
HR·Smart 
Human Resources Information System for VA  
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Presented by:  Carlos Sims, Payroll Training Specialist

Presenter
Presentation Notes
HR·Smart is a Commercial-Off-The-Shelf (COTS) PeopleSoft product 
Some of the fields in the system may not be used by VA but are available as part of the standardized  product
VA provided IBM with a Requirements Traceability Matrix or RTM that outlined what VA wanted/needed the new HRIS to do 
Because VA’s Title 38 is unique to the Federal government IBM worked to develop additional screens and fields to accommodate the additional VA Specific requirements  
The system was implemented following government-wide OPM and OMB policies and guidelines.
The processes are workflow enabled and will route requests and PAR actions to the appropriate Personnel 
OPM EHRI edits are validated before the personnel action is processed. This helps to reduce errors and corrections. 
Once the action successfully processes in DCPS, the SF50 is automatically routed to eOPF, eliminating the additional workflow in that system.
Updates in the system are real-time. The same Edit and Update cycle to DCPS is still in place.  

HR·Smart provides Employee Self Service (ESS) and Manager Self Service (MSS) capabilities that will be deployed once the core HRIS implementation is completed.





How does HR·Smart work?

USA 
Staffing

MyPay

DCPS

PAID

VATAS

HR·Smart is the Human Resources Information System (HRIS) 
that  replaced processing in PAID.

What is HR·Smart?
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HR Smart will 
eventually 
transmit position 
information to 
USA Staffing. 

Presenter
Presentation Notes
HR·Smart is a modernized Human Resources Information System, or HRIS, that replaced personnel action processing and payroll entry in PAID. 
HR·Smart was rolled out in 5 deployments to the entire VA population 
VA continues to use other functions within PAID
HR·Smart sends daily information about employees back to PAID 
PAID continues to provide the main source of reporting capabilities
Information is transferred back-and-forth between HR·Smart and the other VA management systems. 
This diagram shows how HR·Smart interfaces with the other systems currently in use at the VA.  
HR·Smart sends information directly to eOPF, VATAS, and EHRI.  
There is bi-directional communication between HR·Smart and PAID, DCPS, and MyPay. 
In addition, HR·Smart will eventually transmit position information to USA Staffing, pre-populating position attributes 
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PAID vs. HR·Smart – Historical Records

•Several layers of data available 
at any given time

•Each layer is a separate 
transaction

•The most recent transaction is 
on top and the oldest 
transaction is on the bottom

HR·Smart

•Flat Files
•Only the most recent 
transaction is available

•Does not maintain historical 
records

PAID
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Presenter
Presentation Notes
PAID  is a flat system  with no historical data 
If changes are made to a PAID record the information that was previously in the record is no longer visible 
HR·Smart has layers. The most recent action is on top and the oldest on the bottom 
On deployment, the PAID records were migrated to HR·Smart 
A conversion row using NOA 998 and Legal Authority ZLM  which reads PAID Conversion Record not an official PAR was created 
This “row” was sent to DCPS only to transfer the record from PAID to HR·Smart.  It is not pay impacting.  
One year of PAID history was also added to the new HR·Smart record 
Each record also shows an artificial hire row effective 01/04/2009
HR·Smart requires a hire row in order to establish a begin date for the employee 
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Effective Dating

Establish the date an action is processed

Store data chronologically

Track data changes

Enter future actions in the system
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Presenter
Presentation Notes
Effective dates are the key to storing historical information in HR·Smart
Each action is tracked by its effective date and sorted into chronological order
Effective Dating allows historical actions to be easily reviewed and  actions to be future dated 
Erroneous effective dates cannot be corrected in HR·Smart 


http://www.iconarchive.com/show/windows-8-icons-by-icons8/Data-Numerical-Sorting-icon.html
http://www.iconarchive.com/show/windows-8-icons-by-icons8/Data-Numerical-Sorting-icon.html
http://www.iconarchive.com/show/windows-8-icons-by-icons8/Data-Numerical-Sorting-icon.html
http://www.iconarchive.com/show/windows-8-metro-icons-by-dakirby309/Folders-OS-Exit-Full-Screen-Metro-icon.html


An individual may have more than one role.

HR·Smart has various roles within the 
system, each with specific functions.

5

HR·Smart Roles

Roles are assigned at the station level
based on job responsibilities.
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Presenter
Presentation Notes
There are several roles in HR·Smart and each role has a specific function 
An employee may be given more than one role depending on job responsibilities 
Facility management will determine “who” will have “what” role at each facility
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HR·Smart Roles
HR Staff

•Initiate SF-50 transactions directly 
in HR·Smart 

•Maintain non SF-50 data such as 
Telework Agreements, Obligated 
Service, and Appraisal Ratings

Quality
Reviewer

•Review information for accuracy
•Correct and cancel actions
•Approve transactions 
•Release actions to DCPS

Payroll

•Enter Fund Control Point
•Enter Additional Pay
•Enter Deductions
•Enter Benefits
•View employee HR records

Position 
Manager

•Add new positions 
•Transmit positions to USA Staffing
•Approve new position requests 
•Update current positions
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Team Work

All of the roles work together to complete the record.
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Presenter
Presentation Notes
Everyone’s role plays an important part in completing the employee record 




Each block of content on the home page Pagelets

A user's homepage. Dashboard

A unique number that identifies an employeeEmpl ID 

Personnel Action RequestPAR

DefinitionTerm

8

Common Terminology in HR·Smart

United States FederalUSF
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Presenter
Presentation Notes
We use a lot of acronyms in VA.  
PAR is a Personnel Action Request that is submitted and processed on the Personnel Action Request or PAR pages in HR·Smart. 
Empl ID or Employee ID is similar to the VA EIN number.  It is generated in HR·Smart when an employee record is created.
Dashboard is another term for home page. There is also a follow-up dashboard for Managers and HR staff that displays notices requiring follow-up action 
Pagelets are blocks of content on the homepage or dashboard. 

If you hear a term that you are unfamiliar with, please ask us to stop and define it.  





Navigating HR·Smart
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9

Navigating through HR Smart, Performing Basic and Advanced Searches, and 
Determine PAR and PI Elements.
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Sign In
Enter the URL in the browser window's address box to access the 
site.   https:\\hris.va.gov. 

Single Sign On has been enabled for HR Smart. Access is tied to a 
user’s VA Personal Identity Verification Card (PIV).
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Windows Authentication
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Presenter
Presentation Notes
Contact IT support for issues with Single Sign On access. 
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Dashboard

After a successful log in, the HR·Smart Home Page will display. The Home 
Page is also referred to as a Dashboard. 

5/
28

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 

Presenter
Presentation Notes
The Home Page displays a selection of pre-set pagelets. Pagelets contain groups of links to other pages or notifications.  Users can customize their home screen based on their HR·Smart navigation preferences.
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Toolbars

 At the top of every page is a universal navigation header. This header is visible in 
all components of HR·Smart so regardless of where the user is in the system, they 
can access these links for easy navigation.  

 The navigation header contains the Home,  Actions List, and Nav Bar links. 
 The Home link returns users to the Home Page. 
 The Actions List link includes Add to Nav Bar, Add to Favorites and Sign Out links. 
 The Nav Bar is another way to navigate HR·Smart.. 
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Presenter
Presentation Notes
To sign out of the HR·Smart system, click the Sign out link. 
Recently Used is located under Favorites Menu at the top. This feature keeps track of the pages visited in HR·Smart.
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Menus

 Cascading menus are used to display available system components including 
folders and links. 

 To use the cascading menus, click the name of each folder leading to the 
applicable destination.  

 Then click the link for the destination page. Highlighting on the cascaded 
menu indicates the navigation path. 
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Presenter
Presentation Notes
Folders are depicted as yellow folder icons and links are depicted as blue pages.
In the example, the Savings Plans and Health Benefits links are contained within the Enroll In Benefits folder. The Enroll In Benefits folder is contained within the Benefits folder. 
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Breadcrumbs

Breadcrumbs are located at the top of each page and display the 
navigation path to the current page. 
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Additional Navigation Links

 Additional links are displayed on the top right side of the page. 
 The New Window link opens a new browser window that displays the 

current page. 
 The new page allows for viewing or entering data.  
 When finished with the new window, close it to return to the previous 

window. 
 The http icon is used to copy the address of the current page.
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Searches

Several types of searches can be performed within HR·Smart to find 
the correct information to complete transactions. 
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Search Qualifiers

 Each search page contains a Search Key, Search Qualifier, and Search Field.
 The Search Key is the type of information to search for. 
 Search Qualifiers are used to further narrow search results. Use the drop 

down menu to select the applicable qualifier.
 Search Fields are where users manually enter their search criteria.

5/
28

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 



Basic Search

Basic searches have a single search field that only uses the "begins 
with" qualifier.

Users can switch between the Basic and Advanced searches using 
the link at the bottom of the page.
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Advanced Search

Advanced searches can narrow results by searching more than 
one field at a time using a variety of qualifiers.
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Presenter
Presentation Notes
The default for most of the search keys is begins with. This means that the system searches for records that match based on the key beginning with the criteria entered in each field. Other options are available, such as, contains, between, =, not =, etc.
Wildcards are used to stand in for missing values or missing parts of the search term.
HR·Smart uses wildcards such as percent signs (%).  The percent sign is used to match one or more characters. The underscore is used to match a single character.
Using multiple search terms can limit the search results to a single record.
% example. You need to look up a record for an employees with the last name of Stevens, but you can’t remember if it is spelled with a “v” or “ph”. In Last Name, enter ste%ens and click search. The search will return all names with both spellings.
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Search Results Limitations

 The search function can retrieve up to 300 entries from the 
database at a time in the Search Results grid. 

 If the search retrieves more than the maximum 300 listings, the 
Search Results grid alerts users that only the first 300 results are 
displayed.  

 Enter additional criteria to reduce the number of search results. 
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Presenter
Presentation Notes
If the list is subdivided, click the right arrow above the grid to view the next set of listings.
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Group Boxes

HR·Smart organizes information using group boxes. Each box has a 
dark blue Scroll Area and white title text. 

5/
28

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 

Presenter
Presentation Notes
In HR·Smart, a component is a collection of pages, which are logically grouped for a business purpose. This section reviews common features that will help users navigate pages within components and use common features associated with those components. 
After performing a search to find the specific record, users will open the component.  The component page houses all the relevant information for that specific record. 
HR·Smart organizes information using group boxes. In this example, the group box titles include the following:
Plan Type
Coverage
Coverage Election
Before Tax Investment
After Tax Investment

Group boxes are organized by hierarchy. Making changes at the highest group box level will affect data in group boxes at lower levels. For example, adding a new Plan Type record will require the input of new Coverage and Coverage Election information. 
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Add a New Row

Add additional records by clicking the Add New Row button, in 
the top right corner of the applicable group box. 
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Presenter
Presentation Notes
If record has more than one row, the additional rows can be accessed using the Scroll Arrows above the Add New Row button.
Multiple rows of data can also be displayed at once by selecting the View All option.
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Lookup Buttons

 Lookup buttons, depicted on the screen as magnifying glass icons, are used 
to search and identify valid values for a field. 

 Data can also be typed directly into fields. 
 To refresh data on the display, press the Tab key. 
 DO NOT use the Enter key when entering data. 
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Calendar Lookup

Data fields that require date entries have Calendar Lookup
buttons. Clicking these icons will bring up a calendar popup that 
can be used to select a date. 
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Radio Buttons

Radio Buttons are available when users must select one option out of 
several choices. One radio button option must always be selected.
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Navigation Options

Some components have multiple pages. For example, this component contains 
the Data Control, Personal Data, Job Data 1, etc. pages. These pages can be 
accessed by tabs at the top of the page or by the links at the bottom of the page. 
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Additional Page Links

A page may contain links to additional pages where data is entered. 
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Presenter
Presentation Notes
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Dropdowns

 Data may also be selected with dropdowns. 
 Dropdowns offer users a choice between several options. 
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Presenter
Presentation Notes
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Save and Return to Search

 After all data is entered, it is saved within HR·Smart using the Save 
button. 

 The Return to Search button returns to the search page.
 Previous in List and Next in List are displayed if your search 

returned multiple values. These buttons allow you to navigate 
between the records returned on the search without returning to 
the search page.
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Notify

 Emails and worklist transaction updates can be sent within 
HR·Smart using the Notify button located at the bottom of most 
components. 

 Emails can be sent within the component without losing any data 
that has been entered. 
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Use the 
Lookup 
Recipient 
option to 
find your 
receiver…

Utilizing the 
notify 
button, 
allows you to 
send 
messages 
regarding an 
action:  

Type: receiver’s 
last name or last 
name, first name 
(no space after the 
comma)

The notification will 
go straight to the 
receivers VA Outlook. 

Presenter
Presentation Notes
The Send Notification page can be used to send notices regarding additional required action needed by the recipient. Notifications are similar to emails:
Enter email addresses as necessary in the To, CC, and BCC fields. 
The Template Text field is predefined and cannot be edited. 
Comments or additional information can be included in the Message field.
The Lookup Recipient link allows access to the Lookup Address page.
The Delivery Options link allows for the identification of specific recipients who will also receive a worklist notification. The Delivery Options link will not be used by Department of Veterans Affairs (VA) as a pooled worklist will be used allowing all worklist items to be available to everyone with access to the worklist.
Click the OK button to send the notification and return to the current open component.
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Update, Include History, and Correct History

 Records are stored based on Effective Dates with older records stored at the 
bottom. Records are automatically sorted by date when data is saved. 

 The Update/Display, Include History, and Correct History buttons are used to 
control how HR·Smart displays Historic, Current, and Future rows.

 Update/Display is the default used by HR·Smart. This retrieves only current and 
future dated rows.

 Include History will return all rows associated with the employee record.
 Correct History is used to make changes to historic rows.
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Presenter
Presentation Notes
HR·Smart effective-dating logic enables the system to maintain an accurate history of information in the database. This feature allows users to store historical data and track changes in data over time.  In addition, effective dating allows users to store multiple records, establish the date an action is processed, track changes to data and history over time and schedule future actions in the system.
Data is stored chronologically in descending order in HR·Smart.
Effective Dates indicate when to execute the personnel action and where to store the record in relation to other existing personnel records. Personnel records fall in one of the following three categories:
Future Rows – data rows that have effective dates later than the system date (today’s date)
Current Row – data row that has an effective date closest to, but not greater than, the system date 
Historic Rows – data rows that have effective dates earlier than the current data row
Depending on security settings, users may not have access to all modes.




Personnel Action Request (PAR) Status

 REQ (Requested) Requested by an employee or a manager

 INI (Initiated) Open and designated as a work in progress

 1ST (1st) Authorized Received initial review

 PRO (Processed) Completed and approved

 RET (Returned) Returned for additional information or 
changes

 WTH (Withdrawn) Pulled back by the requester

 CAN (Cancelled) Cancelled action

 COR (Corrected) Corrected action

 DIS (Disapproved) Disapproved transaction
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Presenter
Presentation Notes
PAR actions, including Hires, are routed for review and approval using workflow.  The PAR status indicates the status of the request within the workflow process.

To approve an action and submit to DCPS, select PRO – Processed. The action will not be reviewed by any other users and will be sent to DCPS in the next Edit & Update cycle after saving the action with this status. 
If the action should not be approved, select DIS – Disapproved. This will send an email notification to the appropriate users informing them of the disapproval. 
If the action needs to be sent to HR Staff for updates, select RET – Returned. 
Click the Tracking Data link and add comments for what will need to be corrected. 
If the action was submitted for the incorrect employee, select WTH – Withdrawn. This will stop the transaction. 
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Payroll Interface (PI) Action Codes

 A Payroll Interface (PI) Action code is a NOA Code used by the payroll 
provider to identify and process certain transactions: 
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FEHB 
actions

TSP 
actions

Premium Pay 
and other 
actions

Presenter
Presentation Notes
PI Action codes are used to identify the type of transaction to the payroll provider. 



37

Deduction PI Action Codes 
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Presenter
Presentation Notes
PI Action Indicates to DCPS type of action being processed. 	
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PI Update Indicator

 Most transactions processed in HR·Smart are transmitted to the payroll 
provider for processing in their system. 

 The PI Update Indicator in HR·Smart identifies the status of the 
transaction as it pertains to the payroll interface. 
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Presenter
Presentation Notes
Applied Action transmitted to payroll provider and processed successfully. 
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 Applied:  Action transmitted to payroll provider and processed successfully.

 In Process:  Action transmitted to payroll provider; waiting on a response.

 Manual:  Action will be processed manually. 

 Not Ready:  Action being processed in HR·Smart and has a Work-in-Process 
status.

 Not Sent:  Action not being transmitted to payroll provider.

 Other:  Not used by VA.

 Ready:  Action processed in HR·Smart and waiting to be transmitted to 
payroll provider.

 Returned:  Action transmitted to payroll provider and returned; not
processed successfully.

Presenter
Presentation Notes

When a PAR transaction is processed successfully by DCPS and the PI Update Indicator status is ‘Applied’, the SF-50 will be transmitted to eOPF.
A PAR transaction that has been returned as “Invalidated” by DCPS will have a PI Update Indicator status of ‘Returned’. The status is changed to Manual once the transaction has been processed in DCPS. When the status is changed to “Manual”, the SF-50 will be transmitted to eOPF.
An action that has been returned by DCPS must be corrected by accessing the transaction through the Transaction Details link in the PI Transaction Status report.
The Override PI Update Indicator checkbox is used to make changes to the PI Update Indicator. This should only be done when instructed by Helpdesk personnel or when formal guidance is issued. Changing the PI Update Indicator without formal guidance or instruction from helpdesk personnel can cause multiple issues with employee records. 
Manually changing the status in HR·Smart does not change the status as it relates to the payroll interface unless the status is changed to ‘Ready’ to retransmit an action. 




HR·Smart Background
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40

Position Management Process, Job Codes and Job Families in Relation to 
Premium Pay. 



Position Management

Position
Manager

HR 
Staffer

Quality 
Reviewer

 Position Manager is responsible for many data 
elements that will not be editable on the PAR 
pages, such as the pay table, grade and Occ Series; 
involved with all actions requiring a position 
change before the action can be processed (Career 
Ladder Promotions, Work Schedule/Hours 
Changes, Reassignments and Transfers). 

 HR Staff role will not be able to make changes to 
any of the position data.  They will have to work 
with the position manager; enters all information 
for the personnel action into the PAR pages, e.g., 
NOA, Legal Authority, PAR Remarks, Position 
Number, and Step (if necessary). HR Staff role will 
validate the data entry against OPM edits and 
update the status to send the action to the Quality 
Reviewer

 The Quality Reviewer automatically receives the 
action in their worklist and then reviews the action 
for completeness and accuracy then signs in lieu of 
the HRO.
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Presenter
Presentation Notes
Position Manager will be responsible for many data elements that will not be editable on the PAR pages, such as the pay table, grade and Occ Series; this role is the most important role of HR Smart in keeping the organizational profile accurate and current, as well as paying people properly.   Position Managers will be involved with all actions requiring a position change before the action can be processed (Career Ladder Promotions, Work Schedule/Hours Changes, Reassignments and Transfers). 

All position page information is loaded into the PAR pages for the HR Staff when they enter the position number (generated by the system). HR Staff role will not be able to make changes to any of the position data.  They will have to work with the position manager role to maintain their positions correctly.  

The Quality Reviewer automatically receives the action in their worklist and then reviews the action for completeness and accuracy then signs in lieu of the HRO. 




Job Codes
 Before a new position is created in HR·Smart, a Job Code must exist 

in the system.  

 A Job Code is a template for creating similar positions.  Job Codes are 
pre-configured in the system and maintained by VA Central Office. 

 When a new position is created, the applicable Job Code is entered 
and key information defaults, such as the Occupational Series, 
Functional Code, Pay Basis, Official Position Title Code, and 
Organization Position Title Code. 
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Presenter
Presentation Notes
Job Codes are used throughout the VA. The same Job Code can be used for multiple positions.
It is important that Position Managers choose the correct Job Code when creating new positions as information will default based on the Job Code selected.




Direct Reports and “Reports To”
Direct Reports are the positions that report to the position directly above them, 
such as a supervisor. 
Every position will report to another position.
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Presenter
Presentation Notes
In HRSmart, positions exist independent of employee records. This allows HR to track position structure and reporting relationships separately from employees and employee information.
Since HRSmart is a position-based system it is critical that each position is managed efficiently. Meticulous Position Management ensures accurate position information and compensation. 
A position-based system allows you to reduce duplicative data entry, make data-driven decisions, and save time by entering information in position records. This connection between position and employee records saves time and minimizes the opportunity for errors.




Job Code Profile 5/
28

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 

44

Payroll Job codes can impact 
various fields or job 
families… 

Presenter
Presentation Notes
Payroll does not have access to view the job codes. This is what a job code profile looks like in HR·Smart.  
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Telework indicator 
identifies if an employee 
is regularly teleworking

FLSA status is tied to the 
job code, but can be 
changed (if necessary, on 
the position code.

Presenter
Presentation Notes
The FLSA status is tied to the job code, but can be changed, if necessary, on the position record. Many of the fields on the job code profile are system delivered fields and are currently not used by VA.

A work flexibility arrangement under which an employee performs the duties and responsibilities of such employee's position, and other authorized activities, from an approved worksite other than the location from which the employee would otherwise work; The telework indicator identifies if an employee is regularly teleworking, is eligible or ineligible to telework from home or another remote worksite location for all or part of their regular tour of duty. 
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If Pay Basis is incorrect, Job 
Code on the Position record 
must be corrected (Position 
Manager).

This will always be 
TA which is VHA. 

Presenter
Presentation Notes
Sub-Agency:  The employee's administration or organization the position is aligned under. This will always be TA which is VHA. 	

Pay Basis is the principal condition in terms of time, production or other criteria that serve as a basis for computing pay. It is used in conjunction with the pay plan, grade, step and salary to determine the appropriate amount to pay the employee. 

The job code profile also includes the sub agency and POID.
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Indicates the 
accounting fund for 
personal service 
costs.

Presenter
Presentation Notes
The sub account code is also maintained on the job code. The sub account code will automatically populate in the PAR pages. HR can edit the sub account code in the PAR pages, if necessary.
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Presenter
Presentation Notes
Classification factors are also part of the job code.



HR Screens (PAR Pages)
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Key Elements, Sub-links and Issues that Impact Premium Pay.



Data Control Tab

50
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Utilize the NOA code 
(and effective date), 
to research an issue.

If forgotten at 
the search 
stage, Include 
History here. 

Presenter
Presentation Notes
Action 
The action code identifies the type of change, such as a termination or transfer.
Actual Effective Date 
The Actual Effective Date, which is used as the default effective date of the action throughout the system. 
Alternate Signature
Used to open additional fields when the HRO’s name cannot appear in the signature block.
Authority (1) and Authority (2) 
OPM prescribed legal authorities for Personnel Actions.  VA is authorized by OPM to assign authorities for actions authorized under Title 38.  These VA authority codes begin with Z.
Award Data 
Link for award and bonus personnel actions.
Contact Emplid 
Not used by VA.
Cost Center Information
Link used to access Employee Accounting page.
GPPA Website 
Link to the Office of Personnel Management website
Insertion Required 
Checkbox identifying the remark needs employee-specific information.
NOA Code
Codes that identify the type of personnel action being processed
Not to Exceed Date 
The ending date of a temporary action. 
Override PI Update Indicator
Allows override of PI status.
PAR Remarks 
The remarks that explain the personnel action recorded on the Standard Form 50.
PAR Request Nbr 
Not used by VA.
PAR Status
Identifies the status of the personnel action request.
PI Update Indicator
Identifies the payroll interface status of the action. The payroll interface is the file transmitted between HR·Smart and DCPS. 
Profile Management
Link used to access Profile pages.
Proposed Effective Date 
Populated by default with the date that is entered in the Actual Effective Date field.
Reason Code 
The Reason Code for this action.
Remark CD
The code assigned to a remark required to be printed on a Notification of Personnel Action, SF50-B.
Sequence
System generated number identifying the occurrence of the specific action.
Transaction Number
Identifies the order of processing for transactions with the same effective date.
Validate Edits 
Link to initiate online regulatory edits for PAR row.
View Edit Errors 
Link to view edit errors resulting from the validation process.
Job Tracking Info Link
 
Action Date Override 
Checkbox to make the Action Taken field available to change the action date.
Action Taken 
The date that the action request was entered.
Emplid of Tracking Row 
 Not used by VA.
Override Operator Emplid
 Not used by VA.




Tracking Data

 Local Payroll should utilize the Tracking Data hyper link;

 Tracking information on the most current action is displayed in 
this link. 
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Presenter
Presentation Notes
Tracking Data shows the most recent action processed; view the comment section for what action (if applicable) is being processed. 



Personal Data Tab

52
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Mailing Address 
link most 
valuable for 
“forwarding”.

National ID or SSN, will always 
be the original SSN. Pseudo 
SSNs will be located in Related 
Content. 

Presenter
Presentation Notes
Additional Birth Info 
Link to access additional birth information.
Birth Country 
Country where employee was born. 
Birth Location 
City where employee was born.
Birth State 
State where employee was born.
Citizenship Status 
The employee's citizenship status.
Country 
VA will always use USA.
Date Entitled to Medicare 
Not used by VA.
Date of Birth 
The employee's date of birth.
Date of Death 
Employee's date of death.
Disability Code 
The employee's disability code.
Draft Status 
Not used by VA.
Education Details 
Link to access employee's educational information.
Effective Date 
Effective date of action.
Ethnic Group 
The employee's ethnic group.
Gender 
The employee's gender.
Marital Info 
Link to employee's marital status information.
National ID 
Employee's Social Security Number (SSN).
Type/Description 
 The corresponding type/description of the employee's national ID.
Veterans Info Link
 
Disabled Veteran 
Checkbox to indicate the employee is a disabled Veteran.
Military Grade 
Not used by VA.
Military Separation Status 
Retired Military indicator.
Military Service Start and End Date 
Not used by VA.
Reserve Category 
Not used by VA.
Retired War/Combat Injury
Checkbox to indicate the employee is retired from the military and served in a war/combat area.
Uniformed Service 
Not used by VA.
Veterans Preference 
Veteran hiring preference that applies to the employee.
Veterans Preference RIF 
Checkbox to indicate the employee is eligible for veteran's preference in instances of Reductions In Force.
Veterans Status 
Identification of a veteran as defined by 38 U.S.C. 101 and, whether he/she served before, during or after the Vietnam era.
Years, Months, and Days 
The years, months, and days of military service that are creditable for annual leave accrual purposes.
Marital Status Link
 
Marital Status 
The employee's marital status.
Marital Status Date 
The date on which the employee's marital status took effect.
Education Details Link
 
Country 
 Country where degree was obtained.
Credit Hours 
Not used by VA.
Degree 
The degree earned or expected for the employee.
GPA
Not used by VA.
Graduated 
Checkbox to indicate the employee has graduated.
Hours Type 
Not used by VA.
Major Code 
The major code for the degree earned or being earned.
Minority Institution 
Not used by VA.
School 
Optional field to designate the school the employee graduated from.
School Code 
Optional field to designate the school the employee graduated from.
State 
Optional field to designate the location of the school the employee graduated from.
Year Earned\Expected 
The year the degree was earned or is expected to be earned if the employee has not graduated.




Pseudo SSN (Related Content)

 Employees with Pseudo SSNs, will have multiple records located in the Search 
Results. The primary Employee Record will be 0; the Pseudo record will have a 
number (as will additional appointments associated to the employee). 

 Clicking the Related Content drop down arrow and clicking the Alternate 
Emplid (in either the primary or pseudo account), will display all actions done 
to the original or pseudo SSN. The pseudo SSN will begin with “9”.
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Presenter
Presentation Notes
Related Content is available on the right side of the screen as a reference for the Supervisor Lvl field. 



Job Data Tab

54
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The two digit identifier after 
the Occ code identifies the 
employee’s “Grade”.

For Reassignments and 
transfers, verify if the 
department is correct. 

Presenter
Presentation Notes
Action Type 
The type of employment instance being created.
Agency
The agency of the employee. This field defaults to VA Department of Veterans Affairs.
Business Unit
VA Business unit.
Department
Indicates the department the position is associated with.
Job Code 
The job code associated with the selected position number.
Location 
Indicates the location that the position is associated with. This will correspond to the duty station where the position is located.
Position 
The number of the employee's position.
Position Management Record 
 Not used by VA.
Position Override 
Checkbox that allows changes to be made to position-related fields.
Sub-Agency
The employee's administration or organization the position is aligned under.
Tax Location 
Defaults to VA Tax Location Code.
Transferred From Agency 
The agency from which the employee is transferring.
Transferred To Agency 
The agency to which the employee is transferring.
 

 
Detail Link
 
GVT Detail Position Number
The employee's retirement
GVT Detail Bargaining Unit  
The number of the position the employee is being detailed to.
GVT Detail Union Code 
The bargaining unit of the detail position.




Benefits/FEHB Link

55
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Used for employees who 
have been part-time 
continuously since April 7, 
1979 or prior.

Presenter
Presentation Notes
BAS Group ID
Not used by VA.
Benefit Program 
Benefit program employee is eligible for.
Eligibility
 Not used by VA.
FEHB Date
 Used for employees who have been part-time continuously since April 7, 1979 or prior.
FEHB Eligibility
Employee's eligibility for FEHB.



FEGLI/Retirement Data/FICA Link
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Identifies a reemployed annuitant 
(if applicable); see Compensation 
Data for monthly Offset. 

Determined by HR, new 
hire’s retirement code 
should be verified as correct.

Presenter
Presentation Notes
Annuitant Indicator 
The employee's annuitant indicator.
Annuity Commencement Date 
The date an employee's annuity will commence.
CSRS Frozen Service  
The total number years and months of civilian and military service that is creditable in a Civil Service Retirement System (CSRS) component of an employee covered by the CSRS Offset or the Federal Employees’ Retirement System (FERS).
FEGLI Code
Code identifying the employee's election for FEGLI coverage.
FERS Coverage 
The employee's FERS coverage.
FICA Status-Employee 
The employee's FICA status.
Living Benefits and Coverage Amount
Not used by VA.
Post 65 Basic Life Reduction 
The amount of Basic insurance to continue after age 65 (or retirement, if already age 65 or older).
Previous Retirement Coverage 
The employee's previous retirement coverage.
Retirement Plan 
The employee's retirement plan.




Position Data Tab
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issues, always verify the type 
of appointment (5 or 6).

Represents hours 
worked “per week”. 

Presenter
Presentation Notes
Adds to FTE Actual Count 
 Not used by VA.
Cyber Security Specialty
Identifies positions with cybersecurity work by specialty areas and distinct work categories.
Employee Classification 
Not used by VA.
Employee Type 
Indicates if the employee is salaried or hourly.
FLSA Status 
Indicates the coverage under the Fair Labor Standards Act.
FTE 
Indicates the FTE value for the position.
Holiday Schedule 
Identifies the holiday schedule followed by the pay group. VA defaults to HOL Federal holiday schedule.
Job Indicator
Indicates if this is the primary or secondary job for the person.
LEO Position  
Law enforcement officer position.
Pay Frequency 
The frequency of salary payments. Defaults to Biweekly.
Pay Group 
Indicates if the position is paid as a regular VA employee or a Fee Basis.
POI 
Personnel Office ID.
Posn Occupied 
Indicates whether the position is in the competitive, excepted or SES service. 
Reg/Temp  
Indicates if the position is Regular or Temporary.
Regular Shift and Rate/Factor 
Not used by VA.
SF-113G Ceiling 
Indicates if the position is reportable for the SF-113G ceiling.
Standard Hours 
Indicates the standard hours worked in the associated Work Period for this position. The Weekly Standard Hours for a full-time position will be 40.00.
Supervisor Level 
Indicates the supervisor level, if applicable, associated with the position.
Type Appt 
Indicates the employee's type of appointment, such as Career (Competitive Service Permanent), Title 38, etc.
Work Period 
Indicates the work period associated with the position. The work period for VA is Weekly.
Work Schedule 
Indicates if the position is Full-time, Part-time or intermittent. Also indicates if the position is a seasonal or job sharing position. 




Compensation Data Tab
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Virtual employees more often 
impacted if LOC is incorrect. 
*Also verify the GLO code in 
DCPS. 

Utilize for Step Increase inquiries.

Presenter
Presentation Notes
Field
Description
 Adjusted Base Pay 
The employee's base pay amount including locality or LEO.
 Annuity Offset Amount 
Monthly annuity amount received by a reemployed annuitant.
 Base Pay 
The employee's base pay amount excluding locality, LEO or Market Pay.
 Benefit Base Override 
Base amount used for FEGLI coverage calculations.
 Compensation Frequency 
Indicates how often salary payments are disbursed.
 Grade Entry Date 
Indicates the date the employee attained the grade.
 Pay Plan/Table/Grade 
Indicates the pay plan, table, and grade. 
 Pay Rate Determinant 
Identifies the designation of any special factors that help determine an employee's rate of basic pay or adjusted basic pay.
 Rtnd PP/Table/Grade 
Indicates the retained pay plan, table, and grade. 
 Step 
Indicates the step for the employee.
 Step Entry Date 
Indicates the date the employee attained the step.
Other Pay Information Link
 
 Earnings Code 
Indicates types of earnings such as Market Pay or Incentive pay.

Accounting Information Link
 Not used by VA.
 



Employment Data 1 Tab
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 Employees with prior Federal 

service and/or Military service, 
may have a date prior to their 
entry on duty date. 

WGI Due Date will be 
populated after the hire 
is processed and does 
not need to be manually 
entered. 

Presenter
Presentation Notes

Appt Data 
Link to the Appointment Info page.
Career Cond Conv Date
Indicates the date for noncompetitive conversion to career or career-conditional employment.
Career Conv Date 
Indicates the date the employee is entitled to be converted to career status
Conv Begin Date
Not used by VA.
EOD Date 
Employee's hire date.
Exp Dates
Link to Expiration Dates page.
Hire NTE Dt 
Indicates the date temporary employment ends.
Intermittent Days Worked 
Indicates number of days worked for intermittent employees. Populated from the DCPS return file.
Last Increase Dt
Date of last increase in pay.
Leave 
The service computation date for beginning the employee's leave computation.
LEI Date
Indicates the beginning of the employee's waiting period for the next step of the grade
LEO 
The computation date for law enforcement officer retirement computation.
Mand Retire Date 
Not used by VA.
Next Review Dt 
Not used by VA.
Non Pay Hours WGI  
Indicates number of non-pay hours that count against within grade increases. Populated from the DCPS return file.
Retire 
The service computation date retirement computation.
RIF  
The computation date for establishing RIF position.
Sev Pay 
The service computation date for severance pay computation.
TSP 
The computation date for Thrift Savings Plans eligibility computation.
WGI Due Date
The due date for employee to advance to the next step.
WGI Status 
The employee’s within-grade increase eligibility status.
Expiration Dates Link
 
Temporary Promotion 
The temporary promotion date.
Temporary Position Change 
The temporary position change expiration date.
Sabbatical 
The sabbatical expiration date.
Detail 
The detail assignment expiration date.
Appointment Data Link
 
Nature of Action Code
Nature of Action used for the current appointment.
Current Appointment Auth Nbr   1
Legal Authority used for current appointment.
Current Appointment Auth Nbr  2 
Legal Authority used for current appointment.
Benefit Record Number
Identifies the benefit record number for the employee.
Severance Pay Previous Weeks 
Number of weeks that severance pay was received.
Special Employment Program 
Indicates the special employment program: Not Applicable, Other, Presidential Management Intern, SES Candidate Development, or Veteran's Readjustment Program. 




Employment Data 2 Tab
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Transfer In employees may have an incorrect 
Bargaining Unit code; refer to “Procedural 
Guidance” on FSC’s sharepoint:
http://vaww.fscdirect.fsc.va.gov/payroll.asp

Presenter
Presentation Notes

Bargaining Unit 
The bargaining unit to which the employee belongs. 
Begin Date and Expires Date 
The employee's retained grade begin date and expires date. 
Comp/Area Level 
Not used by VA.
Pay Plan/Grade 
Not used by VA.
RIF Series 
Not used by VA.
Tenure 
Indicates the type of tenure.
Union Anniversary Date 
Not entered on PAR pages.
Union Code 
Not entered on PAR pages.
Probation Dates Link
 
Probation End Date 
The probation end date.
Probation Start Date 
The commencing date of the probationary period.
SES Probation End Date 
The probation end date.
Supervisor/Mgr Probtn End Dt 
The probation end date.
Supervisor/Mgr Probtn Req Cd 
Identifies whether a supervisory/managerial probationary period is required, served, or waived.
Supervisor/Mgr Probtn Start Dt 
The starting date for the supervisory/managerial probationary period, or for the SES probationary period.
Non Pay Data Link
 
Expiration Date 
 Not-to-exceed date for the specific NOA.
Last Date Worked 
 Last date worked for the specific NOA.
NOA Code 
 Nature of action code for the action processed.
SCD Hours, Probation Hours, and Career Tenure Hours 
 Populated as appropriate for the specific NOA.
Financial Disclosure Link
 
Financial Disclosure Required 
Indicates if a financial disclosure is required.
Due Date 
Date financial disclosure is due.


http://vaww.fscdirect.fsc.va.gov/payroll.asp


Accounting 
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Cost Center, Organization Codes, Fund Control Point and Payroll Roles in 
Accounting. 



Department

 Cost Center and Organization 
Codes in HR·Smart are tied to 
the Department.

 Departments also include the 
Personnel Office Identification 
Number (POID) and Station.

 Departments are pre-
configured in the system and 
maintained by VA Central 
Office. 
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Description Tab: Job Code and Department Entry

 The Job Code and Department are 
entered in the Position Management 
pages.

 This is performed by the HR Staffer 
or Quality Reviewer:

 As a reminder: the subaccount code 
is tied to the Job Code, and Cost 
Center is tied to the department.
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Job Data Tab: Reviewing PAR Actions 

 An employee’s job record is 
established in the Personnel Action 
Request (PAR) pages. 

 The PAR pages are a group of tabs 
that contain all information required 
to generate the SF-50 as well as 
additional employment information 
that is not printed.

 When HR processes certain actions, 
such as a Hire or Reassignment, the 
Position Number is entered on the 
Job Data tab of the PAR pages.
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Compensation Data Tab: Special Job Data

 The Subaccount Code is populated 
on the Special Job Data page.

 A link to the Special Job Data page 
is found on the Compensation 
Data tab in the PAR pages.  

 The Cost Center is not populated 
in the PAR pages; The Cost Center 
is populated on the Accounting 
page.
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Quality Reviewer: Review and Finalization

 The Quality Reviewer can access the 
accounting information using the Cost 
Center Information link on the Data 
Control tab.

 The Quality Reviewer also verifies the 
Cost Center information is correct.

 The Quality Reviewer reviews the 
action and sets the PAR Status to PRO 
to approve the action.
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HR Smart DCPS



Accounting Defaults

 The Quality Reviewer should verify the Cost Center and Description.

 If these are incorrect, the Department will need to be updated in the Position 
Management pages. 

 HR can then refresh the position in the PAR pages to update the accounting 
information.
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HR Smart Notification: Accounting 5/
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Payroll offices will receive 
daily messages regarding 
new hire and 
reassignment accounting 
activity. Review (in DCPS) 
for accuracy, PRIOR to 
the pay period expiring. 



69

Payroll’s Role: Enter Accounting Data

Navigate to the Employee Accounting link.
Main Menu>Payroll Interface>VA Accounting>Employee Accounting
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Accounting Basic Search

 Enter the Empl ID in the begins with field, or search by name by 
changing the search criteria to Last Name. 

 The Advanced Search option can also be used.
 Click the Search button. 
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Accounting Defaults

 The employee accounting information defaults based on actions processed 
by Human Resources.

 The only fields that can be edited are Effective Date, Percent and Fund 
Control Point.

 To update the Fund Control Point, click on Correct History and enter the 
appropriate code. Then click the Save button.
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Adding Additional Cost Centers
Employees working in more than one Cost Center will need additional 
accounting data entered.

 To add additional accounting data, click the Correct History button.
 Click the Add a New Row button in the Labor Distribution scroll area. 
 Employees can have labor distributed over a maximum of four cost centers.
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Presenter
Presentation Notes
Percent defaults to 100.00. 
For most employees the percentage will be 100%. For employees working in multiple cost centers the percentage of work for each cost center will be entered. Total percentages for all cost centers must equal 100%. The primary checkbox will be selected for the cost center associated with the employee’s primary job. The Cost Center Code for Labor Distribution 1 must always reflect the employee’s assigned cost center.
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Additional Cost Centers (cont.)

Enter the appropriate accounting information for the new cost center.
Total percentages for all cost centers must equal 100%.
Employees can have only one Primary row. The primary checkbox will be 
selected for the cost center associated with the employee’s primary job.  
Click the Save button.
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Presenter
Presentation Notes
This information will need to be provided to payroll as it will not be in the system.
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Benefit Codes, Savings Plans and Health Benefits Pages; Entering, 
Changing, Waiving or Terminate Benefit Elections.
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Enroll in FEHB
FEHB elections for a new employee typically occur during their 
entry-on-duty process or within 60 days of entry on duty. 

5/
28

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 



76

Enter the applicable information into the search field(s).
Click the Search button.
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Field Descriptions

Plan Type – Indicates Pre-tax (10) or post-tax (1Z) election.
Coverage Begin Date – Date that FEHB election is effective. 
Deduction Begin Date – Date FEHB deductions will begin or end. This date will be the same date 
as the Coverage Begin Date and is populated by clicking the refresh arrows next to the Coverage 
Begin Date.
Elect – Radio button selected for FEHB participation.
Waive – Radio button selected to waive FEHB participation.
Terminate – Radio button selected to terminate FEHB participation.
Election Date - Date FEHB form was received by VA. 
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Field Descriptions – cont.

Benefit Program – Populated based on information from the employee's master record.
PI Action – Indicates to DCPS type of action being processed.
PI Update Indicator – Indicates status of payroll interface transaction.
Benefit Plan – Two character code identifying the insurance carrier.
Option Code – Not used by VA.
Override PI Ind – Used to manually change the PI Update indicator.
Coverage Code – One digit code identifying the type of coverage elected. 
Health Provider ID – Not used by VA.
Court Order Indicator – Indicates the employee is required to carry family coverage due to an 
order from a court.
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Field Descriptions – cont.

The fields above will not be used by VA.
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Health Benefits Page 5/
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Presenter
Presentation Notes
For a complete listing of a benefit plans, click on the magnify glass to scroll through the list of plans. 

Plan Type Indicates Pre-tax (10) or Post-tax( 1Z) treatment of deductions.	
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Enter 10 into the Plan Type field.
Enter the Coverage Begin Date. 
Click the Refresh button. This will automatically populate the Deduction Begin Date.
Enter the Election Date. 
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Enter M2B into the PI Action field.
Enter the Benefit Plan and Coverage Code.

Click the Save button.
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Click the Add a New Row button in the Coverage scroll area.
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Update FEHB

A current employee may 
initiate changes to current 
FEHB elections in myPay
or by submitting a SF 2809 
Health Benefits Election 
Form to the Human 
Resources Office. Elections 
can be made due to a 
qualifying life event or 
during open season. 
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Enter the Coverage Begin Date. 
Click the Refresh button. 
Enter the Election Date.
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Enter M2B into the PI Action field.
Enter the Benefit Plan and Coverage Code.

Click the Save button.
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Click the Add a New Row button in the Coverage scroll area. 
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VA will terminate 
FEHB elections for 
employees who have 
submitted a SF 2809 
Health Benefits 
Election Form to the 
HR office for 
processing.

Terminate FEHB
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Enter the Coverage Begin Date. 
Click the Refresh button. 
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Select the Terminate radio button.
Enter the Election Date.
Enter M2B into the PI Action field.

Click the Save button. 
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Click the Add a New Row button in the Coverage scroll area.
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Before processing an 
update to Court 
Ordered FEHB, ensure 
that the Coverage 
Code indicates family 
coverage.

VA employees 
may be 
required to 
enroll in the 
health benefit 
program with 
family 
coverage as 
the result of a 
Child Support 
Enforcement 
order.

Enter Court Ordered FEHB
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Enter the Coverage Begin Date. This will be the date the court order was 
received.
Click the Refresh button.
Enter the Election Date.  The Election Date will be the date the court order was 
received.
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Enter TRK in the PI Action field. 
Click the Court Order Indicator checkbox.

Click the Save button.
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TSP – New Hire
Employees are automatically enrolled in Traditional TSP with a 3% employee 
contribution. Employees may choose a different contribution by submitting a 
TSP-1, Thrift Savings Plans Election Form to the Human Resources (HR) office.
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Enter the applicable information into the search field(s).
Select the Correct History checkbox.
Click the Search button.
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Highly Compensated - Not used by VA.
Plan Type - Indicates Type of TSP election. Codes are 42, 4X, 4Y, 4Z.
Coverage Begin Date - Date that TSP election is effective. This is usually the beginning of a pay 
period for enrollment or changes and ending date of a pay period for terminations.
Deduction Begin Date - Date TSP deductions will begin or end. This date will be the same date as 
the Coverage Begin Date. 
Elect - Radio button selected for TSP participation.
Waive - Radio button selected to waive TSP participation.
Terminate - Radio button selected to terminate TSP participation or when changing Plan Type.
Election Date - Date TSP form was received by VA. 

Field Descriptions
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Benefit Program - Populated based on information from the employee's master record.
PI Action - Indicates to DCPS type of action being processed.
Override PI Indicator - Used to manually change the PI Update indicator.
Benefit Plan - Code that corresponds to the Plan Type selected. 
PI Update Indicator - Indicates status of payroll interface transaction.
Option Code - Not used by VA.
Hardship From/Hardship To - The beginning and ending dates of the TSP hardship period 
populated through the payroll interface.
TSP Status Date - Date of applicable TSP status. 
TSP Status - Indicates employees status for TSP elections. 

Field Descriptions – cont.
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Before Tax Investment - Used for contributions to traditional TSP (Regular and 
catch-up).
After Tax Investment - Used for contributions to Roth TSP (Regular and catch-up).
Flat Amount - The dollar amount for regular or catch-up contributions. 
Percent of Earnings - The election percent for regular contributions.
Annual Excess Credits - Not used by VA.

Field Descriptions: Before & After Tax Investment
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Last Update by – The name of the last person to update the record.
Last Updated By – The date the record was last updated.

The fields above will not be used by VA.

Field Descriptions: Beneficiaries
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Savings Plans Page

TSP Benefit Plans:
 TSPRG TSP Regular

 TSPRR TSP ROTH 
Regular

 TSPUC TSP Regular 
Catch-Up

 TSPUR TSP ROTH Catch-
Up
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Enter the new contribution amount in the Flat Amount or Percent of Earnings field.
If the PI Update Indicator displays Applied, the indicator will need to be changed to 
Ready.
Click the Save button.
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If necessary, 
locate the 
appropriate TSP 
row in the Plan 
Type scroll 
area.

Update TSP

Click the Add a 
New Row 
button in the 
Coverage scroll 
area.

 Employees can change their election at any time by submitting a TSP-1 
form. VA local payroll will enter elections upon receipt of a completed 
TSP-1 form.
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Click the Save button. 

Enter the Coverage Begin Date, Election Date, PI Action and Flat 
Amount or Percent of Earnings
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Coverage Begin Date 
is the beginning of the 
effected pay period; 
Election Date does 
not have to match the 
Coverage Begin Date. 
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Click the Add a New Row button in the Coverage scroll area for the 
Plan Type the employee wants to stop.
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Change TSP Plan Type

Presenter
Presentation Notes
Employees may elect to change from Traditional TSP to Roth TSP or from Roth TSP to Traditional TSP at any time by submitting a TSP-1 Thrift Savings Plans Election form. VA local payroll will enter changes to plan type upon receipt of a completed TSP-1 form.  
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Enter the Coverage Begin Date. Click the Terminate radio button. Enter the 
Election Date and PI Action.

Click the Save button.
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This will be the beginning of the pay period in which 
the plan is being changed for regular contributions. 
For Catch-up contributions, this will be the end of the 
pay period.
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Click the Add a New Row button in the Plan Type scroll area.
 If the TSP Status Date is not known, click the left arrow button in the Plan Type scroll 

area to view the TSP Status Date from the previous election. Click the right arrow to 
scroll back to the current election.
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Enter the Plan Type, Coverage Begin Date, Election Date, PI Action and select the 
applicable value in the Benefit Plan field. 
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Enter the TSP Status Date.
Select Employee elected TSP Currently from the TSP Status drop down. 
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Enter the applicable amount in the Flat Amount or Percent of Earnings field. 

Click the Save button. 

5/
28

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 

Roth TSP allows 
for the deduction 
of TSP amounts 
after tax has 
been deducted 
from salary 
payments. 

Presenter
Presentation Notes
After Tax Investment Group Used for contributions to Roth TSP. (Regular and catch-up).	
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Click the Add a New Row button in the Plan Type scroll area.
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Enter Additional TSP Plan
Employees can elect to contribute to both Traditional and Roth TSP in any 
percentages or amounts subject to Internal Revenue Code limits and can 
change their election at any time. Employees may choose a percentage for 
one type of contribution and a dollar amount for the other type of 
contribution. 

Presenter
Presentation Notes
Employees can elect to contribute to both Traditional and Roth TSP in any percentages or amounts subject to Internal Revenue Code limits and can change their election at any time. Employees may choose a percentage for one type of contribution and a dollar amount for the other type of contribution. 
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Enter the Plan Type, Coverage Begin Date, Election Date and PI Action.
Select the applicable value in the Benefit Plan field.
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If the TSP Status Date is not known, click the left arrow button in the Plan Type 
scroll area to view the TSP Status Date from the previous election. 
Click the right arrow to scroll back to the current election.

Enter the TSP Status Date.
Select Employee elected TSP Currently from the TSP Status drop down. 

5/
28

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 



111

Enter the applicable information in the Flat Amount or Percent of Earnings field.

Click the Save button.
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Union Dues
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Entering and Terminating Union Deductions. 
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Enter Union Dues

Navigate to the Create General Deductions page.
Main Menu > Payroll for North America> Employee Pay Data USF > Deductions> 
Create General Deductions
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Enter the applicable information into the search field(s).
Click the Search button
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Enter the Union Deduction Code. 
Enter the Union Anniversary Date for AFGE or NNU unions. 
Enter the Effective Date. This will be the beginning of the pay period 
following receipt of the form.
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HR·Smart Union Codes
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Select 0111 – Union Dues - Add from the PI Action drop down.
Click the Save button.
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Locate the Union 
Deduction row in 
the 
General Deduction
scroll area if 
necessary.
Click the Add a New 
Row button in the
Deduction Details 
scroll area.

Terminate Union Dues
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Enter the Effective Date. This will be the end of a pay period.
Enter the Deduction End Date. This will be the same date as the Effective Date.
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Select 0113 – Union Dues – Stop from the PI Action drop down. 
Click the Save button. 
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Presenter
Presentation Notes
In order for union dues deduction transaction to interface correctly to DCPS enter the transaction in the pay period in which it is effective. For example, if you need to stop one deduction and start another, the stop deduction would be processed in the pay period the deduction will stop and then the new deduction will be entered the following pay period.



HR·Smart Reports
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Accessing HR Smart Reporting Options
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HR·Smart Report Options
Pay-affecting transactions are sent to DCPS on a daily basis.  
Feedback from the payroll system can be viewed in HR·Smart. 
Review the status of all payroll transactions that have been 
entered.  If the transaction was returned, the error codes can be 
reviewed and the transaction corrected. The corrected transaction 
can then be transmitted to DCPS for processing.

The following reports are available for payroll:
PI Transaction Status
PDI Return Message
Non SF50 Error
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PI Transaction Status: Payroll Interface>DFAS Payroll 
Interface Review>PI Transaction Status 5/
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PI Transaction Status 5/
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PI Transaction Status

Navigate to the PI Transaction Status page.
Main Menu>Payroll Interface>DFAS Payroll Interface Review>PI Transaction Status 
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PI Transaction Status

Enter the Process Date, if necessary. 
Select the applicable filters. 
Click the Refresh button.
To view details on an action, click the DCPS Return Message link. (Messages are not 
available for all statuses.) 
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DCPS Return Messages

Displays NOA

The DCPS Return Message contains the error message explaining why a transaction 
was Returned to Personnel. 
Click the OK button.
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Transaction Details Links
To make changes to a transaction, click the Transaction Details link. This will 
return you to the corresponding pages to make corrections to the transaction. 

If multiple rows exist, locate the transaction where the PI Update Ind has 
a Returned status.
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Updated Actions are Resent to DCPS

Review the transaction and make necessary updates.
Click the OK button, which will save the transaction
The PI Update Ind will automatically update to Ready. 
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NON SF50 ERROR

Navigate to the Non SF50 Error page
Main Menu>Payroll Interface>DFAS Payroll Interface Review>Non SF50 
Error
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Non SF50 Search Results

Enter the Process Date.
Click the Refresh button.

This will display any errors returned by DCPS that do not appear on an employee’s 
SF50. This includes Deductions such as Union Dues and Parking Deductions. 
Errors returned here can be corrected in the Create General Deductions page. 
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Navigate to the record with a PI Update Ind that displays Returned.
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Review the transaction and make necessary updates.
Click the OK button, which will save the transaction.
The PI Update Ind will automatically update to Ready. 
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HR·Smart Queries
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Running HR Smart Query Options. 
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The Query Viewer function in HR·Smart allows certain 
users to view, schedule and run query reports that have 
been published and made available for viewing inside 
HR·Smart. 

If you cannot find a published query that meets your 
needs, contact the HR·Smart help desk to make a 
request.

Query Viewer 5/
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Presenter
Presentation Notes
Within HR·Smart, users can extract information from HR·Smart through the Query Viewer. In Query Viewer, the user can request the output in HTML, Excel, or XML formats. 
 
HR·Smart has the ability to provide standard and query reporting on nearly all the data elements entered into the system.
 
Queries are found in the Query Viewer menu link. Both simple and complex predefined queries are available for users to run.



135

Query Navigation

Navigate to the Query Viewer page
Main Menu>Reporting Tools>Query>Query Viewer
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Query Search

Most Queries created specifically for VA begin with Z_VA. Entering this 
value into the begins with field will return all results beginning with 
Z_VA.

5/
28

/2
01

9
In

te
rn

al
 V

A 
U

se
 O

nl
y 

-P
re

 D
ec

isi
on

al
 

Presenter
Presentation Notes
When a public query is defined the query definition includes several attributes. Users can search for public queries using these attributes. 
Users can use the Search By criteria of Description or Query Name. 
Contact the VA HR·Smart Help Desk for applicable query Descriptions and Names. 

Advanced Search can also be used. Advanced search provides more options and the ability to search with the Contains qualifier using part of the description.
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Query Results

Click the HTML link for the desired Query.
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Presenter
Presentation Notes
Queries used on a regular basis can be added to Favorites. The Query page will then automatically populate with the queries the user has selected as favorites.
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Active Employee Query

The query will display in a new window. 
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Excel Export in Query

To export the report to Excel, Click on the Excel Spreadsheet link in the 
header area of the displayed report. 
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Excel Report

The report will open in a new Excel window. 
Exporting the report to Excel allows the data to be manipulated. For 
example, you could sort the data by name for an alphabetical listing of 
employees.  Query results are generally displayed in order of the Empl ID.
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Bonus HR Smart Examples
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Deductions
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Deduction Codes and Pages; Enter Parking/Quarters Deductions.

Presenter
Presentation Notes
The deduction pages in HR·Smart are used for required deductions, voluntary allotments to labor organizations, and for recording transit subsidy benefit information.
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Enter Parking/Quarters Deductions
Employees at certain VA facilities are required to pay a bi-weekly parking fee for 
parking on government grounds. 
Employees at certain VA facilities may pay to occupy government owned living 
quarters located at VA facilities. 
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Enter the applicable information into the search field(s).
Click the Search button
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Field Description

Deduction Code Indicates type of deduction. In some cases 
the deduction amount is tied to this code.

Union Anniversary Date Date employee became a member of AFGE 
or NNU labor organization.

General Deduction Fields
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Effective Date Date deduction is to begin or end. 
Calculation Routine Identifies how the deduction amount is calculated.
Override PI Ind Used to manually change the PI Update indicator.
Deduction End Date Date the deduction will end.
PI Update Ind Indicates status of payroll interface transaction.
Flat/Addl Amount Amount of biweekly deduction.
PI Action Indicates to DCPS type of action being processed.
Date last updated on Date the data was last updated.

Deduction Details Fields

147
The remainder of the fields are not used by VA.
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 If necessary, click the 
Add a New Row button 
in the General 
Deduction scroll area.

 If this is the first 
deduction to be 
entered for the 
employee, the Add a 
New Row button will 
not be available.

Enter the Deduction Code.
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HR·Smart Parking/Quarters Codes
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Enter the Effective Date.
Select Flat Amount from the Calculation Routine drop down.
Enter the rate in the Flat/Addl Amount field.
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Presenter
Presentation Notes
Parking and Quarters information is generally provided to payroll on VA form 10-4560.
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Select 0121 – Parking/Quarters – Add from the PI Action drop down.
Click the Save button.
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Update Parking/Quarters Deductions

Locate the 
Parking/Quarters 
Deductions row in the 
General Deduction
scroll area.
Click the Add a New 
Row button in the
Deductions Details
scroll area.
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Enter the Effective Date. 
Enter the rate in the Flat/Addl Amount field.
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Select 0122 – Parking/Quarters – Chg from the PI Action drop down.
Click the Save button.
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Locate the 
Parking/Quarters 
Deductions row in the 
General Deduction
scroll area.
Click the Add a New 
Row button in the 
Deduction Details
scroll area.

Terminate Parking/Quarters Deductions
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Enter the Effective date. This date will generally be the end of a pay period.
Enter the Deduction End Date. This will be the same as the Effective Date.  
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Select 0123 – Parking/Quarters – Stop from the PI Action drop down.
Click the Save button.
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Transit Benefits (Tracking Purposes)
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Entering, Changing and Terminating Transit Benefit Codes.

Presenter
Presentation Notes
The Transit Benefit Program provides a non-taxable subsidy designed to encourage Federal employees to commute daily via mass transit to and/or from work. Qualified employees participating in the program are required to calculate the cost of their daily commute from their residence to and/or from work. 
 
Prior to participation in the public transit benefit, VA employees will complete VA Form 0722, Application for Public Transit Fare Benefit. The transit manager must provide the employee’s payroll office with a copy of VA Form 0722 for entry into HR·Smart.
 
Upon receipt of a properly certified VA Form 0722, local payroll offices will enter transit information into HR·Smart.

Transit benefit information is entered into HR·Smart for reporting purposes only. 
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Enter Transit Benefits

Navigate to the Create General Deductions page.
Main Menu > Payroll for North America> Employee Pay Data USF > Deductions> 
Create General Deductions
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Enter the applicable information into the search field(s).
Click the Search button.
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If necessary, click the Add a New 
Row button in the General 
Deduction scroll area.
If this is the first deduction to be 
entered for the employee, the 
Add a New Row button will not 
be available.
Enter the Deduction Code.

HR·Smart Transit Benefit Codes
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Enter the Effective Date.
Select Flat Amount from the Calculation Routine drop down.
Enter the rate in the Flat/Addl Amount field.
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Select Tracking Purpose Only from the PI Action drop down.
Click the Save button.
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Locate the Transit Benefits 
row in the General Deduction
scroll area.
Click the Add a New Row 
button in the Deductions 
Details scroll area.

Update Transit Benefits
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Enter the Effective Date. 
Enter the rate in the Flat/Addl Amount field.

Click the Save button.
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Locate the Transit 
Benefits row in the 
General Deduction
scroll area.
Click the Add a New 
Row button in the
Deductions Details
scroll area.

Terminate Transit Benefits
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Enter the Effective Date.
Enter the Deduction End Date. This date will be the same as the Effective Date.

Click the Save button.
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