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Awards and Life Insurance

FEGLI Change

Introduction

In EHRP, the user can change FEGLI elections for an employee through the HR Processing page
group. The personnel action, NOA code 881-0, is entered on the Data Control page. The FEGLI
change is entered on FEGLI/Retirement/FICA sub-page by accessing the hyperlink on the Job

page.
NOTE: Fields that are not required are not listed within the procedure. Optional fields that an
end-user may choose to complete are not detailed.

Procedure

The following steps detail the procedure for changing an employees FEGLI elections.

o

Home

S Sign Ouf

—
@ Develop Workforce

@ Administer Warkforce

@ Compensate Emplovees

w2 Define Business Rules

R He Process Menu

& Help Pal: Online

w2 PeopleTools

Step | Action

1. Click the Administer Workforce link.
[ Administer Warkfarce|

2. Click the Administer Workforce (USF) link.
[2 Administer warkforce (USFY
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PERSONAL NAVIGATOR

Step | Action

3. Click the Use link.

4. Click the HR Processing link.

-

Horne = Administer Waorkforce = Administer Workforce (USF) = Use = HR Processing Mew Window

£ Home 2 worklist # Help S Sign ouf

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr:l

Marne: |

Last Mame: |

[T Include History [ Correct History

Step Action

5. Enter the appropriate variable in the field. (for example, Last Name)
Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "KINGSLEY™",

Click the Search button.

8. Select the appropriate employee's record.
Click KINGSLEY, DAN
[ KINGSLEY, DA KINGSLEY |
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

J( Data Control _ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

Kingsley,Dan Empup: 0058 Empl Reds: 0
Data Control
Actual Effective Date: |U4.l’1 212001 @ Proposed Effective Date: 041122001 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action: HIR @] Hire PAR Status PRO Q] PROCESSED BY HUMAN
RESOURCES
*Reason Code: [MNPS (& Mew Position Contact Emplid: al
NO& Code:  |101 Q) cCareer-Cond Appt noa [0 (4
Ext:
Authority (1): |BviA Q] [OFM Delegation Agr Mo [, certno
Authority (2): Q| [ O
PAR Requests: Print SF’_I52 PAR Remarks Award Data Tracking Dats  Severance Pay
I Print SF-50 |
B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

9. NOTE: The Data Control page will be populated with the most recent personnel action

performed for the selected employee.
Click the Add a new row at row 1 button.

10. Click in the Actual Effective Date field.

11. In the Actual Effective Date field, enter the effective date of the FEGLI change.
Enter the desired information into the Actual Effective Date field. Enter
"12/16/2003".

12. Click in the *Action field.

13. | Inthe Action field, enter "FSC" (Family Benefits Change).
Enter the desired information into the *Action field. Enter "FSC".

14. Click in the *Reason Code field.

15. Enter the desired information into the *Reason Code field. Enter "FBC".

16. Click in the NOA Code field.

17. In the NOA Code field, enter "881."
Enter the desired information into the NOA Code field. Enter "881".
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Step | Action

18. Click in the NOA Ext field.

19. Enter the desired information into the NOA Ext field. Enter "0".

20. | Click in the Authority (1) field.

[]

21. | Enter the appropriate legal authority in the Authority (1) field.
Enter the desired information into the Authority (1) field. Enter "DPM".

22. | If applicable, enter Authority (2).

-

Home = Administer\Waorkforce = AdministerWarkforce (USF) = Use = HR Processing ey Window

& Home @ Worklis # Help S Sign ouf

J( Data Control {_ Personal Data Jab | Position ' Cornpensation | Employrent1 " Erployment 2

Kingsley,Dan EmpliD: 0058 Empl Rcdi: O
Data Control 1

Actual Effective Date: IQHBJ’EDDS @ Proposed Effective Date: 12116/2003 EI
Transaction #/ Sequence: r |1_ Hot To Exceed Date: @

*Action: FSC ﬂ FamilyBenefits Change  PAR Status FRO ﬂ PROCESSED BY HUMARN

RESOURCES
*Reason Code: [FHC (R FamilyBenefit Chande  Contact Emplid: (=
NOA Code: 1981 & FEGLI Change FEGLI Change ::t-“ Y

Authority (1) [OPM Q] | |
Authority (2): Q| |

RARReUesty Print SF-52 | pap Remarks Award Data TrackingData Severance Pay

I Print SF-40 |
& save) (L Retun to Search Hext tab AlInclude History] | [ Corract History

—

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employvment 2

Step | Action

23. Click the Job tab.
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

Kingsley,Dan Emplp: 0058 Empl Reds: 0

=]

Effective Date:  12/16/2003 Transaction # / Seq: 1 PAR Status: PROCESSED BY

HUMAMN

RESOURCES
Act Type: FamilyBenefits Change  NOA Code: aa1 Empl Status:  Active
Position: 00006734 (@]  GS- 0334- 13 COMPUTER SPECIALIST ™ Posn Mgmt Red
*Job Code:  |DOP047 G5 0334- 13 COMPUTER SPECIALIST " position override
*Agency: HE Depatment of HHS Transferred From Agency:
Sub-Agency: |17 Pragram Support Center Transferred To Agency:
*Business Unit: |[PSC00 Prograrn Suppott Center BenefitsFEHB Data
‘Department:  |JPEAFT Administrative Operations Serr FEGLIRetirement/FICA
*Location: 250120025 Boston Depatmental Hierarchy
Tax Location:  [MA (=] Mot Applicable Detail

ﬁ Sawve QReturn to Search) Prewious tab) Mext tab) A @ Include History) @Conect History)

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

24. Click the FEGLI/Retirement/FICA link.
FEGLIIRetirementhICﬂ
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

FEGLI/Retirement Data/FICA

FEGLI Code: [0l Basic only
Post 65 Basic Life Reduction: Y

r Living Benefits Coverage Amount:

Retirement Plan: IK_g FERS and FICA
FERS Coverage: | Automnatically Covered By FERS x|
Previous Retirement Coverage: I Mever Covered j
Annuitant Indicator: IQ_ Al wMotepplicable
Annuity Commencement Date: I @
CSRS Frozen Service: IUUUU
| FICA Status-Employee: IN_ al

Step Action

25. | Modify the FEGLI Code field, by selecting the appropriate FEGLI plan coverage.
Click the Lookup FEGLI Code button.

Page 6




DEMAND Training Guide

Pay Changes and Miscellaneous Changes

Horme = Administer Workforce = Administer Workforce (USF) = Use = HR Processing Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

Lookup FEGLI Code
FEGLI Code:|

| Loakop | | Clear | | Cancel | Basic Lookup

Step Action

26. | Click the Lookup button.

27. | Select the desired FEGLI code.
Click Basic + Option C (1x)
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

FEGLI/Retirement Data/FICA

FEGLI Code: E1 ﬂ Basic + Option G {15
Post 65 Basic Life Reduction: =Y

r Living Benefits Coverage Amount:

Retirement Plan: IK_Q FERS and FICA
FERS Coverage: | automnatically Covered By FERS x|
Previous Retirement Coverage: I Mever Covered j
Annuitant Indicator: IQ_ A motepplicable
Annuity Commencement Date: I
CSRS Frozen Service: 0000
| FICA Status-Employee: IN_ al

Step Action

28. Click the Ok button.
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

j Data Control  Fersonal Data | Job " Position ' Compensation | Employment1 " Employment 2

Kingsley,Dan EmplD: 0058 Empl Reds: 0
LJoh Data First [4] 1ot 2
=]
Effective Date;  12/16/2003 Transaction #/ Seq: 1 PAR Status:  PROCESSED BY
HUMAMN
RESOURCES
Act Type: FamilyBenefits Change  NOA Code: aa1 Empl Status:  Active
Position: 00006734 ﬂ G5- 0334- 13 COMPUTER SPECIALIST = Posn Mgmt Red
: Joh Code: O0P047 G5 0334- 13 COMPUTER SPECIALIST I position Override
*Agency: HE Department of HHS Transferred From Agency:
Sub-Agency: |11 Pragram Support Center Transferred To Agency:
*Business Unit: |P3C00 Prograrm Suppott Center Bensfits/FEHA Data
‘Department:  |JPEAFT Administrative Operations Serv FEGLIRetirementiFICA
*Location: 250120025 Boston Depatmental Hierarch
Tax Location:  |MNA Q| motApplicable Detail
ﬁ Save QReturn ta Search) Prewvious tab) Hext tab) @ Include History @Conect History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

29. | Change the PAR Status according to your role.
Click the Save button.

30. | The FEGLI change is saved.
End of Procedure.

Cash Awards

Introduction
For a cash award, a personnel action (e.g.,NOA 840-0) is entered on the Data Control page of the
HR Processing page group. Additional data is entered on the Award Data sub-page.

Procedure

The following steps detail the procedure for processing a cash award.
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o

Home

£ Home

—_—
@ Develop YWorkforce
@ Administer Workforce
@ Compensate Employess
@ Define Business Rules
@ He Process Menu
@ Help PoC Online

@ PeopleTools

S Sign Ouf

Step Action
1. Click the Administer Workforce link.
[ Administer Warkfarce]
2. Click the Administer Workforce (USF) link.
[2 Administer Warkfarce (USF)
3. Click the Use link.
R
4. Click the HR Processing link.
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o

Horme = Administer Workforce = Administer Workforce (USF) = Use = HR Processing Mew Window

@ Home 2 Worklist 2 Help S Sign Outl

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr'l

Marne: |

LastName: |

[~ Include History [~ Carrect History

Step Action

5. Enter the appropriate variable in the field. (for example, Last Name)
Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "KINGSLEY™",

Click the Search button.

8. Select the applicable employee.
Click KINGSLEY, FRED

|EIDE1 o EINGELEY FEED KIMNGSLEY
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home fsj Winrkdist s Help S Sign Outl

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

Kingsley Fred EmplD: 0061 Empl Reds: 0
Data Control
Actual Effective Date: |D4.l’1 212001 @ Proposed Effective Date: 041122001 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: HIR Q] Hire PAR Status FRO Q] PROCESSED BY HUMAN
RESOURCES
*Reason Code: [MNPS (& Mew Position Contact Emplid: al
NO& Code:  |101 Q) career-Cond Appt noa [0 (4
Ext:
Authority (1): |EviA Q] [OFM Delegation Agr Mo [, certno
Authority (2): Q| [ O
PAR Request#: PR 7= PAR Remarks Award Data  Tracking Data  Sewverance Pay
I Print SF-50 |
B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

9. NOTE: The Data Control page will be populated with the most recent personnel action
performed for the selected employee.
Click the Add a new row at row 1 button.

10. | Triple-click the Actual Effective Date object.

@ The Calendar icon represents a date prompt. Clicking this button will produce a pop-up
calendar for reference. To select a specific date from the pop-up calendar as the field
entry, simply click on the date. Use the arrows to move through the months and years.

Step Action

11. In the Actual Effective Date field, enter the effective date of the award. You can not
have two of the same type award with the same effective date.

Enter the desired information into the Actual Effective Date field. Enter
""12/19/2003".

12. Click in the *Action field.

3' The Look Up icon represents a look-up prompt. Clicking this button will allow you to
look up all possible entry options for this field.
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13. | Inthe Action Code field, enter "AWD" (Award).
Enter the desired information into the *Action field. Enter "AWD".

14. Click in the *Reason Code field.

15. Enter the desired information into the *Reason Code field. Enter "IND".

16. | Enter the appropriate NOA Ext.

automatically with "840" (Individual Cash Award).
Click in the NOA Ext field.

NOTE: When you click in the NOA Ext field, the NOA Code field with populate

f" NOTE: Upon entering the appropriate Action, Reason and NOA Codes, the Award Data
- hyperlink will become enabled

Step | Action

17. Enter the desired information into the NOA Ext field. Enter "0".

18. Click the Award Data link.

o

@ Home 2 Worklist 2 Help S Sign Outl

Home = Administer Workforce » Administer Workforce (USF) » Use > HR Processing e Wiind o ||
Award Data

Action: AND Aweard - Monetary

Reason Code: Individual Cash

Award Classification:  Award

Amount: | Hours: |

Pay Period Amount; I Process Until: I @

Award Group: Use By Date: | B

Suggestion Number: Tangible Benefit: I

Ohligation Expiration: @ Intangible Benefit: I
|
l—

Account Code: (=Y

GL Pay Type: I Pay in Separate Paycheck?
Amount Paid: Q.00 r Gross-Up

Earnings Code: Regular Basic Pay Seq:
Comment:

KL
I

[mlFs Mool |
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19. Enter the desired information into the Amount field. Enter "350.00".

20. | Click in the Pay Period Amount field.

21. | The Pay Period Amount will default from the Amount.

NOTE: The Default value is “100% of the award amount.” The employee will receive
the award as a one time payment.

22. | Scroll as necessary to view the rest of the page.
Click the horizontal scrollbar.

23. Click the Ok button.

o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home (2 Winrklis 3 Sigh Ouf

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

Kingsley Fred EmplD: 0061 Empl Reds: 0

Data Control
Actual Effective Date; IWZHQJ’QDDS @ Proposed Effective Date: 12M9i2003 EI
Transaction #/ Sequence: F |1_ Mot To Exceed Date:

*Action: MWD Q) Award - Monetary PAR Status FRO Q] PROCESSED BY HUMAN

RESOURCES

*Reason Code: IND Q] Individual Cash Contact Emplid: (=]

NOA Code: 540 Individual Cash NOA ID_g

Ext:

Authority (1): & | |
Authority (2): ﬂ I I

RARRequasts PAMtSF-52 | bap Remarks SpariOats Tracking Dats Severance Pay

I Print SF-40 |

Bl savel (O Retunto Search Mext tab Alinclude History ) [ Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employvment 2

—

Step | Action

24. | Change the PAR Status according to your role.
Click the Save button.

25. The information is saved.
End of Procedure.
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Address Information

Introduction

Although the address will automatically be sent to DFAS on a hire action, any address changes
after that requires a PAR action to capture the data to transmit to DFAS. Employees can also
update their addresses by entering it into myPay. Any address changes done through myPay will
be updated in EHRP based on a return file from DFAS. It is important when processing address
changes to adhere to U.S. Postal Service (USPS) abbreviations and zip codes because DFAS will
edit the address against USPS files and employee addresses may not update if it doesn't match.

Procedure

The following steps detail the procedure for entering address information for a new employee.

o

Home

S Sign Ouf

—
@ Develop Workforce
@ Administer Warkforce
@ Compensate Emplovees
w2 Define Business Rules
R He Process Menu
& Help Pal: Online

w2 PeopleTools

Step | Action

1. Click the Administer Workforce link.
[ Administer Warkfarce|

2. Click the Administer Workforce (USF) link.
[2 Administer warkforce (USFY
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Action

3.

Click the Use link.

Click the HR Processing link.

-

Horne = Administer Waorkforce = Administer Workforce (USF) = Use = HR Processing Mew Window

£ Home 2 worklist # Help S Sign ouf

HR Processing

Find an Existing Value

EmpliD: I
Empl Red Nbr:l

Marne: |

Last Mame: |

[T Include History [ Correct History

Step

Action

Access the employee record for the person you just hired.

NOTE: If you do this immediately after saving the Hire action, the same employee
record will be available.

Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "MONROE".

Click the Search button.

Select the desired employee.
Click MONROE, SUSAN

[oonga393 0 MOMROE SUSAN B MOMNROE
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

@ Home 2 Worklist 2 Help S Sign Outl

J( Data Control _ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmplD: 00083393 Empl Redg: 0
Data Control
Actual Effective Date: |11I14J’2003 @ Proposed Effective Date: 11/14i2003 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
*Action: HIR ﬂ Hire PAR Status FRO g PROCESSED BY HUMAMN
RESOURCES
*Reason Code: [MNPS (& Mew Position Contact Emplid: al
NO& Code:  |101 Q) cCareer-Cond Appt noa [0 (4
Ext:
Authority (1): |&'M Q] [Direct-Hire Autharity |cite OPM auth and date)
Authority (2): Q| [ O
RARRequest GRIHERS2 PAR Remarks Award Data  Tracking Data Severance Pay
I Print SF-50 |
B savel  [QLRetunto Search Next tab Allinclude History ) [ Correct History

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

9. Click the Add a new row at row 1 button.

10. Use the same effective date as the Hire action.
Click in the *Action field.

11. | Select the Action "DTA" (Data Change).
Enter the desired information into the *Action field. Enter "DTA".

12. Click in the *Reason Code field.

13. | Select the Reason Code "PRA" (Payroll Related Action).
Enter the desired information into the *Reason Code field. Enter "PRA".

14. Click in the NOA Code field.

15. Select the NOA Code 999, extension 5.
Enter the desired information into the NOA Code field. Enter 999",

16. Click in the NOA Ext field.

17. Enter the desired information into the NOA Ext field. Enter "5".
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o

Home = Administer Workforce = AdministerWorkforce (USF) = Use » HR Processing e Window

£ Home

J( Data Control {_ Personal Data Job | Position ' Compensation | Employment1 " Employment 2

EmplD: 00083393 Empl Redg: 0

Data Control

Actual Effective Date: [rzr0zr2003 )

Proposed Effective Date: alit2003 EI
Transaction #/ Sequence: r |1_ Mot To Exceed Date: @
“Action: DT (G Data Change PAR Status FRO Q| PROCESSED BY HUMAR
RESOURCES
*Reason Code: [PRA & Payroll Related Action  Contact Emplid: al
HOA Code: 999 [/ Home Address Change noa [5 4

Ext:

Authority (1): Q| |
Authority (2): ﬂ I I

—

PAR Request#: PR 7= PAR Remarks Award Data  Tracking Data Severance Pay

I Print SF-50 |
B save) (QRetunto Search) Next tab | & Allinclude History) ([ Correct History |

Data Control | Personal Data | Job | Position | Compensation | Employment 1 | Employment 2

Step Action

18. Click the Save button.

19. The address information is saved.
End of Procedure.
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