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MODERN DCPDS PERSONNEL ACTION PROCESSING AID

CANCELLATION (NOAC 001) - Local National, Army, Korea
	Coverage
	This aid assists in canceling a personnel action that was processed in modern DCPDS for which a current employee has no entitlement or an error has occurred in an NPA generated in modern DCPDS which requires that the NPA be cancelled.


	Notes on cancellations
	· If you have multiple actions and one of them requires cancellation, you don't have to cancel all of them.  

· Example: 893 eff 12/00; 894 effective 01/01; 702 effective 03/01, and 893 needs to be canceled:  If the 894 and 702 don't need corrections or can be corrected-- just cancel the 893 and correct the other two NPAs.

· If you are canceling numerous actions--does it matter what order they are done?

· All actions are effective on different days--the system should be able to cancel them in any order that is input; however it is usually more logical to cancel the latest one first and work your way back.

· Actions are effective the same date--order of cancellation becomes critical to ensure that the system resets the data to what it should be prior to that effective date. EXAMPLE: if a 790 is processed and then a 702 is processed effective the same day, the 702 should be canceled before the 790.

· If you create an RPA (e.g, 911 Reconstruct) and then correct it, and then cancel it, both the basic action and the correction will be canceled.


	Processing steps:
	These are the basic steps you need to follow to process the action:


	Step
	Action

	1
	Initiate the RPA

	2
	Complete the RPA

	3
	Process the action.

	4
	Check for accurate modern DCPDS update


	Initiating the RPA:
	Initiate the Cancellation RPA as follows:


	Step
	Action

	1
	From the navigator, select RPA for Korea ( LN Cancellation/Correction

	2
	On the "Approved Requests for Personnel Action" window, start a query [F7].  Enter the part of employee's name (e.g.:  KIM%), then push [F8].  Select the name of person's action to be cancelled.

	3
	When the list of approved action(s) displays, select the action to be canceled and then press the <Cancellation> button.


	Completing the RPA:
	Follow these steps to complete the RPA:


	Step
	Action

	1
	Use LOV to select "BPM".

	2
	Enter remarks on page 4 of the RPA to add the reason for cancellation.


	Process the action:
	Follow these steps to complete the action:


	Step
	Action

	1
	<Save> the action (save and hold in personal inbox).  

	2
	From the inbox, select the saved cancellation RPA and <Respond> to it.   

	3
	Update HR following your local procedures.


	Check for accurate update
	Follow these steps to confirm that the action was canceled:

	
	

	Step
	Action

	1
	Go to People/Enter and Maintain  

	2
	Call up DDFs which should have been changed based on the cancellation action.

Examples are:

a.  If a 893A Within-Grade Increase has been canceled, check Date WGI due, Date Last equivalent step increase, the employee step and salary data elements.

b.  If a 702A promotion has been cancelled, check the position the employee is assigned to, Date WGI due, Date Last equivalent step increase, employee step, grade and salary.
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