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MDCPDS TRAINING MODULE

PROCESSING RETAINED GRADE PERSONNEL ACTIONS

Lesson Plan

Purpose
This lesson plan covers the processing of personnel actions that initiate, terminate and temporarily remove retained grade entitlements. This lesson provides a PowerPoint presentation (PPT-RG) which can be used either as a stand-alone presentation or as an overview for this lesson. If either MDCPDS or the PowerPoint presentation is not available, use the piece that is available to conduct the module.

Target audience
This training is intended for the following audiences:

· Personnel Staffing Specialists

· Personnel Action Clerks

· Anyone responsible for processing or troubleshooting these actions

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

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

· Successfully code and process a personnel action that includes or removes a retained grade entitlement in MDCPDS.

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

· Overview of MDPCDS.

· Knowledge of processing personnel actions.
· A thorough understanding of the grade and pay retention entitlements and the regulatory  guidance pertaining to grade retention

Related training
The following modules provide related information:

· The RPA

Synopsis of lesson
This module contains the following: 

· A PowerPoint slide show is provided as a contingency.

· Instructor demonstration (participants follow along).

Estimated time
This module takes approximately 1 hour to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99)

· Guide to Processing Personnel Actions, Chapter 3 (effective dates)

· Guide to Processing Personnel Actions, Chapter 14 (NOA determinations)

Handouts
The following handouts should be provided to each student:

· Retained Grade Job Aid

· Retained Grade Coding Sheet

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.

· Butcher block paper and/or whyteboard.

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

(If the PowerPoint presentation is going to be used without a hands on demonstration, the items below will not be necessary)

· User ID and passwords for the Citrix client need to be set up (if desired by the instructor – this is a demonstration rather than hands-on but can be modified for hands-on if desired)

· Appropriate student user IDs and passwords need to be set up, with the role as Personnelist.

· User ID and password for the instructor as a Personnelist.

· Create an RPA with the Family as Reassignment (use or create a vacant position). (You will have to change the Family when you demonstrate the processing of the action)

· Create an employee or identify an employee in the training database to use for the demonstration of the initiation of the retained grade entitlement. If this is to be a hands-on module, determine the employees the students will use for their personnel action.

· Create an employee or identify an employee in the training database to use for the demonstration of the termination of grade retention.  If this is to be a hands-on module, determine the employees the students will use for their personnel action.

· Test the userids and passwords to ensure all can get into MDCPDS

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 #1 – Processing a Position Change (Initial Entitlement to Retained Grade)

Purpose
This module covers the following:

· Processing a routine position change (initial entitlement).

Background
Provide the following background information to the class:

· Processing an initial retained grade entitlement in MDCPDS is similar to the processing used in the legacy system but there are a couple of points that need to be addressed.

· The rules for the NOA codes, authority codes, etc., all remain the same, our regulatory guidance has not changed.

· There are no longer any automatic remarks, each required remark must be manually added to the RPA.

· The Retained Grade information must be coded prior to entering the step 00 and new pay rate determinant on the RPA to permit the system to correctly calculate the pay on the “TO” side of the RPA.

· Since the pay on an initial retained grade action should be able to be calculated by the system, we can no longer key in the monetary amounts on the RPA, we must correctly code the retained grade flex-field.

· We will walk through a demonstration of how to review and code the RPA when an employee is entering their initial retained grade entitlement.

Overview
.In this module we will:

· View a PowerPoint presentation to provide an overview of the process (if desired).

· Review reference materials.

· See a demonstration in MDCPDS of how to review, code and process an RPA for an initial retained grade entitlement.

Log on to MDCPDS
Click the Citrix  icon (or whatever name is used for the shortcut to log on to MDCPDS).

At the Oracle log in screen enter userid and password, and click <Connect>.

Log on to MDCPDS as a CIVDOD PERSONNELIST.

Have the students log in at this time so they can inquire after completion of the actions processed in the demonstration.

Ensure students are successfully logged in before continuing.

Introduce and use the job aid for the demonstration
Introduce the students to the job aid at this point. Take a moment to familiarize the students with the job aid.

· Quickly review the definitions on page 1

· Go to your inbox and open the RPA that was created for this demonstration.

· Take the students to page 4 and start the demonstration, following the job aid so the students can make pencil notes if they desire.

· Once the action has updated and the NPA is produced pass the NPA around the room.

· Review the Retained Grade information on the employee on the screen. If the students are logged in, walk them through finding this information.
· Review the Special Consideration information on the employee on the screen. If the students are logged in, walk them through finding this information.
· Review the Pay 500 entry created by the transaction

· Remind the group that this action is not successful until it updates payroll and the employee is paid by this action.

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

· Review, code and process a Federal Position Change to establish an initial retained grade entitlement.

· Review the retained grade entitlement on an employee

· Review the special consideration information on an employee

Any questions?  

Instructional Module #2 – Processing a Termination of Grade Retention (Expiration of Entitlement)

Purpose
This module covers the following:

· Processing a termination of grade retention entitlement (upon expiration of the two year period)

Background
Provide the following background information to the class:

· The rules for the NOA codes, authority codes, etc., all remain the same, our regulatory guidance has not changed 

· Processing a termination of retained grade entitlement in MDCPDS is different than the processing used in the legacy system. It currently requires two steps to complete the action – a NOAC 866 (end of day action) to terminate the entitlement, followed by a NOAC 894 to update the step (if required) and the pay rate determinant (required). 

· The step and the pay rate determinant cannot be changed until the processing of the 894. The 894 will be effective the day following the 866 since the 866 is an end-of-day action and the 894 is a beginning-of-day action.

· The Retained Grade information must be coded prior to entering the step 00 and new pay rate determinant on the RPA to permit the system to correctly calculate the pay on the “TO” side of the RPA.

· There are no longer any automatic remarks, each required remark must be manually added to the RPA.

· We will walk through a demonstration of how to review and code the RPA when an employee is entering their initial retained grade entitlement.

Overview
.In this module we will:

· View a PowerPoint presentation to provide an overview of the process (if desired).

· Review reference materials.

· See a demonstration in MDCPDS of how to review, code and process a termination of grade retention.

Log on to MDCPDS
Click the Citrix  icon (or whatever name is used for the shortcut).

At Oracle log in screen enter userid and password, Click <Connect>.

Log on to MDCPDS as a CIVDOD PERSONNELIST.

Have the students log in at this time so they can inquire after completion of the actions processed in the demonstration.

Ensure students are successfully logged in before continuing.

Use the job aid for the demonstration
Have the students turn to page 15 of the job aid.

· Create the NOAC 866 RPA for the demonstration. (Show the students how you determined the ending date of the RPA in the GPPA, Chap 3).

· Walk through the steps in the job aid for the processing of the action.

· Once the action has updated and the NPA is produced, pass the NPA around the room.

· Create the NOAC 894 RPA to change the step (if desired) and the pay rate determinant (required). If the person is entering a retained pay entitlement, code the money on page 2 of the RPA.

· Once the action has updated and the NPA is produced, pass the NPA around the room.

· Review the Retained Grade information on the employee on the screen. If the students are logged in, walk them through finding this information.
· Review the Special Consideration information on the employee on the screen. If the students are logged in, walk them through finding this information.
· Review the Pay 500 entry created by the transaction

· Remind the group that these actions are not successful until they update payroll and the employee is paid by these actions.

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

· Create, code and process a Termination of Grade Retention.

· Review the retained grade entitlement on an employee

· Review the special consideration information on an employee

Any questions?  
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