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MDCPDS TRAINING MODULE

PAYROLL REGENERATION

Lesson Plan

Purpose
This lesson plan shows how to re-flow a personnel action to payroll (DCPS) in the 500-character (W3L) electronic format without updating MDCPDS or creating a NPA (SF50).  

·  It does NOT cover the decision logic needed to decide whether to use this method of update. 

· It does NOT cover DCPS view instructions.

· It does NOT cover how to read a W3L transaction.

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 updating HR and flowing information to the payroll database (DCPS).

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

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

· Find the personnel action that was originally flowed to payroll.
· Read the payroll regeneration screens.
· Correct the payroll regeneration data.
· Transmit the correct payroll data to DCPS via regeneration.
· Check the Pay500 or Payroll Regeneration to confirm the data.

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

· Correction Decision Logic (recommended)
· DCPS view capability
· Payroll Interface output and timing
· Payroll Reject Handling
· Knowledge of coding personnel information sent to payroll

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:  (sample)

· 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 following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module ##.

· Payroll Regeneration 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.

· Any previously created regeneration record can be used.  At the time of the demo, a LOV is provided to choose a valid SSN.  Students can use the same SSN as the instructor or a different one from the List of Values.
· Most recent Payroll SAN should be reviewed to use real examples of identified workarounds using regeneration. If there are no current established workarounds using regeneration, this should be explained to the students. 

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 – Finding, Changing and Re-transmitting the Specific Personnel Action 

Background
Provide the following background information to the class:

· Personnel actions flow automatically to the payroll database (DCPS); however, sometimes the wrong information is coded or there is a glitch in the automatic process.  These are listed in the “Coverage” section of the Payroll Regeneration Job Aid.
· If one of the conditions exists that is listed in the Coverage section of the Payroll Regeneration Job Aid, the personnel action(s) must be regenerated and sent to Payroll again.
· This process is RARELY used.  This lesson plan goes into detail on the steps to use; however, no exercise it provided.  The Job Aid will provide step-by-step instructions should the need arise to use this process.

Overview
In this module, we will 

· Find the personnel action that was originally flowed to payroll.
· Read the payroll regeneration screens.
· Correct the payroll regeneration data.
· Transmit the correct payroll data to DCPS via regeneration.
· Check to see if the correct information was re-sent to payroll.

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 Payroll Regeneration selection on the Navigator Screen
· Insert a valid SSN (or a partial SSN with wild card character (%)) in the LOV query screen.
Point out the following:

· The SSN LOV reflects the SSN, NOA, and effective date.  Students should check these to ensure that the right personnel action is selected.  For this demo, any valid SSN will work.

· The SSN chosen must an employee that has already had the NOA flowed to payroll once.

Finding the NOA
· Highlight a valid SSN and NOA and Click <Enter>
Point out the following:

· The Civdod_Int_Pay_Out_Details screen appears (name at the top left) filled in with the basic information on the Personnel action highlighted in the previous step.
· If the wrong SSN was selected , the <Clear> button can be pressed and the LOV will appear again to choose the correct SSN.

Changing the data 
· If the information to change is on this screen, go the appropriate block (e.g., Payroll Office ID) and type in the correct value
· Click <NextPage>.
Point out the following:

· The Civdod_Int_Pay_Out_Transaction_Details screen appears.

· The students have to scroll down to see all the information as well as the <Next> and <Prev> buttons.

· There are three pages of information to view. Civdod_Int_Pay_Out_Transaction_Details, Civdod_Int_Pay_Out_Transaction_Details 2, and Civdod_Int_Pay_Out_Transaction_Details 3. 

· The Payroll Regeneration Job Aid has a listing of the data elements that are on each screen for ease in finding them.

· Choose a value to change based on the current payroll SAN instructions or update the payroll office on the first Details screen.  This will be the most like change being made so it is a good example. NOTE that if they are changing the payroll office ID, they must change it in two places (on the screen and the Civdod_Int_Pay_Out_Transaction_ Details screen).

· Change the data to a different value.

Saving the changes
· Click <Prev> to get back to Civdod_Int_Pay_Out_Details (header screen).
· Click <Exit> to transmit the regenerated transaction with the changes made.
· Click <Yes> to “Do you want to save the changes you have made?” screen.
· Click <OK> for “Transaction complete” message.

Checking the regenerated data via Payroll Regeneration
· Insert the SSN in the LOV query screen for the employee whose record was changed.
· Review the data.
· Click <EXIT>.
· Click <NO>.
Point out the following:

· If you click <Yes> another transaction will be sent to payroll.  The second one will cause a reject.

· This confirmation only indicates that the action was regenerated with the correct data.  It does NOT indicate that the new information was accepted by DCPS.  Checking DCPS using the DCPS view capability after the appropriate time has elapsed (3-7 calendar days).

Checking the regenerated data via Pay500
· Double Click the Pay500 selection on the Navigator Screen.

· Type the SSN of employee with regenerated action in the LOV and click <enter>.

· Highlight the action that was regenerated.

Point out the following:

· Use the transaction date to determine which one to choose.  The date the action was regenerated will indicate the correct one—it will be the latest date.

· Press <Enter> to see the whole regenerated record.
· Use the W3L template to read the Pay500 transaction and determine if the data was flowed accurately to payroll.
Point out the following:

· This confirmation only indicates that the action was regenerated with the correct data.  It does NOT indicate that the new information was accepted by DCPS.  Checking DCPS using the DCPS view capability after the appropriate time has elapsed (3-7 calendar days).

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

· Find the personnel action that was originally flowed to payroll.
· Read the payroll regeneration screens.
· Correct the payroll regeneration data.
· Transmit the correct payroll data to DCPS via regeneration.
· Check to see if the correct information was generated to payroll.
Any questions?  
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