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MDCPDS TRAINING MODULE

PSEUDO SF50

Lesson Plan

Purpose
This lesson plan covers creation of a NPA (SF50) without update to MDPCDS or output to payroll.  

It does NOT cover the decision logic needed to decide whether to use this NPA creation tool.

Target audience
This training is intended for the following audiences:

· PACs
· PSM Function
· Staffing
· Classification
· Benefits
The audience includes those functions that are responsible for creating and authenticating SF50s for documentation.

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 create a SF50 without updating MDCPDS or DCPS

· Learn how to view the Pseudo SF50 created.

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

· Correction Decision Logic (recommended).
· Knowledge of SF50 requirements (i.e., what codes are required in which blocks for the NOA that is being coded).

Related training
The following modules provide related information:

· ALL personnel actions coding modules 

· Guide to Processing Personnel Actions

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 15 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 4, chapter 6, pages 16-17.

· Pseudo SF50 Job Aid.

Handouts
The following handouts should be provided to each student:

· NONE.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to the modern DCPDS 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.

· 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 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
· User ID and password for the instructor, same as above.

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.

· 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.)

· 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—Creating and Viewing a Pseudo SF50

Background
Provide the following background information to the class:

· Most SF50s are created during the processing of personnel actions; however, occasions arise when an SF50 is needed, but no update is required either to MDCPDS or DCPS (payroll); for example, a correction is needed to an action that was effective 10 years ago and there are no pay implications.  Rather than build a position and create a 911 Reconstruct, a Pseudo SF50 can be created, printed, filed in the OPF and sent to the employee for record keeping purposes.
· This method is rarely used and should be used with caution since the personnel and payroll databases are NOT updated.  The user must be very sure that no update is required by either database.

Overview
In this module, we will 

· Learn how to create a Pseudo SF50 

· Learn what updates occur using the Pseudo SF50 method

· Learn how to view the Pseudo SF50 created.

Identifying the employee
Students are to follow along as the instructor performs the following actions; classroom monitors should assist students as needed.

· Log on to MDCPDS as a CIVDOD PERSONNELIST. 
· Double click the Pseudo SF50 selection on the Navigator Screen.
· Enter the employee’s name for whom you are creating the NPA.
Point out the following:

· The employee must be in MDCPDS in order to use this process.  If the person is not in MDCPDS, they  can be built as an applicant in order for this procedure to work.

· By typing the first couple of letters of the last name and clicking <Tab> the name will be entered (if you have entered enough to make the name unique) or a LOV will appear to choose the correct employee.

· You cannot use the SSN to get the appropriate employee.

· The employee name is the ONLY LOV available with this process.  The rest of the form must be filled out “free form.”

· The full name, DOB, and SSN are on the LOV to assist in choosing the correct one.

· When the name is entered, the basic information (full name, SSN, and DOB) is entered into the Pseudo SF50, but nothing else.  The Pseudo SF50 is similar to a blank form that must be filled out manually.

Completing the Pseudo SF50
· Proceed to enter information on the SF50
Point out the following:

· No LOVs are available when entering the NOA.  This allows freeform entry of date in case the Legal authority has changed since the time the action is effective.

· Other NPAs from the employee’s record must be used to ascertain the appropriate data to enter.

· Note that the screen is not divided into pages like the RPA, you have to scroll down using the right hand scroll bar.

· Don’t use the down arrow to move between fields—this creates a new Pseudo SF50.  (If you accidentally do this, use the up-arrow key to return to the original Pseudo SF50 that you created.)

· Always put your initials in Block 40, to track who produced the Pseudo SF50.

Printing the Pseudo SF50
· When you are done filling out the form, click the <Reports> button at the bottom of the screen.
Point out the following:

· There is no prompt to select a printer when you use the <Reports> button; the Pseudo SF50 automatically prints the NPA at the user’s default printer.

· The Pseudo SF50 is not considered an approved RPA and therefore cannot be corrected using the normal correction process.  If it must have a correction, it must be corrected by creating another Pseudo SF50 or the NPA must be created using 911 Reconstruct.

· The Pseudo SF50 is not stored with other (approved) NPAs that are part of an employee’s record.

· The Pseudo SF50 does not flow to or update the payroll system (DCPS).

· Always print the Pseudo SF50 and review it before saving it.  However, if you find a mistake after saving it, you can still edit it.

.

· Click <Exit> to return to the Navigator screen.

Viewing an PseudoSF50
· Double click the Pseudo SF50 selection on the Navigator Screen.

· Click <F8> to  list all SF50s created using the Pseudo SF50 process (regardless of what user created it), OR 
· Click <F7> to enter query mode and enter the criteria to pull up the Pseudo SF50 you are looking for, then click <F8>.

Summary and conclusion
In this module we have:

· Learned how to create a Pseudo SF50. 

· Learned that the Pseudo SF50 does NOT update MDCPDS nor DCPS.

· Learned how to view the Pseudo SF50 created.

Any questions?  
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