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Introduction

Purpose
This document contains information pertinent to the centralization of Army civilian personnel databases.  It covers primarily the responsibilities of key CPOC players and the impact on the processing of personnel actions prior to, during, and after the transition period. 

Dates tentative
The dates reflected in this document are as accurate as possible but circumstances or problems could result in some date changes.  

There are still issues pertaining to when managers (end users) will be allowed access to DCPDS after the transition period, and whether time frames will be established for submitting actions for the Oracle 11i migration beginning 18 Jul 2003.   
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Changes – 21 May 2003
Changes in this document from the last version (1 May 2003) are shown in bold type.  Substantive changes are summarized below:

· Ending date for the transition period has been tentatively established for 0300 hrs, 25 Jun 2003 (with the caveat that it may change).  This is reflected throughout this document.  Unresolved issues remain about dates of manager (end user) access and need for actions for the Oracle 11i migration.

· Marketing information (p. 5) – paragraph added about where general marketing information is available.

· ART and CSU availability (p. 5) – down times for local ART and CSU has been added.  

· Suspense information for managers (p. 6) – paragraph added about where managers can find suspense information.

· CFD actions before centralization (p. 9) – added caution to not update DDFs for actions effective after 6 Jun (DDF data will not pipeline).

· Emergency actions (p. 11) – section substantially revised based on new CPMS/DFAS information.

· Pay rejects (p. 12) – included that rejects during the transition period will be loaded into ART, and listed the types of rejects that could be treated as emergency actions.

· Contingency plans (p. 14) – new paragraph referencing CPMS/DFAS contingency plan document.

· Coredoc access (p. 17) – paragraph added (Coredoc permissions will not convert).

· Actions that will not be pipelined (p. 18) – paragraph added.

· RPA numbers of pipelined actions (p. 19) – added information about Event Code G25000.

· Pipeline process (p. 19) – added more specifics as to what RPA data will be copied over.

· Actions in inboxes that don’t convert (p. 20) – paragraph added.

· TSP changes (p. 21) – paragraph added (little impact).  

· Mass action processes and process logs (p. 22) and WGI PERSONNEL box (p. 22) – paragraphs have been added but as placeholders only – information will be added when available or know. 

Changes – 6 May 2003
Substantive changes are summarized below:

· Actions prior to Transition (p. 6) – rearranged some paragraphs to show general information about projected actions and extensions of appointments first, followed by the specifics pertaining to actions effective prior to and during the transition.

· Extensions of temp and term appointments (p. 7) – modified to distinguish between appointments that are ending prior to vs. during the transition period.  

· Personnel actions effective prior to transition (p. 7) – changed wording to indicate that CPOCs will attempt to accommodate actions received after the suggested timeframes.  Added extensions of temp/term appointments to the examples of pay-affecting actions that should be submitted by 16 May 2003.  Changed “extensions of temporary actions” to “extensions of temporary reassignments” under the “routine actions” category.  Changed deadline for processing of pay-affecting actions to 6 Jun 2003 (from 2 Jun).

· Personnel actions effective during the transition (p. 8) – changed wording to indicate that CPOCs will attempt to accommodate actions received after the suggested timeframes. Added extensions of temp/term appointments to the examples of pay-affecting actions that should be submitted by 16 May 2003. Changed “extensions of temporary actions” to “extensions of temporary reassignments” under the “routine actions” category.

· Notification to CSRs and timekeepers (p. 9) – clarified language pertaining to accessibility of new hire timekeeping records.

General Information

Who’s affected?
The processes described in this document will impact all CPOCs and their customers (formerly, the initial centralization period was going to affect CONUS CPOCs only).  

· Northeast region’s databases were moved to the central site on 21-23 Feb 2003, and Northeast region users are now accessing their data at the central site.  These users have also been issued new DCPDS, CSU and ART user IDs that conform to the standard naming conventions.  However, they will still be affected by the non-availability of the applications during the transition period and will therefore need to follow the same transition guidelines as the rest of the regions.

· ANCR’s databases were physically moved to the central site 11-13 Apr 2003.  Therefore it will not be necessary to ship tapes at the start of the transition period.  However, the records have not been incorporated into the centralized database yet – this will be done during the transition period with other regions’ data.  

Calendar and website
This document and other information related to Centralization is being posted on CPOCMA’s web site and will be updated as information becomes available (http://www.cpocma.army.mil/centralization).  This web page is not linked from other web pages, it is provided primarily as a central area for centralization information for CPOCs.

Please note, not all documents have been updated as of the date of this version (21 May 2003).  Watch the posted dates carefully when using information from this website.

CPOCMA POCs
· Project Officer – Tom Caine DSN 458-1709.

· M2M - Judy Rothschild (email only, judy.rothschild@cpocma.army.mil). 

· Centralization Information – Greg Wert DSN 458-1729.

· ABC-C POC – Cynthia Porter DSN 856-6240.

Migration to Oracle 11i
Oracle HR, the COTS software that forms the basis for DCPDS, is being upgraded to Oracle 11i (a web-based version) beginning 18 Jul 2003.  This is a DOD initiative and will affect all DOD databases and all DOD components.  The upgrade will entail another transition period when DCPDS will not be available to users.  This is a different initiative and will not impact the centralization project other than reducing the length of time that personnel actions can be submitted and processed for the 13 Jul 2003 pay period which follows the centralization.  More information about the migration to Oracle 11i will be provided separately as it becomes available.

Marketing information
Marketing information for managers (end users) and CPACs is available on CPOL.  This is on a link in the “What’s New” section on the CPOL home page, currently titled “Centralization News revised 5/6/03”.  This information is being updated to incorporate Oracle 11i information and when ready will be posted under a link called “Transformation of the Defense Civilian Personnel Data System.”

Availability of Applications

Transition period
The transition period for this centralization process will be from 1630 hours on 6 Jun 2003 (local time at each region) until 0300 hrs, 25 Jun 2003 (central time), during which time DCPDS will not be available for use by CPOCs or other users.  The end of the transition period for Korea and Europe will be later because of time differences (1700 hrs 25 Jun in Korea, 1000 hrs 25 Jun in Europe). 

Key dates are shown on the calendar on the CPOCMA Centralization web page (http://www.cpocma.army.mil/centralization).  Also see the following sections for more information about other applications affected. 

ART and CSU availability
ART and CSU on local regional servers* will continue to be available through most of the transition period, but they will not be refreshed during the transition.  A final refresh of these applications will be run after 1630 hrs 6 Jun 2003 at each region, so the data will be as of that date throughout the transition period.  

· ART and CSU on local regional servers will be unavailable at the start of the transition period – starting at 1630 hrs on 6 Jun 2003 until 0730 hrs on 9 Jun 2003 (local times at each region).  When ART becomes available it will not provide access to DCPDS or Gatekeeper (Gatekeeper data will be available, but in a read-only mode).

· ART and CSU on local regional servers will be unavailable starting at 2000 hrs on 20 Jun 2003 (local time at each region) until the end of the transition period (25 Jun).  This will begin the ART build at the central site (ART changes made during the transition period will therefore be reflected in the central ART). 

* For Northeast region, ART and CSU are already on the central site server (no longer on a “regional” server), however, availability will be the same as for other regions.  

Other HR applications
Availability of other related HR applications that are currently maintained on regional servers (RESUMIX, HEAT, DEUCES, BOA, etc.) is addressed in the “Application Access” listing on the CPOCMA centralization website.

Actions prior to Transition

DCPDS update deadline
The last day to update DCPDS prior to the transition period will be 6 Jun 2003.  Regional databases will remain up until 1630 hours (local time), after which regular end of day processes (including refreshes) will be run and tapes made.  

See Pay rejects, p. 12, for information on pay rejects on actions input immediately prior to the transition period. 

Projected personnel actions
Personnel actions may not be “projected” to update DCPDS with an effective date after 6 Jun 2003.  Therefore, personnel actions with an effective date after 6 Jun (including those during the pay period beginning 15 Jun) cannot be processed until after the transition period.  CPOCs and CPACs need to work closely with their customers to limit, where possible, the submission of discretionary actions with an effective date during the transition period.  There will be a limited amount of time to input these actions to meet payroll deadlines after the transition period.

Suspense information for managers
Information for identifying actions that are due prior to or during the transition period can be obtained directly by managers from the following (CPOCs and CPACs are encouraged to remind managers about these tools):

· ART Suspenses tool.  This tool provides information on actions that will be due within the next 30 days.  

· CSU Suspense Report.  This report is one of the “canned” reports available in the CSU Application.  It allows the user to input “from” and “to” dates of the suspense period to be used.

Extensions of temp and term appointments
Requests for extensions of time-limited (temp and term) appointments that are expiring just prior to or during the transition period need to be in the CPOC in sufficient time for the CPOC to process the extension prior to the start of the transition period.  These extensions may be processed with an earlier effective date than would otherwise be used. 

· Appointments ending prior to the transition period: Employees who have not been extended will not be moved into the central database.  Requests for extensions of these appointments should be in the CPOC by 16 May 2003.  For last minute extensions of these appointments, CPOCs may not be able to process the extension in time and these employees will have to be re-accessed after the transition period is over and correct and timely pay will be impacted.  CPOCs, CPACs, and managers should work very closely to ensure this does not happen.

· Appointments ending during the transition period: Employees who have not been extended will be moved into the central database but their terminations will process automatically before DCPDS is available. Requests for extensions of these appointments should be in the CPOC by 23 May 2003.  For last minute requests to extend these appointments (during the transition period), CPOCs will accept email work orders and will follow established procedures after the transition period to retroactively extend these employees.  

· CPOCs are receiving lists of affected records (employees on time-limited appointments that will expire during the transition period) with the QC reports coming from HQDA, and should be sharing these with customers to determine appropriate action for these cases.  

Personnel actions effective prior to transition
Personnel actions that are to be effective just prior to the transition period (particularly those effective between 1 and 6 Jun 2003) need to be received in the CPOC as promptly as possible since they need to be processed prior to the system shutdown on 6 Jun 2003.  The following suggested timeframes will help insure that actions are received in sufficient time to be processed prior to the transition period, however, CPOCs will attempt to accommodate actions that are received after these timeframes.  

CPOCs will attempt to process all actions effective through 6 Jun, but actions that are not completed when DCPDS is shut down will be pipelined (see Pipeline Information, p. 18) and completed when DCPDS is once again available.  There may be some cases where retroactive pay may occur.   

Actions effective 1-6 Jun
In CPOC by
Processed NLT

Actions that may affect pay (accessions, promotions (temporary and permanent), extensions of temporary and term appointments, changes to lower grade, return to duty, and position actions such as position review that may result in a pay change).  
COB 16 May 2003 
6 Jun 2003 (pay rejects will not be received until later, see Pay rejects, p. 12).

Routine actions (awards, non-pay actions, extensions of temporary reassignments).
COB 23 May 2003 
6 Jun 2003.

Paperwork and documentation associated with in-processing new hires and CAOs effective 1 and 2 Jun 2003.  CPACs need to forward inprocessing documents to the CPOC promptly for 2 Jun EODs, and coordinate closely with the CPOC for EODs on 3-6 Jun.
COB 2 Jun 2003 
6 Jun (pay rejects will not be received until later, see Pay rejects, p. 12).

Personnel actions effective during the transition
Personnel actions that are to be effective during the transition period (including all actions effective during the 15-28 Jun pay period) need to be received in the CPOC early (well before the transition period begins).  This will allow the CPOC to stage and prioritize these actions in order to process them as quickly as possible after the transition period.The following suggested timeframes will help insure that actions are staged and prioritized for input after the transition period (CPOCs will, however, attempt to accommodate actions that are received after these timeframes):

Actions effective 7-28 Jun 
In CPOC by
Processed NLT

Actions that may affect pay (accessions, promotions (temporary and permanent), extensions of temporary and term appointments, changes to lower grade, return to duty, and position actions such as position review that may result in a pay change), and extensions of time-limited appointments expiring during the transition.
COB 23 May 2003
30 Jun 2003 (to allow for pay rejects).

Routine actions (awards, non-pay actions, extensions of temporary reassignments).
COB 30 May 2003
1 Jul 2003.

In-processing paperwork and documentation associated with new hires and CAOs entering on duty on 15 Jun.
COB Jun 19 2003
30 Jun 2003 (to allow for pay rejects). 

Data clean up
CPOCs need to coordinate QC efforts between ISD and CFDs on data clean up.  Reports on specific conditions that have been identified during testing of M2M are being provided to the CPOCs for corrections as they are received from HQDA.

Position org addresses (POAs)
POAs without people/positions will not be copied to centralized DCPDS.  At least one vacant position must be associated with each POA in order for the POA to be copied to the centralized database.  CPOCs must be careful not to delete or end date these “special” vacant positions when cleaning up excess vacant positions, and need to provide POA position information to Judy Rothschild and Janie Morrison.

CFD actions before centralization
Prior to the transition period, CPOC CFDs need to:

· Review pay rejects, pay problems and QC reports and correct as required.

· Ensure all event codes are current on active RPAs prior to 1630 hrs on 6 Jun 2003.

· Prioritize and process all pay-related actions with an effective date of 6 Jun 2003 or earlier.  

· Capture and save all RPA attachments (draft PDs, crediting plans, etc.) since attachments will not be pipelined.  Reattach as necessary once DCPDS is back on line.

· RPA attachments may be needed and can be used during the transition period to prepare vacancy announcements, prepare referral lists, and classify positions.

· Schedule overtime based upon prioritized needs.

CFDs should NOT process actions with an effective date after 6 Jun 2003, including filling out Extra Information DDFs or updating HR.  DDF information will not pipeline – any DDF data entered on an RPA prior to the transition will have to be entered again after the transition.

Notification to CSRs and timekeepers
CSRs and timekeepers should be notified that DCPDS will be unavailable during the transition period, so timecards for new employees will not be available in DCPS.  The CPOCs will process actions with an effective date of 15 Jun 2003 as soon as DCPDS is available after the transition period.  The earliest date that CSRs can expect new hire records in DCPS is 26 Jun 2003.  This may be later if access to DCPDS is delayed past 25 Jun or if a pay reject is encountered with the accession action.

Backup tapes
CPOC ISDs will insure that their backup tapes are properly prepared for transport to insure they are not damaged (i.e. in a padded envelope marked with "Magnetic Tape" and "Do Not X-Ray").  The tapes will be shipped via Federal Express to Rock Island.  Specific instructions will be provided separately.

CARE
HQDA will inform the Care Office of the transition period and possibilities of delays in responding to matches or making PPP offers.

Actions during Transition

Emergency actions
By DFAS and CPMS definition, emergency actions are strictly limited to those that would result in the employee NOT being paid at all or being OVERPAID.  Emergency actions (except retirements) should be documented on a “form flow” SF50 (or equivalent) and faxed to payroll with a Payroll Remedy entry for each.  Retirement packages can be submitted to Payroll without an SF50.  

In accordance with the CPMS/DFAS definition, the following actions are deemed “emergency” actions: 

NOACs 1## (accessions effective thru 14 Jun 2003 -- includes new hires that were not processed prior to 6 Jun shutdown)

NOACs 2## (return to duty actions effective thru 14 Jun 2003 -- if no RTD, employee cannot get paid)

NOACs 300-304 (retirements effective between 6-23 Jun 2003).

NOAC 350 (Death) (CPACs should continue to send documents directly to ABC-C).

NOAC 330 (Removal).

NOAC 3## (Other separations effective thru 14 Jun 2003)

NOAC 450-452 (Suspension)

NOAC 713 (Change to Lower Grade effective thru 14 Jun 2003 in some circumstances – normally CLG from temporary promotion will automatically return the employee to their former rate). 

For any other circumstances that might constitute an “Emergency” action, contact Janie Morrison, HQDA FAB (Army Payroll POC) prior to submitting faxed documents or payroll Remedy tickets to payroll.  Janie will review the action to determine if it meets the criteria of an emergency action, and will work with CPMS if there are questions.  

Not Emergency Actions: Underpayment resulting from WGI, Promotion, Awards, and like actions will be computed retroactively following restoration of Army Operations and are NOT considered emergency actions.  Actions effective during the 15-28 Jun pay period will normally not need to be treated as emergency actions since we should be able to get these into payroll prior to the 1 Jul 2003 payroll deadline.

Other time-sensitive or critical actions
Other than the DFAS/CPMS-defined emergency actions (discussed above), other time-sensitive or critical actions may be required during the transition period but must be restricted to true emergency actions required to support critical military missions, or life and safety missions.

· Such actions should be centrally managed within the CPOC during the transition period.

· Customers should be aware that every attempt will be made to process time-sensitive or critical actions received during the transition period.  Actions received late during the transition period and actions that are not truly critical may result in delayed pay for affected employees.

· Information necessary to process critical or time-sensitive accessions should be sent to the CPOC via email from the CPAC.  CPOCs and CPACs need to ensure that accessions during the transition period are coordinated with CSRs.

MEDCOM direct hires
While not emergency actions, direct hire actions by MEDCOM have been granted an exception to exercise their direct hire authority using an effective date during the transition period.  Such requests should be submitted to the Customer Focused Branch via email and MEDCOM should advise these individuals that their pay may be delayed.   These requests will be regulatorily approved by the CPOC and RPAs will be processed after DCPDS is operational.

Pay rejects
Per CPMS and DFAS, payroll rejects received during the transition period (mostly rejects on actions input during the last few days before DCPDS goes down on 6 Jun 2003) may be handled as emergency actions only if the employee will not be paid as a result of the rejected transaction.  All other rejects are to be held for resolution following completion of the centralization effort.   

· Although DCPDS will be down and unable to accept reverse interface data (the normal way that payroll rejects are received), arrangements are being made to put these rejects into ART so that CPOCs can access them.

· Reject actions that could result in an employee not getting paid and thus can be treated as emergency actions include accessions (1##) and CAOs, and any return to a pay status (NOACs 280, 292, 293) unless the reject message is “:PROC—NOA has processed for pay” or “3008 Suspended Transaction has been deleted”.

CFD work during the transition
During the transition period when DCPDS is not available, ART will contain RPA and personnel information as of 6 Jun 2003. 

· CFDs can continue to use ART along with RESUMIX, FASCLASS, etc., to rate quals; closeout case files; follow up on referrals; classify jobs; conduct in house training; issue announcements, RIF notices, referrals and certificates; do OPF maintenance; work pay rejects; etc.

· CFDs should manually track PPP clearances for emergency accessions and any referral lists issued during the transition period.  Documenting these actions will minimize need for rework after the transition period.

Working with RPAs in ART during the transition
· CFD staff should update the notes area of the RPA in ART to reflect the status of actions and pertinent event history information.  Once DCPDS is available, these events will need to be entered in the newly created RPA before updating HR.  Actual event history codes are optional but will need to be used when updating the DCPDS RPA.  Examples:

· Class review (new posn) start 9 Jun compl 10 Jun 03.

· S03000 Vac Annct opened 4 Jun closes 18 Jun 03.

· S09000 First referral list issued 11 Jun 2003.

· Gatekeeper information in ART will be available (to the RPA “owner”) during and after the transition period.

· Customers will be able to track the progress of actions by notes on the RPA.  All ART notes entered during the transition period will be carried over to the new RPA in ART.

· The RPA Tracker section in the ART Users Guide has instructions for retrieving an RPA record in ART.  The ART Users Guide can be found at http://www.cpocma.army.mil/artguide. The specific address for the RPA Tracker chapter is http://www.cpocma.army.mil/artguide/rpa.htm.

Prioritization of actions during transition
It is recommended that CFD users maintain a list of the priority actions that need to be processed as soon as DCPDS is available.  Priority needs to be given to actions that would result in an employee not being paid at all, or being overpaid, as shown on the following list:

· 100-171 (appointment actions)

· 280, 292, 293 (placement in duty or pay status)

· 300-386 (separation, termination, retirement, death)

· 430, 450, 452, 460, 462, 471, 472, 473 (placement in non-pay or non-duty status)

· 500-590 (conversions)

· 713 (change to lower grade)

· 760, 762, 765, 772, 773 (extensions)

· 866 (termination of grade retention)

Underpayments or delayed payments resulting from late WGIs, promotions, awards, and like actions are not as critical since employees will receive retroactive payment for these types of actions. 

Contingency plans
CPMS and DFAS have provided a contingency plan in the event that the central site will be operational in time for the payroll deadline for the pay period beginning 15 Jun 2003.  This document (“Personnel / Payroll Interface Implications and Contingency Plan” dated June 2003) has been provided to all CPOCs under separate cover.  

List of new hires
Denver Payroll has requested that CPOCs provide them and the CSRs with a list of new employees in the event that they have to input these manually. 

· Although we anticipate that the central site will be operational in time for the payroll deadline for the pay period beginning 15 Jun 2003, this request is in the event that this does not happen.  This will allow the payroll office and CSRs to be as proactive as possible and take the necessary steps to get these new employees paid.

· The list of new hires should include the name, SSN, UIC/ORG and date of hire.
· The CPOC (or CPAC) should provide a similar list to the supporting CSR. 
· Further guidance is being sought regarding how and when such lists should be provided, and from the Pensacola and Charleston payroll offices.

Actions after Transition

Processing immediately after transition
CPOCs should ensure that there is sufficient staff available to work personnel actions when DCPDS is once again available.  These individuals will be expected to process a wide variety of actions to stress the system and identify problems.

· CPOCs need to ensure their Emergency Access roster is up to date should the CPOC’s installation go to ThreatCon Delta.  Personnel identified to work actions and test the system must be able to enter the installation.

Payroll deadline
The payroll deadline for inputting actions into DCPDS for the pay period beginning 15 Jun 2003 is Tuesday, 1 Jul 2003.  To receive possible pay rejects back from DCPS, the deadline is 30 Jun 2003 (rejects will be received and can be worked on 1 Jul). 

Help desk support
After the transition period, users will need to use their new user IDs and passwords to access central site applications.  This may result in a large number of inquiries to the CPOC help desk, and CPOCs (with the exception of Northeast region users) need to be prepared for these inquiries.  A spreadsheet showing the old and new accounts created during the AUB process will be available.  Also see Accessing the central site, p. 17.

Register POIs and certifying officials
POIs (Personnel Office IDs) and certifying officials for each CPOC and each NAF CPU will need to be “registered” in the central database so that system-generated actions have the correct certifying official’s signature block and so that the WGIPERSONNEL groupboxes work correctly.  This will be done centrally before access to the central site is returned to the CPOCs.   

Retroactive actions
Policy for retroactive actions: Emergency actions and career promotions can be processed retroactively.  The CPOC Director or designee must approve these retroactive actions and the NPA must contain the remark, "This action was processed retroactively due to the centralization of the Army Defense Civilian Personnel Data System (DCPDS) databases.”

Resetting passwords
LMSI/DTSI are responsible for creating and modifying all user accounts in DCPDS and the CSU Application.  However, after the centralization process is complete, CPOCs will retain the Sysad privileges and authority from HQDA to reset user passwords.

Print solution
The Army Print Solution will be available on the central server.  The print solution allows large batch files produced by suspense to be directed to the CPACs for printing and distribution.

User Accounts

User account deadline
Deadline for adding new user accounts is 23 May 2003.  New user accounts requested or received after this date will be held until after centralization.

Clean up of accounts
CPOCs are cleaning up user accounts prior to the transition period.  Accounts not used within the last 365 days will not be recreated.  See the AUB/Pipeline document (on the CPOCMA centralization web page) for more information on how accounts will be created.

AKO accounts required 
New user IDs and passwords will be created for current DCPDS, CSU, and ART users who have an AKO account. User IDs will be based on their AKO account (with the productivity suffix added to the DCPDS user ID).

· For current users without AKO accounts, new user IDs and passwords will not be created. CPOCs are coordinating with CPACs to identify and notify current users who need an AKO account. 
· As of 23 May 2003, new users requesting DCPDS, CSU, or ART access (or current users without an AKO account and whose account therefore did not get converted) must have an AKO account.  AKO accounts can be established at https://www.us.army.mil.  Click on “I’m a New User” and follow the step-by-step instructions.  
· AKO e-mail addresses are being included in the user accounts as part of the automated user build (AUB) process.   This will permit utilization of the ‘RPA Notification’ process for end users.
Note, Northeast region users have already been provided with new user IDs and passwords for DCPDS, CSU, and ART.


Pseudo accounts
Users who have more than one DCPDS, CSU, or ART account because of different productivity roles (indicated by different suffixes on the DCPDS user ID, e.g., /MGR, /COS, etc.) will be issued a pseudo account for their secondary account(s) (e.g., a manager who also has a personnelist account).  

· Manager accounts will always be considered primary and will use the employee’s actual AKO user ID and SSAN.  

· Pseudo accounts will be comprised of a regional abbreviation in front of the AKO user ID (e.g., ne_john_doe) and will use a constructed SSAN. 

· For more than two accounts, subsequent accounts will be numbered after the regional abbreviation (e.g., ne_1john_doe).

· Multiple accounts for current users who need access to more than one region (and who therefore currently have more than one account) will no longer be needed.  

Coredoc access
Coredoc requires a special permission in DCPDS.  Current Coredoc users (a relatively small number of users) will not have access to Coredoc after the transition period – this access will have to be added in.  This can be done by a Coredoc “super user” (usually found in the CPOC ISD). 

Accessing the central site
Users will be required to change their newly issued (temporary) passwords for CSU and DCPDS upon first access to these applications after the transition period. Instructions for accessing the central site and changing passwords are available on the CPOCMA centralization web page and need to be made available to users.  Remember that the CSU password is also the ART password, so when a user changes their password in CSU, they will use that new password to access ART. 

Naming conventions
Inboxes, group boxes, user IDs, etc., established by the automated user build (AUB) process will be changed as necessary to conform to established naming conventions as shown in Requesting Accounts for HR Applications document (under development) and AUB/Pipeline document (on the CPOCMA centralization web page). This has already been done for the Northeast region.

Obtaining user accounts after centralization
The process for requesting new accounts and changes to existing accounts is being standardized across DA and will be available in the “Requesting Accounts for HR Applications” document (under development – to be posted on the CPOCMA centralization web page).  

· Customers requiring new or changed accounts after the centralization process is over will need to follow that process.  

· CPOCs will not create or modify DCPDS or CSU accounts.  CPOCs will review requests and add appropriate coding and forward to the contractor.  

· Problems with accounts created by the contractor will not be fixed by CPOCs, rather they will follow the procedures described in “Requesting Accounts for HR Applications” document.

Pipeline Information

What actions will be pipelined
RPAs within the personnel community (CPAC or CPOC) will be pipelined (created in the central database via the pipeline process with new RPA numbers).  RPAs not in the personnel community (e.g., in manager or resource manager inboxes) will need to be re-created by the originator once the centralized database is available.  

See the “M2M Pipeline Process” document on the CPOCMA centralization web page for more information on exactly what actions will be pipelined.  

Actions that will not be pipelined
The following RPAs will not be pipelined:

· Corrections, cancellations, and reconstructs.

· Individual transfers and CAOs.

· Actions in the WGIPERSONNEL box.
· RPAs generated by a mass action process (salary, realignment, award) if:
· The effective date is after 6 Jun 2003.
· The RPA has not been processed through “Futures”.
· The mass action was created on 6 Jun.

RPA numbers of pipelined actions
During the pipeline process, RPA numbers will be changed. 

· All closed actions will be available in ART during and after the transition period.  

· A crosswalk is being developed and will be available in ART that will allow users to input the old RPA number and receive the new RPA number and vice versa.  

· To enable the crosswalk, a special event code (G25000) will be added to each action that will include the original RPA number and original server. This event code should not be deleted.

Pipeline process
The Pipeline process will:

· Capture data on RPAs (listed below) in CPOC and CPAC inboxes, create an RPA with the same information in the central database (including event codes), and route the RPA to the inbox in which it resided prior to the transition period.  

· Capture and copy:

· Proposed effective date, concurrence date (date authorized), and effective date.

· Employee SSN (and any data that auto-populates with the SSN) (unless the employee’s record fails to come over during M2M).

· 1st and 2nd NOACs (but not any “data insertion” added to NOAs, e.g., an NTE date) and LACs

· “To” position (and any data that auto-populates with the position) (unless the position failed to come over during M2M).

· Remarks by requesting office (part D) and reasons for separation (part E).  

· Capture applicant names that appear in the Employee Name block on RPAs and place them in the Notes section of the newly created RPA.

· Capture the authorizing officials’ names that appear on RPAs and place them in the Notes section of the newly created RPA.  The actual authorizer block on the new RPA will contain a generic name (“M2M Authorizer – see Note”).

· Capture the clear text of any remarks on the pipelined RPAs (i.e., GPPA remarks).  These remarks will be copied to the new RPA with remark code ‘ZZZ’.  

· Not capture Word documents or other attachments to RPAs.

· Not capture data input into the Extra Information DDFs with RPAs.  

Applicants and RESUMIX
Applicant records will not be copied into the centralized database, nor will the pipeline process enter applicants on RPAs.  Applicant names entered in the Employee Name block on an RPA will, however, be in the Notes section of the new RPA.  

In RESUMIX, users will be able remove the previous ‘accept external’ status and reselect the individual.  This will flow the applicant information to the centralized DCPDS database.  In the event the applicant information does not flow, the applicant record can be built in the centralized database using the standard Applicant Build process.

Actions in inboxes that don’t convert
Any actions that were in personal inboxes or group inboxes that failed to convert during the M2M Automated User Build will be sent to a groupbox named “000.regioncode.NO_INBOX” (e.g.,000.NC.NO_INBOX) when it is possible to determine the servicing region.  When that is not possible, the actions will go to a generic groupbox named “000.NO_INBOX”.  These actions will have to be sorted by the Information Services Divisions at the respective CPOCs after stand-up.

Impact on ABC-C

IVRS/EBIS operation
IVRS/EBIS operation will be available to customers during the transition period. Transactions will be created and held in pending status until DCPDS is operational.  During the transition period, customers and counselors can view their actions in the projected areas of the system.  Information in IVRS/EBIS will be as of 6 Jun 2003.

FEHB carrier feed
FEHB Carrier Feed will run on Wednesdays as usual.  Any transactions created in IVRS/EBIS will flow to OPM and also to carriers.

Retirement processing
Processing of retirement applications will be normal.  Processing of retirement RPAs effective after 6 Jun 2003 will be processed when DCPDS is operational.  Should a retirement be effective during the transition period and the RPA has not been received by ABC-C, ABC-C will create the RPA to process the retirement after DCPDS is operational.

Deaths
Death actions will be manually processed by ABC-C and sent to payroll.  Actions will be entered and processed after DCPDS is operational.

TSP changes
Per ABC-C, TSP transactions that are made by employees during the transition period should not be affected by the DCPDS down time.  

· Transactions that begin or continue contributions are effective on the first day of a pay period (1, 15, 29 Jun), and terminations are effective on the last day of a pay period (14, 28 Jun).

· 1 Jun transactions should flow normally (any rejects will need to be fixed promptly by the CPOC).  

· 14 Jun transactions (terminations) should not be affected assuming the termination can be processed before the end of the pay period ending 29 Jun (note, there are very few of these).

· Transactions for the 15-29 Jun pay period should be fine as long as DCPDS is up and flowing transactions prior to the payroll cutoff of 1 Jul. 

New Functionality after Centralization

New functionality
Users should be aware of the following changes and new functionality that will be available after centralization is complete. 

New NPAs
The M2M process will generate two NPAs for each affected employee record, using new NOACs MLM (loss to a region) and MGM (gain to a region).  MLM actions will not be visible (since they are in the “losing” database which will no longer be accessible), but MGM NPAs will be visible in employee records.  

· It is very important that these MGM actions not be canceled – doing so will cause the employee’s record to be purged from the database.

· Army has requested a programming change so that only a specific responsibility (“hat”) will be able to cancel MGM NPAs.  You will be informed when that change has been made and what responsibility will be used.

New SITs
One offshoot of the centralization process is that all employee records (except records in the Northeast database) will lose historical data, so the reconstruct process will need to be used more frequently. New Special Information Types (SITs) are being added to records to provide some of the historical information needed to do reconstructs. Additional information will be provided later.

New position sequence numbers
Positions will have new sequence numbers after centralization (except for positions in the Northeast database).  These numbers will be much higher than we are accustomed to seeing.  A crosswalk of old and new sequence numbers will be provided. 

CAO actions
After centralization, the CAO process will no longer be used when an employee moves from one region to another.  Movement between regions will use the standard, non-CAO nature of action (reassignment, promotion, conversion, etc.).  The new position will indicate the region to which the employee is moving.  Appropriate job aids will be updated to reflect this.  Interagency transfers (used between DOD components) will continue to be used.

Access to records
After centralization, users with “global” responsibilities (“hats”) – which are responsibilities starting with “CIVDOD” such as CIVDOD PERSONNELIST – will have access to all the records in the database (not just in one region). 

Routing of RPAs 
There will continue to be only one routing group after centralization, but it will contain all Army users (rather than one region only).  This will impact what users see when they route RPAs:

· When users route to a person, they will see many more names and most user names will have changed.  Users should be familiar with the “Find” function available on the Routing window, which can assist in locating the correct name.  There may be cases where it will be difficult to identify the correct name (john.smith1, john.smith2, etc.).  

· When users route to a groupbox, not only will they see more entries, but also in many cases the groupbox names will have changed.  More information will be provided when available.

Mass action processes and process logs
Centralization will likely result in changes in the way certain mass actions and other processes are scheduled and run.  (under development) 

WGI PERSONNEL box
After centralization there will be one WGIPERSONNEL box per POI (including each NAF CPU).  (under development)
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