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MODERN DCPDS PERSONNEL ACTION PROCESSING AID

AWARDS - Local National, Army, Korea

	Coverage
	This processing aid covers the following natures of action:


	840A Individual Cash Award

	842A Individual Suggestion Award

	846A Individual Time Off Award

	846B Individual Performance Award


Check and Complete the RPA

	Complete the RPA
	Check and/or complete the following items on the RPA as follows:


	Page
	Item
	Description
	Contents

	1
	B4
	Effective date
	Enter effective date.

	1
	5-A
	Code (NOA)
	Use LOV to select an appropriate NOAC.

	1
	5-C
	Authority code
	Use LOV to select “BPM”


Complete Extra Information

	LN Award Information DDF
	Complete data elements as follows:
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	Award Agency Code
	Use LOV to select "AR" (Army) processed is for an Army employee.  If an award for another agency, select the appropriate agency.


	Award Type
	Use LOV to select an appropriate an Award Type.   Failure to code this block will result in the award not being visible in the CSU.


	NOA
	Award Type
	Meaning

	840A
	06
	Special Act or Service Award

	
	8B
	On the Spot Cash Award

	840A
	8H
	Length of Service Award

	842A
	01
	Suggestion Award

	846A
	80
	Time Off Award

	846B
	9L
	Performance Award


	Tangible Benefit Dollars
	Enter if appropriate.  For monetary awards, enter 8 digit characters in $ format including cents (e.g.:  enter 12345678 for $123,456.00).  For Performance Award and Time Off Award, enter number of hours.


	Award Payment
	Leave blank.


	Amount or Hours
	For monetary awards, enter 8 digit characters in $ format including cents (e.g.:  enter 12345678 for $123,456.00).  For Performance Award and Time Off Award, enter number of hours.


Process and Complete the Action

	Process  the action
	· Follow your local procedures for final processing of the RPA.


Honorary Awards

	Direct updates
	Honorary awards are processed in modern DCPDS using Direct Data Element Update procedures.  This section explains how to add an honorary award to an employee's record.  See the Direct Data Element Update job aid (Element Entries section) for more information on adding, changing or deleting this type of data.


	Processing steps
	Follow these steps to add an honorary award to an employee's record:


	Step
	Action

	1
	From the Navigator, go to People ( Enter and Maintain

	2
	Retrieve the person's record who has received the honorary award by entering some or all of the last name in the Last Name block, then push <Enter>.  If there is more than one, select the correct employee from the list.  

	3
	On the People screen, click on the <Assignment> button, then the <Entries> button.  

	4
	When the entries display, click on a blank line.  If there are no blank lines, click the "New Record" icon on the toolbar (green plus sign), or arrow down to a blank line.

	5
	Use the LOV to select "LN Awards", then click on <Entry Values>.

	6
	Complete the following data elements on the DDF:  Award Agency (Department of the Army), Award Type (use the LOV), and Date Award Earned.

	7
	Click the Save icon on the toolbar.  After saving, close the windows to return to the navigator.
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