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MDCPDS TRAINING MODULE

CANCELLATIONS

Lesson Plan

Purpose
This lesson plan covers how to process a cancellation in MDCPDS. 

Target
This training is intended for CPOC personnelists who need to process cancellation actions in modern DCPDS.

Objectives
After completing this module, participants will be able to:

· Locate reference materials that cover this topic.

· Process cancellations for consummated actions and delete future actions.

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Overview of modern DCPDS Corrections and Cancellations (including decision logic tables).

· Fundamentals (logging on, navigating, and exiting).

· The RPA, the Civilian Inbox.

Related Training
· Corrections module

· Pseudo SF50

· (additional modules under development)

· Awards module (covers cancellation of an award).

Synopsis of lesson
This module contains the following:

· Instructor demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency.

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
· The Modern DCPDS User’s Guide

· Module 3, Chapter 2, pages 11-14

· Module 4, Chapter 6

· The Guide to Processing Personnel Actions:

· Chapter 3, Subchapter 2, Cancellations and Retroactive Personnel Actions

· Chapter 32, Interim Relief Actions, Corrections, Cancellations and Replacement Actions for Cancellations

Handouts
The following handouts should be provided to each student:

· Job Aid for Cancellations

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to Modern DCPDS at the CPOCMA training database using either Metaframe or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· User ID and password for the Citrix client need to be set up.

· Appropriate Modern DCPDS student user IDs and passwords need to be set up with the responsibility of CIVDOD PERSONNELIST.

· For accessing the WGI PERSONNEL groupbox, the instructor (or student) user ID must be a member of that groupbox.

Notes to instructors
At the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)   Buttons that you are to click are shown in angle brackets.

· Points that you are to share with the class are so indicated, and are usually bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

Instructional Module – Cancellations

Background
Provide the following background information to the class:

· General information concerning the flow of cancellations is found in Module 3, chapter 2 of the MDCPDS User’s Guide

· It is important to use the decision logic in the MDCPDS User’s Guide, Module 4, Chapter 6, pages 3 through 7 to decide what action to take.

· You will process a RPA with a NOA 001 if you need to completely cancel a personnel action and return the employee record to the status it held before the action was consummated.

· Cancellations of personnel actions may also require other corrective or reconstructed actions.

· Cancellations must be coordinated with either the CSR or the payroll technician.

· Some cancellation actions may only require a pseudo SF50, for example, A personnel action that was effected by a different agency (e.g., Forest Service) under a different appointment authority that must be cancelled and there is no need to flow the action to payroll. 

· You can only cancel an action after the effective date consummates. You must delete the RPA if it is before the effective date.

· If you cancel a dual action, you must process a separate RPA for each action.  The first action will be listed with the second action next to it.

· Some actions that may need to be canceled are system-generated, such as WGIs, Change in Tenure, Expiration of Appt.  Cancellations of system-generated actions will be covered in this lesson.

Coverage
Any NPA that has been consummated may be cancelled.  However, the following errors in a consummated NPA require that a cancellation be processed (rather than a correction):

· Nature of action

· Effective date

Initiating the RPA
Cancellations are initiated from the Navigator Screen

Step
Action

1
From the navigator, select Request for Personnel Action ( Cancellation/Correction. This displays a screen where you identify the employee and the action that is to be canceled (or corrected).

2
In the name block, start a query by clicking <F7>.

3
Type last name of employee, i.e. Ashes%, click <F8>.

4
Identify and highlight the NPA to be cancelled by NOA and effective date.  Use the table below to determine the appropriate action to take:

If the action being cancelled is
Then click
And 

Already consummated (status column indicates “Processed”)
<Cancellation>
Process the 001 RPA (see Option 1 below)

Is pending or a future action (status column indicates “Pending”)
<Re-route> 
The action will flow to your in-box.  Delete the RPA (see Option 2 below)

OPTION 1 – Process the 001 RPA (action has consummated)

Code the 001 RPA
The first page of the RPA displays. The NOA is automatically populated.  

Insert the appropriate authority code(s) from chapter 32 of the GPPA.

Code Remarks
Refer to GPPA, chapter 32, Table 32-F for appropriate remarks.  Use remark code C14 to input the reason for cancellation (this is a blank remark in which you type the reason for the cancellation).  Other remarks may be required for specific cancellation actions.  NOTE:  Every cancellation must have a remark explaining why the action is being cancelled.

Save and process the NPA
Take note of the employee’s SSAN (you will need this to assist in locating the action on the Pay500 pick list).  Then follow the steps below:

Step
Action

1
Click the Yellow Disk in the tool bar; select <Yes> on the routing decision window.

2
“X” Save and Hold in Personal Inbox – in case you should not finalize it today, you will be able to track the action. Click <OK>.

3
From the navigator go into your civilian in-box and highlight the cancellation action -  click <Respond>.

4
Page One of the cancellation appears. Click the yellow disk (save).  Select <Yes> on the routing decision window.

5
On the Routing window, select:

· “Update HR.

· Identify the printer.

· Click the “Approval” button.

6
Press <OK>.  The cancellation NPA will print immediately.

Finalizing the Action
No action is finalized until you have ensured that the action has flowed to payroll.

Step
Action

1
From the Navigator, select Pay500 ( <Open>.

2
Locate NOA and SSN for action completed and highlight and double click.

3
Review the Payroll 500 character Format to ensure the action is accurate.

4
Once the action has flowed to payroll, check the DCPS record.

OPTION 2 – Delete the RPA (action not processed or effective date has not arrived)

Deleting the RPA
If the effective date is in the future or the action has not yet been updated in HR, follow the steps below to delete the RPA:

Step
Action

1
From the Navigator, select Civilian Inbox ( <Open>.

2
Highlight the RPA to be deleted and click <Respond>. 

3
Delete the RPA by using the Delete Record icon (big RED “X” on the toolbar).

5
Confirm that you wish to cancel the RPA by clicking <YES>.

6
Click <OK> to confirm transaction complete. 

Canceling System Generated Actions

WGI PERSONNEL groupbox
System-generated actions are routed (by the system) to a special groupbox called “WGIPERSONNEL” (the Personnel Office groupbox).  This inbox is for such actions as:

· Termination, Expiration of Appointment

· Change in Tenure

Actions in the WGIPERSONNEL box are automatically printed one week prior to the effective date.  Note:  you must be a member of the WGIPERSONNEL groupbox to access/work on actions in that box.

Canceling system generated actions
Review the system generated actions when they are printed.  Should a cancellation be necessary,  follow these steps:

Step
Action

1
From the Navigator, select Request for Personnel Action ( Cancellations/Corrections.

2
Query to find the employee with the action to be canceled, then highlight the action you need.  It can be identified by “SUSPENSE:52” in the request box.

3
Click the <Re-route> button.  The action will flow back to the WIGI PERSONNEL box.

4
From the Navigator, select Civilian inbox ( <Open>.

5
Select the appropriate RPA and click <Respond>.   Note:  the RPA will be identified as part of the WGI PERSONNEL groupbox.

6
 To cancel the action, delete the record using the delete record icon on the toolbar (the big red X).

7
If it is a system generated WGI, you need to reset the LESI and the WIGI due date and the WIGI pay date if WIGI due within 14 days. 
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