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RIF Options


Selecting RIF Options


Selecting RIF options allows the user to specify multiple options that will affect the RIF that is conducted at this time.  Options must be specified before the RIF process begins.  They can also be reviewed and changed prior to a New Iteration (see Chapter 7).


To set, change, or view the RIF options, select Options from the AutoRIF menu.  A dropdown list, as shown, will appear listing the six options.
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General		General Options include RIF Parameters, Dates, etc.  General Options must be entered before you begin processing a RIF.


Data Source		Data Source Options pertain to the database from which you are extracting your position and employee data.  These options must be set before updating the AutoRIF Position Database (see Chapter 5).


Round I		Round I Options apply to how Round I of the RIF will be processed.


Round II		Round II Options apply to how Round II of the RIF will be processed.


Remarks		Remarks Options are general remarks that you can enter about a particular RIF.


Password		Password Options allow you to set passwords for access to any of the RIFs you are currently processing.


General Options


General Options specify the basic parameters for the RIF and must be entered before you can begin processing a RIF.  To set, change, or view General Options select Options | General from the AutoRIF menu.  The following window displays the General Options. 
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The following items can be viewed and/or changed under General Options.


	RIF Title	Each RIF is given a Title when you first define it.  The Title is used to identify the RIF and is printed on all reports.  The Title is entered when the RIF is first created and cannot be changed.


	Record Selection


	Criteria	The basic RIF parameters are used to determine which positions and employees will participate in this RIF.  There are three basic parameters:  Competitive Area, Work Schedule, and Position Occupied.


AutoRIF allows you to use either a Competitive Area Code, a listing of Organization Codes, or neither.  If your agency does not maintain a Competitive Area Code in your database, you may need to use Organization Codes to determine which positions and employees will participate in your RIF.  Select the option button for the item you want to use.


	Use Competitive Area	The Competitive Area field in your database will be used to determine which records will be included in this RIF.  If you select this option, you must enter the Competitive Area Code.


	Competitive Area


	Code	This field is a two letter code defined by your agency, installation, or organization.  If this field is left blank, all records matching the Work Schedule and Position Occupied will be selected from your database file during the Update of the AutoRIF Position Database.


	Use Organization


	Code	The Organization Code field in your database will be used to determine which records will be included.  If you select this option, you can enter Values to Select, the Start Position, and the Length.  If you do not enter any Values to Select or you set the Start Position or Length to 0 (zero), all records matching the Work Schedule and Position Occupied will be selected from your database during the Update of the AutoRIF Position Database.


	Values to Select	This field allows you to specify the Organization Codes to include in this RIF.  Any records found which match any of the values you enter will be included in this RIF.


	Add Button	To add an entry, press the Add button, enter the Organization Code in the dialog box as shown below, then press the OK button.   
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	Delete Button	To delete a value from the list, select the value you want to delete and press the Delete button.


	Start Position	This field contains the column, within the Organization Code, at which you want the values in Values To Select to begin comparison.


For instance, if all the Organization Codes in your database begin with EE, and you wanted to select Organization Codes EE711J, EE711K, EE721J, you could add 711J, 711K, and 721J to the Values To Select list and enter 3 in the Start Position.  Employees and positions with Organization Code EE711J, EE711K, and EE721J would be selected.  The Start Position must be between 0 and 18.  If you enter 0, all records will be selected.


	Length	This field is the number of columns, within the Organization Code, which you want the values in Values To Select to compare.


For example, if you have an Organization with two divisions (Organization Codes EE721A and EE721B), you could select them by adding EE721 in the Values To Select list, entering 1 in the Start Position, and entering 5 in Length.  Only the first five characters (EE721) of the Organization Code would be used to select records.  The Length field must be between 0 and 18.  If you enter 0, all records will be selected.


	Work Schedule	You must select the scheduled hours of work, either Full Time, Part Time, or Intermittent.  Default schedule is Full Time.


	Position Occupied	This field specifies the employee type of service, either Competitive or Excepted.


	Allow Administrative


	Assignment Rights?	If you select Excepted service, and your agency or installation policy allows it, you can check the Allow Administrative Assignment Rights check box to allow bump/retreat rights (for Round II processing) for the selected RIF.  (Round II is not usually processed for Excepted service employees.)


	Dates	These three date fields allow you to specify the RIF Effective Date, the Appraisal Cutoff Date, and the Appraisal Oldest Date in month/day/year format.


	Effective Date	This is the date that RIF actions will be effective for this RIF.


	Appr Cutoff Date	This is the latest date for which performance appraisals will be credited.


	Appr Oldest Date	This is the oldest date for which performance appraisals will be credited.  This date must be earlier than the Appr Cutoff Date.


	OK Button	Press this button to accept any changes made to the General Options.


	Cancel Button	Press this button to cancel the selection.


	Help Button	Press this button to display the Help window.


Data Source Options


These options relate to the database from which you will be updating AutoRIF files.  To set, change, or view Data Source Options, select Options | Data Source from the AutoRIF menu.  The following window displays the Data Source Options. 
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You can view or edit the following data fields.


	Data Source	This field specifies the database that you will be extracting data from to update the AutoRIF Position Database.  At this time, the only valid option is DCPDS (ACPERS/NCPDS/PDS-C).


	Upload Vacancies 


	from Data Source?	Select this option if you would like vacant positions within your database to be loaded into the AutoRIF Position Database when you Update the Position Database.  If your database contains “vacant” positions which do not really exist, it may be easier to enter vacancies after updating.


	Use new Performance


	Appraisals from


	Data Source?	Select this option if you would like to update the Employee Performance Appraisal data from your database when you Update the Position Database.  If you do not choose this option, all information except new appraisals will be updated.


	Consider GS and GM


	Payplans to be


	equivalent?	Select this option if you want GM positions to be considered as GS positions.  If selected, then Competitive Levels with GS and GM payplans will be considered to be the same Competitive Level.  For example, Competitive Level GM-0301-12-0100 will be equivalent to GS-0301-12-0100.


Also, Lines of Progression and Qualification entries with GM payplans will be considered the same as GS.  For example, if this option is selected and a qualification entry is entered as GM-0301-14, the employee will qualify for GM-0301-14 and GS-0301-14 positions.


	Tenure Tie Break	AutoRIF uses a random number to break ties in tenure (Tenure Group, Sub Group, and Adjust SCD).  Any of the Local Fields, as well as combinations of these fields, can be used to break ties.  The random number will still be used, but only if there is a tie in the local field(s) that you have selected.


Also see the discussion of Tenure Tie Break in Chapter 7.


	Tenure Sort Tie


	Breaker	If you would like to break ties based on one or more data elements shown in Available Fields for Tie Break, you can have those data elements loaded into one of the Local Fields (Edit | Positions), and set this field to those data elements.


	Available Fields for


	Tie Break	Scroll through this list to select a data element for use in the Tenure Sort Tie Breaker.  As you select each data element, press the Add Field to Tie Break button.  This will add the data element to the Tenure Sort Tie Breaker.  You can select as many as you want; each will be added to those already selected.


	Add Field to Tie


	Break	After you select a data element from the Available Fields for Tie Break list, press this button to add the field to the Tenure Sort Tie Breaker.


	Reset Tie Break	Press this button to clear the Tenure Sort Tie Breaker of any previously selected data elements.


	OK Button	Press this button to accept any changes made to the Data Source options.


	Cancel Button	Press this button to cancel the selection.


	Help Button	Press this button to display the Help window.


Round I Options


These options specify whether or not vacancies will be used in Round One, and whether displacement exceptions will be allowed.  To set, change, or view Round I Options select Options | Round I from the AutoRIF menu.  The following window displays the RIF Options - Round I.
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You can view or edit the following data fields.


	Use Vacancies in


	Round?	Select this option if you would like to use vacant positions for placement in Round I.  Placements will only be used within the same competitive level.


	Allow Displacement


	Exceptions?	Select this option if you want to allow displacement exceptions or change displacement actions in Round I.


	OK Button	Press this button to accept any changes made to the Round I Options.


	Cancel Button	Press this button to cancel the selection.


	Help Button	Press this button to display the Help window.


Round II Options


These options specify how Round II of AutoRIF will be processed.  To set, change, or view Round II Options select Options | Round II from the AutoRIF menu.  The following window displays the RIF Options - Round II.  
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You can view or edit the following data fields.


	Qualifications Entry	This field allows you to specify an option for entering qualifications either by CPCN (Position Specific) or PP-SERS-GR-CL Combinations.


	Enter Qualifications


	by CPCN


	(Position Specific)	If you select this option, AutoRIF will locate all possible placement options in the employee’s placement domain (all the possible bump, retreat, and vacancy placement options that fall within the employee’s three or five grade progression range).


You will then be able to scroll through a list of possible placements and either place the employee or separate the employee if a valid option is not available.  The options are listed in best placement order (highest pay-lowest tenure to lowest pay-highest tenure).


Once you have chosen an option for placement, or selected to separate the employee, the placement/separation data and position specific placement decisions are saved.   This data is then available for subsequent iterations of RIF.


	Enter Qualifications


	by PP-SERS-GR-CL 


	Combinations	When you select this option, AutoRIF uses previously entered Qualifications to automatically determine the best possible placement for each employee affected in Round Two.


You will need to enter the Qualifications for each employee processed in Round Two.  This involves entering all Payplan, Series, Grade, and Competitive Level combinations for which the employee is qualified.  The qualification entries are stored based on the PP-SERS-GR-CL combinations entered and available in subsequent iterations.  See the discussion on Qualifications/Eligibility in Chapter 6 for further information.


	Place by Qualification


	Entry Rank Order?	This option is only available if Qualification Entry is set to Enter Qualifications By PP-SERS-GR-CL Combinations.  If this option is selected, Round Two placements are made based on the order of Qualification Entries.


Normally, placement order is determined by Representative PayRate, Tenure Group, Sub-Group, and Adjusted SCD, where the highest pay-lowest tenure placement option is used.  When this option is used placement order is determined by Representative PayRate, Tenure Group, Sub-Group, Qualification Entry Rank, and Adjusted SCD.


	View


	Placement Options


	before Committing?	If this option is selected before any placements are made, placement options will be displayed.  This allows you to change the selected placement.


	View only if there are


	new Placement


	Options?	If this option is selected, options will be displayed for selection only if options are available that were not available in the previous iteration.


	View


	Lowest Tenure Option


	for each


	Competitive Level?	If this option is selected, only the person with the lowest tenure will be displayed for each Competitive Level found.


	Always edit


	qualifications before


	processing employee?	If this option is selected, the Edit Qualification dialog will be executed before each employee is processed in Round II.  This allows you to check qualification entries before each employee is processed.


	OK Button	Press this button to accept any changes made to the Round Two Options.


	Cancel Button	Press this button to cancel the dialog.


	Help Button	Press this button to display the Help window.


Remarks Options


This option allows the user to enter any remarks relative to the RIF action.  To access the remarks options select Options | Remarks from the AutoRIF menu.  The following window displays the RIF Options - Remarks.  
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	Remarks	You may enter your remarks concerning the RIF action in this field.


	OK Button	Press this button to accept any changes made to the Remarks Options.


	Cancel Button	Press this button to cancel the dialog.


	Help Button	Press this button to display the Help window.


Password Options


This options allows the user to enter passwords that would be required for RIF processing.  To access this capability, select Options | Passwords from the AutoRIF menu.  The window below is displayed for entering password options.
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	Require Passwords?	If you want to use passwords to protect access to RIF processing, select this option.  Then enter the appropriate password(s) as described here.  If this option is selected, a password will be required to open the selected RIF.


	Full Access Password	This password is used for users who are allowed access to all functions of the AutoRIF software.  The password must be from 1 to 8 characters in length.


	Qualification Entry


	Password	This password is used for those who are allowed access only to the qualifications entry process.  The password must be from 1 to 8 characters in length.


	OK Button	Press this button to accept any changes made to the Passwords.


	Cancel Button	Press this button to cancel the dialog.


	Help Button	Press this button to display the Help window.
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