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Introduction


AutoRIF


AutoRIF (Automated Reduction-in-Force) is an automated RIF processing application which uses data from the DCPDS/ACPERS/NCPDS/PDS-C database to assist you in processing RIF actions.  The application is designed to simplify RIF processing, document RIF actions, and minimize data entry.  Several features are available which allow as much flexibility as possible.


Process		RIF is not a static process.  RIF actions are dependent on other RIF actions, and all are dependent on employee and position data.  A change in a single data element for one employee can have a multiplying effect that changes RIF actions for several employees.  Processing a RIF can be very chaotic if a good tracking system is not available.  AutoRIF assists you in keeping track of employees, actions, qualifications determination, and other RIF-related data.


Data		AutoRIF uses employee and position data which are downloaded from the DCPDS/ACPERS/NCPDS/PDS-C database.  Through periodic downloads, changes to employee data can be identified and RIF actions updated.  AutoRIF will report all employee changes relevant to RIF processing, such as position changes, seniority changes, etc.


Reports		AutoRIF will produce several standard reports:  EEO (Equal Employment Opportunity) impact, commented retention register, tenure listing, action listing, etc.  AutoRIF data files contain all the necessary data for producing RIF notices.


Advantages		Using AutoRIF instead of manually processing a RIF has the following advantages:


Fewer people are necessary for processing RIF actions.


A RIF placement can be found and recorded in a fraction of the time.


Changes to the database can be entered and RIF actions updated much more quickly.


Placement accuracy is greatly improved.


Documentation of RIF actions is automatic.


AutoRIF Processing


To process a RIF using AutoRIF, follow these steps.


1. New RIF		Create a New RIF by selecting File | New RIF from the AutoRIF menu, pressing Ctrl+N, or selecting the New RIF � icon from the AutoRIF toolbar.  This will create a new RIF with default options.  See Chapter 3 for further discussion.


2. RIF Options		Set the RIF Options by selecting Options | General from the AutoRIF menu or selecting the General Options � icon from the AutoRIF toolbar.  You may also want to change the default options for Data Source, Round One, and Round Two.  These options can be changed by selecting Options | Data Source, Options | Round One, and Options | Round Two, respectively, from the AutoRIF menu.  See Chapter 4 for further discussion.


3. AutoRIF DESIRE		Process the AutoRIF Download DESIRE against the DCPDS database.  This DESIRE will create an ASCII text file.  Download this ASCII file to your PC.  For this step, you may need assistance from your Personnel Systems Manager (PSM).  See Chapter 5 for further discussion.


4. Update Position


Database		Update the Position Database by selecting File | Update Data from the menu or pressing Ctrl+U.  This will update the AutoRIF Position Database using the data file downloaded from the DCPDS database.  See Chapter 5 for further discussion.


5.	Employee/Position


Data		If you need to make changes to employee or position data (e.g., add vacancies, remove employees from RIF processing, etc.), you can edit Employee/Position Data by selecting Edit | Positions from the AutoRIF menu.  See Chapter 6 for further discussion.


6. Abolish Actions		Enter all the Abolish Actions for the RIF by selecting Edit | Abolishes from the AutoRIF menu.  Abolished Positions can be identified by SSN, CPCN, Payplan-Series-Grade-Competitive Level, or Organization Code.  See Chapter 6 for further discussion.


7. Representative


PayRates		You may want to edit Representative PayRates before you begin RIF processing by selecting Edit | PayRates from the AutoRIF menu.  See Chapter 6 for further discussion.


	Hint	If you choose not to edit Representative PayRates before you begin RIF processing, then before you begin processing Round Two of RIF, you will be prompted to enter the Representative Payrate for each unique Pay Table-Payplan-Grade combination in the Position Database file.  You may find this easier than entering the Representative PayRates up front, since you will be prompted only once for each unique combination and will not have to spend time entering Representative PayRates that are not applicable to the positions involved in your RIF.


8.	 Lines of Progression	If you have selected to process Round Two with the “Qualifications Entry-Enter Qualifications by CPCN (Position Specific)” option set (Options | Round II), you may want to edit Lines of Progression before you begin RIF processing by selecting Edit | Progression from the AutoRIF menu.  See Chapter 6 for further discussion.


	Hint	If you choose not to edit Lines of Progression before you begin RIF processing, then as you process actions in Round Two of RIF, if a Line of Progression cannot be found for an affected employee, you will be prompted to enter the Line of Progression for the employee.  Lines of Progression are uniquely identified by the combination of Pay Table, Payplan, Series, and Grade.  You may find that entering the Lines of Progression as you process Round Two is easier than entering the Lines of Progression up front, since you will be prompted only once for each unique combination and will not have to take time entering Lines of Progression that are not applicable to the positions involved in your RIF.


9. Qualifications		If you have selected to process Round Two with the “Qualification Entry-Enter Qualifications by PP-SERS-GR-CL Combination” option set (Option | Round II), you may want to edit Qualifications by selecting Edit | Qualifications from the AutoRIF menu.  See Chapter 6 for further discussion.


	Hint	You may want to process Round One and print the Quals Not Yet Entered report before editing qualifications.  This report will list all employees that have not been placed and have not had Qualifications entered.  If you do not enter Qualifications for an employee, you will be prompted to enter Qualifications when the employee is “reached” for processing in Round Two.


10. Round One		Process Round One by selecting Process | Process RIF from the AutoRIF menu or selecting the Process � icon from the AutoRIF toolbar.  Round One will process automatically.  Once RIF Processing begins,  you cannot edit RIF files without beginning a new iteration of RIF.  All final changes to the RIF files for this iteration must be made at this point.  See Chapter 7 for further discussion.


11.	 Adjust Round One	Once Round One is complete, you can Adjust Round One placements by selecting Process | Process RIF from the AutoRIF menu or selecting the Process � icon from the AutoRIF toolbar.  You may want to change or swap vacancy placements, or change Round One placements by entering placement exceptions for affected employees.  Once you have completed Round One Adjustments, select the Done button and answer Yes when asked if you want to continue on to Round Two.  See Chapter 7 for further discussion.


12. Round  Two		Once Round One Adjustments have been made, you can continue on to Round Two by selecting Process | Process RIF from the AutoRIF menu or selecting the Process � icon from the AutoRIF toolbar.  All employees affected in RIF and not placed in Round One will be processed in Round Two.  Round Two processing will vary depending on the options you have set.  See Chapter 7 for further discussion.


13. 	Final Adjustments	Once Round Two is complete, you can process Final Adjustments by selecting Process | Process RIF from the AutoRIF menu or selecting the Process � icon from the AutoRIF toolbar.  This process allows you to identify employees who have accepted PPP offers, retired, etc., and allows you to place employees in any vacancies not used during Round One or Round Two.  See Chapter 7 for further discussion.


14. Reports		Print any Reports that you need by selecting File | Reports from the AutoRIF menu, pressing Ctrl+R, or selecting the Reports � icon from the AutoRIF toolbar.  Reports can be sent to a printer or file, or you can view them on screen.  See Chapter 9 for further discussion.


�
AutoRIF Process Flow


		A diagram of the AutoRIF process described above is shown in the AutoRIF Process Flow in Figure 1.


Figure � SEQ Figure \* ARABIC �1�:  AutoRIF Process Flow arproc


� EMBED ABCSnap  ���


�


�


�AutoRIF User Manual











�


�


�AutoRIF User Manual

















��PAGE�6� - � STYLEREF "Chapter Number" \* MERGEFORMAT �1�:  � STYLEREF "Chapter Title" \* MERGEFORMAT �Introduction�


�


�














� STYLEREF "Chapter Number" \* MERGEFORMAT �1��:  � STYLEREF "Chapter Title" \* MERGEFORMAT �Introduction� - �PAGE  �5�


�


�











