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MDCPDS TRAINING MODULE

FOREIGN ENTITLEMENTS

Lesson Plan

Purpose
This lesson plan covers updating and adding the following foreign entitlements information to an employee’s record in modern DCPDS:

· Living Quarters Allowance

· Post Allowance

· Post Differential

· Danger Pay

· Imminent Danger Pay

· Separate Maintenance Allowance

· Home Leave

Target audience
This training is intended for the following audiences:

· CPOC or CPAC personnel specialists and assistants in overseas areas who process foreign entitlements.

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

· Know what reference materials cover this topic, and where to find them.

· Know how to enter a new foreign entitlement or change an existing foreign entitlement in an employee’s record.

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

· Fundamentals (logging on, navigating).

· Accessing information (records and reports) – recommended. 

Related training
The following modules provide related information:

· Direct Data Element Updates lesson provides similar training about updating other data in an employee’s record (not requiring an SF50).

Synopsis of lesson
This module contains the following: 

· Instructor-led demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency (under development).

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99) ??

· DCPS user’s manual

Handouts
The following handouts should be provided to each student:

· Foreign Entitlements Job Aid.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) 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.

· Access to a printer (if applicable) – know the printer name.

· Butcher block paper and/or whyteboard.

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

· Appropriate student and instructor user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  

· CIVDOD PERSONNELIST

· Students will each need access to an employee record to add and modify an entitlement.   

· Note:  this lesson assumes that you are updating a record with no existing foreign entitlements.  If you are using records of overseas employees who already have entitlement data in their record, you can modify this lesson accordingly (e.g., make a change to an existing entitlement).

Notes to instructor
In 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.  Successive steps are both bulleted and in bold type.

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

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

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module

Background
Provide the following background information to the class:

· The processing of foreign entitlements is similar to legacy DCPDS processing procedures and is accomplished in a “direct data element update” mode not requiring an RPA. You simply select the appropriate entitlement to add or update, enter the appropriate data and save your action as outlined below. 

· In this lesson, we will add an entitlement to an employee record, and then make a change to that element.

· There are some terminology changes in modern DCPDS that may cause initial confusion:  

Entitlement
Modern DCPDS Element Name

Post Allowance
Post Differential Amount

Post Differential
Post Differential Percent

Living Quarters Allowance
Civ Living Quarters Allowance

(not Living Quarters Allowance Paid)

Accessing foreign entitlements
Log on to MDCPDS as a CIVDOD PERSONNELIST.  Students are to follow along.

Follow these steps to access the foreign entitlements area (same as other pay element entries):

Step
Action

1
From the Navigator menu, select People ( Enter and Maintain.

2
On the “Find Person” window, type letters from the last name of the employee whose record you want to use and push <Enter>.

3
Select the employee name and click <OK>. 


Date track back at least two weeks (we will be adding an entry, then changing it at a later date).  

4
Click the <Assignment> button at the bottom of the window. While viewing the “Person” screen, jot down the location code for the person’s position (used by several of the entitlements).

5
Click the <Entries> button. Individual pay elements will display.  Depending on what employee record is being viewed, there may or may not be existing entitlements.  The following elements are considered foreign entitlements:

· Civ Living Quarters Allowance 

· Post Differential Amount (Post Allowance)

· Post Differential Percent (Post Differential)

· Danger Pay

· Imminent Danger Pay

· Separate Maintenance Allowance

· Home Leave

Note:  if you didn’t date track from the People or Assignment screen, and you date track from the “Element Entries” window, the entries will “disappear” after you reset the date.  To restore them, just refresh using [F8] (the system will display the entries effective on the changed date).

Adding an entitlement
Follow these steps to add an entitlement:

Step
Action

1
Click the “Add Record” icon (the big green Plus sign) to add a new record.  (Or you can scroll to the bottom of the Elements list to a blank line, or, if there are no blank lines, push the down arrow key on the keyboard from the bottom entry.)

2
With your cursor on the blank line, click the LOV button and you will receive a listing of all entitlements and reverse interface entities. Contained in this list are those entitlements listed above. Select which entitlement you want to add and click <OK>.   For training, select “Post Differential Percent” (usually known as “post differential”).

3
The entitlement you selected will now populate the list of elements. At the bottom of the screen, click on Entry Values.

4
You will receive a pop-down list of those elements that must be updated for Post Differential Percent.  Enter the data manually or select data by using the LOV button:

· Percent:  enter the numeric percent of the differential (e.g., 15).

· Last Action Code:  use the LOV to select “Initiate.”

· Location:  enter the first 6 digits of the position’s location code (note:  this transaction will reject at payroll if the location is not in an appropriate foreign area).

5
Click on the Save Icon.  If the data you entered is correct and complete, you will hear a beep and receive a message displayed at the bottom of the screen indicating “Transaction Complete, 1 Records Applied & Saved”. 

· If data was erroneous or all data was not entered, you will receive a pop-down menu with an error message. Click <OK> which will return you to the update screen. Fix (correct entries or add missing entries) and click the Save Icon again. Repeat the process until you receive a “Transaction Complete” message.  

6
Close the Entry Values window, then close the Element Entries window to return to the People screen.

Changing an entitlement
We are now going to make a change to an existing entitlement (for training, we will change the entitlement that we just entered).

Step
Action

1
From the Person window, date track to a date two weeks later than you used for the original entitlement entry (use the current or a recent past date).

2
Click the <Assignment> button at the bottom of the window.

3
Click the <Entries> button.  Individual pay elements will display.

4
Find the entitlement that you just added on the list of element entries. Select (click) the entitlement, then click the <Entry Values> button.

5
You will receive a pop-down list of those elements that must be updated for the entitlement selected.  Make change(s) to one or more data elements, then click on the Save Icon.  For training, make changes as follows:

· Change the percent to a different value (e.g., 12).

· When you make a change to this entry, you need to choose whether this is an update or a correction.  Select <Update> since this is a dated change to the original entry, not a correction of the original entry.

· Last action code:  use the LOV to select “Modify.” 

6
Click on the Save Icon.  If the data you entered is correct and complete, you will hear a beep and receive a message displayed at the bottom of the screen indicating “Transaction Complete, 1 Records Applied & Saved”. 

· If data was erroneous or all data was not entered, you will receive a pop-down menu with an error message. Click <OK> which will return you to the update screen. Fix (correct entries or add missing entries) and click the Save Icon again. Repeat the process until you receive a “Transaction Complete” message. 

Close the Entry Values window, then close the Element Entries window to return to the People screen.

7
Complete the action by following the “Follow Up” section below.

Follow up
After updating or adding an entitlement, be sure to complete the following steps to complete the action:

Step
Action

1
While on the People screen, take note of the employee’s SSAN (you will need this to check the PAY500 record).

2
Re-set the date track back to today’s date.

3
Close the People window to return to the Navigator.

4
From the Navigator, select PAY500.

5
Find the transaction on the list of PAY500 actions by searching for the employee’s SSAN and the appropriate NOA (5EN for a new transaction, 5EC for a change).  See the Job Aid for other NOAs used in foreign entitlements.

6
Open the PAY500 record and view the data that will be flowing to payroll.

7
Close the PAY500 record and return to the Navigator.

Other entitlements
Time allowing, give the class time to examine the other foreign entitlements.  They should return to the Elements screen and add a new element, selecting a different entitlement from the LOV, and see what entries are included with that entitlement, then select another entitlement, etc.  

· Point out that they are all established and updated following the same process, but each entitlement requires somewhat different information.

· Entitlements include a “Last Action Code” data element, which is used to indicate if you are changing an entry, starting a new one, discontinuing, etc.

· A number of entitlements will use the “Location” data element, which is always comprised of the first 6 characters of the geoloc code.

Summary and conclusion
In this module we have learned how to:

· Add a foreign entitlement to an employee’s record.

· Change an existing foreign entitlement.

· Verify that the correct information is being sent to payroll.

Any questions?  
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