September 2010

MANUAL CONVERSION OUT
USERS GUIDE

Physicians and Dentist Pay Plan (PDPP)

This guide provides information to assist in processing conversion actions for DoD Physicians
and Dentists who are currently covered under GS/GM. The conversion will be to GP (equivalent
to GS) or GR (equivalent to GM) pay plans.
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Section I: General Information

1. Reference Material — The following reference material is available to help users
throughout the manual conversion process:

a.

Department of Defense Instruction Number 1400.25, VVolume 543, August 18, 2010
(DoD Civilian Personnel Management System: Pay Plan for DoD Civilian Physicians
and Dentists Covered by the General Schedule.

DoD Directive 5124.02, “Under Secretary of Defense for Personnel and Readiness
(USD(P&R)),” June 23, 2008

Volume 543 of DoD Instruction 1400.25, “Pay Plan for DoD Civilian Physicians and
Dentists Covered by the General Schedule,” December 8, 2008 (hereby cancelled)

Title 5, United States Code

Sections 7421, 7422, 7431(c), 7431(e)(2)-(4), 7431(f), 7431(h), and 7455 of title 38, United
States Code

Section 1599c of title 10, United States Code

Delegation Agreement Between the Office of Personnel Management and the Department of
Defense, “Concerning the Use of Certain Personnel Authorities for Healthcare Occupations,”
July 31, 20061

DoD Instruction 5105.18, “DoD Intergovernment and Intragovernmental Committee
Management Program,” July 10, 2009

Pages 39734-39736 of Volume 74, Number 151, Federal Register, August 7, 2009

Parts 511, 530, and 531, of title 5, Code of Federal Regulations

2. Manual Review of each GS/GM Position

C.

Each GS/GM position will need to be individually reviewed to determine the appropriate
Position Title, Pay Schedule, Occupational Series, Grade, and Target Grade (information
will be identified in the position used for conversion).

Eligible DoD civilian physicians and dentists are full time or part time with at least 20
hours per pay period at GS-15 and below or equivalent, who provide direct patient care
services or services incident to patient care.

Corrections to the position must be made prior to processing the conversion out action.

3. Position required for Conversion (GR or GP)

a.

b.

Once the manual review process has been completed (Step 2 a & b above), a position will
be required for conversion of the GS/GM individual.

Quick copy the GS/GM position and change necessary data elements for the GP or GR
position. See Section 11l for more information.

Salary entries for Pay Plan GP are Grades 11 through 15, Steps 01 through 10 and Pay
Plan GR, Grades 13 through 15, Step 00.

4. Manually Converting Employees out of GS/GM Pay Plans

Components will use the NOA 890 to process the conversion action. See Section 111 for
more information.
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Section I1: Creating the GP/GR Position

1. Quick Copying from a GS/GM Position
Navigation Path: Work Structures / Position / Description

a. To convert existing 0602/0680 GS/GM positions, quick copy existing position with a
start date that is before the effective date of the conversion into pay plan GP/GR. To
quick copy the position, select Others.

O Position K
VEEDF 602.DF-PHYSICIAN .634179.NV11.APPR
il W Rz ooz 5

Position Details

Start Date  (LEEII[RRIR

Date Effective Mame |DF-602.DF PHYSICIAN.634179.HV11.APPR

Type [Single Incumbent W Permanent = Zeazonzl
Organization & Job

Orgamzahun NAVAL POST GRADUATE SCHOOL Proposed End Date ‘

0602.Medical Officer {0602) Froposed End Date

Status |Active Start Date |12-JUL-2006 Proposed End Datel ]
Location (062250053 Status [Valid

Effective Dates
From [22-JAN-2007 To | Further Info [lot]

{Hmng Status

Walidate(Z) Occupancy Extra Information

WES DF 602.DF-PHYSICIAN.634179.NV11.APPR
Ui LliE)

Start Date |13

Date Effective Name DF-602.DF-PHYSICIAN.634179.NV11.APPR

Type Single Incumbent [ViPermanent 1 &easanal
s X

( Organization & Job

Organization | NAVAL POST GRADUATE ScHkdd
Job |0602.Medical Officer (0602)

i

{Hiring Status

Status Start D

Location (062250053 Event Histary
Executive Office of the President
[‘ Effective Dates

Manpower Information
From |22-JAN-2007 To [ Mational Defense University

Many

Walidate(Z) Occupancy

Requirements
S University Of Health Sciences
Wirtual Position
Washington Headguarters Service
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c. Inthe Quick Copy Position Window — select the Add radio button under Hierarchy
Options Section.

22010

Quick Copy Position

Attributes

DF-602.DF-PHYSICIAN.634179.NV11.APPR
12.JUL-2006
NAVAL POST GRADUATE SCHOOL NV1162271 01

0602.Medical Officer (0602)

erarchy.

Note: Self Service Hierarchy — Once the manual conversion action has been processed,
the self service hierarchy must also be updated to reflect the new position. This can be
done utilizing the Mass Self Service Hierarchy Process or through individual Position
Description - Reporting To Form.

d. Change the Start Date — Start date must be at least one day prior to the effective date of
the conversion action the user wishes to process.

Quick Copy Position

Original Position Attributes

F-602.DF-PHYSICIAN.634179.NV11.APPR
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e. Once all the necessary changes have been made, select <Copy>

Quick Copy Position

DF.602.DF-PHYSICIAN.634179.NV11.APPR
12-JUL-2006
NAVAL POST GRADUATE SCHOOL NV1162271 01

lut: 0602.Medical Officer {0602)

Hierarchy Options
Please select an option for NEW position in Self Service Hierarchy.

New Position Attributes
0 art

Cancel

f. Either print a copy of the notice or make a note of the new position created or sequence #
and click <Close>.

Position(s) Created From Quick Copy

Position Copied

DF-602. HYSICIAN.634179.NV11.APPR

New Puosition(s) Created

DF-602.0F-PHYsICIAN.738859.Nv11.APPRIN [

NOTE: The New Position(s) need to be validated. v
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g. User will receive a print decision box, click <OK>

Position(s) Created From GQuick Copy

Puosition Copied

DF602.DF-PHYSICIAN 634179.NV11.APPR

New Puosition(s) Created

DF-602.DF-PHYSICIAN.738859.NV11.APPR

Cancel

HOTE: The New Position(s) need to be validated.

Editing/Validating the Position

Once the position has been quick copied, user must query the new position, make necessary
changes, and validate position.

a. Query Position - To query the new position, <F11> search by the new position sequence
< Ctrl F11>.

(O Position

Sl gz BUnder
Position Details
Start Date .
Date Effective Name |..738859%|
Type ¥ Permanent " Seasonal
Organization & Joh
Organization Proposed End Date ]
Job Proposed End Date

{ Hiring Status

Status Start Date Proposed End Date }
Location | Status
Effective Dates
{ From [ I To [ ] ] Further Info [ |_ ]

Yalidate(Z) I Occupancy I Extra Information I “Work Choices I Others...
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b. Invalid Status — Notice the copied position status is ‘Invalid’

WEWES DF 602.DF-PHYSICIAN.738659. Ny11.APPR
Sz Sl o Fhaizi Aozl Fuilirs et
Position Details
Start Date | IIBESSREIR(

Date Effective Mame |DF602.DF-PHYSICIAN.738859.NV11.APPR

Type |Single Incumbent I Permanent I~ Seasonal

Organization & Joh
Organization |NA\ML POST GRADUATE SCHOOL Proposed End Date

Job |I]ﬁl]2.h|'|edica| Officer {D602) Proposed End Date .

Status |Acti\re Start Date |D1JAN201D Proposed End Date

Lacation |062250053
Effective Dates

Fraom ||]1JAN-2|]1|] To |

Yalidate(Z) Occupancy Extra Information WWork Choices Others...

{ Hiring Status

c. Date Track — To make changes to the position, user must Date Track to the date the
position was effective.

B0
REWEN D F 602.DF-PHYSICIAN.738859.Mv11.APPR
i) Uiz Flaizii gzl =

Pasition Details

Start Date |01-JAN-2010

Date Effective Name [DFﬁ[IZ.DFrPHYSICIAN.?SHHSS.N\M1.APPR

Type |Single Incumbent B rmanent [1Zeasonal

[ Organization & Joh

Organization [NAVAL POST GRADUATE SCHOOL NV1] Froposed End Date
Job [l]ﬁl]Z.Medical Officer (0602) ] Proposed End Date
Hiring Status —— F=om. ate A X|
Status  Active
Location 062250053 f A ~AN-Z010] ] _3D-SEP-2IJ1I]

“alidate(s] l DECupancy utra Inforrmation

d. Position Data Fields — The following position data fields will need to be changed in
order to change a quick copied position from GS/GM to GP/GR.

e Position Description No. and Title
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Navigate to Date Effective Name from the Position Details screen and make
changes, if necessary.

Start Date  01-JAN-2010

Date Effective Name [DF-ﬁ[IZ.DF-PHYSICIAN.HBBSEI.N\H1.AF'PR

Type Single Incumbent [ViPermanent [Seasonal
el

e Payroll DDF — Navigate to Extra Information > Payroll DDF. For DoD
Physicians and Dentists who are converted to pay plans GP and GR, DFAS
payroll (DCPS) requires a value of “K” for the T38 Indicator.

Enter ‘K’ in the T38 Indicator data field.

Type
Multiple Agency Information
NSPS Conversion-Out
NSPS Information

#
1 Note: If ‘K’ is not entered in T38 Indicator data field and pay plans equal ‘GP’ or
‘GR’ and Occ Series equal ‘0602’ or ‘0680°, then the T38 Indicator data field will
be autopopulated with ‘K’ when user validates the position.

e US Federal Valid Grade Info DDF — Navigate to Extra Information > US
Federal Valid Grade Info DDF.
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Salary entries for Pay Plan GP are Grades 11 through 15, Steps 01 through 10 and
Pay Plan GR, Grades 13 through 15, Step 00.

User will need to make the following data field changes:

— Valid Grade — Change to GP (if From Pay Plan equals GS) or GR (if
From Pay Plan equals GM) pay schedule and grade

— Target Grade — Change to GP (if From Pay Plan equals GS) or GR (if
From Pay Plan equals GM) pay schedule and grade (optional)

— Pay Table ID — Change to 0000, if current value is not equal to 0000

— Clinical Specialty — Enter Clinical Specialty value or select value from
LOV

— Phys and Dent Pay Range Table — Click on the LOV button and Pay
Table value will autopopule based upon the Clinical Specialty selected

— Physician and Dentist Tier — Enter Tier value or select value from LOV

US Federal Positio
US Federal Positio

US Federal Positio
US Federal Positio
US Federal Valid ¢
US University of He|

Virtual Position

Washington Heady|

| [G5-13.65-13.00¢ e
"hy s ard Pay Table (GP, GR) No. PDT1

#
L’Z Note: All three segments (Clinical Specialty, Phys and Dent Pay Range Table,
and Physician and Dentist Tier) must be entered if pay plan is GP or GR;
otherwise, user will receive appropriate error message.
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e. Validate the Position

e Once all changes are made, select the Validate button.

(© Position. 0 10

DF-602.DF-PHYSICIAN.738859.NV11.APPR

Position Details

e E 01 -JAN-20 10

Date Effective Mams |DFﬁ[IZ.DFrPHYSICIANJHﬂﬂﬁS.NV11.APPR

Type |Single Incumbent W Parmanent = Seasonal

Organization & Joh

Organization |NAVAL POST GRADUATE SCHOOL Proposed End Date ‘

Job |I]502.Medical Officer {0602) Proposed End Date

Status |Active Start Date |01-JAN-2010 Proposed End Date ]
Location (062250053 Status |Invalid

Effective Dates
From |[I1JAN2V To | Further Infa t[or]

Yalidate(Z) K Qccupancy Extra Information Work Choices Others..

K
r

e At the Choose an option window, select the Correction button.

DF-602.DF-PHYSICIAN.738859.NV11.APPR

[
Position Details

Start Date |01-JAN-2010

Date Efective Name |DF-602.DF-PHYSICIAN.738859.NV11.APPR

Type |Single Incumbent B ermanent [1Seazonal

Organization & Joh
Organization  HAVAL bk
Job |D602.M¢
Hiring Status
Status @

Location |062250(]

Effective Dates
From |01-JAN

“alidate(Z)

e If there are no inconsistencies or errors in the position, the Status data field changes
from Invalid to Valid.
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O Position: 01-JAN-2010 e

WEEA DF 602, DF -PHYSICIAN.7386859.NV11.APPR
STz = F s

Paosition Details

e

Start Date  [IEEAUGEEN] |-

Date Effective Name |DF602.DF-PHYSICIAN.738859.NV11.APPR

Type .Single Incumbent W Barmanent = Sezzonal
Organization & Job
Organization |NAVAL POST GRADUATE SCHOOL Nw1 Proposed End Date
Joh |0602.Medical Officer {0602) Froposed End Date [

{Hiring Status

Status |Active Start Date  |{01-JAN-2010 Proposed End Date

]

[varia__ 4
Further Info [|OF]

Walidate(Z) I Occupancy I Extra Infarmation I Wyork Choices I Others...

Location |062250053 Status
[~ Effective Dates ]

From [01-JAN2010 To |

Section I1l: Manual Conversion from GS/GM to GP/GR

Physicians and Dentists who receive market pay as an element of their annual pay are not
eligible for Physicians Comparability Allowance (PCA). For Physicians and Dentists that are
receiving PCA, user will need to terminate entitlement before processing NOA 890 Misc Pay
Adj RPA to convert employee into pay plan GP or GR.

1. Terminating Physicians Comparability Allowance (PCA)

Navigation Path: People > Enter and Maintain > Assignment > Entries > Entitlement
#

L}Note: User must Date Track to at least one day prior to the effective date of the conversion
action to terminate PCA (i.e., If the conversion action is effective on 2 Jan 2010, then Date
Track to 1 Jan 2010.)

Verify that the Entitlement is Physcians Comparability Allowance by placing cursor on

Entitlement and click on <Entry Values> to open the window.

23 2010 Bi Week (24-0CT-2010 - 06

FEGLI R il 22-JAN-2007
Locality Pay or SR Suppl Recurring 22 JAN 2007
Retirement Plan Recurring 22-JAN-2007
Premium Pay Recurring 15-APR-2007
TSP R il 15-APR-2007
R il 29-APR-2007
ement Recurring 01-JAN-2010
Adjusted Basic Pay Recurring 31-JAN-2010
Basic Salary Rate Recurring 31-JAN-2010
Total Pay urring 31-JAN-2010

Within Grade Increase Recurring 31-JAN-2010 ~

4 T »
Entry Values Balance Grossup QOthers...
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Code data name should be Physicians Comparability Allowance. Click on X to leave the
Entry Values window.

. DFFranklin E)

Physicians Cum)an!J

]
|
]

Locality Pay or SR Supplemen

Retirement Plan

Premium Pay
TSP
Health Benefits

Entitlement

Adjusted Basic Pay

Basic Salary Rate
Total Pay

Within Grade Increase

The element entry does not need to be opened to accomplish the termination. After selecting
the Entitlement to be terminated, click the Red X.

1o Effective Dates
Element Marme 1 g an Frarm To

UL L IES22 JAN 2007

Locality Pay or SR Supplemen"Recuning LN B922 JAN-2007
Retirement Plan Recurring LN B922 JAN-2007
Premium Pay Recurring LINLN 15 APR-2007
TSP Recurring LINLN 15 APR-2007
Health Benefits Recurring LN 29 _APR-2007
Entitlement] Recurring LB IES01-JAN-2010
Adjusted Basic Pay Recurring LN B931 - JAN-2010
Basic Salary Rate Recurring LN B931 - JAN-2010
Total Pay Recurring LN B3 JAN-2010
Within Grade Increase Recurring LN B3 JAN-2010

The system will question the user’s intent to delete the entry with the following message.
Click <Yes>.
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Processing Types

23 2010 Bi-Week (24-0CT-2010 y
ification ® [onrecurring

Locality Pay or SR Supplemeni

Retirement Plan

Premium Pay

TSP

Health Benefits

Adjusted Basic Pay

Basic Salary Rate

Retirement Plan
Premium Pay

TSP

Health Benefits
Entitlement
Adjusted Basic Pay
Basic Salary Rate
Total Pay

Within Grade Increas

Elernent
FEGLI

Recurring

User will be prompted to specify whether the entry is to be end-dated or purged. Select the
<End Date> button to accomplish the termination.

The Entitlement entry disappears from the screen temporarily. Click the Save icon to
complete the termination action.

Effective Dates
Fram To
22 JAN 2007

|

Locality Pay or SR Supplement

Recurring

|

22 JAN 2007

Retirement Plan

Recurring

|

22 JAN-2007

Premium Pay

Recurring

|

15-APR-2007

TSP

Recurring

L

15-APR-2007

Health Benefits

Recurring

|

29-APR-2007

Adjusted Basic Pay]

Recurring

|

31-JAN-2010

| Basic Salary Rate

Recurring

|

31-JAN-2010

Total Pay

Recurring

|

31-JAN-2010

Within Grade Increase

Recurring

31-JAN-2010

Entry Walues Ezlance Grossup
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Ctrl F11 to refresh the view to see the end-dated Entitlement entry

artis, DFFranklin E)
Processing Types

2y 23 2010 Bi-Week (24-0CT-2010 - 06|
on

_ Element Name
| IFEGLI| urring LR IRS22 AN 2007
| |Locality Pay or SR i LN 22 JaN 2007
Retirement Plan Recurring LR B822 JAN-2007
Premium Pay Recurring LR LI 15 APR 2007
TSP Recurring LN 815 APR-2007
Health Benefits Recurring LN IE79 APR-2007
Entitlement Recurring LN B01-JAN-2010 27-0CT-2010
Adjusted Basic Pay Fﬂecuning L]
Basic Salary Rate Recurring LN B831-JAN-2010
Total Pay Recurring LR B31.JAN-2010
Within Grade Increase Recurring LN B31-JAN-2010

ive Dates
To

Processing NOA 890 Misc Pay Adj Conversion Action for Pay Plans GP and GR

Navigation Path: Req Personnel Action >Salary Change > Pay Adjustment

& I avigator - US Federal HR Manager

Functions
Req Personnel Action:Salary Change:Change to Lower Grade, Level or Band

Change to Lower Grade

Return to Duty Top Ten List
RIF Exception 1. PER Quickcodes: Special
- Salary Change 2. Define User Values
Change to Lower Grade, L 3. Requests: Submit
Pay Adjustment - Position 4. Define Position
Denial of Within-Grade Inc 5. Payroll 500 format
6
7
8

Exemplary Performance A . Combined Person & Assignmeni
. Federal HR Process Log
. Define Position Hierarchy

Locality Pay
MD/DDS/Nurse Pay
Other Pa

Promotion
Irreg Performance Pay

User must enter the following information:

a. Requesting Info Tab - Complete Part B - Page 1 of RPA

User must enter the following information:

Block 4 — Effective Date of Conversion

Block 1 — Employee’s Name or

Block 2 — Employee’s Social Security Number
Block 5-A — 890 Misc Pay Adj
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e Block 5-C — ZLM and cleartext will be 38 USC 7431(e)

‘O Requestfor Personnel Action (Pay Adiustment, Rou

Change Family

Refresh

Reguesting Info

oup: CIWDODHR)

~ PART A - Requesting Office
1 Actions Requested

2 Reguest Mumber

[Fay Adjustment

3 For Additional Information Call (Full Mame)

Telephone Mumber 4 Prop. Eff Date  ASAP

|a

5 Action Requested By (Full Name)

Title Reguest Date

B Action Authorized By (Full Name)

Title Concurrence Date

- PART B - For Prej of SF 50

1 Last Narne First Name

Middle Marme

2 Social Security Number

3 Date of Birth

4 Effective Date

O PAReguUE:
~ FIRST ACTION
5-ACode  5-B Mature of Action

o0 | |Misc Pay Adj
5-CCode  &-D Legal Autharit

5-E Code

5-F Legal Authority

Pay Plan GP (equivalent to GS)

b. Position Data Tab — Page 2 of RPA

e Block 15— Position Title

Cther Citation SLEEIEIs 7431[9]‘

01-AUG-2010

Screen will populate the TO INFORMATION with the employee’s current position

© Request for Persannel Action {Pay Adjustment , Routin

Ermployes

Group:CYDODHR)

Mature of Action

[MiscPayaAdj |

Position Data

- FROM INFORMATION

MNumber Seqg Mo
|pFg02  [739251

7 Paosition Title
[DF-PHYSICIAN

- TO INFORMATION

Murnber Seq Mo
|- |pFs0z 739251

15 Position Title
DE-PHYSICIAN

14 Mame and Location of Position's Crganization

8 Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
|es |02 [11 |es |n602 11

11 Step or Rate 12 Tatal Salary 19 Step or Rate 20 Total Salary Awvard Uahd
01 |67,963.00 o1 |67,963.00

124 Basic Pay 128 Locality Adj. 12C Adj. Basic Pay 20A Basic Pay 208 Locality Adj. 20C Adj. Basic Pay
|50,287.00 17,676 67,963.00 |50,287.00 17,676 |67,963.00

12D Other Pay 13 Pay Basis 200 Other Pay 21 Pay Basis

| |Per Annum | |Per Annum

22 Name and Location of Position's Crganization

PROVOST'S OFFICE

PROVOST'S OFFICE

NAVAL POSTGRADUATE SCHOOL

NAVAL POSTGRADUATE SCHOOL

MONTEREY CA 93943-5000

MONTEREY CA 93943-5000

Enter the position title or a partial portion (i.e., Admitting Phys%) and select Tab or

Enter Key
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Paosition Data
~ FROM INFORMATION ~ TO INFORMATION ”

7 Position Title Mumher Seq Mo Position Title Number  Seg Mo
|pF-PHYSICIAN [preoz [raezs1 | |mPHYSH |~ |pFe0z (739251
8 Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
|6s |ng0z 11 |65 |og02 11
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary Aweard Lo
[o1 |67,963.00 o1 67.963.00
124 Basic Pay  12B Locality Adj. 12C Adj. Basic Pay 20A Basic Pay 208 Locality Adj. 20C Adj. Basic Pay
|50.267.00 17,676 67,963.00 |0.267.00 |[17.676 |67.963.00
120 Other Pay 13 Pay Basis 20D Other Pay 21 Pay Basis

|Per Annum | |Per Annum
14 Mame and Location of Position's Organization 22 Mame and Location of Position's Crganization
PROVOST'S OFFICE PROVOST'S OFFICE
NAVAL POSTGRADUATE SCHOOL HAVAL POSTGRADUATE SCHOOL
MONTEREY CA 939435000 MONTEREY CA 93943-5000

Select the new GP position from the LOV and select <OK>.

To Positions

Find gl Fhys %

Position Title | Occupied | Pay Plan | Occ Series | Grade | Organization Name

ADMITTING PHYSICIAN VES GF 06032 13 NAVAL POST GRADUA
- ADMITTING PH ! NO GP 11 NAVAL :

Page 16



September 2010

Misc Pay Adj

Requesting Info T Position Data IEmponee and Position Data Remarks and Address
FROM INFORMATION TO INFORMATION
7 Position Title Murmber Seg Mo 15 Position Title Mumber  Seqg Mo
[DF-PHYSICIAN [DF602 738251 |ADMITTING PHYSICIAN [pF602 |739252
g Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
l6s 0602 [11 6P 0602 11
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary Awrard Uaohd
01 67,963.00 |
124 Basic Pay 120 Locality Adj. 120 Adj. Basic Pay 204 Basic Pay 208 Locality Adj. 20C Adj. Basic Pay
50,287.00 17,676 67,963.00
12D Other Pay 13 Pay Basis 200 Other Pay 21 Pay Basis
| ‘Per Annum | |Per Annum
14 Mame and Location of Position's Organization 22 Name and Location of Position's Organization
|PROVOST'S OFFICE |PROVOST'S OFFICE
|NAVAL POSTGRADUATE SCHOOL |NAVAL POSTGRADUATE SCHOOL
|MONTEREY CA 939435000 |MONTEREY CA 93943-5000

| |
e Block 19 — Step or Rate

User must enter the determined Step in Block 19

upCIYDODHR)

IMature of Actio
Misc Pay Adj

Requesting Info T Fasition Data IEmpIuyee and Position Data Remarks and Address
FROM INFORMATION TO INFORMATION
7 Position Title Mumber Seqg Mo 15 Pasition Title MNumber Seq Mo
[DF-PHYSICIAN |DF 02 [739251 |ADMITTING PHYSICIAN [pFs02 |739252
8 Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan ¥ Occ. Code 18 Grade or Level
[ 0602 11 0602 11

11 Step or Rate 12 Total Salary
01 67,963.00

20 Total Salary Awward Lo
67,963.00) [

124 Basic Pay 128 Locality Adj. 12C Adj. Basic Pay 20A Basic Pay 20B Locality Ad). 20C Adj. Basic Pay

50,287.00 17,676 67,963.00 50,287.00 17,676 67,963.00
12D Other Pay 13 Pay Basis 200 Other Pay 21 Pay Basis

| |Per Annum | ‘Per Annum

|M Marme and Location of Position's Organization 22 Mame and Location of Position's Organization
|PROVOST'S OFFICE |PROVOST'S OFFICE

|NAVAL POSTGRADUATE SCHOOL |NAVAL POSTGRADUATE SCHOOL
|MONTEREY CA. 939435000 |MONTEREY CA 93943 5000

#

l’zNote: Basic Salary is derived from the general schedule pay table 0000, for the
assigned grade. If, for example, the employee has valid grade of GP-13 Step 04, the
basic salary will autopopulate will the value for GS-13 Step 04 from pay table 0000

e Block 20B - Locality Adj

Field is updateable and user must enter the approved designated Market Pay value.
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Market pay will integrate locality pay, Physicians Comparability Allowance (PCA),
any special salary rate, and other forms of compensation. The employee’s base pay
plus the market pay constitute the employee’s new Total Annual Salary.

Click <OK> and Adj Basic Pay and Total Salary are recalculated to include Locality
Adj value.

> Request for Personnel Acion (Pay Adjusiment , Routing Group: CRVDODHR)

E E Emgployes SEN Mature of Acticn
Misc Pay Ad] |

=P nig | Poastion Data Ermiploy nd Posdion Dai:
FROM INFORMATION - TO INFORMATION
7 Posation Tille: MNumber Seq No 15 Posation Trlle Number Sieq No
DF-PHYSICIAN  DFGO2 739251 ADMITTING PHYSICIAN DF602 739252
& Pay Plan - 9 0cc. Code 10 Grade or Level 16 Pay Plan 17 Oce. Code 18 Grade or Level
GS D602 o GP | D0z on |
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary  Award ~ UaM
01 ~ 67,963.00 | " 67.963.00 JLJ
124 Basic Pay 128 Localily Adj.  12C Adj. Basic Pay | 204 Basic Pay 208 Localty Adi. 20 Adj Basic Pay
50,287.00 276 67,963.00 50,207.00 @ 67,963.00
120 Ogher Pay 13 Pay Basis

~ Per Annum

14 Mamve and Location of Position's Oeganization

PROVOSTS OFFICE
NAVAL POSTGRADUATE SCHOOL [ 0k
MONTEREY (CA 93943 5000

#
i Note: The Adjusted Basic Pay and Total Salary cannot exceed the President Salary
(VX-00). If it exceeds the Adjusted Basic Pay cap, user will receive the following
error message.

amount to
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E Employea

Requestfor Personnel Action (Pay Adjustment, Routing

ADODHR)

Mature of Action

September 2010

FROM INFORMATION INFORMATION
7 Position Tille Murnber g 15 Position Title Mumber Mo
|DF-PHYSICIAN |DF 502 i - |umuz
& Pay Plan 9 Qce. Code 10 Grade or Level 16 Pay Plan 17 Oce. Code 18 Grade or Lovel
j11 GP n
11 Step or Rate 12 Tolal Salary 19 Stop or Rate 20 Total Salary Ayward Lok
7,963.00 n 100,287_00 [ 1]
124 Basic Pay 128 Localty Adj.  12C Adj. Basic Pay 204 Basic Pay 208 Locality Adj. 20C Ady. Basic Pay
s0.267.00 17,676 [67.963.00 150,267.00 50,000 |100,267.00
120 Qther Pay 13 Pay Basis 200 Cither Pay 21 Pay Basis
[Per Annum \Par Annum
14 Mame and Location of Position's Organization 22 Name and Location of Posilion's Organization
|
[PRWGS'I"S OFFICE PROVOST'S OFFICE
[H.IW'AL POSTGRADUATE SCHOOL |MUN. POSTGRADUATE SCHOOL
|MONTEREY CA 93943 5000 |MONTEREY CA 939435000

GR Pay Plan (equivalent to GM)

b. Position Data Tab — Page 2 of RPA

e Block 15— Position Title

Screen will populate the TO INFORMATION with the employee’s current position

Adjustment, Routing Group:CIVDODHR)

ersonnel Action (Pay

Employee SSN

Position Data

Nature of Action
isc Pay Ad

~ FROM INFORMATION TO INFORMATION
7 Position Title Number Seq No 15 Position 'I-’uﬂe Number Seq No
|MEDICAL OFFICER (PATHOLOGY) 00821 406734 - foos21 E#FJT
8 Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
[om 10602 115 ("] 0602 15
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary Award UoM
163,200.00 oo
12A Basic Pay 128 Locality Adj.  12C Adj. Basic Pay 20A Basic Pay 208 Locality Ad). 20C Adj. Basic Pay
140,692.00 112,508 [153,200.00
12D Other Pay 13 Pay Basis 20D Other Pay 21 Pay Basis
|Per Annum IPar Annum
14 Name and Location of Position’s Organization 22 Name and L of Position's Organization

ARMED FORCES INSTITUTE OF PATHOLOGY

ARMED FORCES INSTITUTE OF PATHOLOGY

CENTER FOR ADVANCED PATHOLOGY

CENTER FOR ADVANCED PATHOLOGY

DEPT INFECTIOUS & PARASITIC DISE PATH

IDEPT INFECTIOUS & PARASITIC DISE PATH

IGEOGRAPHIC PATHOLOGY DIVISION YCOA

IGEOGMPHIC PATHOLOGY DIVISION YCOA

[WASHINGTON, DC 20307

[WASHINGTON, DC 20307

Enter the position title or a partial portion (i.e., Admitting Phys%) and select Tab or
Enter Key
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September 2010

quest for Personnel Action (Pay Adjustment , R 3roup . CIVDODHR)

ORe
Employee Nature of Action
ot
B8 i Pay

} Position Data

RMATION

FROM 0 INFORMATI
7 Position Title Number Seq No 15 Position 1-’nlo INumber Seq No
[MEDICAL OFFICER (PATHOLOGY) (00821 ls0673¢ | |TUETIISER [~ Joosz1 " (406734
8 Pay Plan 3 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
|Gm 0602 115 ("] 10602 5
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary Award UoM
153,200.00 00
12A Basic Pay 12B Localty Adj.  12C Adj. Basic Pay 20A Basic Pay 20B Locality Adj. 20C Adj. Basic Pay
1140,692.00 [12,508 153,200.00
120 Other Pay 13 Pay Basis 20D Other Pay 21 Pay Basis
|Per Annum [ |Per Annum
14 Name and Location of Position’s Organizats 22 Name and Location of Position’s Organizati
/ARMED FORCES INSTITUTE OF PATHOLOGY ARMED FORCES INSTITUTE OF PATHOLOGY
CENTER FOR ADVANCED PATHOLOGY CENTER FOR ADVANCED PATHOLOGY
DEPT INFECTIOUS & PARASITIC DISE PATH DEPT INFECTIOUS & PARASITIC DISE PATH
|GEOGRAPHIC PATHOLOGY DIVISION YCOA |GEOGRAPHIC PATHOLOGY DIVISION YCOA
|WASHINGTON, DC 20307 [WASHINGTON, DC 20307

Select the new GR position from the LOV and select <OK>.

([} % DENTIST %

Position Title | Occupied | PayFlan \ Oce Series | Grade Organization Name =

Chief, Dentistry Branch YES 0002 TRICARE

DDF DENTIST (GENERAL) 15 MEMC WASH MNAVY ™

DDF DENTIST (ORAL SURGER'Y) 15 MAYAL POST GRADL
ER'MY MO GP 0620 13 I DL}

DDF DENMTIE

MAVAL HOSPITAL

MAVAL HOSPITAL
MAVAL HOSPITAL
NAVAL HOSPITAL
NAYAL HOSPITAL
NAYAL HOSPITAL
MAVAL HOSPITAL
3 MAVAL HOSPITAL

e Block 19 — Step or Rate
Pay Plan for GR is equivalent to GM, so the Step for this pay plan is 00.

;
LZNote: Since the TO INFORMATION is populated with the employee’s current
position, the step will remain 00 when querying the new position.

e Block 20A, 20B, 20C - Salary fields

There is no automatic pay calculation for Pay Plan GR. Fields are updateable and
user must enter Basic Pay (Block 20A), Market Pay (Block 20B) and Adj. Basic Pay
(Block 20C)
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September 2010

[~ Request for Personnel Action (Pay Adjustment , Routing Group:CIVD ODHR)

EE Employee

Position Data

- FROM INFORMATION

N

- TOINFORMATION

7 Position Title Number Seq No 15 Position Title _ Murnber Seg No
MEDICAL OFFICER (PATHOLOGY) 00821 406734  (TIANEIGNCONSIEEN | DDFOS 739436
B Pay Plan _ 90cc. Code 10 Grade or Level 16 Pay Flan 17 Occ. Code 18 Grade or Level
GM 060z 15 6R 0680 | [E
11 Step or Rate 12 Total Salary
00 153,200.00
12ABasic Pay 128 Locally Adj. 1
14069200 12,508
120 Other Pay 13 Pay Basis

 Per Annum

14 Name and Location of Position’s Organiza

ARMED FORCES INSTITUTE OF PATHOLO
CENTER FOR ADVANCED PATHOLOGY
\DERT INFECTIOUS & PARASITIC DISE PAT
|GEOGRAPHIC PATHOLOGY DIVISION YCOA
'WASHINGTON, DC 20307

Basic Salary (Block 20A) is derived from the general schedule pay table 0000, for
the assigned grade. If, for example, the employee has valid grade of GR-14, the basic
salary will be the GM calculated value for GS-14 from table 0000.

¢ Adjustment , Routing Group

SSN

Pogition Data

- FROM INFORMATION

CIWVDODHR)
Mature of Action

Misc Pay Ad)

TO INFORMATION

7 Position Title Number Seq No 15 Position Title Mumber Seq Mo
[MEDICAL OFFICER (PATHOLOGY) |00821 qua'm [DDF DENTIST (ORAL SURGERY)  |DDF.06 ﬁ
B Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
(7] 15 |6R 15

11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Aowrard Uokd

1153,200.00 00

12A Basic Pay 12B Locality Adj.  12C Adj. Basic Pay 204 Basic P B Locality Adj. 20C Adj. Basic Pay
[140,692.00 12,508 |153,200.00 |

12D Other Pa 13 Pay Basis 200 Other Pay 21 Pay Basis

I |Pnr Annum |Psr Annum

14 Mame and Location of Position’s Organization 22 Name and Location of Position's Crganization

IM.HEB FORCES INSTITUTE OF PATHOLOGY |PRO\I'OST'S OFFICE

|CENTER FOR ADVANCED PATHOLOGY [NAVAL POSTGRADUATE SCHOOL

|DEPT INFECTIOUS & PARASITIC DISE PATH [MONTEREY CA 93943.5000

|GEOGRAPHIC PATHOLOGY DIVISION YCOA |

[WASHINGTON, DC 20307 |

#
£ Note: The Basic Pay for GR Pay Plans cannot exceed the GP-15 Step 10 amount. If

it does exceed the amount, user will

receive the following error message.
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September 2010

Locality Adj. (Block 20B) - Market pay will integrate locality pay, Physicians
Comparability Allowance (PCA), any special salary rate, and other forms of
compensation. The employee’s base pay plus the market pay constitute the
employee’s new Total Annual Salary.

User must enter the approved designated Market Pay value.

ay Adjustment , Routing Group:CIVDODHR
SSN Nature of Action
Adj

st for Personnel Action (P

Employee

R ng Info. Position Data

FROM INFORMATION TO INFORMATION

- 7 Position Title Number Seq No 15 Posttion Title Number Seq No
|MEDICAL OFFICER (PATHOLOGY) [00821 [40673¢  [DDF DENTIST (ORAL SURGERY)  |DDF06 [1_366
8 Pay Plan 9 Occ. Code 10 Grade or Level 16 Pay Plan 17 Occ. Code 18 Grade or Level
[6m 15 |GR 115

11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary UoM

[153,200.00 oo

| 12ABasic Pay 12B Locality Adj.  12C Adj. Basic Pay 20A Basic Pay 208 Locality Agff POC Adj. Basic Pay

[140,692.00 [12,508 [153.200.00 [120,517.00 (20,000

21 Pay Basis
[Per Annum

22 Name and Location of Position's Organization

20D Other Pay

| 120 OtherPay 13 Pay Basis
[ | lPotAnnum

14 Name and Location of Position’s Organizati

ARMED FORCES INSTITUTE OF PATHOLOGY PROVOST'S OFFICE
CENTER FOR ADVANCED PATHOLOGY NAVAL POSTGRADUATE SCHOOL
 IDEPT INFECTIOUS & PARASITIC DISE PATH MONTEREY CA 93943 5000

 |GEOGRAPHIC PATHOLOGY DIVISION YCOA
[WASHINGTON, DC 20307

Adj. Basic Pay (Block 20C) — User must enter the the total of Basic Pay and Locality
Pay. Tab or hit Enter Key to calculate Total Salary (Block 20) with the same amount
as Adj. Basic Pay (Block 20C).
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| (Pay Adjustment , Routing Group:CIVDODI

SSN

HR)
Mature of Action

September 2010

FROM INFORMATION
7 Position Title

Position Data

Number Seq No

TO INFORMATION
15 Position Title

Nurmbar

’%‘%

|MEDICAL OFFICER (PATHOLOGY) 00821 406734 DF-06
& Pay Plan 9 Oce. Code 10 Grade or Level 16 Pay Plan 17 Oce. Code 18 Grade or Level
|Gra 115 |GR |15

11 Step or Rate 12 Total Sala

ﬁ 153,200.00

12A Basic Pay 128 Locality Adj. 12C Adj. Basic Pay
140,692.00 12,508 ﬁﬂmm

120 Other Pay 13 Pay Basis
|Per Annum

14 Name and Location of Position's Crganization

19 Step or Rate 20 Total Sal
ﬁ |1.|9,513- o0 |

20A Basic 208 Locality Adj
129,517.00 20,000

. Basi
1-!9 517,00

200 Other Pay 21 Pay Basis
|Per Annum

22 Name and Location of Position's Organization

/ARMED FORCES INSTITUTE OF PATHOLOGY PROVOST'S OFFICE
|CENTER FOR ADVANCED PATHOLOGY [NAVAL POSTGRADUATE SCHOOL
[DEPT INFECTIOUS & PARASITIC DISE PATH MONTEREY CA 93343.5000

|GEOGRAPHIC PATHOLOGY DIVISION YCOA

|wASHINGTON, DC 20307

#
L Note: The Adjusted Basic Pay and Total Salary cannot exceed the President Salary
(VX-00). If it exceeds the Adjusted Basic Pay cap, user will receive the following

error message.

amount ta

c. Employee and Position Tab — Page 3 of RPA

e Block 29 - Pay Rate Determinate (PRD)

Block 29 will autopopulate with 0. If the Adjusted Basic Pay falls within the range of
the tier table or equal to the minimum or maximum amout, then the PRD is 0.
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September 2010

Natwre of Action

EMPLOYEE DATA

23 Vetorans Proforence 24 Tenure 26 Vi Prefe for RIF
1 [Nome 1 [Permanent - Tenure Group 1 [No
27 FEGU 28 Annuitant Indicator 29 Pay Rate Determinant
@ Besiconly Ol o oo IR P T —
e s S (TR
32 Work Schedule 33 Pant-Time Hours Per Biweekly Pay Period
F [FullTime I
POSITION DATA
L o
R e e N )
37 Bargaining Unit Status 38 Duty Station Code 39 Duty Station (City-County-State / Overseas Location)

8898 Ineligible for Inclusion In 062250053  |MONTEREY / MONTEREY / CALIFORNIA

45 Educational Lavel 46 Year Deg. Alt. 47 Academic Disciplin 48 Functional Class
04 [High school graduate or cer | | | 11 [Research
49 Cits 50 Veterans Status 51 Status

1 US. Guizen, includes US. Na X NotAVeteran b ‘Noa-s-pmhry

If the adjusted basic pay exceeds the maximum of the tier pay range, user will receive
below error message upon update to HR.

If the adjusted basic pay is below the minimum of the tier pay range, user will receive
the below error message upon update to HR.

an the Tier Pay Tahle

Under certain conditions adjusted basic pay is permitted to exceed the maximum rate
in the range. When this occurs the PRD must be manually changed to C (Critical

Position Pay)
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ustment , R

t OOHRY
Employes I

Mature of »

- EMPLOYEE DATA

B [HmiscPayad

Employee and Position Data

September 2010

23 Weterans Preference 24 Tenure 26 Weterans Preference for RIF

lNune

lPermanent - Tenure Group 1 ] [Nu

27 FEGLI 28 Annuitant Indicator 29 Pay Rate Determinant

lBasic only

le Applicable ] [Critical Position Pay

30 Retirement Plan
[FERS and FICA |

31 Service Comp. Date {Leave)
[I}| © Mote

32 Work Schedule
F | [FullTime |

- POSITION DATA
34 Position Occupied
lCnmpetitive Service ]

37 Bargaining Unit Status
8888

] [Ineligihle for Inclusion In]

45 Educational Level

[High school graduate or cer]

48 Citizenship 50 Weterans Status

51 Supenisory Status

E lI_I.S. Citizen, includes U.S. Na‘] @ Ian AVeteran

] INnn-Supenrisnry

Navigate to the Position Data Tab and enter 00 as the Step

Misc Pay Adj

Fosition Data
- FROM INFORMATION

- TO INFORMATION

7 Pasition Title Number Seg No 15 Position Title Murmber  Seq Mo

[DF-PHYSICIAN | |DF602| (730251) | [ADMITTING PHYSICIAN | |pFs0z2| 739252
8 Pay Plan 9 Oce. Code 10 Grade or Level 16 Pay Plan 17 Ccc. Code 18 Grade or Level
s | ez i 6P | |60z i

11 Step or Rate 12 Taotal Salary 19 Step or Rate 20 Total Salary Auward

m | 6796300 ] m | /10028700 i ] [j
12A Basic Pay 12B Locality Adj. 12C Adj. Basic Pay 208 Locality Adi. i
50,287.00 | 17578 BEEEEY © ot
12D Other Pay 13 Pay Basis

] [Per Annum ]

14 Narme and Location of Position's Organizatio

PROVOST'S OFFICE
NAVAL POSTGRADUATE SCHOOL
MONTEREY CA 93943.5000

Salary fields (Basic Pay, Locality Adj., Adj. Basic Pay must be entered by the user).
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September 2010

© Request for Personnel Action (Pay Adjustment , Routing Group:CIVDODHR)
Emp & Mature of Action
Misc Pay Adj |
Position Data
~ FROM INFORMATION ~ TO INFORMATION
7 Position Title Murnber Seq Mo 15 Position Title MNurnber Seq No
|DF-PHYSICIAN [DF D2 (739251 | [ADMITTING PHYSICIAN |DFg02 |739252
8 Pay Plan 9 Oce. Code 10 Grade ar Level 16 Pay Plan 17 Oce. Code 18 Grade or Level
|es |ns0z [1n |ep o602 [11
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary Aweard Ui
o1 |67,963.00 {00 [315,371.00
124 Basic Pay 128 Locality Adj 12C Adj. Basic Pay 20A Basic Pay 208 Locality Adj 20C Adj. Basic Pay
|50.287.00 17,676 67,963.00 |65.371.00 (250,000 [315,371.00
12D Other Pay 13 Pay Basis 20D Other Pay 21 Pay Basis
|Fer Annum |Per Annum
14 Mame and Location of Position's Organization 22 Name and Location of Position's Organization
PROVOST'S OFFICE PROVOST'S OFFICE
NAVAL POSTGRADUATE SCHOOL NAVAL POSTGRADUATE SCHOOL
MONTEREY CA 939435000 MONTEREY CA 939435000

Note: Only PRD 0 and C can be used with Pay Plans GP and GR. If the PRD is not
equal to 0 or C, user will receive the below error message upon update to HR.

d. Remarks and Address Tab — Page 4 of the RPA

e Part F — Remarks for SF-50
User must enter remarks for the action

Select remark YPA and document employee’s market pay amount.
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September 2010

O Reguest for P \etion (Pay Adjustrment, Re Stoup CIVDODHR)

. E Nature of Action
&8
28 B Nmiscrayad

Rermarks and Address

~ PART D - Remarks by Rey iny Office
(Mote to Superisars: Do you know of additional or conflicting reasons for the employee's resignation/retirement?)
CYes O

~ PART E - Employee Resignation/Retirement
Reasons for Res i

Amount 5l]l]l]l]|

Forwarding Adcln

~— PART F - Remarks for SF 50

Code Description Required
frpal Salary includes a market pay adj pay tof § (in block 208) 1
=
| !

Select remark ZZZ and enter the following cleartext:

Remarks and Address

~— PART D - Remarks by Reg ing Office
(Mote to Supendsors: Do you know of additional or conflicting reasons for the employese's resignationfretirement?)
Cies  Ohlo

1

PART E - Employee Resi

ion/Retirement
Reasons for Res i

OFAR

CEGETGEN Assignment to PDPP is authorized by 38 USC 7431(g)

Forwarding Addr

~ PéRdT F - Remarks for SF 50

ode Description Required
YPA Salary includes a market pay adjustment payment of $50000 (in block 20B) |
= =

Select remark ZZZ and enter the following cleartext:
Market pay consists of locality or special salary rate supplement, PCA if

applicable, premium pay adjustment if applicable, and a pay adjustment to meet
the minimum salary amount of assigned pay rate if applicable.
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September 2010

JODHRS
Mature of Action

- Employ i
S —

Action (Pay Adjustment | Rout aupc

Remarks and Address

-~ PART D - Remarks by Reqg ing Office
[Mote to Supervizors: Do you know of additional or conflicting reasons for the employee's resignation/retirement?)
Ofes Do

~ PART E - Employee Resignation/Retirement

e hﬂarkel pay consists of locality or special salary rate suppl PCA if applicable, premium pay adjustmen
Forwarding Addr
e D

-~ PART F - Remarks for SF 50
Code Description Required
| YPA Salary includes a market pay adjustment payment of $50000 (in hlock 20B) -
77 Assignment to PDPP is authorized by 38 USC 7431(e). -
= m
Select remark X36 if employee was on grade retention.
PART F - Remarks for SF 50 :
~ Code Description Reguired
YPA Salary includes a market pay adjustment payment of $50000 {in block 20B) ] =
777 Assignment to PDPP is authorized by 38 USC 7431(e). |—
FiF Market pay consists of locality or special salary rate supplement, PCA if applicable, premium p [
X36 Grade retention entittement terminated. No further entittement to grade or pay retention. ~
Select remark X42 if employee was on pay retention.
-~ PART F - Remarks for SF 50 :
~ Code Description Reguired
YPA Salary includes a market pay adjustment payment of $50000 {in block 20B) -
Zz Assignment to PDPP is authorized by 38 USC 7431(e). -
7 Market pay consists of locality or special salary rate supplement, PCA if applicable, premium p ™
!I)MZ Pay retention entitlement terminated. -
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