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Introduction

This guide is designed to provide you with easy-to-follow instructions on how to use your
Army Civilian Human Resources (CHR) Activity Based Costing (ABC) System. At the end of
this guide, you’ll find an Activity Dictionary, definitions, and a list of acronyms — all of which
will help you identify and define the key activities that you will be using.

Your Army CHR ABC System captures time, activity, and cost data on activities that support
major CHR functions:

e Direct Cost Functions

- Benefits and Entitlements

- Classification

- Human Resources Development

- Management Employee Labor - Relations
- Mobilization

- Staffing

e Indirect Cost Functions

e Sustaining Functions

The ABC System’s database consists of time and activity data from the system’s data-entry
module, financial cost data fed into the system, and data indirectly coming from the Modern
Defense Civilian Personnel Data System (Modern DCPDS).

Your ABC System allows you to make entries on-line, 24 hours a day, from any computer in
the world with access to the internet. The information you keep in the system is always secure,
protected by the latest encryption technology and strict privacy policies.

Because the system is web-based, you can run several civilian personnel systems, including

this one, simultaneously. Minimize the application when it is not in use and maximize it when
you want to enter time and activity data as you work throughout the day.

LET’S BEGIN TO USE THE ABC SYSTEM!!



USING YOUR ABC SYSTEM

I. LOGGING INTO THE SYSTEM

A. Access the system by entering the URL, provided to you by your local systems
administrator, in the address field of your browser (your ABC System will work only with

Internet Explorer version 5.5 or higher).

local systems
administrator if you do not
have a User Name and/or
Password. He/she will
provide you with specific
instructions.

appropriate fields.

entry/entries.

B. After you have gained access, you will see the title bar,

\_f TI P Contact your Epter Network Password, on the popup Window.(see
Figure 1). Enter your User Name and Password in the

C. After entering your User Name and Password, click on
the OK button. The next screen you will see will be the Home
Page. Click the “Cancel” button if you want to cancel your

" Password TIPS

e Remember that your password is CaSe SeNsiTiVe.
e Keep in mind that your password will change after a prescribed period of time.

Enter Hetwork Password

% Pleaze type vour uzer name and pazswornd.

Site: chrabec. belvair. army. mil

Frealm Activity Bazed Cogting System

zer Mame Ichr.trairﬂ

Paszword I ********

™ Eave thiz pazsword in vour password Jisk

Cancel A/r

Figure 1. Log on screen

Enter Network
Password title bar

Click the OK button, after
entering your User Name
and Password to start
using the system

Click the Cancel button to
cancel your entries




II. The Home Page
A. Three Links and On Line Help

The first screen you will see after you log into the ABC System is the Home Page (Figure 2).
To the right of the words, “Activity Based Costing,” there are three links and a book icon with a
“?” on top of it.

The first link, “ABC Administration,” allows local timekeepers and other authorized
officials to modify the system. If you have not been granted permission to access this
link, you will see a pop up window stating: “You do not have sufficient privileges
to view this page. Please contact the administrator.”

Note to Local Timekeepers
Please refer to Appendix 5, Special Instructions for Timekeepers, on how to use the
system’s timekeeping function.

The second link, “User’s Manual,” gives you access to information contained in this
document. You must have Adobe Acrobat installed on your computer to view this
document on line.

The third link, “On Line Evaluation,” allows you to submit on-line comments on the
system directly to Headquarters, Department of the Army.

Clicking on the book icon allows you to access the “ABC On Line Help” screen and
links. You will find answers to the most commonly encountered situations here. See
Section VII, Help Screen, for more information.

a Activity Based Costing System - Microsoft Internet Explorer
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Calendar Function
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Figure 2. Home page for the ABC System
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B. Calendar Function

Under the words,”Activity Based Costing,” you will see a calendar, an AutoPopulate
Holidays link (described in Section II, paragraph C), and an information box underneath it.
By clicking on any date on the calendar, you can add, edit, or delete time and activity/leave

data for the date selected.

The system always defaults to the current month after you log into it.
A box surrounds the current date.
The system shows the current pay period in a different color.

NOTES

e C(Click on any date on the calendar to see the “Daily View,” “Weekly View,” “Time
Sheet” and “View Profile” tabs. Your system automatically displays the Daily View

screen for the selected date after you click on the date. See Figure 3.

e If'the month, date, and/or year you are interested in does not appear on the screen, click
the arrow on either side of the month and year («) or (»). The symbol («) will move you
to a previous month. The symbol (») will move you to a future month. See Figure 3.

e If the current month does not appear on your screen, click on the current month icon.

By doing so, the system will return you to the current month. See Figure 3.

/] Activity Based Costing System - Microsoft Internet Explorer
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Activity Based Costing aeoe

Weekly Yiew
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AutoPopulate Holidays
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Populates Holiday leave
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VEEr, ANy
Activity/Leave records
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For Holidays in this
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|g‘] Activity Based Costing

Figure 3. Daily View, Weekly View, Time Sheet, and View Profile screen
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C. Automatically Adding Holiday Leave

The AutoPopulate Holidays function allows you to automatically add 8.0 hours of holiday

leave for every Federal holiday from the day after you access the system to the end of the
current calendar year.

NOTES

. T
his function will not automatically record holiday leave for Federal holidays on or
before the date that you enter the system.

3 A
ny activity or leave records that you may have entered for a Federal holiday during
the period covered by this function will be automatically removed and replaced with
8.0 hours of holiday leave.

o To use this function, click on the AutoPopulate Holidays link underneath the

calendar. See Figure 4.

Zl Activity Based Costing System - Microsoft Internet Explorer

| Fie Edit  Wiew Favortes Tools  Heln

Activity Based Costing guoa [ ABC Administration | user'smanual | OnLine Evaluation | &2

C  Daily view
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& Activity Based Costing
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Figure 4. Location of AutoPopulate Holidays function link

e After clicking on the link, you will see a pop up window warning you that, if you use this
function, you will delete all activity/leave entries you may have entered for a Federal holiday

during the period covered. Click the “OK” button to proceed. Click the “Cancel” button to
stop the function. See Figure 5.
)

Aire you sure you want to automatically Populate Holiday leawve beginning from tormorrow till
end of thiz pear ¢

Thiz action will rermove any Activity/Leave records you may have entered for Holidaps in
thiz period. 8 hours Holiday Leave will be recorded for these days instead.

Canceq

Figure 5. Popup Window warning



e By clicking the OK button, 8.0 hours of holiday leave will be added to the system for each
Federal holiday from the day after you access the system to the end of the calendar year. See
Figure 6.
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{&] Activity Based Costing BEEN
Figure 6. Holiday leave automatically added for a future holiday

NOTES

e If you are working on an alternate work schedule (e.g., eight nine-hour days, one eight hour
day, and one day off) and a Federal holiday falls on one of your nine-hour days, you may edit
the Holiday Leave entry to reflect 9.0 hours of annual leave taken. See Section III, Daily
View Screen, paragraph E, Editing Leave.

e If you actually perform work on a Federal holiday, you may add to, edit, and/or delete the
Holiday Leave entry automatically entered into the system for a given holiday. See Section
111, Daily View Screen.




III. Daily View Screen

The Daily View tab allows you to charge, modify, or delete key activities and/or leave for
selected days. The system saves these entries and simultaneously populates the Weekly View
and Time Sheet screens.

A. Basics

After clicking on a specific date on the calendar, your system automatically defaults to the
Daily View screen for the selected day/date. See Figure 7. If you are viewing another screen,
you may access the Daily View screen at any time by clicking on the Daily View tab. Your
system will display the Daily View screen for the date previously selected.

e Your name, day, month, date, and year appear on one line. Also, all data (e.g.,
activity/leave, duration of time, type of time, UIC, and RPA number) that you entered for
the selected date will be displayed. See Figure 7.

e If'the day, month, date, and/or year appearing on your Daily View screen are not correct,
you may select another date for the month displayed. You may move backward or
forward one month at a time by clicking the backward () or forward (P ) arrows on the
calendar. Refer to Figure 3. You may move backward or forward one day at a time by
clicking the backward () or forward (P ) arrow next to the Day, Month, Date, Year
display. See Figure 7.

e The “Daily Total” line indicates the total number of hours, paid or unpaid, that you have
entered for a particular date.
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e If there are no activity or leave entries entered for the date you selected, the message,

“There are no records for this day” will appear on the Daily View screen.

e To add an activity or add a leave entry, click the Charge New Activity / Leave link
(which is to the right of the day, month, date, and year information). See Figure 8.

e To add an activity to an existing RPA that you have already captured, click the Charge

existing RPAs link. See Figure 8.

To view changes to the screen without leaving it, click on the refresh icon to update your

screen. See Figure 8.
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B. Charging Time and Activities
1. Charging Time and Activities to Uncaptured RPAs

a. Click on the Charge New Activity / Leave link on the Daily View screen. The
Charge New Key Activity (UIC) / Leave for (date), UIC Mode pop up window will
appear. See Figure 9. Notice that the date on your Daily View screen is displayed on
the title pane of the window. The day and date are also indicated in the window after the
title, “Date.”

b. Your system automatically defaults to the Activity (UIC) radio button when the
pop up window appears. If for some reason the Leave radio button is filled in (e.g., you
made a manual change to your selection), click on the Activity (UIC) radio button.

/J Charge New Key Activity [UIC)/Leave for 12/24/01 - Microsoft Internet Explorer  [H[=] E3

UIC Mode

Charge Mew Ackiviky with PP

Charge New Activity

te: Monday, December 24, 2001 . .
i ! ~ with RPA link

User ID: chir i
Select Activity/Leave: % agivity (LT
W\ ~ Charge New Key
Activity (UIC)/Leave
Unit ID Code (UIC): [ —————— Wue [ with thg ((1ate sZ:lected
Function: |7Seledavalue j\
I~ . g
ctivity: | ——— Select avalue < UIC Mode indicator
T f Time: - .
B2 U= [ | Activity (UIC) radio
Duration Hour: I Il jMinutes. j ™~ button

Save | Cancel |

Dictionary icon
™ leading to Key
Activity reference list

J /|

Figure 9. Charge New Key Activity (UIC)/Leave for (Date), UIC Mode window

- TIP

Don’t know which key activity to associate your time against? Click on the dictionary icon to
the left of the words “Key Activity.” The links that appear will help you identify which
activity to charge your time against.

c. Click on the link, “Charge New Activity with RPA” in the upper right-hand
corner of the popup window (See Figure 9). Another popup window with “Select RPAs
from List” in the title pane will appear. Below the title pane, you will see the message,
Click Refresh to build new list from Modern. Hit “F5” key to Re-load current List.
You will also see a Select your Region drop down menu, and Refresh and Cancel
buttons. See Figure 10.

d. To return to the Charge New Activity (UIC)/Leave for (date) — UIC Mode
window, click on the Cancel button.



e. From the Select your Region drop down menu, select the appropriate region (that
is, the regional server where the RPA data reside), highlight it, and it will appear in the
field. Next, click on the REFRESH link to see an updated list of RPAs that you can
access.

NOTES
Each time the Select RPA(s) from List popup window opens, you should ALWAYS
select a region and click on the REFRESH button to build a new list from the
MDCPDS OR hit the F5 key to re-load the current list.

The title pane of the window containing the list says, Select RPAs from List.
Generated on: (date, time — Microsoft Internet Explorer). After clicking the
REFRESH button, ensure that the current date and time are refelcted in the title pane.
If the current date and time do not appear, hit the F5 key.

To see a list of RPAs from a different regional server, highlight the desired region from
the Select your Region drop down menu and click on the REFRESH button or F5
button. Make sure that the date and time appear in the title pane of the window. You
will see your requested list of RPAs.

f. You will also see several columns of data, with the following column headings:
RPA, Status, NOA Desc, Inbox, UIC, and Date Sent. See Figure 10.

! NOTES ON “SELECT RPA” WINDOW

° Under the column, “RPA,” you will see a list of RPA numbers available to
you. These RPAs may be in one or more inboxes that you are permitted to view at the
time you select this option.

e Status refers to whether an action is open, closed, cancelled, etc.

o NOA Desc refers to the primary nature of action for the RPA.

o Inbox refers to the MDCPDS inbox (as identified by an employee’s userid) where
a specific RPA can be located.

o UIC refers to the Unit Identification Code of the position tied to the RPA.

o Date Sent refers to the date that the RPA was sent from the last user’s inbox
to the current user’s inbox.
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Figure 10. Select RPA from List pop up window

g. To help you locate an RPA more quickly, you may sort the information listed in
each column by clicking the column heading descriptions.

. NOTES ON SORTING

Clicking a column header will sort listings in that column by the first alphanumeric character, then
the second character, etc.

If the arrow above the column heading is yellow-green in color, it indicates that the column has been
sorted. If the arrow is pointing upward, then the list has been sorted in ascending order. If the
arrow is pointing downward, then the list has been sorted in descending order. The system
automatically defaults to sorting the list of RPAs in ascending order.

h. Click on the RPA number that you want to capture. See Figure 10.

IMPORTANT!!

Your personal MDCPDS inbox is associated with a unique, personal userid. You can
view and select any RPA from your personal system account, provided that you know:
a) which inbox the RPA resides in and b) the userid assigned to that particular inbox.
With this information, you can add userids to your ABC System account and thus, view
RPAs in other users’ inbox(es).

To add the userid assigned to any MDCPDS inbox (e.g., pause, RIF, etc.) to your
account, follow the guidance contained in Section VI, View Profile Screen, paragraph C,
Set Up Inbox Function.
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1. The RPA number will populate the field “RPA Number (SF 52)” that appears in a
new pop up window -- “Charge New Key Activity (RPA)/Leave for (date)” — RPA




Mode (See Figure 11). You may change the RPA number that appears in the field by
clicking on the Select RPA link and selecting the correct RPA number from the Select
RPA popup window. The newly-selected RPA number will then populate the field.

/7 Charge New Key Activity [RPA)/Leave for 12/20/01 - Microsoft Intemnet Explorer  [H[=] E3

RPA Mode Charge New Activity with UIC =] RPA Mode indicator
Date: Thursday, December 20, 2001

User ID: chr.trainl

Select Activity Leave: % activity (RPA) ¢ Leave 4/7 Captured RPA Number
/ and Select RPA link

RPA Number (SF52): 00APRSFCWOATAADLLTES | Select RP&
Function: Ii Selectavalug ——
Drop down menus for:
© ey Activity:| ——Selectavalue | \ Function
Type of Time: I Fegular j \ Key ACtiVity
Duration Hour: |1 TMinutes] 15 =l < Type of Time

Duration (Hour and

Save | Cancel |\ MinuteS)

- ———| Save and Cancel buttons

Figure 11. Charge New Key Activity (RPA)/Leave — RPA Mode pop up window

. NOTES ON THE RPA MODE

Your system will not allow you to save data in the RPA Mode unless you have selected
an RPA number.

When you select an RPA number by using the Charge New Activity with RPA function,
the Unit ID Code (UIC) field disappears. Your system automatically captures the UIC
from the RPA you selected. No manual entry is needed.

J- Select the appropriate Function from the drop down menu. If you forget to add a

function before trying to save your entry, you will see a pop up window stating, “Please
select a function.”

k. Select the appropriate Key Activity from the drop down menu. If you forget to
add a Key Activity, you will see a pop up window stating, “Please select a key
Activity.”

1. Enter the appropriate Type of Time (regular, compensatory, overtime, or
uncompensated) that applies to the work performed. Your system automatically defaults
to “Regular” time, unless you change it by selecting another category from the drop
down menu. If you forget to select a Type of Time, you will see a pop up window
stating, “Please select a Type of Time.”

m. Fill in the Duration of time spent on the activity. Select the “Hour” and
“Minutes” from the drop down lists.
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. NOTES ON RECORDING TIME

e Your system immediately defaults to 0 hours and 15 minutes upon entry.




e Actual times spent on activities from 0-15 minutes are recorded to the minute.
e Times spent on activities beyond 15 minutes are recorded to the nearest 15-minute
interval by rounding your time up or down.

You must account for all regularly scheduled hours worked each day. If you work
eight hours a day, 40 hours per week, you must account for a minimum of eight hours
of work and/or leave each day and 40 hours of work and/or leave each week.

If you are on a compressed work schedule, and work eight nine-hour days, one eight-
hour day, and have one day off, you must account for a minimum of eight nine-hour
days, one eight hour day, and one day off for each pay period.

n. Click the Save button to save your entry or the Cancel button to exit from the
window. Clicking the Save button will update your Daily View screen (Figure 12). A
color bar to the left of your entry indicates the type of cost (direct, indirect, or
sustaining) associated with your entry. All entries are listed in order of their UICs.
Clicking the Cancel button will return you to your original Daily View screen (refer
back to Figure 7). If your Daily View screen has not been updated, click on the
REFRESH icon.

-ahclivil_v Based Costing System - Microsoft Internet Explorer

J Ele Edit “iew Favoites Tools Help

Activity Based Costing g g on ‘ ABC Administration | User's Manual | On Line Evaluation | @
« Decemberzonl b o : : . Refresh icon
SuMo Tu We Th Fr Sa G Daily Yiew Weekly Wiew Time Sheek Wiewy Profile
L
23 4 5 6 73| |fFStudentl Thursday, December 20, 2001 »
RTINS R C R M =
16 17 18 19 20 71 22 iy Total - 08:45 Charge existing RPAs | Charge New Activiby/| eave
23 24 25 27 25 29| |2 Activity / Leave Dur  Type UIC Code  RPA Number
B0 3L 2 RP: Conduct Rating and Rankin 0215 Regular REFCWOATAMDIL763 (4] [ Color bars and le gend
i: Debermine Eigbi 01:00  Regular WOATAR ODAPRSFCWOATAADIL7ES [+] o
RP: Perform Job Analysis 00:30  Regular WOATAR O0APRSFCWOATA B3 [+] r
The Daily view tab allows
you to add, modify, or RP: Acvise Assist - Customers 00:45  Regular W2SNOZ DOMAYSECHZSN0Z012193 [+] r
Sl ke R RE: Conduct Rating snd Rankin 01:15  Regular W2SHAA FEEWWZSARODS4E3 [+ [
 the selected day.
Please select the year, THG: CHR. Training - CPOC 01:00  Regular W3 I
month and date on the ——
calendar 5o that you can MIS: Use Office Equipment - CRAC 00:30  Regular W30MAL r
Edd’ ey & @i g RP: Prepare Yacancy Ancmts 00:45  UpcePensated  Ww30MA4 r
ey activity or category
of leawe for the given GEM: Entering Time - CPOC > Regular WWI0MAL [
date, Please contact the
administrater to unlack. GEM; General Admin - CPOC 00:30  Regular WIOMAA I
£ RIS o s mDC Activity @ 1C Activiey activity mleave * Indicates same UTC/RPA Numberactivity with different Select
if you need ta make T F i r
changes. ¥pe of Time Al
Deletz X
|&] Activity Based Costing ,7 | Intemnet

Figure 12. Daily View screen with updated key activity information
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2. Charging Time and Activities to Non-RPA Related Actions

All RPAs have a UIC entry. Your system automatically populates the Unit ID Code
(UIC) field when you capture an RPA. However, not all activities are associated with an
RPA. If an activity is NOT associated with an RPA (e.g., “Develop Maintain Policy,”
“Midterm Bargaining,” Train HR (Community)), follow the procedures below:

a. While in the Charge New Key Activity (UIC)/Leave for (Date) — UIC Mode
pop up window, select the UIC you want from the drop down list. The UIC will
appear in the field if it has already been added to your “favorites” list. (Figure

13). Ifit has not, then you must add it (see the information in the box, “Notes
on Entering UICs (Non-RPA Activities)” below).

b. Follow Section III, paragraph B(1), steps j-n to complete and validate your entry.

/] Charge New Key Activity [UIC)/Leave for 12/24701 - Microsoft Internet Explorer | _ (O] x|

UIC Mode Charge Mew Activity with RPA =
Date: Monday, December 24, 2001
User ID: chr.trainl

Select Activity/Leave: % activity (UIC) { Leave “Favorites” List of
previously added UICs,
Unit ID Code (UIC): [ ————  Select 8 vallg —89 ,'J/ as described by their
(13 M 2
Function: |~ Select avalue e friendly” names

& Key Activity: [RE A
Type of Time: | Regular j

Duration Hour: I il i IMinutes:I 15 v]
Save | Cancel |

Figure 13. Display of Favorite Unit ID Code (UIC) list

. Notes on Entering UICs (Non-RPA Activities)

e EVERY activity must be associated with a UIC (regardless of whether or not an RPA is
involved).

e For non-RPA activities, you must enter UICs from your Unit ID Code (UIC) drop down
list. To add UICs to this list, follow the procedures described in the Section VI B,
“Setup UIC Function” of this manual.
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3. Charging Time and Activities to Previously Captured RPAs

a. You can charge time and activities to previously captured RPAs for any
calendar day/date requested by using the Charge existing RPAs link.

(1) Click the link, “Charge existing RPAs” that is to the left of the link,
“Charge New Activity/Leave” on the Daily View screen. See Figure 8.

(2). A pop up window with the words “Selected Date” in the title pane will
appear, notifying you that you can add new key activities to RPAs that you previously
touched during the last 30 days (Figure 14). This function is especially helpful when
you must charge times and activities to specific RPAs on an ongoing basis.

3 Selected Date »> 12/21/01 - Microsoft Internet Explorer

Charge Mew Key Activity for existing RPAs {Last 30 days)
Date: Friday, December 21, 2001
User ID: chr.trainl

M= 3

RPA Number (5F52): |

Selectawalue

Function: I

Selectawalue

Q Key Activity: I

Selectawvalue

Type of Time: I Regular

|«_|<_/<,

jMinutes:l 15

Save | Cancel |

Duration Hour: I i

|

[]

Drop down menu for
RPA Number (SF52)

Figure 14. Add New Key Activity for Existing RPAs pop up window

(3) Click the drop down arrow for the RPA Number (SF52) field. You will see
a list of all RPA numbers previously captured. See Figure 15a.

(4) Click on/highlight the RPA number that you want to update.
(5). Follow Section III, paragraph B(1), steps j-n to complete your entry.

A Selected Date >> 3/18/02 - Microsoft Internet Explorer

Date: Monday, March 18, 2002
User ID: chr.trainl

Charge Mew Key Activity for existing RPAs (Last 30 days) ‘l

o=

.

Drop down list of all
previously captured RPA
numbers

RPA N

ber {SF52):

Selectawvalue

Function:

NZFEB3DEFTHLOOO7 3435
NZFEB3DEFTHLOOO? 4769
NZFEB3DEFTHLOOO? 4770
EE

@ Key Activity:

Type of Time:

Duration Hour:

Sawve | Cancel |

Selectawvalue

-

Highlighted RPA number to
be updated.

Figure 15a. List of previously captured RPAs
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b. You can also charge new activities to previously captured RPAs directly from
the Daily View screen.

(1) Click on the plus sign next to the RPA number to which you want to add time
and activity. See Figure 15b.

(2) The popup window, Selected Date, Charge new Activity for RPA # will
appear. From this window, you may then charge a new activity and the
amount of time spent on it to the RPA. See Figure 15c.

NOTE
This function allows you to update time and activity data for a previously
captured RPA on the day/date that appears on your Daily View screen.
You cannot add time and activity data for a different date.

-2 -QR24daad B ISw-EER
Activity Based Costing amom [ aBC administration User's Manual On Line Evaluation

! (EEETEE ' C  Daily View Weekly View Time Sheet View Profils g y
SuMa Tu We Th Fr Sa f 1 k
1 or RPA links

34 5 & 7 &8 32 € chr.trainz5 ) Tuesday, March 19, 2002 »

il 12 13 i4 151
17 15 z0 21 2223 Daily Tokal - 04:30 Charge existing RPAs | _Charge New Activityiles (represented b a +
2475 26 27 28 29 30| |5 Activity J Leave Dur  Type UIC Code  RPA Number Yy
3L P RP: Advise Assist - AP 02:00  Regular 0ZFEBZDEFTHLOOO74769 [+] | .

RP: Prepare Yacancy Ancmts 01:00  Regular 02FEB3DEFTHLOOO74769 [+] | Slgn)
C‘I_jutﬂpﬂ ulste RP: Det Eighility: 01:30 02MAR3DEFTHLODOZE650 [+] I
i
o ol S D | Cege mIC Activity 05C Activity mleave same UIC/RPA Number fActivity with different SE"E_Et
allows you ko a S E TN all

dd,
madiy, o delete key Delete 3¢
activities/leave For the

elected day. Please
select the year, manth
and dake on the
calendar so that yau
can add, medify or
delete a key activity or
category of leave For
the given date. Please
contact the
adminiskrator to unlock
any previous PayPeriod

changes.

Figure 15b. Location of Charge New Activity link on Daily View screen

7T Selected Date >> 3/19/02 - Microsoft Intemet Explores = EE
Charge New Key Activity for RPA # 02MAR3DEFTHLODDT76650 —

Date: Tuesday, March 19, 2002
User ID; chr.train2s

RPA Number (SF52): 02MAR3DEFTHLOOO76650 ‘

Function: Ii Selectavalue

Q Key Activity: |7 Selectavalue ———8 ™

KR | KUNEN

Type of Time: I RFegular
Duration Hour: ID ﬂ’n‘inu[gs:l 15 j

Save | Cancel |

I

Figure 15¢. Charge New Activity for RPA # popup window
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C. Adding Leave Information

All scheduled work hours for each scheduled workday must be accounted for by charging

time against either an activity or leave.

1. Adding Leave for a Single Day

a. Click the Charge New Activity / Leave link on the Daily View screen (see Figure
8) to display the Charge New Key Activity (UIC) / Leave for (Date), UIC Mode popup

window. (See Figure 9).

b. Verify that the correct date is displayed on the title pane of the window. Ensure
that the date is also indicated after the heading, “Date.”

c. Select “Leave” from the radio button choices. When you do so, a new window
will display the leave entry fields. See Figure 16.

d. Select the Type of Time (i.e., the category of leave -- annual leave, sick leave,

excused absence, holiday leave, etc.). See

Figure 17.

e. Select the Duration of leave from the drop down menu (Hours and Minutes).

f. Select the Save button to save your entry. Selecting Save will update your entry
for the date selected. Select the Cancel button to close the window. Selecting Cancel
will return you to the Daily View screen for the day you had selected.

J Charge New Keyp Activity [UIC)/Leave for 12/26/01
UIC Mode

Date: ‘Wednesday, December 26, 2001
User ID: chr.trainl

Select Activity/Leave:  Ackivity (UIC) % LK

*licrosoft Intermnet Explorer

Type of Time: I Select avalue

Duration Hour:lChuuse:jMinutes;l Chuuse:j

2 Enable Span: ™

To Date: I mclear
Sawve | Cancel |

I

Date in title pane of the
pop up window

Date field

Leave radio button

Figure 16. Charge New Activity (UIC)/Leave pop up window
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Select Activity/Leave:  activity (UIC) % Leave

=] Charge New Key Activity [UIC])/Leave for 5/13/02 - Microsoft Internet Explorer

Type of Time:

Annual Leawve

Duration Hour:

? Enable Span:

To Date:

Furlough

LAnnual e

Callback

' [Compensatory Time
Court Leawve

Credit hours
Excused Absence
Family Friendly Ly

Selectawalue

Ahsent'Without Leave
Administrative Leave

[

=] B3
UIC Mode Charge Mew Activity with RPA :I‘

Date: Monday, May 13, 2002
User ID: chr.trainl

Figure 17. Selecting category of leave

Select the appropriate
category of leave (e.g.
Annual Leave) from the
Type of Time drop
down menu

g. After you have saved your entry, your Daily View screen will be updated. The
Daily Total will be updated to reflect the amount of time recorded in the system
for the date selected. A red color bar to the left of your entry indicates that it is a
leave entry. Leave entries are listed after activity entries. See Figure 18.

-aAclivily Based Costing System - Microsoft Internet Explorer

J File Edit 'iew Fawortes Tools Help

Activity Based Costing g g nm

ABC Administration

| User's Manual |

On Line Evaluation

| @

The Daily Yiew tab
allows wou ko add,
modify, or delete key
activitiesfleave for the
selected day, Please
select the year, month
and date on the
calendar so that you
can add, modify or
delete a key activity or
categary of leave For
the given date. Please
contact the
administrator to unlock
any previous PayPeriod
if wou need ko make
changes.

|@ Activity Based Costing

l_l_Ele Intermet

Figure 18. Updated Daily View screen, showing leave added
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2. Adding the Same Amount of Leave for Several Consecutive Days

If you want to add the same amount of leave for several consecutive work days
(typically, Monday through Friday), you can use the “Enable Span” option. (NOTE: If
you want to add leave only for the current date, do NOT use this option). See Figure 19.

For example, to add 8.0 hours of annual leave for eight consecutive workdays:

a. Select the beginning date of the leave period requested/approved from the calendar
that appears on the Home Page. The beginning date will typically be a future (vis-a-vis
current) date.

b. Follow Section III, paragraph C, steps (1)a-e to enter your time.

c. Check the empty box next to the words “Enable Span” (be sure that there are no
entries during the leave period concerned).

d. Click the calendar icon to the right of the “To Date:” field.

e. A calendar will appear in a pop up window. See Figure 20. You can move
backward or forward in time by clicking the backward («) or forward (») arrow. Click on
the ending date of the leave period that you have selected. A month/date/year will populate
the “To Date:” field. See Figure 21.

; Charge New Key Activity [UIC)/Leave for 12/26/01 - Microsolt Internet Explorer

UIC Mode Charge Mew Activity with FPA
Date: Wednesday, December 26, 2001
User ID: chr.trainl

| | Help icon

L Enable Span option

Select Activity/Leave: " activity (ulc}i_f__éLeave and To Date field

Wme

DUWDSE:
? Enable span: [ //

To Date: mclear

Save | Cancel |

Type of Time: I

Calendar icon

Figure 19. Enable Span option
/3 Calendar - Micr... M= E3 |

1 December 2001 »
Su Mo Tu Wwe Th Fr 3a

Select the ending date of the leave period that

you want. In this example, December 31, 2001
/ is the ending of the leave period “spanned.”

&

171P

If you do not have this manual handy and are uncertain
if you should use this option, place your cursor over
the help icon (?) for on-line help.

_Cli-:k on dake to select

Figure 20. Calendar pop up window
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/7 Charge New Key Activity [UIC)/Leave for 12/26/01 - Microsoft Internet Explorer M= E

UIC Mode Charge Mew Activity with RPA j‘
Date: Wednesday, December 26, 2001 Type of Time and
User ID: chr krainl

Select Activity /Leave: (" Activity (UIC) % Leave duration fOI‘ leave pCI"IOd
requested (i.e., to be

[ bad
Type of Time: I.a’-\nnual Leawve / spanned”)

\ A

Duration Hour: IE jMinutes:l 0 j

2 Enable Span: [# — | Month, da}i, and yea’f in
To Date: [12/31/2001 E0ckear populated “To Date” field

Save LCanceI |<\

Save and Cancel buttons

I

Figure 21. Enable Span Option completed prior to saving

f. Click the “Save” button to record the ending of the leave period “spanned” into the
system. Clicking Save will update the Daily View screens for the time period specified.
If you do not want to save the data, click the “Cancel” button. Clicking the Cancel
button will return you to the original Daily View screen.

NOTE
If there are entries during the time period you are trying to span, you will see the
following error message in a new pop up window:

Activity data exists for the days spanning [MM/DD/YY — MM/DD/YY]
You can use the Leave span facility if there is no data already existing for those days.

g. Figure 22 depicts the updated “Daily View” screen for a given date, based on the

data you entered. The red color bar to the left of the entry indicates that is a leave entry.
Leave entries are indicated after activity entries.

T Activity Based Costing System - Microsoft Intemnet Explarer

[_ =] ]

|| e Est view Faveies Toos bep
Activity Based Costing ggoa

Annual Leave entry

[ ABC Administration | User'sManual |

added to Daily View
4 December 2001 » © Daily Vi eokly Vi
SuMo Tu We Th Fr Sa SO Sk Hew
T screen.
2 3 %+ 5 & 8 € student 1 Wednesday, December 26, 2001 »
2 10
16 17 Daily Total - 08:0 Charge existing RPAs |
z3[241 = Activity / Leave Dur  Type UICCode  RPA Number
30 31 Annual Leave 08:00 r Note
= ty mIC Activity 0SC Activity mleave * Indicates same LICIRPA Humberjactivicy with different Select
Type of Time

A box surrounds the
current date

The beginning date of
the leave period
spanned is a future
date

[&] Activity Based Costing | & ntemet

Figure 22. Updated “Daily View” page with leave information
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D. Editing a Key Activity

1. To change information that you’ve already entered for a key activity, click on the desired
key activity under the “Activity/Leave” column on the Daily View screen. (See Figure 23).
An “Edit Key Activity (UIC Mode)” or “Edit Activity (RPA Mode)” pop up window for

the date and activity selected will then appear (Figure 24).

/3 Activily Based Costing System - Microsolt Internet Explorer

JEiIa Edit View Favortes Taools  Help

Activity/Leave column

Activity Based CostinQaaoa | ABC Administration ‘ User's Manual ‘ On Line Evaluation | @

¢ Decemberznol - b EE T paily Vi Weekly ¥ Time shest iew Frofil

5u Mo Tu We Th Fr Sa aily Yiew eekly Yiew ime Shes iew Profile

1

23 4 5 & 7 &| |ffStudent1 4 iday; December 21, 2001 3

210 11 1z 13 1415 o - p

6 17 18 19 20 51 22 Daily Tokal - DE:DD/ Charge existing RPAs | Charge New Activity /| save

23 24 25 27 25 79| |C3 Activity / Leave Dur Type UIC Code  RPA Number

20 31 E RP: Conduct Rating and Ranking 01:15 Regular W2SHOZ 0O0JANSFCW2SNOZ006403 [+] [
MTG: Production Meetings - CROC 01:15 Regular WI0MAL [
GEN: General Admin - CROC 00:45 Regular WI0MAL [

The Daily View tab sllowes -

you ko add, modify, or RP: Advise Assist - RP. 00:45  Regular W30MFT I

delete key activities leave .

for the selected day. dnnual L eave Lo u

Please select the year, mDC Activity  mIC Activity 0SC Activity mLeawe * Indicates same UIC/RPA Number factivity with different Select

ronth and date on the Type of Time Al

calendar so that you can

add, modify or delete 3 Delete ¥

key activity or category

oF lesue for the given

date, Please contact the

administrator to unlock

any previous PayPeriod

if you need to make

changes.

[&] Activity Based Costing ’_ l_l |4 Intemet

Figure 23. Selecting an activity from the Daily View screen

; Selected Date »>> 3F/17/02 - Microsoft Internet E xplorer | [O] x|

Edit Key Activity (RPA Mode)

Date: Sunday, March 17, 2002
User ID: chr.traini

RPA Mumber (SF52): 02FEB3DEFTHLOOO74774 |

Function:

@} ey Activity: | DC: Estab Chg PSN - non DCA

From the Edit Key Activity
pop up window, you may
edit the Function, Key
Activity, Type of Time,
and/or Duration.

Type of Time: I Regular

Duration Hour: |2 'IMinutes: a0

Save and Cancel buttons

Save | Cancel

Figure 24. Edit Key Activity pop-up window

2. Edit the data that you previously entered by choosing new options from the drop-down
menus. Click the “Save” or “Cancel” button to keep or cancel your changes. After you do

s0, you will return to the Daily View screen.
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E. Editing Leave

1. To change information that you’ve entered for leave, click on the leave entry that you
want to edit on the Daily View screen. An “Edit Leave” pop-up window will then
appear (Figure 25).

2. You can edit leave data by changing the Type of Time and/or Duration (Hour and/or

Minutes) from the drop-down menus.

3. Click the “Save” button to keep your changes. Click the “Cancel” button to discard
your change(s). Clicking either button will take you back to the Daily View screen.

) Selected Date »> 12/26/01 - Microsoft Interne_. [I[=] E3

Edit Leave

Date: Wednesday, December 26, 2001
User ID: chr.trainl

Sae

. &
Type of Time: |Annual Leawve

Duration Hour: I g 4 jMin

Cancel

From the Edit Leave pop up
window, you may edit the
Type of Time and/or
Duration.

AN

Save and Cancel buttons

Figure 25. Edit Leave pop-up window
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F. Deleting a Key Activity / Leave
1. Deleting Individual Entries

a From the “Daily View” screen, select the empty box(es) on the same line as the key
activity/activities or leave that you want to delete (Figure 26).

b. Click the “X” symbol next to the word, “Delete,” to process your request.

c. A pop up window will appear and ask “Are you sure you want to permanently
delete the selected records for this day” (Figure 27).

d. Click the appropriate button (“OK” or “Cancel”).

e. Clicking the “OK” button will update your screen. Clicking the “Cancel” button
will return you to the screen that appeared before using this option. Clicking either button
will return you to the Daily View screen.

3 Activity Based Costing System - Microsolft Internet Explorer

J File Edit “iew Favoites Tools Help

[ a8C administration | _User'sManual | OnLine Evaluation | &

Activity Based Costing qoue

¢ Decemberznol bR ety vi wieekiy ¥ Time Sheet View Profi

SuMa Tu We Th Fr 5a ally Yiew eekly Wiew ime == fiew Profile

23 4 5 & 74| |fstudentl 4 Tuesday, December 18, 2001 »

9 10 11 12 13 1415 ; . -
16 17 18 12 20 2122 Daily Tokal - 0845 Charge existing RPAs | Charge Mew ActivibyiLeave Selected empty boxes
2324 25[26]27 25 23| |2 ctivity [ Leave Dur  Type UICCode  RPA Number .
30 3L & RP: Determing Eigbil 01115 Regular WOATAA ODAPRSFCWOATAAD 1763 [+] r next to activities to be

RP: Prepare Yacancy Ancmts 0100 Regular W2SH02 ODFEBSFCW2SNOZ007756 [+] I deleted
RP: Advise Assist - Customers 00:30  Regular W2ZINAR O0JANSEWAY2SNAAD0S4ES [+] i :

The Daily Wiew tab allows o T T

T I e e TNG: CHR Training - CPOC 02:00 Regular WIIMAA I
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o the ;‘{ejfeg"d‘j;{'”“ MIS; Use Office Equipment - CPOC 00:30  Regular WIIMAA r
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rnarth and date an the

calendar 5o that you can RP; Conduct Qutreach 02i00  Regular WIOMAR r

;dd' pesipdefoaizich GEN; Entering Time - CPOC 00:15  Regular WI0MAR r

ey activity or category

of leave for the given GEM: General Admin - CPOC 00:30  Regular WI0MAL r

date. Please contact the

e ety b ik mOC Activity mIC Activity 0SC Activity mLeave * Indicates same UIC/RPA Rumber/Activity with different Select

any previous PayPeriod Type of Time Al Select the Delete (X)
iF you need ta make
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marked entries.

[ €] Activity Based Costing [0 [ ntemet

Figure 26. Deleting individual entries
Microsoft Internet Explorer |

@ Are you sure you want to permanently delete

the selected records For thiz dap

Cancel |

Figure 27. Check for deleting entries
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2. Deleting All Entries for a Given Day

a. If you want to delete all entries for a given day, click the “Select All” box on the
bottom of the list of entries. All entries for a given day will then be checked for

deletion.

See Figure 28.

b. Follow Section III, paragraph F, step 1b-e to process your request.

/3 Activity Based Costing System - Microsolt Internet Explorer

| E

le  Edit Miew Favoites Tools Help

Activity Based CostinQaaoa

| ABC Administration ‘ User's Manual ‘ 0n Line Evaluation | @

4 December 2001 3
SuMo Tu We Th Fr Sa

1

203 4 67
310 012 131315
617 18 19 70 7122
selz mm

23
30 31

Bl plere

The Daily View tab allows
you o add, madify, or
delele key activitiss/leave
for the selected day.
Please select the yesr,
month and date on the
calendar so that you can
add, modify or delete 2
key aclivity or category
of leav for the given
date. Please contact the
administrator ko unlack
any previous PayPeriod
iF you need to make
changes.

0 Daily Yiew Time Sheet Wiew Profile

‘ieekly Wiew

{7 Student 1 4 Tuesday, December 18, 2001 3
Daily Total - 08:45 Charge existing RPAs | Charge New Activity/l eawve
[= Activity / Leave Dur  Type UIC Code  RPA Number
RP: Determine Eighility: 01:15 Regular WOATAA O0APRSFCWOATAADL17ES [+] v
BP: Prepare Vacancy Ancmts 01:00 Regular \WZSHozZ OOFEBSFCW2ZSMOZ007 756 [+] v
RP: Advise Assist - Customers 00:30  Regular WZSHAR O0JANSEW'WZSHNAADOSHES [+] v
THG: CHR. Training - CPOC 02:00 Regular W3I0MAA v
MIS: Use Office Equipment - CPOC 00:30  Regular WI0MAL v
BP: Advise Assist - Customers 00:45  Uncompensated  W30MAs i
BP: Conduck Qutreach 02:00 Regular WIOMAL i
GEN: Entering Time - CPOC 00:15  Regular WI0MAL i
GEN: General Admin - CROC 00:30  Regular WIOMAL i
mDC Activity @IC Activity 05C Activity mLeave * Indicates same UIC/RPA Number factivity with different Sele! y
Type of Time al
Delete )(

Select All box.
Clicking this box will mark
all entries for a given day
for possible deletion.

—

Delete function

|2:| Activity Based Costing

Figure 28.

T e intemet

Using the Select All option for deleting all entries
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IV. Weekly View

The Weekly View page provides a summary of all entries entered into the system for the
calendar week (inclusive of the selected date). The expand feature is used to control which days
are listed in detail. The collapse feature is used to summarize data for selected days on one line.
You may add, edit, and delete activities/leave from this screen. (See Figure 29).

The Weekly View screen cannot be directly accessed from the Home Page. You must first
access the Daily View screen by clicking on the calendar. Once there, users can view the
Weekly View screen by clicking Weekly View tab.

e Next to your name, you’ll see the calendar week indicated.

e Underneath the selected week, you’ll see the individual days of the selected week
(Sunday through Saturday) on the left side of the screen.

e Under the heading of “Daily Total,” you can see the total number of hours of activity
and/or leave captured for each day.

e Next to the daily totals, you can see two links, “Charge existing RPAs” and “Charge
New for (date)” Clicking either link allows you to charge and/or edit entries (activity or
leave) for the days selected.

e Clicking the Refresh button allows you to view any updates to your Weekly View screen
without leaving the window.

The Weekly View page offers a collapsible layout that allows you to view all activities/leave
entered for a specific day/date.

o Toview the list, click the expand button (the button with a =+ in it), next to the day of
the week. You’ll see a drop-down list of key activities/leave for that day.

After the list has expanded, the button will show a “=” sign in it
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Figure 29. Weekly View screen
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To the left and right of the week that is displayed on the Weekly View screen,
you will see a left-facing arrow (<€) and a right-facing arrow (»)

Clicking the < symbol will move you to the previous week. Clicking the P
symbol will move you to the following week.

A. Adding Key Activity Information
e You can charge new activities to uncaptured RPAs for a given day by clicking
the link, Charge New for (Date) or to captured RPAs for a given day by
clicking the Charge Existing RPAs link. See Figure 29.

e Click on the Charge New for (Date) link and you will see the Charge New
Key Activity (UIC)/Leave —UIC Mode popup window. See Figure 9.

e Follow the guidance contained in Daily View, Charging Time and
Activities to Uncaptured RPAs, Section IIIB(1) to add time and key
activities to uncaptured RPAs.

e Follow the guidance contained in Daily View, Charging Time and
Activities to Non-RPA Related Actions, Section I1IB(2) to add time and
key activities to non-RPA related actions.

e Clicking on the Charge Existing RPAs link will take you to the Charge new
Key Activity for existing RPAs (Last 30 days) popup window (refer to
Figure 14). Follow the guidance contained in Section IIIB(3a) to charge time
and activities against previously captured RPAs.

¢ Clicking on the plus sign (+) to the right of each listed RPA shown for a
selected day will take you to the Charge New Activity for RPA # ( number )
popup window. See Figure 15c. Follow the guidance contained in Section
IIB (3b) to charge time and activities against previously captured RPAs for a
specific day.

B. Adding Leave

® You can charge new leave entries for a given day by clicking the link, Charge New
for (Date). See Figure 29. You will then see the Charge New Key Activity (UIC) /
Leave — UIC Mode popup window. See Figure 16. Follow the guidance contained
in Section III, paragraph C, Adding Leave Information to add leave for a given
day/date or to use the “Enable Span” option.

C. Editing a Key Activity
e You can edit activity entries from the Weekly View screen by first expanding the
requested day and then clicking on the specific activity you would like to edit. After
expanding the day and selecting the activity you want to edit, refer to Section III,
paragraph D, Editing a Key Activity section.
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D. Editing Leave

You can edit leave entries from the Weekly View screen by first expanding the
requested day and then clicking on the specific leave entry that you would like to edit.
After expanding the day and selecting the entry that you want to edit, refer to Section
III, paragraph E, Editing Leave.

E. Deleting Activity / Leave

To delete individual activity and/or leave entries from the Weekly View screen,
expand the requested day first. Then click on the box(es) to the right of each entry.
After you do so, a check mark will appear. Below the list of activities and leave
entries, there is a delete symbol (X). Clicking this symbol will give you the option of
continuing with your request, or canceling your request. If you choose to process
your request, you will permanently delete all entries selected.

To delete all activity and/or leave entries for a given day, expand the requested day
first. Then click on the Select All box. All entries for the selected day will be
checked. Next to this option, you will find a delete symbol (X). Clicking this symbol
will give you the option of continuing with your request, or canceling your request. If

you choose to process your request, you will permanently delete all entries selected.
See Figure 30.

For additional guidance on deleting some or all activity and/or leave entries for a
selected day, refer to Section III, paragraph F, Deleting a Key Activity/Leave.
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Figure 30. Deleting Activity/Leave entries from the Weekly View screen
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V. Time Sheet Screen

The Time Sheet tab allows users to view official records of hours worked according
to the day and type of time charged for a single pay period. The Time Sheet screen
cannot be accessed directly from the Home Page. You must first enter the Daily
View screen by clicking on a date on the calendar. From there, you can access the
Time Sheet screen at any time by clicking on the Time Sheet tab.

A. Time Sheet Function

The time sheet function will transfer data entered for key activities and leave for each
day worked during a given time period onto a single page. The Time Sheet page shows
the consolidated amount of time spent on all activities and leave taken during the pay

period selected.

1. To view your on-line time sheet, click the “Time Sheet” tab (Figure 31).

2. Your on-line time sheet shows your name, pay period selected, days and dates for
Week 1 and Week 2 of the pay period selected, and total time captured for each week
(weekly total) and the entire pay period (pay period total).

3. Clicking on any of the hyperlinked dates on this screen will take you back to the
Daily View screen for the date selected. From the Daily View screen, you can update
your data and ensure that your printable time sheet is correct.

4. To update the Time Sheet screen without leaving it, click on the Refresh icon.

See Figure 31.
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Figure 31. Time Sheet Screen
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B. Printable Time Sheet

S

1.

This page also permits end-users to print a time sheet. To print a hard copy of your time
heet, click on the link, “Create Printable Time Sheet”.

The link on the printable sheet, “Privacy Act,” provides information related to the
Privacy Act of 1974, DoD Directive 5400.7 (a) and (b) and AR 340-21 apply to
information systems in Department of the Army systems of records on living US citizens
and permanent aliens (Figure 32).

2. You can print the time sheet, sign it (in the signature block area), have it authorized, and

give it to your timekeeper.

/3 Time Sheet - Microsoft Internet Explorer

[ERE A= NE Rl ezl M= vl s el E
U.5. Department of the Army =
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Key Ackivity
Reqular 0.00 5.00 5.00 5.00 .00 4.00 0.00 36.00
Creertime 0.00 0.00 0.00 0.00 0.00 0.00 2.50 z.50
Lncompensated 0.00 0.50 0.75 0.50 0.75 0.00 0.00 2.50
Leave
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s hereby certify that all hours listed herein are true and | ;I

Figure 32. Printable Time Sheet
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View Profile Screen

The View Profile screen allows you to view your official automation records; add,
edit, and delete UICs from your list of stored UICs; and add, edit, and delete userids
that you use to view RPAs from other inboxes. The View Profile screen cannot be
accessed directly from the Home Page. You must click on the View Profile tab in
order to do so.

System Administrator Screen

The left side of the View Profile screen contains end-user information that will be helpful
to system administrators. End users outside of HQDA cannot update this side of the
screen. (Figure 33)

Setup UIC Function

The View Profile screen allows you to create a list of UICs that you use so that you can
readily associate times and activities against them. The Setup UIC function allows you
to give the UIC a “friendly name” so that you can recognize it easily. The list will be
used when you need to enter UICs into the "Charge New Key Activity (UIC)/Leave"
pop up window.

Your system automatically defaults to the Setup UIC link when you click on the View
Profile tab. If this function does not appear on your screen, click on this link. See
Figure 33 below.

1. To add a UIC to your favorites list:
e Type or copy/paste the UIC in the "Enter UIC" field of the "Add/Edit Customer
UIC" box. Hit the Tab key and your cursor jumps to the Friendly Name field.

Identify an easily recognizable name for the UIC in the "Friendly Name" field (e.g.,
DOL, HECSA CPAC, etc.)

Click the "Add/Edit UIC" button. The system will validate your request against the
MDCPDS. If your entry is valid, the Friendly Name will be added to your system
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2. To Edit a UIC from Your Favorites list

e Click on/highlight the Friendly Name for the UIC that appears in the Delete existing
Customer UIC box. The system will display the UIC and Friendly Name in the
Add/Edit Customer UIC" box.

e Use your mouse to place the cursor in either the Enter UIC or Friendly Name field.
Edit the UIC or Friendly Name by typing over or copying/and pasting information
in the field(s).

e Click the "Add/Edit UIC" button. The system will validate your request against the

MDCPDS. If your entry is valid, it will be edited as requested.

3. To Delete an Existing Customer UIC

Setup InBox Function

Highlight the UIC that you want to delete from your favorites list.
Click the "Delete UIC" button. The selected UIC will be removed from your list.

The View Profile screen allows you to establish a list of userids tied to those inboxes
containing the RPAs with which you are working. The system allows you to give each
userid a Friendly Name so that you can recognize it easily. As long as a userid is in
your list of captured userids (UIDs), you can view all RPAs assigned to that inbox.

Your system automatically defaults to the Setup UIC program when you click on the
View Profile tab. To use the Setup Inbox function, click on the Setup Inbox link. See
Figures 33 and 34.
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1. To add a UID to your list:
e Type or copy/paste the UID in the "Enter UID" field of the Add/Edit RPA Inbox
field. Hit the Tab key so that your cursor jumps to the Friendly Name field.

Identify and type in an easily recognizable name for the UID (e.g., Peter, Julie, Pause
Box, etc.) in the Friendly Name field.

Click the "Add/Edit UID" button. The system will validate your request against the
MDCPDS. If your entry is valid, the UID will be added to your favorites list.

NOTE

As a minimum, you MUST enter your own personal userid, otherwise you will
not see those RPAs that reside in your personal RPA inbox.

2. To Edit a UID from Your list

e Click on/highlight an existing UID in the list that appears in the Delete existing RPA
Inbox box. The system will display the UID and Friendly Name in the Add/Edit
RPA Inbox" window.

e Use your mouse to place the cursor in either the Enter UID or Friendly Name field.
Edit the UID or Friendly Name by typing or copying/and pasting information in the
field(s).

e Click the "Add/Edit UID" button. The system will validate your request against the
MDCPDS. If your entry is valid, your entry will be edited as requested.

3. To Delete an Existing UID

Highlight the UID that you want to delete from your favorites list.
Click the "Delete UID" button. The selected UID will be removed from your list.
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VII. Help Screen

A. The “Help” function is identified by the book icon next to the "On Line Evaluation"
link. See Figure 35.
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Figure 35. Location of book icon for the Help function

B. When you click the book icon from the Home Page, the "ABC Help" pop up window
will appear. See Figure 36.

C. The pop up window contains several links (Daily View Overview, Weekly View
Overview, Time Sheet Overview, View Profile Overview, Glossary, and Key
Activities Reference List) that will help to answer many of your questions.

TIP

Clicking the book icon while any one of these above screens identified in SectionVII, paragraph
B are on-line will take you to the Help section for that screen).

D. To view your on-line Activity Dictionary (see Appendix 2 of this Manual), click on the
Key Activities Reference List link.

] ABC Help - Microsoft Internet Explorer [_ O] =]
€ Activity Based Costing
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Figure 36. On Line Help Screen from the Home Page
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HANDLING SPECIAL SITUATIONS

(Updated as of May 20, 2002)

This section is designed to provide you with guidance on how to handle special situations
that you may arise when you use your ABC System.

KEY ACTIVITIES

Q. What key activity do I enter if I cannot find a definition in the activity dictionary
that accurately describes what I have performed?

A. Determining which key activity to associate your time with will frequently be
straightforward. However, sound judgement will sometimes be required. Review the
subactivities and tasks that define each key activity. The Activity Dictionary will provide you
with additional guidance.

Q. Which key activity do I use if I want to capture the amount of time spent on
entering data into the ABC System?

A. From the “Function” drop down menu, select “General Management.” Then select
the appropriate Key Activity, “Entering Time.”

Q. Which key activity do I use if I want to enter the amount of time spent on non-
business related activities (e.g., breaks, social calls, etc.)?

A. From the “Function” drop down menu, select “General Management.” Then select
the appropriate Key Activity, “General Admin.”

Q. Which key activity do I use when responding to emails?

A. Proceed in one of the following ways:

1. If you read or respond to emails that are of a general, administrative nature OR that
you cannot tie to a particular customer (UIC), select “General Management” from
the “Function” drop down menu. Then select the appropriate Key Activity, “General
Admin.”

2. Ifyou read or respond to one or more emails that take/s more than 15 minutes of
your time and you can associate with a particular customer (UIC), then capture the
amount of time to the nearest 15 minute increment by rounding up or down.

3. Ifyou read or respond to one or more emails that take/s less than 15 minutes of your
time AND you CANNOT tie them to a particular customer (UIC), charge the time
against your organization’s UIC and consider the activity as a cost of doing business.



Q. I received (and/or will be receiving) a total of six Requests for Personnel Action
(RPAs) from the same organization to fill six identical Human Resources Assistant, GS-6
positions. I have (or will) open one vacancy announcement, rate the applicants, and issue one
referral. Which RPA or RPAs do I charge my time against?

A. In this situation, where specific RPAs are involved, charge your times and relevant
activities to the specific RPAs involved, based on where they are in the routing process. This
procedure does NOT apply if you are establishing a standing register of eligibles which cannot
be tied to specific RPAs.

Example

(1) Let’s say three RPAs (RPAs #1, #2, #3) are already in your inbox, one is in a
HOLD/PAUSE box (RPA #4), and two have yet to arrive (RPA #5 and #6)

(2) You spent one hour (60 minutes) to prepare and post a vacancy announcement while
RPAs #1 -#4 are in (or passed through) your inbox. Prorate the total amount of time
spent to prepare the one announcement among the four RPAs (thus, charge 15
minutes to each of the four RPAs)

(3) If say, you already posted the announcement, determined eligibility and
qualifications, and issued a referral list for all six positions, start: a) charging and
pro-rating your time and b) charging any new activities performed after you have
received all RPAs (RPA #5 and #6) in your inbox.

Example

Let’s say six selections were made for RPAs #1 - #6. All six RPAs reached or passed
through your inbox. You would then charge and pro-rate the time spent to perform
the activity, Administer Recruitment Program — Commit and Execute Selection
against all six RPAs. If it took one hour (60 minutes) to perform this acitivity, you
would charge 10 minutes of your time against each of the six RPAs involved.



UNIT IDENTIFICATION CODES (UICs)

Q. D’ve been told that every activity entered into the system must have a UIC associated
with it. What do I do if I cannot determine the UIC for an activity?

A. Ideally, you will know or can find the appropriate UIC that is associated with an
activity. In those situations where you simply cannot find a UIC, you must enter the UIC for
your CPOC or CPAC. The activity that you performed will be charged against your organization
as a “cost of doing business.”

Q. What should I do if the system will not allow me to add a UIC to my “Favorites
List” of UICs?

A. Since UICs are validated against data from the MDCPDS, you should be able to add a
valid UIC to your Favorites List. Check to ensure that you have correctly typed or copy/pasted
the UIC in the field. Check to ensure that the UIC has been established in the MDCPDS. If you
are still unsuccessful after proceeding with these steps, contact your local system administrator
for assistance.

0. I must clear PPP lists for DA-wide, intern-related RPAs that cannot be viewed
within my organization. I cannot determine the UICs for these actions because they are
maintained locally. How should I record my time for such actions?

A. In the example provided above, the employee’s work supports a HQDA-wide
program. When one’s time cannot be assigned to a given RPA or a given customer, use your
organization’s (CPOC’s or CPAC’s) UIC. The work that is performed by the employee in
support of customers is considered to be a cost of doing businesss.

Q. I must scan resumes into RESUMIX, process self nomination forms, etc. in support
of my CPOC. Most of the time, the work I do cannot be associated with a particular customer
(UIC) or RPA. Rather, the work I perform supports other workers in my CPOC. How should
I record my time?

A. In the example provided above, the employee’s work supports a CPOC-wide
program. There are two parts to this answer.

e [fyou cannot assign your time to a given RPA or a given customer (UIC) OR the
cumulative amount of time spent to perform such activities per UIC is less than 15
minutes on any given work day, use your organization’s (CPOC’s ) UIC. The work
performed in support of customers is considered to be a cost of doing business.

e Ifyou are able to assign your time to a given RPA or a given customer (UIC)
AND/OR the cumulative amount of time spent to perform such activities per UIC is
EQUAL TO or MORE THAN 15 minutes in length on any given work day, associate
your time and activity with the given RPA or use the customer’s UIC.



Q. I sometimes perform work to support nonappropriated fund (NAF) personnel.
What UIC do I enter in the system since they don’t have UICs?

A. Regardless of the function (e.g., staffing, classification, human resources
development, etc.), if a personnelist provides support to/for NAF-funded personnel, functions,
operations, etc., associate your time and activity with the UIC for the organization that supports
the NAF operation. Quite often, the organization is the garrison’s/installation’s Directorate of
Community Activities (sometimes called the Directorate of Personnel and community Activities,
Directorate of Human Resources, etc.).

Q. What should I do if it takes me say, between 30 — 45 minutes to perform an activity?
Let’s say it takes me 40 minutes to process an RPA. Since time is captured in 15-minute
intervals after the first 15 minutes, how much time should I record for the activity?

A. When the amount of time to perform an activity after 15 minutes falls between two
15-minute intervals (that is, between 15, 30, 45, and 60 minutes), round your time up or down to
the nearest 15-minute interval. In this example, you would round your time up to 45 minutes.

Q. I service several organizations. Some have the same UIC. What do I do if I want to
charge my time against an activity for one, but not all organizations that share the same UIC?

A. The ABC System charges costs against UICs, not organizations (per se). Thus, even
though several organizations share the same UIC, charge your times and activities against the
one UIC involved, regardless of the number of organizations that share it.

Q. I'workin a clerical position within my CPOC/CPAC. My primary customers are
personnel within my office. Which UIC do I use?

A. If you work in a CPOC or CPAC and your primary customers are personnel within
your office, then use the UIC for your CPOC or CPAC.

REQUESTS FOR PERSONNEL ACTIONS (RPAs)

Q. How long can I add times and activities against a closed RPA?
A. If an RPA is closed, end-users have up to 15 days to associate times and activities
against the RPA.

Q. I need to correct/cancel information on an RPA by correcting/canceling the action.
Should I associate my time spent on the correction/cancellation action with the original RPA?

A. No. Do not associate the time spent to correct/cancel an RPA with the original action.
Correction/cancellation actions will be costed separately.

Q. The system allows me to retrieve RPA numbers from the drop down list of RPA
numbers in the “Selected Date — Charge New Key Activity for existing RPAs (last 30 days)”
window. What happens after 30 days?

A. Each time you click on an RPA number from the aforementioned list of RPA
numbers, the clock starts again. In other words, each time you click on an RPA number, you
have 30 MORE days to keep the particular RPA number “alive” in your list. After 30 days, the
RPA number will disappear. This limitation has been imposed to help you find an RPA number
from the list more quickly. Without this limitation, you would have to scroll through numerous
RPA numbers that you may no longer need to access.



RECORDING TIME

Q. Should I record the amount of time that I spend while on my lunch break?

A. No. Unless you are actually performing work, the time spent while on your lunch
break should not be captured in the system. The government does not incur a cost while you are
on an approved lunch break.

Q. What should I do if it takes me less than 15 minutes to perform an individual
action? For example, let’s say it takes me five minutes to provide job information advice to a
customer. How do I capture such time?

A. When the amount of time to perform individual activities that do not cumulate to
more than 0-15 minutes in length each day, record the actual amount of time spent. Thus, in the
example above, you would indicate that you spent five minutes to provide advice and assistance
to a customer if there is no other instance of performing that activity during the day.

Q. Why must I record time in one-minute intervals for single activities that
cumulatively last less than 15 minutes?

A. If activities were recorded only in 15-minute increments, then end-users could
perform no more than four different activities during one hour (60 minutes). To give full credit
to employees who perform more than four activities in a given hour, end users must capture
times in one-minute increments up to 15 minutes.

Q. I'workin a CPOC. I have to file scores of OPFs several hours each day. The time
it takes me to sort, stack, and file each OPF takes less than 10 minutes each. How should I
record my time?

A. You do not need to record the amount of time spent filing each and every individual
OPF. Rather, record the amount of time you spent performing the activity (i.e., filing OPFs)
against your CPOC’s UIC.

Q. Why can’t I indicate the actual times I spent performing work on an RPA or want
to take leave? For example, why can’t I document that I took leave from 2:00 — 4:00 PM on a
particular day?

A. Your system is not interested in actual times spent on performing an activity or while
you were on leave. Rather, your system is more interested in capturing the TOTAL amount of
time spent on activities/leave on a given day. This feature actually streamlines your use of the
system.

Q. I am an FLSA Exempt employee. I must occasionally travel on a Saturday or
Sunday. Should I record the amount of time I spend while I’m on travel status into the ABC
System?

A. Yes. Record the amount of time spent while on travel status in order to prepare for
the performance of your duties. This procedure applies, whether or not you are FLSA exempt or
nonexempt. It also applies to all categories of time as well (uncompensated, regular, overtime,
compensatory, or credit hours).

Q. The list of RPAs that appears after I click on the “Charge new Activity with RPA”
link shows those RPAs that are currently open and those that have been closed within the past
15 days. The list of RPAs that appears in the “Charge new Key Activity for existing RPAs (last



30 days)” window shows those RPAs that I have associated times and activities against within
the past 30 days. Let’s say that I’ve closed a recruitment action, have not touched it for 40
days, and on the 41" day, I must associate time and an activity (let’s say processing an
OCONUS employee’s request to change her health benefits) against it. What should I do,
since the RPA number is no longer in the ABC System?

A. In the situation described above, when the RPA number is no longer available in the
ABC System, you must associate your time and an appropriate activity against the hiring
organization’s UIC.

Q. I spent one hour on classifying a job for a particular customer. I entered my time
and activity against the appropriate RPA. Then I was called to a meeting that lasted two hours.
Upon my return, I went back to complete my work on classifying the same job. I could not
enter the additional time (2 hours) spent into the system. Instead, I obtained an error
message. Why?

A. Your system is interested in capturing the TOTAL amount of time spent on an
activity or spent on leave. Thus, if you try to enter the same key activity, Type of Time, and/or
UIC against the same RPA on a given day, you will receive the following error message:

Duplicate Key Activity record.
The record already exists for this day. Please change the value(s): UIC, Key Activity, or
Type of Time, and try again.

If you see this message, edit the information for the RPA number that you selected. Use
the EDIT function to change any of the data fields identified in the error message. Thus, in the
example above, after you have already entered one hour into the system for a given RPA, use the
edit function for RPAs and change the data for the number of hours and minutes worked to
reflect the total time spent on the activity for a given day.

Q. I have already entered data (e.g., providing staffing advice and assistance) for an
activity that can be tied to a specific RPA which has not yet arrived in my inbox. What must 1
do after the RPA arrives in the CPOC/CPAC? Should I edit my previous entry?

A. The ABC System is RPA-driven. If you previously recorded an activity for an RPA
that has not yet entered your CPOC/CPAC (by associating time and activity against the
customer’s UIC), then you should NOT edit the data previously entered. All activities
previously captured for an upcoming RPA should not be edited/changed. After the RPA has
entered the CPOC/CPAC, you should then charge your times and activities against the RPA.




Q. I work on a compressed work schedule. My regular day off (RDO) is the second
Friday of each pay period. I can’t find a category of leave to document my time on my RDO.
How then, do I record my time off?

A. Do not document any leave taken or activities performed on your RDO. Since you
did not have to request leave on your RDO, do not enter any leave taken. Assuming that you did
not perform any work on that day, do not capture any times spent against activities. If for some
reason you did work on your RDO, then find the appropriate activity/activities performed and
associate it with the appropriate category and amount of time.

Q. I am a “superuser” at the NC CPOC. I am required to help others within the
CPOC to process RPAs for specific organizations. Should we both associate our times and
activities against the same RPA number?

A. The individual you are helping should associate his/her time and activity against the
RPA in question and against the customer’s UIC. As a superuser, you should associate your time
and activity against the appropriate function and an appropriate key activity (most likely, it will
be along the lines of “Train HR” or “Advise and Assist”). Charge your time and activity against
the CPOC’s UIC.

Q. I work as a member of the Army Civilian Training, Education, and Development
System Team at the NC CPOC. I provide some services (e.g., prepare announcements, rate
applications for ACTEDS positions, etc.) for positions that are unique to a particular MACOM
and for some that are spread among different MACOM:s (i.e., they cross MACOM lines). 1
also provide services to help MACOMSs recruit for local (non-ACTEDS) interns. Which UIC
do I use to charge my time against in the performance of these services?

A. There are three parts to this answer:

1. For ACTEDS-related services that are provided to more than one MACOM (i.e., they
cross MACOM lines), charge your time to HQDA.

2. For ACTEDS intern positions, charge time and activity data to the MACOM’s UIC
(e.g., HQ USACE, HQ AMC, HQ MEDCOM, etc.)

3. For USACE local intern positions, charge time and activity data to the local
installation’s UIC. The UIC can be obtained by asking the local CPAC for the UIC
of the position.

TIME SHEET

Q. My organization uses a different type of time sheet to document the amount of time
I worked and leave taken. Must I use the system’s timesheet function?

A. Using the Create Printable Time Sheet function to print a hard copy of your
personal time sheet is currently an optional feature. However, we highly recommend that you
and your supervisors use this option to ensure that you have accounted for all hours worked and
leave taken during the day.

MISCELLANEOUS ISSUES

Q. Who should I contact if local personnel cannot help me with technical/system
problems related to the system?



A. You may use the system’s On Line Evaluation function to send comments,
suggestions, etc. directly to HQDA.



Activity Dictionary

MOBILIZATION
Prepare For, Plan, and Execute Mobilization/Contingency Operations

Administer Staffing Planning

Develop list of identified positions for serviced installations in order of priority

Provide advice on recruitment strategies for contingency operations

Assist management in identifying qualified personnel to fill critical positions

Forward list of installation requirements to CPOC

Develop recruitment strategies for contingency operations

Provide CPOCMA a listing of recruitment shortage categories by title, series, grade and location

Review of job descriptions and physical requirement cards for positions required under MOB, followed by preparation

of vacancy announcements

Contacting former federal employees for interest and availability yearly.
Process/submit requests for waivers (military recall obligation) with appropriate component (Army, Navy, or Air Force)
Branch

Administer Information Services Execution

Execute‘ Master Tecord Form from MDCPDS for deploying EE civilian employees to hand carry to Area of Operations
Administer MOB TDA

Develop Mobiliztion TDA

Participate in development of Civilian Personnel Mobilization plan

Provide CPOC input to MOB plan

Coordinate with command to develop CP portion of mob plans

| |
Process Deployed Civilians (Other than Under Declared War)
Process personnel actions, process SF1190 - Overseas Entitlements
Counsel employees on overseas entitlements and steps in process for overseas movement
Identify members of team to be deployed
Coordinate the deployment and replacement of personnel with HQs, MACOM, employee, and the employee's
chain of command.
Provide deployment package to employee
Solicit volunteers/determine qualifications
Identification of Family Assistance Coordinator
Coordinate with Public Affairs to draft initial letter to family members
Prepare letters to each "next of kin" identified on Deployees' Personal Data Sheet
Coordinate with PAO on updates and attachments
Serve as point of contact for questions.
Personally research/coordinate with other offices to develop resources

Special Projects
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Activity Dictionary

BENEFITS AND ENTITLEMENTS

FEHB - Process
Coordinate General FEHB Actions

Issue periodic reminders, information/changes in region regarding FEHB or Temporary Continuation of Coverage

Issue activity-unique reminders, information/changes

Submits SF 2809

Receives, date stamps and verify eligibility to enroll/change enroliment, signs form, attaches statement for
children over 21, 3-day requirement met, proof of qualifying event (certificate), etc.

Provide employees with an official "initial decision" with reconsideration rights to Field Advisory Service if the
employee is ineligible for FEHB enroliment or change to enroliment

Determine whether reasons for late elections were due to "causes beyond employee's control”

Prepare and attach a memorandum indicating reasons for accepting late elections

Annotate the SF 2809 with the determination that this is a valid late election or belated open season election

Determine and verifies the proper effective date on the SF 2809

Certify eligibility by signing the SF 2809 as the "authorized agency official"

Disseminates SF 2809 to reach DFAS by end of pay period

File the certified Part 1 of the SF 2809 to the organizational activity

Send Part 5 of the SF 2809 to the organizational activity

Receive and give employee copy to employee

|

Coordinate FEHB Open Season (Future Employee Express)

Notify employees of the event

Schedule and arrange for health fairs

Make election forms available to employees

Obtain, complete, and submit election form

Receive, date stamp, verify, determine effective date, certify and disseminate

Coordinate Acquisition of FEHB Supplies
Maintain a supply of current FEHB forms
|
Coordinate FEHB Temporary Continuation (TCC) and Spouse Equity Act
Notify personnel of intent to separate or of eligible children/former spouses
Notify children of rights to TCC 14 days from notice
Receive and process enroliment (tell former spouses to send TCC enroliment to retirement system if employee
is receiving an annuity or the divorce was after retirement)
Verify eligibility and requests additional documents if necessary.
Verifies that an employee's separation was not due to gross misconduct
Return enrollee copy to enrollee, files OPF copy and sends remainder of packet to NFC for processing
Send SF 2809 to carrier, establishes master file
Change enrollment or requests termination of enroliment
Receive and process TCC changes
Monitor and terminate TCC enrollment
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Activity Dictionary

BENEFITS AND ENTITLEMENTS (CONTINUED)

|
FEHB - Advise/Assist

Coordinate General FEHB Actions

Answer routine questions from employees

Provide verification of employee's FEHB coverage to customers.

Obtain assistance/guidance from Field Advisory Services for general questions or from SAMR-CPP-SM for
Army Unique issues

Coordinates actions with payroll (DFAS), CPOC, ABC-C, health carriers, etc. to resolve problems

Assist employees with health carrier issues, i.e., carrier canceling coverage for no apparent reason

Assist employees with making health benefit changes using automated systems.

Notify er\nployee in writing when health carrier drops out of the FEHB program.

Coordinate FEHB Temporary Continuation and Spouse Equity Act

Counsel eligible individuals about eligibility/open seasons/conversions and that effective date is retroactive
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Activity Dictionary

BENEFITS AND ENTITLEMENTS (CONTINUED)

TSP - Process
Provide General TSP Support

Issue periodic reminders and changes, and information pertaining to open season
Conduct periodic audits to detect potentially erroneous TSP coverage

Initiate actions to correct agency errors

Notify employees in writing of discovered TSP errors (i.e., e-mail, notes, faxes, letters, etc.)

Refers questionable cases to the Thrift Investment Board
Attends TSP training from Thrift Investment Board

Coordinate TSP enroliment
Provides employee with Form TSP-1, Election Form, and TSP-3, Designation of Beneficiary

Completes and returns forms

Determines eligibility to participate in TSP, TSP SCD, effective date of election

Files original on right side of OPF, forwards copy to payroll and furnishes employee with copy
Submits data to National Finance Center

\
Coordinate TSP Loans

Requests information
Provides employee with Form TSP-20, TSP Loan Application, and TSPBK4, Loan Application Booklet
Processes the application

\
Coordinate TSP Death Cases

Submits notification of death
Sends survivors TSP-17, Application for Account Balance of Deceased Participant
Furnishes death certificate and appropriate form

Coordinate TSP Open Season (Future Employees Express)
Provides employees with necessary forms

Accepts and date stamps open season changes

Processes and disseminates copies

Coordinate TSP - Separations/Retirements

Determines eligibility for an immediate or deferred annuity

Sends employee a TSP withdrawal packet

Verifies that employee is eligible to select withdrawal method selected

Gives necessary form to employee

Coordinate with payroll, when necessary

Sends the employee a TSP withdrawal packet with the NPA if employee separates without counseling

|
Maintain TSP Supplies

Maintain a supply of TSP forms
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Activity Dictionary

BENEFITS AND ENTITLEMENTS (CONTINUED)

TSP

- Advise/Assist
Coordinate TSP Enroliment

Provides counseling

Coordinate TSP Loans

Assists employee, where necessary

Coordinate TSP Death Cases

Provides counseling on how balance will be paid

Coordinate TSP Open Season (Future Employee Express)

Answers employees questions regarding open season

Assist employee with making election using automated systems

Coordinate TSP - Separations/Retirements

Counsels employee on withdrawal options, if eligible

Coordinate General TSP Actions

Coordinates answers with payroll (DFAS), CPOC, and ABC-C to resolve problems
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Activity Dictionary

BENEFITS AND ENTITLEMENTS (CONTINUED)

FEGLI - Process
Coordinate General FEGLI Actions

Issue periodic changes, information, and reminders pertaining to FEGLI

Conduct periodic audits to detect potentially erroneous FEGLI coverage

Initiate actions to correct agency errors

Notify employees in writing of discovered FEGLI errors (i.e., e-mail, notes, faxes, letters, etc.)

Completes SF 2821 promptly following termination

Sends original and duplicate of the SF 2821 to employee or assignee along with a complete SF2819

Accepts, verifies and date stamps Designation of Beneficiary forms, SF 2823

Returns designations from retirees/separated employees and informs them to submit designations directly to OPM
If insurance assigned, accept assignees Designation of Beneficiary form.

Refer questionable designations to OFEGLI

\
Coordinate FEGLI New Enroliment

Provide employee with SF 2817 Life Insurance Election and SF 2823 Designation of Beneficiary

Complete and return forms

Determine eligibility for additional FEGLI

File original on right side of OPF, forwards copy to payroll and furnish employee with copy

Completes SF 2817 declining optional and notes reason if new employee fails to file

Receives, date stamps and verifies information

If ineligible for coverage or to make a change, send employee official "initial decision" with reconsideration
rights to Field Advisory Service

Determine whether employee's reason for submitting late elections for optional were due to "causes beyond
their control"

Prepares and attaches a memorandum indicating reason for accepting late elections
Annotates the SF 2817 with the determination that this is a valid late election

Obtains guidance from FAS for general questions, from SAMR-CPP-SM if Army unique
Certifies eligibility by signing SF 2817

Verifies effective date on SF 2817

Produces and disseminates NPA reflecting actual insurance elections/cancellations
Sends SF 2817 and NPA to DFAS

Files the certified part 1 of the SF 2817 on right side of OPF

Sends employee copy of the SF 2817 to the organizational activity

Mails/faxes questionable cases to SAMR-CPP-SM for assistance

Assist employee with making election or change using automated systems.

\
Coordinate FEGLI - Open Enroliment Periods (Future Employee Express)

Notifies employee of event
Make election forms available

Receives, stamps, verifies, certifies, issues NPA and submits to DFAS

\
Coordinate FEGLI - Leave Without Pay

Monitor and terminate after 12 months
Complete notice of conversion privilege (SF 2819) and agency certification of insurance status (SF2821) and mail
to employee

\
Coordinate FEGLI - Death Cases

Send FE-6 to each assignee and to beneficiary if assignee has designated a beneficiary at last known address
If notified by supervisor, notify management and request RPA

Complete and submit SF 2821 to DFAS within 24 hours from notice

When SF 2821 returned send copy to OFEGLI immediately

File original SF 2821 in temporary file until claim for death benefits is received

Verifies accuracy and completeness of forms
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Activity Dictionary

[BENEFITS AND ENTITLEMENTS (CONTINUED) |

Coordinate FEGLI - Separations/Retirements

Give necessary form(s) to employee. SF 2818 - Continuation of Life Insurance, SF 2819 - Notice of Conversion
Privilege, SF 2820 - Certification of Insured Employees' Retired Status, SF 2821 Agency Certification of
Insurance Status and SF 2822 - Request for Insurance and coordinate with payroll, when necessary
OPM 1482 Agency Certification of Status of Reemployed Annuitants and Rl 76-10

Include remark code B69 on separation NPA to annotate FEGLI assignment

Completes SF 2821 (Certificate of Life Insurance)

Provides SF 2821 to OPM if employee is ineligible or elects to discontinue insurance

If eligible, attach SF 2821/beneficiary forms and/or assignments to application and gives employee part 2 along
with a completed SF 2819

Attaches original SF 2817 to application

If effective date of change falls after retirement, attaches the original and part 2 of SF 2817 to the SF 2821

Files part 3 of SF 2821 in the OPF

Counsels separating qualifying employees that FEGLI will be reinstated for postponed

MRA + 1‘0 and FEGLI will not be reinstated for deferred annuity

Coordinate FEGLI - OWCP

Contacts OFEGLI to confirm whether employee has optional insurance

Notifies OWCP on CA-7 of coverage, DOB and pay period which pay ceased

Returns the SF 2817 to employee for submission to OWCP

Completes CA-3 indicating pay period in which employee returned to duty

Provides employees' whose insurance terminates with a SF 2819

If employee elects to continue coverage, prepares an SF 2821 and sends to OPM with designations of
bene‘ficiary and assignments

Coordinate FEGLI - Reemployed Annuitant

Annotate the SF 2817 and designate forms with the words "re-employed annuitant" and the retirement claim
number and send to OPM or file in OPF as appropriate

Send copies of all SF 2817s filed during reemployment to retirement system

If claim f‘or accidental death or dismemberment (ADD) is received, sends it to OFEGLI

Coordinate FEGLI Assignments

Provide viatical settlement form with FEGLI

File information disclosed to settiement form in OPF

Provide notification to each assignee

Provide copies of Rl 76-21, RI 76-10 and blank SF 2823 to assignee

Notifies employee of effective date of assignment

Verifies employment has not elected a living benefit

Obtains ‘and files the current address of assignees

Coordinate FEGLI - Living Benefits

Upon receipt of FE-8a from OFEGLI, certify salary, coverage, etc.

Fax FE-8a to DFAS and mail original to OFEGLI

Upon receipt of FE-8c from OFEGLI, prepare NPA with appropriate remarks and forward to DFAS
File the I‘:E-Sc in OPF and forward to OPM with other documentation at the time employee retires
Maintain FEGLI Supplies

Maintain a supply of FEGLI forms

Maintain a Supply of Booklets, Pamphlets and Handbooks

Rl 76-12 FEGLI Pamphlet for Annuitants

RI 76-20 FEGLI Booklet (Postal)

RI 76-21 FEGLI Booklet (non-Postal)

RI 76-26 FEGLI Handbook 6 of 15




Activity Dictionary

BENEFITS AND ENTITLEMENTS (CONTINUED)

FEGLI - Advise/Assist

Coordinate FEGLI New Enroliment

Provide counseling

Answers routine questions

Coordinate FEGLI - Leave Without Pay

Counsels employees on effects

Coordinate FEGLI - Death Cases

Provide counseling on how balance with be paid and assists in completing the FE-6 Claim for Death Benefits

FE-6DEP Statement of Claim-Option C, FE-7 Claim for Accidental Death Dismemberment submits it to OFEGLI

Coordinate FEGLI - Separations/Retirements

Counsel employee on options and verify that employee is eligible

Coordinate FEGLI - OWCP

Counsels employees regarding effects of OWCP on FEGLI, requirements and costs

Coordinate FEGLI Assignments

Provide information and counsel employee of right to make irrevocable assignment

Coordinate FEGLI - Living Benefits

Counsels employee on requirements and advise to contact OFEGLI

Coordinate General FEGLI Actions

Coordinates answers with payroll (DFAS), CPOC, and ABC-C to resolve problems
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Activity Dictionary

BENEFITS AND ENTITLEMENTS (CONTINUED)

Retirement - Process

General

Publishes periodic information bulletins, newsletters pertaining to these programs

Publishes information bulletins, newsletters which are activity unique, when needed

Processes reinstatements and back pay actions attributed to misinformation

Educates supervisors about the need to submit RPA promptly

Files copies of pending requests for firefighter, law enforcement, and air traffic retirement coverage on left

side of OPF

Files approvals/disapprovals on right side of the OPF and notifies the affected employees

Monitors LWOP and intermittent service and adjusts SCD-retirement accordingly

Makes PC RETIRE available to CSRS employees doing financial planning so they can complete own annuity

estimates

Receives requests for retirement annuity estimates from other employees, or CSRS employees who need a

more detailed estimate for financial planning

Submits/forwards information necessary to prepare computations without accessing OPF

Using Fed-Calc or another automated system, generates computation & forwards to employee (e-mail/fax)

Inprocessing

Prepares letter for employees, erroneously placed in FERS, offering them an opportunity to make a "deemed"

election to remain in FERS, if appropriate (included in preappointment packet if error discovered prior to EOD)

Mails eligible employees a SF 3109 and FERS transfer handbooks (preappointment packet)

Receives appointee's records before EOD and reviews to determine retirement system, establishes/verifies

SCD-retirement, etc.

Informs eligible CSRS and CSRS Offset employees of their opportunity to elect FERS

Informs CSRS employees where they can access the OPM Transfer

Forwards routine questions to FAS or to SAMR-CPP-CM if issues are Army unique

Ensures FERS election remarks are on NPA/ in MDCPDS

Monitors and follows-up on the FERS elections and requests for OPFs

If court orders exist, ensures spouses' consents were obtained

Contacts OPM to find out if FERS employees received refunds on FERS service

Reverifies all SCDs and retirement system whenever an OPF is received from NPRC or another agency

Establishes training dates

Runs DESIRE reflecting eligible employees

Provides employees with training dates and a copy of the Checklist for Employees - -

Preparing to Retire (Job Aid #1 and #2)

Forwards to the SF 144, along with info needed to reverify SCD-retirement date, the retirement system and the

employee's eligibility

Obtains deposit/redeposit information from OPM by faxing Job Aid #4

If not previously done, contacts OPM regarding refunds on FERS service

Obtains information on employees retirement plans (date)

Inputs planned retirement date into MDCPDS
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Activity Dictionary

[BENEFITS AND ENTITLEMENTS (CONTINUED) |
|

Application Submission
Notification of intent to retire NLT 60 days

Provides necessary forms to employee

Reverify the accuracy of retirement information with OPF

Requests DFAS verify completion of military deposit

Completes and returns the application with appropriate forms 60 days in advance

If less than 6 months before separation date, attaches and forwards SF 2803/3108 with retirement packet

Provides a TSP withdrawal packet containing options

Provides Federal/State Tax Information (Job Aid 7)

Provides employee with a copy of Where and How to Direct Questions to OPM and caution against contacting
them until notified that application was forwarded (Job Aid #6, Chapter 40)

Inputs timeliness DIN showing when complete application was received

Receives application and performs quality control review using audit form

Complete agency checklist
Completes and attaches the OPM Form 1510, if Discontinued Service Retirement
Reviews OPF and summary of Federal service to ensure completeness and accuracy

Assembles the application packet IAW DA guidance
Completes the NPA
Attaches NPA to application and forwarded to DFAS minimum 14 days prior to separation

Provides a retirement coverage letter to each employee (Job Aid #9, Chapter 40)

Returns applications received more than 30 days after separation

Inputs timeliness DIN showing date when application was forwarded to DFAS

Completes individual retirement record and forwards to OPM NLT 30 days after separation

Disability Claims - Preliminary Application
Notification of desire to apply for disability retirement

Gives employee necessary forms and requests/receives OPF

Determines effective date (if leave transfer program, credit retire to beginning date of LWOP)

Prepares Certified Summary of Federal Service

Reviews OPF and Summary without dating/signing until complete application packet received

When medical documentation received marries it to application
If employee unavailable for signature, annotates Summary form, sends copy to employee and retains OPF
until OPM's decision

Forward preliminary application to DFAS

Prepares agency certification of Reassignment and Accommodate Efforts format
Inputs data into MDCPDS

Final - approval

Informs employee/management and find out effective date

Requests immediate RPA from supervisor

Assembles final packet, audits form

Completes NPA

Receives, attaches NPA to packet and forwards through DFAS to OPM
Final - disapproval

Forwards copy of OPM disapproval letter

Informs employee and management (letter, e-mail, fax, etc.)
Sends copy of OPM disapproval to DFAS
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Activity Dictionary

BENEFITS AND ENTITLEMENTS (CONTINUED)

Retirement - Advise/Assist
Coordinate General Retirement Actions

Trains and educates all employees who are responsible for the retirement program, ensuring they realize that

misinformation and errors may result in reinstatements with back pay and lost earnings

Coordinates answers with payroll (DFAS), CPOC, and ABC-C to resolve problems

Resolve payroll, CPAC, and ABC-C problems for employees on TSP, FEGLI, Health Benefits, SCD dates and

retirements.

Provides assistance to all employees in completing retirement packages (e.g., explaining benefits options to all

new employees).

Inprocessing

Conducts inprocessing briefing

If CSRS employee transfers to FERS, explains excess contributions and assists with refund form

Answers questions, assists with forms, and informs employees to mail forms to appropriate office, i.e. OPM

Prepare for, and conduct general pre-retirement counseling sessions 5 years prior to eligibility for retirement

Provides employees with pre-retirement counseling session training dates

Presents an all-inclusive presentation of the retirement process needed for successful retirement planning

Advises employees to obtain a Request for Earnings and Benefit Estimate Statement from local SS office

Assists employee in documenting or obtaining missing documentation

Encourages employees to request preliminary annuity estimates to do financial planning for retirement and

gives them a copy of Job Aid #3

Conducts pre-retirement session--informs/educates employee that applications must be submitted 60 days

beforehand in order to receive timely annuity check

Advises employees to obtain information about other benefits plans, i.e., Foreign - Service, private industry,

IRAs, SS, TSP, etc.

Advises employee to inform supervisor of anticipated retirement date--or as soon as practical

Application Submission

Answers employees questions and assists in completing necessary forms

Explains OWC