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Latest Update Information

SPPS Bulletin 03-1, Changes to SPPS, dated February 6, 2003, notified customers of new edits
for the SSNO field on SPPS Program SX750004D, Death Case, Beneficiary Claimant
Information.

The information in this bulletin has been incorporated into the SPPS procedure and is
summarized below:

Description of Change Page
Adds the following edits to the SSNO field on SPPS Program SX750004D:
== Claimant SSNO Cannot Begin With 78 Or 79: Please Reenter 62
== Enter Valid SSNO 63

Changes in the text are identified By 4",

Updated 2/6/03 11
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About This Procedure

This procedure provides instructions for accessing andd For amount fields, key in the amount in dollars and

operating the Special Payroll
(SPPS). The following information will help you to use

the procedure more effectively and to locate further

assistance if needed.

How The Procedure Is Organized

Processing System cents with a separating decimal point.

O Data that is system generated or that you must key in
exactly ashown is printed itbold italics Example: Key
in.

O Emphasized text within a paragraph is printed in
bold. Example: For FOCUS training, contact

Primary sections, page numbering, and the amendmenti-;siomer Support personnels®4-255-5230.

process are described below:

System Overview describes what the system is used for
and provides related background information.

System Access provides access security information
and instructions for accessing the system.

Operating Features describes the system’s design and
how to use its operating features.

Main Menu gives instructions for selecting options from
the system’s primary selection screen.

Instructions for eachubmenuandoption are provided

O Figure, exhibit, and appendix references link figures,
exhibits and appendixes with the text. These references
are printed in a bold font as shown here. Example: The
SPPS Banner Screefidure 3) is displayed.

O References to sections within the procedure are
printed inbold as shown here. Example: Key in new data
over the existing data in accordance with the entry
instructions undeAdding A QSR Record .

O Keyboard references are printed in brackets. Exam-
ple: Press [Enter]. Press [PF6].

O Optional actions at the end of a processing function

under a separate heading. All options on a submenu areyre preceded by square bullets. Example:

covered before going to the next option on the main
menu.The menu and option screens are presented as fig-

ures within the text.

The Appendix  section contains edit messages.

e To return to the Main Menu, press [PF1].

O Important extra information is identified as a note.
Example:Note: Enter only one code.

Pages are numbered consecutively at the bottom of eacNVhO To Contact For Help

page.
What Conventions Are Used

This procedure uses the following visual aids:

O Messages displayed by the system are printéelin
ics. Example: The messadeelete Successfu$ dis-
played.

O Field specifications are also printed in italics. Exam-
ple: SSNO(required, numeric field; 9 positionHey in
the employee’s social security number.

O For date fields, “(mmddyy)” means that you should

key in the date in month/day/year order, using leading

For questions about payroll/personnel policies and reg-
ulations, contact your Agriculture Payroll/Personnel

User Group (AGPUG) representative or your Commit-

tee For Agriculture Payroll/Personnel System (CAPPS)
representative.

For questions about NFC processing, contact the Pay-
roll/Personnel Operations Section5é4-255-4630.

For access to SPPS, contact your agency’s NFC Secu-
rity Officer.

For other questions about the system (including help
with unusual conditions or obtaining access authority),
contact Customer Support personneé3@4-255-5230.

zeros for single-digit months and days. Example: Key in For questions about this procedure, contact the Direc-

the employee’s separation date (mmddyy).

Updated 2/6/03
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System Overview received at NFC. Manual payments for Quick Service
Request (QSR) and the compensation to the benefi-
rciary(ies) of a deceased employee are recorded and

The Special Payroll Processing System (SPPS) is a
P y 9>y ( ) {racked in DOTSE.

online database payment system of the U.S. Departmen
of Agricultl_Jre (USDA). SPPS is being implemented in - yinistrative Billings and Collections System
phases. It |s_urrently_used to (1) add, change_, query, and ABCO). ABCO accepts accounts receivable and
update a quick service request; (2) record |r_1debtednes§:)”ection data for administrative billings which are
for a separated em.ployee and process the final paymenf, . yisoreq until collected through an automated system.
due the employee; and (3) process and dishurse P&bebts for a separated, indebted employee and a

ments to the estate of a deceased employee. deceased employee recorded in ABCO are displayed in

SPPS allows agencies to submit electronic transactionsSPPS and are used to determine final payments. Debts
instead of mailing forms to the National Finance Center for separated employees that are unable to be collected
(NFC) for manual processing. Electronic transactions from the employee’s final payment are sent to ABCO to
will eliminate delays usually caused by form generate a receivable.

preparation and mailing of data. Users will have greater .
control of document submission. Also, with each phase Payroll Processing System (PAYE)PAYE computes

implemented, an inquiry option will reduce the number gr(:ss pay, tmzkes apzhcable dedudctlton?, deveblops thet
of phone inquiries and allow users direct access to €t amount dué, and prépares data for subsequen
information about specific transactions. issuance of a salary check by the Department of _the
Treasury (Treasury). PAYE also creates accounting
SPPS transactions are processed daily at approximatelyecords and feeds SPPS payroll information for
11 a.m. Central Standard Time (CST). Records entereddeceased and separated, indebted employees. PAYE

after 11 a.m. CST will be updated and processed the fol-processes on the first Friday and Saturday after the pay

lowing day. period.
Payroll/Personnel Edit System (PINE).PINE edits
System Capabilities personnel actions and payroll documents entered
through the Personnel Action Processing System
SPPS performs the following functions: (PACT) and Payroll/Personnel Remote Entry System

(PRES) before they are applied to the Payroll/Personnel
O Generates a payment record which is certified at database.
NFC.

Personnel Processing System (PEPLREPL performs
O Calculates payroll and other forms of compensation the update function in the personnel areas of the data-
as part of the Payroll/Personnel System on a daily cycle.pase and produces a log of all transactions applied to the
data as well as utilization statistics and management

O Accesses data necessary to perform routine edits, cal
culate payments, and obtain employee address informa_reports. PEPL codes the Payroll/Personnel database to

tion from the payroll/personnel database. allow PAYE to feed applicable payroll data to SPPS.

O |dentifies and deletes records for archival. Statistical Tabulation ~Analysis = Tables = System
(STAT). STAT collects statistics of ADP online activity

O Feeds collection and receivable records to the and replaces Cost and Productivity Analysis System

Administrative  Billings and Collections System (CPAS) statistics. Data for agency billing is posted

(ABCO) for accounting purposes. through STAT.
Miscellaneous Income System (MINC). MINC
System Interface records payments for vendors and contractors subject to
IRS reporting. Payments to a deceased employee’s
SPPS interfaces with other systems as follows: heir(s) are processed through MINC.

Document Tracking System (DOTSE).DOTSE is Management Account Structure Codes System
used to (1) enter written inquiries, particularly those (MASC). MASC provides direct access to tables which
prepared on Form AD-354, Request For Information, contain pertinent information for various application
(2) view the status of all inquiries (i.e., telephone and programs. MASC also builds and maintains an account-
written) received at NFC, (3) enter and process recerti- ing class code master file and alpha description master
fied payments, (4) enter Form AD-343, Payroll Action file for codes. Accounting data entered in SPPS is vali-
Request, and (5) view the status of all manual paymentsdated by MASC.

Updated 2/6/03 3
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Central Accounting System (CAS).CAS produces a 1. Report P0159, Quick Service Request Analysis
complete range of financial management reports for Of QSR Payments Within Department By Reason
Federal agency use. CAS reports provide timely and Code Processing Pay Period No/YiThis report ana-
comprehensive accounting information that is used to lyzes the reasons for quick service request (QSR) pay-
control budget and operating plans, obligations, accruedments for the current processing pay period.
expenditures, disbursements, and accomplishments. ) )

Suspense accounts established by the Payroll Account?: Réport P0160, Quick Service Request Transac-

ing System (PACS) and SPPS are balanced throughion Register Processing Pay Period No/YrThis
CAS. report provides a detailed transaction listing of SPPS

QSR payments recorded for the current processing pay
Earning Statement System (EARN)EARN maintains period.
earning information and generates earning statements. ) ) o
EARN provides pertinent messages relative to the dis-3- Report PO161, Quick Service Request Missing

bursement of an indebted, separated or deceased &A Report Processing Pay Period No/Yr. This
employee’s net pay. report identifies each QSR payment recorded in SPPS

for which a corresponding T&A has not been provided.
Time and Attendance Validation System (TIME).
TIME reads, collects, edits, and validates Time and 4- Report P0162, Indebtedness Advanced Leave -
Attendance (T&A) data transmitted to the payroll Tax Credit Suspense Report.This report displays
office. TIME updates the Payroll/Personnel database indebted, separated employees with advanced leave
establishing the hours and type of pay for which the Who may or may not be entitled to tax credits.

employee is paid. TIME processes live and correctedsl Report P0163, Death Case/Indebtedness Audit
T&AI Reports for deceased and indebted, SeparatedError(s) For Processing Date XX/XX/XX.This report
employees. identifies errors that occurred as the result of a change

Table Management System (TMGT)TMGT contains ~ P€ing made after the payment is processed.

valid values and descriptions for certain fields. These ;
. : X . -~ 6. Report P0164, Death Case/Completed Claims By
fields in SPPS are validated against TMGT. When edits Agency/POI Thru Calendar Year Ending 12/31/XX

occur, users can verify the data against the valid data+, - ;
stored in TMGT. This report displays completed claims by agency for the

prior calendar year. It also displays the last disburse-

W-2 System (WTWO). WTWO takes information  ment data and total disbursement amount and any pay-
generated from payroll and performs edits to ensure thatment remaining to be disbursed. This report is toseel
taxable wages and tax percentages are correct, print0 Verify that the death case is complete.

Form W-2, Wa_lge And Tax Statement, and related 7. Report P0165, Death Case/Status Of Active
reports, and mails completed reports. SPPS creates datelaims By Agency/POl Thru Quarter Ending
pertaining to Old-Age Survivors and Disability Insur- XX/XXIXX . This quarterly report displays the active

ance (OASDI) and Hospital Insu,rance Tax (HITS) that §tatus of death case claims by social security number.
adjusts the deceased employee’s wages for the curren

tax year, and adjusts wages and taxes for indebted3. Report P0166, Indebtedness/Active Cases As Of
employees ithe payment is not made in the year the em- XX/XX/XX. This report displays the active status of
ployee separates. indebtedness cases by social security number.

9. Report P0167, Indebtedness Advanced Leave
Reports Hours Collected By SPPS For Processing Pay
Period/Yr XX/XX/XX. This report is used to notify
Ad hoc reports are available through the FOCUS agency personnel that the audited leave hours have been
Reporting System. For instructions on using FOCUS, collected and that the advanced leave hours collected
see the FOCUS Reporting System procedure, Title VI, must be zeroed out from the Time Inquiry - Leave
Chapter 5, Section 4. For FOCUS training, contact Update System (TINQ).

Customer Support personnel5i4-255-5230. .
See the CULPRPT procedure, Title I, Chapter 20, Sec-

The following predefined reports are available through tion 1, Payroll/Personnel Report Generator Systems for
the Report Generator System (CULPRPT). detailed information and exhibits of the reports.

4 Updated 2/6/03
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System Access 1. The user is prompted to enter his/her user ID and
password.
This section provides access security information and

gives specific sign-on/sign-off instructions. 2. At the Application prompt, the user then keys in

SPPS.

3. CA TOP SECRET validates the user ID, password,
and access authorization to SPPS.

Access security is designed to prevent unauthorized use . I
of systems and databases. For information about accesé' L(;pf[)hn ver|f|c_atllon/va(ljldat;orlhoﬁhﬁ I;J(s:er ID_ s]:nd pass-
security, including user identification numbers (user Wotr ’ qufrlsspgslsge onto the mainirame com-
ID’s), passwords, and obtaining access to a spesyi§ic puter and into :

tem, see the Remote Terminal Usage procedure, Titles, |DMS security controls are then checked. The user
VI, Chapter 2, Section 1. must be established in the data dictionary (the user re-

To access SPPS, you must (1) have authorized securit%?égeg%me Is the same as the ACID name) in order to

clearance and (2) use a terminal or personal compute
that is connected through your telecommunications 6. The user is allowed to execute the SPPS program
network to the mainframe computer locatetNl&€. For  which will perform his/her assigned function as long as

information about connecting and disconnecting from his/her security access for the program match.

your telecommunications network, see the instructions i
that are provided with your specific network. 7. The CA TOP SECRET profiles are used to deter-

mine ifthe user can access the subschema where the data
is stored. The CA TOP SECRET user’s permissions are

Remote Terminal Usage And Security

Security Access read to determine if access is allowed.
The following information describes the security envi- The SAC is used to verify if access is to be granted to a
ronment at NFC. particular record. The primary SAC entry path is:

Security Software.System security at NFC is managed SAC: SNDDSASSSSAA

by CA TOP SECRET, a commercial access control gac.tNDDSASSSSAA, Where N=5 For Agriculture
package operated in an IBM Multiple Virtual Storage  sers or N=7 for Treasury users, or N=6 for Non-Agri-
(MVS) environment. CA TOP SECRET provides culture/Non-Treasury users

protection for dataset, library programs, input/output
devices, and most system resources. It also controls acin the primary SAC entry path, DD=Department,
cess to data processing resources and facilitates througlsA=Servicing Agency, SSSS=POl (SON), and
a three-step process as follows: AA=Agency.

1. CA TOP SECRET validates the user to determine if _
he/she is authorized to use SPPS. The user’s logon acSPPS Security
cess (user ID and password) is validated during the lo-

gon process SPPS is protected through a record level security.

SPPS’s record level security is controlled via a SAC.

2. CA TOP SECRET confirms that the user is autho- The SAC assigns a specific SPPS code for each agency;

rized to use the requested facility. thereby, security iassured at the record level. The SPPS
code mandates the record access. Therefore, one agency

3. CA TOP SECRET determines if the user is autho- cannot access the data for another agency

rized to use the requested resources, (datasets, pro-

grams, transactions, database subschemas, Securit}/S€rS must request access through their agency’s
Access Code (SAC), etc.). security office. The request should provide the

following data: Name of user, agency, user ID, type of
Validation Process To facilitate user access to NFC access (retrieval only for all records, update access for
maintained systems, significant interaction/interface all records (NFC only), update access for QSR records,
among software packages is necessary to control accessipdate access for DC records, update access for IND
This interaction is transparent to the u3ée following records, or focus retrieval), telephone number,
steps occur during a sign-on to SPPS. application name and SAC.

Updated 2/6/03 5
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Sign-On password. Press [Tab]. You may change your password

) o any time but not more than once a day.
To sign on, connect to your telecommunications net-

work to display the NFC banner scrediiggre 1) on Enter Application Name (required, alphanu-
your terminal. Then respond to the prompts as follows: meric field; max. of 9 positionskey in SPPSand press
[Enter]. The SPPS banner scredfigfre 2) is dis-
played, except when NFC needs to communicate spe-
cial system function messages.

Enter User ID (required, alphanumeric field;
max. of 8 positions)Key in your assigned user ID
(e.g., NF999). Press [Tab].

) o In this case, the Electronic Access Bulletin Board is dis-
[2] Password(required, alphanumeric field; 6 t0 8 played. Read the message(s) shown and press [Enter].
positions) Key in your password. Your password is not The NFC Menu Kigure 3) is displayed. Press [Enter]
displayed on the screen. Press [Tab]. again to display the SPPS banner screen.

New Password(alphanumeric field; 6 to 8 posi- Instructions for using the SPPS Main Menu begin on
tions). If your current password expires, key in a new page 11.

SNAMOD2 T3134605 PFI=HELP == ==

== NN NN FEEFFEFF CCCCCCce ==
== NNN NN FFFFFFFF ceceeeee =
== NNNN NN FE cct ==
== NN NN NN FEEFFEFF ==
== NN NNNN CEFFFFFFF c =
== NN NN FF cERERERE =

—= Welcome to the National Finance Center
Office of the Chief Financial Officer ==== ==
== United States Department of Agriculture =~ ========== ==

== ENTERUSERID = PASSWORD = NEW PASSWORD ==
== ENTER APPLICATION NAME = OR PRESS ENTER FOR NFC MENU ==

XXIXXIXX $$
SSSSSS  PPPPPPPP  PPPPPPPP  SSSSSS  15:55:35 $$
$$ s s P P P P S S $$
$$ s P P P P S $$
$$ S P P P P S $3$
$$ SSSSSS  PPPPPPPP  PPPPPPPP  SSSSSS $$
$$ s P P S $$
$$ S P P S $$
$$ s s p P s s $$
$$ SSSSSSS P P SSSSSS $$

$$ $$
$$$$$$$ﬂ§$§$$$$$$$$$$$$$$Si$$%$$$$$$$$$$$$$$§S$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$$

333 ESESSS ST PP TS SSLSSSS SIS SSSSESSS S
$$ NATIONAL FINANCE CENTER $$
S5 ETSSESESSSSSS$ PP TSELSSSSS SIS ETSSSESS
$$ SPECIAL PAYROLL PROCESSING SYSTEM  $$
ST ESSSSSS SIS LSS SSESSSSS SIS SSEES
$$ PRESS ENTER FOR MENU $$
S5 TESSLSSSSSSP SIS SSSSSESSS$$$$$S
OR AUTHORIZED USE ONLY

Figure 2. SPPS Banner Screen
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XXIXXIXX SNAMOD2 NFC MENU T3134806 15:12:50 CT ==

—= SELECT ONE: -

. PAYROLL/PERSONNEL SYSTEMS ==
FINANCIAL INFORMATION SYSTEMS -

. PROPERTY MANAGEMENT INFORMATION SYSTEMS ==
ADMINISTRATIVE INFORMATION SYSTEMS -

. DEVELOPMENT SYSTEMS <NFC ONLY> ==

. DATA BASE TEST SYSTEMS <NFC ONLY> ==

. MISSION ASSIGNMENT TRACKING SYSTEM <GAO ONLY> -

. DIRECTIVES BULLETIN BOARD ==

ENTER APPLICATION NAME OR SELECTION NUMBER ==> PF11 = EXIT ==

I
I

O NOUTAWNE
I
I

MESSAGE BOARD ==

Figure 3. NFC Menu
mainframe, you are automatically disconnected after
Sign-Off your terminal is inactive for a short time.

To exit SPPS, press [Clear] at any screen. The Enter
Next Task Code prompFEigure 4 ) is displayed. Key in
byeand press [Enter].

L . Enter Next Task Code
The NFC Menu is displayed. You are now disconnected

from the system. However, you are still connected to the
mainframe and may select another application from the
NFC Menu.

bye

To disconnect from the mainframe, press [PF11] or a
compatible function key. The NFC banner screen is dis-
played. If you do not intentionally disconnect from the Figure 4. Enter Next Task Code Prompt

Updated 2/6/03 7
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Operating Features

PF3
This section describes the system’s design and operating
features.
PF4
System Design
SPPS is designed with a main menu and submenus. Th
main menu lists general options. The submenus list spei | pgs
cific options related to the general options.
Help Screens PF7
Help screens are available for all entry fields displayed
on the screens. To obtain a Help screen, position the cur
sor on the field in question and press [PF5]. The Help| | pFs
screen is displayed and provides a description of the
fields. Press [PF5] to return to the previous screen.
System Edits PF9
All entries in the system are subject to front-end system
edits. If an error occurs or if required data is omitted, an
edit message displayed at the bottom of the screen. All PF12
errors must be corrected before the database is update
See the Appendix for a list of edit messages.
Function Keys Clear
Your keyboard includes :
Enter
* Program function keys ([PA], [PF], [F], etc.), used to
execute functions and display specific screens in the
system
Tab
e Other function keys ([Enter], [Clear], etc.)
For instructions on your equipment usage for these keys
see the manufacturer’s operating guide. Home
The special functions of these keys in SPPS are dis
played at the bottom of each screen. Descriptions ard | 4
provided below:
Key Functions v
Used to return to the Main Menu.
PF1
_'
Used for a variety of functions depending on
PF2 | | the screen. Functions are described with
screen instructions. <+

Updated 2/6/03

Used for a variety of functions depending on
the screen. Functions are described with
screen instructions.

Used for a variety of functions depending on
the screen. Functions are described with
screen instructions.

Used to display the Help screen.

Used for a variety of functions depending on
the screen. Functions are described with
screen instructions.

Used for a variety of functions depending on
the screen. Functions are described with
screen instructions.

Used for a variety of functions depending on
the screen. Functions are described with
screen instructions.

Used for a variety of functions depending on
the screen. Functions are described with
screen instructions.

Used to exit the system.

Used to enter data into the system after you
have keyed it in at a screen.

Used to move the cursor from field to field.

Used to position the cursor in the first entry
field.

Used to move the cursor up from line to line.

Used to move the cursor down from line to
line.

Used to move the cursor to the right from
position to position within a field.

Used tomove the cursor to the left from posi-
tion to position within a field.
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Main Menu 3. Death CaselUsed to process unpaid compensation
to the beneficiary(ies) of a deceased employee.

After you access the SPPS banner scré@uré 2), _ )
press [Enter]. The Main Menu Scregiig(re 5 ) is dis- To select an option from the Main Menu, complete the

played showing three options. Select (1-3) prompt and press [Enter].

Below is a brief description of each option. Note: Instructions for options identified as “NFC Only”
are not included in this procedure. These options can
1. Quick Service Request (QSR)Used to process  only be accessed by authorized NFC employees. NFC
certain Salal’y payments based on criteria established b)émp'oyees must refer to the internal procedure under
the agency personnel office and NFC. Title I, Payroll/Personnel Manual, Chapter 7, Section 3,

2. Indebtedness (For Separations Only)Used to for instructions on the “NFC Only” options.

reco_rd indebtedness for a separqted employee, collectrne screen for the selected option is displayed.
the indebted amount when possible, and process the
final payment due the employee. Instructions follow for using the system options.

LV RAERARRVERVRRIAR
SX70001D USDA, OF M, NAT

SPECIAL PAYROLL PRO

(LRI
IONAL FINANCE CENTER  XX/XX/XX |
CE

SSING SYSTEM 15:57:25 ||
|
MAIN MENU SCREEN I
|
1. QUICK SERVICE REQUEST (QSR) I

2. INDEBTEDNESS (FOR SEPARATIONS ONLY) I
3. DEATH CASE I

SELECT (1-3) =====> _ I

* SELECT MENU SCREEN "1” THRU "3” AND PRESS ENTER KEY * ||
|||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||H

Figure 5. Main Menu Screen

Updated 2/6/03 11
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Quick Service Request (QSR) The QSR option is designed for entering data for the cur-
rent processing pay period and three consecutive prior

pay periods. Only one QSR record can be processed for a

Quick Service Request (QSR) is Option 1 on the Main single pay period.

Menu ScreerFgure 5). This option provides a menu of

options that are used to add, change, delete, query, an@jsers should enter QSR data based on criteria estab-

update a QSR record. lished by the agency personnel office. SPPS processes
the QSR payment for the specified pay period. A receipt

A QSR is used to provide salary payment when an &ccount (RA) is established on the payroll/personnel
employee is not paid through the automated Payroll/ database for the QSR and is identified by RA Cogle

Personnel System or manual payment prodess.is a Note: A T&A must be transmitted immediately for each

result of (1) a late personnel action or a late accessionem . :
L _ ployeeand for each pay period that a QSR payment is
(2.) no check malllr_lg address, (_3) an agency in the made. The RA is reversed after processing of the
m|d_dle of performing cancellatu_)n and - correction T&A(S) that satisfies the established RA amount. If a
actions to correct erroneous data in PACT, or (4) a IateT&A is not transmitted before the processing of the fol-
Time and Attendance Report (T&A). Agency personnel lowing pay period, the payment will be collected against

offices initiate QSR’s if it is _determingd _that an the T&A transmitted for the current processing pay
employee has not been paid. This determination can beperiod

made by querying the Information/Research Inquiry

System (IRIS) or the Payroll/Personnel Inquiry System Inquiry regarding receipt account data can be viewed on
(PINQ) as early as the Monday prior to the Thursday IRIS Program 114, Receipt Accounts. Inquiries regard-
payday for payments being made through the automatedng the QSR payment data can be made through the His-
Payroll/Personnel System. For more information, see tory Inquiry option and DOTSE.

the IRIS procedure and/or the PINQ procedure. Inquiry ) ) .
can be made on the manual payment process through th & QSR is entered for the current processing pay period
Document Tracking System (DOTSE). For detailed ©On the first Monday through Thursday, SPPS waits until
information, see the DOTSE procedure. the first Friday of the pay period to issue the payment.

QSR records are maintained for 27 pay periods in the
There are three situations when SPPS cannot be used fdmistory file which is accessed through the inquiry func-
a QSR payment: (1) when an employee is terminated,tion. After 1 year, the records are converted to micro-
(2) when payment has already been made through thdiche and retained for 6 years. QSR information no
automated Payroll/Personnel System or manual pay-longer displaying in SPPS can be viewed in DOTSE. To
ment process, and (3) when an employee was not paideceive information on data not in DOTS#ater a Form
for a prior pay period but has since received a paymentAD-354, Request For Information, in the Inquiry Infor-
for a subsequent pay period. mation option of DOTSE.

R RN S A A A R R A A R AR R RN
SX70003D USDA, OF M, NATIONAL FINANCE CENTER  XX/XX/XX ||
SPECIAL PAYROLL PROCESSING SYSTEM (SPPS)  15:57:54 ||
QUICK SERVICE REQUEST (QSR) I

[
QSR MENU SCREEN I

I
1. NEW REQUEST (ADD, CHANGE, OR DELETE) ||
2. HISTORY INQUIRY I
3. COMMENT UPDATE (NFC USE ONLY) I

SELECT OPTION (1-3) =====> I

** SELECT MENU SCREEN OPTION "1” THRU "3” AND PRESS ENTER KEY ** ||
Il

CLEAR=EXIT PF1=MAIN MENU [
LLCLEEEEEEEEEE e e e e e e e e e e e e e e

Figure 6. QSR Menu Screen
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To select the QSR option, key Inat the Select (1-3) 3. Comment Update (NFC Use Only)Used only by
prompt on the Main Menu Scredfidure 5), and press  NFC employees to update the Explanation-Comments
[Enter]. The QSR Menu Screefidure 6), is displayed field. This data is displayed in the History Inquiry
showing 3 options. option.

To select an option from the QSR Menu Screen, com-

Below is a brief description of each option: plete the Select Option (1-3) prompt and press [Enter].

1. New Request (Add, Change, or Delete})sed to The screen for the selected option is displayed.

add a QSR or change or delete an existing QSR reCOrdInstructions follow for using the options on the QSR

. . ) . Menu Screen.
2. History Inquiry. Used to query (view) a paid QSR
record for the current and 26 prior pay periods. * To return to the Main Menu, press [PF1].

14 Updated 2/6/03
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New Request

Name:

New Request is Option 1 on the QSR Menu Screen [ Last (required, alphanumeric field; max. of
(Figure 6). This option is used to add a new QSR record. 17 positions) Key in the employee’s last name. If the
It is also used to change and delete an existing record.employee’s SSNO is on the Payroll/Personnel database,

To select this option, key ihat the Select Option (1-3)

this field is system generated.

prompt. Press [Enter]. The New Request, Screen 1 First (required, alphanumeric field; max. of

(Figure 7), is displayed.
Instructions follow for using the functionstinis option.

Adding A QSR Record. At the New Request,
Screen 1, complete the fields as follows:

SSNO(required, numeric field; 9 positionsey
in the employee’s social security number.

Agcy (required, alphanumeric field; 2 positions)
Key in the employee’s agency code.

POl (Personnel Office Identifier) (required,
numeric field; 4 positionsKey in the employee’s per-
sonnel office identifier code.

Pay Period

No (required, numeric field; 2 positionsiKey in
the effective pay period for the QSR record.

Yr (required, numeric field; 2 positionsiKey in
the last 2 digits of the year for the QSR record.

12 positions) Key in the employee’s first name. If the
employee’s SSNO is on the Payroll/Personnel database,
this field is system generated.

Middle (optional, alphanumeric field; max. of
12 positions) Key in the employee’s middle name or
initial. If the employee’s SSNO is on the Payroll/Person-
nel database, this field is system generated.

[2] Function Code(required, alpha field; 1 position)
Key inA (add). Valid values ar& (add),C (change), and
D (delete). This field indicates the function to be
executed.

Press [Enter]. The messaBevalidate Social Security
Number is displayed. Key in the employee’s social se-
curity number again for verification.

Press [Enter]. The New Request, Screen 2, is displayed.

If the data entered does not pass system edits, an edit
message is displayed at the bottom of the screen. All

data must pass system edits to advance to the next
screen.

SX71001D
SCREEN 1 OF 3

QUICK SERVICE REQUEST
FILE CONTROL INFORMATION

[s]

NAME: LAST

** PRESS ENTER **

USDA, OF M, NATIONAL FINANCE CENTER
SPECIAL PAYROLL PROCESSING SYSTEM (SPPS)

* NEW REQUEST **

SSNO AGCY __ (24 - pal@ERIOD NO/YR _ [ __
FIRST MIDDLE —

FUNCTION CODE _EA:ADD C=CHANGE D=DELETE)

ENTER=PROCESS PF1=MAIN MENU PF2=QSR MENU PF5=HELP PF12=RESET CLEAR=EXIT

XXIXXIXX
15:58:19

Figure 7. New Request, Screen 1

Updated 2/6/03
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Completing Pay/Contact Information. At the New Payment Calculation Information:
Request, Screen 1, press [Enter]. The New Request
Screen 2 Kigure 8), is displayed. This screen is used to
enter QSR payment information.

Notes:(1) Either the grade and step or the base salary has
to be entered. The grade and step are based on