniment SuEpemd A5 igrmmesnil Do not pracess
Buspensicn indafinile Swzpard kasiprmen! Do nolt praeess
Bisspansion NTE Sizepeedd Ac5igremed O ol process
il i

If one of the required fields is not selected the following error
message will be displayed:

Optional fields

(a)
(b)
(©
(d)
(©)

Organizational Hierarchy
Work Schedule

PAS Code

UIC

Servicing Region

Mass Return to Duty Process LAC/Remarks

Click the LACs/Remarks button to enter Legal Authority and Remarks.
The Legal Authority Codes and Remarks window is displayed.

Enter any appropriate Remarks.

Save ipkegmation by clicking on the floppy icon on the top of menu.
EeR O leaP 4w LTS B # 7

(1)

2)
)
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Mass Return to Duty Process Preview Button
(1) Click on “Preview” button in the lower right corner of the screen to review
the records to make sure you have the correct data.
(2) Select/deselect records
(a) default is set to select all records
(b) to deselect records click the select/deselect button twice, then click
in the selection box to select records you want.

- I:I‘iIEI Ll I:l

(3)  You can only change 3 columns in preview page
(a) “Position Title” — changing the position title will automatically
change all of the columns attributed to the position
1. To change the Position Title, click in the Position Title
field of the record you wish to change
Key in the position title name and select from the available
positions

Culipping | PawPan 000w Ossde  Oypwiialion b
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3) Step

(4)  Duty Station Code
Once all records have been updated/selected/deselected, click the yellow
floppy disk icon and then the gray X in the upper right corner to return to
the Mass Placement in Non-Pay Status/Furlough (Preview) window.

If changes are made to the employee records within DCPDS after the
preview is built, you will need to delete the preview using the DELETE
PREVEIW Button and re-execute the preview (PREVIEW Button) in
order for records to be updated.

Mass Return to Duty Process Execute Button

(1) Once you have reviewed all changes, you are now ready to process the
mass furlough. Click on the on gray X in the upper right corner to return
to the Mass Placement in Pay Status/Return to Duty (Final) window.

AL MASSRTD - FURLOUGHNTE
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by

il ¥ -.- Vst Infamiry Biv Miech Fi Riley @2278)
e ]
AT Furlough HTE
ol

AL OUGHNTE
Redurn Ta Duty

ESective Date  |Fosition Tile
[15.80V12  |MAINTENANCE WORKER
1580012 IMAINTENANCE WORKER

Mass Return to Duty Process Process Log

Mass Return to Duty Process Consummation of RPAs — Futures must be
executed for the NPAs to be consummated and HR updated. Futures will
normally process overnight. See your system’s administrative, if the NPAs are
needed prior to normal overnight processing.
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Section 13 — CRT/SCR/PR

Type & #
(SCR/CRT/PR)

Component #

Title

Delivery
Date

Remarks

SCR 11-125227-DLA

DLA-11-0075

Mass Furlough Indicator
Code Process

12/4/2011

(1)

(2)
3)
4)
(5)
(6)
(7)

(8)

Remove Pay Cap code from the
Mass Non Pay Duty Status Process
Remove dbug code/main cursor
Process Log changes

Pay Plan requirements

Add new interfaces

Exclude specific records

Add UIC/PAS and Servicing Region
to the selection criteria

Do not create an RPA for employees
in a LWOP Status.

CRT 11-125014-DoD

CPMS-11-0061 —03/08/2011

Mass Non Duty Status
(Furlough) Process Update

3/16/2011

(1)

(2)

Create a new DDF and Data
Elements to identify Furlough
Indicator Codes

Create a mass process called “Mass
Furlough Indicator Process”

CRT 12-126187-DoD

CPMS-12-0006 — 01/05/2012

Mass Furlough Indicator
Code Update

5/13/2012

(1)
(2)

Furlough Indicator Code Value
Change

Mass Furlough Indicator Process
Change
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Type & #
(SCR/CRT/PR)

Component #

Title

Delivery
Date

Remarks

CRT 12-127082-DoD

CPMS-12-0218 — 09/10/2012

New Furlough Indicator
Functionality

11/11/2012

(1)
(2)

3)
(4)

(5)
(6)

Hide the Oracle Furlough Indicator
Changes to the Furlough Indicator
EIT

Change the Mass Furlough Indicator
Process

Create a mass process called “Mass
Furlough Indicator Update Process”
Self Service Updates

Change the Mass Non Pay Duty
Status Process

CRT 13-127268-DoD

CPMS-12-0257-10/23/2012

CSU - Furlough Indicator

12/30/2012

Modified CSU as aresult of 11-125227-
DLA, 12-126187-DoD and 12-127082-
DoD

CRT 13-127296-DoD

CPMS-12-0262 — 11/1/2012

Furlough Indicator
Modifications

12/2/2012

(1)

(2)

€)

(4)
()

Add the ability to process a
correction to the 472 through the
Mass Furlough Indicator — Pay500
Process

Modify the Mass Furlough Indicator
— Pay500 to exclude non-pay status
records

Remove the Furlough Action
Effective Date from the employee
record when processing a Mass
Furlough Indicator — Pay500
Cancellation or Return to Duty
Action

Change the location of the Preview
and Execute Buttons

Change the order of appears in the
Navigation Screen
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Type & #
(SCR/CRT/PR)

Component #

Title

Delivery
Date

Remarks

CRT 13-127432-DoD

CPMS-12-0298 — 12/10/2012

Modify the Pay500 to
Exclude NOA 471

2/11/2013

(1) Modify DCPDS to not create the

Pay500 when processing a NOA
471, correction to a NOA 471 or
cancellation NOA 471

CRT 13-127555-DoD

CPMS-13-0015 -01/18/2013

Furlough Indicator — New
Lookup Value

2/1/2013

(1)

Add a new value to the
GHR US FURLOUGH_IND
Lookup Table

CRT 13-127570-DoD

CPMS-13-0017 - 01/25/2013

Non-continuous Furlough
Modifications

4/7/2013

(1)
(2)
3)

(4)
()

Add three data elements used to
track a non-continuous furlough
Add the data elements to the manual
NOA 471

Modify Remark M73 from a date to
a three insertion fields — 150
characters each

Change the Mass Non Pay Duty
Status Process

Create a new mass process called
“Mass Load Non-Continuous
Furlough Dates”

CRT 13-127682-DoD

CPMS-13-0039 — 02/26/2013

Modify PAD Interface and
Additional Leave Info DDF

4/7/2013

(1)
(2)
3)

Modify the PAD Interface to add
Furlough Used PP

Add Furlough Used PP to the
Additional Leave Info DDF
Create new data element called

Furlough Accumulated Hours to the
Additional Leave Info DDF
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Type & # Delivery
(SCR/CRT/PR) Component # Title Date Remarks
CRT 13-127711-DoD CPMS-13-0046 — 3/5/2013 Non-continuous Furlough 4/7/2013| (1) Create a new remark in the Remarks
New Remark Table (FR1)
(2) Associate the new remark with NOA
471
(3) Apply business rules in the Mass
Non Pay Duty Status Process
CRT 13-127712-DoD CPMS-13-0047 — 3/5/2013 Modify Self-Service — 4/7/2013| (1) Add Furlough Hours & Furlough
Furlough Accumulated Hours
(2) Add Furlough Start Date, Furlough
End Date and Furlough Hours
CRT 13-127816-DoD CPMS-13-0068 — 3/29/2013 Non-Pay/Non Duty Status 4/7/2013| (1) GPPA Update 62 — Modifies
Remark Modifications Remarks B71 and B72
(2) GPPA Update 62 — Adds reference
to Remark M75
TD 18129 Hide Furlough Indicator 6/28/2013 | Hid the Furlough Indicator Region from
Region from My Workplace My Workplace
CRT 13-128192-DoD CPMS-13-0165-7/1/2013 Mass Non-Pay Non Duty 7/3/2013 | Regardless of the LAC that is input in the
Status — Furlough DCIPS Mass Non Pay Duty Status process, if the
LAC Intel Position Ind = “2”, when the RPA is
created and the NPA processed, update
the LAC to “USM” and the LAC
description to “10 U.S.C. 1601”.
CRT 13-127920-DoD Upload DCPDS Furlough
Users Guide into Tnkerbell
CRT 13-127291-DoD CPMS-13-0167-7/2/2013 Replace the DCPDS Furlough 7/19/2013 | Replaced the DCPDS Furlough Users
Users Guide on Tnkrbell Guide on Tnkrbell with current version
dated 7/7/2013
CRT 13-128275-DoD Hide Oracle Non-Continuous 9/29/2013 | This CRT hides the Non-Continuous

Furlough Data Elements

Furlough data elements added by Oracle.
DoD has created a special DDF to store
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Type & # Delivery
(SCR/CRT/PR) Component # Title Date Remarks
the furlough data elements. Please
forward to Lockheed
CRT 13-128469-DoD Modify the Pay500 to
Exclude NOA 472 and NOA
292 following a NOA 472
CRT 14-128489-DoD CPMS-13-0269-10/28/2013 Modify the 10/11/2013| Modify the
CIVDOD FURLOUGH_EX CIVDOD FURLOUGH_EXCEPTED I
CEPTED _IND Lookup Table ND Lookup Table to add the following
to include POMA 2014 lookup code: 3 — Pay our Military Act
(POMA) - 2014
CRT 14-128513-DoD CPMS-13-0280-10/16/2013 Update Furlough Processing 10/17/2013 | Posted the following documents on the
Documentation on Tnkrbell Tnkrbell Website
(1) DCPDS Actions Related to Current
Furlough — 20131016
(2) DCPDS Furlough Decision Logic
Tree — 20131016
(3) Steps to Processing a Lapse of
Appropriation Furlough Within
DCPDS (Updated for POMA) -
20131016
CRT 13-128477-LM Patch 17467702 Oracle September 2013 12/1/2013| DCPDS modified to no longer change the
Legislative Patch 17467702 Assignment Effective Start Date when
NOA 471 is processed.
CRT 13-128201-DoD Replace the DCPDS Furlough
Users Guide in Tinkerbell
CRT 13-128469-DoD Modify the Pay500 to
Exclude NOA 472 and NOA
292 following a NOA 472
CRT 15-129929-DoD DCPAS-14-0295-12/5/2014 Furlough Remarks — FR1 and 3/29/2015| (1) End-Date Remark FR1 effective

M75 Changes

9/30/2013
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Type & # Delivery
(SCR/CRT/PR) Component # Title Date Remarks
(2) Moditfy the manual Non-Pay Duty
Status RPA Process to use Remark
M?75 instead of FR1
(3) Modify the Mass Non-Pay Duty
Status RPA Process to use Remark
M?75 instead of Remark FR1
CRT 15-131613-DoD DCPAS-15-0313-9/25/2015 Furlough - Change Furlough Change the Furlough Accumulated Hours
Accumulated Hours to Zero to Zero for PP Ending 22Mar2014 and all
for PP Ending 190ct2013 pay periods forward to current pay period
CRT 15-131614-DoD DCPAS-15-0314-9/25/2015 Furlough - End Date Furlough End-date the Furlough Excepted
Exception Code for POMA Indicator Code for Furlough on the
2014 CIVDOD FURLOUGH_EXCEPTED I
ND Lookup Table
CRT 15-129833-DoD SSN Reduction in DCPDS
Mass Processes — Task #2 —
Update 10 Mass Processes
SCR 15-131258-DoD DCPAS-15-0193-6/25/2015 Furlough Indicator — 8/21/2016

Shutdown vs Administrative
Furlough

SCR 16-131785-ARM

ARM-Add Furlough Indicator
DDF to CIVDOD Reconstruct
History

Page 109
As of November 9, 2023




DCPDS FURLOUGH USERS GUIDE Section 14 — Glossary of Changes

14. Glossary of Changes

Page 110
As of November 9, 2023




DCPDS FURLOUGH USERS GUIDE Section 14 — Glossary of Changes

Page 111
As of November 9, 2023




DCPDS FURLOUGH USERS GUIDE

DCPDS FURLOUGH
USERS GUIDE INDEX

Title Section #
DCPDS Furlough General Information 1
Purpose l.a.
Furlough Resources 1.b.
Reasons for Furlough l.c.
Guide to Processing Personnel Actions (GPPA) Instructions 1.d.
DCPDS Functionality le.
Steps to Processing a Furlough 1.f.
DCPDS Employee Statuses

Furlough Indicator EIT

Furlough Indicator EIT General Information

Furlough Indicator Data Element

Furlough Excepted Indicator Data Element

Furlough Indicator — Pay500 Data Element

Furlough Action Effective Date Data Element

Furlough NTE Date Data Element

Furlough Start Date — Non-continuous Furlough Data Element
Furlough End Date — Non-continuous Furlough Data Element
Additional Leave Info EIT

Additional Leave Info EIT General Information

Furlough Used PP

Furlough Accumulated Hours

Furlough Indicator Mass Update Process

Furlough Indicator Mass Update Process General Information
Furlough Indicator Mass Update Region

Selection Criteria Region - Furlough Indicator Mass Update
Region

Preview - Furlough Indicator Mass Update Process

Execute - Furlough Indicator Mass Update Process

Process Log - Furlough Indicator Mass Update Process
Furlough Hours — Non-continuous Furlough Data Element
Non Pay/Duty RPA (Manual RPA Process)

NOA 471 — Furlough (Non-continuous Furlough)

NOA 472 — Furlough (Continuous Furlough)

Remarks for NOA 471 and NOA 472

Mass Furlough Process — Pay500 Only

Mass Furlough Process — Pay500 Only General Information
Mass Furlough Process — Pay 500 Region
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Title Section #
Selection Criteria Region - Mass Furlough Process - Pay500 Only | 7.c.
Preview - Mass Furlough Process - Pay500 Only 7.d.
Execute - Mass Furlough Process - Pay500 Only 7.€.
Process Log - Mass Furlough Process - Pay500 Only 7.1.
Pay500 Screenshots 7.8

Mass Load Non-Continuous Furlough Dates Process 8

Mass Load Non-Continuous Furlough Dates Process General 8.a.
Information
Mass Load Non-Continuous Furlough Dates File 8.b.
Mass Load Non-Continuous Furlough Dates Page 8.c.
Mass Non Pay Duty Status Process (NOA 471 and 472) 9
Mass Non Pay Duty Status Process General Information 9.a
Mass Non Pay Duty Status Process Region 9.b.
Source Criteria Region - Mass Non Pay Duty Status Process 9.c.
LACs/Remarks - Mass Non Pay Duty Status Process 9.d.
Preview - Mass Non Pay Duty Status Process 9.e.
Execute - Mass Non Pay Duty Status Process 9.f.
Process Log - Mass Non Pay Duty Status Process 9.g.
Consummation of RPAs - Mass Non Pay Duty Status Process 9.h.
Mass Return to Duty (NOA 292) 10
Mass Return to Duty (NOA 292) General Information 10.a.
Mass Return to Duty Region 10.b.
Source Criteria Region - Mass Return to Duty 10.c.
LACs/Remarks - Mass Return to Duty 10.d.
Preview - Mass Return to Duty 10.e.
Execute - Mass Return to Duty 10.f.
Process Log - Mass Return to Duty 10.g.
Consummation of RPAs - Mass Return to Duty 10.h.
CRT/SCR/PR 11
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