% Payroll Admin "As-Is" Process (6.1.0)

Summary -- Payroll System Management (New Hire)

START

6.1.1-6.1.2

6.1.2

2 days

3 days

6.1.2

6.1.3-6.1.4

3 days (continued)

2-3 days

3/11/2002



ﬁ% Payroll Admin "As-Is" Process (6.1.1)

Detailed -- Payroll System Management (New Hire)

START

6.1.2

3/11/2002



% Payroll Admin "As-Is" Process (6.1.2)

Detailed -- Payroll System Management (New Hire)

6.1.1

Classification
Staffing/Recruiting
2.2.1

3/11/2002



% Payroll Admin "As-Is" Process (6.1.3)

Detailed -- Payroll System Management (New Hire)

3/11/2002



% Payroll Admin "As-Is" Process (6.1.4)

Detailed -- Payroll System Management (New Hire)

SFAHR
distributes copy of
SF 50 to employee
and to supervisor

3/11/2002



Payroll Admin "As-Is" Process (6.2.0)

Summary -- Payroll System Management (Resignation)

START

3/11/2002

6.2.1-6.2.3

Employee decides
to resign

SFA HR/Admin
Officer gives
employee exit

clearance
package

\

SFA HR/ SFAHR
Admin forwards
) SF 52 to
Offizl > Servicin
initiates SF HIellnfe
52 Specialist at
HRG

v

SFA HR notifies
Office of the
Inspector General
and other persons
who need to
remove employee
from various
systems

1 week

6.2.3-6.2.5

SFAHR
removes
employee's
pay code
from FPPS

1 week (continued)




Payroll Admin "As-Is" Process (6.2.1)

Detailed -- Payroll System Management (Resignation)

START

SFA HR/
Admin
Officer
selects

'initiate SF
52'

@ ;

SFA HR/Admin
Officer enters
reason for
resignation from
Employee
Resignation Form

A

YES

SFA HR/Admin
Officer gives
employee exit

clearance
package

SFA HR/
Admin
Officer
selects

‘employee
loss'

SFA HR/Admin
Officer completes
control sheet

\/\

SFA HR/
Admin
Officer

launches

and logs on
to FPPS

SFA HR/
Admin
Officer
selects

‘resignation’

SFA HR/
Admin
Officer

verifies that
the address
in FPPS is
correct

3/11/2002

Incorrect
address?

YES

I

SFA HR/Admin
Officer enters

employee's Social

Security Number
by referencing

ED's Alpha Roster

SFA HR/Admin

Officer enters the
correct address

SFA HR/ SFAHR/
i Admin
Admin J
i Officer
Officer
> selects
selects ‘requestin
eeS eqrsonne?
Production’ personn
action
/ SFA HR/
Admin
SFA HR/Admin (l)ffltce'r ‘
Officer enters > se_ﬁc St ?ﬁ
effective date and tr\:\'” no 't'I
additional contact 'St D?S: ion
information at a later
date
.| 6.2.2



Y/ \
_ //A\‘ H 1" "
<@ Payroll Admin "As-Is" Process (6.2.2)
=1 . . .
M Detailed -- Payroll System Management (Resignation)
Admin Officer
Admin submits control
Officer Admin sheet, Clearance SFAHR SFAHR
6.2.1 SFAHR . launches selects
L NO forwards > Officer > Form, and \ > A
initiated SF 52? - and logs on FPPS
SF 52 to exits FPPS Employee to FPPS Production’
SFAHR Resignation Form
to SFA HR
YES
SFAHR SFA HR compares SFAHR
selects SFAHR SFAHR control sheet & makes
, : selects selects Employee Changes changes in
A » requesting » , , , > . . YES » B
change employee's Resignation Form necessary? FPPS to
personnel ; -
actions' SF 52 name to information ensure
entered in FPPS accuracy
NO
SFA HR SFAHR SFAHR SFAHR SFAHR
launches selects selects
forwards > SFAHR »/ andlogs on > selects > ‘requestin > 'sign/ c
request to / exits FPPS 9 / 'FPPS / d Y / 9 v
HR Director to FPPS as Production’ personnel change SF
HR Director action' 52'
) SFA HR completes
SFAHR SFA HR files copy SFA HR sends Eitelk Bormn Ane
SFA HR stamps forwards of control sheet & original control el i Eitelk
HR Director's SF 52 to o SFAHR Employee sheet & Employee » Company to allow 6.2.3
signature on Servicing exits FPPS | Resignation Form Resignation Form for unemployment
control sheet Specialist at in employee's to Servicing ki
HRG personnel folder Specialist at HRG

3/11/2002




Payroll Admin "As-Is" Process (6.2.3)

Detailed -- Payroll System Management (Resignation)

6.2.2

3/11/2002

SFA HR notifies
Office of the
Inspector General
(OIG) and other
persons who
need to remove
employee from
various systems

SFA HR files copy
of Clearance Form

five days from
OIG or other
persons

SFA HR asks
employee to pay
back/return
property that is
still outstanding
and employee
complies with
request

NO

SFA HR stamps
HR Director's
signature on

Clearance Form

SFA HR completes
bottom portion of
Clearance Form

in employee's
personnel folder

A

SFA HR sends
original Clearance
Form to Records

Section at HRG

SFA HR mails
copy of Clearance
Form to employee

6.2.4



% Payroll Admin "As-Is" Process (6.2.4)

Detailed -- Payroll System Management (Resignation)

6.2.3

6.2.5

3/11/2002 10



%\% Payroll Admin "As-Is" Process (6.2.5)

Detailed -- Payroll System Management (Resignation)

6.2.4

3/11/2002

Security Number

SFA HR files SF I:anACEiss
T Ceminationtie: and logs on
to FPPS
SFAHR
SFA HR enters selects
employee's Social 'delete’

SFAHR
selects
'FPPS
Production’

SFAHR
exits FPPS

4

q SFA HR enters
'EDM1' code

[
»/

SFAHR
selects
'distribution
table main-
tenance'

=

A

SFAHR
selects
‘delete
distribution
entry’

11



Payroll Admin "As-Is" Process (6.3.0)

Summary -- Payroll System Management (Retirement)

START

6.3.1
EIIIPHU)’CC Employee
. completes ; Relations
Employee Rglﬁtlons application for Relatllolrjs Specialist
Relations S}:ﬁma |s|t meetts immediate Spec:atlst completes
. | Employee decides L Specialist | ‘:;’(' Ia(ienmcgl((): ﬁ;i oon . retirement and C.grgsigezs 'Agency
to retire calculates %f retirement submits to Summary of Checklist
retirement benefits benefits and Employee Fo derrgl for
using FRC Calc . ; Relations - Immediate
discuss retirement Specialist Service . ,
process \-p/o}al"_\ ing RS
! |lSlﬂg ESI
2 weeks
Employee 6.3.2-6.3.4
Relations____________________ . __ _ R
health and life Employee meets SFAHR 27 IR eizs
insurance and with SFA HR/ SFA HR/ forwards Office of the Employee 3
designation of Admin Officer and Admin SF 52 to lissestor Cenze Relations |
beneficiary forms » receives exit » Officer Employee (ele) et @ity » Specialist ‘
from Official clearance initiates SF Relations EEUEEINE processes
Personnel Folder package 52 Specialist at need to remove SF 52
. HRG employee from
retirsment 0 various systems
package
1 week
6.3.5-6.3.6
Employee
Employee -
- Relations
SR eg:';ti'glri]; Specialist makes i;’?\;';
p copy of entire \
forwards . employee's END
SF 52 to retirement pay code
AGR package_and mails from EPPS
Technician to NBC in Denver
and to employee

1 week (continued)

3/11/2002

12



Aﬁ\@ Payroll Admin "As-Is" Process (6.3.1)

50

Detailed -- Payroll System Management (Retirement)

___ Employee
— Empioyee | ;
Y Relations
Employee Relations S
. Employee o Specialist gives
schedules meeting Relations Specialist meets emolovee
Employee with Employee L with employee to Employee still nploy!
) : Specialist ) . application for
START considers > Relations calculates explain calculation wants to YES P immediate
retirement Specialist to . - of retirement retire? .
. . retirement benefits . retirement (federal
discuss retirement . benefits and
rocess using FRC Calc discuss retirement tax form, SF 2818,
P TSP withdrawal
process
i package)
NO
Benefits Admin
5.6.1
Employee
completes Employee oyee
application for -
pi?nmediate ERr:gt(i)gr?: Relations Employee Relations mployee
T Specialist reviews Specialist Relations Specialist enters Relations
SUlBTS i@ P retirement launches Specialist »{ employee's name, Specialist YES B
Employee application for and logs on selects Social Security selects
Relations cgﬁw leteness to ESI 'new case' Number, date of 'CSRS'? A
Spegialist & software birth, phone,
\/cm separation date
and address
NO
v
Employee
Relations
Specialist
selects
'FERS'
—Employee— —Employee—
ERmIpItc_)yee /m Relations Relations oyee Relations
A g _|o|r_15 R elgtign < Specialist prints Specialist Relations Specialist prints
peIC|a Ist Specialist ent Certified Summary selects Specialist enters Agency Checklist
B p/ Seects e mauired » of Federal Service ‘Agency info in required for Immediate 6.3.2
Certified f in <f)_ lflldfeqUIdre and adds to Checklist fields and Retirement and
Su:‘e'::r% © C'gm Slgr;s retirement for completes Agency adds to retirement
conite, CertifiedpSummary W\ Immed|ate Checklist for W\
' .
of Federal Service Retirement 13

3/11/2002



Payroll Admin "As-Is" Process (6.3.2)

Detailed -- Payroll System Management (Retirement)

6.3.1

application

Employee
Relations

YES

stifement
package

3/11/2002

SFA HR/Admin
Officer completes
control sheet

\/\

SFA HR/
Admin
Officer

launches

and logs on
to FPPS

A

SFA HR/
Admin
Officer
selects

'FPPS

Production’

Y

6.3.3

14



e

g‘é’g@ Payroll Admin "As-Is" Process (6.3.3)

Detailed -- Payroll System Management (Retirement)

SEQmH"?’ SFA HR/ SFA HR/
Officer Admin Admin SFA HR/Admin SFEA HR/Admin
Officer Officer Officer enters )
selects > > , . Officer enters
T selects selects employee's Social effective date and
d g 'initiate SF ‘employee Security Number -
personnel 5 loss' by referencing additional contact
action ED's Alpha Roster information
NO
SAF(/;\mTr?/ SFA HR/
Officer SFA HR/Admin Admin
selects 'no’ QfiEET EMES iliEEs . SFAHR
A ¥ will not fil >  reason for verifies that SFA HR/Admin initiated SF522 /O
this position retirement from the address Officer engedrs the
Employee Reason in FPPS is correct address
at; Itater for Retirement correct
2o Form
YES
Admin Officer
Admin submits control SEA HR SFAHR
Officer Admin sheet, Clearance selects selects
B > forwards Officer > Form and EPPS ‘requesting >
SF 52 to exits FPPS Employee Reason Production’ personnel
SFAHR for Retirement actions'
Form to SFA HR
SFA HR compares SEA HR
SFAHR SFAHR CEIL e RIS makes SFAHR
Employee Reason .
g selects selects g ] changes in forwards N 634
C . \ » for Retirement »
change SF employee's Form to FPPS to request to
52' name I S——. ensure HR Director
entered in FPPS gecuiacy
NO ?

3/11/2002

15



{i Payroll Admin "As-Is" Process (6.3.4)

%ﬁ' Detailed -- Payroll System Management (Retirement)

6.3.3 -

SFAHR
selects
'requesting
personnel
action'

SFAHR
selects
'sign/
change SF
52'

SFA HR sends
original control
sheet & Employee
Reason for

SFA HR stamps
HR Director's
signature on
control sheet

SFA HR completes
Frick Form and
mails to Frick

Company to allow

S
SFAHR »/ and loas on - selects
exits FPPS Y 9 Y FPPS
(0 FPPS as Production’
HR Director
SFAHR SFA HR files copy
forwards of control sheet &
SF 52 to SFA HR Employe_e Reason
Employee » . » for Retirement
- exits FPPS .
Relations Formin
Specialist at employee's
HRG personnel folder
SFA HR asks
employee to pay
back/return SFA HR stamps
five days from YES » property that is H'R Director's
signature on

OIG or other
persons
notified

still outstanding
and employee

Clearance Form

Retirement Form to
Employee
Relations

Specialist at HRG

SFA HR completes
» bottom portion of

O

SFA HR sends
original Clearance
Form to Records

Section at HRG

Clearance Form

for unemployment
claims

J\

SFA HR notifies
Office of the
Inspector General
(OIG) and other
persons who
need to remove
employee from
various systems

SFA HR mails

4

complies with
request
NO T
Employee Employee
Relations Relations
Specialist Specialist
launches selects
and logs on 'FPPS
to FPPS Production’

3/11/2002

Employee
Relations
Specialist

P selects

'processing
personnel
actions'

copy of Clearance
Form to employee

. | of Clearance Form

SFA HR files copy

in employee's
personnel folder

Employee
Relations
Specialist
selects
‘process SF
52'

v

Employee
Relations
Specialist
selects
employee's
name in
queue

&

&

B

6.3.5

16



Payroll Admin "As-Is" Process (6.3.5)

Detailed -- Payroll System Management (Retirement)

i

Employee
Relations

Specialist enters
SF 50 signature
code and SF 50
signature date

Employee
Relations
Specialist
forwards
SF 52 to
A&R
Technician

Relations
Specialist submits
employee's
Official Personnel

Employee Emplc_)yee /E//
Relations Relat_lor)s mpl(_)yee
Specialist Spe(_:l_allst R.elr_altlons
6.3.4 > selects > verlflgs > Specialist en@ers
screens he/ effective legal authority
she wants date and cod_e by .
o — nature of referencing QuMe
action cod to Processing
Personnel Actions
Employee
Relations Employee
Specialist g:éﬁgl?:t Employee
completes portion i
of Conversion SIP 2D 2819 to employee
Privilege) retirement
package

3/11/2002

Folder and
retirement
paperwork from
SFA HR to A&R

Technician

Employee

Relations

Specialist
completes SF

Employee

Relations A
Specialist v
exits FPPS

2810 to transfer
employee's health
insurance to OPM

J\

Employee
Relations
Specialist
attaches copies of
SF 50 and SF
2810 to retirement
package

6.3.6

17



g‘{x Payroll Admin "As-Is" Process (6.3.6)

A%C/ Detailed -- Payroll System Management (Retirement)

Employee
Relations
Specialist mails

original retirement
package to NBC in
Denver

Employee
- Employee
Relations -
e Relations Employee Employee
Specialist files o . -
6.3.5 copy of SF 50 and Specialist returns Rgla_tlons _ R_elgtlons
T h > employee's » Specialist mails Specialist makes
SF 2810 in . )
employee's Official Personnel copy of SF 50 to two copies of
= Folder to Records SFAHR entire package
Official Personnel -
Section
Folder
Employee
Relations
Specialist files SFA HR files SF |:EF)IAC||:1|§S ig@g?
retirement » 50 in employee's ———», \
package and termination file ainl (s ) FR)
: to FPPS Production’
retains for one
year
SFAHR
selects SFAHR
c 'delete » SFAHR enters » selects eit’:s AF|;|§S
distribution employee's Social ‘delete’
entry’ Security Number

3/11/2002

q SFA HR enters
'EDM1' code

Employee
Relations
Specialist mails
copy of retirement
package to
employee

SFAHR
selects
'distribution
table main-
tenance'

4

=

18



Payroll Admin "As-Is" Process (6.4.0)

Summary -- Payroll System Management (Transfer)

S 641 ) 6.4.1-6.4.2
Gaining agency SFAHR
Employee decides calls Personnel SEQWTSI forwards
START | to transfer out of N Specialist N Officer SF 52 to
ED to another requesting release initiates SF Personnel
agency date and SF 75 52 Specialist at
information HRG
2-3 days 1 week
6.4.3-6.4.4

SFA HR notifies
Office of the

Inspector General
‘ (OIG) and other
| persons who
| need to remove

employee from
various systems

1 week (continued)

6.4.4
SFAHR
removes
pay code
from FPPS

1 week (continued)

3/11/2002



Payroll Admin "As-Is" Process (6.4.1)

Detailed -- Payroll System Management (Transfer)

Employee decides
to transfer out of
START ED to another

agency

Gaining agency

calls Personnel
Specialist

" Irequesting release

date and SF 75
information

SFA HR/
SFA HR/Admin Admin
Officer completes Officer
control sheet launches
and logs on
to FPPS
\/\
SFA HR/
Admin SFA HR/Admin
Officer | Officer enters
. sel_ect_s | employee's Social
termination/ Security Number
transfer by referencing
ol ED's Alpha Roster

mployee
works in
enterprise unit
without an
in Officef~

«5

SFA HR calls
Admin Officer to
request release

date

SFA HR contacts
supervisor to get

release date

SFA HR/Admin
Officer calls
Personnel

verbal approval on

with employee's
release date

| Specialist at HRG

Admin Officer
contacts

SFA HR/Admin
gives/mails
employee exit

supervisor to get

release date

A

verbal approval on

Employee
completes top
portion of
Clearance Form

clearance
package

\/\

SFA HR/
Admin
Officer
selects
'FPPS

Production’

3/11/2002

SFA HR/Admin
Officer enters
effective date and
additional contact
information

A

[ Employee returns |
identification card
and any
government

and submits to
SFA HR/Admin
Officer

\/\

s HR/ SFA HR/
Admin .
. Admin
Officer .
- Officer
selects
'requesting selects
'initiate SF
personnel .
o 52
action
SFA HR/
Admin
Officer
o/ selects 'no’ .| SFA HR/Admin
/ will not fill ”| Officer enters
this position note describing
at a later transfer
date

property in his/her
possession (cell
phone, credit
cards, laptop,
etc.)

SFA HR/
Admin
Officer
selects

‘employee
loss'

A

SFA HR/
Admin
Officer

verifies that
the address
in FPPS is
correct

)4

6.4.2

20



e

g‘é’g@ Payroll Admin "As-Is" Process (6.4.2)

Detailed -- Payroll System Management (Transfer)

6.4.1

&)

3/11/2002

NO

Admin Admin Officer
T SFAHR Officer Admin submits control
address? YES-»{ SFA HR/Admin initiated SF 527 NO forwards > Officer > sheet and
’ Officer enters the Z SF 52 to exits FPPS Clearance Form to
correct address SFAHR SFAHR
YES
SFAHR SFAHR igggs SFAHR SFAHR SFA HR compares
- launches - selects . . selects selects »| control sheet to
> > ) requesting . , » , > - :
and logs on FPPS ersonnel change employee's information
to FPPS Production’ pers ) SF 52 name entered in FPPS
actions
SFAHR
makes SFAHR |:l'.I:nAC|f—1|§S SFAHR
Changes YES changes in forwards SFAHR o and lods on o selects
necessary? FPPS to request to exits FPPS 9 'FPPS
. to FPPS as —
ensure HR Director . Production
HR Director
accuracy
4
NO
SFAHR
i:@?g i;’ig? SFA HR stamps forwards SFA HR files copy
N , A N o HR Director's SF 52 to SFAHR of control sheet in
requesting sign/ . > . .
signature on Personnel exits FPPS employee's
personnel change SF .
. \ control sheet Specialist at personnel folder
action 52 HRG

@

6.4.3

21



Payroll Admin "As-Is" Process (6.4.3)

Detailed -- Payroll System Management (Transfer)

6.4.2

SFA HR sends
original control
sheet to Personnel
Specialist at HRG

SFA HR notifies
Office of the
Inspector General
(OIG) and other

persons who
need to remove
employee from
various systems

SFA HR mails

five days from
OIG or other
persons
notified

SFA HR asks
employee to pay
back/return
property that is
still outstanding
and employee
complies with
request

SFA HR stamps
HR Director's
signature on

Clearance Form

NO

copy of Clearance
Form to employee

SFA HR files copy
of Clearance Form

in employee's
personnel folder

SFA HR sends
original Clearance
Form to Records

Section at HRG

SFA HR completes
bottom portion of
Clearance Form

3/11/2002

6.4.4




Payroll Admin "As-Is" Process (6.4.4)

Detailed -- Payroll System Management (Transfer)

6.4.3

3/11/2002

Personnel

Sl SFAHR SFAHR
50 in employee's | h |
termination file and aunches » selects >
distributes other and logs on 'FPPS SFA HR enters
copy to employee to FPPS Production’ 'EDM1' code
SFAHR SFAHR /
selects selects SFAHR SFA HR
‘distribution > 'delete » SFA HR enters selects exits FPPS » END
table main- distribution employee's Social 'delete’
tenance' entry' Security Number

23



Payroll Admin "As-Is" Process (6.5.0)

Summary -- Payroll System Management (Discharge)

START

6.5.1 6.5.1-6.5.3
§ SFA Employee SFAHR S(F)?f HR nfottri]ﬁes
3 et o SPAHR! forwards Ins| elc(tzgr%engral Sl
Employee is | SRS Admin SF 52 to (OF:G) and other Relations
> discharged 3 mails employee > Officer »/  Employee A Specialist
— 3 exit clearance initiates SF Relations nzz dst% rsemO\(/)e processes
3 package 52 Specialist at SE 52
i employee from
; HRG X
! \/\ various systems
6-12 months 1 week
6.5.3-6.5.5
Employee
Relations SFA HR
Specialist removes
forwards > employee's
SF 52 to pay code
A&R from FPPS
Technician

1 week (continued)

3/11/2002
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e

g‘é’g@ Payroll Admin "As-Is" Process (6.5.1)

Detailed -- Payroll System Management (Discharge)

START

@ ;

Employee
SFA Employee completes top identification card
Relations portion of and any SFA Employee SFA Employee
Bk Specialist gives/ Clearance Form government Relations Relations
discharaed mails employee and submits to  — property in his/her — Specialist » Specialist submits
9 exit clearance SFA Employee possession (cell requests that SFA Clearance Form to
package Relations phone, credit HR initiate SF 52 SFAHR
% cards, laptop,
L etc) |
Performance
Management
SFA HR/ SFA HR/ SFA HR/ SFA HR/
e Admin Admin A Admin
fesigning from SFA HR completes off o Officer it
enterprise unit YES—p| control sheet | - icer > selects > icer
without an aunches selects 'requesting ' s_glects
and logs on 'FPPS 'initiate SF
to FPPS Production’ perst_)nn'el 52'
J\ action
4
NO
v
SFA HR calls Admin Officer
Admin Officer to completes control
request initiation > e —
of personnel
action
\/\
SFA HR/

SFA HR/ SFA HR/ ' Admin SEAHRI
Admin Admin SRR LR SFA HR/Admin Officer SFA HR/Admin Officer
Officer Officer Officer enters 7 selects 'no ! i
selects selects > employee's Social Off|_cer enters > will not fill g VRIS e >

T e Security Number effective date and this position reason for the address
’ ; . additional contact discharge in in FPPS is
loss removal 7 TR information EiEl EIED remarks section correct
ED's Alpha Roster date

3/11/2002

X

6.5.2

25



g‘{i Payroll Admin "As-Is" Process (6.5.2)
>

Detailed -- Payroll System Management (Discharge)

NO

v

Admin Officer
submits control
sheet to SFA HR

SFA HR compares
.| control sheet to
"l information
entered in FPPS

SFAHR

o selects » C
'FPPS

Production’

Admin
Officer Admin
65.1 ;ré%?g:g YES¥» SFA HR/Admin 'n't'a?thSHFRSP forwards Officer
’ Officer enters the & y SF 52 to exits FPPS
correct address SFAHR
YES
SFAHR SFAHR Sl SFAHR SFAHR
selects
launches selects , : selects selects
A P » ) requesting . \ » ,
and logs on FPPS ersonnel change employee's
to FPPS Production' pers ) SF 52 name
actions
SFAHR
makes SFAHR |:l'.I:nAC|f—1|§S
Changes YES changes in forwards SFAHR o S ———
necessary? FPPS to SF 52 to HR exits FPPS g
ensure Director LIl R
HR Director
accuracy
4
NO
SFAHR
SFAHR SFAHR forwards
SFA HR stamps
. R Direcor o [/ s
d g 9 signature on ploy / exits FPPS
personnel change SF Relations
S \ control sheet S
action 52 Specialist at
HRG

3/11/2002

»

SFA HR files copy
of control sheet in 6.5.3
employee's
personnel folder

26



A/
_(

A Payroll Admin "As-Is" Process (6.5.3)

Mﬂ} Detailed -- Payroll System Management (Discharge)

NO

SFEA Employee
Relations
Specialist
gives SFA HR
copy of
decision legter?

6.5.2

SFA HR asks
employee to pay
back/return
property that is
still outstanding
and employee
complies with
request

SFA HR files copy
of decision letter
in employee's
personnel folder
and forwards
copy to HRG's
Employee
Relations team

SFA HR sends
control sheet to

A

HRG's Employee
Relations team

SFA HR completes
Frick Form and
mails to Frick
Company to allow

SFA HR notifies
Office of the
Inspector General
(OIG) and other

for unemployment
claims

J\

persons who
need to remove
employee from
various systems

five days from
OIG or other
persons
notified?

NO

SFA HR stamps
HR Director's

SFA HR completes

Employee
Relations
Specialist
launches
and logs on
to FPPS

@ ;

[
L/

signature on
Clearance Form

bottom portion of
Clearance Form

SFA HR mails

SFA HR files copy
of Clearance Form

copy of Clearance
Form to employee

Employee
Relations
Specialist
selects
'FPPS
Production’

Employee
Relations
Specialist
verifies
effective
date and
nature of
action cod

3/11/2002

v

/Em{pmyee/

Relations
Specialist enters

Employee
Relations
Specialist
selects
'processing
personnel
actions'

legal authority
code by
referencing Guide
to Processing
Personnel Actions

Employee
Relations

in employee's
personnel folder

A

SFA HR sends
original Clearance
Form to Records

Section at HRG

Specialist enters
reason for
discharge in notes
section

v

Employee
Relations
Specialist
selects
screens he/
she wants
to view

Employee
Emplc_)yee Relations
Relations tols
iali Specialist
Specialist
> selects
selects emploves's
'process SF ploye
' name in
52
queue
Employee
Employee Relations
Relations N fSpeCIaLI‘St
Specialist enters » glr:W':_:'slzrt s
SF 50 signature AZR (o]
code and SF 50 R
Technician

signature date

v

Employee
Relations
Specialist
exits FPPS

)4

¥ o)

6.5.4
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Payroll Admin "As-Is" Process (6.5.4)

Detailed -- Payroll System Management (Discharge)

6.5.3

Employee
Relations
Specialist mails SF
2819 to employee
(Notice of
Conversion
Privilege)

S

SFA HR files SF
50 in employee's
termination file

Employee
Relations
Specialist
forwards
discharge
paperwork from
SFA HR to A&R

SFAHR
launches
and logs on
to FPPS

SFAHR
selects
'FPPS
Production'

3/11/2002

I

SFA HR enters
'EDM1' code

SFAHR
selects
‘distribution
table main-
tenance'

A

SFAHR
selects
‘delete
distribution
entry’

)4

6.5.5

28



//\ Payroll Admin "As-Is" Process (6.5.5)

M% Detailed -- Payroll System Management (Discharge)

6.5.4

3/11/2002

SFA HR enters
employee's Social
Security Number

e / SFAHR
) } exits FPPS
delete
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Payroll Admin "As-Is" Process (6.6.0)

Summary -- Payroll System Management (Death)

START

Employee
Relations 661'662
””””””””””””” Employee NN I i
Employee Relations SR eclee::tilgl?sst health and life ;
Relations Specialist coen letes insurance and |
Specialist completes A gnc de3|gr)at|on of SFA HR |
» Employee dies » computes death 'Certified Ch%ckligt — benef|0|ary. fprms > initiates SF >
benefits Summary of for from Official 52 ;
calculation using Federal Immediate Personnel Folder 3
FRC Calc Service' Retirement: and atta 3
usi or| 0 death i
,,,,,,,,,,,,,,,,,,,,,,,,,,,, using ESI —package 4
2 days
6.6.3 .6.3 6.6.3 6.6.3
S — Employee : _ ,, ‘ }
e i Empioyee Rerations ! ! !
SFAHR Sgﬁﬁgs (?fott;]ﬂ:s w Rglgtions Specialist mails ‘ w
forwards Inspector General | | Specialist sends FE-6 Form, SF | - 3 Employee
SF 52 to (OIG) and other || sympathy letter 1153, TSP 17 3 3 Relations
Employee ———p with estimate of Form and | | Specialist
Relations e g available benefits Application for | | | processes
Specialist at R to survivors and Death Benefits to | | | SE 52
HRG employee from beneficiari survivor i |
various systems \/aues\ beneficiaries
2 days (continued) 1 day 5-60 days 3 days
6.6.4 6.6.4-6.6.5
Employee
Empl .
ReI':ajltci)())/r?se R_elgtlons o
Specialist Specialist ma}kes removes
RS copy of entire employee's
SE 52 to death package to pay code
A&R NS UL Sl from FPPS
TedmicEnm and beneficiaries/

survivors

3/11/2002

3 days (continued)

1 day
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gﬁ\ Payroll Admin "As-Is" Process (6.6.1)
Mﬂ} Detailed -- Payroll System Management (Death)

START

Employee Employee
Empldyee Relations Empldyee Relations Employee
Relations L Relations L -
. Specialist learns Il Specialist Sl Relat_lor_ls
Employee dies > \ » computes death launches > Specialist
about employee's . computes
: benefits o . and logs on selects
death from family, . . estimation of life 0 0
friend or SFA HR calculation using A — to ESI new case
FRC Calc software
Y
See Exclusions on
Flow Overview
- Employee /E// Employee ’
oves Relations mployee Relations Relations =
Relations mployee o lati SaaEls: wi Specialist Relations
Specialist enters Relations Specialist REEITES pecialist prints selects Specialist enters
! iF selects Specialist enters Certified Summary : P :
employee's name, Specialist YES , s » . . Agency info in required
; ; Certified info in required of Federal Service - g
Social Security selects s Checklist fields and
: : Summary of fields and and adds to death
Number, date of CSRS"? for completes Agency
birth, phone, Federal completes package Immedlate Checklist for
Service' Certified Summary >
and address A orrederal service Retirement
NO
Employee
Relations
Specialist
selects
'FERS'
Employee oyee /l:// Employee
R(_eldtlons_ Relat_lor_ls e e R(_eldtlons_ Emplc_)yee
Specialist prints Specialist Relations Specialist prints Relations
Agency Checklist selects e Agency Specialist asks
for Immediate IEm_ponee ha‘i '‘Agency > S_pfe c_|aI|st edte:]s Certification of » agency payroll to ——»
Retirement and ife insurance? Certification in ‘f{ "I‘dreq“'c;e Insurance Status sign the Agency
adds to death o 10 £l and adds to death Certification of
packa | completes Agency packa | Stai
\/g&\ ni:;r: ]n:e Certification of \/g%\ MEIEITEE SEulE

3/11/2002

Insurance Status

@

6.6.2

A
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g{{x Payroll Admin "As-Is" Process (6.6.2)
>

Detailed -- Payroll System Management (Death)

Employee

Relations

X n )

health and life Sl
insurance and A {F Employee
Sl s designation of el Relations SFA HR completes SFAHR
6.6.1 > Relations » beneficiary forms alifstsies Geelln Specialist control sheet launches
7 Specialist i A i benefits pecialls and logs on
p g
) from Official ] requests SFA HR
exits ESI calculation to v to FPPS
Personnel Folder death package to initiate SF 52
and attach P 9
to retifement J\
package
SFAHR
ieis selects et il SFAHR
FPPS > 'requesting initiate SF > ‘emplovee selects » employee's Social
Production’ BRI 52' Igss¥ EEET S Rl
action' by referencing
ED's Alpha Roster
SFAHR
selects 'no’ ve?ilf:iésHtEat SFAHR
SFA HR enters o will not fill the address o Incorrect YES » o forwards
effective date and this position in FPPS i address? SFA HR enters the 7 SF52toHR
additional contact at a later o tls correct address Director
information date COLES
A
NO
SRS U SFAHR Sl S SR SFA HR stamps
launches selects selects } ,
c N SFAHR and lods on selects o requestin o 'sign/ HR Director's
exits FPPS g 'FPPS d g g signature on
LIl R Production’ PEEEE] EIEMEE EIF control sheet
HR Director action’ 52'
3/11/2002

¥ o)

6.6.3
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Payroll Admin "As-Is" Process (6.6.3)

Detailed -- Payroll System Management (Death)

SFAHR
fglr:wsazriios SFA HR files copy
6.6.2 SFAHR of control sheet in
> Employee » . > ;
- exits FPPS employee's
AL ersonnel file
Specialist at P
HRG
Employee
Relations Emplovee Employee
Specialist sends ploy Relations
Relations

SFA HR sends
original control

Specialist mails

sympathy letter
with estimate of
available benefits

to survivors and

Employee
Relations
Specialist makes
house visit to
assist survivors/
beneficiaries in
completing forms

?

Employee
Relations
Specialist
launches
and logs on
to FPPS

A

beneficiaries FE-6
Form for FEGLI

Specialist mails

J\

beneficiaries SF

sheet to Employee
Relations
Specialist at HRG

SFA HR completes
Frick Form and
mails to Frick

Employee
Relations
Specialist mails

1153 for unpaid
compensation

J\

Company to allow
for unemployment
claims

SFA HR notifies
Office of the

(OIG) and other

\/\

Employee
Relations
Specialist mails
survivors and

beneficiaries TSP
17 Form

\/\

beneficiaries
Application for
Death Benefits

J\

persons who
need to remove

employee from
various systems

Inspector General

Employee
Relations
Specialist
selects
'FPPS
Production’

Employee
Relations
Specialist
selects
'processing
personnel
actions'

3/11/2002

v

Employee
Relations
Specialist
selects
‘process SF
52'

__ Employee
Relations
Emplovee Specialist mails
ploy FE-6 Form,
Relations -
S . beneficiary forms
Specialist reviews > h
and all life
forms for .
completeness insurance _fqrms
from Official
Personnel Folder
to OFEGLI
Employee Employee
Relations Relations
Specialist Specialist
selects selects
employee's screens he/
name in she wants
queue to view

)4

YES

6.6.4
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Payroll Admin "As-Is" Process (6.6.4)

Detailed -- Payroll System Management (Death)

6.6.3

Employee
Relations
Specialist
verifies
effective
date and
nature of
action cod

\ 4

/EW

Relations
Specialist enters

R

Employee
Relations

legal authority
code by
referencing Guide
to Processing

Personnel Actions

Specialist enters
SF 50 signature
code and SF 50
signature date

Employee
Relations
Specialist
forwards
SF 52 to
A&R
Technician

Employee
Relations
Specialist
exits FPPS

v

Employee
Relations
Specialist submits
employee's
Official Personnel
Folder to A&R
Technician

(o

Employee
Relations
Specialist files
copy of signed SF
50 in employee's
Official Personnel
Folder

A

3/11/2002

Employee
Relations
Specialist returns

4

employee's
Official Personnel
Folder to Records
section for filing

Employee
Relations

4

[ Empioyee
Relations
Specialist mails
complete death

Specialist mails
copy of SF 50 to
SFA HR

4

package to NBC in
Denver (death
certificate,
Application for
Death Benefits)

Employee
Relations
Specialist mails
complete death
package to
beneficiaries/
survivors

NBC in Denver
logs employee

death

6.6.5
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Payroll Admin "As-Is" Process (6.6.5)

Detailed -- Payroll System Management (Death)

6.6.4

3/11/2002

NBC in Denver
sends check for
unpaid
compensation to

NBC in Denver
attaches pay

» history to death
package and

beneficiaries sends to OPM
SFAHR SFAHR
selects selects
SFA HR enters td'a”bu“.on ¥ di di')et?
'EDM1’ code able malrl1- istri ut'lon
tenance entry’

v

SFA HR files copy
of SF 50 in
employee's

termination file

SFAHR
launches
and logs on
to FPPS

SFA HR enters
employee's Social
Security Number

A

SFAHR
selects
‘delete’

A

SFAHR
selects
'FPPS @
Production’
SFAHR o
exits FPPS '( END >
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Payroll Admin "As-Is" Process (6.7.0)

Summary -- Time & Attendance

START

YES

6.7.1

Payroll
Coordinator enters
into FPPS total
daily hours from
employee's master
two week
L schedule |

3 days

Payroll

6.7.2-6.7.4

timekeepers
and
certifiers as
reminder to
forward
payroll data
to FPPS at

3 days

3/11/2002

6.8.1

36



~@~ Payroll Admin "As-Is" Process (6.7.1)

Detailed -- Time & Attendance

START

Does emplo
have existing
master
schedule?

YES

NO

Employee
changing
master
schedule?

YES b

Employee
completes Work
Schedule Request
Form

\/_\

NO
Payroll
Payroll Coordinator Coz?é’iﬂmr
Coordinator selects Payroll selects
S'Ii::?s;s > cII:angti to »! Coordinator enters Y altemative
oo & ernaklve employee's Social work
roduction Wens. Security Number schedule'
schedule
Payroll Payroll Payroll
. - COOFF'”fltOI' Coorldlntator Payroll Coordinator enters
»  se edCtS _sfl Ees » Coordinator enters| ™| total daily hours in
recfocrj tolur c ?ng'l?A' employee's Social employee's master
of duty s ic] Security Number two week
schedule

3/11/2002

v

Employee submits Payroll
Work Schedule Coordinator
Request Form to » launches @
Payroll and logs on
Coordinator to FPPS
Payroll Pay_roII
Payroll Coordinator enters o Coordinator o
Coordinator enters " weekly hours for 7 . SelEEs > B
effective pay employee's master updgte 'm,'
period two week mediately
schedule
Payroll
Coordinator
verifies that Payroll payrol
total hours o/ Coordinator »/  Coordinator o 6.7.2
entered for / selects v e "
two week 'save' exlts
schedule
are correc
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% Payroll Admin "As-Is" Process (6.7.2)

Detailed -- Time & Attendance

YES

YES

$
¢ ENENE

6.7.3

3/11/20 38



Payroll Admin "As-Is" Process (6.7.3)

Detailed -- Time & Attendance

6.7.2

timekeepers
& certifiers
as reminder
to forward
payroll data
to NBC at

@
A 4

Payroll
Coordinator
emails
timekeepers
& certifiers
as reminder
to forward
payroll data
to NBC by
first day of,

3/11/2002

next pay
period

39



ﬁ% Payroll Admin "As-Is" Process (6.7.4)

Detailed -- Time & Attendance

6.7.3

3/11/2002

40



Payroll Admin "As-Is" Process (6.8.1)

Detailed -- Payroll Processing

—Payrol——

Coordinator calls/
visits those
certifiers that
have not
forwarded payroll
data to NBC in
Denver as
reminder

6.7.4 YES

1-2 days

Payroll
Is certifier Coordinator 6.8.2
easy to YES—» notifies certifiers e
contact? of situation by
phone
NO
Payroll
Coordinator 6.9.1

notifies timekeeper
of situation by
phone

1-2 days (continued)

3/11/2002 41




Payroll Admin "As-Is" Process (6.8.2)

Detailed -- Payroll Processing

6.8.1

3/11/2002

Payroll
Coordinator faxes
completed
Amended Time &
Attendance
Report to NBC
Payroll Operations
staff

1-2 days (continued)

6.9.1
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Payroll Admin "As-Is" Process (6.9.1)

Detailed -- Paycheck Distribution

6.8.1

3/11/2002

Employee uses
direct deposit?

Department of
Treasury cuts
paychecks and
mails to
employees

YES b

Department of
Treasury

Federal Reserve

transfers payroll routes payroll data

data to Federal to banks
Reserve

6.10.1

1 day

Banks process
payroll deposit
and employees
receive
compensation

1 day (continued)

6.10.1

43



% Payroll Admin "As-Is" Process (6.10.1)

Detailed -- Leave & Earnings Statement

6.9.1

1 day

3/11/2002

6.11.1

44



Payroll Admin "As-Is" Process (6.11.0)

Summary -- Payroll Corrections

6.10.1

6.11.1

Leave

discrepancy o

small
timekeeper
error?

YES

3-4 days

6.11.2
,,,,,,,,,,,,,,,,,,
Coordinator

Pay_roll completes anroll
Coordinator Amended Time & Coordlnator_faxes
addresses Attendance Amended Time &

problems that Report and gets Attendance

directly affect supervisor's Report to NBC in

employee's pay \W\ Denver

1 day

Timekeeper/

YES

6.11.3-6.11.4

| 6.12.1

3-4 days

3/11/2002
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Payroll Admin "As-Is" Process (6.11.1)

Detailed -- Payroll Corrections

6.10.1

Leave
discrepancy?

YES

Small
timekeeper
error?

3/11/2002

Payroll
Coordinator
forwards problem
to timekeeper for
him/her to resolve

YES

6.11.3



Payroll Admin "As-Is" Process (6.11.2)

Detailed -- Payroll Corrections

6.11.1

3/11/2002

Payroll Coordinator
addresses
problems that
directly effect
employee's pay

Payroll Coordinator
compares
timesheets to
Leave & Earnings
Statement

Payroll
Coordinator
completes
Amended Time &

44
!

Attendance
Report

J\

Department of
Treasury cuts
paychecks and
mails supplemental
paycheck to
employee

: )

Payroll Coordinator
faxes Amended
Time & Attendance
Report to NBC in
Denver

routing




ﬁ%} Payroll Admin "As-Is" Process (6.11.3)

Detailed -- Payroll Corrections

6.12.1

3/11/2002

48



Payroll Admin "As-Is" Process (6.11.4)

Detailed -- Payroll Corrections

6.11.3

3/11/2002

Employee reports
error to Payroll
Coordinator

Payroll
Coordinator
identifies problem

Payroll
Coordinator
completes
Amended Time &

Attendance
Report

\/\

routing

Department of
Treasury cuts
paychecks and
mails supplemental
paycheck to
employee

Payroll
Coordinator faxes
Does error Amended Time &
affect pay? YES™™ " Attendance ' ( A >
Report to NBC in
Denver
NO
v
Payroll
Coordinator mails
Amended Time &
Attendance
Report to NBC in
Denver
6.12.1




Payroll Admin "As-Is" Process (6.12.1)

Detailed -- Tax Pay & Filing

6.11.3 &
6.11.4

3/11/2002

Year round

At end of

using FPPS

NBC Taxes

employee

Late December

January

January-April

YES

January-April

50



% Payroll Admin "As-Is" Process (6.13.0)

Summary -- Payroll Information Maintenance

6.13.1-6.13.3

YES

1/2 hour

6.13.4

YES»

Payroll
Coordinator gives
employee
necessary
form(s)

\/\

Payroll
Coordinator mails
completed form(s)
to NBC in Denver

1 week

1 week (continued)

6.13.5

YES

Payroll
Coordinator enters
new address into
FPPS

NO

1/2 hour

3/11/2002

END

51



% Payroll Admin "As-Is" Process (6.13.1)

Detailed -- Payroll Information Maintenance

START

6.13.2

3/11/2002 52



% Payroll Admin "As-Is" Process (6.13.2)

Detailed -- Payroll Information Maintenance

6.13.1

3/11/2002 53



% Payroll Admin "As-Is" Process (6.13.3)

Detailed -- Payroll Information Maintenance

6.13.2

|

3/11/2002 54



Payroll Admin "As-Is" Process (6.13.4)

Detailed -- Payroll Information Maintenance

6.13.1

YES—

Payroll
Coordinator gives
employee state
tax withholdings
form

\/\

Payroll

Coordinator mails
completed form to
NBC in Denver

YES

Payroll
Coordinator gives

employee Direct
Deposit Sign-Up
form

\/\

3/11/2002

Payroll
Coordinator gives
employee W-4
form

\/\

completed form to

Payroll
Coordinator mails

NBC in Denver

Payroll
Coordinator mails
completed W-4
form to NBC in
Denver

6.13.5

YES
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Payroll Admin "As-Is" Process (6.13.5)

Detailed -- Payroll Information Maintenance

Payroll
Coordinator refers
employee to
Admin Officer

6.13.4

Earnings
Statement?

Employee Employee Payroll Payroll
views wants to Coordinator Coordinator
> Leave & change YES launches > selects » B
Earnings address? and logs on 'FPPS
Statement ’ to FPPS Production’
NO
Payroll Payroll /
Coordinator Payroll Coordinator CoF(;?(ilirr?:tor Payroll Payroll
B » selects > Coordinator enters selects g selects | Coordinator enters > P ayroll Coordinator
‘change \ : type of , , - Coordinator enters exits FPPS
address' employees Social address change effective date of new address
Security Number change

3/11/2002

\ 4
END

56



