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The Retro 1% Pay Raise will be automatically processed for most employees during Pay Period
11. Employees with OPM rows effective after the adjustment will require manual intervention
to ensure that they are paid correctly and that they are properly reported to OPM.

The following employees DO NOT require a manual pay adjustment:

»  Ofthe GS, GM, ES, and AL employees with a pay rate determinant of 0, 5 , 6, 7, or X
who previously received either an automatic or manual pay adjustment (NOA 894):

»  Employees whose most future dated row is effective on or before 1/12/03 (or
10/20/02 for Wage Grade Employees).

»  Employees whose intervening actions consist solely of Awards or 9000 actions.
»  Employees whose intervening actions are not in PRO status.
If the above criteria is not met, a manual adjustment is required. There are two steps to this
process:
»  Step 1: Key the PAR for the pay adjustment.
»  Step 2: Correct intervening OPM NOA:s.
Note: The SF50 for automated and manual pay adjustments must be printed by the Agencies.

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Step 1: Enter the Pay Adjustment

»  Navigate to: Home > Administer Workforce > Administer Workforce (USF) > Use >

HR Processing.
»  Open the employee record using Correct History.
»  Navigate to the max effective dated row for the effective date of the action.
»  Insert a new Row
»  Enter the following information.
Non Wage Grade Wage Grade

» Effective Date 01-12-2003 Effective date of the Salary Table

» Action PAY PAY

» Reason PAY ADJ

» NOA 895 894

» NOA Extension 0 0

» Legal Authority VGR FNM

» Remark P92

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Step 1: Continued.
»  Click on the PAR Remarks Sub page
»  Enter the PAR remark.

»  Update the *** with the appropriate information for the employee

Step 2: Insert an 002 correction on any OPM NOA effective after the pay adjustment

»  Navigate to: Home > Administer Workforce > Administer Workforce (USF) > Use >
Correction.

»  Insert a row on each OPM NOA.
»  The row that has been inserted will have a PAR status of COR.

»  Following OPM policy, the user should enter the appropriate remarks code with the
applicable remark text.

»  Additionally, the X01 Remark should also be keyed.

Note: The 002 corrections must be processed in the same pay period as the manual adjustment.

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Example

»  Open the employee Record.

view1  |= [ 1707 [M] 5

Actual Effective Datezy | [P4302003 EJ Proposed Effective Date:  04/20/2003
ACthIl IS Tr ion #! Sequence: |1_ |1_

Mot To Exceed Date: @
already A ction: IDTA ﬂ Data Change PAR Status: IF'RO ﬂ FPROCESSED BY HUMAR
Q)

Action 1s
PRO

effective

RESOURCES
*Reason Code: IDTA Q| Data Change Contact Emplid: |
NOACode: 1800 Q  Chg in Data Element Noa [0 Q
Ext:
Authority (1): |‘JGF' Q) |5 LL5.C o107, Class- |iﬂ|:ati|:|n-OF'm1 standards.
authority 2 | Q| [

—

PAR Requests: Pl E-02 | PAR Remarks Award Data  Tracking Data Eetroactive TSP Transfer In Data?

I *\5 Print SF-50 |

»  Because the max effective dated action has been processed, and is effective after the Pay
Adjustment, a retro action must be inserted.

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Example - continued

»  Because this is a GS employee, navigate to 1/12/03 Row.

Note: The max " Actual Effective Date: |Ijm 22003 [z Proposed Effective Date:  U1/12/2003 =]
effective Transaetion #/ Sequence) |2 || Not To Exceed Date: | Edl
sequence for *Action: [Pav’ Q] “PayraE TN PAR Status: [PROQJ PROCESSED BY HUMAN
) : RESOURGCES
NOA Code: | 894 Q| Locality Payment gftﬂ Y
Authority (1) [¥GR Q) |5 1U.5.C. 5304, Locality |based comparahility.
Authority 2: | Q| |

—

PAR Requests: Pl 862 | PAR Femarks Award Data Tracking Data Retroactive TSP Transfer In Data?

I Frint SF-a0

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Example - continued

» Insert a new Row and enter the appropriate information.

Actual Effective Date: |n1m 2/2003 Q Proposed Effective Date:  U1/12/2003 +]=]
Transaction #) Sequence: |3_ |1_ Not To Exceed Date: I @
*pction: |me Q) PayRate Change PAR Status: IF'RD Q) PROCESSED BY HUMAR

RESOURGCES
*Reason Code: |F'ﬂ~‘r‘ Q| PayRate Change Contact Emplid: | Q)
NOA Code: |395 Ql  Locality Payment NOA ID_@

Ext:

Authority (1): |VGR‘§3.1 |5 U.5.C. 5304, Locality- |based comparability.
Authority 2: | Q| | —
PAR Request?: Print SF-52 | PAR Remarks Award Data  Tracking Data Retroactive TSP Transfer In Data?
| Frint SF-50

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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>  Click on the Par Remarks Link.

Actual Effective Date:

Transaction #! Sequence: |3_ |1_

*Action:

NOA Code:
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Proposed Effective Date; 017122003

[ H©

Mot To Exceed Date:

[Py Q] PayRate Chakge PAR Status: [FRO Q| PROCESSED BY HUMAN
RESOURCES
‘Reason Code: |PAY Q| PayRate Chan Contact Emplid: [ Q)
|395 Q| Locality Payment NOA I':'_ﬂ
Ext:

Authority (1): [YORIQ} |5U.5.C. 5304, ana\i\tg.r-

|based comparability.

Authority (2): |

q | \

PAR Request#: Frint 5F-52

! —

e

Frint SF-50

| |F'AR Femarks | Avward Data  Tracking Data Eetroactive TSP Transfer In Data?

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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>

Enter the Remark code.

PAR Remarks
PAR Remarks

Remark CD:

First [0 10814 [ Last
=]

Wie Al

[¥ Insertion Required

|Sa|ar'5f includes a localib-hased payment of =%,

. 0K | | Cancel |
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Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Example - continued

»  Enter the appropriate Locality percent.

PAR Remarks

PAR Remarks Wiena Al First [ 1o 1 (] Last
Remark CD: EI
IF'EIE Q ¥ Insertion Required

|Salar'g.r includes a localit-hased payment gf 12.74%.

»  Click OK.

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Example - continued

»  Check the Reviewed flags on the future rows:

Data Control

|n4:3mznna )

Transaction #/ Sequence: |1_ |1_
*Action: IDTA Q] Data Change

‘Reason Code: [DTA @]  Data Change

Actual Effective Date:

Actual Effective Date:  |01/26/2003 i

Transaction #/ Sequence: |1_ |1_
*Action; |HWD Q] Award - Monetary

*Reason Code: IIND Q) Individual Cash

»  Save the Record.

Proposed Effective Date: 0302003 ¥ Reviewed? [+]=]
Mot To Exceed Date: | @
PAR Status: Imﬂ FROCESSED BY HUMAR
ESOURCES
Contact Emplid: Ql
Proposed Effective Date: 0111212003 ¥ Reviewed? E|
Not To Exceed Date: | ]
PAR Status: Wﬂ FROCESSED BY HUIMAMN
RESOURCES

| Q

Contact EanIid:

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Example - continued

»  Navigate to: Home > Administer Workforce > Administer Workforce (USF) > Use >
Correction.

»  Navigate to the OPM Row effective after the pay adjustment.

Viewdll |= [ 1s 0 =
Actual Effective Date: |n4r3mznn3 B Proposed Effective Date: 143012003 [+][=]
Transaction #/ Sequence: |1_ |1_ Mot To Exceed Date: I @
*pction: IDTA Q| Data Change PAR Status: IPROﬂ PROCESSED BY HUMARN
RESOURCES
‘Reason Code: [DTA Q]  Data Change Contact Emplid: | 4
NOACode:  |890 (A Chgin Data Element noa [0 Q)
Ext:
Authority (1); [VGP QJ |5 U.5.C. 6107, Class- |ification-OPM standards.
Authority 2: | QA | | |—
PAR Requests: Pl SP-62 |PAR Femarks Award Data  Tracking Data REetroactive TSP Transfer In Data??
| Print SF-50

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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Example - continued

»  Add arow. It’s WIP status will be COR:

Data Control

viewdll |= [ 109 O 5

Actual Effective Date: [oasaniznos Proposed Effective Dage; 0 +/20/2003 ]@EI
Transaction #/! Sequence: |1_ |2_ Hot To Exceed Date: @
*Action: IDTA ﬂ Data Change PAR Status: COR CORRECTED
‘Reason Code: |[DTA Q]  Data Change Contact Emplid: | Q|
NOA Code: IE':”:' Al Chgin Data Element NOA I':'_ﬂ
Ext:
Authority (1) [¥GP Q) |5U.5.C.5107. Class- |ification-0PM standards.
Authority 2: | Q| |
PAR Requests: UL =52 | FPAR Remarks Award Data  Tracking Data Eetroactive TSP Transfer In Data?
I Print SF-50

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.



ENTERPRISE

3

HUMAN RESOURCES

Example - continued

>  Click PAR Remarks.

Data Control

viewdll |= [ 109 O 5

Actual Effective Date: (41302085 Proposed Effective Date; 043072003 ]@El
Transaction #/! Sequence: |1_ |2_ Hot To Exceed Date: || @
*Action: IDTA ﬂ Data Change PAR Status: ICOR‘ CORRECTED
‘Reason Code: |[DTA Q]  Data Change Contact Emplid: | Q|
NOACode:  |890 [ chg in Data Elergent noa [0 Q)
Ext:
Authority (1) [vGP Q) |5 U.5.C.5107. mé\ss- |ification-0PM standards.
authority 2 | Q| |
PAR Requests: UL =52 | FAR Remarks Pward Data  Tracking Data Eetroactive TSP Transfer In Data?
I Frint SF-50

Questions? Contact vour Agency Liaison or the PSC Help PoC Team.
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>

Enter the remark code.

PAR Remarks
PAR Remarks

Remark CD:

por Q)

view Al First [ 1081 [ Last

[+1=]

™ Insertion Reguired

|Althnugh hao change is apparentthis correction reflects salany

|adjustments hased on Executive Order 13291 dated March 21, 2003

|authnrizing the retroactive locality adjustment.

Click OK
Save the row.

Print SF50s as appropriate.
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Questions? Contact vour Agency Liaison or the PSC Help PoC Team.




