
Processing Premium Pay

Created on April 4, 2005
Copyright & Trademarks

Copyright ( 2003 by Global Knowledge. All rights reserved. Information in this document is subject to change without notice and does not represent a commitment on the part of Global Knowledge.

Global Knowledge

Knowledge Products Division

http://globalknowledge.com

475 Allendale Road, Suite 102

King of Prussia, PA  19406

+1 (610) 337-8878

Table of Contents

ivIntroduction


1Imminent Danger Pay


1Imminent Danger Pay Start/Change


11Imminent Danger Pay Stop


26Danger Pay


26Danger Pay Start


37Danger Pay Change


46Danger Pay Stop


61Home Leave


61Starting Home Leave


88Home Leave Stop


108Premium Pay


108Processing Premium Pay


119Physician Special Pay (PSP) Processing


133Manual Procedure for Stopping PSP


142Physician's Comparability Allowance (PCA) Processing


142PCA Processing


152Manual Procedure for Stopping PCA


159Commissioned Corps


159Allowing a Comm Corps Officer to Participate in Workflow




Introduction

In EHRP, an employee's premium pay must be entered in the HR Processing page group. Premium pay includes retention allowances, COLAs, physician special pay (PSP), physician comparability allowances (PCA) and post differentials.

Special pay will be entered on the Other Pay Information sub-page, accessed from the hyperlink on the Compensation page of the HR Processing page group. 

Imminent Danger Pay

Imminent Danger Pay Start/Change

Procedure
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use link.
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	4.  
	Click the HR Processing link.
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	Step
	Action

	5.  
	Enter the desired information into the EmplID field. Enter "00008575".

	6.  
	Click the Search button.
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	Step
	Action

	7.  
	Click the Add a new row at row 1 button.
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	8.  
	Click the Calendar icon button.
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	Step
	Action

	9.  
	Click the desired date.
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	Step
	Action

	10.  
	Press [Tab].

	11.  
	Enter the desired information into the *Reason Code field. Enter "DTA".

	12.  
	Press [Tab].

	13.  
	Enter the desired information into the NOA Code field. Enter "997".

	14.  
	Press [Tab].

	15.  
	Enter the desired information into the NOA Ext field. Enter "A".
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	Step
	Action

	16.  
	Click the Compensation tab.
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	Step
	Action

	17.  
	Click the Other Pay Information link.
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	Step
	Action

	18.  
	Click the Lookup Earnings Code button.
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	Step
	Action

	19.  
	Click the Lookup button.
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	20.  
	Click the Search Results table.
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	Step
	Action

	21.  
	Press [Tab].

	22.  
	Enter the desired information into the Pay Period Amount field. Enter "50.00".

	23.  
	Press [Tab].

	24.  
	Click the OK button.
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	Step
	Action

	25.  
	Click the Save button.
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	26.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use link.
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	4.  
	Click the HR Processing link.
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	Step
	Action

	5.  
	Enter the desired information into the EmplID field. Enter "00008575".

	6.  
	Click the Search button.
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	Step
	Action

	7.  
	Point to the object.
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	Step
	Action

	8.  
	Click the Add a new row at row 1 button.
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	9.  
	Click the Calendar icon button.
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	Step
	Action

	10.  
	Click the desired date.
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	Step
	Action

	11.  
	Enter the desired information into the *Action field. Enter "DTA".

	12.  
	Enter the desired information into the *Reason Code field. Enter "PRA".

	13.  
	Press [Tab].

	14.  
	Enter the desired information into the NOA Code field. Enter "997".

	15.  
	Press [Tab].

	16.  
	Enter the desired information into the NOA Ext field. Enter "B".

	17.  
	Press [Tab].
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	Step
	Action

	18.  
	Click the Compensation tab.
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	Step
	Action

	19.  
	Click the Other Pay Information link.
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	Step
	Action

	20.  
	Click the Delete row 1 button.
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	Step
	Action

	21.  
	Click the OK button.
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	Step
	Action

	22.  
	Release the mouse button.
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	Step
	Action

	23.  
	Click the OK button.
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	Step
	Action

	24.  
	Click the Save button.
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	Step
	Action

	25.  
	Click the Ok button.
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	26.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use link.
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	4.  
	Click the HR Processing link.
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	Step
	Action

	5.  
	Enter the desired information into the EmplID field. Enter "00008969".

	6.  
	Click the Search button.
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	Step
	Action

	7.  
	Click the Add a new row at row 1 button.
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	8.  
	Click the Calendar icon button.
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	9.  
	Click the desired date.
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	Step
	Action

	10.  
	Press [Tab].

	11.  
	Click in the *Reason Code field.
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	12.  
	Press [Tab].

	13.  
	Press [Tab].

	14.  
	Press [Tab].
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	Step
	Action

	15.  
	Click the Compensation tab.
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	16.  
	Click the Other Pay Information link.
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	17.  
	Click the Add a new row at row 1 button.
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	Click the Lookup Earnings Code button.
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	Click the Lookup button.
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	20.  
	Click the Search Results table.

	21.  
	Click the Search Results table.
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	Click the OK button.
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	23.  
	Point to the object.
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	24.  
	Click the Save button.
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	End of Procedure.
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	Click the Administer Workforce link.
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	Click the Administer Workforce (USF) link.
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	5.  
	Enter the desired information into the EmplID field. Enter "00008969".
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	Click the Search button.
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	7.  
	Click the Add a new row at row 1 button.
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	8.  
	Click the Calendar icon button.
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	10.  
	Enter the desired information into the *Action field. Enter "DTA".

	11.  
	Click in the *Reason Code field.
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	17.  
	Click the Compensation tab.
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	Click the Other Pay Information link.
[image: image98.png]SO e







 

[image: image99.png]2 HR Processing - Microsoft Internet Explorer
Edt

Fie

o

Home > Administer Workiorce » Administer Workioree (USF) » Use = HR Processing New Window

View Favories Tooks Help

@ Home

Other Pay Information

“Earnings Description Pay Period Amount Quoted Expected Amount
Code Annualized
Amount
PD4[Q)  postoifierential 25% 21588.00 2151760

R Q]  DangerPay

< )

&) Done. S @ ntemet




 

	Step
	Action
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	Click the OK button.
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	20.  
	Click the Save button.
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	21.  
	End of Procedure.
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	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	Click the Use link.
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	Click the Search button.
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	7.  
	Click the Add a new row at row 1 button.
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	Click the Calendar icon button.
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	10.  
	Press [Tab].
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	Point to the object.
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	Step
	Action

	12.  
	Enter the desired information into the *Reason Code field. Enter "PRA".

	13.  
	Press [Tab].

	14.  
	Enter the desired information into the NOA Code field. Enter "997".

	15.  
	Press [Tab].

	16.  
	Enter the desired information into the NOA Ext field. Enter "9".

	17.  
	Press [Tab].
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	18.  
	Release the mouse button.
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	19.  
	Click the Compensation tab.
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	20.  
	Click the Other Pay Information link.
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	Click the Delete row 1 button.
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	22.  
	Release the mouse button.
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	23.  
	Click the OK button.
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	24.  
	Click the Ok button.
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	End of Procedure.
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	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	Click the Use2 link.
[image: image132.png]O Use?





	4.  
	Click the Service Agreements link.
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[image: image136.png]






 

[image: image137.png]2 Service Agreements - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Horne > Administer Workdorce > Administer Workdorce (USF) > Use2 > Service Agreements. New Window

Service Agreements

Search By:[Name v

Name: ||

[Search ] agvansed searcn

&) Done. 8 @ mnternet



 

	Step
	Action

	7.  
	Enter the desired information into the Name field. Enter "TEST".

	8.  
	Click the Search button.
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	9.  
	Click the Search Results table.
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	Step
	Action

	10.  
	Click an entry in the list.

	11.  
	Click an entry in the list.

	12.  
	Click the Choose a date button.
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	Step
	Action

	13.  
	Click the desired date.

	14.  
	Click the desired date.

	15.  
	Click the desired date.
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	Step
	Action

	16.  
	Click the Save button.
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	Step
	Action

	17.  
	Click the Administer Workforce (USF) link.
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	Action

	18.  
	Click the Use link.
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	19.  
	Click the HR Processing link.
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	Step
	Action

	20.  
	Release the mouse button.
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	Step
	Action

	21.  
	Click the Add a new row at row 1 button.
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	Step
	Action

	22.  
	Click the desired date.
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	Step
	Action

	23.  
	Press [Tab].

	24.  
	Press [Tab].

	25.  
	Enter the desired information into the NOA Code field. Enter "910".

	26.  
	Press [Tab].

	27.  
	Press [Tab].

	28.  
	Press [Tab].
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	Step
	Action

	29.  
	Click the Compensation tab.
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	Step
	Action

	30.  
	Click the Other Pay Information link.
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	Step
	Action

	31.  
	Click the Lookup Earnings Code button.
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	Step
	Action

	32.  
	Click the Lookup button.
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	Step
	Action

	33.  
	Release the mouse button.
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	Step
	Action

	34.  
	Click the Search Results table.
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	Step
	Action

	35.  
	Click the OK button.
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	Step
	Action

	36.  
	Click the Ok button.
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	37.  
	Release the mouse button.



 

[image: image170.png]A HR Processing - Microsoft Internet Explorer
Fie Edt

View Favories Tooks Help

Effective Date: 032012005 Transaction# / Seq: 1 parstatus:  FRocessepey  LEI=]
HUMAN RESOURCES

Actype:  Datachange NOA Cotle: 910 EmplStatus:  Actve

Pay Rate Determinant; | Regular Rale v PayBasis: Per Annum v

PayPlan Tablesrade: [3]  [1900]  [13]  step: [5_|Q step Enuyate: [130672005

Rind PPTable/Grade: Step: [2]  Grade Entry Date: [23101200%

Base Pay: 73074000000 Compensation Frequency: Annual

Loc/LEO Adjust: 11,677.00 Annuity Offset Amount:

Adusted Base Pay:  [2475100 leneft Base override FEGLIBas: |21,/ (10

TotalPay: par5100

e P et Exesteu pay Accounting o

(Bsave) (Qurctunto search) (@ previus at ) (B vt 1] (B ncude History) (B concet istory)
ClExpert Entry

O @ mntemet




 

	Step
	Action

	38.  
	Click the Save button.
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	Step
	Action

	39.  
	Click the Ok button.
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	Step
	Action

	40.  
	Click the Choose a date button.
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	Step
	Action

	41.  
	Click the desired date.
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	Step
	Action

	42.  
	Click the Choose a date button.
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	Step
	Action

	43.  
	Click the desired date.



 

[image: image180.png]2 Service Agreements - Microsoft Internet Explorer

Fie

o

TESTJANET JACKSON Employes. 1D 00100504

Edt Vew Favortes Tools Help

@ Home

EmpiReds: 0

Service Agreements

“Senvice Agreement |Home Leave v Sorvice Date: 91872006 | ==
Tyve:
Efectie Date: (092072005 | Exec PSP Percentage:

Scarcty Code:

End Date: &l

[Gervice Agreements]

&) Done. S @ ntemet



 

	Step
	Action

	44.  
	Click the Save button.
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	45.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use link.
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	4.  
	Click the HR Processing link.
[image: image186.png]HR Processing







 

[image: image187.png]2 HR Processing - Microsoft Internet Explorer

Edt Tools

Help

View

Favortes

Fie

o

Horme > Administer Workiorce » Administer Workiorce (USF) » Use = HR Processing

@ Home

New Window

HR Processing

EmpliD.

Empl Red Nbr:

Narme:

LastName:
DOneluge History [ Correct History

[Search ] [Clsar | Basic seacn

&) Done. S @ ntemet



 

	Step
	Action

	5.  
	Enter the desired information into the EmplID field. Enter "00100504".

	6.  
	Click the Search button.
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	Step
	Action

	7.  
	Click the Add a new row at row 1 button.
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	8.  
	Click the Calendar icon button.
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	Step
	Action

	9.  
	Click the desired date.



 

[image: image193.png]A HR Processing - Microsoft Internet Explorer

Fle Edt View Favortes Took

Help

o

Home > Administer Workiorce » Administer Workioree (USF) » Use = HR Processing

Data Cantral

New Window

TESTLJANET JACKSON EmpliD; 00100504 EmpiRcds: 0

Data Control

Actual Efective Date: [04/01/2005 |62 Proposed Effective Date: 0410112005 ==

Transaction #/ Sequence: |1 u Not To Exceed Date:

“Action: Q PAR Status: PROJQ) PROCESSED BY HUMAN
RESOURCES

‘Reason Code: || Contact Emp q

NOA Code: Q oAl 9l

Authority (1): Q

Authority (2): Q

PARRequestts  PNSF52 | oo oo st ot onctine e _ocummance e

& |

B @ et




 

	Step
	Action

	10.  
	Enter the desired information into the *Action field. Enter "DTA".

	11.  
	Click in the *Reason Code field.
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	12.  
	Press [Tab].

	13.  
	Enter the desired information into the NOA Code field. Enter "910".

	14.  
	Press [Tab].

	15.  
	Press [Tab].
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	Action

	16.  
	Click the Compensation tab.
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	Step
	Action

	17.  
	Click the Other Pay Information link.
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	18.  
	Release the mouse button.
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	Step
	Action

	19.  
	Click the Delete row 1 button.
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	Step
	Action

	20.  
	Click the OK button.
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	Step
	Action

	21.  
	Click the OK button.
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	Step
	Action

	22.  
	Click the Ok button.
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	Action

	23.  
	Point to the statusbar.
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	Step
	Action

	24.  
	Click the Save button.
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	Step
	Action

	25.  
	Click the Administer Workforce (USF) link.
[image: image212.png]






 

[image: image213.png]2 https://pollux.

Fle Edt View Favortes Took

Help

o

Horne > Adrminister Workorce > Administer Workforce (USF)

© Develop Warkioree
© administer Workiorce

|

© Compensate Employees
O Manitor Workplace.

© Define Business Rules
O He Process Menu

© Help PoC Online

©FeopleTools

[ aamimster woridoree UsP)
© utomatic Actons (USF)
© Manage Performance (USF)

Quse
Quse2

O setup
OPrcess

O inquire
©Report
OHHS
©HHE Report

S @ ntemet




 

	Step
	Action

	26.  
	Click the Use2 link.
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	27.  
	Click the Service Agreements link.
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	Step
	Action

	28.  
	Click the Choose a date button.
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	Action

	29.  
	Click the desired date.
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	Step
	Action

	30.  
	Click the Save button.
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	31.  
	End of Procedure.


Premium Pay

In EHRP, an employee's premium pay must be entered in the HR Processing page group. Premium pay includes retention allowances, COLAs, physician special pay (PSP), physician comparability allowances (PCA) and post differentials.

Special pay will be entered on the Other Pay Information sub-page, accessed from the hyperlink on the Compensation page of the HR Processing page group. 

Processing Premium Pay

Introduction
In EHRP, an employee's premium pay must be entered in the HR Processing page group. The special pays that this procedure references are ongoing special pays, rather than one-time payments, such as awards.Special pay will be entered on the Other Pay Information sub-page, accessed from the hyperlink on the Compensation page of the HR Processing page group. The user will need to know the appropriate NOAC and extension to use for the premium pay personnel action.

NOTE: Fields that are not required are not listed within the procedure. Optional fields that an end-user may choose to complete are not detailed.

NOTE: This procedure provides guidance on processing ongoing special pay for employees.

Procedure

Premium pay are special ongoing entitlements that an employee may receive, such as Retention Allowance, Post Differentials, COLA's. For the purpose of this exercise we will process a Retention Allowance.
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use link.
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	4.  
	Click the HR Processing link.
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	Step
	Action

	5.  
	Enter the desired information into the Name field. Enter "test".

	6.  
	Click the Include History option.
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	7.  
	Click the Search button.
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	8.  
	Click the Search Results table.
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	Step
	Action

	9.  
	Click the Add a new row at row 1 button.
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	10.  
	Enter the desired information into the Actual Effective Date field. Enter "03/20/2005".

	11.  
	Press [Tab].

	12.  
	Enter the desired information into the *Action field. Enter "pay".

	13.  
	Enter the desired information into the *Reason Code field. Enter "pay".

	14.  
	Press [Tab].

	15.  
	Enter the desired information into the NOA Code field. Enter "810".

	16.  
	Press [Tab].

	17.  
	Enter the desired information into the NOA Ext field. Enter "0".

	18.  
	Press [Tab].

	19.  
	Enter the desired information into the Authority (1) field. Enter "vpg".

	20.  
	Press [Tab].
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	Step
	Action

	21.  
	Click the Compensation tab.
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	Step
	Action

	22.  
	Click the Other Pay Information link.
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	Step
	Action

	23.  
	Point to the Add a new row at row 1 object.
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	Step
	Action

	24.  
	Click the Lookup button.
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	25.  
	Click the Search Results table.
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	Step
	Action

	26.  
	Point to the object.

Use the scroll bar to scroll down the search results to select the appropriate earnings code.
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	Step
	Action

	27.  
	Click the Search Results table.

For this exercise, we will use R25.
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	Step
	Action

	28.  
	Click the OK button.
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	Step
	Action

	29.  
	Click the Save button.
[image: image246.png]& save)





	30.  
	End of Procedure.


Physician Special Pay (PSP) Processing

Introduction
This topic outlines the procedure that needs to be followed when processing the Physician Special Pay (PSP) for eligible employees. Once the service agreement has been received, the data entry into EHRP can be completed.

Processing a PSP in EHRP is a 2-step process. The user must first go to the Service Agreements page to enter the type of agreement and effective dates of the agreement. Then, the PAR action will be completed, along with the entry of the specific pay items. Use the Data Control page to add a row for the action, and the Other Pay Information hyperlink on the Compensation page to enter the PSP codes that apply.

Procedure

The following procedures must be completed when processing a PSP.
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use2 link.
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	4.  
	Click the Service Agreements link.
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	Step
	Action

	5.  
	Click the Search By list.
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	6.  
	Select the desired entry.

Click Last Name.
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	Step
	Action

	7.  
	Enter the desired information into the Last Name field. Enter "Winter".

	8.  
	Click the Search button.
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	9.  
	Scroll as necessary and click the desired entry in the Search Results table.

Click the link for Winter, Fred.
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	Step
	Action

	10.  
	Click the *Service Agreement Type list.
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	11.  
	Select the desired entry in the list.

Click Physician's Special Pay.

[image: image260.png]Physician's Special Pay





	12.  
	Enter the desired information into the Effective Date field. Enter "12/01/2003".

	13.  
	Press [Tab].

	14.  
	Click in the End Date field.
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	15.  
	Enter the desired information into the End Date field. Enter "12/31/2005".

	16.  
	Enter the Executive Pay percentage amount in the Exec PSP Percentage field and the appropriate code into the Scarcity Code field, if applicable.
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	The Exec PSP Percentage field relates to the percentage of time a Chief of Staff or a Service Chief is contracted to spend in that role.  The system will derive the scarcity percentage by subtracting the Executive percentage from 100.

When an employee eligible for PSP is part time, their PSP is prorated based on the number of hours they work.  When an employee eligible for PSP has dual roles in scarcity and executive pay, their PSP is prorated based on the percent of time they work in each category.  The prorating calculation occurs when the user enters the PSP amounts. 
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	Step
	Action

	17.  
	Once the data associated with the service agreements has been captured, the PSP personnel action must be completed and the pay specifics must be entered.

Click the Administer Workforce (USF) link.
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	18.  
	Click the Use link.
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	19.  
	Click the HR Processing link.
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	Step
	Action

	20.  
	NOTE: The Data Control page will be populated with the most recent personnel action performed for the selected employee. You can use the Search feature to enter search criteria to locate another employee, if desired.

Click the Add a new row at row 1 button.
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	The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to look up all possible entry options for this field.


	Step
	Action

	21.  
	Click the Calendar icon button.
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	Action

	22.  
	Select the desired date.

Click 8.
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	Action

	23.  
	Click in the *Action field.
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	24.  
	Enter the desired information into the *Action field. Enter "PAY".

	25.  
	Click in the *Reason Code field.
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	26.  
	Enter the desired information into the *Reason Code field. Enter "MER".

	27.  
	Click in the NOA Code field.
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	28.  
	Enter the desired information into the NOA Code field. Enter "850".

	29.  
	Press [Tab].

	30.  
	Enter the desired information into the NOA Ext field. Enter "B".
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	NOA Extension Description

     A = PSP Start

     B = Length of Service Increase

     C = PSP Stop (Cancel) *

     D = PSP Correction Amount

     E = PSP Contract Amendment

     F = Terminate PSP **

* NOA 850C is used to cancel all PSP as of the effective date of the PSP.

** NOA 850F is used to terminate or stop all pay factors associated with PSP as of the effective date of the termination action.




	Step
	Action

	31.  
	Press [Tab].

	32.  
	Enter the desired information into the Authority (1) field. Enter "V1P".
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	33.  
	Click the Compensation tab.
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	34.  
	Click the Other Pay Information link.
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	Step
	Action

	35.  
	Enter the desired information into the Earnings Code field. Enter "Y04".

	36.  
	Press [Tab].

	37.  
	NOTE: When processing a PSP, users must only select one PSP category (PSP earnings code) and enter the PA amount on that one earnings code.

Enter the desired information into the Pay Period Amount field. Enter "100".

	38.  
	Press [Tab] to automatically populate the fields.

	39.  
	Click the OK button.
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	40.  
	Change the PAR Status according to your role, if necessary.

Click the Save button.
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	41.  
	The Physician Special Pay processing is completed.

End of Procedure.
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	Length of Service increases are part of an automatic process.  The user will not have to check for anniversary dates. 

The PSP NOA's cannot be corrected or cancelled using NOA 0010 or 0020.  In order to correct or cancel the PSP, the applicable PSP NOA must be processed.  See the NOA table on page 12-14 of this procedure for applicable NOA codes.

The following edits have been built into the processing of PSP in EHRP:

1. The employee's receiving PSP must be in a PSP eligible Occupational Series.  Doctors must have the 602 Occ. Series.  Dentists must have 680.  

2. The physicians must be in PSP eligible pay plans.  They must NOT belong to the following Pay Plans: ES, SL, ST, EL, EX, or AD.

3. If the employee has PSP they are not eligible for PSP.

4. The employee must be within Grades 13 and 15 including those grades.

5. If the employee's scarcity dollars have reached the maximum, they cannot receive Post Grad PSP dollars. (Only applies to Dentist 2)

6. The employee cannot be a reemployed annuitant under FERS or CSRS.

7. The Doctors pay rate determinant must be one of the following:  Special & Superior Qualifications, Special Rate or Retained Pay - SES Removal.

8. Dentists must either be in the Regular Rate or Superior Qualifications Rate pay rate determinant.


Manual Procedure for Stopping PSP

Introduction
PSP is generally terminated through an automated process based on the Service Agreement end date. However, in the event that the PSP needs to be terminated prior to that date, the following process must be completed.

You must process a PAR using NOA code " 850 ", NOA ext " C". 

Procedure

The following procedures must be completed when manually stopping PSP.
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use link.
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	4.  
	Click the HR Processing link.
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	Step
	Action

	5.  
	NOTE: The Data Control page will be populated with the most recent personnel action performed for the selected employee.

You can use the Search feature to enter search criteria to locate another employee, if desired.

Click the Add a new row at row 1 button.
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	6.  
	Click the Calendar icon button.
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	7.  
	Enter the effective date of the PSP action in the Actual Effective Date field.

Select the desired date

Click 4.

[image: image297.png]






 

[image: image298.png]@ Home.

Data Cantral

WINTERFRED

Data Control

Actual Effective Date:

Transaction #/ Sequenct

“Action:

*Reason Code:

NOA Code:

Authority (1):
Authority (2):

PARRequests:

[

EmpiD: 0018

Home > Administer Workfarce > Administer Workforce (USF) > Use > HR Processing New Window

EmplRed#: 0

Proposed Effective Date; 1 2/04/2003 =
Not To Exceed Date:
PAR Status; [FRO/Q PROCESSED BY HUMAN
RESOURCES
Contact Emplid:

NoA
Ext:

=

[_PAMSES2 | by oo award sta Trsking Dita Rtoache TSP Transterin Data?

_prmse:s0_|

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2




 

	Step
	Action

	8.  
	Click in the *Action field.
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	The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to look up all possible entry options for this field.


	Step
	Action

	9.  
	Enter the desired information into the *Action field. Enter "PAY".

	10.  
	Click in the *Reason Code field.
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	11.  
	Enter the desired information into the *Reason Code field. Enter "MER".

	12.  
	Click in the NOA Code field.
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	13.  
	Enter the desired information into the NOA Code field. Enter "850".

	14.  
	Press [Tab].

	15.  
	Enter the desired information into the NOA Ext field. Enter "C".
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	16.  
	Click the Compensation tab.
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	17.  
	Click the Other Pay Information link.
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	18.  
	Double-click in the Earnings Code field.
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	19.  
	Press [Delete].

	20.  
	Click the OK button.
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	21.  
	Change the PAR Status according to your role, if necessary.

Click the Save button.
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	22.  
	The PSP procedure is stopped manually in EHRP.

End of Procedure.


Physician's Comparability Allowance (PCA) Processing

The following topics explain the procedures for processing the Physician's Comparability Allowance (PCA) for eligible employees. Once the service agreement has been received, the data entry into EHRP can be completed.

PCA Processing

Introduction
Processing a PCA in EHRP is a 2-step process. The user must first go to the Service Agreements page to enter the type of agreement and effective dates of the agreement. Then, the PAR action will be completed along with the entry of the specific pay items. Use the Data Control page to add a row for the action, and use the Other Pay Information hyperlink on the Compensation page to enter the PCA code that applies.

Procedure

The following procedures must be completed when processing a Physician's Comparability Allowance (PCA) for eligible employees.
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use2 link.
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	4.  
	Click the Service Agreements link.
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	Step
	Action

	5.  
	Click the Search By list.
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	6.  
	Select the desired entry.

Click Last Name.

[image: image319.png]Last Name







 

[image: image320.png]2 Home

Horne > Administer Workdorce > Administer Workdoree (USF) > Use? > Service Agreements.

Service Agreements

Find an Existing Value

search By [LastName  ¥]

LastName:

[Search | asvansed search

New Window



 

	Step
	Action

	7.  
	Enter the desired information into the Last Name field. Enter "WINTER".

	8.  
	Click the Search button.
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	9.  
	Scroll as necessary and click the desired entry in the Search Results table.

Click the link for Winter, Dennis R.
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	Step
	Action

	10.  
	Click the *Service Agreement Type list.
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	11.  
	Select the desired entry.

Click Physician's Comp. Allowance.
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	12.  
	Click in the Service Date field.
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	13.  
	Enter the desired information into the Service Date field. Enter "03/15/2004".
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	The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up calendar for reference.  To select a specific date from the pop-up calendar as the field entry, simply click on the date.  Use the arrows to move through the months and years.


	Step
	Action

	14.  
	Click in the Effective Date field.
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	15.  
	Enter the desired information into the Effective Date field. Enter "03/15/2004".

	16.  
	Click in the End Date field.
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	17.  
	Enter the desired information into the End Date field. Enter "03/16/2004".

	18.  
	Click the Save button.
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	19.  
	Click the Administer Workforce (USF) link.
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	Action

	20.  
	Click the Use link.
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	21.  
	Click the HR Processing link.
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	Step
	Action

	22.  
	NOTE: The Data Control page will be populated with the most recent personnel action performed for the selected employee.

You can use the Search feature to enter search criteria to locate another employee, if desired.

Click the Add a new row at row 1 button.
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	23.  
	Enter the effictive date of the PCA action in the Actual Effective Date field.

Double-click in the Actual Effective Date field.
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	24.  
	Enter the desired information into the Actual Effective Date field. Enter "15".

	25.  
	Click in the *Action field.
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	The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to look up all possible entry options for this field.
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	Action

	26.  
	Enter the desired information into the *Action field. Enter "PAY".

	27.  
	Click in the *Reason Code field.
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	28.  
	Enter the desired information into the *Reason Code field. Enter "MER".

	29.  
	Click in the NOA Code field.
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	30.  
	Enter the NOA Code 958.

Enter the desired information into the NOA Code field. Enter "958".

	31.  
	Click in the NOA Ext field.
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	32.  
	Enter the desired information into the NOA Ext field. Enter "0".
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	33.  
	Click the Compensation tab.
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	34.  
	Click the Other Pay Information link.
[image: image347.png]Other Pay Information







 

[image: image348.png]2 Home

Home > Administer Workfarce > Administer Workforce (USF) > Use > HR Processing New Window

Other Pay Information

Earnings Code Description PayPeriod Amount Quoted Expected Amount

Annualized
Amount

Y




 

	Step
	Action

	35.  
	Enter the applicable PCA Earnings Code. 

NOTE: All PCA codes begin with the letter Z.

Enter the desired information into the Earnings Code field. Enter "Z4B".

	36.  
	Press [Tab].

	37.  
	Click in the Pay Period Amount field.
[image: image349.png]




	38.  
	Enter the pay period amount of the PCA pay.

NOTE: When processing a PCA, select one PCA earnings code and enter the PA amount on that one earnings code.

Enter the desired information into the Pay Period Amount field. Enter "820.00".

	39.  
	Click the OK button.
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	40.  
	If necessary, change the PAR Status according to your role.

Scroll as necessary to view the rest of the page.

Click the horizontal scrollbar.

[image: image351.png]






 

[image: image352.png]o

Compensation

WINTER DENNIS R

00055307

Empi: EmplReatt 0
Compensation Data et [
Effectve Date: 0311572004 Transaction# /Seq: 1 Parstatus:  FRocessepey  LEI=]
HUMAN RESOURCES
ActTwe:  PayRdeChange  NOA Code a9 Empl Status:  Actve
Regulr Rate [ T

Pay Pian Tableirade: [0 [1000  [75 | stop: [0 sten Entrypate: [7222002
Rind PPiTablefGrade: step: [T Grade Entry Date: [1572671550
Base Pay: 95,508.000000 Compensation Frequency: Annual
Loc/LEO Adjust: 21,231.00 Annuity Offset Amount:
Adjusted Base Pay: I Boneft Base Override. FEGLIBase:  [116.792.000
R 505500

e P it Exesteupay Accounting o Hourt Rates




 

	Step
	Action

	41.  
	Click the Save button.
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	42.  
	The PCA is processed.

End of Procedure.


Manual Procedure for Stopping PCA

Introduction
EHRP has an automated termination process for PCA based on Service Agreement End date. However, if the user needs to process a PCA stop prior to the Service Agreement End date, they should follow this process. Then you must process a PAR using NOA code " 959 ", NOA ext " 0 ". 

Procedure

The following procedures must be completed when manually stopping PCA.
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	Step
	Action

	1.  
	Click the Administer Workforce link.
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	2.  
	Click the Administer Workforce (USF) link.
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	3.  
	Click the Use link.
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	4.  
	Click the HR Processing link.
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	Step
	Action

	5.  
	The employee's Data Control page appears.

NOTE: The Data Control page will be populated with the most recent personnel action performed for the selected employee.

Click the Add a new row at row 1 button.
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	6.  
	If necessary, enter the effective date of the PCA action in the Actual Effective Date field and then select the *Action field.. 

Click in the *Action field.
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	The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to look up all possible entry options for this field.


	Step
	Action

	7.  
	Enter DTA in the *Action field.

Enter the desired information into the *Action field. Enter "DTA".

	8.  
	Click in the *Reason Code field.
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	9.  
	Enter DTA in the *Reason Code field.

Enter the desired information into the *Reason Code field. Enter "DTA".

	10.  
	Click in the NOA Code field.
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	11.  
	Enter the desired information into the NOA Code field. Enter "959".

	12.  
	Click in the NOA Ext field.
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	13.  
	Enter the desired information into the NOA Ext field. Enter "0".

	14.  
	No legal authority is required in the Authority (1) field.
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	Step
	Action

	15.  
	Click the Compensation tab.
[image: image367.png]Compensation







 

[image: image368.png]@ Home.

Home > Administer Workfarce > Administer Workforce (USF) > Use > HR Processing

Other Pay Information

NewWindow
Compensaton
WINTER DAVID B 00083008 EmpiRcas: 0
Compensation Data Firct (4]
Effoctive Date: Transaction# f Seq: 1 Parstatus:  FRocessepey  LEI=]
HUMAN RESOURCES
959 Empl Status:  Active
Pay Rate Determinant: payBasis: Pernnum 2]
Pay Plan f*TablefGrade: step: [T step Entryate: [PE12272003
Rind PP/TablefGrade: step: [0 Grade Entry Date: [PE12472003
73,467.000000 Compensation Frequency: Annual
LocLEO Adjust: Annuity Offset Amount:
Adjusted Base Pay: I Benefit Base Override  FEGLI Base: 83,334.000

Accounting Infa

Hourly Rates:




 

	Step
	Action

	16.  
	Click the Other Pay Information link.
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	17.  
	Delete the applicable PCA Earnings Code, if necessary. 
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	Action

	18.  
	Upon completion of deleting the PCA Earnings Code, click the OK button.

Click the OK button.
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	19.  
	If necessary, change the PAR Status according to your role.

Scroll as necessary to view the rest of the page.

Click the horizontal scrollbar.
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	Action

	20.  
	Click the Save button.
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	21.  
	The procedure is complete.

End of Procedure.


Commissioned Corps

Allowing a Comm Corps Officer to Participate in Workflow

If a Commissioned Corps Officer needs to participate in Workflow to request or review actions for their civilian staff, you must first create a "dummy" job code, a "dummy" position, and hire the Commissioned Corps Officer as a non-compensated employee. Then the Security Administrator needs to create a user profile in the EHRP system. 

Procedure

The following steps detail the procedure for creating a "dummy" job code, creating a "dummy" position, and hiring the Commissioned Corps Officer as a Non-Compensated Employee.
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	Step
	Action

	1.  
	Click the Develop Workforce link.
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	2.  
	Click the Manage Positions (USF) link.
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	3.  
	Click the Setup link.
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	4.  
	Click the Job Code Table link.
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	Step
	Action

	5.  
	Click the Add a New Value link.
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	Step
	Action

	6.  
	Change or confirm the SETID. 

NOTE: The Job Code should be created within the SetID that corresponds with the Agency for which the Job Code is being created. This should default to your agency's SetID.

Click in the Job Code field.
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	7.  
	NOTE: The job code number is the smart-coded Position Description number. 

NOTE: The job code number should be entered in all caps. 

Enter the desired information into the Job Code field. Enter "002880".

	8.  
	Click the Add button.
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	Step
	Action

	9.  
	In the Effective Date field, enter the date this action was authorized if it differs from the default date, which is today's date. 

Click the Choose a date button.
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	The Calendar icon represents a date prompt.  Clicking this button will produce a pop-up calendar for reference.  To select a specific date from the pop-up calendar as the field entry, simply click on the date.  Use the arrows to move through the months and years.
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	Step
	Action

	10.  
	Select the desired entry.

Click 8.
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	Step
	Action

	11.  
	Click in the Occupational Series field.
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	The  Look Up icon represents a look-up prompt.  Clicking this button will allow you to look up all possible entry options for this field.


	Step
	Action

	12.  
	Enter the desired information into the Occupational Series field. Enter "0342".
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	13.  
	Click the Default Compensation tab.
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	Step
	Action

	14.  
	Click in the Pay Plan field.
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	15.  
	Enter the desired information into the Pay Plan field. Enter "ZZ".

	16.  
	Scroll as necessary to view the Save button.
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	Action

	17.  
	Click the Save button.
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	18.  
	End of Procedure.
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