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About This Guide

Who Should Use This Guide

The NSPS Reduction in Force (RIF) Application User Guide is for human resources
(HR) practitioners and others having responsibility for processing RIFs under the
guidance provided in the NSPS Implementing Issuance, Workforce Shaping
subchapter (DoD 1400.25-M SC 1960).

Introduction

This guide provides you with basic information about how to use the RIF
application to perform all the functions necessary to create RIF extracts and
databases, and process RIFs. This guide consists of 3 major sections:

o What You Need to Know Before You Begin — Furnishes you with background
information about the RIF application and enhanced functionality.

e NSPS RIF Procedures — Shows you how to create a RIF extract and upload it to
create a RIF database to prepare for processing a RIF. Each task is presented
with step-by-step procedures and screen captures. A brief description of the
purpose and work context of tasks and procedures is included.

o NSPS RIF Processing Procedures — Shows you how to process the RIF after you
have created the extract and the RIF database, and generate reports and
notices associated with RIFs. Like the NSPS RIF Procedures section, each task is
presented with step-by-step procedures and screen captures. A brief

description of the purpose and work context of tasks and procedures is
included.
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Conventions

Standard conventions for format and layout are used in this guide to make it easier
for you to view and understand information. The conventions are as follows:

Item Convention
Tabs Bold
Example: Select the Employee Data and Appraisals tab.
Links Underlined
Excample: Select the CIVDOD RIF Application.
Buttons Bold; identified as a button
Example: Select the Add Group button.
Icons Bold; icon displayed and identified as an icon

Column Heads

Example: Select the Pencil icon.

Bold
Excample: Review the information in the Step column.

Dialog Box Italic

Example: Click the OK button in the Save As dialog box.
Field Names Bold

Example: Enter the date in the Starting Date field
Keyboard Keys  Bold; in brackets

Menu Items

Page Names

Section Names

List of Values
(LOV)

Excample: Press <F11> to clear the screen.

Bold. Arrows indicate submenu selections.
Excample: Select File = Open.

Ttalic

Excample: Select the Login button to go to the Navigator page.

Italic
Example: Navigate to the Competitive Group section.

Bold
Example: Select a value from the Occ Code LOV.
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Item Convention

Window Names  Italic
Example: Select the Save button to go to the Reguests page.

Exact text to Bold and italic
enter into field Example: Enter Equals in the Operator field.

Steps

Steps are numbered and used to identify the actions required to complete a task. The
table on the previous page describes conventions used within a step to distinguish
field names and other screen items and provides an example of how each is used in a
step.

Notes Icon

The notes icon indicates additional information. This information may include NSPS
policy information or details that are not related directly to a step. For example:

The extract must be a tilde(~)-delimited text file. If you load files into Excel that
you plan to upload into the RIF application, refer to Appendix A for information
on converting those files into the correct format for the RIF application.

Explanation Text

Explanation text located directly under a step provides additional information that
might prove useful when completing a step or task. For example:

This page provides you with a summary of the request you submitted. From
here, you can view the log entry for the request, cancel the request if it has
not reached the Completed stage, or view basic information about the
request by selecting Show.

Caution Icon

The caution icon is used to provide warnings. For example:

Do not use your browser’s Back button to return to the previous screen.
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Field Descriptions

Field description tables provide information about what to enter into a field. Default
values are included in descriptions.

Follow-on Menu or Button Selections

Follow-on menus or buttons indicate that a series of menu items or buttons is
needed to complete a step. The item after the right-facing arrow indicates the follow-
on item to select. For example:

2. Select File = Save as.

Key Combinations

When more than one key must be pressed simultaneously to perform a step, the first
key is followed by a plus sign, and then the next key. For example:

3. Press <Ctrl> + <F11> to clear the screen.

Future Versions of this Guide

The RIF application in the Defense Civilian Personnel Data System (DCPDS) will
undergo system changes as code is developed and delivered. This guide contains
current information as of the October 2006 version of the RIF application. This user
guide will be updated as new features become available.
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What You Need to Know Before You Begin

This Guide provides detailed instructions on how to use the NSPS RIF Application.
The application supports the RIF requirements as documented in the NSPS
Implementing Issuances, Workforce Shaping subchapter (DoD 1400.25-M, SC
1960.) For specific information on the RIF process or to answer policy questions,
refer to this documentation.

This application supports the NSPS RIF process. For RIFs processed under Title 5
USC, use stand-alone AutoRif software, downloadable from the CPMS website.

NSPS Reduction in Force (RIF) Application

The NSPS RIF application incorporates a number of changes to the RIF process, in
addition to creating a tool that meets the criteria set forth in the Workforce Shaping
subchapter of the implementing issuances. New functionality associated with RIF
includes:

e Integration into the DCPDS enterprise suite: The RIF process is no longer a
stand-alone application.

e Framework technology: The application is web-based vs. the previous client-
installed application. Systems administrators are no longer required to install
updates or new versions of software upgrades.

e User-friendly screens: Changes are text-friendly for easier navigation
throughout the RIF application

e Secure access: You must have a login and password to access Employee Self-
Service before accessing the RIF database.

e Secure access to RIFs: You are only allowed to access RIFs created by your
user ID. All other RIFs are inaccessible. Additionally, the RIF tables are
partitioned to prevent unauthorized users from accessing the RIF database
tables.

e New responsibilities: Two new “Responsibilities” have been created to
support NSPS RIF (CIVDOD RIF and CIVDOD REPORTS).

Logging on to RIF

To access RIF you must first log on to the Employee Self-Service page and navigate
to RIF. If you do not have access to Employee Self-Service, contact your HR system
administrator who can provide you with access.

Follow these steps to log on:
1. Open your Web browser.

2. Enter the Web site address (different for each Component).
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To get more information on how to access and log on to Employee Self-
Service, visit your Component home page or
http://www.cpms.osd/mil/regmod/selfservice.

Login

OFHCIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
" *WARNING ' * " WARNING ' * *WARNING * * * WARNING ' * *

Unauthorized access to this US Governrment computer systern and software is prohibited by Title 19, US
Code, Bection 1030, "Fraud and Related Activity in connection with Camputers." Unautharized use is a
felony, which is punishable by 2 $10,000 fine and up to ten years injail. Do not discuss, enter, transfer,
process, of transmit data of greater sensitivity than sensitive-unclassifed. Using this system constitutes
consent to security testing and monitoring
Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters 11,13, 29, 31, 33, 41, 43, 51,
63,059, 61,63,72, 749, 83, and 89, and Executive Order 9397,

Purposes: e T authenticate the identity of individuals seeking access to their persannel data far
purposes of ensuring that only authorized persons may process applications and
wigsr data pertaining to them.

* To perrnit authorized individuals to view their data for purpose of verifring its accuracy
and to update the data when itis not current or is inaccurate

* Toaudituser access fo ensure that access is only granted to users thatare
authorized access to the infarmation

Routing To a Federal, state, or local agency, as necessary and when the intended disclosure is for

Uses: a purpose compatible with the purpase forwhich the information was collected, on
personnel and related matters involing the individual about whom the information
pertaing

Disclosure:  Voluntary. Failure to provide the reguested infarmation will resultin a delay or terrmination
afyour request, Ifyour reguest is terminated, you will not be ahle to view and verify your
data and you will not be able to update your data via this website

N !
Usermame | |
Password | |
| Login

@ TIP_Forgot your password?

The Login screen for Employee Self-Service

3. Enter your user name and password.

4. Select the Login button to go to the Navigator page.
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Department of Defense
Logout  Preferences  Qracle Help

Navigator Favorites

232 CIvDOD RIF Plesse select a responsibilty o (_Edit Favorites |

3 CIvDOD RIF REPORTS CPMS does not maintain Federal Long Term Care

3 My Biz Insurance and Flexible Spending Account
Prograrms

TSP Homepage

OPM Homepage

MyPay

USA Johs

OPM Health Benefits Homepage

OPM Life Insurance Homepage

OPM Retirerment Hormepage

Self Service Information

Federal Long Term Care Insurance Program
Flexible Spending Account

Logout | Preferences | Oracle Help
Copyright (c) 2005, Oracle. Al rights reserved Cracle Privacy Statemert

The Navigator page

5. Select CIVDOD RIF

The CIVDOD REPORTS responsibility is also available to certain users to
run statistical reports on any RIF created in the RIF database. This
responsibility is necessary for reporting purposes because a security feature in
the system prevents one user from accessing information initiated by any
other user. Functions and procedures associated with this responsibility (RIF
Reports and RIF Notice) are discussed in the section of this guide entitled,
“Generating NSPS Reports and Notices Using the CIVDOD RIF Reports
Responsibility.”

Department of Defense
Logaut Preferences  Oracle Hela

Navigator Favorites
B CIVDOD RIF (_Edit Favorites )
[ CDOD RIF REPORTS [El MSPS RIF Extract CPMS does not maintain Federal Long Term Care
@ Iy Biz |:| NEPS RIF Application Insurance and Flexible Spending Account

[ wiew My Reguests Prograrmns.

TSP Hamepage

OPM Homepage

MyPay

USA, Jobs

OPM Health Benefits Homepage
OPM Life Insurance Homepage

OPM Hetirament Homepage
Zelf Service Information

Federal Long Tern Care Insurance Prograrn
Elexible Spending Account

5 R 2 2P R 0 P R R

Logout | Preferences | Oracle Help
Copyright (o) 2005, Oracle. Al rights reserved. Oracle Privacy Statement

The Navigator page with CIVDOD RIF responsibilities shown
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Congratulations!
You have now logged onto the RIF application.

You can now select a function to perform RIF-related activities.

All further information in this guide assumes you are logged on and at the
Navigator page.

10
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NSPS RIF Procedures

Within this application, three separate functions, taken together, help you perform a
RIF. Each function is accessible from the Navigator page after you log on to
Employee Self-Service and select CIVDOD RIF. Each is described below:

e NSPS RIF Extract: used to create an extract for use with the RIF application
e NSPS RIF Application: used to create an NSPS RIF
e View My Requests: used to view/export files created for NSPS RIFs

Each function within the RIF application has screens associated with it that differ
from the other functions. The screen for each function will be described in detail at
the beginning of the RIF procedure that defines it.

Creating an NSPS RIF Extract Request

The first step in executing an NSPS RIF is to create an NSPS RIF Extract Request.
No processing occurs in this part of the RIF process. The RIF Extract simply lets
you identify the criteria needed to retrieve the employee and position records that
you will need to create an NSPS RIF database in a later step.

Home Logout Preferences
Create RIF Extract
* Extract File Name I:l
Competitive Area
Servicing Office ID: ,,,{ |@
PAS Code: Y (ADD+)
uic: < (ADD>)
Geographic Loc: ,,,{ (ADD > )
Org Structure 10: ":S? [ ADD =
Competitive Group
Paosition Occupied .,2?
Wark Schedule: ,,;f
Pay Schedule: ,,z? (ADD =
Occ Code: "-S? [_ADD =
Pay Band: ,,z? (ADD =
Career Group: "-S? [ ADD =
Horne | Logout | Prefersnces
Copyright (£ 2005, Oracle. All rights reserved. Oracle Privacy Statement

The Create RIF Extract page

The NSPS RIF Extract page consists of three sections. The first section, Extract File
Narme, lets you identify a unique name for the extract. The Competitive Area section
lets you define selection criteria based on any combination of geographical
location(s), organizational unit(s), line(s) of business, product line(s), or funding
line(s). The Competitive Group section helps you define the competitive groups for the
extract. Competitive groups will be established for excepted and competitive service,
different appointment authorities, and different work schedules. They may be further
defined by any combination of the fields displayed in this section.
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The bottom of the page has three option buttons:

Option Button Function

Load Submits the RIF Extract criteria

Reset Clears the RIF Extract page of all entries

Exit Closes the Create RIF Extract page without saving

Follow these steps to create an NSPS RIF Extract Request:

} Department of Defense
Logout  Preferences  Oracle Heln

Navigator Favorites

CPMS does not maintain Federal Long Term Care
Insurance and Flexible Spending Account
Frograms

4 TSP Homepage

& OPM Homepage

[ MyPay

EF UsA Jobs

3 OPM Health Benefits Homepage

3 0P Life Insurance Homepage

3 OPM Retirement Homepage

F4 Self Service Irformation

[Z} Eederal Long Term Care Insurance Prograrm

&} Flexible Spending Account

LoD D
E 1P RIF Extract
= MaPs RIE Application
E Wiew My Requests

[
(22 CIVDOD RIF REPORTS
[ My Biz

Logout | Preferences | Oracle Help
Copyright (£ 2005, Oracle. All rights reserved. Oracle Privacy Statement

The Navigator page

1. Select NSPS RIF Extract to go to the Create RIF Extract page.

Home Logout Preferences

Create RIF Extract

Competitive Area

Load ) (Reset

Servicing Office |D: I ADD = I
PAS Code: o ADD =
UIc: 5 ADD =

ADD =
(ADD =)

Gengraphic Loc

&

i an o«o%

Ory Structure 1D:

&

Competitive Group

Paosition Occupied: ',,j?
Work Schedule: ,,;?
Pay Schedule '.,S? @
Oce Code: ,,_5? (ADD =)
Pay Band: ,,z? @
& (oo

Career Group:

o

(Load ) (Reset) [Exit
Horne | Logout | Preferences

Copyright (c) 2005, Oracle. All rights reserved. Oracle Privacy Statement

The Create RIF Extract page
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2. Complete the page as follows:

Section Description

Extract File Name Enter a unique name for the RIF
extract you are creating that will be
easy to identify when you are ready to
retrieve it (up to 240 characters).

RIF Extract will provide a generic
name at execution if you do not enter
a name here. If RIF supplies the name,
it will take more time to execute
because the system must search for
duplicate names given to concurrently-
executing RIF extracts.

Competitive Area Enter data into any or all of the fields
in this section to define the
competitive area selection criteria for
the RIF extract. Competitive area can
be established based on any
combination of the data elements
provided on the page including:

e  Servicing Office ID
e PAS Code

e UIC

e  Geographic Loc

e  Org Structure ID

These fields are not mandatory.

Competitive Group Enter data into any or all of the fields
in this section to define competitive
groups for the extract. In addition to
competitive groups established for
excepted and competitive service,
excepted appointment authorities and
different work schedules, the following
fields can be used to further define the
competitive group in any combination:

e  Position Occupied

e  Work Schedule
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Section

¢

Description

e  Pay Schedule
e  Occ Code

e PayBand

e Career Group

These fields are not mandatory.

The Flashlight . icon to the right of the fields indicates that you can
make your selection for the field from a List of Values (LOV). To choose from the

list, select the Flashlight ¥ jcon to open the LOV and then select the Go
button to retrieve a list of values. Select a value from the list by clicking the option
button to the left of the value or the icon under the Quick Select column. You
may also enter a value in the Search by field and then select the Go button to
retrieve additional values from which to select.

If you wish to make multiple selections for one field, select the Add button

to add additional criteria.

3. Select one of the following buttons:

If You

Want to leave the page
without saving your work

Want to clear the page and
begin again

Want to submit the extract

Then

Select the Exit button.

Continue with another task as needed.

Select the Reset button.

Return to step 2.

Select the Load button to go to the
Requests page.

Go to step 4.

14
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ORACI_E. Home Logout Preferences Oracle Help

............................................................................... S | e e Oulpul RequeslID
v CPMS Train - UG (CIY Extract RIF Data from DCPDS) Completed I2-Oct-2006 12:23:52 = @.'“g 3515526

Home | Logout | Preferences | Oracle Help
opyright () 2005, Cracle. Al rights reserved. Oracle Privacy Statement

The Requests page with the Refresh button, Phase column and Output column highlighted

4. Select the Refresh button until the Phase column displays Completed.

The Requests page is the same page you see when you select View My
Requests from the Navigator page. When you submit the extract, this page
displays the status of your extract request.

The Phase column identifies how the extract, rather than the RIF itself, is
processing. When the Phase column displays Completed, the Output
column displays a file you can save or view. At this point, you have not yet
set the RIF to process.

ORACI—E‘ Home  Logout  Preferences

Requests

|_Retresh
Gl i ST | Details  Output | Rd
v User Guide RIF (CI Extract RIF Data from DCPDS) Completed 12-0ct-2008 12:36:41 = iy
CPMS Train - UG (CIV Extract RIF Data from DCPDS) Gompleted  12-Oct-2005 1223 etk r?
Save Target As
Home | Logout | Preferences | Oracle Help Prinlt Target
Copyright () 20035, Oracle. Al rights reserved X racle Privac

3h &
Save Picture As. ..

E-mail Picture...

Print Picture. ..

Go to My Pictures

Set a5 Background
Set as Deskkop Item. ..

Add ta Favirites. .

The Requests page with Output file options

5. Right-click on the output file you need to save to display a list of options.
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6. Select one of the following:

If You

Want to view the extract

Want to save the extract

Then

Select Open Link in New Window
to see the extract.

Review the information on the extract
screen. For more information on
viewing an extract request, refer to the
following section entitled, “Viewing
Extract Requests.”

Select File = Save As... to save the
extract.

Go to step 7.

Select Save Target As to open the
Save As dialog box and continue with
step 7.

7. Navigate to the directory in which you want to save the extract.

8. Enter a name for the extract file.

9. Select the Save button to return to the Reguests page.

Requests

Refresh
Status ENnme

EPh ase Scheduled Date Output

Copyright () 2005, Oracle. All rights reserved

& User Guide RIF (CI¥ Extract RIF Data from DCPDS)
o CPMSE Train - UG (CIV Extract RIF Data from DCPDE)

Home | Logout | Preferences | Oracle Help

Completed 12-0ct-2006 12:36:41
Completed 12-0ct-2006 12:23:52

& EE
& kL

Cracle Privacy 5

10. Select the Details

The Requests page with Details icon highlighted

icon to view information on the request.

This page provides you with a summary of the request you submitted. From
here, you can view the log entry for the request, cancel the request if it has
not reached the Completed stage, or view basic information about the

request by selecting Show.

16
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ORACI—E. Preference

Reguests =
Request: 3515531

Summary
Scheduled Request for  CIV Extract RIF Data from DCPDS Scheduled to Run 12-0ct-2006 12:36:41
Mame User Guide RIF Elapsed Time  00:00:08
Status  Normal Repeat Never Repeats
Phase Completed Reguest ID 3515531
Parameters
B Show

Netifications
B> Show

Printing
B> Show

Diagnostics
P> Shawr

I
JReturn To Reguests I

Home | Logout | Prefersnces | Oracle Help

The Requests page with Return to Requests and Home links highlighted

11. Select Return to Requests to go back to the Reguests page.

12. Select Home to exit the Reguests page and return to the Navigator page.

Congratulations!

You have successfully created and submitted a request for a RIF Extract.
You can now upload the information to create the RIF database.
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Viewing Extract Requests

After you create a RIF extract file and submit it, you may view the request through
View My Requests on the Navigator.

Follow these steps to view a request:

§ Department of Defense

Logout  Preferences Oracle Help

Navigator Favorites

CIVDOD RIF Edit Favorites

CPMS does naot maintain Federal Long Term Care
= w . Ingurance and Flexible Spending Accogum
Pragrams.

TSP Homepage

OFM Homepage

MyPay

USA Jobs

OPM Health Benefits Homepage

OPM Life Insurance Homepage

OPM Retirernent Hornepage

Self Service Information

Federal Long Term Care Insurance Program
Flexible Spending Account

B
(22 CIvDOD RIF REPORTS
[ My Biz

=] Wiew Ify Reguests

R R B R Y ER ER ER

Logout | Preferences | Qracle Help
Copyright (c) 2005, Oracle. &l rights reserved. COracle Privacy Statement

The Navigator page

1. Select View My Requests from the Navigator page to go to the Reguests page.

ORACI—E‘ Home Logout Preferences Cracle Help
Requests
View |Last 24 hours v | [ Go
All
[ -]

Cornplated

Sta | Phase Scheduled Date Details Output | Request 1D
_ |Fending [CIV Extract RIF Data fram DCPDS) Completed  12-Dct-2006 12:36:41 & 3515531
Running
o |Bearch G (CIY Extract RIF Data from DCPDS) Completed  12-Oct-2006 12:23:52 @.Tj 3515526
Home | Logout | Preferences | Oracle Help
Copryright () 2005, Oracle. All rights reserved Oracle Privacy Statement

The Requests page with View drop-down options
2. Select the drop-down arrow to the right of the View field to identify which
extract requests to display.

Lists can be generated to show all requests, completed requests, those
generated in the last 24 hours, pending requests, or those that are currently
running. You can also search for specific individual requests.

3. Select the GO button to view your request.

Congratulations!

You have successfully viewed a RIF extract request.
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Creating an NSPS RIF Database

You must have created and selected a RIF extract to upload in order to create an
NSPS RIF. Before starting the process of creating a new RIF, make sure that the
extract file has been reviewed and contains all the required information.

The extract must be a tilde(~)-delimited text file. Refer to Appendix A for
information on converting and uploading Fxcel files into the correct format for the
RIF application.

Follow these steps to upload the RIF extract and create a RIF database:

§ Department of Defense

Logout  Preferences  Oracle Help

Navigator Favorites

CIVDOD RIF (Edit Favaries )
1 CVDOD RIF REPORTS =l MoDT DIE Evtract CPMS does naot ma_\main Fedgral Long Term Care
(23 My Biz NSPS RIF Application Insurance and Flexible Spending Account

1 Wiew Wy Heguests Programs.

TSP Homepage

OFM Homepage

MyPay

USA Jobs

OPM Health Benefits Homepage

OPM Life Insurance Hormepage

OFM Retirernent Hormepage

Self Service Information

Federal Long Term Care Insurance Prograrm
Flexible Spending Account

R B R R 5 R ER ER

Logout | Preferences | Oracle Help
Copyright (¢ 2005, Oracle. &l rights reserved Cracle Privacy Statement

The Navigator page

1. Select NSPS RIF Application to go to Create/ 1iew RIFs page.

Home Logout Preferences

Create/View RIFs

Create Mew RIF (GO

Recent RIF
Title RIF 1D Effective Date Appraisal Cutoff Date RIF Start Date Current lteration Status  Update Delete
Mo data exists

Home | Logout | Preferences
Copryright () 2005, Oracle. Al rights reserved Oracle Privacy Statemert

The Create/View RIFs page with Go button highlighted

Version 1.0 — October 2006 19



2. Review the following fields:

Column
Title

RIF ID

Effective Date

Appraisal Cut-off Date

RIF Start Date
Current Iteration
Status

Update

Delete

Description

The unique name assigned to the RIF
during the upload process

The title must be unique.
Consider establishing a
consistent naming convention to
prevent duplication.

A system-assigned unique name
provided during the upload process

The date the RIF becomes effective
You enter this date on the NSPS RIF
Options page.

The latest date an appraisal will be
considered in the RIF selection
process

You assign this date on the NSPS RIF
Options page.

Date of last update to the RIF
The current iteration of the RIF

The current status of the RIF

An active Pencil # icon allows you
to access the RIF file. An inactive
pencil icon will not allow access to the
RIF.

Allows you to delete a RIF file from
the database.

3. Select the Go button to the right of Create New RIF to go to the NSPS

RIF uploading file page.

20
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Home Logaut Preferences

NSPS RIF uploading file
*Indicates required field

= File Mame |

H Browse

Copyright () 2005, Oracle. AN rights reserved

Submit ) |_Cancel

Home | Logout | Preferences

Cracle Privacy Statement

4. Enter data in the following fields:

Field
File Name

RIF Title

The NSPS RIF uploading file page

Description

Enter the same name as the RIF
extract you created.

You may select the Browse button to
select the extract file you created
previously.

Enter a unique name to identify the
RIF.

This must be a unique name within the
RIF database. RIF will verify that the
title you assign does not already exist.
If it does, you will receive an error
message telling you to assign a unique
name. If it does not exist, RIF will
continue with the next step.

You will receive the same
error message if there is a
problem with the RIF extract. If you
receive the error message, be sure to
review both the title and the extract
file to identify the error.

5. Select the Submit button to load the extract file into the RIF database
staging tables and go to the NSPS RIF Options page.

At this stage, no processing occurs. The data elements imported from the
extract file are placed in a holding area until RIF Options are defined.
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Going forward, the RIF application will use the extract file you attached in
this step for all subsequent processing. Determinations will be driven from

the data in this file.

NSPS RIF Options

= Indicates reguired field

General Options

Competitive Area

RIF Title UG RIF 10-12.06
* Effective Date | 15-Dec-2006

= Appr Cutaff Date

# Earliest Date

Password |

*Work Schedule: |F
* Position Occupied
Appoint Authority:
[Juplead vaca

[JUse Vacancies in Step A

Select or Define Competitive Area

Cance| | | Reset Upload

Geagraphical Code

Add/E ditiew

Organization Units

AddiEditew

User Defined Competitive Area | User Defined

Competitive Group

The NSPS RIF Options page with User Defined button highlighted
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6. Complete the General Options section as follows:

Field

Effective Date

Appraisal Cutoff Date

Earliest Date

Password

Work Schedule
Position Occupied

Appoint Authority

Upload Vacancies

Use Vacancies in Step A

Description
Enter the effective date of the RIF.

Enter the latest date an appraisal will
be considered.

Auto-populates from the cutoff date
you entered in the Appraisal Cutoff
Date field (4 years plus 1 day).

Enter a password if you want
additional security applied to the RIF
information. This is an optional field
because each RIF can only be viewed
by the user ID that created it.

“ If you forget the password, you

will be unable to access any
information associated with this RIF
and will need to create a new one.

Enter the Work Schedule code.
Enter the Position Occupied code.

Enter the appointment authority only
if this RIF uses Excepted Service
records.

Select this option only if vacancies will
be used for placements at any time
during the RIF.

Select this option if vacancies will be
used as a placement option in Step A.
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7. Complete the Competitive Area section as follows:

x Only one competitive area may exist in a RIF, but it can be defined either
using the Geographical Code and/or the Organization Unit, or by selecting
the User Defined button to include Product Lines, Lines of Business,

and/or Funding Lines as critetia.

If You Then

Want to define competitive Select the User Defined button to
areas using geographical open the RIF - User Define Competitive
location and /ot Aprea page.

organizational unit plus
product lines, funding lines,

or lines of business Continue with step 8.

Want to define the Click on either the Geographical
Competitive Area using only Code or Organization Unit field to
the Geographical Code activate the Add/Edit/View button
and/or Organization Unit to the right of the field.

Select the geographical locations
and/or organizational units from the
LOVs that display for each. These
contain the locations and units found
in the extract file. Select as many as are
appropriate.

Select the Add/Edit/View button to
add the selection to the criteria list.

Select the Save button before exiting
ot the records you selected will be lost.

Go to step 14.
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Home Logout Preferences

RIF - User Define Competitve Area

[_Return
RIF Title UG RIF 10-1206
Competitve Area Comments
Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive
CPCN
SEN
Narme
Crg Code
(Go ) (Clear
Select following positions to RIF process
Select Object: [ Save 0 Previous | 1-50 of 125 v | Mext 50 =

Select All | Select hone

Career |Pay Pay [Geoloc Pas
Select CPCN/ SSH Name Group |Sched [Series{Band [Code Title Cade UIC  Org Code
01163634462 123000064 Coles S&E CG YD 0501 03 512120013 GEMERAL H50000 QKEEDITFPH
Bartholomew ENGINEER
01184 B34463 123000085 Crewe Cada  STND v 03m 01 512128013 STUDENT TRAINEE H50000 QKEBDITFPH
we [OPS RESEARCH)
01165.634464 123000066 Sryth Guy  MED CG YH 0601 02 512126013 MEDICAL H50000 QKEEDITFPH
PROGRAM
ANALYST

The RIF - User Define Competitive Area page

Enter a description of the criteria you are using to select records for the
competitive area in the Competitive Area Comments field.

Enter data in any of the following fields in the Search section to find specific

individuals or groups of records:

Field Description

CPCN Civilian Position Control Number
SSN Social Security Number

Name Employee Name

Org Code Organization Code

10. Select the Go button to display the record(s) that meet your criteria in the

lower section of this screen. The page will display 50 records at a time.
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11.

Perform one of the following:

If You

Want to sort column
information

Want to select specific
records on the page

Want to select all records on
the page

Want to deselect all records
on the page

Want to display additional
records

Then

Select the column heading to sort the
data in ascending/descending order.

Select the checkbox next to each
specific record you want to select.
Go to step 12.

Select Select All.

Go to step 12.

Select Select None.

Select another option from this list or
go to step 12.

Select Next 50.

The Next 50 link will remain active
until there are no additional records
for review.

Select another option from this list.

12. Select the Save button to save the employee and position records you
selected which comprise the competitive area.

13.

You must do this prior to exiting or the selected records will not be

retained.

Select the Return button to return to the NSPS RIF Options page so you can
define the Competitive Group for the RIF.

The Competitive Group section automatically displays a competitive group
numbered 1 for the group you just created. RIF consecutively numbers the
competitive groups you define as you create them.
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Competitive Group

At least one Competitive Group is required.

Select Object: ( Update Group | (Delete Group ) In Add Group I

Select Group Humber Career Group Pay Schedule Occupational Code
(o3| STHD GG YAO2 YAOL YAD3 (0344,0343,0305

| Cancel ] | Resst

Home | Logout | Preferences
Copyright (c) 2005, Oracle. &I rights reserved. Oracle Prival

The Competitive Group section of the NSPS RIF Options page
with the Add Group button highlighted

14. Select the Add Group button to go to the Competitive Group page.

Employees must be placed in competitive groups in order to determine
retention standing. You may have many competitive groups within a competitive
area, and they may be created using Career Group, Pay Schedule/Band,
Occupational Code, or Trainee Status. (To create competitive groups by Trainee
Status, see Appendix B.) When setting up a competitive group, the application
considers the RIF Extract, Competitive Area definition, and Competitive Group
definition.

Records must appear in all areas to be included in the competitive group.

Home  Locout
( Apply
Group Mumber 2
Comosite Croup
Career Group
Available Selected
MED C5 =
S&ECG Iove
STND CG -
=)
Move All
Remove
.:.:
Remove All
Apply
Home | Logout | Preferences
Copyright (51 2003, Oracke. 81 rights reserved. Dracle Prival

The Competitive Group page

15. Select the drop-down arrow next to the Competitive Group field to display
the list of available groups. The default value is Career Group.
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—
Apply
Group Mumber
Career Group Career Group
Availabl Pay Schedule-Band | d
vailable Occupational Code ecte
MED CG >
SEECG Move
STND CG -
=]
Move All
..;'.
Remove
._<:<_.
Rernove All
[ Apply )
Hore | Logout | Preferences
Copyright (c) 2005, Oracle. All rights reserved. Oracle Priva

The Competitive Group page with a drop-down list of available groups highlighted

16. Select a group from the drop-down list to produce a list of available values in
the Available column.

Home Logout Freferences

Group Murnber 1

Competitive Group
Career Group

Career Group A

Available Selected
MED CG >
SLE CG Move
STHD CG
Move All
.'é.
Refmaove
.{.:_'.
Rermove Al

Horme | Logout | Preferences

e —
'Agp\y 'Cancel_

(Apply | (Cance|

The Career Group with values in the Available column
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17. Perform any of the following:

If You Then

Want to select a value in the Highlight the value and select Move to

Available column transfer the value to the Selected
column.

Go to step 18.

Want to select all values in Select Move All to transfer all the
the Available column values to the Selected column.

Go to step 18.

Want to remove a selected Highlight the value in the Selected
value column and select Remove.

Want to remove all selected Select Remove All, then continue with
values your selections.

Go to step 18.

18. Repeat steps 15 — 17 until you have selected the available values you want for
each of these Competitive Groups: Career Group, Pay Schedule-Band, and
Occupational Code.

19. Select the Apply button to complete the selection process and return to the
NSPS RIF Options page.

Competitive Area

Select or Define Competitive Area

Geographical Code ‘ AddiEdithiew )
Organization Units ‘ AddiE ditiview )
User Defined Competitive Area | User Defined |
Competitive Group

At least one Comgatilie G Jsabg it edl.

Salagibbject: ' Update Graup ! Delete Group ) | (_Add Group )

Select group N Aeer Group Pay Schedule Occupational Code

&) STMD CG YAD2,¥AD1,YB-01 YB-02 22101102 0344 0343 0305

[cancel ) | Resst ) Upload )

Home | Logout | Prefarences
Copryright () 2005, Oracle. All rights reserved. Oracle Privacy Statemert

The NSPS RIF Options page with a Competitive Group displayed and
the Select option button, Update Group button, and Upload button highlighted
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20. Navigate to the Competitive Group section and review the information
displayed for the Competitive Group you defined.

21. Perform any of the following:

If You Then

Want to correct an error in Click the Select option button to the
the competitive group left of the competitive group you need
definition to fix.

Select the Update Group button.

Return to steps 15 — 20 to make your

corrections.
Want to define additional Return to step 14 to define additional
competitive groups competitive groups.
Have verified and are Go to step 22.
satisfied with the groups as
they are displayed

22. Select the Upload button to upload the RIF extract file. At successful
completion of the upload, RIF returns you to the RIF Szatus page.

During the process to upload the extract file, RIF does the following:

Checks for missing or incomplete information

Checks for missing information that could cause incorrect placement on
a retention list (SCD RIF, Tenure, Vet Preference)

Assigns a Tenure Subgroup to each employee record
Determines modal ratings for each Competitive Area
Determines modal ratings for each Competitive Group

Determines performance score/converted rating or modal rating for each
employee record

Checks for probationary period

Converts employees on VRA appointments from the excepted service to
competitive service if the VRA Due Date is prior to the effective date of
the RIF

Returns employees on temporary assiecnment (for example, temporar
ploy p y g ple, P y
promotion, temporary reassignment) to their permanent position

All LOV information contained in the NSPS RIF Options page is derived

from the values captured in the RIF extract.
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Home Logout Preferences

RIF Status Page

RIF Options
RIF Title UG RIF 10-1206
Effective Date  15-Dec-2006

RIF Infermation

Murnber of Employee 21
Mumber of Wacancies 0

RIF Progress
Current lteration
Current Step
Current Cornpetitive Group
Current 35N

Edit Optians ) ( Edit Flacement Grder ) ( ViewiEdit Position Employee )

Return To Summary

Copyright (c) 2005, Oracle. Al rights reserved.

Home | Logowt | Prefersnces

Appr Cutoff Date  30-Jun-2006
Appr Oldest Date 01-Jul-2002

Nurmber of Abolishments

Caraer Group
Pay Schedule-Band
Occupation Code

RIF Reports ) ( RIF Motices ) ( Comments )

Cracle Privacy Statement

23. Perform one of the following:

If You

Want to edit placement order

Want to view
position/employee
information

Want to return to the
summary

The RIF Status page

Then

Select the Edit Placement Order
button and refer to the section of this
guide entitled, “Editing the NSPS RIF
Database.”

Select the View/Edit Position
Employee button and refer to the
section of this guide entitled, “Editing
the NSPS RIF Database.”

Select Return to Summary to return
to the Create/ 1View RIFs page.

Go to step 24.
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24. Select Logout to exit RIF.

You may also select Home to return to the Navigator page.

Congratulations!

You have successfully created an NSPS RIF database.

Prior to initiating the actual RIF, you must review and edit the database.

Refer to the next section entitled, “Editing the NSPS RIF Database” for
more details.
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Editing the NSPS RIF Database

After you have defined the RIF extract and uploaded it to create the RIF database,
you must complete additional steps before you can initiate the RIF.

Placement order information must be entered and employee records may require
changes or updates because of movement into or out of the competitive area/group.
You may also need to use the “remove from RIF” functionality due to separation or
placement outside of the impacted area. After you make your changes, the positions
being abolished must also be updated. The types of changes covered in this section
are all initiated from the RIF S7atus page and include the following:

e Editing or updating RIF Options

e Viewing or editing position and employee information

Calculating performance scores

Abolishing positions

Adding positions or employees to RIF
Deleting a RIF

Follow these steps to go to the RIF Status page:

Department of Defense
Logout  Preferences Oracle Help

Navigator Favorites
= = Edit Favorites
[CIvDOD RIF] CIVDOD RIF (EditFavories )
% ClvDOD RIF REPORTS =] wops DIE Exbract CPMS does not maintain Federal Long Term Care
[ My Biz E|

Insurance and Flexible Spending Account
Fragrams.

NEPE RIF Application
TEw Ty MegeeTE

TSP Homepage

OPM Homepage

MyPay

USA Jobs

OPM Health Benefits Hormepags

OPM Life Insurance Homepage

OPM Retirement Homepage

Self Service Information

Federal Long Term Care Insurance Program
Flexible Spending Account

[ 0 R P ) D R R

Logout | Preferences | Oracle Help
Copyright (¢ 2005, Oracle. &l rights reserved Cracle Privacy Statement

The Navigator page

1. Select NSPS RIF Application on the Navigator page to go to the Create/ View
RIFs page.
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Home Logout Preferences

Create/View RIFs

Copyright () 2005, Oracle. Al rights reserved.

Home | Logout | Preference

Create New RIF [ GO
Recent RIF
Title RIF ID [Effective Date Appraisal Cutoff Date  RIF Start Date Current lteration  Status Ipdatef Delete
UG RIF 10-12-06 1194 15-Dec-2006 30-Jun-2006 12-0ct-2006 1 Ready to begin process / i

s

Oracle Privacy Stalement

The Create/View RIFs page with Update pencil icon highlighted

2. Select the Pencil f icon in the Update column to open the RIF you want

and go to the RIF Status page.

The RIF Status Page

Home Logout Preferences

RIF Status Page

RIF Options

RIF Title UG RIF 10-12-06
Effective Date  15-Dec-2006

RIF Information

Murnber of Employee 21
Murnber of Yacancies 0

RIF Pragress
Current lteration
Current Step
Current Cornpetitive Group
Current 35N

Appr Cutoff Date 30-Jun-2006
Appr Oldest Date  01-Jul-2002

Nurnber of Abalishments

Carger Group
Pay Schedule-Band
Occupation Code

Return To Surmrmary

Horme | Logout | Preferences
Copryright () 2005, Oracle. &l rights reserved

| ( Edit Options ) | Edit Placerent Order | ( Wiew/Edit Pagition Employee ) ( Process RIF ) [ RIF Reports ) ( RIF Motices ) [ Comments )

Cracle Privacy Statemert

The RIF Status page with Edit Options button highlighted

The RIF Status page displays information about the RIF you selected.

The RIF Options section displays the title and effective date as created on the RIF

Options page.

The RIF Information section contains calculated data b

ased on the criteria which

define the Competitive Area/Groups for the RIF. The number of employees and
vacancies listed are determined during the import process. The number of

abolishments is captured as changes are made in the °

“View/Edit Position

Employee” subsection of this procedure. RIF is programmed to update the numbers
when changes to position and/or employee information are made in the database.

The RIF Progress section will display data only after you have initiated the RIF.
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The bottom of the page contains buttons that allow you to edit RIF information, edit
placement order, view and edit position and employee information, and view the
comments area. These buttons are described in detail in the next subsections.

Buttons that help you create RIF notices and reports at the completion of the RIF
process are also available and are discussed in the “Generating RIF Reports” and
“Generating RIF Notices” sections of this guide.

Editing RIF Options
Follow these steps from the RIF Status page to edit RIF Options:
1. Select the Edit Options button to go to the NSPS RIF Options page.

The NSPS RIF Options page displays the options you defined for this RIF,
including Effective Date, Work Schedule, Position Occupied, Competitive
Area, and Competitive Group. Refer to the previous section, “Creating an
NSPS RIF Database” for more details on how to edit this information.

2. Make changes to the RIF options as necessary, then perform one of the

following.
If You Then
Want to clear the available Select the Reset button.

fields and start over

Continue with other edits as required.

Want to return to the Select the Cancel button.
previous page without saving

changes
Continue with other edits as required.

Want to upload the changes Select the Upload button.

‘J Selecting the Upload button
will undo any changes you

made to the extract that created the
NSPS RIF database. RIF will reload all
positions/employee records with the
information as it existed in the extract
file associated with this RIF. The
extract file cannot be changed. If you
need a new extract file, you must
delete the current RIF and create a
new one. Refer to the “Deleting a
RIF” section for more details.
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Congratulations!

You have successfully edited RIF Options.
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Editing RIF Placement Order

Placement order must be completed prior to initiating a RIF. Given the flexibility
within NSPS to establish competitive groups using various criteria, the placement
order spreadsheet helps you identify comparable positions across pay schedules and
pay bands.

Follow these steps to edit placement order:

Home Logout Preferences

RIF Status Page

RIF Options
RIF Title UG RIF 10-12.06 Appr Cutoff Date 30-Jun-2006
Effective Date 15-Dec-2006 Appr Oldest Date  01-Jul 2002

RIF Information
Mumber of Employee 21 Mumber of Abolishments

Mumber of Wacancies 0

RIF Progress

Current Iteration Career Group
Current Step Pay Schedule-Band
Current Competitive Group Occupation Code

Current 33N

(_Edit options ) §" Edit Placernent Order M view/Edit Position Employes ) [ Process RIF ) (_RIF Repors ) (_RIF Motices ) (_Comments )

BEeturn To Summary

Home | Logout | Preferences
Copytight (£) 2005, Oracle. &l rights reserved Cracls Privacy Statemsnt

The RIF Status page with the Edit Placement Order button highlighted

1. Select the Edit Placement Order button to go to the Placement Order page.
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Placement Order

Apply cancel
TO YAD1 YAD2 | YA03 | YBO1 ¥YBO2 | YCO01 YCoz  YC03 | YDO1 Yooz | YDO3 | YEO2 YF02 YF03 YHO02

FROM
HOP | HOR || HOP | HOP

YAO01  CIP HIF HIF HOF HOFP HOP

YA02 1R | P | HP i i i oo [0 ] HoR ] I [l Hoe ]
wel o oo [0 LW W W W
YEOT MNA | MNA | MNA | CP 0 HIP | MNA | MNA | MNA | MNA | MNA | MNA [ HOP | MNA | MNA | MNA
YBO2 MNA | MNA | Mna | R ooe [T MHA | MNA | MNA | MNA  MNA | MNA | MNA | MNA
veor| || HoR | HOP HP | HP i I i || HOP | HOP | HOP

Yeoz | I | Hop ] i ioae cip HP |l i i i i |l Hoe |l

oo | Il Il i i Il o ooe i i I i i I
voot1| HoP | HoP | il i il il | cr HIP e HOP | HOP | HoP
YDz | I | Hor I i I I 1o cip HP | I | HoP |

Y003 | Ii Il i i Il I i Il fooe ol I i I
YEO2 Mua | oMna | omma [ 0T MMA | MNA | OMNA | OMNA | MNA | CIP | MMA | MNA | MNA
vE02 | I | Hop || I i I [l Hop [ ] Hoe | cip e
YEa3 | I I I I Il I I i Il I I | e | oer ||
YHoz | i | Hor ] I i I Fwor (T Hoe [ [ HOR | CIP

A section of the Placement Order page with the Apply button highlighted

2. Update all blank fields.

The system auto-populates only placement options within a pay schedule and
movements to what would be considered placement into a higher pay band.
It bases all other combinations on local determinations (or Component
determinations, if provided) of comparable and lower pay bands. You must
enter data in all fields without a value before the RIF can be executed.

Placements offered in the RIF application are considered based on the
corresponding codes:

Code Description

CIP Comparable within Pay Schedule (hardcoded within
AutoRif)

HIP Higher within Pay Schedule (hardcoded within
AutoRif)

1IP One Pay Band lower within Pay Schedules
(hardcoded within AutoRif)

21P Two or more Pay Bands lower within Pay Schedule
(hardcoded with AutoRif [final adjustments only])

cop Comparable outside of Pay Schedule

HOP Higher outside of Pay Schedule (hardcoded within
AutoRif)
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Code Description

10pP One pay band outside Pay Schedule (local, or
Component, decision )

20P Two or more Pay Bands outside Pay Schedule (local,
or Component, decision [final adjustments only])

MNA Movement not allowed from Technical to
Analytical/Professional

3. Select the Apply button to save the placement order edits you have made

and return to the RIF S7atus page with an activated Process RIF button.

Home  Logout
RIF Status Page
RIF Options
RIF Title UG RIF 10-12-06 Appr Cutoff Date 30-Jun-2006
Effective Date 15-Dec-2006 Appr Oldest Date 01-Jul-2002
RIF Information
Mumber of Ernployee 18 Murnber of Abaolishments
Mumber of Yacancies 1
RIF Progress
Current lteration Career Group
Current Step Pay Schedule-Band
Current Competitive Group Occupation Code
Current 55N
( Edit Options | ( Edit Placement Order ) ( ViewsEdit Pasition Employee )} Process RIF ) RIF Reports | | RIF Motices ) [ Camments )
Return To Surrnary
Home | Logowt | Preferences
Copyright () 2005, Cracle. Al rights reserved. Qracle Privas

The RIF Status page with the Process RIF button active

Congratulations!

You have successfully edited RIF Placement Order.
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Viewing/Editing Position and Employee Information

The View/Edit Position Employee button helps you edit, add, and delete position
or employee information.

Follow these steps to view or edit position employee information:

Home  Logout
RIF Status Page
RIF Optiens
RIF Title UG RIF 10-1206 Appr Cutoff Date 30-Jun-2006
Effective Date  15-Dec-2006 Appr Oldest Date 01-Jul 2002
RIF Information
Murnber of Employes 18 Murnber of Abolishments
Mumber of Wacancies 1
RIF Progress
Current lteration Career Group
Current Step Pay Schedule-Band
Current Competitive Group QOccupation Code
Current 35N
( Edit options ) { Edit Placement Order ) Wiew/Edit Position Employee ) Process RIF ) (RIF Repors ) ( RIF Motices ) { Gomments )
Return To Surnmary
Hore | Logout | Preferences
Copyright (c) 2005, Cracle. A rights reserved Oracle Priva

The RIF Status page with the View/Edit Position Employee button highlighted

Select the View/Edit Position Employee button to go to the Employee and

Position Search window.

Home Logout Preferences

Employee and Position Search

to see the result. Note that the search is ¢

Search
Please enter your search criteria
CPCH
SEM
MNarne
Error
CPCHN - SSN [Name

01166634481 123000067 Coates Owen
01167 634486 123000068 VWolf Doug
01168.634487 123000062 Gibrar Calek

APPRAISAL INFO: Less than 3 Records of Rating| /

APPRAISAL INFO: Less than 3 Records of Rating
APPRAISAL INFO: Less than 3 Records of Rating f

ase insensitive

The Employee and Position Search window with the

Go button and Up

date pencil icon highlighted
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2. Enter data in any of the following fields in the Search section to find specific

individuals or groups of records:

Field Description

CPCN Civilian Position Control Number
SSN Social Security Number

Name Employee Name

Error Error Condition

Select the Go button to display records in the lower part of the screen that
match your criteria.

x The search page displays 25 records at a time. If there are more than 25
records, you will need to select Next 25 to view the additional records.

Select the Pencil f icon in the Update column next to the record you
need to edit to go to the Position Data page.

Position Data

Record 11 Of 18 |= First )| = Prev )i Next = ) Last |

dto Abnlish ) Clear Employee Data ) | Add ) Delete | ( Remove From Abolish )
Position and Organization Employee Data and Appraisals Search

Name Keterling Jasper * Occ Code: 0343 rd
Social Security Number 123000111 “
CPCH [01210.634534 Bus Code 3888 Options
Tile [PROGRAM ANALYST Drug Testing FlRemoved from RIF 7
Salary |95150 Career Prog
* Pay Sched-Band | YAD3 v Acquisition Info
RIF Parameter
* Position Occupied 'W Key Emargency Position [N
Work Schedule |FuII-Ti|ma V| Position Sensitivity |1
Qrganizatien Data
Organization Code  |OK66097FPH Organization Narrative Line 3 |CH
Office Symbol |AMDE Organization Narrative Line 4
Organization Narrative Line 1 |Test POA Organization Narrative Line 5
Organization Narrative Line 2 | Created 4/20/06

Save Changes

Position and Organization [ Employee Data and Appraisals Search

Fetur to O - Record 11 Of 18  (J=First)( < Prav Last>|
Um0 Sveniew Cage (‘Add io Abalish ] ( Clear Employee Data ) | Add i Delete ) { Remove From Aholish |

The Position and Organization tab on the Position Data page with
the Employee Data and Appraisals tab highlighted

5. Select Employee Data and Appraisals to view employee information.
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Position Data

Record 11 Of 16

(1= First ){ < Prev

( Add to Abalish |

[ Clear Employee Data |

MNext= ) Last=|
- _
Add )i Delete ) ( Rerove From Abalish )

Employee Data
Marne
Social Security NMumber | 123000111
DOB

Sex

15-Jun-1970
M

Puosition and Qrganization J Employee Data and Appraisals { Search

Keterling Jasper * Pay Sched-Band

* Occ Code:
Security Clearance

Key Employee

STND CG v

* Career Group

Tenure and Seniority

Sub Group 1B

Perfoermance Appraisals

Employee Performance Score
Modal Rating 3

Appointrment Auth

* Yeteran Pref RIF
“eteran Pref Appointment

Employee Appraisal History
Pattern Agency Rating

YAD3 v

Appointrent Type

0343

',,S? Annuitant Indicator

Date Prab End

* 5CD RIF

5C

WRA Conv Due

=

"

Appraisal Type

01-Feb-2006

ERC 001000

Handicap |05

Rating Date

The Employee Data and Appraisals tab on the Position Data page

ctriteria:

If the Appraisal Score is:

Calculated from NSPS

appraisals

Based on the employee’s

Data Field will display:

organizational conversion to

NSPS

Based on the Modal Rating

for competitive area/group

6. Update the information on this page as needed.

Modal Rating

Converted Rating

The employee performance score is displayed based on the following

Then the Performance Score

Calculated Performance Score

Employee/position records can only be changed before a RIF has started

or after a new iteration has been started. Changes cannot be made in the
middle of processing a RIF.

7. Select the Save Changes button located beneath the Employee Appraisal
History section to save your updates.

You must save your changes to update the records before exiting the
View/ Edit Position Employee page. Any changes you make to an employee’s
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retention standing will cause the system to reevaluate the employee’s
position on the Retention List.

Congratulations!
You have successtully viewed and edited position and employee
information.
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Abolishing/Clearing Positions

Follow these steps to abolish positions, clear employee information from a vacated
position, add or delete a position or person, or remove a previously identified record

from abolishment:

Position Data

Work Schedule |FuII-Ti||m

Organization Data
Organization Code
Office Symbol
Organization Narrative Line 1

Organization Narrative Line 2

GK66097FPH

AMDC

Test POA

Created 4/20/06

Position Sensitivity

Organization Narrative Line 3
Organization Narrative Line 4

Organization Narrative Line &

Record 16 Of 19 |= First Jl = Prev [ MNext= ) Last=|
(W grnove Frorm Al
_J Position and Organization l Ernployee Data and Appraisals — Search
Mame Coates Owen * O Code: 0343 ,lf
Social Security Murnber 123000067 -
CPCN [01166.634481 Bus Code |B368 Options
Tille [PROGRAM ANALYST Drug Testing [ Removed fiom RIF 2
Salary (82828 Career Prog
% Pay Sched-Band | YAD2 v Acquisition Info
RIF Parameter
= Position Occupied W Key Emergency Puosition [N

=

CH

Save Ch

Position and Organization [ Ernployee Data and Appraisals

Search

Return to Overview Page

Recard 16 Of 19

|= First )| = Prev )( Mext= [ Last=] )

(" Add to Abalish |

( Clear Emnlovee Data | [ Add I Delete | ( Rermove From A

The Position and Organization tab on the Position Data page
with record navigation buttons highlighted

1. Locate the needed employee record by selecting one of the following

buttons:

Button

First

Prev

Next

Last

Description

Select this button to move to the first
record in the file.

Select this button to move to the
previous record.

Select this button to move to the next
record in the file.

Select this button to move to the last
record in the file.
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Pasition Data

———
Add to Abolish

Employee Data

Tenure and Seniority

Sub Group 1B

Perfoermance Appraisals

Employee Performance Score
Modal Rating 3

Fuosition and Qrganization J Employee Data and Appraisals { Search

Mame M‘ * Pay Sched-Band | YAD3 v Appaointment Type 1A
Social Security Number 123000111 *Occ Code: 0343 :,,{ Annuitant Indicator |9
DOB @l Security Clearance Date Prob End
Sex C‘ Key Employee [N = SCDRIF [01-Feb-2006
= Career Group | STND CG Appointrent Auth(Z5C WRA Conv Due

= Yeteran Pref RIF |1 ERC 001000
“eteran Pref Appointment |1 Handicap |05
Employee Appraisal History
Pattern Agency Rating  Appraisal Type  Rating Date

The Employee Data and Appraisals tab on the Position Data page with the Add to Abolish
button, Clear Employee Data button and Remove from Abolish button highlighted

2. Petform one of the following when you locate the position/employee record

you need to change:

If You:

Want to abolish a position

Want to remove a position
from the abolishment list

Want to clear all employee-
related information from a
position

Then:

Select the Add to Abolish button.
Continue with abolishments/clearing
actions, then go to step 3.

Select the Remove from Abolish
button.

Continue with abolishments/clearing
actions, then go to step 3.

Select the Clear Employee Data

button to display a confirmation page.

Select the Yes button to confirm your
request. The cleared position will be
treated as a vacancy.

Continue with abolishments/clearing
actions, then go to step 3.
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If You:

Want to delete a position or
employee record from the
RIF database

Want to remove a person
from the RIF process

Then:
Select the Delete button.

The information is cleared from the
page and the record is removed from
the RIF database.

Continue with abolishments/clearing
actions, then go to step 3.

Select the Remove from RIF
checkbox in the Options section on the
Position and Organization tab for
the person’s record you want to
remove.

Document the reason for removal in
the Comments field underneath the
checkbox.

Continue with abolishments/clearing
actions, then go to step 3.

Employee Appraisal History
Pattern  Agency Rating

Appraisal Type Rating Date

Save Changes

isals [ Search

Record 16 Of 18

(|=First ){ = Prev ) Mext = ) Last=| )

(Addto Abolish ) ( Clear Employee Data ) (_Add | Delete ) ( Rernove From Abalish |

The Save Changes button on the Employee Data and Appraisals tab

3. Select the Save Changes button located beneath the Employee Appraisal

History section to save your edits.

Congratulations!
You have successfully abolished, cleared employee data, added, or deleted
a position or removed a record from abolishment.
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Adding Positions and Employees to RIF

Follow these steps to manually add employees and positions to the RIF:

Position Data

Record 16 Of 19 |= First Ji < Prev Last =|
(m) Clear Employee Data J( Add J§ Delete {(Remove From Al
_J Position and Organization l Employee Data and Appraisals Search
Marme Coates Owen = Ogcc Code: 0343 "{
Social Security Murmber 123000067 N
CPCH 01166634481 Bus Code 8588 Options
Title |PROGRAM ANALYST Drug Testing ] Removed from RIF ?

Salary (82828 Career Frog

* Pay Sched-Band | YAD2 Acguisition Info

RIF Parameter

= Position Occupied | Competitive Service v Key Emergency Position [N

Wark Schedule |FuII-Time v

Position Sensitivity |1
Organization Data
Crganization Code | QGKG66097FPH Organization Marrative Line 3 |CH
Office Syrmbol |AMDC Organization Marrative Line 4
Organization Marrative Line 1 |Test POA Organization Narrative Line 5
Organization Narrative Line 2 |Created 4/20/06
Save Ch
ﬁ Position and Organization [ Ernployee Data and Appraisals Search
Recard 16 Of 19 First ) < P Mext = ) Last=| )
Return to Overview Page seor I Pt ) = Prev o Last |

{ Addto Abalish | Clear Emblovee Data | ( Add ) Delete | ( Rernove From A

The Position and Organization tab on the Position Data page
with the Add button highlighted

1. Select the Add button on the Position and Organization tab to open a blank
Position page.

Home Logout Freferences

Pasition Data
Record 14 Of 14 |= First J{ < Prev J{ Mext= | Last=| |
(Addto Abolish ) ( Clear Employee Data ) (Add jk Delete ) { Rermave From Abolish )
Position and Organization l Employee Data and Appraisals Search

Name Oce Code ,'5?
Social Security Mumber Bus Co o
CRCH " E! i Options
Title Drug Testing

[JRemaved from RIF ?

Salary Carger Prog

Pay Sched-Band J Acquisition Info

RIF Parameter

Puosition Occupied R Key Emergency FPosition

Work Schedule ‘ “

Fosition Sensitivity

Organization Data

Organization Code COrganization Marrative Line 3

Office Symbol COrganization Marrative Line 4

Crganization Marrative Line 1 COrganization Marrative Line 5
Organization Marrative Line 2

Save Changes

A blank Position and Organization tab on the Position Data page
With the Save Changes button highlighted
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Complete the fields under the Name and Social Security Number fields to
enter the position information and scroll to the RIF Parameter section.

Complete the fields in the RIF Parameter sections as needed and scroll to the
Onganization Data section.

Complete the fields in the Organization Data section as needed.

Select the Save Changes button to increase the total number of positions by
one.

Select Employee Data and Appraisals to go to a blank Employee Data and
Appraisals tab page.

Record 79 Of 79 |=First [ < Prev

(Add ) Delete )
Position and Organization Employee Data and Appraisal Search
Employee Data

MHame Pa%Sched-Eland ~ Appointment Type

Social Security Number Occ Code: 1,,5? Annuitant Indicator
DOB Security Clearance Date Prob End @
Sex Key Employes SCDRIF @
Career Group v Appointment Auth VRA Conv Due ﬁ

Tenure and Seniority
Tenure Group Veteran Pref RIF ERC
Sub Group Veteran Pref Appointment Handicap

Perfermance Appraisals

Employee Appraisal History
Pattern Agency Rating Appraisal Type Rating Date

hd hd

hd hd
- - B
" " B
" " B
- -

[ Save Channes |

A blank Employee Data and Appraisals tab on the Position Data page

Complete the fields in the Employee Data section as needed and scroll to the
Tenure and Seniority section.

Complete the fields in the Tenure and Seniority section as needed and scroll to
the Performance Appraisals section.

Complete the fields in the Performance Appraisals section as needed.

. Select the Save Changes button to save your edits.

To save changes after modifying an employee or position record, you must
click the Save Changes button. If a change is made to any of the data
elements used in the calculation of an employee’s retention standing after
saving the change, select Return to Overview Page. The system will
automatically recalculate the employee’s retention standing when you re-
enter the data on the IZew/ Edit Position Employee page ot when you select
the Process RIF button.
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RIF lets you navigate to another record without prompting you to save your

changes. You must select the Save Changes button to update any modified

records before you exit the View/ Edit Position Employee page.

11. Select Return to Overview Page to exit the 17ew/ Edit Position Employee page.

The Return to Overview Page is the proper way to exit this section of the

application. Do not use the web browser Back button to exit the window.

Closing out improperly may affect system performance.

Congratulations!
You have successfully added positions and employees to a RIF.
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Viewing Comments

Follow these steps to view comments or information related to the uploaded extract
file from the RIF Status page:

Home Logout Preferences

RIF Status Page

RIF Options
RIF Title UG RIF 10-12 06
Effective Date  15-Dec-2006

Appr Cutoff Date 30-Jun-2006
Appr Oldest Date  01-Jul-2002

RIF Infermation

MNurnber of Employee 18
Nurnber of “Yacancies

Murmber of Abolishrents

-

RIF Progress
Current lteration
Current Step
Current Competitive Group
Current 35N

Career Group
Fay Schedule-Band
Occupation Code

[ Edit Optians ) [ Edit Placement Order | ( View/Edit Position Employee ) ( Process RIF ) (RIF Reports ) (_RIF Notices § ( Comments ) I

Return To Summary
Home | Logout | Preferences

Copyright () 2005, Oracle. Al rights reserved Oracle Privacy Statemernt

The RIF Status page with the Comments button highlighted

1. Select the Comments button to open a RIF Comments Process page that

displays the RIF File name, total number of records retrieved from the
extract, records containing errors, records that fail to load, and changes to a
record being uploaded.

Home  Logout Preferences

( Export |P-R eturn

RIF Process Comments

RIF Title UG RIF 101206
Effective Date  15-Dec-2006

Appr Cutoff Date 30-Jun-2006
Appr Oldest Date  01-Jul-2002

Process Comments

RIF Name: UG RIF 10-12-06 i
File Name:"UG 10-12-08 txt"

=19 Records were loaded from extraction.

--> Load Position found fallowing warning and errars:

CPCN:01166.634451--
CPCN:01167 634406--
CPCN:01168.634487--
CPCN:01165.634485--
CPCN:01203.634522--
CPCN:01210.634534--
CPCN:10003.634560--
CPCN:10004.534561--
CPCN: 10008 634565~
CPCN:10014.634571--
CPCN:10018.634575--

APPRAISAL IMFO!

APPRAISAL INFC:
APPRAISAL IMFO:
APPRAISAL INFO:
APPRAISAL INFO:

APPRAISAL IMNFO:

APPRAISAL INFO:
APPRAISAL INFO:

APPRAISAL IMNFO:

APPRAISAL INFO:
APPRAISAL INFO:

Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating
Less than 3 Records of Rating

Copyright (c) 2005, Cracle. All rights reserved

Horne | Logout | Preferences

| Export | [ Return

Oracle Privacy Statement

The RIF Process Comments page with the Export button and Return button highlighted
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2. Perform any of the following:

If You: Then:
Want to generate the same Select the Export button to open a
information in report format File Download dialog box.

Continue with step 3.

Want to return directly to the Select the Return button

RIF Status page

Want to return to the Select the Return button to go to the
Create/ View RIFs page RIF Status page.

Select Return to Summary on the RIF
Status page to return to the Create/ View
RIFs page.

File Download EI

Do you want to open or save this file?

@ ] Mame: Comments, rtf

Type: Rich Text Farmat

From: sylwestr.dcpds. cpms. osd.mil

Open ]’ Save ]l Carcel |

4 “While files from the Intermet can be useful, some filez can potentially
harm your computer. |f you do not bust the source, do not open or
zave this file. What's the risk?

The File Download dialog box

Version 1.0 — October 2006 51



3. Perform any of the following:

If You:

Want to open the file in
Microsoft Word

Want to save the file

Want to cancel without
opening or saving the file

Then:

Select the Open button.

Select the Save button.

Enter the name of the file in the File
Name field.

Navigate to the folder where you want
to save the file.

Select the OK button to save the file

Select the Cancel button.

Congratulations!

You have successfully viewed comments associated with a RIF.
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Deleting a RIF
You may delete a RIF from the Create/ 1 7ew RIFs page.

Follow these steps to delete a RIF:

Home Logout Preferences

Home | Logout | Preferences

Copyright () 2005, Oracle. Al rights reserved.

Create/View RIFs
Create New RIF [ GO
Recent RIF
Title RIF ID} [Effective Date Appraisal Cutoff Date  RIF Start Date Current lteration  Status Updaty Delete
UG RIF 10-12-06 1194 15-Dec-2006 30-Jun-2006 12-Oct-2006 1

Ready to begin process / m

Oracle Privacy Stalement

The Create/View RIFs page with the Delete icon highlighted

1. Select the Delete icon next to the RIF you want to remove to go to a

Warning message.
ORACI—E. Home Logout Preferences
A\ Warning

Are you sure you want to delete this RIF {1194)?

Home | Logout | Preferences
Copyright () 2005, Oracle. &l rights reserved.

Cracle Privacy Statement

The Warning page with the Yes button highlighted

2. Select the Yes button to confirm your delete request, remove the RIF from

the page, and display a confirmation notice.

3. Select Home to return to the Navigator page.

Congratulations!
You have successfully deleted a RIF.

You have now edited all the information in the RIF database. Refer to the
next section, “Processing the NSPS RIF,” to initiate the first part of the

actual RIF in the system.
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Processing the NSPS RIF

After you complete the Edit Placement Order and 1Gew/ Edit Position Employee pages,
you may begin processing the first part of the RIF. If the Process RIF button on
the RIF Status page is inactive, all the required information to begin processing the
RIF has not been entered. Review the information in both areas, update as
necessary, and return to the RIF Status page. After all changes have been made to
the database, you are ready to process the RIF.

The system performs the following actions in the RIF application once the Process
RIF button is pressed:

= A Retention list for each competitive group is established based on employee
tenure, veterans’ preference for RIF, performance score, and SCD RIF.

=  Employees occupying positions selected for abolishment are placed in their
competitive group in retention list order.

* The system assigns a tiecbreaker when two or more employees have the same
retention standing on the retention list.

® Vacancies are identified by competitive group to be used in making
placements if Use Vacancies is selected in the RIF Options.

= Placement offers are made based on the placement options spreadsheet
completed in the RIF Options. The positions are listed in the following
order:

e Step A— CIP, COP, 1IP, 10P,
e Step B— CIP, COP, 1IP, 10P,
e Step C—CIP, COP, 1IP, 10P, 2IP, 20P

e Vacancies will be listed before encumbered positions when Use
Vacancies is selected in the RIF Options

® Changes to position and employee records are not allowed. Employee
records can be viewed if necessary, but a new iteration must be started before
any change can be made.

Prior to processing the RIF, you will already have uploaded the RIF extract, made
any modifications to employee/position records, and identified the positions to be
abolished. Upon completing the above steps, use the instructions that follow to
process the RIF.

54 Version 1.0 — October 2006



Step A — Displacement and Release within the Competitive

Group

Follow these steps to begin Step A of the RIF process:

1.

} Department of Defense

Logout  Preferences  Oracle Help

Navigator Favorites

CIVDOD RIF Edit Favorites

CPMS does not maintain Federal Long Term Care
Insurance and Flexible Spending Account
Programs.

TSP Homepage

0Pt Homepage

MyPay

USA Jobs

0P Health Benefits Homepage
OPM Life Insurance Hormepage
OFM Retirernent Hormepage

Self Service Information

=

[23 CWDOD RIF REPORTS = panmim=. .
(2 My Biz [ &l NEPS RIF Application
=] e Ty Redle

Federal Long Term Care Insurance Program
Flexible Spending Account

R B B 5 0 R B B

Logout | Preferences | Oracle Help
Copyright () 2005, Oracle. &1 rights reserved Oracle Privacy Statement

The Navigator page

Select NSPS RIF Application on the Navigator page to go to the Create/ VView
RIFs page.
Home Logout  Preferences
Create/View RIFs
Create New RIF [ GO
Recent RIF
Title RIF ID} [Effective Date Appraisal Cutoff Date  RIF Start Date Current lteration  Status Update Delete
UG RIF 10-1206 1194 15-Dec-2006 30-Jun-2006 12-Oct-2006 1 Ready to begin process / il
Home | Logout | Preferences

Copyright (i) 2005, Oracle. A1 rights reserved. Oracle Privacy Statement

The Create/View RIFs page

2. Select the Pencil f icon in the Update column to open the RIF database

you need and go to the RIF Szatus page.
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Home  Logout

RIF Status Page

RIF Options
RIF Title UG RIF 10-1206 Appr Cutoff Date 30-Jun-2006
Effective Date  15-Dec-2006 Appr Oldest Date  01-Jul-2002

RIF Information
Murnber of Ernployee 18 MNurnber of Abolishments
Nurmber of Yacancies

RIF Progress

Current lteration 1 Career Group
Current Step A Pay Schedule-Band
Current Competitive Group Occupation Code

Current SSN - null

( EditOptions ) [ Edit Placement Order | [ WiewiEdit Position Employee [ Process RIF )| RIF Reparts ) [ RIF Notices ) [ Comments )
| S—

Beturn To Surnmary

Horme | Logout | Preferences
Copyright () 2005, Oracle. &Nl vights reserved. Oracle Priva

The RIF Status page with the active Process RIF button highlighted

Select the Process RIF button to go to the RIF Process — Step A page.

Home Logout Preferences

RIF Process - Step A

(Close ) ( StepE ) [ Mew lteration

RIF Title UG RIF 10-12-06 Total Yacancies 2
Total Employees 16 Current Iteration 1
Abolished 4

Select Competitive Group and Process

Please Select | Competitive Group 1 v

Pay Schedule - Band  YA02,YA01,YAD3 Caresr Group  STND CG
Occupation Code  0344,0343,0305

Select Employee for RIF Action

Performance RIF
Details Name SSN Tenure Score SCD Education Pay CPCN Position Title  Details Action
B Show Wolf Doug 123000068 18 4 02/01/2006 13-Engineering YA 01167 634486 PROGRAM /
(140101) 0343-03 ANALYST

B Show Keterling 12300011118 4 02/01/2006 13-Engineering YA 01210634534 PROGRAM

Jasper (140101} 034303 ANALY ST
B> Show Gibrar 123000083 18 4 02/01/2006 13-Engineering YA 01168.634487 PROGRAM

Calek (140101) 0343-03 ANALYST
B Show Zeigler 123000004 18 4 02/01/2006 13-Engineering YA 10003.634560 PROGRAM

Adam (140101) 0343-03 ANALYST

Return to Qverview Page | Close ) [ Step B | Mew lteration

The RIF Process — Step A page

The RIF Process — Step A page is separated into three areas:

o  RIF Statistics, which includes the RIF Title, number of employees affected
in RIF, number of abolished positions, number of vacancies, and the
current iteration.

e The Competitive Group number and the criteria defining it.

e  Employee information for abolished positions meeting the competitive
group definition in retention list order. The employee having the highest
retention standing is listed first.
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Notice that the tenure column reflects the tenure subgroup information. In
the NSPS RIF application, the following codes are used to distinguish
employees who have completed their initial probationary period from those

who have not.

Code Description
1AD Career — 30% DAV
1A Career — Veteran
1B Career — Non Veteran
1PAD Career Probationary — 30% DAV
1PA Career Probationary — Veteran
1PB Career Probationary — Non Veteran
3AD Term — 30% DAV
3A Term — Veteran
3B Term — Non Veteran
3PAD Term Probationary — 30% DAV
3PA Term Probationary — Veteran
3PB Term Probationary — Non Veteran

Home Logout Preferences

RIF Process - Step A

RIF Title UG RIF 10-1206
Total Employees 16
Abolished 4

Select Competitive Group and Process

Please Select | Competitive Group 1 v

Pay Schedule - Band YA02,YA01,YAD3
Occupation Code  0344,0343,0305

Select Employee for RIF Action

Return to Overview Page

Performance RIF
Details Name SSN Tenure Score SCIy Education Pay  CPCH Position Title  Details Action
B> Show Wolf Doug 123000088 18 4 02/01/2006 13-Engineering  ¥A- 01167 634486 PROGRAM /
(140101) 034303 ANALYST

B> Show Keterling 123000111 1B 4 02/01/2006 13-Engineering YA M210.634534 PROGRAM

Jasper (140101) 0343-03 ANALYST
B Show Gibrar 123000062 168 4 02/01/2006 13-Engineering YA 01168.634457 PROGRAM

Calek (140107} 0343-03 ANALYST
p=Show Zeigler 123000004 1B 4 020142006 13-Engineeting YA~ 10003 534560 PROGRAM

Adam (140107) 034303 AMNALYST

(Close | (Giep D ) ( Mew Heration )

Tatal “acancies 2
Current lteration 1

Career Group  STND CG

(Close ) (StepE ) [ New lteration

The RIF Process — Step A page with the Competitive Group selected
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4. Select the competitive group to be displayed.

The abolished positions for that competitive group will be displayed. The
data elements for each employee include: Name, Social Security Number,
Tenure, Performance Score, SCD-RIF, Education Level, Pay Band-
Occupation Code-Pay Schedule, Civilian Position Control Number, and
Title. The RIF Details page displays how each selected employee is impacted

at every step of the RIF.

The page displays up to 10 records at a time. If more than 10 records exist,
select Next 10 to display the next set of 10 records.

RIF defaults to the first created competitive group. To display employees in
a different competitive group, select the drop down arrow to the right of
the Competitive Group field, then select the competitive group you want

to display.

5. Perform one of the following:

If You:

Want to go back to the RIF
Status page

Want to check for placement
options

Then:
Select Return to Overview Page.

Select the active Pencil f icon in
the Action column to open the
Placement Options section of the Step A
Action for Employee page. The active
pencil identifies the first employee
listed in Competitive Group 1.

Other established competitive

groups can be viewed, but the
highlighted pencil identifies the only

record that can be updated at this time.

Continue with step 6.
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Home Logout Preferences

Step A Action For Employee

( Separate ) ( View/Delete Exception ) (Gancel )

Mame Wolf Doug SSN 123000068
Position Title  PROGRAM ANALYST CPCN  01167.634486
Pay Schedule/Band  YA0343.03 Tenure 1B

Wet PrefRIF 1
SCO 02/01/2006

Performance Score 4
Current teration 1
Placement Options

Select Object: (Place ) (_Set Exception

Placement Employee Performance
Select Details Type PS-0C-PB CPCHN Position Title Organization Name Tenure Score RIF SCD
O BShowVacancy Y A-0343-03 01169.634488 PROGRAM ANALY ST QKBB097 FFH
O BShow Displacement  YA-0343-03 10029 6345590 PROGRANM ANALYST OKERI97FPH Harison Camille 16 4 10-Jul-2006
O prShow Displacement ¥ A-0343-03 10041.634602 PROGRAM ANALYST QKBE097FPH Lechman Mark 1B 4 03-Apr-2008
O P=Show Vacancy Y A-0343-02 10004634561 PROGRAM ANALY ST QIKBE097FFPH

( Separate ) ( ViewDelete Exception ) | Cancel )

Home | Logout | Preferences

Copyright (c) 2005, Oracle. &l rights reserved Cracls Privary Statement

The Step A Action for Employee page with the Placement Options section

Review the information on the S7ep A Action for Employee page.

The Placement Options page displays information on positions (encumbered
and vacant if selected in RIF Options) deemed possible placements. It
includes columns for Placement Type, Pay Band-Occupational Code-Pay
Schedule, Civilian Position Control Number, Title, Organization, Employee
Name, Tenure, Performance Score, and SCD-RIF. RIF uses data captured on
the Placement Options spreadsheet to identify positions for consideration.

Only positions that are within an employee’s assighment or placement rights
will be displayed. Under NSPS RIF, an employee has the right to be assigned
to a comparable position or to a position one pay band lower than his or her
current position. If no vacancies or placement options are available for an
employee, a blank page displays.

Home Locout Pred

Step A Action For Employee

(Beparate ) [ WiewsDelste Exception | (g
MName Keterling Jasper SSM 123000111
Pogition Title  PROGRAM ANALYST CPCH 01210.634534
Pay Schedule/Band  YA034303 Tenure 1B

et Pref-RIF 1

SCD
Placement Options
Select Details Placement Type
Mo data exists

neverioht (01 2005 Oracke S viskts reservend

02/01/1999

PS.OCPB CPCN Position Title

Home | Logout | Preferences

Petfarmance Score 3
Current Iteration 2

Organization  Employee Name Tenure Performance Score RIF §

[ Separate ) [ ViewfDelete Exception )

e

Cwarle Privar:

A blank Placement Options page
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When vacancies exist and Use Vacancies in Step A is selected on the NSPS
RIF Options page, the vacancies are displayed first, followed by those positions
that would displace an employee with a lower retention standing. Employees
listed as displacement options are listed in reverse retention list order. This
ensures the employee with the lowest retention standing is offered as a
displacement before anyone with a higher retention standing is released. One

of three placement actions may occur:

A. A competing employee may be placed into a vacancy.

B. A competing employee may be placed into a position for which
they are fully qualified, held by an employee with a lower retention

standing (Step A only).

C. A competing employee may be separated if there are no vacancies
or placement options available.

7. Perform any of the following placement actions:

If You:

Cannot place an employee
because there are no
placement options available

Cannot place an employee
and want to set an exception

Want to view exceptions set
for an employee

Then:
Select the Separate button.

Enter the appropriate placement
actions.

Go to step 8.

Select the Set Exception button to go
to the S7ep A — Set Exceptions page.

Enter an explanation for the exception
in the Remarks field.

Select the Apply button to return to
the S7ep A Action for Employee page.

Go to step 8.

Select the position in the Select
column.

Select the View/Delete Exception
button at the bottom of the page to
view exception information.
Information can be viewed or deleted
if the exception no longer applies.

To delete, select the position to be
removed and select the Delete button.
Select the Return button and the
position is again displayed as a
placement option.

Go to step 8.
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If You:

Want to delete exceptions set
for an employee

Want to place an employee

Then:

Select the position in the Select
column.

Select the View/Delete Exception
button at the bottom of the page to
delete exception information.

To delete exceptions that no longer
apply, select the position to be
removed.

Select the Delete button.

Select the Return button and the
position is again displayed as a
placement option.

Go to step 8.

Select the position into which you
want to place the employee.

Select the Place button.

After you make the selection, RIF
returns you to the Placement Options
page and the active pencil now
highlights the next employee on the
retention list.

Continue with step 6 until all
employees in the first competitive
group have been placed.

When the last employee in the
competitive group is placed, the first
record in the next competitive group
displays.

Continue with step 8.

8. Repeat step 7 until all competitive groups have been addressed. When the
last employee in the final competitive group has been placed, Step A is
complete and the Step B button becomes active.

9. Select the Step B button to continue the RIF process.

Congratulations!

You have successfully completed Step A — Displacement and Release
Within the Competitive Group and are ready to begin Step B in the RIF

process.
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Step B — Use of Vacancies Outside of the Competitive
Group(s)

After Step A is complete, Step B consists of using vacancies uploaded for placement
options outside an employee’s competitive group, but within the competitive area.

If you did not select the Upload Vacancies option on the NSPS RIF Options page,
no vacancies may be used for placement options in this step.

If the Use Vacancies in Step A option was selected in the NSPS RIF Options page,
then only vacancies not used for placements within the competitive groups are used
in this step. Employees separated from their competitive group in Step A are placed
on this list in retention standing order and compete for the remaining vacancies.
The vacant positions are offered to employees in retention list order. Employees
must be qualified to be placed into vacancies in this step.

Follow these steps to complete Step B if Upload Vacancies was selected:

Home Logout Preferences

RIF Process - Step A
| Close Step B ) Mew Iteration )

RIF Title UG RIF 10-12.06 Total Wacancies 0
Total Employess 16 Current Iteration 1
Abolished 4

Select Competitive Group and Process

Pay Schedule - Band Carger Group
Occupation Code

Select Employee for RIF Action
Details Name SSN Tenure Performance Score SCD Education Pay CPCN Position Title RIF Details Action
Mo data exists.

Beturn to Overview Page Close | (Step B (Mew lteration )

Home | Logout | Preferences
Copyright () 2005, Oracle. All rights reserved Oracle Privacy Statemert

The Step B button

1. Select the Step B button to go to the RIF Process — Step B page.
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Home  Logout Preferences

RIF Process - Step B

[Close | [ Step ) ( Mew lteration

T UG T 101200
Total Employees 16
Abolished 4

TEval wacancEE U

Current Iteration 1

Select Employee for RIF Action

| Separate |
Performance RIF
Details Selected Name  SSH Tenure Score SCD Education Pay CPCN Positien Title Dretails
b= Show @ Wolf 123000068 18 4 020172006 13-Engineering  YA- 01167 634486 PROGRAM
Doug (140101) 034303 ANALYST
b= Show @ Zeigler 123000004 18 4 020172006 13-Engineering  YA- 10003.634560 PROGRAM
Adarm (140101) 034303 ANALYST —
Select Details Placement Type Pay Schedule Series Pay Band CPCH  Position Title Organization
Mo data exists.
Return to Qverview Page Close | [ Step C ) ( Mew Heration )
Home | Logout | Preferences
Copryright () 2005, Oracle. All rights reserved Oracle Privacy Statemert
The RIF Process — Step B page

The RIF Process — Step B page consists of the following three sections:

e RIF Statistics, which includes the RIF Title, number of employees affected
in RIF, number of abolished positions, number of vacancies, and the
current iteration.

o Select Employee for RIF Action, which lists all employees displaced from
their competitive group in Step A within the competitive area in
retention list order.

]
The ©

icon under the Selected column replaces the pencil used in

Step A. This identifies the record currently being placed. Again, the
Details icon can be selected to display employee placement

information at any time.

o acancy Positions, if available, identifies unused vacancies within the
competitive area that were not used in any competitive group in Step A.
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2. Perform any of the following:
If You:

Want to place an employee in
a vacancy

Want to process a Separation

Then:

Select the option button to the left of
the position into which the employee
is to be placed.

Select the Place button.

The S moves to the next employee,
and the filled vacancy no longer
displays in the available vacancy list.

Repeat until all employees are placed
or until all vacancies are filled.

Separate any remaining employees.

Select the Separate button.

The system updates the employee to

L]

L] .
separated and moves the S icon to
the next record.

Congratulations!

You have successfully completed Step B — Use of Vacancies Outside of the
Competitive Group(s) and are ready to begin Step C in the RIF process.

You may start Step C when all placement actions are made or all employees
have been separated and the Step C button is activated.

The Step C button will only become active after all placement actions or
separations for all employees have been completed.
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Step C — Placement Actions in Lieu of Separation

Step C is the final step in the RIF process, after Steps A and B have afforded
employees their RIF assignment rights. In Step C, employees are again placed in
retention list order, and all vacancies within the competitive area that were not used
in Steps A or B may be used for placements. Step C allows for management
placement exceptions to the RIF process. Placement may be made for management
walvers of qualifications or into positions that are more than one pay band below the
employee’s current pay band. The intent is to provide a means of minimizing the
number of separations if vacancies remain outside an employee’s RIF entitlement.

Follow these steps to complete Step C and make a placement in lieu of separation:

Home Logoul Preferences

RIF Process - Step B

RIF Title UG RIF 10-12-06
Total Employees 16
Abolished 4

Select Employee for RIF Action
Performance

Vacancy Positions
Select Details Placement Type
Mo data exists.

Return to Owverview Page

Details Selected Name  SSHN Tenure Score
b Show Walf 123000068 18

Droug
b Show Zeigler 123000004 18

Adarn

Copyright () 2005, Oracle. All rights reserved.

SCD Education

02/01/2006 13-Engineering
(140101)

02/01/2006 13-Engineering
(140101)

Series Pay Band

Home | Logout | Preferences

(Close ) (StepC) [ Mew Heration

Tatal “acancies 0
Current lteration 1

RIF
Pay CPCN Paosition Title Details
YA 01167 634486 PROGRAM
0343-03 ANALYST
YA 10003.634560 PROGRAM
0343-03 ANALYST
CPCH  Position Title Organization

| Close N | Step G ) | New lteration

Cracle Privacy Statement

The RIF Process — Step B page with the Step C button highlighted

1. Select the Step C button to go to the RIF Process — Step C page.
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Home Logout Preferences

RIF Process - Step C
Close Mew [teration ] Done

RIF Title UG RIF 10-1206 Total Wacancies 0
Taotal Employees 16 Current Iteration 1
Abolished 4

Select Employee for RIF Action

(_Separate
Performance RIF
SSN Tenure Score SCD Education Pay CPCN Position Title Details
123000065 168 4 (2/01/2006 13-Engineering  YA- 01167 634486 PROGRAM
(140101} 0343-03 ANALYST
B Show Zeigler 123000004 1B 4 (2/01/2006 13-Engineering  YA- 10003 534560 PROGRAM
Adarm (1401013 034303 AMALYST —

Rerarks

Vacancy Positions outside competitive area
Select Details Placement Type Pay Schedule Series  Pay Band CPCN  Position Title Crganization
Mo data exists

Return to Overview Page (Closs | [ New Heration Done |

The RIF Process — Step C page with the current record highlighted

As in Step B, the Select € icon indicates the current record.
Select the option button in the Selected column to the left of the vacancy.
Select the Place Employee in Selected Vacancy button.

Perform one of the following:

If You: Then:
Want to add an explanation Enter your comments in the Remarks
about how a placement tield.

determination was made,
including any special
considerations made in the
final placement

Do not need to enter Go to step 5.
explanations

Repeat steps 2-4 until all vacancies are used or placement options are
exhausted.
Select the Separate button for any remaining employees.

Select the Done button when all employees have been placed or separated to
return to the Create/ View RIFs page.

The status column now displays RIF Complete.
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Create/View RIFs
k Create New RIF | GO
Recent RIF
Title RIF ID |Effective Date  Appraisal Cutoff Date RIF Start Date  Current | i i Update Delete
NSPS Users Guide 1134 30-Sep-2006 30-Jun-2006 07-Sep-2006 1 RIF Complete / i

The Create/View RIFs page with Status showing RIF Complete

Congratulations!

You have successfully completed Step C — Placement Actions in Lieu of
Separation, which completes the RIF processing.
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Interrupting RIF Processing

The following procedures help you to interrupt a RIF or to navigate through the RIF
screens once the RIF has begun processing. A RIF is considered in process once
Step A has been initiated. You may need to interrupt your processing if you are not
able to complete the work at that time or if a new employee or vacancy must be
added to the RIF.

Closing or Exiting a RIF

Follow these steps to close or exit an open RIF:

If You: Then:

Want to return to the RIF Select the Return to RIF Overview
Overview page button OR select the Close button.
Want to return to the Home Select Home.

page

Want to exit RIF Select Logout.

In any of the above instances, the RIF application automatically saves changes as
they are made. You will experience no loss of data using any of the above methods
to close the page or exit the RIF altogether.

Congratulations!

You have successfully closed or exited a RIF. You may return later to continue
processing this RIF.
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Re-Entering a RIF in Process

Follow these steps to re-enter a RIF in process:

1. Log on to Employee Self-Service.

§ Department of Defense

Logout  Preferences  Oracle Help

Navigator

Favorites

CIVDOD RIF
i

L ises iF Application ]
=] Wiew Wy Hequests

R R R R R B ER R

Logout | Preferences | Oracle Help

Copyright (c) 2005, Oracle. Al rights reserved.

CPMS does not maintain Federal Long Term Care
Insurance and Flexible Spending Account
Frograms.

Edit Favarites

TSP Homepage

OPM Homepage

MyPay

USA Jobs

OPM Health Benefits Hormepage

OPM Life Insurance Homepage

OPM Retirement Homepage

Self Service Information

Federal Long Term Care Insurance Prograrm
Flexible Spending Account

Oracle Privacy Statemerit

2. Select the CIVDOD RIF responsibility.

The Navigator page

3. Select NSPS RIF Application to open the Create/ 1iew RIFs page.

Home  Logout Preferences

Recent RIF
Title
UG RIF 10-12-08

UG CP10-19-06

Create/View RIFs

RIF D] Effective Date  Appraisal Cutoff Date

Create New RIF [ GO

RIF Start Date  Current Iteration

15-Dec-2006 30-Jun-2008 19-0ct-2006 2

16-Jan-2006 10-Jul-2006 19-0ct-2008 4

Home | Logout | Preferences

Copryright () 2005, Oracle. Al rights reserved.

Status
Processing Step A

Update Delete

# 1
# 1

Ready to begin process

Qracle Privacy Statement

The Create/View RIFs page

4. Select the active Pencil f icon in the Update column for the RIF which
you need to re-open to go to the RIF Status Page.

Version 1.0 — October 2006

69



Home  Logout

RIF Status Page

RIF Options
RIF Title UG RIF 10-1206 Appr Cutoff Date 30-Jun-2006
Effective Date 15-Dec-2006 Appr Oldest Date 01-Jul-2002
RIF Information
Mumber of Employee 18 Mumber of Abolishments

Murnber of Wacancies

-

RIF Progress

-

Current Iteration Career Group

Current Step A Pay Schedule-Band

Current Competitive Group COccupation Code
Current 33N null

( Edit Optians | ( Edit Placerment Order ) ( View/Edit Position Employee )N Process RIF | ( RIF Reports | ( RIF Natices ) ( Comments |

Return To Surmary

Home | Logout | Preferences
Copyright () 2005, Oracle. &1l rights reserved Oracle Prival

The RIF Status page with the Process RIF button highlighted

5. Select the Process RIF button to go to the RIF Process — Step A page.

Home Logout Preferences

RIF Process - Step A
[Close ) [ Slep B ) [ Mew Heration )

RIF Title UG RIF 10-12-06 Total Vacancies 2
Total Employees 16 Current Reration 1
Abolished 4

Select Competitive Group and Process

Flease Select | Competitive Group 1 %

Pay Schedule - Band  YA02,YA01,YAD3 Career Group  STND CG
Occupation Code  0344,0343,0305

Select Employee for RIF Action

Performance RIF
Details Name SSN Tenure Score SCIy Education Pay  CPCH Position Title  Details
B> Show Wolf Doug 123000088 18 4 02/01/2006 13-Engineering  ¥A- 01167 634486 PROGRAM /
(140101) 0343-03 AMALYST
B> Show Keterling 123000111 1B 4 02/01/2006 13-Engineering YA 01210.634534 PROGRAM f
Jasper (140107} 0343-03 ANALYST
b= Show Gibrar 123000063 1B 4 020142006 13-Engineeting YA~ 01168.634487 PROGRAM f
Calek (140101) 0343-03 AMALYST
B Show Teigler 123000004 1B 4 02/01/2006 13-Engineering  ¥A- 10003 634560 PROGRAM f
Adam (140101) 0343-03 AMALYST
Return to Overview Page (Closs ) [ Step B ) (Newlteratian

The RIF Process — Step A page with the Action icon highlighted
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6. Perform one of the following:

If You:

Stopped processing in the
middle of Step A and now
need to continue processing

Stopped processing in the
middle of Step B and now
need to continue processing

Stopped processing in the
middle of Step C and now
need to continue processing

Then:

Select the active Pencil f icon to
continue where you previously

stopped.

Select the Step B button to continue
where you previously stopped.

Select the Step B, and then select the
Step C button to continue where you
previously stopped.

Congratulations!
You have successfully re-entered a RIF in process.
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Starting a New lteration

Once you have begun processing the RIF, updates to position or employee
information are not allowed. If a change becomes necessary (for example, a new
employee enters the RIF or a new vacancy is received from management), the RIF
must be stopped to allow for input of the additional information and then re-started.
You accomplish this process using the New Iteration button displayed on the top
and bottom right of all pages in Steps A, B, and C.

Follow these steps to start a new iteration:

Home  Logout Preferences

RIF Process - Step B
(Clese | [ Sten ) ( Mew fteration

RIF Title UG RIF 10-12-06 Total Wacancies 0
Total Employess 16 Current Iteration 1
Abolished 4

Select Employee for RIF Action

| Separate
Performance
Details Selected Name  SSH Tenure Score SCD Education Pay CPCN Position Title
B Show @ Wolf 123000062 168 4 020172006 13-Engineering  YA- 071167 634486 PROGRAM
Doug (140101) 034303 ANALY ST
B Show Zeigler 123000004 16 4 020172006 13-Engineering  YA- 10003.634560 PROGRAM
Adam (140101) 034303 ANALY ST

Vacancy Positions
Select Details Placement Type Pay Schedule Series  Pay Band CPCH  Position Title Cryganization

Mo data exists.
[e—
Close ) [ Step C | § Mew Heration

Oracle Privacy Stalemert

Return to Qverview Page

Home | Logout | Preferences
Copryright (o) 2005, Oracle. All rights reserved.

The New lteration button on the RIF Process — Step A page

Select the New Iteration button to close the current page (the Step A, B or
C page) and return to the RIF Status page.

Notice that the Current Iteration field number has increased by one.

Make changes to the RIF database (for example, position(s) or employee(s)
may be added, and other information may be altered).

Select the Process RIF button to restart RIF processing.

Congratulations!

You have successfully started a new iteration of a RIF.
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Generating RIF Reports

The RIF application enables you to retrieve reports that display the status at various
steps of the RIF. This section identifies the reports available in the RIF application
and provides instructions on how to generate and save RIF Reports. The reports
available in the RIF application are as follows:

= Abolishment List
= Abolishment List (abbreviated)
= Actions List
= Actions List (abbreviated)
® Disabled Veterans Impact
= Duty Status
= Gains-Losses Movements
=  EEO Statistics
* EEO Statistics for Competitive Group
* Employee History
* Handicapped Impact
= Leftover Vacancies
= Placement Exceptions
= Placement Order
=  Removed from RIF
= Retention Registers
e Basic
e Standard
e Standard (No Privacy Act)
= RIF Options
= RIF Summary
=  Tenure
= Tiebreak
= Vacancies
= Work Sheets
e Single
e Multiple
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Follow these steps to generate a RIF report:

Department of Defense
Logout  Preterences  Oracle Heln.

Navigator Favorites

- - Edit Favorites

CIVAOD RIF (Edil Favories )
% CIYDOD RIF REFORTS =] nopc o CPMS does not maintain Federal Long Term Care
= Wy Biz H 1=Ps RIF Application Insurance and Flexible Spending Account

(=] We Ty eges S Prograrns.

EF TSP Homepage

EF OPM Homepage

B MyPay

EF USA.Johs

[ OPM Health Benefits Homepage

3 OPM Life Insurance Homepage

3 OPM Retirement Homepage

E3 Self Service Information

{54 Federal Long Term Care Insurance Program
[ Flexible Spending Account

Logout | Preferences | Oracle Help

Copyright () 2005, Oracle. &1 rights reserved Oracle Privacy Statement

The Navigator page

Select NSPS RIF Application on the Navigator page to go to the Create/ VView
RIFs page.

Home Logout Preferences

CreatelView RIFs

Create Mew RIF [ GO

Recent RIF

Title \RIF ID |Effective Date Appraisal Cutoff Date  RIF Start Date  Current Iteration  Status Update Delete

UG RIF 10-12-06 1184 15-Dec-2008 30-Jun-2006 19-Oct-2006 2 Processing Step A f m

UG CP10-19-06 1199 16-Jan-2008 10-Jul-2006 19-Oct-2006 1 Ready to begin process f m
Home | Logout | Preferences

Copyright (c) 2005, Oracle. Al rights reserved Oracle Privacy Statement

The Create/View RIFs page

Select the Pencil f icon in the Update column to open the RIF you need
and go to the RIF Status page.
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Home  Locgout

RIF Status Page

RIF Options

RIF Title UG RIF 10-12-06 Appr Cutoff Date 30-Jun-2006
Effective Date  15-Dec-2006 Appr Oldest Date  01-Jul 2002
RIF Information
Murnber of Employee 18 Murnber of Abolishments
MNumber of Vacancies 1
RIF Progress
Current fteration 1 Caraet Group
Current Step A Pay Schedule-Band
Current Competitive Group COccupation Code

Current 33N null

( Edit Optians | ( Edit Placerment Order ) ( View/Edit Position Employee ) ( Process RIF J§ RIF Reports ) | RIF Natices ) ( Comments )

Return To Surnmary

Home | Logout | Preferences
Copyright () 2003, Oracle. I rights reserved. Qracle Prival

The RIF Status page with the RIF Reports button highlighted

3. Select the RIF Reports button to go to the RIF Report page.

oo
Report Page
[Indicates required field [ AutoRif
RIF Mame UG RIF 10-1206
RIFID 1194
Iteration 1
Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive
Report Mame P
Report Desc
—_—
| Go | | Clear
=Report Name Report Desc Parameters
Mo search conducted.
(_AutoRif
Home | Logout | Preferences
opyright (c) 2005, Oracle. Al rights reserved Oracle Privacy =i

The RIF Report page

4. Review the following information:

Field Description
RIF Name The title of the RIF

RIF ID A system-generated identifier for the RIF
process
Iteration The number of iterations as of the time the

report is being generated.
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5. Perform one of the following.

If You:

Know the name of the report
you want

Know a portion of the report
name

Do not know the report
name

Then:

Enter the complete name of the report
in the Report Name field.

Select the Go button.
Go to step 8.

Enter a portion of the report name in
the Report Name field.

Select the Flashlight & icon to go to
the Search and Select: Report Name page.

If you enter report criteria in

é the Report Name field,
only those reports matching the
criteria will appear.

Go to step 0.

Select the Flashlight { icon to go to
the Search and Select: Report Name page.

Enter a partial report name followed
by the percent sign (%5).

Select the Go button to produce a list
of reports.

Go to step 0.
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<l hitps://sylvestr. depds. cpms. osd. mil:8007 - Search and Select List of Values - Microsoft Int.

Search and Select: Report Name
(Cancel ) ( Select )
Search
Enter a value in the text field, then select the Go button. ¥You may use the "%" as a wildcard. [Advanced Search )
Search By Report Name V||Abu|\sh |U3_T)
Results
Select Quick Select Report Name Report Desc
O = Abalish Abolishments
o] = Abolish_Abbr Abolishments-Abbreviated
(Cancel ) | Select
] Ink t ¥
@ 0nE é & Interne |

The Search and Select: Report Name page

6. Select the option button to the left of the report you want to display in the
Report Name field on the Report Page.

You may also select the Quick Select = icon next to the report you
want.

7. Select the Go button to select the report, and to display the name in the
Report Name field on the Report Page.

Home Logout Preff
Report Page
“Indicates reguired field [ AutoRif]
RIF Mame
RFID -1
lteration -1
Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive
Report Mame | Abolish | B
Report Desc | Abalishments |
Go ) (GClear
(=Report Name / |Re|)orl Desc Ealaetals
Abolish Abolishments
Abolish_Abbr Abolishments-Abbreviated Parameters
AutoRif
Home | Logout | Preferences
Copyright (o) 2005, Oracle. All rights reserved Oracle Privecy%

The Report Page with reports selected and the Parameters button highlighted

8. Select the Parameters button to go to the Parameters page.

Version 1.0 — October 2006 77



Parameters Operator

Input

CPCN

=l

\
NAME \
SN \

CAREER_GROUP |

CGROUF NO |

PAY_SCHEDULE |

SERIES \

PAY_BAND

ORG_CODE

ORG_LINET

ORG_LINE3

ORG_LINE4

ORG_LINES

\
\
\
ORG_LINEZ \
\
\
\
\

POSN_TITLE

( Submit Repart ) ( Back To Repart MainPage )

Where |

Add Parameters

(_Submit Report ) [ Back To Repor MainPage

9. Perform one of the following.

If You:

Want to run the report

Want to add parameters to
the report before you view or

print it

The Parameters page

Then:

Select the Submit Report button
Go to step 11.

Click on the Operator ficld to the

right of the parameter you want to use
to limit your report.

Click on the down arrow in the right
of the Operator field to display a list
of choices.

(Operators include: Equals, Not
Equal, Less than or Greater than)

Click on the Input field to the right of
the operator you just entered.

Enter a value the system will use to
limit the report.

Go to step 10.

10. Select the Submit Report to generate the report and go to the File Download

dialog box.

78

Version 1.0 — October 2006



Parameters
CPCN

NAME

SSN
CAREER_GROUP
CGROUP_NO
PLAY _SCHEDULE
SERIES
PAY_BAND
ORG_CODE
ORG_LINET
ORG_LINE2
ORG_LINE3
ORG_LINE4
ORG_LINES
FOSH_TITLE

Operator Input
\ -l \
\ ]| |
File Download E|
Do you want to open or save this file?

Mame: RIFCertSep rtf

Type: Rich Text Format
I: From: sylvestr.dcpds.cpms.osd.mil

[ Open ] [ Save J L Cancel J

’7

“wihile files fram the Intemet can be useful, some files can patentially
harm your camputer. [F wou do not trust the source, do not open or
save this file. What's the risk?

9

=l \

=l |

( Submit Report | | BackTa Repart Mai

Where |

Add Parameters

( SubmitReport ) ( Back To Report Main

The File Download dialog box
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11. Perform one of the following:

If You: Then:

Want to save the report Select the Save button to go to the
Save as. .. dialog box.

Browse to the location on your
computer where you want to save the
report.

Enter a file name in the File name

field.
Select Save to save the report.

The report will be saved as a Rich Text
Format (RTF), which can later be
opened in Microsoft Word.

Want to open the report Select the Open button to open the
report in Microsoft Word.

Select File = Save as to save the
report on your computer after
opening.

Go to step 12.

12. Close Microsoft Word to return to the Parameters page.

( Submit Report § [ Back Ta Repaort MainPag: )

Parameters Operator Input
CPCH \
NAME \ ~]|
35H \
CAREER_GROUP| ~]|
CGROUP_MO | =]
PAY SCHEDULE | ~I[
SERIES | ~||
PAY_BAND |
ORG_CODE |
ORG_LINE! |
ORG_LINE2 | ~|

\

\

\

\

=l

ORG_LINE3
ORG_LINE4
ORG_LINES
POSN_TITLE
Where |

Add Parameters

(_Bubmit Hepnn) Back To Report MainPage

The Parameters page with Back to Report Main Page button highlighted

Version 1.0 — October 2006



13. Select the Back to Report Main Page button to return to the Reporz Page.

Congratulations!

You have successfully generated and downloaded a RIF Report.
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Generating RIF Notices

This section provides instructions on how to generate RIF notices that notify
employees of a proposed RIF action. The following types of notices are available for
use with this application:

Reassignment as Assignment Right
Reassignment in Lieu of Separation
Reassignment — Better Offer

Reduction in Band as Assignment Right
Reduction in Band in Lieu of Separation
Reduction in Band — Better Offer
Separation — Without Severance Pay
Separation — Severance Pay

Certificate of Expected Separation

Once a RIF has been processed, notices may be generated, printed, and issued to
impacted employees.

Follow these steps to generate RIF Notices:

Department of Defense
Logout  Preferences  Oracle Heln

Navigator Favorites

[ER]CIvDOD RIF| CIVDOD RIF (_Edit Favarites
EEE

3 CIvDoD RIF REPORTS By = yira CPMS does not maintain Federal Long Term Care
(231 My Biz =] NEPS RIF Application Insurance and Flexible Spending Account

5| MNoFs RIE Application

5 L= A A= L

Programs.

TSP Homepage

OPM Homepage

MyPay

USA Jobs

OFM Health Benefits Homepage
OPM Life Insurance Homepade
OPM Retirement Homepage
Self Service Information

Federal Long Tern Care Insurance Prograrn
Flexible Spending Account

[ 0 5 P ) R R R

Logout | Preferences | Oracle Help
Copyright (¢ 2005, Oracle. &l rights reserved Cracle Privacy Statement

The Navigator page

Select NSPS RIF Application on the Navigator page to go to the Create/ VView
RIFs page.
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Home Logout Preferences

CreatelView RIFs

Create Mew RIF [ GO

Recent RIF

Title RIF ID |Effective Date Appraisal Cutoff Date  RIF Start Date  Current lteration  Status Update Delete

UG RIF 10-12:06 1194 15-Dec-20068 30-Jun-2006 12-0ct-2006 2 Processing Step A / it

UG CP10-19-06 1199 16-Jan-2008 10-Jul-2006 19-Oct-2006 1 Ready to begin process / it
Home | Logout | Preferences

Copyright (c) 2005, Oracle. Al rights reserved Oracle Privacy Statement

The Create/View RIFs page

2. Select the Pencil f icon in the Update column to open an existing RIF
and go to the RIF Status page.

Home  Logout Preferences

RIF Status Page

RIF Optiens
RIF Title UG RIF 10-1206 Appr Cutoff Date 30-Jun-2006
Effective Date  15-Dec-2006 Appr Oldest Date  01-Jul 2002
RIF Information
Mumber of Employee 21 MNurnber of Abolishrnerts
Mumber of Vacancies 0

RIF Progress

Current Reration Career Group
Current Step Pay Schedule-Band
Current Competitive Group Occupation Code

Current 55N

(_Edit Options ) ( Edit Placement Order ) [ View/Edit Pasition Employee ) ( Frocess RIF | ((RIF Reports J( RIF Motices )| Camments )

Return To Summary

Home | Logout | Preferences
Copryright () 2005, Oracle. &l rights reserved. Qracle Privacy Statemert

The RIF Status Page with the RIF Notices button highlighted

3. Select the RIF Notices button to go to the NSPS RIF Notice page.

This page contains the RIF Title and displays the Iteration as of the time the
report is being generated. If the RIF is completed, the last iteration of the
RIF will display.
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——
NSPS RIF Notice
*Indicates reguired field

RIF Mame WG RIF 10-12-06
RIF 1D 1194
lteration 1
Motice Type N/A

Setup Notice

* Motice Type hé
Get List )
Available Selected
.%w
hiove
|'):)_w il
Iove All [
<) @
Rernove @
.:E:
Remave All

( Create Notice )( Backto Setup )

Horme | Logout | Preferences

Copyright () 2005, Oracle. All rights reserved.

The NSPS RIF Notice page with the Notice Type drop-down arrow highlighted
Select the drop-down arrow in the Notice Type field to display available
notice templates.

The system has three types of Notice templates available: Reassighment,
Reduction in Band, and Separation.

T o
NSPS RIF Motice
FIndicates required field Back to Aut
RIF Mame UG RIF 10-12.06
RIFID 1194
lteration 1
Matice Type  N/A
Setup Notice
= Motice Type
-Get List
- RIF Notice of Reassignment
Available RIF Notice of Reassignment In Lieu of RIF
RIF Notice of Reassignment - Best Offer
RIF Notice of Separation without Severance Pay
RIF Notice of Separation with Severance Pay
RIF Notice of Reduction in Pay Band
RIF Notice of Reduction in Pay Band Better Offer
RIF Notice of Reduction in Pay Band In Lieu of RIF
RIF Certificate of Expected Separation
Remove @
]
Bemaove All
Create Nofice )i Back to Setup
Back to Autal
Horme | Logout | Preferences
Copyright (c) 2005, Oracle. All rights reserved. Oracle Privac)

The NSPS RIF Notice page with Notice Types displayed

Select the notice template you want to display in the Notice Type field.
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NSPS RIF Notice

“Indicates ragquired field Back to Auti
RIF Mame UG RIF 10-12 06
RIFID 1194
lteration 1

Motice Type  NAA
Setup Notice
Type v

vallable Selected

=2

i}

() &

B

ove All

<
Remaove

®e &8

)
Rerave All

Create Notice ) Back to Setup

—
Back to Aut

Home | Logout | Preferences
Copyright (] 2008, Oracle. & rights reserved Cracle Priva

The NSPS RIF Notice page with the Get List button highlighted

6. Select the Get List button to display in the Available field a list of all
employees meeting the criteria for the selected notice.

Home |ngout Brd

NSPS RIF Notice

"Indicates required field Back to AutoR)
RIF Mame UG RIF 10-12.06
RIFID 1194
lteration 2

Motice Type RIFCertSep
Setup Notice

Available Selected
01210634534 Keterling Jasper
®
&
W
¥
=<
Remave All
Create Notice ) Back to Setup )
—
Back to AutoR,
Heme | Lasan + | Drofarances
Home | Logout | Ereferences
Copyright () 2005, Cracle. Al rights reserved. Oracle Privacy

The Set-up Notice page with a record in the Available column

7. Select a record in the Available field.

8. Select the Move button to move the selected record to the Selected field.
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Home  Logout

NSPS RIF Motice
*Indicates reguired field

RIF Marne
RIFID
lteration
Motice Type

Setup Notice

Available

Back o Auti
UG RIF 10-1206
1194
2
RIFCentSep

Selected

=) @

Move Al

<)

Remove Al

Create Matice C ackto Setup

The Available record moved to the Selected column

9. Select the Create Notice button to open a File Download dialog box.

Setup Notice

Available

Home  Logout
NSPS RIF Notice
*Ihdicates required field Back to Auti
RIF Marne UG RIF 10-12-06
RIFID 1194
lteration 2
Motice Type

& File Download El

Do you want to open or save this file?

Name: RIFCertSep.rtf

= Type: Rich Text Farmat

Fram: sylvestr.dcpds.cpms.asd.mil

[ DOpen ][ Save JL Cancel ]

harm pour computer. |f wou da nat tust the source, do nat apen or

@ “While files from the Intemet can be useful, some files can potentially
save this file. what's the risk?

Create Motice )| Backto Setup |

The File Download dialog box

10. Select the Open button to open the notice in Microsoft Word.
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( )
DATE

From: (ORGANIZATION)
To:  Ketetling Jasper
Test POA
Created 420/06
CH

Subj: CERTIFICATE OF EXPECTED SEPARATION

1. Due to (REASON FOR RIF), ywou may be facing a reduction in force (RIF) on
approximately (ESTIMATED EFFECTIVE DATE). Atleast 60 days before a RIF's
actioty affecting you, you will receive a specific RIF notice giving you information on the
determinations made cotceming your position, your retention standing and benefits and
programe available to you,

2. Althoughno final decisions have been made, based on a review of yout personnel
records, we have determined that you will likely be separated by RIF. This certificate of
expected separation establishes your eligibility to participate in retraining programs
offered under the Wotkforce Investment A ct of 1998 and other owtplacement assistance.

3. Because your employment opportanities in the Federal and private sectors in this local
area are very limited, you canuse this certificate to register in assistance programs.
Information on programs that will improve your prospects for employment is provided
below:

e Workforee Investment Act of 1998, With this certificate. under the Civilian

A Certificate of Expected Separation Notice

You may save the notice for future use at this time and close Microsoft Word
é to return to the RIF application.

Home Logout
NSPS RIF Notice
*Indicates required field Back to Auts

RIF Mame UG RIF 10-1206
RIFID 1194
lteration 2
Matice Type RIFCertSep

Setup Notice

Available Selected

Remove s
<<
Rermove All

Create Motice il Backto Setup )

The NSPS RIF Notice page with the Back to Setup button highlighted

11. Select the Back to Setup button to navigate back to the NSPS RIF Notice

page.
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Home |ngout Brd

NSPS RIF Notice
"Indicates required field
RIF Mame UG RIF 10-12.06
RIFID 1194
lteration 2
Motice Type RIFCertSep

Setup Notice

Create Notice ) Back to Setup )

Copyright () 2005, Cracle. Al rights reserved.

Available Selected
01210634534 Keterling Jasper >
Move
(55 @
hove All &
‘%“ W@
Remaove ]
<)
Rermove All

Backto AutoRif Page

Backto AutoRif Page

Cracle Privacy

The NSPS RIF Notice page with the Back to AutoRif Page button highlighted

12. Repeat steps 4 — 10 to create additional notices.

You may also select the Back to AutoRif Page button to return to the RIIY

Status page.

Congratulations!

You have successfully generated a RIF Notice(s).
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Generating NSPS RIF Reports and Notices Using the CIVDOD
RIF Reports Responsibility

The CIVDOD RIF REPORTS responsibility was created to allow access to the
reports, notices, and other statistical information within the DCPDS RIF database
without allowing access to the actual RIF file. (The security applied to DCPDS is
such that only the user account creating a RIF file has access to that RIF.) This does
not allow any modification to the information in the DCPDS database; however, any
report or notice that is allowed by the user can be generated by a person with this
responsibility.

Generating reports and notices from this responsibility is very similar to the way they
are generated from the CIVDOD RIF responsibility, except using this responsibility
takes you directly to the reports or notices. To access other information about a
particular RIF, the user must log on to with the CIVDOD RIF responsibility. The
following section provides instructions for accessing, generating, and saving reports
and notices from the RIF database.

Generate NSPS RIF Reports from the CIVDOD Reports Responsibility

Follow these steps to generate NSPS RIF Reports from the CIVDOD Reports
responsibility.

Login

OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
** *WARNING * * * WARNING ' * * WARNING * * * WARNING ' * *
Unauthorized access to this LS Government computer systern and software is prohibited by Title 18, US
Code, Section 1030, "Fraud and Related Activity in connection with Computers.” Unauthatized use s a
felory, which is punishable by 2 $10,000 fine and up ta ten years injail. Do not discuss, enter, transfer,
process, or fransmit data of greater sensitivity than sensitive-unclassified. Using this system constitutes
congentto security testing and monitaring
Privacy Act Statement
Authorities: 5 LISC 301, Department Regulations; Title 5, USC Chapters 11,13, 29, 31, 33, 41,43, 81,
53,55, 61,63, 72,75, 83, and 99; and Executive Order 9397,
PUIposes: s Tq authenticate the identity of individuals seeking access to their persannel data far
purposes of ensuring that only authorized persans may process applications and
views data pertaining to them
* To permit authorized individuals to view their data for purpose of verifying its accuracy
and to update the data when itis not current or is inaccurate
*® Toaudituser access o ensure that access is only granted to users that are
authorized access to the infarrmation.

Routine To a Federal, state, or local agency, as necessary and when the intended disclosure is for

Uses: a purpose cormpatible with the purpose farwhich the information was collected, on
personnel and related matters invalbing the individual about wharn the infarmation
pertains

Disclosure:  Voluntary. Failure to provide the requested infarmation will resultin a delay or termination
of your request. Ifyour request is terminated, you will not be able to view and verify your
data and you will not be able to update your data via this wehsite.

N /

Usermame | |

Pasgword | |
Legin |
@ TIP_Forgot your password?

The Login screen for Employee Self-Service

If you do not have log-on information, please contact your HR systems
administrator.

1. Open your Web browser.
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2. Enter the Web site address (different for each Component).

To get more information on how to access and log on to Employee Self-
Service, visit your Component home page or
http://www.cpms.osd/mil/regmod/selfservice.

Department of Defense

Logout  Prefersnces

Navigator Favorites

]
= - aR TS Edit

[FRICIVDOD RIF REPORTS) E EIF REFORTS CPMS does not maintain Federal Long Term
Insurance and Flexible Spending Account Proj

TSP Homepage

0P Homepage

Iy Pay

LISA Jobs

0P Health Benefits Homepage
QP Life Insurance Homepage
OPM Retirement Homepage
Self Service Information

Federal Long Term Care Insurance Prog
Flexible Spending Account

sy sy el sefaapaaf sy sy a)

Logout | Preferences | Oracle Help
Copyright (c) 2005, Oracle. All vights reserved Oracle Privac)

The Navigator Page

3. Select CIVDOD RIF REPORTS.
4. Select RIF REPORTS to go to the Report Page.

This is the same page displayed when entering the RIF Reports from the RIF
Status page except the RIF Name, Iteration, and RIF ID are not populated
on this page.

Home  Lomout
Report Page
“Indicates reguired field
= RIF Mame :| ,,5? Iteration
RIF ID
Search
Please enter your search critetia and select the "Go" button to see the result. Note that the search is case insensitive
Report Mame | P
Repart Desc
So Clear |
=Report Hame Report Desc Parameters
Mo search conducted
Home | Logout | Preferences
Copyright (] 2005, Oracle. &N rights reserved. Oracle Priva

The Report Page with the Flashlight icon highlighted

5. Enter the RIF Name by selecting the Flashlight ‘? icon next to the RIF
Name field to go to the Search and Select: RIF Name page.
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3 https:/fsylvestr. depds. cpms. osd. mil:8007 - Search and|Select List of Values - Microsoft Int... [

Search and Select: RIF Name fr
Search
Enter a value in the text field, then select the Go button. You may use the "%" as a wildcard.
Search By | RIF Name "H ‘@
Results
& Previous Mext 10 &
Select Quick Select RIF Name RIF ID
0o % carriesrif 1029
O = justdfun 1041
(@] == GO-FT-Comp1 1046
O = testforvinay 1057
O = Ty-08-01-06-8 1075
O = TwW-03-01-06-9 1076
O = DGtest 1078
O = checkdetails 1079
O = TW-TempPosnTest 1085 -
O = test23Aug 1096
& Previous ’11D—V| Mext 10 &=
€] B @ e

The Search and Select: RIF Name page with the
Select option button and Select button highlighted

6. Select the radio button in the Select column to the left of the RIF you want.

7. Select the Select button to populate the RIF Name field and return to the
Report Page.

Report Page
“Indicates reguired field

*RIF Name  |[TW.08.01.06.8 S eration [ ]

RIFID 1075

Search
Please enter your search criteria and select the "Go” button to see the result. Mate that the seatch is case insensitive
Report Name | 5

Repart Desc

=Report Name Report Desc Parameters
Mo search conducted

Horne | Logout | Preferences
Copyright (£) 2005, Oracle. &l rights reserved. Qracle Prival

The Report page with the RIF hame entered and Iteration field highlighted
8. Select the drop-down arrow to the right of the Iteration field to select the
iteration you want.

9. Refer to step 7 in the “Generating RIF Reports” section to continue
processing the report.

Congratulations!

You have successfully generated a RIF Report using the CIVDOD RIF
REPORTS Responsibility.
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Generate NSPS RIF Notices from the C1VDOD REPORTS Responsibility

Follow these steps to generate NSPS RIF Notices from the CIVDOD REPORTS
Responsibility:

1.

Department of Defense
Logout  Preferences

Navigator Favorites

p—
[ CivDOD RIF CIVDOD RIF REPORTS . (sl
[BRYCIVDOD RIF REPORTS CPMS does not maintain Federal Long Term
1 My Biz RIF MOTICE Insurance and Flexible Spending Account Proj

I ISP Homepage
i 0P Homepage
fdvPay

USA Jobs

OPM Health Benefits Homepage
OPM Life Insurance Homepage

QP Retirernent Hormepage
Self Service Information

Federal Long Term Care Insurance Prog
Flexible Spending Account

it} sf sty sl sty s s

Logout | Preferences | Qracle Help
Copyright () 2005, Oracle. All rights reserved Qracle Privac)

The Navigator page

Select RIF NOTICE on the Navigator page to go to the NSPS RIF Notice
page.
This is the same page displayed when entering the NSPS RIF Notice page

from the RIF Status page, except the RIF Name, Iteration, and RIF ID are
not populated on this page.

NSP$ RIF Motice

“Indicates required fisld

Setup Notice

*RIF Name | * lteration

RIFID
= Notice Type | V|
Available Selected

‘é"
Mave
) &

Move All A
< w

Rerrove @
w(:(w

Remove All

Create Notice ) Back to Setup

Home | Logout | Preferences
Copyright () 2005, Oracle. AN rights reserved. Oracle Privac)

The NSPS RIF Notice page with the Flashlight icon highlighted

2. Enter the RIF name by selecting the Flashlight & icon next to the RIF

Name field to go to the Search and Select: RIF Name page.
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3 https:/fsylvestr. depds. cpms. osd. mil:8007 - Search and|Select List of Values - Microsoft Int... [

Search and Select: RIF Name s
[ Cancel ) |I Select
Search
Enter a value in the text field, then select the Go button. ¥ou may use the "%" as a wildcard.
Search By | RIF Name VH ‘@
Results
& Previous Mext 10 &
Select Quick Select RIF Name RIF 1D
O % carriestif 1029
O = justdfun 1041
O = GO-FT-Comp1 1045
O = testforvinay 1057
= Twy-08-01-06-8 1075
E e TWW-03-01-05-9 1076
@] = DGtest 1078
O = checkdetails 1079
O % TW-TempPosnTest 1084 -
O = test23Aug 1096
2 Previous ’11D—V| Mext 10 & w
& T 2 @

The Search and Select: RIF Name page with the Select Option button
and Select button highlighted

3. Select the radio button in the Select column to the left of the RIF you want.

4. Select the Select button to populate the RIF Name field and return to the
NSPS RIF Notice Page.

NSPS RIF Notice

*Indicates reguired field

Setup Notice

*RIF Name |TW.08.01.06.8 & * lteration

RIFID 1075
* Motice Type ‘ V‘
GetList
Available Selected

Mave
53 @

htowe All A
<) v

Remove ®
<)

Rernove All

(_Create Notice J( Backio Setup

Home | Logout | Preferences
Copyright () 2008, Cracle. Al rights reserved Cracle Privac

The NSPS RIF Notice page with the Iteration field highlighted
5. Select drop-down arrow to the right of the Iteration field to select the
iteration you want.

6. Refer to step 4 in the “Generating RIF Notices” section of the guide to
continue processing the notices.
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Congratulations!

You have successfully generated a RIF Notice using the CIVDOD RIF
REPORTS Responsibility.
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Appendix A

Set Up Microsoft Excel to Save as a Tilde-Delimited File

Version 1.0 — October 2006

95



Set Up Microsoft Excel to Save as a Tilde-Delimited File

The NSPS RIF application allows you to upload the DCPDS-created extract in one
of two ways:

* It will accept the text file (created with a tilde (~) separator without
modification), or

= If a file must be modified before uploading, it will accept a file created and
saved in Excel using the attached instructions.

Examples of changes that might be necessary are as follows:

e Remove employees/positions that cannot be readily identified through the
uploading process.

e Remove vacancies not being used in the process.

The Extract File is initially created as a text file (.txt) with a tilde (~) separating the
tields. The tilde was selected to avoid the use of a fixed field size for every data
element. This practice required major changes every time there was a change to the
length of a data element. The tilde was chosen because of the way the comma and
period (more common separator) are used within the DCPDS application. This
format does not allow Notepad/Textpad and other software applications to
vertically align text according to the tilde. For extract files that require more than a
cursory review, the following steps should be followed so that the text file can be
opened and then saved after changes are made using Microsoft Excel.

Follow these steps to configure Excel to save in the tilde format:

Burn €D & DVDs with Rexio
Mew Office Dacument
§ Open Office Document
Print Active Windavw Now!
Print Screen Mow!
Set Frogram Access and Defaults

UltraEdit-32

=
)
o
@
@

T Windows Catalog
Iu Windows Update

WinZip

Show Desktop

Programs

and Faxes
@) el and support and Start Menu

=7 Run..

Cown...
I 74 start ol [ | B P [E - Eem « - emtemetepl.. - @8 € B3 251PM

The Start menu with Settings and Control Panel highlighted

Windows XP P of
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1. Select Start = Settings > Control Panel to open the Control Panel.

File Edit View Favorites Tools  Help

o © B3| owi

N ~ddress |3 Control Panel

ontrol Panel ds’ —
Accessibility Administrative  Automatic  Date and Time
[B Switch to Category iew Cptions Remov. .. Taols Updates
See Also g
Internet

Folder Options Inkel(R) GMA
& windows Update td Driver Options

@) Help and Suppart % =y G -

Jlnitiatar ‘eyvboar: i Phone and  Pawer Gptions
Modem ...

9 &

nners and  Scheduled Securit Sounds and speech
Cameras a Cerker  Audio Devices

ize settings for the display of languages, numbers, times, and dates. ‘

Symantec skbar and  User Accounts  Windaws Wireless
LiveUpdate kart Menu Firewal  Metwork Set...

The Control Panel with Regional and Language Options highlighted

2. Select the Regional and Language Options icon to go to the Regional and
Langnage Options dialog box.

Regional and Language Options

Regional Options | Languages || Advanced|

Standards and formats

This option affects how same programs format numbers, curencies,
dates, and time.

Select an itemn to match its preferences, or click Customize to choose

your own farmats; [ |
4

Samples ad
Ren)

Mumber: 123 456,783.00 |
Currency: | $123,456,789.00 |
Time: [3:45:07 PM |
|
|

Short date: | R/26/2006

Lorgdate:  [Friday, May 26, 2006

s 30 b

Location

To help services provide pou with local information, such as news and

weather, select your present location: E
United States i | sy
{_an

[ ok ] [ Cancel Apply E

1t

_ HveLpdare -

The Regional and Language Options dialog box
with the Customize button highlighted

3. Select the Customize button to go to the Customize Regional Options dialog
box.
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Customize Regional Options

m| Currency ||W||W| o
Sample
Pasitive: |123,458,?88. o | Megative: |-1 23,456,789.00 | B
Decimal symbal: |I - |
Mo, of digitz after decimal: |2 v|
Digit grauping swmbal: | w | "
Digit grouping: | 123,456,789 - | ;
Megative zign symbal: | £ |
Megative number farmat: | 11 £ | g
Display leading zeros: 0.7 v 1
I List separator: - v o
[l Measzurement system: LS. w ™
[ Ok, ] [ Cancel ] Apply F

The Customize Regional Options dialog box with
the List Separator field highlighted

4. Enter a tilde ~in the List separator field (~ appears to the left of the <1>

key and above the <TAB> key on some keyboards).

5. Select the OK button to save your selection.

Follow these steps to open the text file in Excel after setting the properties:

1.

Open Excel.
e b
Lok in: I[:l AF j & |@ X 5 ER - Toos -
3671011495101 _040274013 RECORDS ) ov_TEST_DADS0S_DURL,
5]9L_ 060603 ]9y _TEST_N6080S_FIX
oL_080608 ]9v_TEST_ne0e0s_FIx
J9L_os0e08 ov_TEST_D60605_FIxz
b]oL TEST 060807 H]9v_TEST_D6080S_FIXG
9L TEST 060607 H]9v_TEST_N6060S_FIx4
S]aL_TEST 060607 _11 ]9v_TEST_0e0605_FIxS
%ol TEST Dens07_12 ] 9v_TEST_nens0s_multp
9L_TEST_080607_39 ) 4F - AUTORIF_PR templ
9L_TEST 060607 _LIMITED RECORDS B 4F - AUTORIF_PR templ
9y_TEST 060605 B 4F - AUTORIF_PR templ
9y _TEST 060605 B 4F - AUTORIF_PR templ
54 _TEST 060605 1 B 4F - AUTORIF_PR templ
9y _TEST_060605_1 B 4F - AUTORIF PR templ
g9y _TEST 060805 _DUP [ 4F ENCHANCEMENT LI
4| | 3
File name: I j E open |~
Files of type: W v | Cancel |

The Open window
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2. Select File = Open and navigate to the location where the .txt file is stored.

3. Select All Files from the drop-down arrow to the right of the Files of type:
field.

4. Select the Open button to open the file.

Because the file is not an Excel spreadsheet, Excel launches the Text Inmport
Wizard. Follow the steps below to complete the wizard:

Text Import Wizard-= Step 2 of 3 d |

This screen lets you set the delimitiers your data containg. Youl can 2ee
heoww your bet ks affected in the previes below,

Diaka preview
=
ITTE.611107 THI: CG [Th O5Lll P2 634
FEET_E1110E THI: CG [{C DELL D2 1430 !
q | i

The Text Import Wizard — Step 2 of 3 dialog box with the
Tab field, Other field, and Next button highlighted

5. Select the Next button to go to the Text Import Wigard — Step 2 of 3 dialog
box.

Deselect T'ab in the Delimiters section.
Select Other in the Delimiters section.

Enter the tilde “~”’ character in the Othet: field.

o N

Select the Next button to go to the Text Import Wizard — Step 3 of 3 dialog
box.
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Text Import Wizard - Step 3 of 3 1|

This screen bets you select each column and sat Cohumn data Farmat -

the Diata Format, "~ Ganeral
‘Genaral’ comwerts numearic vakues ta numbers, dats L

valses bo dates, and al remaining vahoses bo bect, e - =

(™ Do not import column (skip)

The Text Import Wizard — Step 3 of 3 dialog box with
the Text field and Finish button highlighted

10. Select the Text option button in the Column Data Format section. If this is not
done, the program may not be able to read all data fields properly once the
file is uploaded to the RIF application.

11. Select the first column in the Data preview section and scroll to the end.

12. While holding the <Shift> key, select the last field with data, which will
always be an asterisk, (*) to highlight all columns.

13. Select the Finish button to open the report in Excel.

14. Select File = Save As to open the Save As dialog box.

Save As

Save int _ﬁ Debarah.Wallace on 'Md01fp0z. .. V & A \ﬂ) X i Bz Tooks -

\Z)Employee-related
L&ES I ZIMNSPS Pay Pool source

Iy Recent I ZIPlanning PMT

Documents e b Tritro

\LZ)PMT Lessons

I Z)PMT Slide Files

Deskkop PP ID extras

I_ARef Docs

|jscreen grabs

I3 Tech requests

\travel vouchers
IE_QOrgStructure_For paypoolInfo,xls
ub and pay pool panels, xls

| TDE schedule.xls
E@USERNAMES&PASSWORDS.XB

‘?g File name: I' il = [;

My Docurnents

9

My Computer

= Save
Iy Metwork
Flaces Save as bype! soft Excel 4.0 v Cancel

The Save As dialog box
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15. Select Microsoft Excel 4.0 Worksheet from the drop-down arrow to the
right of the Save as type field.

16. Select the Save button to save the spreadsheet.

17. Make any needed changes in Excel.

1]
[COar He®m| 8 K E - Tk -
2] oL_neosos
] oL_TEST_ 060607
=] 9v_TEST_06060S
=] ov_TEST_D60605_t
(£] oy_TEST_060805_DUP
Fiename:  [sL_060608 =l B save |
Save as bype |Text (Tab defimited) E| Cancel |
~|Unicode Text .
0511 O3Microsoft Excel 5.0/95 Workbook = 8338 F
o511 0AMicrosoft Excel 97-2000 & 5.0/95 Workbook Fataiatal P
amma defimited)
0511 03 Microsoft Excel 4,0 Warkshest CLEEE P
0511 O4Microsoft Excel 3.0 Worksheet > | &8a8 P
ns11 01 CECIE ALNITAD 1 E f=T="="e] o
The Save As dialog box

18. When you are ready to upload the file to the AutoRif program, save the file
as a CSV (Comma delimited) file.

This is the same as steps 14 — 16, only you select CSV (Comma delimited)
in the Save as type field this time

The CSV file, because of the above steps, will be saved in the tilde format, and is
ready to be uploaded into the RIF application.

Do not re-open in Excel because this will change the formatting of the text

=l file and you will encounter problems loading this file into AutoRif. Instead
open the Excel spreadsheet originally created, make the necessary changes
then save in the .csv format. The new file can then be uploaded into the RIF

application.

Congratulations!

You have successfully saved a report as a tilde-delimited file in Excel.
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Appendix B

Creating a Competitive Group by Trainee Status
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Creating a Competitive Group by Trainee Status

To establish a competitive group based on trainee status, you must use the User
Defined functionality under Competitive Area on the NSPS RIF Options page.

Even if your RIF does not abolish trainee positions, you must create a competitive
group of trainees to exclude them from other competitive groups that include the

same critetia, i.e., same cateer group, pay schedule-band, and/or occupational code
of the trainees.

Follow these steps to create a competitive group by trainee status:

Home Logou Preferences

CreatefView RIFs

Create New R\F
Recent RIF
Title RIE ID IEﬁec(ive Date  Appraisal Cutoff Date  RIF Start Date  Current leration  Status Update Delete
UG RIF 101206 1124 15-Dec-2006 30-Jun-2008 17-Oct-2006 3

Processing Step A / m

Home | Logout | Preferences

Copyright () 2005, Oracle. Al rights reserved. Qracle Privacy Statement

The Create/View RIFs page with the Go button highlighted

1. Select the Go button to create a new RIF and go to the NSPS RIF uploading
file page.

NSPS RIF uploading file
*Indicates required field

tFiIe Name |C:\Documents and Semnd Browse...

= RIF Title _|TY-Trainee Test]
|. Submit §i_Cancel

The NSPS RIF uploading file page with the File Name field and Submit button highlighted

2. Enter the location of the extract file in the File Name field and go to the
RIF Title field.

3. Enter the name you assigned to your RIF in the RIF Title field.
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Select the Submit button to load your data into the staging tables in the
DCPDS RIF database and to go to the NSPS RIF Options page.

Home Logout Preferences

NSPS RIF Options
* |ndicates required fisld Cancel | | Reset ) [ Upload

General Options
RIF Title UG RIF 10-12 06

= Effective Date

* Appr Cutoff Date

= Eatliest Date

Password
= Work Schedule:

= Position Occupied

\*f%\*‘% é‘f%

Appoint Authaority:

[Tupload Vacancies
[Juse Vacancies in Step A

Competitive Area

Select or Define Competitive Area

Geographical Code | ‘ { Add/Edittview )
COrganization Units ‘ {_Add/Editrview )

User Defined Competitive Areg| ( User Defined

The NSPS RIF Options page with the User Defined button highlighted
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5. Complete the General Options section of the page.

Field

Effective Date

Appraisal Cutoff Date

Earliest Date

Password

Work Schedule
Position Occupied

Appoint Authority

Upload Vacancies

Use Vacancies in Step A

Description
Enter the effective date of the RIF.

Enter the latest date an appraisal will
be considered.

Auto-populates from the cutoff date
you entered in the Appraisal Cutoff
Date field (4 years plus 1 day).

Enter a password if you want
additional security applied to the RIF
information. This is an optional field
because each RIF can only be viewed
by the user ID that created it.

“ If you forget the password you

will be unable to access any
information associated with this RIF
and will need to create a new one.

Enter the Work Schedule code.
Enter the Position Occupied code.

Enter the appointment authority only
if this RIF uses Excepted Service
records.

Select this option only if vacancies will
be used for placements at any time
during the RIF.

Select this option if vacancies will be
used as a placement option in Step A.

6. Select the User Defined button in the Comspetitive Area section to display the
RIF — User Define Competitive Area page.
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RIF - User Define Competitve Area

RIF Title UG RIF 10-1206

Competitve Area Comments

Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.
CPCN
SEM
MNarne
Ory Code
Select following pgsitjg o RIF process
D B &) Previous Mext 50 &
Select All | Select Mone
Career [Pay Pay |Geoloc Pas
Select CPCN/ SSN Name Group  [Sched [Series|Band [Code Title Code MIC  Org Code
[ 01163634462 123000064 Coles S&ECG YD 0801 03 512128013 GENERAL HS0000 QKBE0S7FPH
Bartholomew ENGINEER
1 54.634463 123000065 Crewe Carla  STMD vA 0301 01 512126013 STUDENT TRAINEE HA0000 QKEE0S7FRH
CcG (OPS RESEARCH)
[J 01165634464 123000066 Smyth Guy  MED CG YH 001 02 H50000 GKBE0S7FPH

512128013 MEDICAL
PROGRAM
ANALYST

The RIF — User Define Competitive Area page

7. Select the check box in front of all employees who are trainees and who need
to be included in the competitive group.

8. Select the Save button to save your selections.

9. Select the Return button to go back to the NSPS RIF Options page.

NSPS RIF Options

= Indicates required field

Cancel ] (Reset] (Upload )
General Options

RIF Title

= Effective Date

TW-Trainee Test
30-Nov-2006
30-Aug-2006
31-Aug-2002

+ Appr Cutoff Date

* Earliest Date

Password
* Work Schedule: |F

* Position Occupied

Appoint Authority:

[“Upload Vacancies
Use Vacancies in Step A

Competitive Area

Select or Define Competitive Area

. —_—
Geographical Code | (AddiEditview )
e

Qrganization Units | ( AddiEditview )

User Defined Competitive Area  (_User Defined

Competitive Group

petitive Group is required.

Add Group

Select Group Hlumber Career Group Pay Schedul | Code

The NSPS RIF Options page with the Add Group button highlighted

10. Select the Add Group button to identify the competitive group for the
selected trainees.
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Competitive Grou% Career Group v

Career Group
Available Selected

= STND CG

Move Al
<
Remove
=

Remove All

The Competitive Group section

11. Select Career Group from the drop-down arrow in the Competitive Group
tield.

12. Select the career group for the trainees in the Available field.

13. Select the Move button to move the selected career group into Selected

field.
Competitive Group  |{REVRSEe MER=ELE v
Pay Schedule-Band
Available Selected
YA-02 = YA-01
e Move
Mave All
<
Remove
Remave All

Competitive Group section with
Pay Schedule-Band selected

14. Select Pay Schedule-Band from the drop-down arrow in the Competitive
Group field to display data elements in the Available field.

15. Select the applicable data elements from the Available field to move to the
Selected field.

16. Select the Move button to move the data elements to the Selected field.
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Competitive Group |Occupati0na| Code V|
Occupational Code
Available D Selected
20
Move All
<
Remove
[
Remove All

The Competitive Group with the
Occupational Code selected

17. Select Occupational Code from the drop-down arrow in the Competitive
Group field to display the data elements in the Available field.

18. Select the applicable data elements from the Available field to move to the
Selected field.

19. Select the Move button to move the data elements to the Selected field.

20. Select the Apply button to return to the NSPS RIF Options page with the
selected criteria displaying under the Competitive Group section of the page.

Competitive Group
At least one Competitive Group is required.
Select Object: ( Update Group ) | Delete Group ) | (_Add Group )
Select Grolip Number Career Group Pay Schedule Occupational Code
O N STND CG YA-01 0301

| Cancel | | Resst | | Upload )

The Competitive Group section of the NSPS RIF Options page with the Upload button highlighted

21. Select the Upload button to begin the RIF process and to go to the RIF
Status Page.

This will upload the information from the RIF staging tables and create the
Competitive Area and Competitive Group based on the values entered on
this page.
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RIF Status Page

RIF Options

RIF Title TW-Trainee Test Appr Cutoff Date  30-Aug-2006
Effective Date  30-Nov-2006 Appr Oldest Date  31-Aug-2002

RIF Information

Number of Employee
Number of Vacancies 4

o

Number of Abolishments

RIF Progress

Current lteration Career Group  STND CG
Current Step Pay Schedule-Band YA-01
Current Competitive Group QOccupation Code 0301
Current SSN

(_Edit Options ) ( Edit Placement Order ( ‘iew/Edit Posilion Employee ) §Frocess RIF ) (RIF Reports ) [ RIF Motices ) ( Comments )

The RIF Status Page with the View/Edit Position Employee button highlighted

22. Select the View/Edit Position Employees button to display all of the
trainees and any vacancies identified in the User Defined area of the
Competitive area.

cpen S |ssu |Hame |Ervodupdate
BeD04E 631457 Varmum Rary X é;ﬂ:'
Bi0042 B324TT F 4
Bul2 3 631451 Stauder Jasper &
BI3d 611489 M Michale A é:?
BI38 BI245T V4
B34 32478 'ﬁ?
B4 633525 Kmgle Jerald &f
Bul2d 633502 Halloway Candsda 5 “;;F‘

| CAFII 63BN F

The Trainee list

23. Enter the placement order, identify positions for abolishment and complete
the different steps involved in processing the RIF by referring to the
appropriate sections of this guide.

Congratulations!

You have successfully created a competitive group by trainee status.
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Competitive Group by Trainee Status

Three examples of different approaches to defining competitive groups by trainee
status are described in the following pages. One is by PEC Code, another by Legal

Authority Code (LAC), and the final one by geographical location.

e YA-0201-01 Using PEC Code for CG (AF)

e YP-0299-01 Using (SCEP) Legal Authority Code Y1M (NV)

e YD-0801-01 Using Geographical Location

Example 1 YA-0201-01 PEC Code 35806B

1.

C5069.633382 599700001
C5069 632882 699700002
CA0RY 632850 699700003
C5069.632168 599700004
B3179.632111 699700005
[ [A4104.632968 699700013
A3178 632954 599700014
) |A3178.632952 599700015
0 [A4290 632947 6599700016

CPMS FOURTEEN
CPMS FIFTEEN
CPMS SIXTEEN

CPMS ONE STND CG
CPMS TWO STND CG
CPMS THREE STND CG
CPMS FOUR STND CG
CPMS FIVE STND CG
CPMS THIRTEEN |STND CG

STND CG
STND CG
STND CG

v 201 01 TB76ad
A 0201 01 proog
YA 0201 01 0179
v 0201 01 o179
YA 0201 01 7539
v 0201 02 B6377
YA 0207 02 56864
va 0201 02 70713
YA 0201 02 79230

i
L5

| E—

358068 "3p0455001
358068 350455001
358068 350455001
358068 "3E0455001
358068 5[11001059
358066 5[11001059
358068 5[11001059
358066 5[11001059
358068 5[11001059

SRRRRRRRR

Review the extract file to identify affected employees.

2. Import the extract and create the RIF.

he Extract file

NSPS RIF Options
* Indicate%required field

General Options

Competitive Area

RIF Title
= Effective Date

* Appr Cutoff Date
= Earliest Date
Password

* Work Schedule:
* Position Occupied

Appoint Authority:

YA-0201-01
31-Oct-2006

31-Aug-2006
01-Sep-2002

.
&

‘?%

\
¢‘4 b

[“] Upload Vacancies

Use Vacancies in Step A

| Cancsl ) | Resst ) [ Upload )

The NSPS RIF Options page
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3. Select the User Defined button to define the Competitive Group in the
Competitive Area Comments field.

RIF - l.ljger Define Competitve Area

RIF Title  YA-0201-01
Comp Group is defined as all YA-0201-01 with PEC Code of 35806

Competitve Area Comments

The RIF - User Define Competitive Area section
of the NSPS RIF Options page

[Career|"oy Lot Pas
SalecPCN ssil_ Hame  |Group |Schad s...l.slr-n, Hand F:.m Title Code UIC Oy Code
Bl C5059 633382 659700001 CEMS ONESTHD YA 020 femepppmemmmmmmmnlc 1. HUBMAH GQDDE1 GOLOE1SA
Ci RESOURCES
Bl C5069 632582 639700002 CPMS STND YA 0201 O 350455001 HUMAN GUDDE1 GRGADOSISR
WO oG RESOURCES
SPEC
E:SOE,Q 632850 629700003 CPMS STND YA 0200 O 350455001 HUMAN GODDE1 GQGADDE1BD
THREE  CG RESOURCES
SPEC
[l C5069.632168 635700004 CPMS STHD YA 0201 01 350455001 HUMAH GQDDE1 GODOS1BOH
FOUR cG RESOURCES
SPEC
F  BI179.632111 693700005 CPMS STND YA 0201 0 511001059 HUMAN GQDDE1 GQDOS1BHMOD
G RESOURCES
SPEC
(MILITARY)
[ A4104 632968 659700013 CPMS  STND YA 0201 02 511001059 HUMAN GODDE GOGADDETBD
THIRTEEN CG RESOURCES
SPEC
(MILITARY)
O A3179.632954 639700014 CPMS STND YA 0201 02 511001059 HUMAN GODDE1 GOGAD0E1BD
FOURTEENCG RESOURCES
SPEC
(MILITARY)
[ A3178 632952 639700015 CPMS STND YA 0201 02 511001059 HUMAN GODDE GOGADOETED
FIFTEEN CG RESOURCES
SPEC
[MILITARY)
[ A4290 632947 699700016 CPMS STHD YA 0201 02 511001055 HUMAN GODDE GOGODDE1BD
SITEEN CG RESOURCES
SPEC
(MILITARY)

The Employee list with the Select option button
and Pay Band column highlighted

4. Sort by Pay Band by clicking on the top of the Pay Band column.

Select the impacted employees by selecting the check box to the left of their
names.

6. Save and close the User Define page to return to the NSPS RIF Options page.

[3ompetitive Group

At least one Competitive Group is required.

Select Object: | Update Group ) ( Delete Group J ‘ | Add Graup |

Select Group Number Career Group Pay Schedul Qccupati | Code
O N STHND CG YA-01 0201

The Competitive Group section of the NSPS RIF Options page

7. Select the Add Group button to define the Competitive Group.

8. Select the Update Group button to begin the RIF process and to go to the
RIF Status Page.
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This will upload the information from the RIF staging tables and create the
Competitive Area and Competitive Group based on the values entered on
this page.

RIF Status Page

R% Options

RIF Title YA-0201-01 Appr Cutoff Date 31-Aug-2006
Effective Date  31-Oct-2006 Appr Oldest Date  01-Sep-2002

RIF Information

Humber of Employee 5 MNumber of Abolishments
Number of Vacancies 0
RIF Progress
Current lteration Career Group
Current Step Pay Schedule-Band
Current Competitive Group Qccupation Code

Current SSN

(_Edit Options | | Edit Placement Order | | View/Edit Position Employee ) | Process RIF ) ( RIF Reports | | RIF Motices | | Comments |

The RIF Status page

Congratulations!

You have successfully created a competitive group by trainee status using
the PEC code.
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Example 2: YP-0299-01 (SCEP) by Legal Authority Code Y1M

14097 622245 "699210001 CMPS-EIGHTY STHD CG|YP 0299[01 2 F 1C v2m ]
||B580E.616154 599210002 CPMS-EIGHTY OMNE STND CG|YP 0299[012 F 1C|"|’1Pu"|i
|| 31227 618075 699210002, CPMS-EIGHTY TWO STND CG|YP 0299 (012 F 1C Y3M
|PR263.616213 599210008 CPMS-EIGHTY THREE |STMD CG|YP 0299[012 P 1C Y1M ]
_'14085_522269 699210005 CPMS-EIGHTY FOUR |STND CG|YP 0299012 F 1C Y1M
_'1409?.622255 699210006 | CPMS-EIGHTY FIVE STND CG|YP 0299 [012 F 1C Y1M
_'11749_622252 699210007 CPMS-EIGHTY SIX STND CG|YP 0299012 [F 1C ya2m
_'14085.618291 699210008 CPMS-EIGHTY SEVEN |STHD CG|YP 0233 (012 F 1C Y1M
M1749.618237 | 699210009 CPMS-EIGHTY EIGHT |STND CG|YP 0299 [012 F 1C Y1m
The Extract file
Review the extract file to identify affected employees.
Import the extract and create the RIF.
NSPS RIF Options
* \ndicates:[equired field (Cancel ) | Resst ] [ Upload |
General Options
RIF Title YP-0299-01
* Effective Date | 31-Oct-2006
= Appr Cutoff Date | 31-Aug-2006
x Earliest Date [01-Sep-2002
Password |
+* \Work Schedule: |F "E?
+ Position Occupied |2 ,,;f
Appoint Authority:  [Y1M ,,l{
[l Upload Vacancies
Use Vacancies in Step A
Competitive Area
Select or Define Competitive Area
Geographical Code ‘ ‘ | AddiEdittiew
Organization Units ‘ ‘ [_AddEdithiw
User Defined Competitive Area | | Jser Defined )

The NSPS RIF Options page with the User Defined button highlighted

Select the User Defined button to define the Competitive Group in the
Competitive Area Comments field.

RIF - User Define Competitve Area

RIF Title [yP0299.01

Competitve Area Comments

Comp Group defined as all YP-0299-01, Excepted Sve LAC Y1
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The RIF - User Define Competitive Area section
on the NSPS RIF Options page

4. Detine the Competitive Group in the Competitive Area Comments box.

Select All | Select Mone

EIGHT

Career |Pay Pay olLoc Pas
Select CPCN SSN Name |Group |Sched|Serigs|Bar de Title Code UIC Org Code

] 14097.622245 699210001 CMPS- STND  yp 0299 01 232447045 STUDENT TRAINEE 69224 416922400
EIGHTY CG (HRM)

35B0E.618154 699210002 CPMS- sTND YP 0299 01 063260073 STUDENT TRAINEE 69206 4169206522
EIGHTY ¢g HUMAN
ONE RESOURCES)

[ 9122T.618075 699210003 CPMS- STND YP 0299 01 063260073 STUDENT TRAINEE 69206 4169206523
EIGHTY ¢g (HR ASSISTANT
WO PLACEMENT/OA)

PR263.616213 699210004 CPMS- STND  YP 0299 01 152400003 STUDENT TRAINEE 69198 416919553
EIGHTY cg (HUMAN
THREE RESOURCES/OA)

14085.622269 699210005 CPMS- STND YP 0299 01 282447045 STUDENT TRAINEE 69224 41692245033
EIGHTY cg (STAFFING/OA)
FOUR

14097.622266 699210006 CPMS- STND YP 0299 01 282447045 STUDENT TRAINEE 69224 416922400
EIGHTY ¢ (HRM
FIVE

O 11749.622252 699210007 CPMS- STND YP 0299 01 282447045 STUDENT TRAINEE 69224 416922400
EIGHTY ¢G (HRN}
SIx

14085 618291 699210008 CPMS- STND YP 0299 01 282447045 STUDENT TRAINEE 69224 41692245033
EIGHTY ¢ (STAFFING/OA)
SEVEN

11749 618237 699210009 CPMS- STND YP 0299 01 282447045 STUDENT TRAINEE 69224 416922400
EIGHTY ¢G (HRM)

The Employee list with the Pay Band column highlighted

Sort by Pay Band by clicking on the top of the Pay Band column.

Select the impacted employees by selecting the check box to the left of their

names.

Save and close the User Define page to return to the NSPS RIF Options page.

Competitive Group

At least one Competitive Group is required.

Select Object: | Update Group | | Delete Group |

o

Select Group Number

Career Group

STND CG

| Add Group J
Bdule

YP-01 0299

Occupational Code

Competitive Group section with the Add Group button highlighted

Select the Add Group button to define the Competitive Group.

Select the Update Group button to begin the RIF process and to go to the

RIF Status Page.

This will upload the information from the RIF staging tables and create the
Competitive Area and Competitive Group based on the values entered on

this page.
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RIF Status Page

RIF OpticnR

RIF Progress

RIF Information

Mumber of Employee 6
Number of Vacancies 0

RIF Title  YP-0299-01
Effective Date  31-Oct-2006

Current Ilteration

Current Step

Current Competitive Group

Current SSN

Number of Abolishments

Appr Cutoff Date  31-Aug-2006
Appr Oldest Date  01-Sep-2002

Career Group
Pay Schedule-Band
Occupation Code

|_Edit Options ) ( Edit Placement Order | ( View/Edit Position Employee | | Process RIF ) [ RIF Reparts ) ( RIF Motices | [ Caomments |

Congratulations!

The RIF Status Page

You have successfully created a competitive group by trainee status using
Legal Authority code.

Example 3: YD-0801-01 by Geolocation Code “350455001”

| |c5290 633588 599220101
C4005.633379 599220102
E5295.633378 699220103
C5290.632900 599220104
A3134 631649 699220105
| |A43134.631317 /699220106
A3134.631235 699220107
D5256.632529
AJ134.632456
B4006.632412
A3134 632410

el el |

CPMS-MINETY
CPMS-MINETY ONE

CPMS-MINETY TWQ | STND CG

S&E CG
S&E CG

CPMS-MINETY THREE S&E CG
CPMS-MINETY FOUR |S&E CG

CPMS-MINETY FIVE
CPMS-MINETY SIX

S&E CG
S&E CG
S&E CG
S&E CG
S&E CG
S&E CG

YD 0899 01
YD 0899 01
YD 0801 01
YD D801 o1

407 "350455001
022 350455001
326 350455001
577 (350455001
076 510000510
116 510040510
076 510000510
510040510
510000510
511001059
510040510

(=

0

[
I=11=]

071206

071113
071006

1A 1ZJM 200404
1A ZJM 200411
1A 1ZJM 200503
200406
1A ZJM 200411
1A 1ZJM 200311
1A1ZJM 200411

I, DU P B |
I DU I P B |
b
=

1. Review the extract file to identify affected employees.

2. Import the extract and create the RIF.

The Extract file
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NSPS RIF Options

* Indicates required field

General Options
RIF Title
[% = Effective Date
= Appr Cutoff Date
= Earliest Date
Password
* Waork Schedule:
= Position Occupied

Appoint Authority:

Competitive Area

Select or Define Competitive Area
Geographical Code

Organization Units

(Cancel ) ((Resst ) (Unload |

YD-0801-01
31-Oct-2006
31-Aug-2006
01-5ep-2002

Upload Vacancies
Use Vacancies in Step A

‘ (_AddiEditivisw |
‘ (AddEditView )

User Defined Competitive Areall [ _User Defined

The NSPS RIF Options page with the User Defined button highlighted

3. Select the User Defined button to define the Competitive Group in the
Competitive Area Comments field.

Competitve Area Col

RIF - User Define Competitve Area

RIF Title YD-0801-01
[}lm Comp Group defined as all YD-801-01 in Geolocation Code 350455001
ents

The RIF - User Define Competitive Area section
on the NSPS RIF Options page

4. Define the Competitive Group in the Competitive Area Comments field.
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Select OE]E | Save
Select All | Select None
Career|Pay Pay Pas
Select CPCN SSN Name |Group |Sched|Sefies|Band|GloLoc Code  |Title CodeUIC  Org Code
C5290.633588 699220101 CPMS- S&E  yp 0§ 0455001 GENERAL GQDD61 GADDETRXTTC
NINETY CG ENGINEER
C4005 633379699220102 CPMS- s vD 0801 01 350455001 INTERN GQDDE1 GQDDE1SR
NINETY ¢ (ENGINEER)
ONE
#5295.633376 699220103 CPMS- STND 'YP 0801 01 350455001 STUDENT GQDD61 GADDG1SR
NINETY ¢ TRAINEE
TWO (ENGINEERING)
C5290 632900 699220104 CPM3- s vD 0801 01 350455001 GENERAL GQDDE1 GQGQDDEITDTT!
NINETY ¢ ENGINEER
THREE
] A3134631649699220105 CPMS- Sg  yD 0801 01 510000510 INTERN GQDD61 GQGADDEISR
NINETY ¢ (ENGINEER)
FOUR
[0 A3134.632456 S& yD 0899 01 510000510 INTERN GQDD61 GADDE1SR
cG (ENGINEER)
[ A3134631235699220107 CPMS- Sg YD 0899 01 510000510 INTERM GQDD61 GQGADDE1SR
NINETY ¢ (ENGINEER)
SIX
[0 A3134.632410 S&E YD 0801 01 510040510 GENERAL GQDD61 GADDE1AP
cG ENGINEER
(INTERM)
[0 D5256.632529 S&E YD 0899 01 510040510 INTERN GQDD61 GADDE1SR
cG (GENERAL
ENGINEER)
[0 A3134631317 699220106 CPMS- s&E  vyD 0899 01 510040510 GENERAL GQDD61 GAGADDE1AP
NINETY ¢ ENGINEER
FIVE (INTERM)
[ 2anng 627449 S8E wn nand_n4 E440NANED PRESINDENTIAI SNANNEY CANNEAAD

The Employee list with the Select option button,
Save button and Pay Band column highlighted

5. Sort by Pay Band by clicking on the top of the Pay Band column.

6. Select the impacted employees by selecting the check box to the left of their
names.

7. Select the Save button to save your selections and return to the NSPS RIF
Options page.

Competitive Group

At least one Competitive Group is required.

Select Object: (_Update Group ) ( Delete Group | [§{_Add Group
= Bdule

Select Group Number Career Group Occupational Code
© S&ECG YD-01 0801

The Competitive Group section with the Add Group button highlighted

8. Select the Add Group button to define the Competitive Group.

9. Select the Update Group button to begin the RIF process and to go to the
RIF Status Page.

This will upload the information from the RIF staging tables and create the
Competitive Area and Competitive Group based on the values entered on
this page.
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RIF Status Page

%IF Options
RIF Title YD-0801-01 Appr Cutoff Date  31-Aug-2006
Effective Date  31-Oct-2006 Appr Oldest Date  01-Sep-2002
RIF Information

Number of Employee 4 MNumber of Abolishments
Mumber of Vacancies 2

RIF Progress

Current Iteration Career Group
Current Step Pay Schedule-Band
Current Competitive Group Occupation Code

Current SSN

|_Edit Options ) | Edit Placement Order ) | Yiew/Edit Position Employee ) (_RIF Reports | ( RIF Notices | ( Comments )

Betum To Summane

The RIF Status Page

Congratulations!

You have successfully created a competitive group by trainee status using
geolocation code.
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Appendix C

Placement Option Order
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Placement Option Order

In order for the RIF Automated Processing Tool to determine comparable, higher,
or lower placement options outside of an employee’s assigned pay schedule, you
must identify appropriate placement options for each pay schedule and pay band
competing in the RIF. You will not be able to begin the RIF process until all
placement options have been identified.

Pllzement Order
(Apply ) (Cancel )
TO| YAD1 | YA02 | YAO3 | YBO2 | YCO02 | YCO3 | YDO1 | ¥D03 | YFO3
FROM
Ya01 oP | P | HP [20P Hop | Hop |[cop HOP | HOP

YA02 1P CIP HIP  ||20P CoP HOP |[COP HOP HOP
YA-03| 2IP 1P ClP  ||20P 10P CoP 20P CorP CoP
YB-02| MNA MNA MNA CIP MNA MNA MNA MNA MNA

YC-02| |10P copP HOP |[20P ciP HP 10P HOP HOP
YC-03| | 20P 10P CoP 20P 1P CiP  |20P copP CoP
YD-01| |COP HOP HOP | |20P HOP HOP ClP HIP HOP
YD-03| | 20P 10P COP 20P 10P CoP 20P CIP CoP

YF-03 |20P 10P COoP 20P 10P CoP 20P Ccop CIP

HIP - Higher within Pay Schedule - hardceded within autorif

1IP - One Pay Band lower within Pay Schedule - hardcoded within autorif

2IP - Two or more Pay Bands lower within Pay Schedule - hardcoded within autorif (final adjustments only)
COP - Comparable outside of Pay Schedule

HOP - Higher outside of Pay Schedule - hard coded within autorif

10P - One Pay Band outside Pay Schedule - component decision

20P - Two or more Pay Bands outside Pay Schedule - component decision (final adjustments only)

MNA - Movement not allowed from Technical to Analytical/Professional

(Apply ) [Gancel )

The Placement Order page

The Placement Option Order chart:

e determines how employees will be considered for positions in RIF. Placement
options within a pay schedule are hard coded into the RIF application (YA-3
to YA-2, etc.).

e allows flexibility to determine compatable pay schedule/bands when
placement is made outside of the displaced employees assigned pay
schedule/band.

Placement Order Options are limited to only those pay schedules included in the
extract file, and require only those pay schedule combinations to be coded that might
be possible in the RIF.

A value must be entered in all blank placement options before the RIF can be
processed.

Placement options are considered in the following order for Step A placements:

e CIP — Comparable within the Pay Schedule (hard coded)
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e COP — Comparable outside of the Pay Schedule
e 1IP — One Pay Band Lower within the Pay Schedule (hard coded)
e 10OP — One Pay Band Lower outside of the Pay Schedule

Employee placement options are considered in the following order for Steps B and

e CIP — Comparable within the Pay Schedule (hard coded)
e COP — Comparable outside of the Pay Schedule
e 1IP — One Pay Band Lower within the Pay Schedule (hard coded)
e 10OP — One Pay Band Lower outside of the Pay Schedule
e 2P — Two or more Pay Bands Lower within the Pay Schedule
e 20P —Two or more Pay Bands Lower outside of the Pay Schedule
The Placement Option Order page cannot be updated once the RIF process starts. You

must restart the RIF by beginning a new iteration to make any changes to the
Placement Option Order page once the RIF begins.
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Appendix D

RIF Extract Layout
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RIF Extract Layout

POSITION/
Column RETENTION MODERN FIELD FIELD EMPLOYEE Modern DCPDS
# CA/CG STANDING NAMES LENGTH Type RECORD Location
A CPCN 31 C POSITION Main Screen/Position
Flexfield Screen
B Social Security 9 C EMPLOYEE Main Screen
C Name 27 C EMPLOYEE Main Screen
D CG2 Career Group 2 C POSITION TABLE IN DCPDS -
NOT A DDF
E CG2 Pay Schedule 2 C POSITION Extra Information/US
(Valid Grade) Federal Valid Grade Info
F CG2 Occupational 4 C POSITION Main Screen
Code (Job)
G CG2 Pay Band (Valid 2 C POSITION Extra Information/US
Grade) Federal Valid Grade Info
H Salary 8 N EMPLOYEE Assignment/Entries/Basic
Salary Rate/Entry Values
1 Title 54 C POSITION Main Screen/Position
Flexfield Screen
] CG1 Position 1 C POSITION Extra Information/US
Occupied Federal Position Group 2
K CG1 Work Schedule 1 C POSITION Extra Information/US
Federal Position Group 1
L Bargaining Unit 4 C POSITION Extra Information/US
Status Federal Position Group 1
M Occupied 1 C POSITION Extra Information/US
Category Code Federal Position Group 1
(PATCOB)
N Position 1 C POSITION Extra Information/US
Sensitivity Federal Position Group 1
O Pay Table ID 4 C POSITION Extra Information/US
Federal Valid Grade Info
P Supervisory Status 1 C POSITION Extra Information/US
Federal Position Group 1
Q Key Emergency 1 C POSITION Extra Information/US
Essential Federal Position Group 2
R Drug Test 1 C POSITION Extra Information/US
Federal Position Group 2
S Program Type 1 C POSITION Extra
(Acquisition) Information/Acquisition
Program Information
T Mobilization 1 C POSITION Main Screen/Additional
Indicator Position Details
U CA PAS Code (AIR 8 C POSITION Main Screen/Additional
FORCE) Position Details
Y CA Unit ID Code POSITION Main Screen/Additional
(UIC) (ARMY, Position Details
NAVY)
W CA Organization 7 C POSITION Extra Information/US
Structure ID Federal Position Group 1
X CA Position 18 C POSITION Extra Information/US
Organization Federal Position Group 1
Y CA 1ST Line 40 C POSITION Clear Text of Position
Organizational Organization
Narrative
Z CA 2nd Line 40 C POSITION Clear Text of Position
Organizational Organization
Narrative
AA CA 3d Line 40 C POSITION Clear Text of Position
Organizational Organization
Narrative
AB CA 4t Line 40 C POSITION Clear Text of Position
Organizational Organization
Narrative
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Column
#
AC

AD

AE
AF

AG
AH

Al

AJ

AK

AL

AM
AN
AO
AP

AQ

AR

AS
AT

AU

AV
AW
AX

AY

BA

RETENTION
CA/CG STANDING
CA
CA
CA
CA
CA
CA
CA
CA
CG2
RS1
RS1
RS2
CG1
RS4
* *

MODERN FIELD
NAMES

5t Line
Organizational
Narrative

Office Symbol

Line(s) of
Business
Product Line(s)
Funding Line(s)
Funct Acct and
Shred (FAC)

Program Element

(PEC)

Location
(Geographical
Location Code)
Training Program
1D

Tenure

Date Prob/Trial
Period Ends
Date VRA
Conversion Due
Vet Pref for RIF
Value

Veterans
Preference
Appointment
Type

Current
Appointment
Auth (1)

SCD RIF

SCD Leave

Annuitant
Indicator

Birth Date

Sex

Ethnicity and
Race Category
(concatenated
value for the six
ERI Codes in
DCPDS)
Hispanic
American
Indian/Alaskan
Native

Asian

Black or African
American
Hawaiian
White
Handicap Code
Personnel Sec

Clearance
Retirtement Plan

FIELD
LENGTH
40

6

o =

Type

O

POSITION/
EMPLOYEE
RECORD
POSITION

POSITION

POSITION
POSITION

POSITION
POSITION

POSITION

POSITION

POSITION

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE
EMPLOYEE

EMPLOYEE

EMPLOYEE

EMPLOYEE

Modern DCPDS
Location

Clear Text of Position
Organization

Extra Position
Information/US Federal
Position Group 1

Extra
Information/Multiple
Agency Information
Extra
Information/Multiple
Agency Information
Main Screen

Extra Information/US
Federal Person Group 2
Assignment/Extra
Information/US Federal
Assignment RPA

Extra Information/US
Federal Probations
Extra Information/US
Federal Conversions
Extra Information/Other
Person Information
Extra Information/US
Federal Person RPA
Extra Information/US
Federal Person Group 1
Extra Information/US
Federal Person Group 1

Extra Information/SCD
Information

Extra Information/SCD
Information
Assignment/Extra
Information/US Federal
Assignment RPA

Main Screen

Main Screen

Extra Information/US
Federal Ethnicity and Race
Category

Extra Information/US
Federal person Group 1
Extra Information/US
Federal Security
Assignment/Entries/Retir
ement Plan/Entry Values
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POSITION/

Column RETENTION MODERN FIELD FIELD EMPLOYEE Modern DCPDS
# CA/CG STANDING NAMES LENGTH Type RECORD Location
BB Duty Status 2 C EMPLOYEE Assignment Extra
Information/US Federal
Assignment Non RPA
BC LWOP NTE 8 D EMPLOYEE Assignment/Extra
Start Date Information/US Federal
Assignment NTE Dates
BD LWOP NTE 8 D EMPLOYEE Assignment/Extra
Information/US Federal
Assignment NTE Dates
BE Education Level EMPLOYEE Special Info/Education
BF Education Level EMPLOYEE Special Info/Education
Clear Text
BG Instructional EMPLOYEE Special Info/Education
Program
(Academic
Discipline Code)
BH Instructional EMPLOYEE Special Info/Education
Program Clear
Text
BI RS3 Mass Convetsion 1 C EMPLOYEE Extra Information/NSPS
Flag Information
BK RS3 Rating of Record 1 c EMPLOYEE Special Information/US
Pattern (current Fed Perf Appraisal
year)
BK RS3 Appraisal Type 1 C EMPLOYEE Special Information/US
(curtrent year) Fed Perf Appraisal
BL RS3 Rating of Record 1 C EMPLOYEE Special Information/US
(current year) Fed Perf Appraisal
BM RS3 Date Effective 8 D EMPLOYEE Special Information/US
(current year) Fed Perf Appraisal
BN RS3 Rating of Record 1 C EMPLOYEE Special Information/US
Pattern (2nd Fed Perf Appraisal
appraisal)
BO RS3 Appraisal Type 1 C EMPLOYEE Special Information/US
(2 appraisal) Fed Perf Appraisal
BP RS3 Rating of Record 1 C EMPLOYEE Special Information/US
(274 appraisal) Fed Perf Appraisal
BQ RS3 Date Effective 8 D EMPLOYEE Special Information/US
(274 appraisal) Fed Perf Appraisal
BR RS3 Rating of Record 1 C EMPLOYEE Special Information/US
Pattern (31 Fed Perf Appraisal
appraisal)
BS RS3 Appraisal Type 1 C EMPLOYEE Special Information/US
(3 appraisal) Fed Perf Appraisal
BT RS3 Rating of Record 1 C EMPLOYEE Special Information/US
(3 appraisal) Fed Perf Appraisal
BU RS3 Date Effective 8 D EMPLOYEE Special Information/US
(34 appraisal) Fed Perf Appraisal
BV RS3 Rating of Record 1 C EMPLOYEE Special Information/US
Pattern (4% Fed Perf Appraisal
appraisal)
BW RS3 Appraisal Type 1 C EMPLOYEE Special Information/US
(4 appraisal) Fed Perf Appraisal
BX RS3 Rating of Record 1 C EMPLOYEE Special Information/US
(4™ appraisal) Fed Perf Appraisal
BY RS3 Date Effective 8 D EMPLOYEE Special Information/US
(4™ appraisal) Fed Perf Appraisal
BZ RS3 Rating of Record 1 C EMPLOYEE Special Information/US
Pattern (5% Fed Perf Appraisal
appraisal)
CA RS3 Appraisal Type 1 C EMPLOYEE Special Information/US
(5 appraisal) Fed Perf Appraisal
CB RS3 Rating of Record 1 C EMPLOYEE Special Information/US
(5% appraisal) Fed Perf Appraisal
CC RS3 Date Effective 8 D EMPLOYEE Special Information/US
(5% appraisal) Fed Perf Appraisal
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POSITION/

Column RETENTION MODERN FIELD FIELD EMPLOYEE Modern DCPDS
# CA/CG STANDING NAMES LENGTH Type RECORD Location
CD RS3 Rating of Record 1 C EMPLOYEE Special Information/US
Pattern (6% Fed Perf Appraisal
appraisal)
CE RS3 Appraisal Type 1 C EMPLOYEE Special Information/US
(6™ appraisal) Fed Perf Appraisal
CF RS3 Rating of Record 1 C EMPLOYEE Special Information/US
(6™ appraisal) Fed Perf Appraisal
CG RS3 Date Effective 8 D EMPLOYEE Special Information/US
(6™ appraisal) Fed Perf Appraisal
CH RS3 NSPS Entry Date 8 D EMPLOYEE Extra Information/NSPS
Information
CI CA Servicing Office 2 C POSITION Main Screen/Additional
1D (CCPO 1ID) Position Details
CJ Obligated 31 C EMPLOYEE Extra Information/US
Position Number Federal Person Group 2
(Permanent
CPCN)
CK Obligated 1 C EMPLOYEE Extra Information/US
Position Type Federal Person Group
CL Temp Prom NTE 8 D EMPLOYEE Assignment/Extra
Information/Assignment
NTE Dates
CM Temp Posn Chg 8 D EMPLOYEE Assignment/Extra
NTE Information/Assignment
NTE Dates
CN Temp Reasmt 8 D EMPLOYEE Assignment/Extra
NTE Information/Assignment
NTE Dates
CO Obligated 9 POSITION Extra Information/US
Employee SSAN Federal Position Obligated
CP Obligated Type 1 POSITION Extra Information/US
Federal Position Obligated
cQ NSPS Personnel 2 POSITION Extra Information/NSPS
Systems Ind Information
CR PERS_ID
CS ASSIGNMENT_
1D
CT POSITION_ID
CU ORGANIZATIO
N_ID
CV LOCATION_ID
CwW RIF_INFORMA
TIONI1
CX RIF_INFORMA
TION2
CY RIF_INFORMA
TION3
Ccz RIF_INFORMA
TION4
DA RIF_INFORMA
TIONS5
DB REC_END 1 C Record Delimiter - Value
of *
What happens when downloading the Extract:
a. Fields will be separated with a "~ (tilde) delimiter
b. Extract will contain only those records where an NSPS Personnel Systems
Ind is not null (column CQ)
c. Extract will contain vacant eliminated records only if OBL-SSAN is not null
d. Extract will contain encumbered records regardless of the position status
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e. Extract will contain only those appraisals where the appraisal type equals A,
B,C,I,N,O,T.

f. Appraisal Information — the following columns are considered together —
BK-BM, BN-BQ, BR-BU, BV-BY, BZ-CC, CD-CG

g. CA/CG Column — fields identified as CA, CG1, CG2 may be used in the
extract process to define the competitive area or competitive group — these
tields may also be used in the NSPS AUTORIF Software to upload data —
those identified as CG1 will be mandatory fields during the upload process

h. Retention Standing Column — fields identified as RS# will be considered in
the retention process in the order listed.
1. Obligated Employee SSAN and Obligated Type will be used in the upload

process to include/exclude employees in/from the RIF process when it is
determined that employees on temporary promotion/temporaty
reassignment/detail currently occupy positions in different competitive areas
or competitive groups than their permanent position.

j- Extract will only populate those records with the Obligated Position Number
(Column CJ) of the Obligated Type = "T" (Column CK)

k. Extract will only populate those records with the Obligated SSAN (Column
CO) only if = Obligated Position Type (Column CP) = "T"

L. Columns CI-CV are used in the upload processing logic only and are not
required to be visible in the automated program.

m. Columns CW-DA will be available for future use if additional data elements
are needed in the extract

n. End of Record will be identified with a “*” delimiter
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