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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.




What is HR-Smart?

5/28/2019

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

How does HR-Smart work?

/HR Smart will
eventually
transmit position
information to

\_USA Staffing. J\x
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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 



PAID vs. HR-Smart — Historical Records

PAID

*Flat Files

*Only the most recent
transaction is available

*Does not maintain historical
records
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HR-Smart

*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

5/28/2019

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
()
(2]
-
<
=>
©
c
—
()
=
=

0)



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 



Effective Dating

(0)}
i
o
N
~
0
o
S~
LN

al

al VA Use Only - Pre Decision

Intern

D


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
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HR-Smart Roles

©
C
e
8D
()
()
(a)
(O]
—
(a1
1
=
c
o
Q
(%)
-]
<
=>
©
c
—
(&)
=
=

FINANCIAL
SERVICES
CENTER

#FSC

U



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

Position HR Staff *
Manager

e|nitiate SF-50 transactions directly

eAdd iti
new positions i HR e

eTransmit positions to USA Staffing T o o e e e T

*Approve new p05|t|.or1 requests Telework Agreements, Obligated
*Update current positions Service, and Appraisal Ratings

S
Quality e
) Payroll o
Reviewer <
eReview information for accuracy eEnter Fund Control Point ;
eCorrect and cancel actions eEnter Additional Pay ;
e Approve transactions eEnter Deductions g
*Release actions to DCPS eEnter Benefits £
FINANCIAL eView employee HR records
ﬁsc SERVICES
CENTER




Team Work
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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 
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Common Terminology in HR-Smart

Term

( )

PAR

\. J

)
—

Definition

Personnel Action Request

( )

Empl ID A unique number that identifies an employee

Dashboard A user's homepage.

Pagelets Each block of content on the home page

( )

USF United States Federal

\. J
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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.  
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Navigating HR-Smart

Navigating through HR Smart, Performing Basic and Advanced Searches, and
Determine PAR and Pl 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.

5/28/2019

[ .S. Department
W of Veterans Affairs
g

VAS Sign-On | Contact Us

VA SINGLE SIGN-ON

Sign in to continue

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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Sign-On Options

VA SINGLE SIGN-ON

Sign in to continue to

Human Resources Information Service (HRIS) Sign In
with VA PIV Card

View Other Sign-in Options
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Windows Authentication
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VA Single Sign-On

Sign in with
Windows Authentication

Sign in with
VA Network ID
*Disabled for most users
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Presenter
Presentation Notes
Contact IT support for issues with Single Sign On access. 
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Dashboard

B HR Shared Service v Workforce Administrator |
Welcome to the new HR Smart Approvals Query Viewer
The updated system features a refreshed look and feel that will enable the VA HR

community to more efficiently serve VA employees. The new design incorporates
more user friendly functionality and a streamlined PAR process.

To take advantage of these improvements:
@ Inifiate: PAR fransactions by simply clicking on the Create Personnel
Actions USF tile
C] Approve new transactions by clicking on the Approvals tile
(Worklist tile will have remaining workflow items from old transactions)

To leamn more, click this tile to access HR Smart Job Aids

Admin - Analytics and Reports HR Processing USF

7,

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

FINANCIAL
ﬁ SERVICES
CENTER

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
(0}
(%]
)
<
>
©
c
—
[V}
=
=

=
W



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.



Toolbars
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Personalize Content | Layout

Benefits Library ~ D

= 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.



Menus
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Favorites - Main Menu -
6 Search Menu:
: )
= M e K ..
Menu SSC Processes - v Top Menu Features Description
Search: d  Self Service k
(d  Manager Self Service 3 Ourn
S3C Processes [ Workforce Administration [ Thao monn e e loeatad arrncs thg
Manager Self 58 i
fanad | 9 Payroll for North America k = Savings Plans
Workforce ﬁ-.clmll]
L1 Eoirnll Intorfaro 3 o

= 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. 



Breadcrumbs

m Main Menu > Benefits« > Enroll In Benefits » > SavingsF‘Ians

5/28/2019

H®f HR Shared Service

Savings Plans

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

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
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New Window | B2

= 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
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Find an Existing Value

Search Criteria

Empl 1D |begins with v |

Benefit Record Number(= /|

Name | begins with v |

Last Name |begins with v |

Business Unit| begins with |

Department Set ID| begins with v |

jeye

Department | begins with |

Organizational Relationship|= v | v

Alternate Character Name |begins with w |

L include History L] correct History []case Sensitive

IQ
Search Clear Basic Search & Save Search Criteria

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

Search Criteria

2llet begins with

Benefit Record Mumber En"tams
Name |not =
"y

Last Name | -

Business Unit|*
=

Department Set 1D | petween

Q
= Q
Organizational Relationship = v | v|

Alternate Character Name

= 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.
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Basic Search

pr—
~ Search Criteria

Search by: |Empl ID V|begins with
[Jinclude History [_]Correct History

Search | Advanced 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

5/28/2019

Empl ID: begins with |
Empl Rﬂcurd:l = Vl [
Name: begins with ||

LastName: |begins with ||

[_linclude History [ _lCorrectHistory [ |Case Sensitive

Search || Clear Basic Search [&f Save Search Criteria

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.



Search Results Limitations

Search Results
|E1r||].r the first 300 results can be displayed.

on |Fir5t ql 1-300 of 300 pl Last

5/28/2019

Job Reports
Position De i Business e " tﬂ Position ﬁ_ To
Number |——o-eel Unit =ERECMER rode  Status S position
Perm itted
| [ —— - HIJITIIJ-EF
| A000327E Physician Assistant Trne VADDT (14036 200603 Approved M 90003418
= 90008277 Mursing Assistant VADDT 15585 200088 Approved M VAP 1367
b 20008278 |Physician (15t Yr Ees) VADDT (14030 200460 Approved M 90010566

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

= |f 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.



Group Boxes

5/28/2019

Find | View Al Fist Kl 2012 I 1o

*Plan Type: 42 Q Thrit Savings Plan [#][=]
Coverage End | View Al Frst LI ) B

E'J "‘" *Deduction in Date: | Eﬂ r:" ﬂlﬂ

*Coverage Beqi : |

= e
@ Elect ) waive ) Terminate ¥ *Election Date: |ﬂEHE!ED14 El
Benefit Program: VAP VACovered piacion: | & ["] override P! Ind
Benefit Plan: | @, Pl Update Ind: |NotReady
Option Code: Hardship From: | el Hardship To: | E‘:'
TSP Status Date: | IE TSP Status: L

Flﬂl Amount: Flat Amount:

i ik el | Percent of Earnings:

| Annual Excess Credits:

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




Add a New Row

5/28/2019

[] Highly Compensated
Plan Type: 42 Thrift Savings Plan F
*Coverage Begin Date: 10112008 [ % *Deduction Begin Date: 10112009 [ % [#][=]
Coverage Election
@ Elect © Waive O Terminate v *Election Date: 10M1/2009 |34
Benefit Program: VAP VACovered Pl Action: WQ@ Override Plind
Benefit Plan: TSPRG & 1op pamuar Dllindatelnd-  NotReady [+

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

§ P T ’._u.@é
T T ? ) Help
*Plan Type: 42 Thrift Savings
Look Up Plan Type
i b \
*Coverage Begin Date: | [# -
Cao VT, '.Ii‘_:-,';-'::"H.;I ] e
® Elect 0 Waive ) Tedpinate | S5arch Resuits l06/16/2014 [0
Wiew 100  First NREIENT" Last
Fian T e Transiagte Long Mam e x
Benefit Program: VAP VA Covered B2 i Savings Plan | Override Pl Ind
I\ 4 ROTH Regular
Benefit Plan: | 4 4y Reqular Catch UP L Ind: lotReady ¥
4z ROTH Catch L : :
Option Code: Hardship Frofm: i - mroship To: | =y
TSP Status Date: | [l‘r TSP Status: L

= 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
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T T T = T g T T = e T T T =T

Coverage

*Coverage Begin Date: + *De ion Begin L
1>
) Waive May v 2014 ~ Date:
= I T W T F =
Benefit Program: VAP WA 1 =2 =3 hction: |_
Benefit Plan: | 4 5T &8 T |8 9 10
:[}pﬁﬂ." Code- 11 12 13 14 153 186 17 _E

| 18 1% 20 21 22 23 24

TSP 5Status Date: 25 P8 27 28 20 30 31 et
Before Tax Investment I

Flat Amount: | (4] Current Date [»)
11

Percent of Farninons: |

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

5/28/2019

" Highly Compensated

*Plan Type: N9 Regular Catch UP +|[=]
Coverage £ind | View A1 First Kl 4 014 I (st
*Coverage Begin Date: 4 ¢! *Deduction Begin Date: | By ! (=]

O vaie ¥ “Eecton Date ts0an0ts [
Benefit Program: VAP VACovered Pl Action: |_':l= "] override Pl ind
Banefit Plan; | q PlUpdatelnd:  NotReady |~
Option Code: Hardship From: W HardshipTo: | al
TSP Status Date: | H Top status: "

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

5/28/2019

Personal Data Job Data Position Data Compensation Data Employment Data 1 Employment Data 2 Cl Exceptions
-
Mancy Nurse EmplID: 00016611 Empl Record: 0

7} 4] b ]

+ || =

Actual Effective Date: 03/02/2015 E‘j Proposed Effective Date: 030212015 J J
[ override Pl Indicator

Transaction Nbr: 1 Sequence: Not-to-Exceed Date: E‘J Pl Update Ind: -
*Action: HIR QJ Hire Par Status: FRO Qa Processed by Human Resources

*Reason Code: TEP ‘&, T_.33 Perm Contact Emplid: &, Alternate Signature

NOA Code: 170 9L Eyc Appt

Authority (1) 1252 @4 pescr(1): |38 USC 7401(1) Descr (1) Part 2:
Authority (2): QJ Descr (2): Descr (2) Part 2:
Frint SF-52 Print SF-50 Profile Management PAR Remarks Award Data Tracking Data

PAR Request Nbr:

Validate Edits View Edit Errors GPPA Website

EJJ Save %ﬁ Return to Search 1| Previous in List 4| MextinList =] Motify ;_1 Include His tory [ 7 Gorrect His tary
S—

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

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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[ ] [ ] L] o))
Additional Page Links :
N
Employment Data 2’ € Find | View Al @nzuu O fry

[+][=]

Effective Date: 03/23/2014 Transaction Nbr/ Seq; 1 PAR Status:  Processed by Human Resources

Action Type:  Concurrent Appointment NOA Code: 101 Empl Status:  Active
Bargaining Unit: 1272 | AFGE

Union Code: |
Union Anniversary Date:

Tenure: 2 - Conditional v|

Permanent Daia - RIF Retained Grade Fxpires

Expires Date: ‘:\

Frobation Dates Man Pay Data Financial Disclosure

RIF Series:

Pay Plan/Grade: D Compidrea Level: ‘:’ E Begin Date: :
[

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




Action Type: NOA Code: Empl Status:  Active >
Bargaining Unit: 1272 AFGE
Union Code: |
. | I
Union Anniversary Date: |
Tenure: M
Permanent Data-RIF 0-None Refained Grade Expires
— - | r1-Permanent Beqin Date: B
Fay Plan/Grade: | | 2 _Conditional Leyel:
o, — 1 13- ndefinte ExpiresDate: | [

Probation Dates MNon Pay Data Financial Disclosure

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

5/28/2019

= save ||t RetwntoSearch | 1] Frevious inList 4| Nextinlit =] Motfy

= 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

5/28/2019

Validate Edits View Edit Errors

‘5l Save | ot Returnto Search || |[=] Notify

Data Control | Personal Data | Job Data 1 | Position Data | Compensatiq

= 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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Send Notification
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Send Notification Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.

_ _ Lookup Address
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Notification Details Lookup Recipient
. 1 ’
To: | DelivA\Options Recipient Search Type receivers
Cric\ ¢ Name: last name or last
cc: name, first name
BeC: h Search Results Personalize | Find | View All | 2| & (no space after the
’ Use t e To cC bcc Recipient Email Address Comma)

Utilizing the Priority: S Lookup O o o
nOtify Subject: |<Enter Subject here> \V RGCIpIent / _
. ©
option to HH t P <
bUtton' Template: Workflow Notification p The notification will -?,
allows you to A find your go straight to the =
Priority: %NotificationPriority re ceiver . 8
send v \ ) receivers VA Outlook. 2
messages Date Sent: 2018-11-14 | &
rega rding an Message: ¥ Add to Recipient List -~
) =
action: H Notlfy Recipient List o
= b
k / To: )
Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification. CC: <>E
Click Apply to send this notification and remain on this page. ©
BCC: c
0K Cancel Apply %
OK Cancel =
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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.



B
Update, Include History, and Correct History

5/28/2019

S sae o RetmtoSearch =] Moty 1t Refresh [ ] e Htory -7 turrﬁr:tHEt{rwl

= 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.
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Personnel Action Request (PAR) Status

Actual Effective Date: 051012016 Proposed Effective Date: 051012016

Owerride Pl Indicator
Transaction Nbr: 1 Sequence: 1 Not-to-Exceed Date: Pl Update Ind: Applied
Action: XFR Reasg/Con Par Status: PRO Processed by Human Resources
Reason Code: OTH Other Contact Emplid: Alternate Signature

= REQ (Requested) Requested by an employee or a manager
= INI (Initiated) Open and designated as a work in progress

= 1ST (1%t) 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
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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. 


Payroll Interface (Pl) Action Codes

Benefit Plan;

Henefit Program:

i

Pl Action; [ - -%

PlUpdatelnd: |

| Override Plnd

{Ready

= A Payroll Interface (Pl) Action code is a NOA Code used by the payroll
provider to identify and process certain transactions:

Look Up Pl Action

Cancel

Search Results

“iew 100 First 4 150f5 "B Last
Nature of P
{ Action GVT NOA Description
Code
COA FEHE MIL-Contingency Ops
COT FEHE MIL-Contingency Stop
1 M2B FEHB Plan/Date
1 M2H FEHE Temporary Indicator
1 TRK Tracking Use Only

FEHB
actions

FINANCIAL
SERVICES
CENTER
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Look Up Pl Action

Cancel

Search Resulis

View 100 First 'Y 1o0fa '“*' Last
A:t?nt::f:s;e GVT NOA Description <4
CRC ROTH Catch-up - Change
CRD ROTH Catch-up - Delete
CRN ROTH Catch-up - Mew
cuc TSP Catch-Up - Change
CuD TSP Catch-Up - Delete
CUN TSP Catch-Up - New
ROT ROTH Data
TRK Tracking Use Only
TSP TSP Data

Look Up

Cancel

TSP
actions

Mature of
Action Code
o001
5EC
5ED
5EN
815
816
g327
MEK
MSC
TRK

Search Results
“iew 100 First

Pl Action

1-10 of 10 b Last

GVT NOA Descripti OZ
Cancellation

Change Entitlement

Delete Entitlement

Add New Entitlement
Recruitment Bonus
Relocation Bonus

Retention Bonus

Severance Payments
Change Data Element Mons0
Tracking Use Cnly

[Premium Pay
and other
1N actions

5/28/2019
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Presentation Notes
PI Action codes are used to identify the type of transaction to the payroll provider. 


Deduction Pl Action Codes

5/28/2019

Deduction Details Find | Vew Al Frst S garg B L

"Effective Date: 05042014 |G V| Take on all Paygroups =]

Distribution Code: q I Ded stopped by Self Serv User

‘CalculationRoutine: | DefaulttoDecucton Table ~~ » Distribufion Information 7 override PlInd

Deduction End Date: W Deduction Rate or%: | PlUpdate Ind: NotReady [+]

Loan Interest %: | HatAddl Amount: _ || P Action:

Goal Amount: | Current Goal Balance: | a
N\

0012 - Address Change
0111 - Umion Dues - Add
30113 - Union Dues- Stop
0121 - Parking/Quarters - Add
0122 - Parking/Quarters - Chg
0123 - Parking/Quarters - Stop
Tracking Purpose Only }
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Presentation Notes
PI Action Indicates to DCPS type of action being processed. 	



Pl Update Indicator

5/28/2019

__| Override Pl Indicator

| SN |

Pl Update Ind: | Applied

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

= The Pl 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. 


5/28/2019

Pl Update Indicator Codes

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.
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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. 
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HR-Smart Background

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

Position HR ‘ Quality

%nager \Staffer Qviewer
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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.

5/28/2019
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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. 
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Job Codes

= Before a new position is created in HR-Smart, a Job Code must exist
in the system.

= AJob 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.

#FSC

Pozition £ ooo15780
John Harrison
HEO

Pozition £ oo47850
Sarah Nichols
HE Specializt

Pozition £ 02347632
Erin Jones
HE. Specialist

Pozition £ ooo1b243
Tara Lopez
HE Supervizor

FINANC
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Pozition # oo328074
Joszeph Williams
HE Azzjstant

Pozition £ ooo45456
OPEN
HE Asziztant

5/28/2019

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
(0}
(%]
)
<
=>
©
c
—
[V}
=
=

D
W



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.
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Job Code Profile

_ Evaluation Criteria Market Pay Match Default Compensation Mon-Base Compensation E:'
Set ID: VASHR Job Code: 203058 Husiness Units that use this Set it}
debCodeProfie  md ot
Effective Date: 01/01/2009 Status: Active Key Job Code Go To Row |
Occupational Series: 0343 Management and Program Analysis
Official Posn Title Code: 05 Wanagement Analyst
Organization Posn Title Code: 00 Mone JOb COdeS Can ImpaCt
various fields or job
Job Descr: N
families...
‘©
c
.2
K%
Job Function Code: Job Subfunction: g
(D)
Job Family: a
Standard Hours: 40.00 Standard Work Period: W Weakly %‘
(@)
Workers' Comp Code: Manager Level: Oiher Y
D
Comp Freq: A Annual <
Reqgular/Temporary: Regular Medical Checkup Required TCU
()
Union Code: =
B ysa
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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.  


5/28/2019

FLSA Status
“Eysa

EEQ-1.Job Category: Officials and Managers
EEQ-4 Job Category: No EEQ-4 Reparting
EEQ-5 Job Category: No EEQ-5 Reparting
EEQ-6 Job Category: No EEC-6 Reparting
IPEDS-5 Job Category: No IPEDS-5 Reparting

Standard Occupational Classif;

FLSA status is tied to the
Occupational Classif Code: job code, but can be
changed (if necessary, on

EEQ Job Group: the position code.
FLSA Status: Exempt
Tipped: Not Tipped Available for Telework

Telework indicator
Lidentifies if an employee
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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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US Federal

Agency: VA~ Department of Veterans Affairs Override P! Indicator
Sub-Agency: TA Veterans Health Administration p NFC Update Indicator:
This will always be
POI: 1367 Depart of Veterans Affairs - V TA which is VHA.
Bargaining Unit;
Pay Basis: Per Annum If Pay Basis is incorrect, Job
Code on the Position record

must be corrected (Position
Manager).

Fund Source:

Parenthetical Title: Employee Financial Interests

PATCOB Code; Administrative Executive Financial Disclosure
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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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Sub Account Code

Iarket Pay Match

@ Evaluation Criteria Default Compensation ~ Non-Base Compensation

Set ID: VASHR Job Code: 203058

' { ]
Effective Date: 01/01/2009 Status: Active
Sub Account Code: 01 Indicates the

accounting fund for
personal service
costs.
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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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Classification Factors

Functional Class: IA Actions
Sensitivity Code: Non Sensitive Target Grade:
LEO Position; Official Title Prefix;
Classification
Standard:
Classifier: DATA_COMNY

Date Classified:  06/04/2015 Classification Title 5, G5 Class System =
Authority: S
Classification Factors | Ugang @
Classification Factor: Factor Level Points Weight (%) a
(D)
a
111X L UR— | . 1. |- S— =
C
OPM Certification Nbr: in Poi i o
Salary Grade Min Points Max Points Total Points: 0 <
0 0 3
Position Classification Stds <>i
L [
T
)=

Updated on:  06/04/15 12-11:58AM Updated By: DATA_CONV
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Presentation Notes
Classification factors are also part of the job code.
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HR Screens (PAR Pages)

Key Elements, Sub-links and Issues that Impact Premium Pay.

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
(0}
(%]
)
<
>
©
c
—
[V}
=
=

o n U.S. Department
e\ . =8 of Veterans Affairs

1N
O




.

(@)}
—
Data Control Tab :
N
S~~~
0
o
S~
N
Contr: " Personal Data | Job Data 7 Position Data | Compensation Data ) Employment Data 1 ) Employment Data 2
Hybrid One EmpliD: 00045394 Empl Record: 0
“ont o { B
Actual Effective Date: 03/09/2014 Proposed Effective Date; 08/M03/2015
| override Pl Indicator
Transaction Nbr: 1 Sequence: 1  MNot-to-Exceed Date: Pl Update Ind:  appjied
Action: HIR Hire Far Status: PRO Frocessed by Human Eesources
Reason Code: TEP T-38 Perm Contact Emplid: [ | Alternate Signature
NOA Code: 170 Exc Appt | Utilize the NOA code
Authority (1) zea  Descr1): 3gy| (and effectivedate), 1p o) pore =
to research an issue. =
Authority (2): Descr (2): Descr(2) Part 2: '8
=)
— —— v
[ PrinkSRE52| | RAnkSFE50. | Profile Management  PAR Remarks Award Data Tracking Data o
PAR Request Mbr: =
|- Validate Edits | View Edit Errars GPPA Website Cost Center Information o
3
<
/ If forgotten at >
(El-save | [@h Return to Search | [t} Previousin ddst | WE] Mextin List | =] MNotify | |5 Update/Display. | |zl Include History | the search g
()
o+
o

stage, Include

Data Control | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 )
History here.
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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.
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Tracking Data

|._ FrintSF-52 | k Frint-SF-50 Frofile Management PAR Remarks Award Data Tracking Data
PAR Request Nbr:
VialidateEdils View Edit Errors GPPAWebsite  Cost Center Information

Job Tracking Information

Empl ID Empl Record 0
Effective Date Current Status Processed by Human Resources

Action Master Record Update reason Code Other

Tracking Information Personalize | Find | View Al | & | &
: Owverride :
i Action Date : Emplid of
Action Taken Ovarride Status User ID Operator Tracking Row Name Comment

Emplid |

= Local Payroll should utilize the Tracking Data hyper 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

" Data Control w Job Data 1 Position Data | Compensation Data |7 Employment Data 1 7 Employment Data 2

5/28/2019

Hybrid One EmplID: 00045204 Empl Record: 0

Effective Date: 03/09/2014 Transaction Nbr/ Seq: 1 PAR 5Status: Processed by Human Resources

Action Type: Hire NOA Code: 170 Empl Status: Active

Prefix:

First: Hybrid Middle: A

Last: One Suffix:

Hame: One Hybrid & paCitzenshipStatws. 000000000
Country: LISA, Lnited States

Gender: & Male ' Female Citizenship: 1 LS Citizen

Mailing Address
link most
valuable for
“forwarding”.
Highest Education Level: 10-Associate Degree

Draft Status:

Date of Birth: 0761960 Death:

titled to Medicare:

Additional Birth Info [Mailing Address Fersonal Phone Mumbers Veterans Info Marital Info Education Details

Country: LUSA Type/Description: PR Mational ID: 7o0-45-2342

NNational ID or SSN, will always
be the original SSN. Pseudo

FINANCIAL _ _
*FS‘ SERVICES SSNs will be located in Related
CENTER Content.
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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)

Favortes = Main Menu - ‘Workforce Administration - Job Information - HR Processing USF

H@J HR Shared Service

Related Content w || New Window | Personalize Page |

Data Control Personal Data | Job Data Position Diata Compensation Data Employrnent Data 1 Employmg e AT
i Altarnate Emplid

Empl ID Empl Record 2

Diata Control Find | View Al First

= Employees with Pseudo SSNs, will have multiple records located in the Search
Results. The primary Employee Record will be O; 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”.

FINANCIAL
SERVICES
CENTER

#FSC

5/28/2019
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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

()]
i
o
N
~
00
N
S~
[Tp)]

" Data Control [ Bersonal Data @ Fosition Data 7 Compensation Data |7 Employment Data 1 1 Employment Data2
Hybrid One EmplID: 00045594 Empl Record: 0
J Find 4 3
Effective Date: 02/09/2014 Transaction Nbr/ Seq: 1 PAR Status: Processed by Human Resources
Action Type: Hire HOA Code: 170 Empl Status: Active
Position: Q0015055 G35- 0620- 06  Practical Murse L Position Management Record
Job Code: 200342 2S9- 0R20- Practical Murse " The two dlglt identifier after
Reports To: Supervisor ID: the Occ C?ds Ident"fles the
employee’s “Grade”.
Agency: WA Department of Yeterans Affairs Transferred From Agency:
Sub-Agency: TA Veterans Health Administration Transferred To Agency: =
S
Business Unit:  A001 YA Business Lnit Henefits/FEHE Data 8
()
Department: 16278 FHURSIMNG SERVICE _, FEGLI/Fetirement/FICA a
- For Reassignments and =
Location: 558 DURHAM MNC g . epartmental Hierarchy e
transfers, verify if the -
Tax Location: i ) ) >
ax Location: WVATAXLOCOA WA Tax Location Code department is correct. /etall S
Pl Specific Information Q
D
_ _ . _ _ _ . <
\[El save | |G ReturntoSearch | (=] Freviousin List:| 45| NextinList | |[Z] Motify | | Aipdate/Display,| L@ Include History e
Data Control | Persaonal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 %
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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.



5/28/2019

Benefits/FEHB Link

Benefits/IFEHB Data

Benefits Employee Status: Active
BAS Group 1Dk
Benefit Program: Wa P Weteran Administration Covered
‘® Permanent Elig Fld 1:
i CContinmuing Coverage Elig Fld 2:
) Temporary Appointment > 1 yr Elig Fld 3:
) Temp Appt < 1yr + FedSvc = 1yr Elig Fid 4:
' Mot Eligible Elig Fid 5:
Elig Fld G:
Elig Fld 7:
FEHB Date: h\/,—‘:—“ﬂﬂﬂ—ﬂ'
Used for employees who

have been part-time

o _ continuously since April 7,
FEHBE Coverage: Eligikility Pending 1979 or prior

Project Sick Leave Usage Date:
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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

#FSC

FINANCIAL
SERVICES
CENTER

FEGLI/Retirement Data/FICA

FEGLI Code:
Post 65 Basic Life Reduction;

Coverage Amount:

o Basic Only

] Living Benefits

Retirement Plan;:

KE FERS FRAE and FICA (Full) I

FERS Coverage:

Previous Retirement Coverage:

Determined by HR, new

Automatically Covered By FERS ., .
hire’s retirement code

Mever Covered

Annuitant Indicator:;

Annuity Commencement Date;

should be verified as correct.

a Mot Applicable

C5RS Frozen Service:

\ Identifies a reemployed annuitant

— (if applicable); see Compensation

Data for monthly Offset.

[ | Survivor Election

|| Post-56 Military Deposit

[ Part Time, After April 7, 1986
[ | FERS Disability/S SA Benefits

[ ] Administrative Fees

Deduction Refund Received: Linknown
Military Retired Pay Recipient: Unknown
Military Waiver Received: Linknown

| Bl | Eancel|

5/28/2019
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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

5/28/2019

“ Data Control ) Personal Data 7 Job Data w Compensation Data | Employment Data 1 7 Employment Data 2
Hybrid One Empl 1D: 00045394 Empl Record: 0
Effective Date: 032/09/20714 Transaction Nbr /! Seq: il PAR Status: FProcessed by Human Resources
Action Type: Hire NOA Code: 170 Empl Status: Active
LEO Position: Mot Applicable | 5F113G Ceiling  Regular Shift: Mot Applicable
POI: 1078 Depart of Veterans Affairs -V Rate / Factor:
Pay Group: WA WA Pay Group
Pay Fregquency: BiweeklyB Work Period: W Holiday Schedule: HOL Federal Holiday Schedule
Earnings Program: wa Type Appt: 05-Title 38 Excepted Perm . |
” When researching Hybrid pay
Employee Type: 5 Salaried Posn Occupied: Competitive . .
ployee 1yp ) _ . ? issues, always verify the type
Employee Classification: WVrork Schedule: Full Time of appointment (5 or 6).
Reg/Temp: Regular FLSA Status: Monexempt Job Indicator:  Primary

) | Adds to FTE Actual Count
Supervisor Level: MNonsupervisory Position

Cyber Security Speciality: 00 Mot Applicable Standard Hours:  40.00 FTE: |

N\ Represents hours
worked “per week”.

[[E) save:| [Eb Retuntosearch | [tE] Previousiniist | [yE] NextinList| [=] notify | [E)-Updateibispiay,| [JE-an\

Data Control | Personal Data | Job Data | Fosition Data | Compensation Data | Employment Data 1 | Emplovment Data 2
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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

M

5/28/2019

S o

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

" Data Control

Hybrid One EmpllD: Q00452804 Empl Record: 0

Compensation Data 7 |

L2

Effective Date: 032/09/2014 Transaction Nbr/ Seq: 1 PAR Status: Frocessed by Human Resources
Action Type: Hire NOA Code: 170 Empl Status:  Active

Pay Rate Determinant: 0 - Regular Rate Pay Basis: FerAnnum

Pay Plan: TablexGrade: GS nooo NG Stepr 1 Step Entry Date:  03/09/2014

Rtnd PP/Table/Grade: Step: 0 Grade Entry Date: 03/09/2014

Utilize for Step Increase inquiries. ]

Base Pay: 30,883.00 Compensation Frequency: Annual
Loc/LED Adjust: 5 44800 Annuity Offset Amount:

Adjusted Base Pay: 36,331.00| [ | Benefit Base Override: FEGLIBase: 36,331.00
Total Pay: 36,331.00

Other Pay Information Accounting Info Special Job Data _

Virtual employees more often

\[El-save | [@F Return to Search | |tE]- Previous impacted if LOC is incorrect. |- Update/Display
*Also verify the GLO code in
Data Control | Personal Data | Job Data | Position DCPS ent Data 1 | Employment Data 2

FINANCIAL
ﬁ SERVICES
CENTER

j@ Include History |
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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.
 


5/28/2019

Employment Data 1 Tab

“ Data Control [ Personal Data [ JobData | Position Data [ Compensation Data [ EmploymentData1l [ EmploymentData2

Hybrid One EmpliD: Q0045894 Empl Record:
Data1 7|
Effective Date: 03/09/2014 Transaction Nbr/ Seq: 1 PAR Status:  Processed by Human Resources
Action Type: Hire HOA Code: 170 Empl 5tatus:  Active
EOD Date: 03/09/2014 Hire NTE Dt: Mand Retire Dt: Exp Dates
Rehire Dt: Separation Next Review Dt: Appt Data

Conversion Date:

Leave: 03/09/2014 e 7~ Employees with prior Federal
service and/or Military service,
may have a date prior to their
entry on duty date

RIF: 03/09/2014 TsP: |

LED: Sev Pay: I Date:

Within-Grade Increase Data

Tl O LA L

WGl Status: Waiting Mon-Pay Hours WGl 0.00 LastIncrease

Date:
WGl Due Date:  03/08/2015 LEI Date: 03/09/2014 Intermittent Days Worked: 0
N\~ WGI Due Date will be A\
\[El-save | [@* Return to Search | =] -Fred populated after the hire  htify | |5 Update/Display; ﬁ Include History |

is processed and does
not need to be manually

FINANCIAL \_entered. %
*F S‘ SERVICES
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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

* Data Control | Personal Data [ Job Data [ Position Data
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T Y

" Compensation Data Employment Data 1 Employment Data 2

Hybrid One EmpllD: 00045394 Empl Record: 0

Employment Data 2 7 Find |
Effective Date: 03/09/2014 Transaction Nbr/! Seq; 1 PAR Status: Processed by Human Resources
Action Type: Hire NOA Code: 170 Empl Status:  Active
Bargaining Unit: 1276 AFGE Transfer In employees may have an incorrect
Union Codes Bargaining Unit code; refer to “Procedural

Guidance” on FSC’s sharepoint:

Union Anniversary Date: .
v http://vaww.fscdirect.fsc.va.gov/payroll.asp

Tenure: 2 - Conditional
c
Begin Date: 2
Pay PlaniGrade: CompiArea Level; 8
RIF Series: Expires Date: a
a
Probation Dates Mon Pay Data Financial Disclosure =
o
b
D
S
[E] zave | [ ReturntoSearch | [5] Previousintist | [{E] MextinList | =] notify | | updatemispiay)| [/ include History | E
()
Data Caontral | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 g
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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

FINANCIAL

5/28/2019

SERVICES
CENTER
Accounting
Cost Center, Organization Codes, Fund Control Point and Payroll Roles in
Accounting.
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5/28/2019

Department

= Cost Center and Organization
Codes in HR-Smart are tied to et VASHR —
the Department. Addiona nomain

Effective Date: 04/01/1960 Status:  Active

= Departments also include the p———

Personnel Office Identification
Number (POID) and Station.

Department Indicator: ~ Depariment

CostCenter. 1938 Org Code: 200D USA Staffing 0000
. Departments dare pre- Office Code:

configured in the system and
maintained by VA Central

Region: AAC

Personnel Office ID: 3269
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Station: 104
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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:

—

( / \nwiewer ) /

= As a reminder: the subaccount code
is tied to the Job Code, and Cost
Center is tied to the department.

#FSC

FINANCIAL
SERVICES
CENTER

escrptionl) Specilc Information | Budget and Incumbents | Additional Information | Aftachments |

Position Information

Position Number: 00000000

Headcount Status:

*Effective Date; (0912512017 [

[#[=]

Current Head Count: 0 outof 0

*Status: Atve V] | Infiaize |

Reason: ’W Q New Position Action Date: 081252017
*Position Status: Status Date: (90250207 |54 [¥1Key Position

Business Unit: WQ /A Business Unit

T ’_ 2 Manager Level:
RegTTemp: “FulllPart Time:

*Reqular Shift: | NIA v UnionCode: | @
rTi"E: | Short Title Detailed Position Description

Work Location

RegRegion: |[USA Q. United States

*Department: Q

*Location: Q
Reports To: Q
rSu pervisor Lvl: Q

*Company: I_ Q

Dot-Line: Q
Security Clearance: Q

5/28/2019
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Job Data Tab: Reviewing PAR Actions

" Data Control " Personal Data @ Position Data | Compensation Data )" EmploymentData1 [ Employment Data2 | n An employee's JOb reco rd |S

fubrid One EmpllD:_ 00045804 Empl Recorc: _ . established in the Personnel Action
J Find { b
Request (PAR) pages.
Effective Date: 03/00/2014 Transaction Nbr/ Seq; 1 PAR Status: Processed by Human Resources
Action Type:  Hire NOA Code: 170 Empl Status: . _Al:tiue - The PAR pages are a group Of tabS
Position: 00015055 33- 0620- 06 Practical Murse 1 Position Management Record . . . .
JobCode: 200342 4@ GS-0620-  Practical Nurse that contain all information reqwred
Reports To Supenisor to generate the SF-50 as well as
Agency: VA Department of Veterans Affairs Transferred From Agency: g s . . =
Sub-Agency:  TA Veterans Health Administration Transferred To Agency: add|13|0na| employment |nf0rmat|0n :é
Business Unit:  VA0D1 VABusinass Unit BenefitsFEHE Datd that 1S nOt prlntEd g
Department: 16278 . NURSING SERVICE FEGLIRetiramentiFICA . . g
Locaion: 558 DURHAING Deperimental Hirarcy = When HR processes certain actions, >
Tax Location:  VATAXLOCOA VA Tax Location Code Detail Such as a lee or ReaSSIgnment the o
Pl 3pecific Information L. . / g
Position Number is entered on the <
5 save | [Bb Retumto Search | {5 PreviousinList| 45 Nextinist | =] oty | \E UpsateDisslay| |5 nclude History. Job Data tab of the PAR pages TEU
Data Control | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 %
ﬁsc FINANCIAL
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Compensation Data Tab: Special Job Data

" DataControl | Personal Data | JobData | Position Data ' CompensationData |/ EmploymentData{ *( Employment Data2

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

Hybrid One EmpliD: 00045804  EmplRecord: 0
Compensafion Data. Find | tofe !

- A ||nk tO the SpeCia| JOb Data page Effective Date:  03/08/2014 Transaction Nbr/ Seq: 1 PARStatus:  Processed by Human Resaurces

. f d h . ActionType:  Hire HOA Code: 170 Empl Status:  Active
IS TOun on t e Compensat|0n Pay Rate Determinant. 0 - Reqular Rate Pay Basis: Per Annum
Data tab in the PAR pages. PayPlany TablesGrade: 63 0000 0 Stem 1 StepEntryDater (03092014
Rind PPTable/Grade: Step: 0 Grade Entry Date: 02/09/2014
1 ‘©
= The Cost Center is not populated e 5
L] .G
in the PAR pages; The Cost Center Base Pay A08800 CompensationFrequency:  Amua 3
y (]
. . Loc/LEO Adiust: Annuity Offset Amount: =
is populated on the Accounting OCLEOAGSE 54600 =
Adusted Basel "~~~ FEGLI Base: 36,331.00 =
pecial Jo ata (@)
page. Total Pay: v
D
<
Other A nting Info Special Job Data >
Sub Account Code: g
N . . : g
Esave| [ | Moty | | Update/Display| | incude titory £
C FINANCIAL Data Caontrol | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1| Employment Data 2
ﬁs SERVICES
CENTER 65
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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.

@ @Eme

#FSC

FINANCIAL
SERVICES
CENTER

DaConTolR | PersonalData || JobData || Posiion Data || Compensafion Data | Employment Data1 || Employment Data2 | Afiachments

Empl 1D: Empl Record: 0
][]
Actual Effective Date:  (09/17/2017 ! Proposed Effective Date:  09/25/2017
Ul override P! Indicator
Transaction Nbr: ’_1 Sequence: , W @PI UWE
*Action: WQ Hire Par Status; ,PRO, Processed by Human Resources
*Reason Code: VED vt emp Opport et~ Contact Empli: Q [ Attemate Signature
(VEOA)
NoACode: 107 Q. Career-Cond Appt
Authority (1; (288 Q. pescr 1; [PL 106117, Sec 511 Descr (1) Part 2; V&1 EmD 09p Act<amp s
Authority (2: | Deser(2: | Descr (2) Part 2 |
| PAnSER2 | | PiniSFE0 | Profi Management  PARRemarks  Award Data Tracking Data
PAR Request Nbr:
|M| View Edit Errors (GPPAWebsite § Cost Center Information

[Flsme | [GbreumtoSeanh | |15 Previusintist | 4FNextintit | [ElNoty | | FupceteDispay | | ety | | Corect sty
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5/28/2019

Accounting Defaults

Empl ID: Empl Record: 0 Name:

{ Employee Accounting info Find | 4 of 1 o
Effective Date: 05/31/2015 |3 =]
Station: 104 104P0OI1007

' Labor Distribution Personalize | Find | I
Cost Genter Description g;%i“i“““" "52"’;;' Distribution 5o oot ;m’t LOmEn FMS Fund Code Primary  PAID Seq No.
1/1888 FSC PAYROLL OPERATIONS FF 2000 FF00 100.00 v 1 (#|[=]

= The Quality Reviewer should verify the Cost Center and Description.
= |f 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

HRSmart Accounting- Field Validation Required - Message (Plain Text)

MchAfee E-mail Scan Adobe PDF Q Tell me what you want to do

s x D ﬁ;\é (ﬁ:\é ﬁ% - ¥ Ann Arbor E-A)Tol\ﬂanager ¥ E' E LPW =II % pel C)\
-

_ - Delete Archive Reply Reply Forward E‘@. g feam Emal —| Move __ Assign  Mark Categorize  Translate 8- Zoom
> All « Reply & Delete ¥ Create New - - [EP- Policy * Unread - . [& -
Delete Respond Quick Steps P IMowve Tags ] Editing Zoom Ry
donotreply hrsmart@va.gov 7:52 AM
2 HRSmart Accounting- Field Validation Required o

ﬁ)ayro” officeS W|” receiVe\/7A n_ew accou-nting rouj.r has been added for the below employee. Please navige_lte to Main Menu, Payroll Interface, VA Accounting, Employee Accounting and
. . validate the information that has been added correctly and no blank fields exist.
daily messages regarding
Emplid: \

new hire and EFfDatet
reassignment accounting
activity. Review (in DCPS)
for accuracy, PRIOR to

Qhe pay period expiring.
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Payroll’s Role: Enter Accounting Data

5/28/2019

Favarites | Main Menu
- -

Search Menu:

1 S5C Processes *

[ Self Service *

d Waorkforce Administration *

1 Benefits r
3

1 Payroll Interface
L3 Organizational Developme 1 DFAS Payroll Interface Review

! 1 VA Accounting
(3 Worklist =] Employee Accounting
3 Reporting Tools g

=] My Personalizations
|j My Dictionary

Navigate to the Employee Accounting link.
Main Menu>Payroll Interface>VA Accounting>Employee Accounting
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5/28/2019

Accounting Basic Search

Employee Accounting

Enter any information you have and click Search. Leave fields blank for a list of all values.

=
Alternate Character Mame
Search by: pl 1D egins with
Empl Record
[include Histo Last Mame
Middle Mame
Mame
w oo SECONd Last Mame

= 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

5/28/2019

e =
Effective Date: .h5"":'1-"2015 &4 J J
Station: 104 104FP0OIM007
- = 3 B : e
AL R LU TN _ PErsonall EW A ;@ ,!‘ﬁ -'-.:»I:m..—‘_tl_-:-_-:s.!.-;\'-.--, l‘-.-u:':;_;
S Organization Labor Distribution Fund Control -
Cost Center Description Code e ‘Perc.ent Paint FM S Fund Code Primary PAID Seq Ho.
11888 FSC PAYROLL OPERATIONS FF 2000 FFOD ;‘1DD.DD ' EI:IBB 4539 d 1 ﬂ ﬂ
[5] save |[GF Retumnto Search | |[=] Motify = lispla _,"-_'J Include History | || # Correct History

* 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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5/28/2019

Adding Additional Cost Centers

Employees working in more than one Cost Center will need additional
accounting data entered.

EMective Dase OE 12014 [[iq

Eiation: 104 1D4B T rnar

Perenaize | Fed [ v = BV 28 S T wand 1 Lo
Orgasdration Lktaer [H 54 il Shoew Fund Conbrod
Ciosd Conter Descripton Codd Code Percant B FME Fund Code Primary  FAID Saq Bo.

11888 FEC PAYROLL OPERATIONG FF 2000 FFO0 100.040 ] 45533 ~ 1

[} Sawe | o Relern wy Seareh | D hobly T o tapiay | inehess Histary - |10 Corest Histany

= 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.

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
(0}
(%]
)
<
=>
©
c
—
[V}
=
=

FINANCIAL
SERVICES
CENTER

#FSC

~N
N



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.



Additional Cost Centers (cont.)

5/28/2019

oF Remin b Seanch | '] Mably | UpdaleTegey | | 2 ireshds Holary :

"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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5/28/2019

Benefits

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.

5/28/2019

Favorites | Main Menu
Search Menu:
Top | v = Benefits Library
(1 S5C Processes b
(1 Self Service k
The men i

Menu to

Highligh (3 Payroll Interface

(3 Waorkforce Development »
Recentl £ Set Up HRMS b E ‘ !...-
under th (1 Warklist W ey
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Enter any information you hawve and click Search. Leave fields blank for a list of all values.

Empl 1D: begins with w |

Benefit Record Number: = - |

Name: begins with « |

Last Mame: begins with + |

Business Unit: begins with - |

Department Set ID: begins with | a,
Department: begins with | Q:.
Crganizational Relationship: = - -

Alternate Character Mame: begins with |

[l include History [ |Correct History [ |Case Sensitive

\I' Search ]I Clear |Basic Search [@F Save Search Criteria

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

#FSC

FINANCIAL
SERVICES
CENTER

5/28/2019

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
()
(2]
-
<
=>
©
c
—
()
=
=

~N
(@)




Field Descriptions

Health Benefits
Sandy Shore Employee ID: Q0016577 Benefit Record: 0

5/28/2019

*Plan Type: Q,
*Coverage Begin Date: % *Deduction Begin Date: [ (=

Coverage Election
@ Elect © Waive © Terminate f»  *Election Date: |02/11/2015 |[3

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.

5/28/2019

Benefit Program: VA Covered Plaction: | pi Updatelnd: | MNotReady V
Benefit Plan: G Option Code: [loverride Plind
Coverage Code: ,C%

Health Provider ID: ' Court Order Indicator

[_]Covered by Other Insurance Other Insurance Name: | |

Benefit Program — Populated based on information from the employee's master record.

Pl Action — Indicates to DCPS type of action being processed.

Pl Update Indicator — Indicates status of payroll interface transaction.

Benefit Plan — Two character code identifying the insurance carrier.

Option Code — Not used by VA.

Override Pl Ind — Used to manually change the Pl 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.

#FSC
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5/28/2019

Field Descriptions — cont.

[]Covered by Other Insurance Other Insurance Name:

Employee Status: Active

| Enroll All Dependents |

El , =i
Persunmel'-m-l =i of 1

Relationship to Other Covered —
Employee Covg Inzsurance Name TS Age Limit Flg FEHE Ind

O | N =

The fields above will not be used by VA.
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Health Benefits Page

Health Benefits
Sandy Shore

Employee
Plan Type &
*Plan Type:

Coverage

*Coverage Beqin Date:
Coverage Election

1D 00016577 Benefit Record: 0

FEind | Wizw All First El 1of1 I3 Last

] [=]

Find | Wiewe All First El 1 of 1 I3 Casit

| il e ] [=]

*Deduction Beqgin Date:

@) Elect &) Waive ) Terminate o *Election Date: 02/11/2015 |[5]
Benefit Program: Mo Benefit plaction: || | Update Ind: Mot Ready
Benefit Plan: |:| Option Code: Override Pl Ind
Coverage Code:

. dsnn: AN\ Court Oraer Indicator COA  FEHB MIL-Contingency Ops
1 Self Only-High surance Other In ce Name: | Ncor FEHB MIL-Contingency Stop
2 Self+Family-High Status: Active M2B FEHB Plan/Date
4 Self Only-Low All Dependents ] 00 Undatermined M2H FEHB Temporary Indicator
: Self+Family-Low 10 Blue Cross and Blue Shield TRK  Tracking Use Only
Lepenoenllens ks rmeerespnen =N KK Blue Cross and Blue Shield Eererlll =L
s Mame Em?n:yli e 22 Aetna HealthFund EUHEIONESHE lDd
|:|n::% | | | 26 HealthAmerica Pennsylvania M
2C Virginia Piedmont Community
2G CareFirst BlueChoice
2U Georgia Aetna Open Access
2K California Aetna Open Access
K} GEHA Benefit Plan
FINANCIAL 32 NALC
*FS C 222‘4:55 34 GEHA High Deductible Health P

()]
i
o
N
~
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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.	



Health Benefits

Police One Hundred Employee v 00045600 Benefit Record: 0

5/28/2019

Eind | View All First n 1of1 n Last

[+] [=]

*Plan Type:

Coverage Find | Vi=w All First B0y o IO o
*Coverage Begin Date: — > *Deduction Begin Date: (03232014 [H] 7 =
Coveraqe Election
@ Elect © Waive (0 Terminate #  *Election Date: | |03/05:2014 {j
Benefit Program: VA Covered Plaction: | | pl Update Ind: MotReady
Benefit Plan: I < Option Code: Override Pl Ind
Coverage Code; :\Q
Health Provider ID: | | Court Order Indicator
Covered by Other Insurance Other Insurance Name: |
Employee Status: Active

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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Health Benefits o
o
Police One Hundred Employee ID: 00045600 Benefit Record: 0 g
N
Plan Type @ Find | View Al Fist K1 1 of 1 I Last >
*Plan Type: |J”:| @ Fed Employee Health Benefits =]
Coverage Find | View All First By e
*Coverage Beqgin Date: 0312312014 [ *Deduction Begin Date: 032312014 [ D El
Coverage Election
| @ Elect © Waive (© Terminate % *Election Date: [03/05/2014 {3} |

Pl Action: | qPIUpdatelnd: NotReady

Override Pl Ind

Benefit Pr . Wi Covered

Option Code:
|Coverage Code:
Health Provider ID: | Court Order Indicator
Covered by Other Insurance Other Insurance Name: |
Employee Status: Active

Enter M2B into the PI Action field.
Enter the Benefit Plan and Coverage Code.

: Sm.re: i Heturntusemnh: :TD Frevious in List: :¢[| Next in Li-st: E I"-lut'rf].r: :ﬁ HefrEh: lipdate :i;c|.=,-: ﬁ IncludeHi'stur].r: fj}' CunentHi'stur].r:
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Click the Save button.
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Update FEHB

Health Benefits
Hybrid One Employee ID: 00044763 Benefit Record: 0

initiate changes to current
FEHB elections in myPay
or by submitting a SF 2809

()]
i
o
N
~
00
N
S~
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Fed Employee Health Benefits

Health Benefits Election *Coverage Begin Date: 0312312014 [ *Deduction Begin Date:  03/23/2014 3 % -]
rorm to the fiuman
cRaeriobuerCrE:c(I)efgzee. f;eactlons | © Elect ) Waive ) Terminate % “ElectionDate: |03/12/2014 [3 |
qualifying life event or Benefit Program: VA Covered PlAction: M2B, py UpdateInd:  |[Read) M Tg"
ering Ob€n season. / Benefit Plan: 10 9 Blue Cross and Blue Shield Option Code: | Override Plind %
Coverage Code: 4 Q Self Only-Low @
Health Provider ID: | [ Court Order Indicator ;
[ Covered by Other Insurance Other Insurance Name: 3
<
c
Click the Add a New Row button in the Coverage scroll area. £
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Health Benefits

5/28/2019

Hybrid One Employee ID: 00044763 Benefit Record: 0
Plan Type @ Find | View All Frst K1 1 of 1 I Lgst
Plan Type: 10 Fed Employee Health Benefits =]

Coverage Find | View All First KI 1072 L ast
*Coverage Begin Date: 0812412014 [ 7 *Deduction Begin Date:  |08/24/12014 ) 74 [+l =]

*Election Date:  |08/25/2014 [3y

Coverage Election

@ Elect ) Waive ) Terminate M)
!
Benefit Program: VA Covered Pl Action: @, piupdateind: | MNotReady ~
Benefit Plan: 10 @, Blue Cross and Blue Shield Option Code: [_] Override P! Ind
Coverage Code: 4 9 gelfonly-Low

Health Provider ID: | ("l court Order Indicator

("] Covered by Other Insurance

Other Insurance Name: I

Enter the Coverage Begin Date.
Click the Refresh button.
Enter the Election Date.
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Health Benefits 2
N
Hybrid One Employee ID: Q0044763 Benefit Record: 0 )
N
Find | View All Frst K1 1 of 1 N Last )
Plan Type: 10 Fed Employee Health Benefits (=]
Coverage Find | View All First B 4 of 2 D Last
*Coverage Begin Date: (08/2412014 5] % *Deduction Begin Date:  |08/24/2014 [ < =]
Coverage Election
© Elect © Waive © Terminate %, *Election Date: |08/25/2014 [3
-Renefit Orogram. AL Pl Action: |""‘2EI =N I Update Ind: | NotReady + |
Benefit Plan: 10 | Blue Cross and Blue Shield Option Code: [Cloverride Pl Ind
Coverage Code: IE Q Self+Family-Low
Health Provider ID: I . [Dcourt Order Indicator
Covered by Other Insurance Other Insurance Name: |

Enter M2B into the PI Action field.
Enter the Benefit Plan and Coverage Code.

iah Return to Search Previous in List | |40] NextinList ||[=]Notify | &% Refresh ¥ Update/Display 1 Include History _*» Correct History

Click the Save button.
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Terminate FEHB

5/28/2019

Health Benefits

Hybrid One Employee ID: 00044763  BenefitRecord: 0
Plan Type @ Eind | View Al Frst Kl 40f1 I Last
f _ _ \/ Plan Type: 10 Fed Employee Health Benefits [
VA will terminate y
FEHB elections for —
employees who have / *Coverage Begin Date: 0312312014 5 % *Deduction Begin Date:  (03/23/2014 [ & |- |
submitted a SF 2809
Health Benefits © Elect O Waive OTerminate %  *ElectionDate: |03112/2014 3 _
Election Form to the - — §
HR office for Benefit Program: VA Covered PlAction:  (M2B 4 pjupdate Ind: Ready M 2
N — ()
Kprocessmg. J Benefit Plan: 10 % Blue Cross and Blue Shield Option Code: "] Override P Ind E
Coverage Code: 4 A e Only-Low >
C
Health Provider ID: [] Court Order Indicator ;
[”] Covered by Other Insurance Other Insurance Name: | ;
z
g
E

Click the Add a New Row button in the Coverage scroll area.
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- 0
Health Benefits S
)
Hybrid One Employee ID: 00044763 Benefit Record: 0 N
PlanType @ Find | View Al Frst KI 4 of 4 1 Lot
Plan Type: 10 Fed Employee Health Benefits =]
Coverage Find | View All Frst & 1 of 2 I Last
*Coverage Begin Date: 0811012014 [ | % *Deduction Begin Date:  |08/10/2014 [ 4, =]
Coverage Election 9P
© Elect © Waive O Terminate %  “Election Date: (0811412014 3 ‘
Benefit Program: VA Covered PiAction: | % PlUpdate Ind: ‘ Mot Ready "‘
Benefit Plan: 0 O BueCrossandBlueShield  Qption Code: [T override Pl Ind
Coverage Code: 4 Q: Self Only-Low
Health Provider ID: [C]Court Order Indicator
D Covered b}" Other Insurance Other Insurance Name: |

Enter the Coverage Begin Date.
Click the Refresh button.
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Health Benefits

5/28/2019

Hybrid One Employee ID: 00044763 Benefit Record: 0
Find | View Al Fist K 10r1 1A gst

Plan Type: 10 Fed Employee Health Benefits [ =]
Coverage Find | View All Fist Kl 4 or2 nlj.gs_t
*Coverage Begin Date: 0811012014 ST *Deduction Begin Date: |DSI1 0/2014 [ b =]
Coverage Election :

© Elect © waive ©@ Terminate *Election Date:  [08/05/2014 |[3) ‘

Benefit Program: VA Covered I Pl Action: M2B @ |p| Update Ind: | Mot Ready v|

Benefit Plan: | Q Option Code: [Z] Override Pl Ind

Coverage Code: | _C{,

Health Provider ID: | ' [CJcourt Order Indicator

Select the Terminate radio button.
Enter the Election Date.
Enter M2B into the Pl Action field.

iah Return to Search Previous in List | |40] NextinList ||[=]Notify | &% Refresh ¥ Update/Display 1 Include History _*» Correct History

Click the Save button.
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Enter Court Ordered FEHB

Health Benefits
Hybrid One Employee ID: 00044763 Benefit Record: 0

5/28/2019

-

VA employees

may -bed Find | View All First 8 4 of 1 b Last
;en(:gilr?n ttf?e Fed Employee Health Benefits [=]

health benefit - Find | View All Fist K% nfﬁ Last
?arrc;'?l?m with *Coverage Begin Date: 032312014 5 *Deduction Begin Date: 0312312014 [ €

Coverage Election
| © Elect © Waive © Terminate ?,  *Election Date: [03/12/2014 [

coverage as
the result of a

Child Support Benefit Program: VA Covered Pl Action: _ [M2B @, pj Update Ind: Ready ¥
Enforcement Benefit Plan: 10 4 Biye Cross and Blue Shisld_/ Before processing an [l override Pl Ind

Korder. J Coverage Code: 5 % gelfFamily-Low update to Court
- : i Ordered FEHB, ensure
Health Provider ID; [ICo that the Coverage
[C] Covered by Other Insurance Other Insurance Name: Code indicates family
\_coverage. -
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Click the Add a New Row button in the Coverage scroll area.
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Health Benefits o
(@]

Hybrid One Employee ID: 00044763 Benefit Record: 0 g
. — — o

a

Fed Employee Health Benefits (][]

Fing | view A1 Frst K 1012 11 Lasy

*Deduction Begin Date: 0011612014 5] % 4] (=]

) Waive © Terminate *Election Date:  |09/16/2014 [5
Benefit Program: VA Covered PlAction: | A plupdateind:  |MNotReady ¥
Benefit Plan: :jﬁ % Blue Cross and Blue Shield Option Code: | Override P Ind
Coverage Code: 5 @ selr+Family-Low
Health Provider ID: | || Court Order Indicator
[ Covered by Other Insurance Other Insurance Name: '—

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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Health Benefits 2
Hybrid One Employee ID: 00044763 Benefit Record: 0 g
5
Plan Type: 10 Fed Employee Health Benefits =]
*Coverage Beqgin Date: 09/16/2014 @ w *Deduction Begin Date: ]UBI1EI2E:14 Eﬂ W =l
Coverage Election
© Elect © waive © Terminate 7 ’Election Date: [09/16/2014 |[3]
Benefit Program: WA Covered I Pl Action: WQ Pl Update Ind: | Not Ready ']
Benefit Plan: 10 2, Blue Cross and Blue Shield Option Code: Override Pl Ind
Coverage Code: 5 2 sel+Family-Low
Health Provider ID: | I Court Order Indicator
[C] covered by Other Insurance Other insuranceiame |

Enter TRK in the Pl Action field.
Click the Court Order Indicator checkbox.

iah Return to Search Previous in List | |40] NextinList ||[=]Notify | &% Refresh ¥ Update/Display 1 Include History _*» Correct History

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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Favorites . Main Menu
Search Menu:
Top | v = ® ‘ Benefits Library
(3 55C Processes b
3 5Self Service 4 ‘ - E
o 3 l RS
The men | =
Menu to a
=| Health Benefits =
< 3 Payral Interface » = : =
Highligh =| Savings Plans -
3 Workfarce Development k - =
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Savings Plans

5/28/2019

Enter any information yvou have and click Search. Leawve fields blank for a list of all values.

Empl 1D: | begins with = ||

Benefit Record Number: | = - |

Mame: |I:|egin5 with;”

Last Mame: |I:|egin5 with;”

Business Unit: | begins with ~||

Depariment Set |D: |I:|egins with;” '::3'-:.
Department: |I:uegin5 with |~ | L,
Organirational Relatinnahip:'z ;' | ;'

Alternate Character Name: | begins with ;l |

I Include History | [ Correct History| I Case Sensitive

Search | Clear | Basic Search [Ef Save Search Criteria

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

5/28/2019

L] Highly Compensated
“PianType ©
*Plan Type: P'E Q Thrift Savings Flan
\Coverage Find | view Al Fest Kl 1 of
*Coverage Begin Date: E‘j r:" *Deduction Beqgin Date: E‘j
@ Elect © Waive () Terminate v *Election Date: 02/09/2015 ([

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.
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Field Descriptions — cont.

5/28/2019

Benefit Program: VAP VA Covered Pl Action: @, [] override Pl Ind
Benefit Plan: | @, Pl Update Ind:

Option Code: Hardship From: B Hardship To:

TSP Status Date: | B 1op status: v

Benefit Program - Populated based on information from the employee's master record.
Pl Action - Indicates to DCPS type of action being processed.

Override Pl Indicator - Used to manually change the Pl Update indicator.

Benefit Plan - Code that corresponds to the Plan Type selected.

Pl 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.
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5/28/2019

Field Descriptions: Before & After Tax Investment

R ﬂ Flat Amount
Percent of Earnings:

Percent of Eamings:
Annual Excess Credits:

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.
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Field Descriptions: Beneficiaries

[ Ass=sign All Beneficiaries ]

5/28/2019

Payroll Status: Active
- : TNt |
Personalize | Eind |55 | E=220 -

DependeniBenehcianes

Relations hip to
=k Ham e |
| Employee -

Beneficiary
Percentage

Flat Aim ocunt Excess

Total Primary Percent: Total Contingent Percent: [

FEI =)
Pessonglize | LAl | EEEH

Total Investment Percentage:
Rollowe r Oplon s

Rollover Options:

Plan Type: |:|C% Benefit Plan: |:|C% Deduction Code:

Plan Type: :l% Benefit Plan: |:|C% Deduction Code:

The fields above will not be used by VA.

Last Update By:  PAYROLL Last Updated By:  10/22/2014

Last Update by — The name of the last person to update the record.
Last Updated By — The date the record was last updated.
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Savings Plans Page

42 Thrift Savings Plan
4% ROTH Regular

4Y Regular Catch UP
47 ROTH Catch Up

TSP Benefit Plans:
= TSPRG TSP Regular

= TSPRR TSP ROTH
Regular

= TSPUC TSP Regular
Catch-Up

= TSPUR TSP ROTH Catch-
Up

#FSC

FINANCIAL
SERVICES
CENTER

Savings Plans

Jamie Thomas

Employee

[ Highly Compensated

Q Thrift Savings Plan

Coverage

*Coverage Begin Date:
Coverage Election

@ Elect @ Waive @) Terminate

ID: 00016583

*Deduction Begin Date:

*Election Date:

Benefit Record: v]

Eind | Wiew Alll Frst n 2 of 2 u Last

Find [ Visw All First Kl 1 of1 [ Last

L

Benefit Program: WAP VA Covered
Benefit Plan: I:lah

Option Code: Hardship From:

TSP Status Date: TSP Status:

Before Tax Investment

Flat Amount:
Percent of Earnings:
Annual Excess Credits:

Assign All Beneficiaries ]

Dependent/Beneficianes

;Relatinnship to
| |[Employee

Beneficiary
FPercentage

Bl Action: |:|Cr‘/ TTGvernde Pl ind

Pl Update Ind:

[ =

Hardship To:

Mot Ready
[ 8

Flat Amount:

Percent of Earnings:

After Taxinvestment

-

Payroll Status:

Flat Amount Excess

Active o
Pers onalize | Eind 1"I-E| |

P

W

Porsonalize I' 1

Rollover Oplions

Rollover Options:

Total Investment Percentage:

Before Tax
Plan Type: [ e Benefit Plan: [ |@ o©beductioncode: [  |@, Deduction Class: =N
Plan Type: I:lQh Benefit Plan: 2., Deduction Code: Z, Deduction Class: l:ng,

Last Update By:

Last Updated By:

CRC
CRD
CRN
cuc
Ccup
CUN
ROT
TRK
TSP

ROTH Catch-up - Change
ROTH Catch-up - Delete
ROTH Catch-up - New
TSP Catch-Up - Change
TSP Catch-Up - Delete
TSP Catch-Up - New
ROTH Data

Tracking Use Only

TSP Data

[ Save] [@‘ Retulninﬁealch] Previous in Lisl] Mext in List] [El hlntify] [S REfnﬁh]

[ Updalil'l:}isplsy] [E Include His tory ] Comrect His tory ]

5/28/2019
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Savings Plans

5/28/2019

Hybrid Eighty Employee IDx: 00045197 Benefit Record: 0
[ | Highly Compensated
; Plan :r"J_ﬂ“—" pe E" Find | Wizw All First ﬂ 1 of 1 LI Las :_.;
Plan Type: 42 Thrift Savings Plan |:||:|
! Covi = Find | Wisw All Firs _I C:I: J Last |
i
*Coverage Begin Date: [03/09/2014 5] @ ~Deduction Begin Date: 03/09/2014 5] @ [*] =l
' Coverage Election
= _ _ '
@ Elect 2 Waive ) Terminate *  *Election Date: |D3IDQ.-'2EJ‘14 [=]
Benefit Program: VAP WA Coverad Pl Action: TSP &, [C] Override Pl Ind
Benefiian. [rsPre %, TSP Regular Pl Update Ind: | Ready -|
Option Code: Hardship From: E Hardship To: !
TSP Status Date: [02/09/2014 [[5] TSP Status: Employee elected TSP currently
| Before Tax Investment | After Tax Investme
A T = Flat Amount:
Percent of Earnings: | 2.000
Percent of Earnings:

Annual Excess Credits:

| - Save I[l§3“ Return ‘buE-EE.rch .|:| Frevisus-in Lis:: _.|.|:| Mext in Li'.-'.t: _IEI Motify _g F-lEfrEh: _,':Zl Lrp-datarl:rsplay _}ﬁ Include Hsmry |__‘j? CorrectHistory

Enter the new contribution amount in the Flat Amount or Percent of Earnings field.
If the Pl Update Indicator displays Applied, the indicator will need to be changed to
Ready.

Click the Save button.
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Update TSP 2

\ 8

If necessary, @

] locate the w
Savings Plans appropriate TSP
Hybrid One Employee 0 00044763 Benefit Record: 1] row in the Plan

(] Highly Compensated Type scroll
Eind | Miew. All Fi:‘tn'TnfE.ul‘l_.Et \ area. /

Plan Type: 432 Thrift 2avings Plan E|

Coverage Eind | Wizw All First Bl ore I act

02/09/2014 |[3] v *Deduction Begin Date: 03/09/2014 |[] r:"

_//cnck the Adda )

*Coverage Beqgin Date:;
New Row

Coverage Election

/
7

r.l o
@ Elect © Waive © Terminate ~ *  *Election Date: 031092014 | button in the
Coverage scroll
Benefit Program: VAP VA Covered PlAction: [TSP |3 Override PlInd area. Y
Henelitplan: TSPRG A 1p Regular PlUpdateind:  |Ready v
Option Code: Hardship From: :IEQ Hardship To: :IEJ
TSP Status Date: 03/08/2014 |[3] TSP Status: Employee elected TSP currently

After Fax Investment

Before Tax Investment

Rt amoRnt :IE Flat Amount:
Percent of Earnings: 3.000

Annunal Excess Credits:

Percent of Earnings:

= 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

*F SC ;:sl\rlal\\/ll\lccElg ; TSP-1 f
CENTER -1 Ttorm.
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Savings Plans

o
i
Hybrid One Employee ID: 00044763 Benefit Record: 0 8
0
[_]Highly Compensated Q
- A
| Plan Type @ Eind | View Al Fist Bl 1 of2 K/ ast |
Plan Type: 42 Thrift Savings Plan =l
Coverage Eind | View All Fr=t Bl 1 or2 Kl ast
a4 ~
~Coverage Begin Date: Y I ~ *Deduction Begin Date: I EH ~ FH[=]
J%(&ﬁﬁﬁﬁ@ﬁ'm ion |
.r+
@ Elect ) Waive ) Terminate +  I+Election Date: 02/17/2015 |[&)
: : VAP VA Covered I Pl Action: | N I [C] override PIInd
/" Coverage Begin Date LT [WO: - .
. . . Benefit Plan: TSP Regulal’ Pl Update Ind: l Mot REBC}_." "|
is the beginning of the . . E— —
. Option Code: Hardship From: Y  Hardship To: G
effected pay period; TSP Status Date: 03109/2014 [ 1on status: Employee elected TSP currently
Election Date does [Before TaxInvestment | Arter Tax Investment r
Flat Amount: =
not have to match the ) | 7 Flat Amount:
. Percent of Earnings: 3.000 - Cof E )
ercent of Earnings:
\Coverage Begln Date‘ / __J-\nnual Excess Credits: ] =

Enter the Coverage Begin Date, Election Date, Pl Action and Flat
Amount or Percent of Earnings

1l save | ReturntoSearch | f | Previous inList | 4| NextinList (] Notdy | &% Refresh | | [ Upsoterioiy | ] heludeHstery [ CorrectHstory
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Click the Save button.
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Change TSP Plan Type

5/28/2019

Savings Plans

Hybrid Eighty Employee ID: 00045197 Benefit Record: 0
|| Highly Compensated
Find [ View All First Bl 1071 L Last
Plan Type: 42 Thrift Savings Plan [+][=]
Coverage Find | View All First B o O s
" ol )
*Coverage Begin Date: |D3iDQ;‘2EI‘I4 EH ¢ *Deduction Begin Date: |D3IDQIED*I4 ] ¢ [+]]-]
Coverage Election
_ "
@ Elect 1 Waive () Terminate “  *Election Date: 03/09/2014 [
Benefit Program: VAP VA Covered Pl Action: |T5F' @, Override Pl Ind
EEENt Ba. TEPRE A g Regular PlUpdateind:  |[Ready |
Option Code: Hardship From: | H  Ha rdship To: | El
TSP Status Date: [03igr2014 |5 TSP Status: Employee elected TSP currently

After Tax Investment

Before Tax Investment

Flat Amount: 5|
Percent of Earnings: 2.000

Flat Amount:

Percent of Earnings:
Annual Excess Credits:

Click the Add a New Row button in the Coverage scroll area for the
*FSC Enancial - Plgan Type the employee wants to stop.
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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.  



Savings Plans

5/28/2019

Hybrid Eighty Employee 1D: 00045197 Benefit Record: 0
| Highly Compensated
Plan Type @ Find | View Al Frst Ki 1 or1 K'act)
Plan Type: 42 Thrift Savings Plan [+] [=]
 Coverage Find | View All First Bl 1 of 2 Kl Last |
y e
*Coverage Begin Date: l04/06/2014 [ | @ *Deduction Begin Date: 04/06/2014 5] @ [+] [=]
Coverage Election ]
_ - ) _ L _
) Elect O waive I@) Terminate I I'Electmn Date: |04/02/2014 |[5] I
This will be the beginning of the pay period in which Covered Lpiaction: [T5P @ [ override PiInd
the plan is being changed for regular contributions. % Pl Update Ind: MotReady ~
For Catch-up contributions, this will be the end of the tncdship EEom: | BJ  Hardship To: I B
. TSP Status: Employvee elected TSP currently
ay period. —— ——
P | Y. i " After Tax Investment 1
Flat Amount: = Flat Amount:

Percent of Earnings:

| Annual Excess Credits:

Enter the Coverage Begin Date. Click the Terminate radio button. Enter the
Election Date and PI Action.

ig:-"‘ Return to Search | [t | Previous inList | 4 | MNextinList| [=] Moty | &3 Refresh S vpnsteneplay | |5 lheude Hstory | | [ Correct History
Click the Save button.
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Savings Plans
Hybrid Eighty Employee 1D 00045197 Benefit Record: 0

5/28/2019

Find | Wiew 21 F'I_'-'-t.:I 1 of1 u Last

Thrift Savings FPlan

i * =
*Coverage Begin Date: 04/06/2014 [&] '+ *Deduction Begin Date: 04/06/2014 [ e [+] [=]
Coverage Election
_ N e . *
@ Elect ) Waive @ Terminate ¥ *Election Date: 04/02/2014 [5]
Benefit Program: WAP WA Covered Pl Action: | @, [T Override Pl Ind
Benefit Plan: @, Pl Update Ind: Mot Ready -
Option Code: Hardship From: | [51] Hardship To: E
TSP Status Date: 03/09/2014 [ TSP Status: Employee elected TSP currently
Before Tax Investment After Tax Investment
£ AR | ﬂ Flat Amount:;

Percent of Earnings: |

Annual Excess Credits:

Percent of EArnings:

Click the Add a New Row button in the Plan Type scroll area.

= |f 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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Savings Plans
Hybrid Eighty

Employee

Percent of Earnings:

| Annual Excess Credits:

| © Elect ) Waive ) Terminate
IBWrﬂm' VAP VA Eg19red
- TSPRR
Benefit Plan: | X TSP ROTH Regular
Option Code: Hardship From:
TSP Status Date: Eﬂ TSP Status:
Before Tax Investment
Flat Amount:

ID: 00045197

Benefit Record: 0

*Deduction Begin Date:

*Election Date:

Find | View All Fist 4 1 of 1 ] Last

l04/06/2014 [ @ [*][=]
04/02/2014 |[3)

Pl Action: [ROT @

Pl Update Ind;

39

Hardship To:

["] override Pl Ind

| Mot Ready W

| El

-

After Tax Investment

Flat Amount:

Percent of Earnings:

—

Enter the Plan Type, Coverage Begin Date, Election Date, Pl Action and select the

applicable value in the Benefit Plan field.
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Savings Plans
Hybrid Eighty Employee ID: 00045197 Benefit Record: 0

5/28/2019

| Highly Compensated

Kl 2020 (0

*Plan Type: ax 9, ROTHRegular [+(=]
Coverage Eind [ View Al Fist K1 4 or4 D oy,
T YT TV P ———rpe
*Coverage Begin Date: 04/06/2014 [ "¢ *Deduction Begin Date: 04106/2014 ) © [*][=]
) ) " o
© Elect O Waive () Terminate ¥ *Election Date: [04/0212014 (3] |
Benefit Program: VAP VA Covered PlAction: [ROT @, "l override PiInd
¢ TSPRR @ r—
Benefit Plan: |TSPRR * TSP ROTH Rﬂ'ﬂulﬂr Pl Update Ind: MolReady +
Option Code: | (Y Hardshio To: | [3y)
TSP Status Date: TSP Status k3
Before Tax [nvestment |
; Automatic Enroliment 3% -
St comanin s |Eng|me for TSP Basic 1% B
Percent of Earnings: | Employee electad TSP curre
: |Inel|glbt& for TSP
Annual Excess Credits: Terminated TSP participation

Enter the TSP Status Date.
Select Employee elected TSP Currently from the TSP Status drop down.
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TSP STalls date. UTTOZUTH T TSP Status: Employee elected TSP currently -
‘Before Tax Investment

After Tax Investment

5/28/2019

Flat Amount;

Flat Amount; -
Percent of Earnings: ' /Roth TSP allows \

Percent of Earnings: .
Annual Excess Credits: for the deduction

of TSP amounts

Assign All Beneficiaries : -
| “ . — | Payroll Status: Active s | after tax has
DependentBeneficiaries Personaiize | Find | & | & 1 of 4 been deducted
D Hame E:”Eatiz:-lsehip 0 E::;ﬁi?r: Flat Amount = Excess Contingent from salary

222 . payments. /

[ @ | | L =]
a

Total Primary Percent: Total Contingent Percent: [ Update Totals |

S [
Personalize | '-EI-] S

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

save | |Gh RetuntoSearch | 1| Previous Lt | 4] Nextinlst ] Notdy | |22 Retesh | |F] upoaeniony | i) mewdemitory [ CorvectHistory |
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Click the Save button.
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Presenter
Presentation Notes
After Tax Investment Group Used for contributions to Roth TSP. (Regular and catch-up).	
	



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

Savings Plans
Hybrid Eighty

|| Highly Compensated

Plan Type:
Coverage

change their election at any time. Employees may choose a percentage for
Employeel one type of contribution and a dollar amount for the other type of
kcontribution. Y,

Eind | View Al FiEtn 1of1 u Last

Thrift Savings Plan

Eind | View Al Fi5tn 1of1 I Last

Percent of Earnings:

o (o
*Coverage Begin Date: 03/08/2014 | "¢ *Deduction Begin Date: 03/08/2014 [ "¢ =]

Coverage Election

- _ _ (4

@ Elect ) Waive ) Terminate #  *Election Date: |D3ID 9/2014 |[5]
Benefit Program: AP VA Covered Pl Action: (TSP @ Override Pl Ind
Leneiisan: TSPRG A 1gp Regular PlUpdateind:  |Ready |
Option Code: Hardship From: | ) na rdship To: 1]
TSP Status Date: 0310912014 [H  Lep eratne: Employee elected TSP currently

Before Tax Investment After Tax Investment

Flat Amount: | = Flat Amount:

Annual Excess Credits:

| 2.000

Percent of Earnings:

FINANCIAL
ﬁ SERVICES
CENTER

Click the Add a New Row button in the Plan Type scroll area.

5/28/2019
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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. 



Savings Plans
Hybrid Eighty Employee ID: 00045197 Benefit Record: 0

5/28/2019

|| Highly Compensated

*Plan Type:
Coverage

ROTH Regular

Find | View All F'rsin 1 of 1 > Last

04/06/2014 3 @ [+][=]

04/06/2014 [31)

*Deduction Begin Date:

© Waive © Terminate ¢ I*Election Date: 04/02/2014 [»)
lﬂWrﬂ m: VAP VA gmiered Pl Action: [ROT @ [“]override P1Ind

Benefit Plan: TPRR O] rop roTh Regular PlUpdateind: | NotReady v
Option Code: Hardship From: 5 Hardship To: Bl

TSP Status Date: B 1sp status: v

Before Tax Investment After Tax Investment

Flat Amount:

Flat Amount: =
Percent of Earnings: . e
ercent of Earnings: l_

' Annual Excess Credits:

Enter the Plan Type, Coverage Begin Date, Election Date and Pl 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.
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~
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Savings Plans
Hybrid Eighty Employee ID: 00045197 Benefit Record: 0
DHigthCﬂmpensated
||.?'L.T_T.|]1]_,E=5 ':E,.-' ﬁ-‘i‘f.l,' E
Benefit Program; VAP VA Covered Pl Action: |RDT Q, __| Override Pl Ind
Benefit Plan: TSPRR ™% 15p ROTH Regular PlUpdateInd:  |[MotReads ¥ _
Option Code; - Hardship Erom: . [+ Hardshio To: : [y g
TSP Status Date: 03/09/2014 0] kop sratus: v e
[ Before Tax Investment ! Il a
: Automalic Enroliment 3% )
AL noune Eligible for TSP Basic 1% | e
Percent of Earnings: Employee elected TSP currently >
. Ineligible for TSP 5
Annual Excess Credits: Terminated TSP participation @
- -]
<
Enter the TSP Status Date. =
c
()
Select Employee elected TSP Currently from the TSP Status drop down. £
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TSP STatls Oare. UITTOIEUTE T TP Status: Emplovee elected TSP currently -
‘Before Tax Investment

Flat Amount:
Flat Amount: ﬂ

After Tax Investment

5/28/2019

Percent of Earnings:

Annual Excess Credits;

Percent of Earnings:

Assign All Beneficiaries | Payroll Status: Active

' Dependent/Beneficiaries

].t

Personalize | Find | B | # 10f1

Relationzhip to Beneficiary
Employee Percentage

Flat Amount @ Excess Contingent

61 Hame

Total Primary Percent: Total Contingent Percent: [ lIpdate Totals |

I Bl 1 b

F‘Er&unaﬁe

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

(¥} Seve | |[Gh ReturntoSearch | 1] Previous Lt | 4[] Nextinlst| (=] Moty | |&3 Retresn | | £ Upduiedipley| ) inchdetstory | |(J* CorrectHstory |

Click the Save button.
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Union Dues

Entering and Terminating Union Deductions.
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Enter Union Dues

Favories : Main Menu
L ka
Search Menu;

Self !
7 55C Processes

.ﬁ# Reqr [ Seff Service
'f[" Resi Workforce Administration
Benefits

Payrol for North America

@ Pho 3 Payroll Interface
o Revi (3 Workist
& Ethn O3 Reporting Tools

—_ |=1 Channe My Pacewnrd

4k

e . .

Ermployee Pay Data USF

(7 Periodic Payroll Events US

b

Benefits Library

I # ‘.Bene
Deductujns

5| Create Additional Pay [} Create General Deductions |

| el ENEN @2

Navigate to the Create General Deductions page.

Main Menu > Payroll for North America> Employee Pay Data USF > Deductions>

Create General Deductions

#FSC
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Create General Deductions

5/28/2019

Enter any information yvou have and click Search. Leave fields blank far a list af all values.

Find an Existing Value

~ Search Criteria

Empl 1D: begins with - |
Company: begins with | L,
Mame: begins with - |
Last Name: begins with - |
Second Last Name: begins with - |

Alternate Character Mame: begins with - |

[l Include History [ | Correct History [ | Case Sensitive

Search t Clear |Basic Search EI::_ Save Search Criteria

Enter the applicable information into the search field(s).
Click the Search button
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HR-Smart Union Codes

Create General Deductions

e - VO1A  AFGE LOCAL 1745
"""""" VO1B  AFGE LOCAL 1745
VO5A  AFGE LOCAL 1203

VO5B  AFGE LOCAL 1203

*Deduction Code: [VBIA . AFGE LocaL 1738 vaNIC LS AFGE LOCAL 1203
V05D  AFGE LOCAL 1203

Union Anniversary Date: (03/23/2014 VO5E AFGE LOCAL 1203
VASF__IAPGE LOCAL 143
— : amamoid | VO5G  AFGE LOCAL 1203
Efecive Bata parzaiz0t4 VOBA  AFGE LOCAL 0017
Distribution Code: | @, WOTA AFGE LOCAL 1843

*Calculation Routine:
Deduction End Date:
Loan Interest %:

Goal Amount:

Default to Deduction Table

Distribution Information

(blank) Amount $19.00
(blank) Amount $16.00
(blank) Amount $18.00
(blank) Amount $25.25
(blank) Amount $30.00
(blank) Amount $33.50
(blank) Amount $34.00
(blank) Amount $30.50
(blank) Amount $35.00
(blank) Amount $17.75
(blank) Amount $16.00

E‘J Deduction Rate or %
Flat/Addl Amount:

Current Goal Balance:

[] Override Pl Ind

Pl Update Ind: | 0t Ready  +

Pl Action:

This data was last updated by: Data last updated on:

0111 - Union Dues - Ad
0113 - Union Dues- Stop

Enter the Union Deduction Code.

Enter the Union Anniversary Date for AFGE or NNU unions.
FINANCIAL
SERVICES
CENTER
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following receipt of the form.

0122 - Parking/Quarters - Chg
0123 - Parking/Quarters - Stop
| Tracking Purpose Only

Enter the Effective Date. This will be the beginning of the pay period

5/28/2019
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Create General Deductions

Hybrd Two I ODD44765

Company: L Depamment ol velerans ATairs

mnﬂlﬂtﬂﬂ B | W b A0 |h1-“-1.‘.|'1u|."1

*Deduction Code: [VBIA 9, AFGELDCAL 1738 VAMC [ [=]

[
Union Anniversary Date: (0232014 [

Deducton Details Erdlview an Frst B 1 or 3 D Lo

*Effective Data; Q3232014 =l [#| Take on all Paygroups [+]1[=]
Disiratia Eon Code: Sl D, amount S1400 L Ded stopped by Self Sery User
sCalculathen Foutine: Dol fo Dedudion Table *  Diztrimgsion Infnrmaticn | Orearride 1 ind
Deduction End Date: 5l peduction Rate or %: Pl Update Ind: | Mol Ready =
Laan Imberast e Flavaadl Amowni: Pl Action: |
Goal Amount: Current Goal Balance: 0111 - Union Dues - Add -
This data was last updated by: Data last updated on: 0013 - Address Change

0111 - Union Duss - Add

L O113 - Unlom Cuss- Stop

01231 - Parkdng*!Zuarers - Sdd
01322 - FarkingZuaners - Shg
0133 - FarkngtZuaners - Slop
Tracking Purpose Only
Tracking Funposs Cnly

gl save [ [of Aeturnis Seereh | [ Mairy L] s T s LY mekese Haeey L_F Corect Hibery

Select 0111 — Union Dues - Add from the PI Action drop down.
Click the Save button.
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Terminate Union Dues

()]
i
o
N
~
00
N
S~
[Tp)]

Create General Deductions

Company: WA Department of Veterans Affairs

Hybrid Two ID: Q0044765 l

General Deduction @

Locate the Union
Deduction row in
the

- LB\ General Deduction

*Deduction Code: VBIA @ AFGE LOCAL 1738 VAMC
Union Anniversary Date: |03/23/2014 |5

*Effective Date: 03/23/2014 El [¥| Take on all Paygroups scroll area if
558 @, Ded st self Serv U necessary.

S : : sto elf Serv User i =
Distribution Code: Amount $1400 pped by Click the Add a New z
*Calculation Routine: Default to Deduction Table ¥ Distribution Information [ Override Pl Ind Row button in the §
- L ~ . . D
Deduction End Date: | [ Deduction Rate or%: | Pl Update Ind:| ot Ready ¥ Deduction Details o
scroll area. e
Loan Interest %: | Flat/Add! Amount: | Pl Action: =
C
: o
Goal Amount: | Current Goal Balance: | 0111 - Union Dues - Add ¥ v
)
<
This data was last updated by: Data last updated on: >
e
)
=
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Create General Deductions

5/28/2019

Hybrid Two ID: 00044765
Company: VA Department of Veterans Affairs
‘General Deduction @ Eind [ view Al Fest Kl 1or1 D acy
*Deduction Code: [VBIA ©. AFGE LOCAL 1738 VANC [#] (=]
Union Anniversary Date: Im e
Deduction Details Find | View All Fist I, of 2 O ,1,_;.1;]
“Effective Date: 03/21/2015 Take on all Paygroups [+][=]
|| Distribution Code: 552 . amount $1400 || Ded stopped by Self Serv User
“Calculation Routine: Defaultto Deduction Table ¥ Distribution Information ("] Override Pl Ind
I Deduction End Date: 03/21/2015 k‘J Deduction Rate or %: | Pl Update Ind:| M0t Ready
Loan Interest %: | Flat/Addl Amount: | Pl Action:
Goal Amount: | Current Goal Balance: | 07171 - Lnion Dues - Add v
This data was last updated by: Data last updated on:

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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Create General Deductions

Hybrid Two I 00044765
Company: LT Digpafment al Velerans Slairs

General Deduction € Wit | Vimwe AN Fiat KB 4 of 4 D' gt

“Deduction Code: Bl A, AFGE LOCAL 1738 VAMC [*1[=]

5/28/2019

|
Unson Annicarsary Date: (03232014 i)

L Eind | Vigw AN Fr'l‘t“‘lﬂf-i-"nl.ﬂj

*Effective Date: AIZU20N5 F [#] Take on all Paygroups [#+][=]
Distribuaion Code: 2o @, Amount 51400 L | Ded stopped by Sell Sers User
sCalculaticn Routine: Drelands fa Dedudian Takbde - e dnrrmalicn | Oregrride 1 ind

Deduction End Date: Q3212015 M pDeduction Rate or %: P1 Update Ind: | Mot Ready  w

Loan Inberest % Flali&ddl Amawnt: Pl Actian:

Geal Amount: Current Goal Balance: 0113 - Linion Dues- Slop -
This data was last updatad by Data last updated onc 0012 - Addrass Change

0111 - Uniom Dues - Add

0113 - LAniom Cues- Sop
0121 - Parking!Cuaners - Add
0122 - Parking!Suaners - Shg
0123 - Parking!Zuaners - Sop
Tracking Purpose Only
Tracking Pumpose Only

Gl save [|of Aswrnia Sesreh | [T Mally o R e e i 27 heluse His ey L7 Coiemct Hio tery

Select 0113 — Union Dues — Stop from the Pl Action drop down.
Click the Save button.

FINANCIAL
ﬁ SERVICES
CENTER

©
C
9
A
(S}
()
(a)
(O}
—
(a1
1
=
c
o
(0}
(%]
)
<
>
©
c
—
[V}
=
=



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.
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HR-Smart Reports

Accessing HR Smart Reporting Options
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5/28/2019

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:
Pl Transaction Status
PDI Return Message
Non SF50 Error
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Pl Transaction Status: Payroll Interface>DFAS Payroll
Interface Review>PI| Transaction Status

5/28/2019

¥ Workforce Administrator

Welcome to the new HR Smart Query Viewer NavBar: Navigator a
The updated system features a refreshed look and feel that will enable the VA HR :
community to more efficiently serve VA employees. The new design incorporates -
more user friendly functionality and a streamlined PAR process. N o By 33C Processes 5] N
To take advantage of these improvements: I = @
Initiate PAR transactions by simply clicking on the Create Personnel m r“ =
A!:'h[)rl.s USF tile _ - - _‘ Recent Places Self § =
@ Approve new transactions by clicking on the Approvals tile ell service >
(Worklist tile will have remaining workflow items from old transactions)
To learn more, click this tile to access HR Smart Job Aids.
Manager Self Service >
Admin - Analytics and Reports HR Processing USF My I;a\r o-rite s
Workforce Administration S
E Benefits b TCU
Navigator o
o
5 o
Payroll for North America > [}
()]
e o
(a1
Employee-facing Payroll Interface > \
registry conte >
c
; @)
Enterprise Components > Y
(%]
o)
< | S
Payroll Interface Worklist > >
“©
c
DFAS Payroll Interface Review Reporting Tools > 9
C

FINANCIAL VA Accounting N
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Pl Transaction Status

5/28/2019

v Workforce Administrator

Welcome to the new HR Smart

The updated system features a refreshed look and feel that will enable the VA HR
community fo more efficiently serve VA employees. The new design incorporaies
more user friendly functionality and a streamlined PAR process.

Approvals Query Viewer NavBar: Navigator #

/\/ i - <= DFAS Payroll Interface... &
_|rn| :©

‘ Recent Places

To take advantage of these improvements:
E] Initiate PAR transactions by simply clicking on the Create Personnel
Acfions USF tile

@ Approve new transactions by clicking on the Approvals tile
(Worklist tile will have remaining workflow items from old transactions)

Pl Transaction Status

To learn more, click this file to access HR Smart Job Aids.

PDI Return Message

Admin - Analytics and Reports HR Processing USF

My Favorites

Transactions with Data Issues

E Personnel Reverse Data

Navigator

‘ Non SF50 Error

ORACLE
PEOPLESOFT

Employee-facing
registry conte
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Pl Transaction Status

5/28/2019

Favorites : Main Menu
- -

Search Menu:
Top | v = Benefits Library
1 S5C Processes 4
L1 Self Service r
(3 Workforce Administration 4 .
Themen ~ o co  on Main Menu to get
started. _
1 Payroll for North America L
© o L1 Payroll Interface
Highligh
grg 3 Workforce Development  — DFAS Payroll Interface Re
3 VA Accounting |=] PI Transaction Status
Recent| ] Set Up HRMS ~ ST POTRETITT MRS
Workli b ——
ThFT Fave L Workist o |=] Personnel Reverse Data
&% | & Tree Manager " = -] Non SF50 Error
(3 Reporting Tools * w-—— -
|_°| Change My Password E oy e |

Federal Employee’s Group Life In

Navigate to the Pl Transaction Status page.
Main Menu>Payroll Interface>DFAS Payroll Interface Review>P| Transaction Status
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5/28/2019

Pl Transaction Status

Pimacios Staks. |

I DCP & Prees 58 Transaction Duts [ . I OCPS St | |
Fatasn I
Bl It |
Et Fononsse [Fue | vior =1 KU1 2E oo 0 1wt a0 O Lo |
=

Enpifecerd FrictovsDxlie  Baguances tyban Deping tamee Wussrs o ebionCoos M Coamy DoePretd DERMRSSCEE gy g iamber 00es fabien Message Trinsestion Db
125 o 00 10 18 2 =1 RaT eelal feiil .| Feiure o Persooned 2 11 DCPS Bzt bes sage [mesacicn Deisds L
128 o 2012018 n 0 CRD 020008 Feis= o Peczom 213 b e 5 Timesacion Defeds
T o 13012018 2 42 TZF 251208 Rern o Persons=f2 11 DCPS Retum Mee=age  Timssacion Deteis

o prieh Be il k] 1| 3% b e Fetrs o Feetann st 308 [CES Banpn s sage Tissasfon Ceinde
128 ] 01312018 2 £21 TSF L2040t Fetre B Pl 114 DCPS Relwn e saga Trweapclon Dalads
13 I ik fatiinsil] Li} ane v [ fretegaly. nsldiesd a3 DCPS Balipm e saga Togmaspyon Dujals
L o mgeze it =3 34 GRESI0N hakdied w3 DCPS Falum Merseage Temenachon Delads
132 o ik fra-trchl 2 Ll TSF QRTsG0H Feam o Fagoone 113 [CPS Bahen Bes pagn Trptesopon Dafals
133 [} 1k fra-Trosh | 103 TSP {rLaal | fwrn, o Personnsd 215 DCPS Ranem Merssages  Transsobon Dwiasds

i bl -brnd L) s 10 CUN e Bre-Feaa b 1 Foum o Parconnel 208

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

Empl IDx: 00043263 Empl Record: 0 Effective Date: 04/17/2016 Sequence 33
4] ]
_ [#][=]
DCPS Returned Date: 04426/2016 File Seq Number: 209 Return Status: R
NOA Code: 5EN NOA Code 2:
4] ]
Return Multi: 01
Reject Message: 9000  Invalid Value In Field/iFields
Reject Field Number: a7 Employee Entitl ement Rejected Value:
Return Multi: 02
Reject Message: 9000  Invalid Value In Field/Fields
Reject Field Number: ag Employee Entittement Amt/Pct Rejected Value: Coo0000
Return Multi: 03
Reject Message:
Reject Field Number: Rejected Value:
OK Cancel Apply

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.

T ooz
*Earnings Code: FPT C:'a[J'es-::ri;'.lti-::-n: Premium Pay T HCW ﬂﬂ
Findt | 4| b |
Effective Date: 0411712016 El Pl Action: SEN L pjupdate ind: “Dmerride Piind [+ [=]
brevm — 13
*Addl Seq Nbr: 10 End Date: El [+] (=]
Rate Code: @ Reason: [ Mot Specif v|
Earnings:
Hours: Hourly Rate: =
Goal Amount: Goal Balance: g
Sep Check Nbr: [] Disable Direct Deposit 3
] OK to Pay [ prorate Additional Pay D
(=
()
First Second Third Fourth Fifth a
L >
=
o
()
OK Cancel Apply S
s
®
. . . ©
If multiple rows exist, locate the transaction where the Pl Update Ind has 5
C

a Returr{

#FSC

ed status.
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Updated Actions are Resent to DCPS

Additional Pay € Find | View Al First Kl 2012 I [ast
*Earnings Code: FPT Clh[:ﬁescriptit.‘-n: Premium Pay T HCW |£| |i|

Find | View All First K} 4 of 4 I3 Last
041712016 E]

Effective Date:

*Addl Seq Nbr: 10 End Date: | B EHE
Rate Code: @ Reacon: | Not Specif v|
Earnings: l—
Hours: Hourly Rate: |
Goal Amount: Goal Balance: |
Sep Check Nbr: [ Disable Direct Deposit
[ OK to Pay [ Prorate Additional Pay

Applies To Pay Periods
First Second Third Fourth Fifth

* Job Information

F Tax Information

o . ooy
Review the transaction and make necessary updates.

Click the OK button, which will save the transaction
The Pl Update Ind will automatically update to Ready.

#FSC
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NON SF50 ERROR

Favorites @ Main Menu
- -

Search Menu:
Top | v = Benefits Library
[ S5C Processes r
1 Seff Service r
(3 Workforce Administration 4 ]
Themen ~ o e y on Main Menu to get
started. )
[d Payroll for Morth America 4
s L1 Payroll Interface
Highligh
g 3 Workforce Development  — DFAS Payroll Interface Re :
5 Set Up HRMS 3 VA Accounting |=| PI Transaction Status
iﬂﬂ:l‘lﬂ B kIFt . = |=| PDIReturn Message
I ; e VVOTKIS — |=| Personnel Reverse Data
€t | = Tree Manager ' : Ij Non SF50 Error
(3 Reporting Tools * - | e e i
'—] Change M*,f.F'ass.wclrd = Federal Employee’s Group Life In

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

DFAS Process Dt Q Refresh
g 0 ]

Empl ID ;?d;l Effective Date DFAS Process Date  DCPS Transaction Code ﬁz‘:{ig:mn Field Hame 3:{3?“ DCPS Return Error Message DCPS Field Name Transaction Detail
3100078567 008232015 051262016 011 - Union Dues - Add % OrganizationCode Vo7 ,l”f%gpeu%ﬁf;faﬂgp‘f NOT CONPATISLE WITH Transaclion Detail
3200084264 00552016 051252016 0012 - Address Change 105 ZipCode 528320000 9000 INVALID VALUE IN FIELD(S) NSF50-ADR-ZIP-NINES Transaclion Detail
3300085119 0100042015 0512112016 0012 - Address Change 105 ZipCode 045350000 9000 INVALID VALUE IN FIELD(S) NSF50-ADR ZIP-NINES Transaction Detail
3400085897 00207/2016 0512112016 0012 - Address Change 108 ZinCode 300730000 9000 INVALID VALUE IN FIELD(S) NSF50-ADR ZIP-NINES Transaction Detai
35 00087268 0052012016 052112016 0113 - Union Dues- Stop 3 OrganizationCode Va4 1A ;Eﬂ]go ENMPLOYEE ORGANIZATION - RECORD Transaciion Datail
3 00087647 011012015 0512112016 0012 - Address Change 105 ZipCode 307790000 9000 INVALID VALUE IN FIELD(S) NSF50-ADR-ZIP-NINES Transaclion Detail
3700088038 0111152015 0512412016 0012 - Address Change 108 ZinCode 535080000 9000 INVALID VALUE IN FIELD(S) NSF50-ADR ZIP-NINES Transacfion Detail

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 Pl Update Ind that displays Returned.

o))
—
Company: VA Department of Veterans Affairs 8
)
()]
n
*Deduction Code: |JF' @, DFAS Parking Deduction code #][=]
Union Anniversary Date: E‘J
il
*Effective Date: |05/15/2016 1] Take on all Paygroups [+] [=]
Distribution Code: 1999 . DFAS Parking Deduction Ded stopped by Self Serv User
*Calculation Routine: | Default to Deduction Table V| Distribution Information [ lOverride Plind
Deduction End Date: 0511512016 [ Deduction Rate or%: | PI Update Ind:l hd
Loan Interest %: | Flat/Addl Amount: | Pl Action:
Goal Amount: | Current Goal Balance: | 0123 - Parking/Quarters - Stop hd
This data was last updated by: Online User Data last updated on: 05/25/2016
c
i)
(%]
‘O
()
a
&
o
>
oK Cancel Apply S
()
(%]
-]
S
‘©
c
D
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Company: WA Department of Veterans Affairs

2

5/28/2019

*Deduction Code: P @, DFAS Parking Deduction code +][=]

Union Anniversary Date: E‘j

*Effective Date: 0511512016 [=4) Take on all Paygroups [+][=]
Distribution Code: 1999 “.  DFAS Parking Deduction Ded stopped by Self Serv User
*Calculation Routine: | Default to Deduction Table V| Distribution Information Querride Plind
Deduction End Date: 051512016 [ Deduction Rateor%: | Pl Update Intl:l hd

Loan Interest %: | Flat/Addl Amount: | 5566/ pj Action:

Goal Amount: | Current Goal Balance: |[]123—Parkingi{:l.uarters—smp hd
This data was last updated by: Online User Data last updated on: 05/25/2016

Review the transaction and make necessary updates.
Click the OK button, which will save the transaction.
The Pl Update Ind will automatically update to Ready.
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HR-Smart Queries

Running HR Smart Query Options.
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Query Viewer

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.
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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.
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Query Navigation

1 HR Shared Service

Favarites : Main Menu
- -
Search Menu:

55C Processes

Self Service

Workforce Administration
Benefits

Payroll for North America
Payroll Interface
Organizational Development
Waorklist

Reporting Tools
=] My Personalizations
=] My Dictionary

o
* v v v w w w wv A}

1 Query .
|-| Reporting Console =] Query Viewer
=] Report Manager —

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

HR Shared Service

Favorites | Main Menu > Reporting Tools > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search By [queryname | begins with Z_VA

Search Advanced 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.
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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.




Query Results

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search By |D.UEI'5-' Mame hd begins with Z_VA

Search Advanced Search

Search Results

*Folder View | —All Folders — W

Runto Runto Runto Add to

Query Hame Description Owner Folder HTML Excel XML Schedule Favorites
Z_VAC_ALL_ACTIVE_EMPS ALL ACTIVE EMFLOYEES Public Excel XML  Schedule Favorite
Z_VAC_ALL_ACTINVE_EMPS2 ALL ACTIVE EMPLOYEES Public HTML |Excel XML | Schedule Favorite
Z_VAC_AUD_MISSING_ACCOUNTING Public HTML |Excel XML | Schedule Favorite
Z_VAC_COMP_AWD_INCENMTIVE Listing of award incentives Public HTML |Excel XML | Schedule Favorite
Z_VAC _COMP_MOMNPAY_STATUS Mon-Pay Status Detail Public HTML Excel XML Schedule Favorite
Z_VAC_CURR_JOB_ROW Public HTML |Excel XML | Schedule Favorite
Z_VAC_DEPT_CC_LOOKUP Lookup Cost Center by Departme  Public HIML |Excel XML  Schedule Favorite
Z_WAC _DEPT_CC_LOOKUP_BY_VISH Lookup Cost Center by VISH Public HTML Excel XML Schedule Favorite
£ VAC _EMFL_DEPT_CC_LOOKUP Lookup DeptiCost Ctr by Emplid Public HTML Excel XML Schedule Favorite
Z_WAC_EMP_REVIEW Used for review of emp data Public HTML Excel XML Schedule Favorite
Z_VAC_FIN_DISCL Financial Disclosure Report Public HTML Excel XML Schedule Favorite
Z_VAC_GAINS_LOSSES_MO_VA_XFR Gains/Losses wio HR Smart XFRs Public HTML |Excel XML | Schedule Favorite
Z_VAC _GRADE_RETEMTION Grade Retention Public HTML Excel XML Schedule Favorite

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.

Z_VAC_ALL_ACTIVE_EMPS - ALL ACTIVE EMPLOYEES
Parent Station:
View Results
ID | Name Empl Record Eff Date Sequence Dept ID Pay Status Comp Rate Pay Plan Occ Series Off Tt Cd OFf Title Org Posn Title Title Location Cost Center Org
First ﬂ 1-100 of 471 ﬂ@
Empl Record | Eff Date |Sequence |DeptlD |Pay Status | Comp Rate |Pay Plan |Occ Series | Off Ttl Cd OFf Title Org Posn Title Title Location | Cost Center | Org
00102016 11(10682 |A 48672000000 |GS 0503 05 Financial Accounts Tech 0o MNone 104 1882 2000
0|01/10/2016 1110581 |A 47195.200000 |GS 0525 0z Accounting Technician 0o MNone 104 1881 2000
00102016 11(10881 |A 46612800000 |GS 0525 02 Accounting Technician oo MNaone 104 1881 2000
0|04/03/2016 1110577 |A G5041.600000|GS 0501 39 Systems & Procedures Anal |00 MNone 104 1877 2000
00102016 11(10882 A 56035200000 |G3 0503 13 Financial Accts Tech (OA) 0o MNaone 104 1882 2000
0|05/15/2016 1110583 |A 78223.000000|G5 0501 04 Financial Admin Spec 0o MNone 104 1883 2000 _
00102016 11(10882 A 50148.800000 |GS 0503 05 Financial Accounts Tech 0o MNaone 104 1882 2000 g
0|05/15/2016 1110583 |A 53939.000000|GS 0501 18 Financial Management Spec |00 MNone 104 1883 2000 g
0|01/10/2016 1110593 |A 136676.800000 | GS 0501 15 Financial Management Spec |00 MNone 104 1896 2000 8
0|04/20/2016 1110593 |A 43139.200000 |G 0525 0z Accounting Technician 0o MNone 104 1896 2000 (]
0|02/23/2016 1110588 |A 48880.000000 |GS 0501 39 Systems & Procedures Anal |00 MNone 104 1888 2000 8
0012812016 11{10678 |A 44283200000 |GS 0525 02 Accounting Technician 0o MNone 104C 1878 2000 DI'
0 |04/20/2016 1110586 |A 87401.600000 |GS 0510 0z Accountant 00 MNone 104 1886 2000 =
0| 05/06/2016 11(10580 |A 85051200000 |G3 0343 06 Management & Prog Analyst |00 MNone 104 1880 2000 S
0|01/10/2016 11|10589 |A 101129.600000 | GS 0510 22 Systems Accountant 0o MNone 104 1889 2000 3
0| 04/03/2016 11(10688 |A 27393.600000 |GS 0544 14 Civilian Pay Clerk 16 Civilian Pay Clerk {104 1888 2000 o)
0|01/14/2016 1126530 |A T9809.600000 |GS 0301 93 Program Specialist 0o MNone 104A 1892 2000 <>E
©
c
3
=

FINANCIAL
SERVICES
CENTER




5/28/2019

Excel Export in Query

Parent Station: [104
View Results

Download results in : | Excel SpreadSheet | CSV TextFile XML File (280 kb)

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

A B C D E F G
AlLL ACTIVE EMPLOYEES
1D |Name |Empl Record  |Eff Date |Sequence |Dept ID |Pay status
00003783 Kkkkkkkkkkk, Kkkk 0 1/10/2016 11 10582 A
"00007612 Bbbbbb, Bbbbb 0 1/10/2016 11710581 A
'00008389 lii, i 0 1/10/2016 11710581 A
'00008708 Ddddddd, Dddd 0 4/3/2016 11710577 A
'00010333 Ssssss, 555 0 1/10/2016 11710582 A
"00012270 Buniiiseiiiiiiii 0 5/15/2016 11710583 A
'00012642 Ggggoaagg, Gggagggaag 0 1/10/2016 11710582 A
'00012818 Hhhhhh, Hhhh 0 5/15/2016 11710583 A
'00014018 Eee, Eeeeceece 0 1/10/2016 11710593 A
'00014059 Jiiiii, Jiiii 0 4/20/2016 11710593 A
'00014382 Cccce, Ceecee 0 2/23/2016 11710588 A
'00014404 L, L 0 1/28/2016 11710578 A
'00014654 Qgqqgg, Qggaq 0 4/20/2016 11710586 A
'00014758 Nnnnnn, Nnnnnn 0 5/6/2016 1110580 A
r F

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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Questions?
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Bonus HR Smart Examples

al

al VA Use Only - Pre Decision

Intern

142



FINANCIAL
SERVICES
CENTER

5/28/2019

Deductions

Deduction Codes and Pages; Enter Parking/Quarters Deductions.
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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.



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
qguarters located at VA facilities.
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Favorites - Main Menu
h 2 H -
Search Menu:

Self
{1 S5C Processes

Reqr (7 Sel Service
Resj 1 Workforce Administration

B E X Benefits Library

l ‘ lBeneﬂ

Deductions _—
=] Create Additional Pay =| Create General Deductions

- W - W L1

i 7 Worklist
Ethn 3 Reporting Tools b

OO =
e
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Create General Deductions

5/28/2019

Enter any infarmation you have and click Search. Leave fields blank far a list af all values.

Find an Existing Value

~ Search Criteria

Empl 1D begins with - |E
Company: begins with - | N
MName: begins with - |

Last Name: begins with |

Second Last Name: begins with |

Alternate Character Name: begins with - |

[ include History [ | Correct History [ | Case Sensitive

Search t Clear |Basic Search E:L Save Search Criteria

Enter the applicable information into the search field(s).
Click the Search button
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General Deduction Fields
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*Deduction Code; | °y
Union Anniversary Date: | g
Field Description
Deduction Code Indicates type of deduction. In some cases Té
the deduction amount is tied to this code. 2
Union Anniversary Date Date employee became a member of AFGE 5?
or NNU labor organization. E:
<
>
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Deduction Details Fields

Loan Interest % |

Goal Amount: |

This data was last updated by:

FlatAdd] Amount: | PI Action:

Current Goal Balance: |

Cata last updated on:

' Deduction Details Fing | View Al Frst K3 1071 I3 Last |
*Effective Date: 021142015 =] [¥] Take on all Paygroups (+][=]
Distribution Code: i @ Ded stopped by Self Serv User
*Calculation Routine: Default to Deduction Table ¥ Distribution Information [Tl override Pl Ind
Deduction End Date: | () Deduction Rate or%: | Pl Update Ind: | | -

Effective Date

Date deduction is to begin or end.

Calculation Routine

Identifies how the deduction amount is calculated.

Override Pl Ind

Used to manually change the Pl Update indicator.

Deduction End Date

Date the deduction will end.

Pl Update Ind

Indicates status of payroll interface transaction.

Flat/Addl Amount

Amount of biweekly deduction.

Pl Action

Indicates to DCPS type of action being processed.

Date last updated on

Date the data was last updated.

The remainder of the fields are not used by VA.
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HR:Smart Parking/Quarters Codes

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.
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Create General Deductions

Skylar White

JP DFAS Parking Deduction code

Jan

Jaz2 Mon-HouseKeeping Qirs -Taxabl
Ja3 Housekeeping Qfrs- Non-Taxable
JQG6

Wi, Department of Veterans Affairs : /

Housekeeping Quarters - Taxabl

DFAS Parki  DFAS Parking Deduction
Housekeepi Housekeeping Quarters - Taxabl
Mon-HouseK MNon-HouseKeeping Qtrs -Taxabl
Housekeepi Housekeeping Qtrs- Non-Taxable

Mon-Housekeeping Qrirs-Non-Tax Non-Housek Mon-Housekeeping Qrirs-MNon-Tax

*Deduction Code:

' g of 4 B4 | ast

EI

Find | Views Al First

Loan Interest Y. |

Goal Amount: |

Union Anniversary Date: IiE‘J
Deduction Details Find | Vieww Al First B0 4 or 4 L4 521
*Effective Date: |0B/04r2014 [5] Take on all Payaroups =]
Distribution Code: | Ca':;, [l Ded stopped by Self Sery User
*Calculation Routine: Default to Deduction Table ~ | Distribution Information Override Pl Ind
Deduction End Date: | Y Deduction Rate or %: | Pl Update Ind: NotReady [~]

Flat/Addl Amount: |

Current Goal Balance: |

This data was last updated by:

Data last updated on:

Pl Action:

Enter the Deduction Code.

0012
0111

0121

- Address Change
- Union Dues - Add
10113 -

0122 -
0123 -
{Tracking Purpase Only

Union Dues- Stop

Parking/Quarters - Add
Parking/Quarters - Chg
Parking/Quarters - Stop
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Create General Deductions

5/28/2019

Skylar White ID: 00000012
Company: Wi Department of Weterans Affairs
Genemluctiunﬂ Find | View All First &I 4 of 4 L Last
*Deduction Code: P 2, DFAS Parking Deduction code =]
Union Anniversary Date: I—E‘J
*Effective Date: |':”3J"I 5/2014 E Take on all Paygroups [=]
Distribution Code: | ‘:% [ | Ded stopped by Self Serv User
*Calculation Routine: Flat Amount = | Distribution Information [ owverride 21 Ind
Deduction End Date: | [ Deduction Rate or %: | Pl Update Ind: Mot Ready [~]
Loan Interest %a: | Flat/Aaddl Amount: | Pl Action:
Goal Amount: | Current Goal Balance: | -
This data was last updated by: Data last updated on:

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.


o))
Create General Deductions P
~
~
Skylar White ID: 00000012 N
~
N
=Deduction Code: [P 2, DFAS Parking Deduction code (=]
Union Anniversary Date: | Eﬂ
*Effective Date: |oB15/2014 [l Take on all Paygroups =]
Distribution Code: | ':%:. [ ped stopped by Self Serv User
*Calculation Routine: Flat Amount  Distribution Infarmation [ override PI Ind
Deduction End Date: | ] Deduction Rate or %: | Pl Update Ind: Ready
Loan Interest %: | Flatiaddl Amoumnt: | F10.00 Pl Action:
Goal Amount: | Current Goal Balance: | 0121 - Parking/Cuarters - Add | "]
|
0012 - Address Change
This data was last updated by: i Data last updated on: 1 d
> AU L=ES > OB/058 0411 - Union Dues - Ada
0112 - Union Dues- Stop 1]
0121 - ParkingfCruarters - Add
0122 - Parking/Quarters - Chg
0123 - Parking/Qwuarters - Stop
Tracking Purpose Cnly
Tracking Purpose Qnly
[[E] save | |||§f\“ Return to Search | |=] Motify | | 5] update/Display | L,@ Include History | ||__:,?C1:|-rrect History

Select 0121 — Parking/Quarters — Add from the Pl Action drop down.
Click the Save button.
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Update Parking/Quarters Deductions

Create General Deductions

Skylar White o ooooooz
Company: WA Department of Veterans Affairs \l,
General Deduction @ Find | view Al First K1 1.0r1 I Last
*Deduction Code: P @, DFAS Parking Deduction code =]
Union Anniversary Date: | El

Deduction Details Find | View Al First B} 4 of 1 I3 Last

*Effective Date: |':IEH /2014 B Take on all Paygroups

Distribution Code: | Q}, [ | Ded stopped by Self Serv User
*Calculation Routine: Flat Amount + Distribution Information Override Pl Ind

Deduction End Date: | 4 Deduction Rate or %: | Pl Update Ind: Ready [~]

Loan Interest %: | FlatiAddl Amount; | 510.00 Pl Action:

Goal Amount: | Current Goal Balance: | 0121 - Parking/Quarters - Add -
This data was last updated by: Online User Data last updated on: 0G/05/2014

ﬂ)cate 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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Create General Deductions

5/28/2019

Skylar White I ooooooz

Company; WA, Deparnment of Veterans Affairs

*Deduction Code: P 2, DFAS Parking Deduction code [=]
*Effective Date: |':'5f29f2':'14 [ Take on all Paygroups =
Distribution Code: | @, || Ded stopped by Self Serv User
*Calculation Routine: Flat Amount - Distribution Infarmation [T override PI Ind
Deduction End Date: | ;] Deduction Rate or %: | Pl Update Ind: Ready
Loan Interest %: | FlattAddl Amount: | 525.000 |P| Action:
Goal Amount: | Current Goal Balance: | 0121 - Parking/Quarters - Add -
This data was last updated by: Online User Data last updated on: 06/05/20714

Enter the Effective Date.
Enter the rate in the Flat/Addl Amount field.
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Create General Deductions

Skylar VWhite 1T oooooonz

*Deduction Code: [JP Y,  DFAS Parking Deduction code (=]
Union Anniversary Date: | IEI
*Effective Date: |UE-"'1 S5/2014 =] Take on all Paygroups [=]
Distribution Code: | C% [ Ded stopped by Self Serv User
=*Calculation Routine: Flat Amount  Distribution Information [ override PI Ind
Deduction End Date: | [l Deduction Rate or %: | Pl Update Ind: Ready
Loan Interest %%: | Flataddl Amount: | F25.00 Pl Action:
Goal Amount: | Current Goal Balance: | {0121 - Parking/Quarters - Add ] "]
|
| 0012 - Address Change
This dat last dated by: i rata last dated . ¥ g
is data was last update ¥ online Lser ata last updated on: OG/O05/F 0111 - Unian Dues - Add
D113 - Union Dues- Stop [
0121 - Parking/Quarters - Add H i
0122 - ParkingfCiuarters - Chg
0123 - Parking/Quarters - Stop
Tracking Furpose Cnly
Tracking Furpose Cnly
5] save | |t Return to Search | | =1 Motify | | 5] update/Display | L/@ Include History | ||____?,?Cﬂrrect History

Select 0122 — Parking/Quarters — Chg from the Pl Action drop down.
Click the Save button.
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Terminate Parking/Quarters Deductions

()]
i
o
N
~
00
N
S~
[Tp)]

Create General Deductions

Skylar White 1o Qooooo2

Company: WA Department of Veterans Affairs

General Deduction € Find | View Al First EI 4 of 4 I3 Last

choll area.

*Deduction Code: P ., DFAS Parking Deduction code [=]
Union Anniversary Date: Eﬂ
Deduction Details Find | View All First EX 4 of 4 I Last
*Effective Date: |':”3J”I 512014 [=4) [¥] Take on all Paygroups
Distribution Code: @, (| Ded stopped by Self Serv User | =
| pped by Locate the 5
*Calculation Routine: Flat Amaount « Distribution Information Override Pl Ind Parking/Quarters '§
) . D
Deduction End Date: | [ Deduction Rate or %: | Pl Update Ind: Ready IE' Deductions row in the w
H o
Loan Interest %: | Flat/Addl Amount: | $10.00  pl Action: General Deduction 4
Goal A t | C t Goal Bal | 0121 - ParkingiQuarters - Add scroll area. g
oal Amount: urrent Goal Balance: - - M .
Click the Add a New 3
This data was last updated by: Online User Data last updated on: 0G/05/2014 Row button in the <
Deduction Details ©
)
<
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Create General Deductions

5/28/2019

Skylar White ID: 00000012

Company: WA Department of Veterans Affairs

iEETéT-'T-l'I:T_fl Deduction & Find | View All First 4] 10f1 > ﬂ-f**.l
*Deduction Code: P 2, DFAS Parking Deduction code [+] [=]
Union Anniversary Date: | E‘J

“Deduction Details Find | view a1 Frst K 1012 O Last
*Effective Date: |':”3J'2 9/2014 B Take on all Paygroups [+][=]
| Distribution Code: | 2, | | Ded stopped by Self Serv User
*Calculation Routine: Flat Amaount = Distribution Informatian [l override PI Ind
Deduction End Date: |06/29/2014 & | Deduction Rate or%: | Pl Update Ind: Ready [+]
Loan Interest %: | FlatiAddl Amount: | 525.00 Pl Action:
Goal Amount: | Current Goal Balance: | 0121 - Parking/Quarters - Add -
This data was last updated by: Online User Data last updated on: 06/05/2014

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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Create General Deductions

5/28/2019

Skylar White ID: 00000012
Company: WA, Department of Veterans Affairs
*Deduction Code: [P @, DFAS Parking Deduction code (=]
Union Anniversary Date: | Eﬂ
' Deduction Deta 1 yorz I ast
*Effective Date: |U|3!'29-"2'3'14 [=] Take on all Paygroups [=]
Distribution Code: | @, [ ped stopped by Self Serv User
*Calculation Routine: Flat Amount » Distribution Information [ override PI Ind
Deduction End Date: |UEJ'29-"2U'14 ] Deduction Rate or %: | Pl Update Ind: Ready
Loan Interest %: | Flatt/Addl Amouwunt: | F25.00 Pl Action:
Goal Amount: | Current Goal Balance: | 0121 - Parking/Quarters - Add i "']
|
0012 - Address Change
This data was last updated by: i Data last updated on: ¥ ; g
B Y. Online User 2} n[aTin ST |l:|'1'l'l—l._.ln||:|n Dues - Add
| 0113 - Union Dues- Stop 1
0121 - Parking/Quarters - Add
0122 - Parking/Cuarters - Chg
0123 - Parking/Quarters - Stop
Tracking Purpase Cnly
Tracking Purpase Cnly
| Save | E@‘- Return to Search | ||E| Motify | | Update/Display | L,@ Include History | ||_—__':',?Cﬂ-rrect History |

Select 0123 — Parking/Quarters — Stop from the Pl Action drop down.
Click the Save button.
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Transit Benefits (Tracking Purposes)

Entering, Changing and Terminating Transit Benefit Codes.
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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. 



Enter Transit Benefits

5/28/2019

Favorites | Main Menu
L : w
Search Menu:

A

Self ! A Benefits Library

(7 55C Processes
L1 &

§ Req (3 Sef Service
d (7 Deductions

# Res 7 Workforce Administration
=| Create Addtional Pay

e . .

M Benefits
& nNam

(7 Payrol for North America
€ Phorry payrol Interface [ Employee Pay Data USF

o Revi (3 Worklst (7 Periodic Payrol Events L

& Etn (1 Reporting Took 3
: 1
o Ema =] Change My Password ‘ ‘ﬁ

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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Create General Deductions

5/28/2019

Enter any information you have and click Search. Leave fields blank for a list of all values.

o e

Empl ID: begins with - |
Company: begins with « | o
Hame: begins with |
Last Name: begins with - |
Second Last Name: begins with - |

Alternate Character Hame: bDegins with - |

[ iInclude History [ | Correct History [ |Case Sensitive

Search Clear Basic Search Q@ Save Search Criteria

Enter the applicable information into the search field(s).
Click the Search button.
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[ ] [ ]
(@)}
o ﬁ necessary, click the Add a Nevh =
HR:-Smart Transit Benefit Codes :
Row button in the General >
. Deduction scroll area. %
L1 LS If this is the first deduction to be
. T02 2-Light Rail
Create General Deductions 103 3Subway entered for the employee, the
T04 ATrain Add a New Row button will not
Skylar Whit i
sKylar yvhit e T05 5-Fermy be available.
Company: V&  Department of Veterans Affairs T06 B-Aut Vanpool Enter the Deduction Code. /
‘Fanaral Naductinn £ L SoELIET Find | View All First Kl 1 of 4 LA
] TOS g8-3elf Cert ,
Deduction Code: | T11 1-Bus Direct Subsidy
. . T12 2-Light Rail -1 Direct Subsidy
Union Anniversary Date: | Eﬂ
A/ T13 3-Subway -1 Direct Subsidy
Deduction Details T14 4-Train -1 Direct Subsidy ‘ind | Wiew All First 4] 10f1 | Lazt
*Effective Date: [0B/04/2014 [£4) T3 5-Fery -1 Direct Subsidy a1l Paygroups =]
T16 &6-Auth Vanpool -1 Direct Subsi
Distribution Code: | Q;a T17 7-Other -1 Direct Subsidy ped by Self Serr User e
C
*alculation Routine: Defaultto Deduction Table T18 B-2elf Cert -1 Direct SUDSldB" rride Pl Ind %
T31 1-Bus 3-Pre-Tax o
Deduction End Date: | El Dedy 125 2-Light Rail -3 Pre Tax ate Ind: Not Ready [~ | °
Loan Interest %: | Flatld 193 3-Subway -3 Pre Tax on: <
T34 4-Train -3 Pre Tax _:
Goal Amount: | curn T35 5-Ferry -3 Pre Tax (@)
()
T36 6-Auth Vanpool -3 Pre Tax 3
This data was last updated by: T37 7-Other -3 Pre Tax <
/ 0\ 2
/ 0\ z
=
S C EINANCIAL Tracking Purpose Only
SERVICES
" I CENTER 1 60




Create General Deductions

5/28/2019

Skylar White 1D oooooo1z2

Company: WA Department of Veterans Affairs

“General Deduction @

*Deduction Code: T33 @, 3-Subway -3 Pre Tax [+][=]

Union Anniversary Date; E‘J

Effective Date: |':|5J”| 52014 [] ["| Take on all Paygroups [+][=]
Distribution Code: ‘:% | | Ded stopped by Self Serv User
Calculation Routine: Flat Amount w | Distribution Infarmation [ override Pl Ind

Deduction End Date: | 5] Deduction Rate or %: | Pl Update Ind: Mot Ready D

Loan Interest %: | Flat'Addl Amount; | Pl Action:

Goal Amount; | Current Goal Balance:; | -

This data was last updated by: Data last updated on:

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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Create General Deductions

Skylar White ID: 00000012
Company: il Department of Veterans Affairs
' General Deduction & Find | View All First Bl 4 of 1 I3 [ast
*Deduction Code: [T33 2, 3-subway-3 Pre Tax =
Union Anniversary Date: [z
*Effective Date: |U|3-"'1 /2014 [ [ Take on all Paygroups =
Distribution Code: | C% [l Ded stopped by Self Serv User
*Calculation Routine: Flat Amount ~ Distribution Information [T override PI Ind
Deduction End Date: | [ Deduction Rate or %: | Dl llpdate ind. Mot Ready =
Loan Interest %: | Flat'addl Amount: | 530.00 Pl Action:
Goal Amount: | Current Goal Balance: | i v]
s . ] 0012 - Address Change
This data was last updated by: Data last updated on:
> Lf > 01411 - Union Dues - Add
01132 - Union Dues- Stop C |
0121 - Parking/Quarters - Add
0122 - Parking/Quarters - Chg
0123 - Parking/Quarters - Stop
Tracking Purpose Cnly
|5 sawve | Ji&t Return to Search | [[=] Motify | | 5 update/Display | | .55 Include History | |EZ# Correct History

Select Tracking Purpose Only from the Pl Action drop down.
Click the Save button.
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Update Transit Benefits

Create General Deductions

Skylar White

Company: WA

General Deduction & Find | View All First BN 1 of 1 I Last

10: oooooo012

Department of Veterans Affairs

*Deduction Code:

Union Anniversary Date: | Eﬂ

T33

|

| e [1om Lhe |

Loan Interest %:

Goal Amount:

':% JI-Subway -3 Pre Tax E|
' . 4 [ b

El [C] Take on all Paygroups

@, | | Ded stopped by Self Serv User

*Effective Date: |0B/15/2014
Distribution Code: |
*Calculation Routine: Flat Amount

Deduction End Date: |

-

E‘J Deduction Rate or %

Flataddl Amount:

Current Goal Balance: |

Distribution Information [ override PI Ind

| Bl Update Ind: NotRead Locate the Transit Benefits
row in the General Deduction

scroll area.

Click the Add a New Row

| $30.00 Pl Action:

This data was last updated by:

Data last updated on:

button in the Deductions
\ Details scroll area.
N

#FSC
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Create General Deductions

Skylar White 1D Qooooo2

5/28/2019

Company: WA, Department of Veterans Affairs

*Deduction Code: 733 2, 3-Subway -3 Pre Tax =]
Union Anniversary Date: I—Eﬂ

' Deduction Neta Find Kl 4 of2 O Last
Effective Date: |'35f29f2'314 El Take on all Paygroups =]
Distribution Code: | Qa [ I ped stopped by Self Serv User

*Calculation Routine: Flat Amount w Distribution Information [T override PI Ind
Deduction End Date: | 5] Deduction Rate or %: | Pl Update Ind: Ready

Loan Interest %: | FlatiAddl Amount: | F25.00 }JI Action:

Goal Amount: | Current Goal Balance: | Tracking Purpase Only -

This data was last updated by: Qnline User Data last updated on: 06/09/2014

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

| | Sawve | | |@‘- Return to Search | ||E| Motify | |§'|-:| Update/Display | L@ Include History | ||E—_€.?Cﬂrrect History ]
Click the Save button.
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Terminate Transit Benefits

Create General Deductions

Skylar White (D aooooo12
Company: WA Department of Veterans Affairs \l/

General Deduction € Find | View All First Kl 2 orz I Last

*Deduction Code: T23 ©,  3-Subway -3 Pre Tax (=]
Union Anniversary Date: | Eﬂ
Deduction Details Find | View Al First Bl 4 of 4 D 1 ggt ﬂ ot . \
_ ocate the Transit
*Effective Date: |':”3J"I 512014 B! Take on all Payaroups =i ] ]
| a - Benefits row in the
Distribution Code; Ded stopped by Self Serv User . General Deduction
*Calculation Routine: Flat Amount +  Distribution Information Override Pl Ind \ Scroll area.
Deduction End Date: | ] Deduction Rate or%: | Pl Update Ind: Ready [~] Click the Add a New
Loan Interest % | Flat'/Addl Amount: | 525.00 Pl Action: Row button in the
: Deductions Details
Goal Amount: | Current Goal Balance: | Tracking Purpose Only -
choll area. /
This data was last updated by: Online User Data last updated on: Q6/09/2014
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Create General Deductions o
o
Skylar White ID: 00000012 =
Company: WA Department of Veterans Affairs %
*Deduction Code: |T33 2,  3-Subway-3 Pre Tax (=] [=]
Union Anniversary Date: I—E‘J
' Deduction Details Find | View All First Kl 1 of 2 I | ast
| Effective Date: |U5-"29-"EU'1 4 [] Take on all Paygroups [+][=]
Distribution Code: | Q::. [ |l Ded stopped by Self Serv User
*Calculation Routine: Flat Amount = Distribution Information [ override PI Ind
‘l Deduction End Date: 0712712014 ] |Deduction Rate or %: | Pl Update Ind: Ready [~]
Loan Interest %4 | Flat'/Addl Amount: | F25.00 Pl Action:
Goal Amount: | Current Goal Balance: | Tracking Purpose Only -
This data was last updated by: Online User Data last updated on: 06/09/2014

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

f Sawve | Il@“ Return to Search | fE Motify 1 _;ﬂ U pdate/Display TR 55 Include Histony 1 |_—f',? Correct History 1

Click the Save button.
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