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System Overview

The Special Payroll Processing System (SPPS) is an online database payment system of the U. S.
Department of Agriculture (USDA). SPPS is currently used to (1) add, change, query, and update a
quick service request; (2) record indebtedness for a separated employee and process the final
payment due to the employee; and (3) process and disburse payments to the estate of'a deceased
employee.

SPPS allows Agencies to submit electronic transactions instead of mailing forms to the National
Finance Center (NFC) for manual processing. Electronic transactions will eliminate delays usually
caused by form preparation and mailing of data. Users will have a greater control of document
submission. Also, with each phase implemented, an inquiry option will reduce the number of
phone inquiries and allow users direct access to information about specific transactions.

SPPS transactions are processed daily at approximately 11 a.m. Central Time (CT). Records
entered after 11 a.m. CT will be updated and processed the following day.

This section includes the following topics:

SYStEM CapPabIlitIES ... 1
SYSIEM INTEITACE ... 1
[Y=T 0 L0 o £ PP PE TP PPOTPPRRR 3

System Capabilities
SPPS performs the following functions:

e (Generates a payment record which is certified at NFC.

e (alculates payroll and other forms of compensation as a part of the Payroll/Personnel
System (PPS) on a daily cycle.

e Accesses data necessary to perform routine edits, calculate payments, and obtain employee
address information from the payroll/personnel database.

e Identifies and deletes records for archival.

e Feeds collection and receivable records to the Administrative Billings and Collection
System (ABCO) for accounting purposes.

System Interface

SPPS interfaces with other systems as follows:
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Document Tracking System (DOTSE).

DOTSE records and tracks manual payments for Quick Service Requests (QSR) and the
compensation to the beneficiary or beneficiaries of a deceased employee. DOTSE is used to (1)
enter written inquiries, particularly those prepared on Form AD-354, Request for Information, (2)
view the status of all inquiries (e.g., telephone and written) received at NFC, (3) enter and process
recertified payments, (4) enter Form AD-343, Payroll Action Request, and (5) view the status of
all manual payments received at NFC.

Administrative Billings and Collections System (ABCO)

ABCO accepts accounts receivable and collection data for administrative billings which are
monitored until collected through an automated system. Debts for a separated, indebted employee
and a deceased employee recorded in ABCO are displayed in SPPS and are used to determine final
payments. Debts for separated employees that are unable to be collected from the employee's final
payment are sent to ABCO to generate a receivable.

Payroll Processing System (PAYE)

PAYE computes gross pay, makes applicable deductions, develops the net amount due, and
prepares data for subsequent issuance of a salary payment by the Department of the Treasury
(Treasury). PAYE also creates accounting records and feeds SPPS payroll information for
deceased and separated employees. PAYE processes on the first Thursday and Friday of each pay
period.

Payroll/Personnel Edit System (PINE)

PINE edits personnel actions and payroll documents entered through EmpowHR, the Entry
Processing, Inquiry, and Correction System (EPIC Web); and the Front-End System Interface
(FESI), before they are applied to the payroll/personnel database.

Statistical Tabulation Analysis Tables System (STAT)

STAT collects statistics of automatic data processing (ADP) online activity and replaces Cost and
Productivity Analysis System (CPAS) statistics. Data for Agency billing is posted through STAT.

Miscellaneous Income System (MINC)

MINC records payments for vendors and contractors subject to Internal Revenue Service (IRS)
reporting. Payments to a deceased employee's heir(s) are processed through MINC.

Management Account Structure Codes System (MASC)

MASC provides direct access to tables which contain pertinent information for various application
programs. MASC also builds and maintains an accounting class code master file and alpha
description master file codes. Accounting data entered in SPPS is validated by MASC.
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Central Accounting System (CAS)

CAS produces a complete range of financial management reports for Federal Agency use. CAS
reports provide timely and comprehensive information that is used to control budget and operating
plans, obligations, accrued expenditures, disbursements, and accomplishments. Suspense accounts
established by the Payroll Accounting System (PACS) and SPPS are balanced through CAS.

Financial Management Modernization Initiative (FMMI)

FMMI is a fully integrated financial package that is designed to meet stringent budget and funds
control needs, as well as complex multi-fund accounting and reporting needs. FMMI integrates a
wide range of accounting-related functions to support a comprehensive financial system. SPPS
transactions are processed in FMMI via PACS.

Time and Attendance Validation System (TIME)

TIME reads, collects, edits, and validates Time and Attendance (T &A) data transmitted to the
payroll office. TIME updates the payroll/personnel database establishing the hours and type of pay
for which the employee is paid. TIME processes live and corrected T&A reports for deceased and
indebted, separated employees.

Table Management System (TMGT)

TMGT contains valid values and descriptions for certain fields. These fields in SPPS are validated
against TMGT. When edits occur, users can verify the data against the valid data stored in TMGT.

W-2 System

W-2 System takes information from payroll and performs edits to ensure that taxable wages and
tax percentages are correct; prints W-2, Wage and Tax Statement, and related reports; and mails
completed reports. SPPS creates data pertaining to Old Age Survivors and Disability Insurance
(OASDI) and Hospital Insurance Tax (HIT) that adjusts the deceased employee's wages for current
tax year, and adjusts wages and taxes for indebted employees if the payment is not made in the
year the employee separates.

Reports

Ad hoc reports are available through the Focus Reporting System (FOCUSRPT). For instructions
on using FOCUSRPT, see the FOCUS Reporting System Procedure manual which is available
online at the National Finance Center (NFC) Web site. To view and/or print this procedure, select
HR and Payroll Clients from the My NFC drop-down menu on the NFC homepage. At the HR and
Payroll Clients page, click the Publications tab in the center ribbon and from there select the
Reporting publication category to access the Focus procedure manual.
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The following predefined reports are available through the Payroll/Personnel Report Generator
System (CULPRPT).

Report Number

Report P0159

Report P0160

Report P0161

Report P0162

Report P0163

Report P0164

Report P0165

Report P0166

Report P0167

Report Name

Quick Service Analysis of QSR
Payments Within Department By
Reason Code Processing Pay Period
No/Yr

Quick Service Request Transaction
Register Processing Pay Period No/Yr

Quick Service Request Missing T&A
Report Processing Pay Period No/Yr

Indebtedness Advanced Leave - Tax
Credit Suspense Report

Death Case/Indebtedness Audit
Error(s) For Processing Date
XXIXXIXX

Death Case/Completed Claims By
Agency/POI Thru Calendar Year
Ending 12/31/XX

Death Case/Status of Active Claims By
Agency/POI Thru Quarter Ending
XXIXXIXX

Indebtedness/Active Cases As Of
XXIXXIXX

Indebtedness Advanced Leave Hours
Collected By SPPS For Processing
Pay Period/Yr XX/XX/XX

Description

Analyzes the reasons for QSR
payments for the current processing
pay period.

Provides a detailed transaction
listing of SPPS QSR payments
recorded for the current processing
pay period.

Identifies each QSR payment
recorded in SPPS for which a
corresponding T&A has not been
provided.

Displays indebted, separated
employees with advanced leave who
may or may not be entitled to tax
credits.

Identifies errors that occurred as a
result of a change being made after
the payment is processed.

Displays completed claims by
Agency for the prior calendar year. It
also displays the last disbursement
data and total disbursement amount
and any payment remaining to be
disbursed. This report is to be used
to verify that the death case is
complete.

This quarterly report displays the
active status of a death case claims
by Social Security number (SSN).

Displays the active status of
indebtedness cases by SSN.

Used to notify Agency personnel that
the audited leave hours have been
collected and that the advanced
leave hours collected, must be
zeroed out from the Time Inquiry -
Leave Update System (TINQ).

See the CULPRPT procedure manual which is available online at the National Finance Center
(NFC) Web site. For detailed information and exhibits of the reports select, HR and Payroll Clients
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from the My NFC drop-down menu on the NFC homepage. At the HR and Payroll Clients page,
click the Publications tab in the center ribbon and from there select the Reporting publication
category to access the CULPRPT manual.
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System Access

This section provides access security information and gives specific sign-on/sign-off instructions.

For more information see:

Security and Remote Terminal USAge ..o 6
Yo [ £ o H TP UPUTPTPR 6
Y o [ o) 1 PRSPPSO 9
Changing YOUr PAaSSWOIG ...........oiiiiiiiiiiiiiiee et e e e 10

Security and Remote Terminal Usage
Access security is designed to prevent unauthorized use of systems and databases.

To access SPPS, the user must (1) have authorized security clearance and (2) use a terminal or
personal computer that is connected through the telecommunications network to the mainframe
computer located at NFC. For more information about connecting and disconnecting from the
telecommunications network, see the instructions that are provided with your specific network.

Sign-On
To access this system, you must:

1. Sign on to the NFC Mainframe. The NFC Mainframe Warning screen is displayed.

DATE : Current Date Current Time HT

EEEXZFTXRXATRTTIFRTR AT R TARTTRETT R XX TEXXXREEF TR TTFTRATIATTRTR XTI R T AR

You are sccessing a V.5, Goveroment information sustem, which
includes (1) this computer, (2} this computer network., (3] all
computers conpected to this network, and (4) all devices and
storsge pedis attached to this petuwork or %o a computar on this
npetuwork, This information system is provided foer U.5. Government
autherized use onluy.

Upauthorized or improper use of fthis sustem may cesult in
disciplinary action, as Well as civil and criminal penalties.

By wsing this information sysftem. you understand and
consent to the following:

H A B N I NG

IR R IR R E R E R R E R R i I I R E R E R A IR E X R IR N E N EE R E N E X R EA R ERE XA ZAEERNTIRAIAEARATAEIRTT RN X

Plesage hit snter fo continue

Figure 1: NFC Mainframe Warning Screen
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2. Press Enter to display the NFC banner screen.

T o o T o [ = T [ [ [ [ [ e e e
EIE] Current Date SHX327B3 TIBH3IB2Z22 FF1=HELP mm
wa HH HH FFFFFFFF CCCCCCee ]
== HHHN HH FFFFFFFF CCCCCCCC ==
=a NMNN NN FF cCe "s
= MH HH HH FFFFFFFF CCC =
== HHN MHHHN FFFFFFFF LLL ==
.= HH  HNN FF CCccceccec s
== NN NN FF CCCCCCCCC ==
L EEEEFEREREN Hational Finsnce Center EEEEERFENEY oL
2l S == Dffice of the Chief Finsncial Dfficer SEEES=a= s =5
== ssssss=ses  United States Department of Aoriculture EmsEEEsas ==
== For Authorized Use Oaly ==
w« ENTER USER ID = PASSHORD = HEW PASSHORD? N "=
== (Y or W] ==z
s ENTER APPLICATION HWRHE = OR FRESS EWTER FOR HENU s
Figure 2: NFC Banner Screen

3. Complete the fields as described below.

Field Description/Instruction

Enter User ID Type your assigned user identification (ID) (i.e., NF0999). Press Tab.

Password Type your password. (Your password is not displayed on the screen.)
Press Tab.

Note: You may press Enter (instead of Tab) after typing your password
to go directly to the CL/SUPERSESSION Main Menu screen.

New Password? Displays system-generated "N."

If you are not changing your password, press Tab. If you are changing
your password, enter "Y." Then complete the steps for changing your
password as described under Changing Your Password.

Enter Application Name | Type the application acronym and press Enter to go directly to that

system.

OR

Leave the field blank and press Enter to go directly to the
CL/SUPERSESSION.

4. At the CL/SUPERSESSION Main Menu screen:

Press F8 to scroll through the Session IDs until the appropriate Session ID appears.
Tab until the cursor is located on the line next to the Session ID.

Press Enter.
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OR
e Press F9 to bring the cursor to the Command Line at the bottom of the screen and
retrieve a specific Session ID.
e Types.
e Press the space bar once.
e Type the Session ID acronym.
e Press Enter. See screen below for an example. The applicable system is displayed.
Actions QOptioens Commands Features Help
KLSVSEL1 CLASUPERSESSION Hain HMenu Hore: +

Select sessions with the ENTER key or use a “/*%

Sessjon Tupe Status
— lOHMs@s IDHSBS Hulti
_ PEIHGAS IDHSBS Hulti
— BBECODINO IDH583 Hulti
— ABCD IDKHSB3 Hulti
_  4$DB2 I50F $DB2 I150F FROC(SDEZ Hulti
— $0RACLE 1304 Hulti
— SO0RACLER 1504 Hulti
_  $5FPFA T30/ $5PFA 150A PROC(SSPF Hulti
_  $SFFaW2 I50h $SPFAY2 TS50A FPROC($SPF Hulti
$5PFB T50E $5PFB 1508 PROC(SSPF Hulti
$SPFBY2 I50E $s5PFBY2 TSO0B PROC($SPF Hulti
_ $SPFC T50C $SPFC I150C PROC(SSPF Hulti
15578301 Password Changed
Command === SYSE/TIAMEB247

Emter FlsHelp F3sEwmit FSesRefresh F8=Fud Fls=Retrieve Fi1Bslction

to display an action code

Figure 3: CL/ISUPERSESSION Main Menu Screen

KLEVSEL ELSSUPERSESSION Haln Henw Hore: +

Select sessions with the EHNTER key or use & "/ "

Sessjon ID Description Tupe Status
IDHSRS IDHERS Hulti

_ IDHSBSE Hulti

_ HECOIHG IDHS8Z Hulti

AECD IDHERZ Multi

_ §b0B2 1508 $DE2 ISO0E PREOC[SDED Hultil

_  SODEACLE I504 Hulti
SOEACLER TS0A Multi

_  85PFA 150A $S5PFA Is0fh PEBREOCIESEF Hultl
§EPFAVZ 150/ $5PFAVZ T50R PROCISSPF Hulti

_ SSPFR TZ0B $SPFE TS0E PROC(SSPF Hulti
§5PFBY2 IS0B §SPFEV2 I50E PROC[%SPF Hulti

_  S$5PFC I50C $SPFC ISOC PEBROCI$SPF Hulti
Command === 5 THGT SYSBE/TIBNGE447

Enter Fi=Help F3=Exit FS=Refresh FB=Fwd F9=Retrieve Fl@=lction

Actions [Optioms Commands Features Help

to display am action code.

Figure 4: CL/SUPERSESSION Main Menu Screen (Session ID Displayed)
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I - s enter ror wen [
$$ 6939536535389 533835369388535$6955% 94
FOR AUTHORI ZED USE ONLY
Figure 5: SPPS Banner Screen
Signoff

Follow the signoff-screen prompts at the bottom of the screen to exit the system or to return to the
CL/SUPERSESSION Main Menu screen.

fictions Options Commands Fratures Help
KELSVSEL1 CL/SUPERSESSION HMHaim Menw Hore. +
Select sessions Wwith the EMTER kEey or use a /7"
to display am action code
Segsion ID Desceription Tupe Status
IDHSAS IOH585 Hulti Current
PINQAS I0DH5@5 Hulti fctive
ulti
ELSTEREHW1 Exit Henu ulti
ulti
Type & selection number ar positien the ulti
cursor om a line amd press ENTER. ulti
ulti
1. Exit and terminmate sessions [X] ulti
2. E=it and do not terminate sessions [H] ulti
d. Eesume {(R) ulti
ulti
Command ===}
Enter Fi=Help Fl12=Cancal SYSB/TIANGE44T
trieve Fl@8=Actlion

Figure 6: CL/ISUPERSESSION Main Menu Screen

1. At the CL/SUPERSESSION Main Menu screen, press F3 and the Exit Menu popup is
displayed.

2. Position the cursor in front of Exit and press Enter to exit and terminate the
CL/SUPERSESSION.

OR

Position the cursor in front of Resume and press Enter to exit the application without
terminating the CL/SSUPERSESSION Main Menu screen.
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Changing Your Password

If you need to change your password:

1. Type "Y" next to the New Password? prompt on the NFC banner screen.

== CURRENT DATE SNX3Z7R3

HHMH
HHHH NN
HH MM HH
HH  HMMHN
HH LLL]
HH MH

EMTER APPLICATION NAHWE =

FF

Hational Finénce Center

TIBNE447 PF1=HELP ==
FFFFFFFF Cecoeccec
FFFFFFFF COCCCCCC
EE cce
FFFFFFFF Ccce
FFFFFFFF cce
CCCCCCOC
CCCECECEE

Dffice of the Officer
Upnited States Department of fAgriculture
ri Use Dnly
ENTER USER ID = PASSHORD = MEW FASSHORD? ¥

[¥ or
DR PRESS EWNTER FOR HENU

LR

Figure 7: NFC Banner Screen (with New Password? prompt set to Y)

2. Press Enter and the Change Password screen appears.

|  KLGMPHD1
[
Tupe in

Enter
Verify

nau
new

Command smwm}

Enter Fi=Help F3=E=it

your ned password

tH

passuword
passuord,

FiZ=Cancel

ice,

and press ENTER

Figure 8: Change Password Screen

3. Enter the new password.

4. Verify the new password. Once you have entered your new password and verified it, the
system will display another screen stating that the password was changed. See screen

below.

10
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Note: You may change your password at anytime, but no more than once a day. Before your password
expires, you will be prompted to enter a new password.

Figure 9: Password Changed Verification Screen

11
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Operating Features

This section describes the basic operating features that are specific to SPPS Mainframe/Block
Mode Format.

For more information see:

Y] (=Y 0 AT D=1 To | o R P T PEPRTROP 12
Y] (=0 a1 =l 1) £ PP EPRTR 12
FUNCHON KBYS ...ttt e e e e st e e e e e e s s abrraeeaaeaan 12

System Design

SPPS is designed with a main menu and submenus. The main menu lists general options. The
submenus list specific options related to the general options.

System Edits

All entries in the system are subject to front-end system edits. If an error occurs or if required data
is omitted, an edit error message is displayed at the bottom of the screen. All errors must be
corrected before the database is updated.

Function Keys

The program function (PF) keys are used to access SPPS options. How these keys are identified
depends on the equipment being used. Other function keys include Enter, Clear, and Tab. For
detailed instructions on your equipment usage, see the appropriate manufacturer's operating guide.
The functions of applicable PF keys are displayed at the bottom of each screen.

12
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SPPS Main Menu

After you access SPPS, the Main Menu Screen is displayed showing three options.

[ rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrad

Frrrrrra
SX7000 10D u S D A, o c F o, NATIONAL FINANCE CENTER XXIXXIXX
SPECIAL PAYROLL PROCESSING SYSTEM 11:41:56
MAIN MENU SCREEN

1. QUICK SERVICE REQUEST (QsRrR)

2. INDEBTEDNESS (FOR SEPARATIONS ONLY)
3. DEATH CASE
SELECT (1-3) =====)>

[l
[
[
11
[
[
[
I
[
[
[
[
11
[
[
[
I
[
[
[
[
I xx SELECT MENU SCREEN *1" THRU "3" AND PRESS ENTER KEY XX
[

1

Figure 10: SPPS Main Menu Screen

Below is a brief description of each option.

® Quick Service Request (QSR) - Used to process certain salary payments based on criteria
established by the Agency personnel office and NFC.

e Indebtedness (For Separations Only) - Used to record indebtedness for a separated employee,
collect the indebted amount when possible, and process the final payment due the
employee.

e Death Case - Used to process unpaid compensation to the beneficiary(ies) of a deceased
employee.

To select an option from the Main Menu, type the option number at the Select (1-3) prompt and
press Enter. The menu screen for the selected option is displayed. Follow the instructions.

Note: Instructions for options identified as "NFC Use Only" are not included in this procedure. These
options can only be accessed by authorized NFC employees.

13
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Quick Service Request

Quick Service Request (QSR) is the first option on the SPPS Main Menu. This option provides a
menu of the options that are used to add, change, delete, query, and update a QSR record.

A QSR isused to provide salary payment when an employee is not paid through the automated
PPS or manual payment process, due to:

e Late personnel action (i.e, expired not to exceed (NTE) date), late accession processing, or
other personnel problems

e No check mailing address

e An Agency in the middle of performing cancelation and correction actions to correct
erroneous data in EmpowHR, EPIC Web, or FESI

e Late or missing Time and Attendance (T&A) Report

Agency personnel offices initiate QSRs if it is determined that an employee has not been paid. This
determination can be made by querying the Information/Research Inquiry System (IRIS) or the
Payroll/Personnel Inquiry System (PINQ) as early as the Monday prior to the Thursday payday for
payments being made through the automated PPS. For more information, see the IRIS and/or the
PINQ procedures. An inquiry can be made on the manual payment process through DOTSE. If
DOTSE has a record for the same pay period, SPPS will not allow processing. In these cases, the
pay period number can temporarily be changed in DOTSE to allow processing. For detailed
information, see the Document Tracking System (DOTSE) procedure manual located under the
Manual Pay Processing publication category on the Publications page of the NFC Web site.

There are three situations when SPPS cannot be used for a QSR payment:

e Employee is terminated
e Payment has already been made through the automated PPS or manual payment process

e Employee was not paid for a prior pay period but has since received a payment for a
subsequent pay period

The QSR option is designed for entering data for the current processing pay period and three
consecutive prior pay periods. Only one QSR record can be processed for a single pay period.

Users should enter QSR data based on criteria established by the Agency personnel office. SPPS
processes the QSR payment for the specified pay period. With the certification of the QSR
payment, the system automatically generates a receipt account (RA) for collection, which is set at
100% from the next system payment.

Note: A T&A must be transmitted immediately for each employee and for each pay period that a QSR
payment is made. The RA is reversed after processing of the T&A(s) that satisfies the established RA

14
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amount. If a T&A is not transmitted before the processing of the following pay period, the payment will be
collected against the T&A transmitted for the current processing pay period.

Inquiry regarding RA data can be viewed on IRIS, Program 114, Receipt Accounts. Inquiries
regarding the QSR payment data can be made through the History Inquiry option and DOTSE.

If a QSR is entered for the current processing pay period on the first Monday through Thursday,
SPPS waits until the first Friday of the pay period to issue the payment.

QSR records are maintained for 27 pay periods in the history file which is accessed through the
inquiry function. After one year, the records are converted to microfiche and retained for six years.
QSR information no longer displaying in SPPS can be viewed in DOTSE. To receive information
on data not in DOTSE, enter a Form AD-354, Request for Information, in the Inquiry Information
option on DOTSE.

To Access the QSR Menu Screen:
1. Type 1 at the Select (1-3) prompt on the SPPS Main Menu.

2. Press Enter. The QSR Menu Screen is displayed showing three options.

Frrrrrrd
SX700030D u S D A, o c F o, NATIONAL FINANCE CENTER XXIXXIXX
16:01:5

SPECIAL PAYROLL PROCESSING SYSTEM (sPPs)
QUICK SERVICE REQUEST (QsRr)

QSR MENU SCREEN

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

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

SELECT MENU SCREEN OPTION S THRU 3" AN D PRESS ENTER KEY

PF1=MAIN MENU
L T I O O B

CLE
[

-

R=EXIT
L

Figure 11: QSR Menu Screen
Below is a brief description of each option.

e New Request (Add, Change, or Delete) - Used to add a QSR or change/delete an existing QSR
record.

e History Inquiry - Used to query (view) a paid QSR record for the current and 26 prior pay
periods.

e Comment Update (NFC Use Only) - Used only by NFC employees to update the
Explanation-Comments field. This data is displayed in the History Inquiry option.

To Select an Option From the QSR Menu Screen:

1. Type the option number at the Select Option (1-3) prompt.
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2. Press Enter. The screen for the selected option is displayed.

For more information see:

NEW REQUEST ...ttt aaaaaees 16
HISTOIY INQUITY oottt e e e e e e e 22

New Request

New Request is option 1 on the QSR Menu Screen. This option is used to add a new QSR record. It
is also used to change and delete an existing record.

Adding a QSR Record:
1. Type 1 at the Select Option (1-3) prompt on the QSR Menu Screen.

2. Press Enter. The New Request screen 1 of 3 is displayed.

SX710010 US0OA OCF O, NATIONAL FINANCE CENTER WK KX

SCREEN 1 OF 3 SPECIAL PAYROLL PROCESSING SYSTEM (SPPS) 15:00: 15
QUICK SERVICE REQUEST

FILE CONTROL INFORMATION WM NEW REQUEST mn

SSNO AGCY _ POl PAY PERIOD NOJYR _ / _

MAME: LAST FIRST HIOOLE

FUNCTION CODE _ (A=AOD C=CHANGE D=DELETE)

B« PRESS EMTER mx

INTER=PROCESS PF1=MAIN HMENU PF2=05R MENU PF3=HELP PF1Z2=RESET CLEAR=EXIT

Figure 12: New Request Screen 1

3. Complete the fields as follows:

Field Instruction
SSNO Type the employee's SSN.
AGCY Type the employee's Agency code.
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Field Instruction

POI Type the employee's personnel office identifier code (POI).

Pay Period NO/YR Type the effective pay period number/year for the QSR record.
Name: Last Type the employee's last name. If the employee's SSN is on the

payroll/personnel database, this field is system generated.

First Type the employee's first name. If the employee's SSN is on the
payroll/personnel database, this field is system generated.

Middle Type the employee's middle name (optional). If the employee's SSN is
on the payroll/personnel database, this field is system generated.

Function Code Type A (add). Valid values are A (add), C (change), and D (delete). This
field indicates the function to be executed.

4. After completing the fields, press Enter. The message Revalidate Social Security Number is
displayed. Type the employee's SSN again for verification.

5. Press Enter. The New Request, screen 2 of 3, is displayed. This screen is used to enter QSR
payment information.

SKA18820 s 0Da, 0CF O, MATIDMAL FIHAMCE CENTER O 0
SCREER 2 OF 3 QUICK SERVICE REQUEST 13:46.28
PAYSCOWMTACT [TMFORAAT 100 #3  NEH REDUEST 33
G580
HAKE : LAST FIRST HIDDLE
PAYHEWT [WFORAAT 10N
FAYHENT REASDN CODE HMET PAY nf0UWT (OPT I DMAL )
PAYHENT CALCULATION IMFORHEAT IOM:
GRADE STEP [PAY PLAN - &5 DR G5 EQUIYALENT)
. R —-
BASE SALARY (PER ANRUF) BASE SALARY DVERRIDE (¥ 0omLY)
Tan COMTACT POIMT: AGENCY STATE CITY UmLT TIHEXEEPER
05K COWTACT PERSOM: LAST FIRST
PHOME : AREA CODE MUREER

PAYROLL FERSONHEL DATA BASE LHELE ADDRESS OF  SPECIFIED ADDERESS (¥ OWLY)

EHTER=PROCESS PF2=05F HKEMI FFS=HELP PF12=RESET
PFE1=HAIM AEMU PF3=HEXT RECORD PF7=PREY SCREEM CLEAR=EXIT

Figure 13: New Request Screen 2

Note: 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.

6. Complete the applicable fields as follows:

Payment Information Description/Instruction
Field
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Payment Information Description/Instruction
Field
Payment Reason Code Type in one of the following codes:

e 01-Late T&A

e 02 - Late accession

e 03 - Promotion NTE date expired

e 05 - Database incorrect

e 06 - Personnel documents rolled back
Net Pay Amount Type in the net amount of the QSR payment (optional). The maximum

amount is $5, 000; the minimum amount is $5. If blank, the system
generates data from the grade and step or base salary of the salary
record on the payroll/personnel database. If you change the grade and
step or base salary, delete the net pay amount for the system to
recalculate. Otherwise, the previous amount will be paid.

Note: To determine the amount for a current employee, use the
regular expected net salary and round it down to the nearest $25.
To determine the amount for a new employee, multiply the
expected gross by 70 percent and round it down to the nearest
$25.

Payment Calculation -
Information Note: (1) Either the grade and step or the base salary has to be

entered. The grade and step are based on the General Schedule
(GS) salary. If the pay plan does not relate to GS or equivalent,
the requester should calculate the annual base salary. (2) The
system calculates locality pay but no other entitlements.

Grade System generated. (Optional if base salary is provided.)

Step (Pay Plan - GS or GS | System generated. If not, type in the employee's step within the grade.
Equivalent) (Optional if base salary is provided.)

Base Salary (Per Annum) | System generated. If not, type in the employee's annual base salary.
(Optional if grade and step is provided.)

Base Salary Override Type Y (yes) if the salary displayed or entered is other than what is
contained in the payroll/personnel database (optional). Tab to the Grade,
Step, or Base Salary field and enter the correct data.

T&A Contact Point Description/Instruction
Agency System generated with the employee's Agency T&A contact point.
State System generated. If not, type in the State code for the employee's T&A

contact point.

City System generated. If not, type in the city code for the employee's T&A
contact point.
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Payment Information
Field

Description/Instruction

Unit System generated. If not, type in the unit code for the employee's T&A
contact point.
Timekeeper System generated. If not, type in the timekeeper's code.

QSR Contact Person

Note: The contact person is the individual with knowledge of the
QSR. This person should be able to answer questions regarding
the QSR and should be the person designated in TMGT

Table 063, Department/Agency/Bureau Contact, as the principal
or alternate contact authorized to process QSRs.

Last

Type the contact person's last name.

First

Type the contact person's first name.

Phone Area Code

Type the contact person's area code.

Phone Number

Type the contact person's telephone number.

Payroll/Personnel
Database Check Address

Type Y (yes) to indicate use of check mailing address recorded on the
payroll/personnel database. (Optional if specified address is provided.)

Note: If an employee's SSN is not on the payroll/personnel
database, this field is not available for data entry.

Specified Address

Type Y (yes) to indicate use of a different check mailing address other
than what is recorded on the payroll/personnel database.

Note: If an employee's SSN is not on the payroll/personnel
database, Y is system generated in the Specified Address field.
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7. Press Enter. The New Request, screen 3 of 3, is displayed. This screen is used to designate
the address to which the QSR payment should be sent.

SX718840 WiDaA, 0CF O, NATIONAL FINANCE CENTER
SCREEN 3 OF 3 OUICE SERVICE REOUEST
CHECE HAILING [INFOEMATION & MNEW REQUEST =%
S5H0
HANE -

IO NN NN
13:48:23

LAST FIRST HMIDDLE
SPECIFIED ADDRESS:
STREET ADDEESS
coy

STATE Z1P CODE

DES1GNATED AGENT CODE

BANE DEPDSIT (DDSEFT):
TYFE OF ACCOUNT
ACCOUNT NUMBER
ROUTING NUMBER

ENTER=FEOCESS
PF1=HAIN HENL

PF2=05E HERU
PF2=NEXT RECORD

PF3=HELF
PF7?=PREY SCREEN

PF12=RESET
CLEAR=EXIT

Figure 14: New Request Screen 3

Note: 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.

8. Complete the applicable fields as follows:

Specified Address Field

Description/Instruction

Street Address System generated. If not, type the street address where the check is to
be mailed.

City System generated. If not, type the name of the city where the check is to
be mailed.

State System generated. If not, type the name of the State where the check is
to be mailed.

ZIP Code System generated. If not, type the ZIP code.

Designated Agent Code:

System generated. If not, type the assigned designated Agent code.

Bank Deposit (DD/EFT):

Note: The bank deposit address is system generated and made
available for use only when it is established in the
payroll/personnel database.

Type of Account

System generated with C (checking account) or S (savings account).
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Specified Address Field

Description/Instruction

Account Number

System generated with the employee's account number.

Routing Number

System generated with the financial institution's identification number.

Note: The bank deposit address cannot be changed unless NFC Payroll/Personnel Operations Section is
contacted. An employee using Direct Deposit/Electronic Funds Transfer (DD/EFT) can expect
payment within two days. Additional time has to be allowed for mailing purposes if the payment is
being sent to a designated Agent or a specified address.

9. After typing all data, press Enter. If the data passes system edits, the record is stored.

Note: If the data does not pass system edits, an edit message is displayed at the bottom of the screen. All
data must pass system edits before SPPS database is updated.

e To add another record, press PF3 and repeat the above process.

e To return to the QSR Menu, press PF2.

e To return to the previous screen, press PF7.

e To refresh the screen, press PF12.

e To return to the Main Menu, press PF1.

Changing a QSR Record:

1. Type 1 at the Select Option (1-3) prompt.

2. Press Enter. The New Request screen 1 will be displayed. Complete all the fields except the

Name field.

3. Type C (change) in the Function Code field.

4. Press Enter. The selected record is displayed.

Note: For assistance in completing these fields, move to the field in question and press PF5 to display a

Help screen.

5. Type the new data over the existing data in accordance with the entry instructions under,

Adding a QSR Record.

6. Press Enter, after all the modifications are made. The record is changed.

To change another record, Press PF3 and repeat the above process.

To perform another function or exit, press the applicable key shown at the bottom of the screen.
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Note: A record cannot be changed once it has been processed for payment. Also, DD/EFT data cannot be
changed unless NFC Payroll/Personnel Operations Section is contacted.

Deleting a QSR Record:
1. Type 1 at the Select Option (1-3) prompt.

2. Press Enter. The New Request screen 1 will be displayed. Complete all of the fields except
the Name field.

3. Type the exact information that was entered in the Add function.
4. Type D (delete) in the Function Code field.

5. Press Enter. The name is displayed in the Name field. The message Do you really want to
delete this record? Press enter to delete or PF12 to reset is displayed at the bottom of the
screen.

6. Press Enter. The record is deleted.

To delete a QSR record for another employee, press PF12 and repeat the above process.

Note: A record cannot be deleted once it has been processed for payment.

History Inquiry

History Inquiry is option 2 on the QSR Menu Screen. This option is used to view a QSR history
record. Records for the current and up to 26 prior pay periods are maintained in the SPPS database
for viewing. After 1 year, the records are converted to microfiche and retained for 6 years. The
records, however, can be viewed in DOTSE.

Viewing a QSR Record:

1. Type 2 at the Select Option (1-3) prompt on the QSR Menu Screen.
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2. Press Enter. The History Inquiry, screen 1 of 3 (File Control Information) is displayed.

SX72001D U s D A, 0 C F 0, NATIONAL FINANCE CENTER XXIXXIXX

SCREEN 1| OF 3 SPECIAL PAYROLL PROCESSING SYSTEM (sppPs) 14:57:2
QUICK SERVICE REQUEST

FILE CONTROL INFORMATION x x HISTORY INQUIRY x x

SSNO PAY PERIOD NO/ YR L

ENTER=NEXT SCREEN PF2=QSR MENU PF12=RESET
PF1=MAIN MENU PFS5=HELP CLEAR=EXIT

Figure 15: History Inquiry Screen 1 (File Control Information)

3. Complete the fields as follows:

Field Instruction

SSNO Type the employee's SSN.

Pay Period No/Yr Type the effective pay period and the last 2 digits of the year for the QSR
record.

4. Press Enter. The History Inquiry, screen 2 of 3 will be displayed.

Note: If the data 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.

Viewing Payment Information:

1. Press Enter at the History Inquiry screen 1 of 3, Screen 2 of 3 will be displayed with the
QSR data entered for the selected record. This screen includes data entered by Agency
personnel offices and data generated by SPPS and NFC personnel. The data entered is

described below.

Field Description

Net Pay Amount If this field was not completed, SPPS calculates this amount based on
the employee's grade and step, or base salary.

Payment Date PAYE generates the date the payment information is transmitted to

Treasury.

Transaction Entry Date The date is system generated and indicates when the QSR record was
entered.

Time SPPS generates the time the QSR was entered.
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Field Description

Schedule Number Each payment is sent to Treasury under a schedule number which is
generated and assigned by SPPS. The first number designates the fiscal
year the payment was sent; Q designates a QSR; the next two numbers
designate the processing pay period; and the last two numbers are
assigned by SPPS in sequential order.

Receipt Account Number | SPPS generates the 12-digit RA number. The first three numbers
designate the type of RA; the fourth number designates the year the RA
was set up; the fifth and sixth numbers designate the processing pay
period; and the remaining numbers are assigned by SPPS in sequential
order.

Explanation-Comments Displays NFC remarks regarding the specifics of the QSR.

2. After viewing the data on this screen, press Enter. The History Inquiry, screen 3 of 3, will
be displayed. This screen displays information regarding the forwarding location of the
employee's salary payment. This screen also includes the designated Agent street address
including, city, State, and ZIP code.
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Indebtedness (For Separation Only)

Indebtedness (For Separations Only) is the second option on the SPPS Main Menu Screen. This
option is used to (1) record debts not recorded in ABCO for a separated employee, (2) view
existing debts for the separated employee, and (3) process the final payment due the employee.

If an employee separates from an Agency before repaying an amount that is owed, the balance of
the debt will automatically be collected from any subsequent payments due the employee.

Payments include:

e Final salary
e Lump sum leave payment
e Retirement contributions

e (Cash awards

NEFC collects from the final salary, cash awards, lump sum leave payments, or any other payments
processed by NFC. The Office of Personnel Management (OPM) collects from retirement
contributions.

If an employee is separated and has an advanced leave balance, the T&A will be held in SPPS. It
will be the Agency's responsibility to release the record from SPPS and forgive or change the
amount the employee owes from the advanced leave. These employees will always appear on the
CULPRPT Report PO166, Indebtedness/Active Cases as of XX/XX/XX until released.

Payments for indebted separated employees may be released based on completion of certain fields
by the user.

After the transaction has been processed (i.e., an SPPS job has executed), it is no longer available
for change or deletion; however, it can be viewed through the Inquiry option. All payments are
scheduled for disbursement after they are released and accepted by SPPS. Payments are processed
when SPPS executes and are disbursed when transmitted to Treasury.

ABCO/PAYE Debts

Any debt being collected through payroll deductions prior to separation is established in ABCO. If
the debt still exists at separation and no other debts are incurred, these debts are collected during
the processing of PAYE and before SPPS is run. These debts are not to be entered in SPPS.

Any debt not collected through the final PAYE process should be entered in SPPS for calculation
and disbursement of the final payment. To ensure that all debts are collected, an indebtedness
record should be established as soon as it is known that the employee is separating.
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Note: Once all payments have been made to the employee and the indebtedness record was not established
in SPPS, all outstanding debts must be forwarded to ABCO for collection.

The following receipt account types may be entered in SPPS:

e Educational Loans

e Travel Advance Repayment (Originating in other than NFC TRVL System)
e Property Lost, Destroyed, or Stolen

e Subsistence (Travel Payments)

e Personal Telephone Calls

e Parking Fees

e Recovery of Jury Duty Fees

e Travel Overpayment

e Uniforms

e Other Types (other Departments) (e.g., theft and embezzlement)
e Other Types (USDA)

Caution: When establishing a debt in SPPS, it is to be noted that collection of debts through PAYE
recorded in ABCO will not display in SPPS until the Tuesday following the biweekly process. Therefore,
do not release the payment in SPPS until the Tuesday following biweekly process; otherwise, the collection
may be made twice.

If a debt established in SPPS is repaid by the employee before the final payment is released, delete
the debt on the Employee Indebtedness Update screen.

Advanced Leave

Debts for advanced leave can only be entered in SPPS by using the Advanced Leave screen and
not through the Employee Indebtedness Update screen. Prior to entering data on the Advanced
Leave screen, a leave audit must be completed and validated. Users should request a copy of
CULPRPT Report PO053, Error Analysis By Contact Point, to identify separated employees with
negative leave balances.

If a separating employee has advanced leave that will not be forgiven, he/she may be eligible for
tax credits. In these instances, NFC will compute the tax credit amount. If the employee has
unforgiven advanced leave, separates, and receives his/her final pay in the same tax year, he/she is
entitled to a refund of retirement contributions; city, county, State, Federal, Federal Insurance
Contribution Act (FICA), HIT taxes collected from the leave. The employee is also entitled to a
refund of Federal Employees Group Life Insurance (FEGLI) contributions if the unforgiven
advanced leave is 80 hours or more. If the employee separates in one tax year and payment is
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disbursed in a subsequent year, he/she is only entitled to a refund of the FICA and HIT taxes, if
applicable.

Separating employees with advanced leave and who may be due tax credits are listed on
CULPRPT Report P0162, Indebtedness Advanced Leave - Tax Credit Suspense Report.

An employee is listed on Report P0162 if:

e He/she was identified as having advanced leave at the time the indebtedness record was
established in SPPS.

e A leave audit has been completed, validated, and all applicable hours have been entered in
SPPS.

e The advanced leave is not forgiven.

When NFC calculates the tax credit amount, a message displays on Report PO162 indicating that
the payment is ready to be released. The user can then release the payment for disbursement to the
employee.

Leave balances for an indebted, separating employee should be adjusted in the Time Inquiry -
Leave Update System (TINQ). If advanced leave for an employee is not forgiven and the
Advanced Leave screen is not completed, the employee's final payment will not be processed.

If an indebted separated employee is normally paid manually, the Agency must establish an
indebtedness record in SPPS by completing the Establish/Delete Indebtedness screen for the
employee's final payment to be processed through SPPS. All payment information must be
forwarded to NFC Payroll/Personnel Operations Section on Form AD-343, Payroll Action
Request. The information is entered in SPPS by NFC Payroll/Personnel Operations personnel on
the Manual Payments screen and released for payment. If payment information for a
manually-paid employee is not forwarded to NFC, the indebtedness record will remain in SPPS
and the payment will not be released.

If the employee does not have a payment to be disbursed (i.e., an employee was on leave without
pay prior to separation), the payment record will be sent to ABCO. All collections will go against
the employee's retirement contributions.

It is the Agency's responsibility to ensure that all debts have been recorded and the final payment
released to the employee. If the employee separates and all debts are not collected because of
insufficient funds and the employee is rehired by another Department, the gaining Department
should resume collection. If the employee is not rehired, a bill is generated from ABCO.

SPPS archives complete payment data at the beginning of each year. The completed record
remains in SPPS between 12 and 24 months, depending on when the payment was released.

Once the final payment is processed (released and disbursed), the only options that will be
accessible are option 6, Remarks, and option 7, Payment Inquiry.
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To Access the Indebtedness (For Separations Only) Screen:
1. Type 2 at the Select (1-3) prompt on the SPPS Main Menu.

2. Press Enter. The File Control Information screen is displayed.

SX7GE180 WS0n, O0CF D, NATIONAL FINAMCE CENTER KX KX
SPECIAL PAYROLL FROCESSING SYSTEM (SPPS) B7 :49:32
INDEE T EDNE 5
FILE CONTEDL IMFORMATION

FSHD AGLY Fol

wx ENTER 55N0, AGENCY AND PO1 AND PRESS ENTER EEY ##

ENTER=PROCESS PF1=HATN HENL  PFS=HELP PF12=RESET CLEAR=EXIT

Figure 16: File Control Information Screen

3. Complete the fields as follows:

Field Instruction

SSNO Type the employee's SSN.

AGCY Type the employee's Agency code.
POI Type the employee's POI.
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4. After completing the fields, press Enter. The Indebtedness Menu is displayed showing
eight options.

I LR RER R NANE R NNNRION A EanEanacoacncancaEnmaaaEEnammaaaEEENAg

11 SX7e826H USDa, 0CF D, HATIONAL FINANMCE CENTER XX X xx L
1 SPECIAL PAYROLL PROCESSING SYSTEM (SPPS) BE:25.82 |1
{NDEBTEDMESS I

FNDEBTEDMESS HEMU

1
I
1
. ESTABLISH/DELETE [NDEBTEDMESS I
. ADJUSTHENT DUE T0 EMPLOYEE IMDEBTEDNESS 1
. PENDING DISEURSEMENT 1]
. PAYMENT CERTIFICATION 1]
. CHECK MAILING 1NFORMATION 1]
. REHARKS I
I
1]
1
I
1]
1]
I
Hi

[--IL N - A PR

. PAYMENT 1NQUIRY
. HANUAL PAYMENTIS) (NFE (NLY)

|
|
I
|
|
|
|
|
|
|
|
I
|
I
| SELECT OPTION [1-8) =====} 1
|

|

|

1
1 Hi
Il ENTER=NEXT SCREEN PF1= HAIN HENL  CLEAR=EXIT Hi
PO e e e e e e e e e e nnes

Figure 17: Indebtedness Menu Screen

Below is a brief description of each option.

e Establish/Delete Indebtedness - Used to establish or delete an indebtedness record. Once the
indebtedness record is established in SPPS, the employee's final payment will not be
released until all options requiring data entry are completed and the payment is coded for
release or the record is deleted.

Note: If an employee is normally paid manually and/or does not have a salary record, the Agency must
contact the NFC Contact Center 1-855-NFC-4GOV (1-855-632-4468) to indicate that an SPPS record
cannot be established. To establish an SPPS record, the employee must be a payrolled employee.

e Adjustment Due to Employee Indebtedness - Used to add, change, or delete administrative
debts entered in SPPS and query debts processed through ABCO, PAYE, and SPPS.

e Pending Disbursement - Used to display a preliminary calculation of distribution amounts.

e Payment Certification - Used to confirm receipt of all the necessary documentation to
process and authorize the separated employee's final payment or collection.

e Check Mailing Information - Used to display the check mailing information as displayed in
the payroll/personnel database and allow changes to be made to that information.

e Remarks - Used to record pertinent claim information.

e Payment Inquiry - Used to display details of actual payments made to the separated
employee.
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Manual Payment(s) (NFC Only) - Used by NFC employees to add, change, or delete manual

payments and enter the tax credit amount.

To select an option from the Indebtedness Menu, type the option number at the Select Option (1-8)

prompt and press Enter. The screen for the selected option will be displayed. Follow the

instructions.

For more information see:

Establish/Delete INdebtednesS .........c.oovvviiiiiiiiiciie e 30
Adjustment Due to Employee Indebtedness (For Separation Only) ..................... 32
Pending DISDUISEMENT....... ...t e e aeea e e 38
Payment Certification (For Separation Only) .......cccccooeciiiiiiiiiiiiiiiiee e 39
Check Mailing INfOrmation ... 41
Remarks (For Separation ONlY) .......cccvveiiiiiiiiiiee e 43
Payment Inquiry (For Separation Only) ........ccccoiiiiiiiiiiiiie e 44

Establish/Delete Indebtedness

Establish/Delete Indebtedness is option 1 on the Indebtedness Menu. This option is used to add
(establish) or delete an indebtedness case. If all debts are recorded in ABCO or PAYE, a record
does not need to be established in SPPS. Collections and payments are made through PPS for these

debts.

An indebtedness record must be established using this option before any information about the
case can be entered.

An indebted record established in SPPS can only be deleted if:

Payment has been coded for release and the deletion occurs before the SPPS job at

approximately 11 a.m. CT.
Payment has not been sent to SPPS for disbursement.

Disbursement has not been made.

Establishing/Deleting an Indebtedness Case:

1.

Type 1 at the Select Option (1-8) prompt on the Indebtedness Menu.
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2. Press Enter. The Establish/Delete Indebtedness screen is displayed.

TREREE e e e e e e e e rennrerrnnente

SH76A38H USDaAa, 0CF D, NATIDONAL FINANCE CENTER Ka x|
SPECIAL PAYROLL PROCESSIMG SYSTEM [SPPS) 13:88:25% |1
IHDEETEDNESS I
ESTRBL ISH/DELETE INDEBTEDNESS I
S5N0 AGENCY
NAHE : LAST FIRST HIDOLE

SEPARATION DATE (MM DO YY) XX XX XX

DATE RECORD ESTAELISHED

I
I
I
I
I
I
I
I
I
I
I
I
DOES EMPLOYEE HAYE ANY OUTSTANDING AODYANCED LEAVE? I
I
I
I
I

I
I
I
I
I
I
I
I
I
I
I
I
Il FUNETION CODE A [a=-ADD D=DELETE}
I
I
I
I
I
I
I
I
I
I
1

ENTER=PROLESS PF1=MAIN MENU PF2=INDEBTEDNESS RENU  PFS=HELF CLEAR=EXIT 11
I

FREERNT IR e et e rnn ey

Figure 18: Establish/Delete Indebtedness Screen

3. Complete the fields as follows:

Field Description/Instruction

SSNO System generated from the File Control Information screen entry.
Agency System generated from the File Control Information screen entry.
Name: Last System generated from the payroll/personnel database.

First System generated from the payroll/personnel database.

Middle System generated from the payroll/personnel database.

Separation Date Type in the employee's separation date (MMDDYY). A record can be
(MMDDYY) established before the employee is actually separated. Once the

personnel action separating the employee applies to PPS, the
Separation Date field reflects the date entered on the personnel action.
The date from the personnel action will override any date entered in this
field.

Note: Since an indebtedness record can be established before the
employee has actually separated, make sure that the information
is being entered for the correct employee and that the correct
record has been selected.

Function Code Type the applicable code. Valid values are:

e A (add)to add an indebted record to SPPS and collect
any amount due.
o D (delete) to delete an erroneous record (i.e., the debt is
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Field Description/Instruction
forgiven).

Date Record Established | System generated and indicates the date the indebtedness record is
added to SPPS. This field displays as 99 99 99 until SPPS runs.

Does Employee Have Any | The system defaults to N (no). If the employee has any outstanding
Outstanding Advanced | |eave, type Y (yes). For collection instructions for leave debts, see
Leave? Advanced Leave.

4. Press Enter. The indebtedness case is established/deleted.

Adjustment Due to Employee Indebtedness (For Separation Only)

Adjustment Due to Employee Indebtedness is option 2 on the Indebtedness Menu. This option is a
submenu used to add, change, delete, or query information regarding administrative debts entered
in SPPS.

To Access the Adjustment Due to Employee Indebtedness Screen:
1. Type 2 at the Select Option (1-8) prompt on the Indebtedness Menu.

2. Press Enter. The Adjustment Due to Employee Indebtedness menu is displayed showing
three options.

AR IR R RN Na N pa o nn o aamnaacammonocsuaonnnaacaafamememmomamIIm™

11 SX76846H USDA, ODCF O, NATIONAL FINANCE CENTER WL E T ]
SPECIAL PAYROLL PROCESSING SYSTEM (SPPS) B3:37.38 ||
IHDEBTEDMESS Hi

ADJUSTHENT OUE TO EWPLOYEE INDEBTEDMESS
1. EMPLOYEE INDEBTEDNESS UPDATE

2. ENPLOYEE INDEBTEDNESS ITNOUIRY
. ADYVANLED LEAYE

SELECT DPTION (1-3) =====3 1

*¥SELECT MENU SCEEEM OPTION "1™, "2%, 3" AND PRESS ENTER KEY #
|1 ENTER=NEXT SCREEN PF1=MAIN HENI  PF2=INDEBTEDNESS MEMU  CLEAR=EXIT a

PEERUTRRCEr e ey b b e et e e e v et v e e v e e een ey

Figure 19: Adjustment Due To Employee Indebtedness Menu Screen

Below is a brief description of each option.
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e Employee Indebtedness Update - Used to add administrative debts to SPPS that are not
recorded in ABCO or PAYE. These debts can also be changed or deleted after being added.

Note: Do not add advanced leave indebtedness to SPPS using this option, use option 3, Advanced
Leave.

e Employee Indebtedness Inquiry - Used to query information on debts established in SPPS
and ABCO.

e Advanced Leave - Used to add advanced leave data to SPPS and to change or delete these
debts in order to collect from the final payment.

For more information see:

Employee Indebtedness Update (For Separation Only) ........ccccccooiiiiieiieeiiiiiinnnnn. 33
Employee Indebtedness Inquiry (For Separation Only) ..........ccccoveeiiiiiennineeennne 35
AGVANCEU LEAVE .......oiiiiiiiii ettt 35

Employee Indebtedness Update (For Separation Only)

Employee Indebtedness Update is option 1 on the Adjustment Due to Employee Indebtedness
menu. This option is used to add administrative debts not recorded in ABCO or SPPS, and to
change or delete administrative debts recorded in SPPS.

If a debt added on this screen is repaid before the final payment is released, delete the debt.

Note: Use the Advanced Leave screen to record all leave debts.

Updating Employee Indebtedness:

1. Type 1 at the Select Option (1-3) prompt on the Adjustment Due to Employee
Indebtedness menu screen.
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2. Press Enter. The employee Indebtedness Update screen is displayed.

SX7EA58H USDaAa OCFO, NATIONAL FINANCE CENTER WM
SPECTIAL PAYROLL PROCESSING SYSTEM (SPPS) BE 4129
INDEETEDHESS/ADJUSTHENT
EMPLOYEE INDEBTEDMESS UPDATE
S5N0 AGENLCY
RAKE  LAST FIEST HIDDLE
FUNC EEC ACCT ACCT
CODE TYPE CD AMDUNT STAT ACCOUNTING DATA BILL MUMBER
- .8 BRAH BEAEABBEA
- .68 Beae GeReaBEEe
.aa BRAAA BEREABBRA
- .88 L L LG L
.8a Baee gaBeaeaes
.88 Basg L LG L
- .84 Baae BEABaBGEe
-ag BREH BEAHABARE
- .ae Bene (LG
.aa BREH BEAEEBRRA
ENTER=PEOCESS PF1=MAIN MENU PF2Z=INDEBTEDMESS MENU PF3-ADJUSTHENT HENU
PFS=HELF PFE=NEXT CLEAR=EXIT

Figure 20: Employee Indebtedness Update Screen

3. The SSNO, Agency, and Name are system generated. Complete the remaining fields as

follows:
Field Description/Instruction
Func Code Type the applicable function code for each administrative debt. Valid

values are:
e A-add

e C-change
e D -delete

Rec Acct Type CD

Type the applicable code to identify the reason for the debt and/or
deduction. For a list of valid codes, press PF5.

Amount Type the net amount of the indebtedness (use a decimal point to
separate dollars and cents) for the RA type code.
Acct Stat Type the separated employee's accounting station code.

Accounting Data

Type the applicable accounting data to which the dollar amount is
charged.

Note: The accounting data must be a valid code in MASC.

Bill Number

System generated.

4. After completing the fields, press Enter. The debts are added, changed, or deleted. The
debts are sequenced with the last entry displaying first.
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Employee Indebtedness Inquiry (For Separation Only)

Employee Indebtedness Inquiry is option 2 on the Adjustment Due to Employee Indebtedness
menu. This option is used to query information on debts recorded in ABCO and SPPS. Debts for
advanced leave display on the Advanced Leave screen.

If a debt established in SPPS is repaid prior to the release of the final payment, delete the debt at
the Employee Indebtedness Update screen.

If the debt is recorded in ABCO and the employee has repaid the debt, the release of the final
payment should not occur until the payment is recorded in ABCO and the debt does not display on
the Employee Indebtedness Inquiry screen.

Inquiring About Employee Indebtedness:

1. Type 2 at the Select Option (1-3) prompt on the Adjustment Due to Employee
Indebtedness menu screen.

2. Press Enter. The Employee Indebtedness Inquiry screen is displayed showing all recorded
debts. This data is displayed until the final payment is released. See Payment Inquiry (For
Separation Only) (on page 44) for actual payment information.

[ SETGHGEN OUS0A, 0T F I, HATIONAL FINARCE CENTER WA
SPECIAL PAYROLL PROCESSING SYSTEW (S5PPS) 87 8343
IHDEBTEDNESS/ADJUSTHENT
EHPLOYEE INDEBTEDMESS [NOUIRY
SSND AGENCY
NAKE LAST FIRST MIDOLE

TAYX CREDIT AHOUNT COLLECTED:

EILL INDEETED REC ACCT TRANS SYSTEM
NUHEBER AMOUNT DATE TYFE CODE TYPE ACCESSED

PFI=MAIN MENU PF2=INDEETEDNESS MENU  PFI=ADJUSTHENT MENU PF7=PREY RECDEDS
PFE=NEXT RECORDS  CLEAR=EXIT

Figure 21: Employee Indebtedness Inquiry Screen

Advanced Leave

Advanced Leave is option 3 on the Adjustment Due to Employee Indebtedness menu. This option
is used to collect payment for any advanced leave not paid back at the date of separation. After the
final payments are processed in SPPS and the advanced leave debt is collected, remove the
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negative leave balance from the payroll/personnel database by utilizing TINQ. CULPRPT Report,
P0167, Indebtedness Advanced Leave Hours Collected By SPPS For Processing Pay Period/Yr,
lists the employees whose leave balances should be changed to zero hours.

Note: There must be a completed leave audit on file for the data recorded on this screen. It is the user's
responsibility to review the leave audit for accuracy and pay attention to any earned leave.

If the advanced leave dollar amount is greater than the payment due the employee, the record will
be sent to ABCO to establish a receivable.

Enter all advanced leave information at one time to facilitate NFC Payroll/Personnel Operations
Section in calculating any tax credits due to the employee.

Collecting Payment For Advanced Leave:

1. Type 3 at the Select Option (1-3) prompt on the Adjustment Due to Employee
Indebtedness menu screen.

2. Press Enter. The Advanced Leave screen is displayed.

SA/6R7ON HW3DaA, 0CF D, NATIONAL FINANCE CENTER W I
SPECIAL PAYROLL PROCESSING SYSTEM (SPPS) 13:83.85
INDEBTEDNESSS A JUSTHENT
ADVANCED LEAVE

SSHD AGENCY
NAHE LAST FIRST HIDOLE
FUNC ACCT
CODE  TYFE HOUES RATE AHOUNT  STAT ACEOUNT ING

SICE B.28 B.88 B.88

SICK B.88 B. a8 8. 88

SICK B.88 B.88 a.e8

SICK B.88 B.68 888

TOTAL SICK LEAYE B.88

ANMLAL B.88 B.88 8. 88

HHNKLIAL 8.88 B.88 g.88

COMP B.68 B_a8 . B8

ComF 8.68 a.08 a.68 ____

TOTAL ADVANCED LEAVE

HAS ALL ADVAMCED LEAYE BEEN FORGIVENT N [¥.N)
ENTER=PROCESS PF1=HAIN HENU PF2=INDEBTEDNESS MENU PFI=nDJUSTHENT HENU
PFS=HELP PFE=HEXT CLEAR=EXIT

Figure 22: Advanced Leave Screen

3. The SSNO, Agency, and Name are system generated. Complete the remaining fields as

follows:
Field Description/Instruction
Func Code Type the applicable function code for collection of advanced leave. Valid
values are:
e A-add

e C-change
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Field Description/Instruction
e D -delete
Type System generated with the type of advanced leave.
Sick Field Description/Instruction
Hours Type the actual advanced sick leave in whole and quarter hours.
Rate Type the rate (use a decimal point to separate dollars and cents) the
employee was being paid at the time the advanced leave was used.
Amount System generated and indicates the rate multiplied by the number of
hours.
Acct Stat Type the accounting station code.
Accounting Type the accounting data.

Total Sick Leave

System generated. Indicates the total amount the employee owes for
advanced sick leave.

Annual Field

Description/Instruction

Hours Type the actual advanced annual leave in whole and quarter hours.

Rate Type the employee's hourly rate of pay at the time the employee
received the advanced leave (use a decimal point to separate dollars and
cents).

Amount System generated. Indicates the rate multiplied by the number of hours.

Acct Stat Type the accounting station code.

Accounting Type the accounting data.

Comp Field Description/Instruction

Hours Type the actual compensatory time-off hours advanced for religious
observance in whole and quarter hours.

Rate Type the employee's hourly rate of pay at the time the employee
received the advanced leave (use a decimal point to separate dollars and
cents).

Amount System generated. Indicates the rate multiplied by the number of hours.

Acct Stat Type the accounting station code.

Accounting Type the accounting data.

Total Advanced leave

System generated. Indicates the total amount owed for all types of
advanced leave.

Has All Advanced Leave
Been Forgiven?

System defaults to N (no). Type Y (yes) if leave advanced to the
employee has been forgiven. If this field is coded ¥, any records for
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Field Description/Instruction

advanced leave entered on this screen will not be used in the payment
calculation or to compute the tax credit amount, since the employee will
not repay the Agency for the advanced leave.

4. After all fields are completed, press Enter. The advanced leave debts are added, changed, or
deleted.

Pending Disbursement
Pending Disbursement is option 3 on the Indebtedness Menu. This option is used to display a
preliminary calculation of the amount the employee is scheduled to receive after all payroll
amounts and debts have been recorded in SPPS.
To Access the Pending Disbursement Screen:

1. Type 3 at the Select Option (1-8) prompt on the Indebtedness Menu.

2. Press Enter. The Pending Disbursement screen is displayed.

SX/bBBEN USsDaA, DCF O, NATIDNAL FINANCE CENTER W0 0
SPECIAL PAYROLL PROCESSING SYSTEH (SPP3) 13:83:57
INDEETEDNESS/ADJUSTHENT
PENDING DISBURSENENT

S5N0 AGENLCY
NAME  LAST FIRST HIDDLE
PAYROLL MWONIES T0 BE DISBURSED:
FAY FERIDD TYPE
MO YR PAYHENT AROLNMT

TOTAL MOMIES 8.68
EMPLOYEE [MOEBTEDNESS { a.88 )
TOTAL 0.84
Th¥ CREDIT AMOUNT @ .68
TOTAL MOMIES TO BE DISEURSED a.84
PF1 = HWAIN HMEMU PF2 = THDEBTEDMESS MENU
PF? = PREV PF& = NEXT CLEAR =EXIT

Figure 23: Pending Disbursement Screen

All data on this screen is system generated. The fields are described below.

Payroll Monies To Be Description
Disbursed Field

Pay Period No/Yr Pay period number and year of the payment.
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Payroll Monies To Be Description
Disbursed Field

Type Payment Source (e.g., manual, final T&A, and lump sum) that processed the
payment or type of payment that is due the separated employee.

Amount Amount due the employee.

Total Monies Total to be disbursed before adjusting the indebtedness.
Advanced Leave Tax Employee's tax credit amount for advanced leave that has not been
Credit forgiven.

Employee Indebtedness | Total amount of indebtedness recorded in SPPS and ABCO.

Total Monies To Be Total amount to be disbursed to the separated employee (i.e., total
Disbursed monies minus employee indebtedness). If the employee is still indebted,
ABCO will generate a bill and forward it to the employee.

Payment Certification (For Separation Only)

Payment Certification is option 4 on the Indebtedness Menu. This option is used to confirm receipt
of all necessary documentation to collect for all indebtedness, process the final payment, and
authorize such collections and disbursements. Before completing this screen, you should refer to
the Pending Disbursement screen to make sure that all payments (final, lump sum payment, etc.)
have been recorded in SPPS. Also, refer to the Employee Indebtedness Inquiry screen to ensure
that all debts are recorded in SPPS.

Only one final payment is processed in SPPS for an indebted employee. Once a payment is coded
for release, the release can be rescinded only if the SPPS batch job has not run. After the payment
is disbursed, only the Payment Inquiry and Remarks screen can be viewed.

Although the employee receives an AD-334, Statement of Earnings and Leave, for the final pay
period worked, the net amount may not be the amount the employee receives as a final payment.
The net amount indicates the amount that would have been paid if the employee was not indebted.
A message will appear on the employee's earning statement indicating that the final payment has
been held pending payment of all debts.

Confirming Receipt of All Documentation For Indebtedness:

1. Type 4 at the Select option (1-8) prompt on the Indebtedness Menu.
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2. Press Enter. The Payment Certification screen is displayed.

R USDOn, OCT 0, NATIONAL T INARLE LCMILE R
SPECIAL PAYROLL PROCESSING SYSTEM  (SPPS) 13:8% 28

IHDERTEDNESS, A0 JUSTHENT
FPOYHENT CERETIFICATIDN

SaEN0 HEENHCY

NAME  LAST FIRST HIDDLE

HAVE ALL &PPLICABLE DEBTS BEEM RECORDED 1M SPPS? (Y, M3

HAVE ALL PAYMENT DOCUMENTS BEEM PROCESSED 7 (¥,.M)

RELEASE PAYMENT (¥, H.C)

FUNCTIOM CODE (A=ADD CoCHANGE )

ENTEE=PEICESS PFI=MAIN HENU PFZ=INDEBTEDNESS MEML PFS=HELF CLEAME=EXIT

Figure 24: Payment Certification Screen

3. The SSNO, Agency, and Name are system generated. Complete the remaining fields as

follows:

Field

Instruction

Have All Applicable Debts
Been Recorded In SPPS?

Type Y (yes) if all known debts for separated employee have been

recorded. Type N (no) if all known debts for separated employee have
not been recorded. Payment will not be released until this field is coded
Y.

Have All Payment
Documents Been
Processed?

Type Y (yes) if all payment documents have been recorded in SPPS.
Type N (no) if all payment documents have not been recorded in SPPS.
Payment will not be released until this field is coded Y.

Release Payment

Type Y (yes) to authorize the calculation and distribution of the payment.
If this field is coded Y (yes) and the payment information does not display
on the Payment Inquiry screen, request CULPRPT Report P0163, Death
Case/lndebtedness Audit Error(s) For Processing Date XX/XX/XX.
There may be errors that are preventing the payment from being
disbursed. Correct the errors and release the payment again. For
assistance in correcting errors, contact the NFC Contact Center. Type N

(no) if the payment is not to be released. Type C (cancel) to cancel the
payment disbursement.

Note: The cancelation is valid as long as the actual disbursement
has not occurred. Check the disbursement date on the Payment
Inquiry screen.

If the employee has advanced leave that has not been forgiven, do not
complete this field until the tax credits have been calculated. CULPRPT
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Field Instruction

Report P0162, Indebtedness/Advanced Leave - Tax Credit Suspense
Report, lists employees who may or may not be entitled to tax credits
because of advanced leave. NFC's Payroll/Personnel Operations
Section must calculate the tax credit amount owed to the employee.
When the tax credit amount is calculated, a message displays on Report
P0162 indicating that the payment is ready to be released. Once the
report indicates that payment can be released, type Y in this field.

Note: SPPS jobs run at approximately 11 a.m. CT. This field
cannot be changed to N or C after the SPPS daily batch process
has completed.

Function Code Type the applicable function code. Valid values are:

e A-add
e C-change

4. Press Enter. The data is processed.

Check Mailing Information

Check Mailing Information is option 5 on the Indebtedness Menu. This option displays the check
mailing address recorded in the payroll/processing database and allows the user to change this
address for the final payment processed through SPPS. Any changes made to the information on
this screen results in an address change for the final payment processed in SPPS; it does not change
the address in PPS.

Changing Check Mailing Address For Final Payment:

1. Type 5 at the Select option (1-8) prompt on the Indebtedness Menu.
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2. Press Enter. The Check Mailing Information screen is displayed.

STREET ADDRESS 1:
ADDEESS 2:

CITy

(114

{114
TYPFE OF ALCOUNT

ACCOUNT NUMBER
FOUT ING NUMBER

SA7G188H WsDA, 0CF O, NATIDNAL FINANCE CENTER KX KK
SPECIAL PAYROLL PROCESSING SYSTEM  [SPPS) 13:84:33
INDEBTEDNESS
CHECE MAILING INMFORMATION
SEN0 AGENLY
NAME LAST FIRST HIDDLE

CHECE MAILING ADDRESS:

DESIGHATED AGENT CODDE:

BANE DEPDSIT (BDJEFT):

FUNCT ION CODE [C=CHANGE }

ENTER=PROCESS PFI=MAIN HENU PF2=1NDEBTEDNESS MENL
PFS=HELF CLEAR=EXIT

STATE ZIF CODE

Figure 25: Check Mailing Information Screen

3. The SSNO, Agency, and Name are system generated. Complete the applicable fields as
follows to change the database address to the final payment address:

Note: If changes are made to the information displayed (i.e., changing from a Designated Agent to
DD/EFT), delete the displayed information.

Field

Instruction

Check Mailing Address:

If these fields are completed, do not complete the Designated Agent or
the Bank Deposit (DD/EFT) fields.

Street Address 1

Type the first line of the employee's street address.

Note: No punctuation marks can be used when entering the name
and address, only parenthesis.

Address 2 Type the second line of the employee's street address.
City Type the employee's city name.

State Type the employee's State abbreviation.

ZIP Code Type the employee's ZIP code.

Designated Agent Code:

If this field is completed, complete only the Function field. If not,type the
assigned designated Agent code. The street address for the designated
Agent code is generated after the Enter key is pressed.

Bank Deposit (DD/EFT):

If these fields are completed, do not complete the Designated Agent or

42




Publication Category: Manual Pay Processing éﬁ%@
Special Payroll Processing System Mainframe/Block Mode Format \ “
(SPPS)

Field Instruction
the Check Mailing Address fields.

Type of Account Type the applicable code designating the type of bank account in which
the monies are to be deposited. Valid codes are:

e C - checking
e S -savings

Account Number Type the employee's account number.

Note: This field must be completed if the Type of Account field is
completed.

Routing Number Type the financial institution's identification number. The first 2 digits
must be within the following ranges: 01-12, 21-32, or 90-91.

Note: This field must be completed if the Type of Account field is
completed. Data entered in this field is validated against TMGT
Table 106, Financial Organization EFT Routing Number Master
File.

Function Code Type C (change) if changes are made to the information.

4. Press Enter. The data is processed.

Remarks (For Separation Only)

Remarks is option 6 on the Indebtedness Menu. This option is used to record pertinent claim
information. (This screen is optional.)

Recording Claim Information:

1. Type 6 at the Select Option (1-8) prompt on the Indebtedness Menu.
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2. Press Enter. The Remarks screen is displayed.

SX76118H UWSDA, DCF O, NATIDNAL FINANCE CENTER XX XXTEN
SPECIAL PAYROLL PROCESSING SYSTEM ([SPPS) 1@8:22.57
IHDEBTEDMESS
FEMARES
S5N0 AGENLCY
HAME: LAST FIESTE HMIDOLE
FUNCTIDN COODE _ (A=A0D C=CHANGE D=DELETE)
T0 ADD REMARES RECORD TYPE IN REMARKS AMD USE FUNCTION CODE “a~
ENTER=PROCESS PFI=HAIN HEMU PF2= INDEBTEDNESS MENU  PF5=HELF  CLEAR=EXIT

Figure 26: Remarks Screen

3. The SSNO, Agency, and Name are system generated. Enter any information that is
pertinent to the indebtedness record. The maximum of 76 alphanumeric field positions are

allowed on the first line, and a maximum of 80 field positions on lines 2 through 12.

4. Type the function code. The valid values are: A - (add), C - (change) and D - (delete).

5. Press Enter. The data is recorded.

Payment Inquiry (For Separation Only)

Payment Inquiry is option 7 on the Indebtedness Menu. This option is used to display details of the
actual payment made to the separated employee.

Viewing Indebtedness Payment:

1. Type 7 at the Select Option (1-8) prompt on the Indebtedness Menu.
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SX76126M USDna, OCF O, NATIONAL FINANCE CENTER
SPECIAL PAYROLL PROCESSING SYSTEM (SPPS)
INDEBTEDNESS
PAYHENT INOUIRY
SSHD DEPT AGLY atl SEPARATION DATE
NAME: LAST FIRST HIDDLE
Tahn CONTALCT POINT: STATE cimy IN1T TIMEKEEPER
DISELRSEMENT TOTALS: CURKENT TOTAL TD DATE

CHECE MAILING ADDRESS:
STREET ADDRESS 1:
ADDRESS 2.
CITyY STATE ZIF CODE BA888 G858

O

DESIGNATED AGENCY CODE
0f:

BANE DEFOSIT (DDJEFT):
TYPE OF ACCOUNT

RCCOLNT MUMEBER ROUTING MNUMBER

PAYHENT /DEBTS/BILL ING -

DISEURSERENT DATE SCHEDMILE NUMBER

DISBURSEMENT AMOUNT

DEBT AHOLWT COLLECTED AMOUNT BILLED TO ABCO a8

FFI=HAIN HENU FF2«INDEBTEDNESS MENL CLEAR=EXIT

MW
18:59: 26

Figure 27: Payment Inquiry Screen

2. Press Enter. The Payment Inquiry screen is displayed with all payment information.
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Death Case

Death Case is the third option on the SPPS Main Menu screen. This option is used to process
unpaid compensation to the beneficiary(ies) of a deceased employee.

Once the employee's death has been recorded in EmpowHR, EPIC Web, or FESI, by processing
the personnel action or recorded through SPPS, PAYE feeds all payment data to SPPS. When the
death case is established in SPPS, all applicable employee information is retrieved from the
payroll/personnel database. PAYE is flagged to discontinue disbursement of any payment. All
payments to be disbursed are accomplished through SPPS.

Beneficiary claimant information is obtained from the Form SF 1152, Designation of Beneficiary
of Deceased Civilian Employee, if there is one on file at the Agency. If there is no SF 1152 on file,
order of precedence information is gathered from the Form SF 1153, Claim For Unpaid
Compensation of Deceased Civilian Employee, or Form SF 1155, Claim For Unpaid
Compensation of Deceased Civilian Employee (No Designated Beneficiary or Surviving Spouse).

It is no longer necessary to submit documents related to unpaid compensation to the
beneficiary(ies) of a deceased employee to NFC. However, the death claim package must be
submitted to NFC.

Payments to the deceased employee's estate are calculated differently from payments to current
employees. The gross pay is calculated in the usual manner. Life insurance, health insurance,
Social Security, and/or Medicare taxes are deducted; however, no Federal, State, city, or county
income tax is deducted from the final payment. Additionally, any advanced leave that is owed is
forgiven. Use TINQ to remove the advanced leave balance.

Form W-2, Wage and Tax Statement, is issued for the deceased employee. Form 1099-MISC,
Miscellaneous Income, is issued for each beneficiary. Though the W-2 is usually mailed in
January for most employees, W-2s for deceased employees may be mailed after January if all of
the beneficiaries have not been entered and coded for payment.

Any debt not collected through the final PAYE process should be entered in SPPS for calculation
and disbursement of the final payment. The following RA types may be entered in SPPS.

e Educational Loans

e Travel Advance Repayment (Originating in other than NFC TRVL System)
e Property Lost, Destroyed or Stolen

e Subsistence (Travel Payments)

e Personal Telephone Calls

e Parking Fees

46



Publication Category: Manual Pay Processing éq?ﬁ
C —

Special Payroll Processing System Mainframe/Block Mode Format
(SPPS)

e Recovery of Jury Dues Fees

e Travel Overpayment

e Uniforms

e Other Types (other Departments) e.g., theft and embezzlement

e Other Types (USDA)

All payments are scheduled for disbursement after they are released and accepted by SPPS.
Payments are processed when SPPS executes and disbursed when transmitted to Treasury.

To Access the Death Case Menu Screen:
1. Type 3 at the Select (1-3) prompt on the SPPS Main Menu.

2. Press Enter. The File Control Information screen is displayed.

SE7SHETH USDA, BCF O, NATIDMAL FINAMCE CENTER W R
SPECIAL PAYROLL PROCESSING SYSTEM ([SPPS) 184841
DEATH CASE

FILE CONTEDL INFORMATION

SN AGLY Ll

% ENTER 55M0, AGENCY AND FOL AND PEESS ENTER EEY =«

ENTER=PROCESS PF1=MAIM HEMIE  PFS=HELP PF12=RESET CLEAR=EXIT

Figure 28: File Control Information Screen

3. Complete the fields as follows:

Field Instruction

SSNO Type the employee's SSN.

AGCY Type the employee's Agency code.
POI Type the employee's POI.
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4. Press Enter. The Death Case Menu is displayed showing seven options.
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Figure 29: Death Case Menu Screen

Below is a brief description of each option:

e Establish/Delete Death Case - Used to establish or delete a death case. Once the death case is
established, no monies will be disbursed until all options requiring data entry are
completed and the payment is coded for release. A death case cannot be deleted once funds
are captured in the system.

e Beneficiary Claimant Information - Used to add, change, delete information regarding the
deceased employee's beneficiary(ies). This option also identifies the heir(s) who will
receive the deceased employee's final payment.

e Adjustment Due to Employee Indebtedness - Used to add, change, or delete administrative
debts not recorded in SPPS and query all outstanding administrative debts the deceased
employee incurred.

e Payment Certification - Used to (1) confirm receipt of the necessary documentation to
process the death claim, (2) show a preliminary calculation of amounts disbursed to the
claimants to date and the amounts to be disbursed, (3) show claimant data based on
information received to date, and (4) allow authorization of the claim for final processing.

e Payment Inquiry - Used to query payments that have been disbursed and the amount(s)
remaining to be disbursed at the time the last disbursement occurred.

e Remarks - Used to record pertinent claim information.

e Manual Payment(s) (NFC Only) - Used by NFC employees to add, change, or delete
payments.
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To Select an Option From the Death Case Menu:
1. Type the option number at the Select Option (1-7) prompt.

2. Press Enter. The screen for the selected option will be displayed.

For more information see:

Establish/Delete Death Case ..........coouviiiiiiiiiiiii e 49
Beneficiary Claimant INformation .............ccooouiiiiiiiie e 51
Adjustment Due to Employee Indebtedness (For Death Case) ...........cccccceeeeenneeee 55
Payment Certification (FOr Death Case) ..........coccuiiiiieiiiiiiiiiiieee e 58
Payment Inquiry (FOr Death Case) .......c..ueeiiiaiiiiiiiiie e 66
Remarks (FOr Death Case)........uuuiiiiiiiiiiiiiiiie ettt 68

Establish/Delete Death Case

Establish/Delete Death Case is option 1 on the Death Case menu. This option is used to add or
delete a death case. All death cases must be entered in SPPS.

A death case record can be established before the employee's personnel action is processed.
Therefore, make sure that information is being entered for the correct employee and that the
correct option has been selected.

A death case established in SPPS cannot be deleted if a payment record has been sent to SPPS for
disbursement. To delete the case after that time, contact the NFC Contact Center at
1-855-NFC-4GOV (1-855-632-4468).

Establishing/Deleting a Death Case:

1. Type 1 at the Select Option (1-7) prompt on the Death Case Menu screen.
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2. Press Enter. The Establish/Delete Death Case screen is displayed.
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Figure 30: Establish/Delete Death Case Screen
3. Complete the fields as follows:
Field Description/Instruction
SSNO System generated from the File Control Information screen entry.
Name: Last System generated from the payroll/personnel database.
First System generated from the payroll/personnel database.
Middle System generated from the payroll/personnel database.
Separation Date System generated from the payroll/personnel database. If not, type the
(MMDDYY) employee's separation date. This date must agree with the date of the

personnel action.

Function Code Type the applicable function code. Valid values are:

e A (add)to add a death case record
e D (delete) to delete an erroneous record

Note: D does not delete the record from the Payroll/Personnel
System.

4. Press Enter. The death case is established/deleted.
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Beneficiary Claimant Information

Beneficiary is option 2 on the Death Case Menu screen. This option is used to add, change, or
delete information regarding the deceased employee's beneficiary(ies).

Note: A record for each beneficiary must be established before processing.

Adding, Changing, or Deleting Beneficiary Information:

1. Type 2 at the Select Option (1-7) prompt on the Death Case Menu screen.

2. Press Enter. The Beneficiary Claimant Information screen 1 of 2 is displayed.
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Figure 31: Beneficiary Claimant Information Screen 1

3. The SSNO, Agency, and Name are system generated. Complete the remaining fields as

follows:

SF Document - Form No
Field

Description/Instruction

1152 - Completed and on
File

Type Y (yes) if there is a completed Form SF 1152, Designation of
Beneficiary, Unpaid Compensation of Deceased Civilian Employee, on
file. Type N (no) if there is no completed SF 1152 on file.

1153/1155 - Received,
Signed, & Witnessed

Type Y (yes) if the Form SF 1153, Claim For Unpaid Compensation of
Deceased Civilian Employee, or Form SF 1155, Claim For Unpaid
Compensation of Deceased Civilian Employee (No Designated
Beneficiary or Surviving Spouse), has been received in the personnel
office, signed and witnessed. Type N (no) if the applicable form has not
been received by the personnel office or if any signatures are missing.

Note: There must be a completed Form SF 1153 or SF 1155
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SF Document - Form No
Field

Description/Instruction

submitted for all claimants.

Date Signed (MMDDYY)

Type the date (MMDDYY) that the SF 1153 or SF 1155 was signed and
witnessed.

Note: Payment cannot be disbursed to the beneficiary claimant(s)
if this field is not completed.

Claimant No System generated and identifies the order in which the beneficiary
claimants were entered.
Minor Type Y (yes) if the beneficiary claimant was less than 18 years of age

when the SF 1153 or SF 1155 was signed and witnessed. Type N (no) if

the beneficiary claimant was not a minor when the SF 1153 or SF 1155
was signed and witnessed.

Designated Share
(Percent)

Type the percentage amount (in whole numbers only) entered in the
Share To Be Paid To Each Beneficiary block on the employee's SF 1152.
If only the SF 1153 or SF1155 is submitted, do not complete this field.
The disbursements will be in equal amounts.

Note: The percentage amount from the SF 1152, if applicable,
will be validated once the payment is certified for release.

SSNO

Type the beneficiary claimant's SSN.

Age

Only enter the age if the beneficiary is a minor. Type the age of the
beneficiary claimant at the time the SF 1153 or SF 1155 was signed and
witnessed.

Relationship To
Deceased

Type the relationship of the claimant to the deceased. Acceptable entries
are: husband (husb) ,wife (wif) father (fath), mother
(mot), sister (sis),brother (bro), aunt (aunt),
uncle (uncl), nephew (neph),niece (niec),
grandchild (granchil), grandparent (granpar), son
(son), daughter (daug), other.

Note: If the employee's estate will be administered by the state of
domicile, type Other-State.

Name

Type the beneficiary claimant's first name, middle name or initial, and
last name. Example: Mary Smith Mother of. Type the beneficiary's
relationship to the deceased. No punctuation marks can be used when
entering the name or address, only parentheses.

Should Disbursements
Be Held?

Type Y (yes) if disbursements for the beneficiary claimant should be held
pending legal review or for another reason. Type N (no) if disbursements
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SF Document - Form No | Description/Instruction
Field

should not be held.

Note: If the SF 1152 was submitted, the disbursement(s) cannot
be held.

Function Code Type the applicable function code. Valid values are:
e A-add

e C-change

e D -delete

4. Press Enter. If Y is entered in the Should Disbursements Be Held? field, the cursor moves to
the Claim Status section.

5. Complete the fields as follows:

Claim Status Field Description/Instruction
Activity Date System generated and indicates the date entries were made on this
screen.

Reason For Hold Status | Type P if the disbursement is on hold pending legal review. Type O if the
disbursement is on hold for a reason other than pending legal review. If
the disbursement is on hold pending legal review, forward the original
documents, relating to the death case to NFC Certification and
Disbursement Section. The disbursement to the claimant remains on
hold until NFC renders a decision. Maintain a copy of the documents in
the employee's Official Personnel Folder (OPF).

Should Disbursement Be | Type Y (yes) if the disbursements should be released from a hold status.

Released From Hold Type N (no) if the disbursements should not be released from a hold
Status? SES

Note: The disbursements must be held and a distribution made
before it can be released (i.e., Should Disbursements Be Held?
field must be coded Y). An N in this field does not release the
disbursement for payment. Disbursements are released for
payment at the Authorization screen.

Claim Decision For Type X next to Denied if the beneficiary claimant is denied for a
Pending Legal Review disbursement after legal review. Type X next to Accepted, if it was

decided that the beneficiary claimant can receive a disbursement after
legal review.

Note: Do not complete this field if the Reason For Hold Status
field was coded O.
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Claim Status Field Description/Instruction

Function Code Type A (add) in function code.

6. After all fields are completed, press Enter. The Beneficiary Claimant Information screen 2
of2 is displayed. This screen is used to enter the address to which the beneficiary's

payment should be sent.

Note: Information on screen 1 will not be stored in the SPPS database until screen 2 is completed. If the
data entered does not pass system edits, an edit message is displayed at the bottom of the screen. For a
list of the edit messages see the Appendix (on page 70). All data must pass system edits to advance to

the next screen.
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Figure 32: Beneficiary Claimant Information Screen 2

Note: This screen will also be displayed if N was entered, in the Should Disbursement Be Held? field.

7. Complete the fields as follows:

Field Description/Instruction
Check Mailing If these fields are completed, do not complete the Bank Deposit
Information: (DD/EFT) fields.

Street Address 1

Type the deceased employee's name. Example: John Doe
(Deceased) or type the guardian's name, Guardian of, the
beneficiary's name, the beneficiary's relationship to the deceased, the
deceased employee's name, and (Deceased). Example: Mary Smith
Guardian of Ann Smith Daughter of John Smith (Deceased).

Note: This field only accommodates 35 positions; therefore, it is
necessary to abbreviate the entries. No punctuation marks can be
used when entering the name or address, only parentheses can be
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Field Description/Instruction

used.
Address 2 Type the beneficiary claimant's street address.
City Type the beneficiary claimant's city name.
State Type the beneficiary claimant's State name.
ZIP Code Type the beneficiary claimant's ZIP code.

Designated Agent Code:

(Not available at this time.)

Bank Deposit (DD/EFT)
Field

Description/Instruction

Type of Account

(Not available at this time.)

Account Number

Type the beneficiary claimant's account number.

Note: This field must be completed if the Type of Account field is
completed.

Routing Number

Type the financial institution's identification number. The first 2 digits
must be within the following ranges: 01-12,21-32, or 90-91.

Note: This field must be completed if the Type of Account field is
completed. Data entered in this field is validated against
information from TMGT.

Press Enter. The data is processed.

Adjustment Due to Employee Indebtedness (For Death Case)
Adjustment Due to Employee Indebtedness is option 3 on the Death Case Menu. This option is
used to (1) add debts to SPPS not recorded in ABCO, (2) change or delete these debts, and (3)
query all debts recorded in ABCO and SPPS.

To Access the Adjustment Due to Employee Indebtedness Screen:

1. Type 3 at the Select Option (1-7) prompt on the Death Case menu.
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2. Press Enter. The Adjustment Due to Employee Indebtedness screen is displayed showing
two options.
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Figure 33: Adjustment Due To Employee Indebtedness Screen

Below is a brief description of each option.

e Employee Indebtedness Update - Used to add, change, or delete administrative debts not
already recorded in ABCO or SPPS for a deceased employee.

e Employee Indebtedness Inquiry - Used to query information on all debts recorded in ABCO
and SPPS for a deceased employee.

For more information see:

Employee Indebtedness Update (For Death Case)..........ccccvvevieeiiiciiiieiee e, 56
Employee Indebtedness Inquiry (For Death Case) .........cccuuveeeiiiiiiiiiiiieiiee e, 58

Employee Indebtedness Update (For Death Case)

Employee Indebtedness Update is option 1 on the Adjustment Due to Employee Indebtedness
menu. This option is used to add, change, or delete administrative debts not already recorded in
ABCO. Debts recorded in ABCO cannot be changed or deleted in SPPS. If a debt that is recorded
in ABCO requires a change or deletion, contact the NFC Contact Center at 1-855-NFC-4GOV
(1-855-632-4468).
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Updating Employee Indebtedness:

1. Type 1 at the Select Option (1-2) prompt on the Adjustment Due to Employee
Indebtedness menu.

2. Press Enter. The Employee Indebtedness Update screen is displayed.
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Figure 34: Employee Indebtedness Update Screen

3. SSNO, Agency, and Name are system generated. Complete the fields as follows:

Field Description/Instruction

Func Code Type the applicable function code for each administrative debt. The valid
values are:

e A-add

e C-change

e D -delete

Note: This is a line item update for debts recorded in SPPS

Rec Acct Type Cd Type the applicable code to identify the reason for the debt and/or
deduction. For a list of valid codes, press PF5.

Note: Do not enter advanced leave on this screen. Advanced
leave is forgiven for deceased employees.

Amount Type the total amount (use a decimal point to separate dollars and cents)
of the indebtedness for the specific RA.

Acct Stat Type the deceased employee's accounting station code.

Accounting Data Type the applicable accounting data to which the dollar amount is being
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Field Description/Instruction

charged. (The accounting data should be entered in the same format that
is recorded in MASC.)

Bill Number System generated.

4. Press Enter. The debts are added, changed, or deleted. The debts are sequenced with the last
entry displaying first.

Employee Indebtedness Inquiry (For Death Case)

Employee Indebtedness Inquiry is option 2 on the Adjustment Due to Employee Indebtedness
menu. This option is used to query information on all debts recorded in ABCO and SPPS.

Inquiring on Employee Indebtedness:

1. Type 2 at the Select Option (1-2) prompt on the Adjustment Due to Employee
Indebtedness screen.

2. Press Enter. The Employee Indebtedness Inquiry screen is displayed showing all recorded

debts.
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Figure 35: Employee Indebtedness Inquiry Screen

Payment Certification (For Death Case)

Payment Certification is option 4 on the Death Case Menu. This option is used to:
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e Identify the heir(s) who will receive the deceased employee's final payment.

e Confirm receipt of the necessary documentation to process the death claim and allow
authorization of the claim for final processing.

e Show a preliminary calculation of amounts disbursed to the claimants to date and amounts
to be disbursed.

e Show claimant specific data based on information received to date.
To Access Payment Certification Screen:
1. Type 4 at the Select Option (1-7) prompt on the Death Case Menu.

2. Press Enter. The Order of Precedence In Accordance With SUSC5582(B) screen is
displayed. This screen is used to select the beneficiary(ies) of the deceased in the order
designated by SUSC5582(B). The order is as follows:

First, to the beneficiary or beneficiaries designated by the employee in writing received
in the employing Agency before his/her death.

Second, if there is no designated beneficiary, to the widow or widower of the
employee.

Third, if none of the above, to the child or children of the employee and descendants of
the deceased children by representation.

Fourth, if none of the above, to the parents of the employee or the survivor of them.

Fifth, if none of the above, to the duly appointed legal representative of the estate of the
employee.
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Figure 36: Order of Precedence in Accordance With 5USC5528(B) Screen
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Selecting a Beneficiary:

1.

The SSNO, Agency, and Name are system generated. Complete the remaining fields as

follows:

Field

Instruction

(Enter Y To ldentify
Beneficiary Selection)

Type Y (yes) to the appropriate field to select a beneficiary.

Note: Only one selection is allowed.

Complete the following fields only if the Child or Children field is coded Y.

Legal Guardianship
Papers, If Other Than
Parent

Type Y if the documents indicating legal guardianship are received.

Letter of Intent From
Other Parent or Guardian

Type Y (yes) when the letter of intent is received from the parent or
guardian.

Completed SF 1153 Form
From Guardian

Type Y (yes) when a completed SF 1153 is received from the guardian.

Complete the following field if the Executor or Administrator of the Estate
field is coded Y.

Court Documents Of The
Appointment

Type Y (yes) when the applicable court documents are received.

Function Code

Type the applicable function code. Valid values are:
e A-add

e C-change
e D -delete

2. Press Enter. The order of precedence is recorded.

Authorizing the Claim:

1.

Press PF8 at the Order of Precedence in Accordance With SUSC5582(B) 1of 5 screen. The
Authorization screen is displayed. This screen is used to authorize the calculation and
distribution of payments to approved beneficiaries entered on the Beneficiary Claimant
Information screen. This screen must be completed to release payments to all approved
beneficiaries. If the claim is denied or approved after pending legal review, you must code
the applicable field to recalculate and release the portion that is in question.
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Note: SPPS allows for multiple disbursements for death cases. If a claimant's entitlement is held
pending legal review, payments to approved claimants can be authorized without waiting for approval
or denial of the claimant in question. When a claimant is granted or denied approval, recalculate the
distribution and release the amount in question to the specified claimant or to the other approved

claimants.
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1 i
|| RELEASE PAYHENT(S) . (¥) IF YES, 15 THIS THE FINAL PAYHENT © (¥.N) [
11 1
] FUNCTION CODE  (A=ADD C=CHANGE D=DELETE) I
Il 1]
|| ENTER=PROCESS  PFI=MAIN MEMU PF2=DEATH CASE MEMU PFS-HELP 1
Il PF?=PREV SCREEN PFB8=NEXT SCREEN FF12=RESET CLEAR=EXIT 1]

Figure 37: Authorization Screen

2. The SSNO, Agency, and
follows:

Name are system generated. Complete the remaining fields as

Field

Instruction

Date of Death (MMDDYY)

Type the employee's date of death (MMDDYY)

Note: This date must agree with the date of death entered on the
personnel action.

Marital Status

Type the applicable code identifying the deceased employee's marital
status. Valid values are:

e S -single, including widowed

e M- married

e D -divorced

Note: This code must agree with what is shown on the death
certificate.

Authorization Field

Instruction

Have All Applicable Debts
Been Recorded in SPPS?

Type Y (yes) if all known debts for the deceased employee have been

recorded in SPPS. Type N (no) if all known debts for the deceased
employee have not been recorded in SPPS.

61




Lo

Publication Category: Manual Pay Processing
Special Payroll Processing System Mainframe/Block Mode Format
(SPPS)

Field

Instruction

Calculate Distribution

Type Y (yes) to begin the online certification and payment calculation
process. Otherwise, leave this field blank. This is a preliminary payment
calculation process to be used for review and approval of payment
calculation before releasing the payment for distribution. To view each
claimant's scheduled amount, see Pending Disbursement(s) By
Claimant.

Note: Do not calculate the distribution if the employee is not
coded as deceased in the payroll/personnel database.

If the distribution is calculated but payment(s) is not released, the
information on this screen will be retained until the payment is released
and disbursement is made. For a status of death claims, request
CULPRPT Report P0165, Death Case Status of Active Claims By
Agency/POI Thru Quarter Ending XX/XX/XX.

Release Payment(s)

Type Y (yes) to authorize payment to the approved beneficiary(s). To
view the amount each claimant received, see the Payment Inquiry By
Claimant screen. If this field is coded ¥ (yes) and the payment
information does not display on the Payment Inquiry screen, request
CULPRPT P0163, Death Case/Indebtedness Audit Error(s) For
Processing Date XX/XX/XX. There may be errors that are preventing the
payment from being disbursed. Correct the errors listed on the report and
release the payment again. If there are errors that are too difficult to
correct, contact the NFC Contact Center at 1-855-NFC-4GOV
(1-855-632-4468). To calculate each beneficiary's amount without
disbursement, Type Y (yes) in the Calculate Distribution field and leave
this field blank.

Note: Do not calculate the distribution if the employee is not
coded as deceased in the payroll/personnel database.

Complete this field once all payment(s) have been disbursed.

If Yes, Is This The Final
Payment

Type Y (yes) if this death case is complete (i.e., each claimant is coded
release on the Beneficiary Information screen). Type N (no) if all
claimants are not coded release.

Note: Do not calculate the distribution if the employee is not
coded as deceased in the payroll/personnel database.

Function Code

Type the applicable function code. Valid values are:
e A-add

e C-change
e D -delete

Note: If the function code is changed to D, the death case record
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Field Instruction

will not process unless the code is changed back to A.

3. Press Enter. The Authorization data is processed.

Viewing Pending Disbursements:

Press PF8 at the Authorization 2 of 5 screen, the Pending Disbursement(s) screen is displayed. All
data on this screen is system generated from SPPS entries. This screen is used to view each
payment that is scheduled to be disbursed and shows the total amount to be disbursed.

SR75811M USDkA, 0OCF D, NATIDNAL FINANCE CENTER XX EN KK
SCREEN 2 OF 5 SPECIAL PAYROLL PROCESSING SYSTEM (SPPS) 16 :8%:41
DEATH CASESCERTIFICATION
FENDING DISBURSEHENTIS)

S5NHD
NAME LAST FIRST HIDBLE
HOMIES T BE DISBURSED
PAYROLL:  PaY PERTDD TYPE
HO ¥R PAYHENT AMOUNT

END OF PAYMENT INOUIRY LIST, PF4 FOR SUMMARY TOTALS
PF1 = MAIN HENL PF2 = DEATH CASE MENMU PF4 = TOTALS PF? = PREVY RECORD
PF8 = HEXT RECORD PF9 = PREY SCREEN FF18=NEXT SCREEN CLEAR=EXIT

Figure 38: Pending Disbursement(s) Screen

The fields are described below.

Monies To Be Disbursed | Description

Payroll Field

Pay Period No/Yr Pay period number and year for the payment being processed.
Type Payment Type of payment being disbursed.

Amount Amount of the payment.
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Viewing Pending Disbursement(s) Totals:

At the Pending Disbursement(s) screen 3 of 5 press PF4. The Pending Disbursement(s) (Totals)
screen is displayed. Press Enter to display the summary totals. All data on this screen is system

generated from SPPS entries.

HA/DE N

USDaA, D0 F O, NATIONAL FINANCE CENTER B
SCREEN 4 OF S SPECIAL PAYROLL PROCESSING SYSTEM [SPPS) 18:19:23
DEATH CASE/CERTIFICATION
PENDING D] SBURSEMENT(S)
S5ND
HAME LAST FIRST HIDDLE
HOMIES TO BE DISGURSED
PAYEDLL: PAY PERIDD T¥FE
NI/YR PPRYHENT AMDUNT
SUB-TOTAL
REI'S5UANCE - DATE  88/a8/86
ThX CREDITS: TAX YEAR @9 HMEDICARE

EMPLOYEE IMDEBTEDNESS :
TOTAL HOMIES TO BE DISBURSED:

PE1 = HAIN HENU
PFi8= NEXT SCREEN

SOCIAL SECURITY

FF2=DEATH CASE MENU
CLEAR = EXIT

PF4 = DETAIL

Figure 39: Pending Disbursement(s) (Totals) Screen

The fields are described below.

Field

Description

Reissuance:

A check made out to the deceased is canceled and reissued in the name
of the heir(s). The amount may be different because of tax laws
associated with death cases.

Date

Date of the payment, month, day, and year order.

Amount

Amount of the reissued payment.

Tax Credits:

Tax credits are a result of payments being distributed to heirs in the tax
year following the year of the employee's death. If the payments are
made in the same year as the year of death, there are no tax credits.
Only wages that were earned by the deceased and disbursed to heirs in
the year of the employee's death are subject to Social Security and/or
Medicare taxes. Wages not disbursed in the tax year receive tax credits.
These payments are distributed to the beneficiary(ies) in accordance
with the Designated Share (Percent) field on the beneficiary Claimant
Information Screen. At the end of the year, a Form 1099-MISC,
Miscellaneous Income, is generated and forwarded to all applicable
beneficiaries.

Tax Year

Year of the employee's death.
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Field

Description

Medicare

Amount to be disbursed as a result of HIT tax credits.

Social Security

Amount to be disbursed as a result of Social Security tax credits.

Employee Indebtedness

Total amount of indebtedness recorded in both ABCO and SPPS.

Total Monies To Be
Disbursed

Total amount to be disbursed to the deceased employee's heirs. If this
amount is negative and the payment is released, the employee's estate

will be billed through ABCO.

Viewing Pending Claimant Disbursements:

At the Pending Disbursement(s) (Totals) screen 4 of 5 press PF10. The Pending Disbursement(s)
By Claimant screen is displayed. All data on this screen is system generated and reflects the

disbursements from the most recent SPPS entries.

SX/0812H

SCREEN 5 OF 5 SPECIAL PAYROLL PROCESSING SYSTEW
DEATH CASE/SCERTIFICATION

PENDING DISBURSEMENT(S) BY CLATHANT

S5NID

NAME: LAST FIRST
AHT 1M SUSPENSE  § Rl

CLAIMANT MO

I
I
I
I
I
I
I
I CURRENT DS AMT
| S5HD

| MAME :

| CHECKE HAILIMG ITNFORMATION:
| STREET ADDRESS 1:

I ADDRESS 2.

I CITY

| DR

| DESIGHNATED AGENT CODE
| OF

| BANE DEPOSIT (DD/EFT).
I TYPE DF ACCOUNT

| ACCOENT NUHBER

| RDUTING NUMBER

I

I

I

STATE ZIP CODRE

aaaaaaaRe

FF1=HALN MENU PF2=DEATH CASE MENU
FF9=PREY SCREEM CLEAR=EXIT

FF/=FECY CLAINANT

HIDDLE

$

PF3=HEXT CLAIMANT

PETRER TR e e P e e e e e e rEnrang
UWS5DA, 0CF O, NATIONAL FINANCE CENTER
[5FPS)

AN HEXX |
10:24:28 11

Figure 40: Pending Disbursement(s) By Claimant Screen

The fields are described below.

Field Description

Amt In Suspense Amount in suspense.

Current Dis Amt

Amount to be disbursed to the beneficiary.

applicable/relationship.

SSNO Beneficiary claimant's SSN.
Claimant No Order in which the beneficiary claimants were entered.
Name Claimant's first name, middle name or initial, and last name/guardian if
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Field

Description

Check Mailing
Information Field

Description

Street Address 1

Firstline of the beneficiary claimant's or the designated Agent's address.

Address 2 Second line of the beneficiary claimant's or designated Agent's street
address.

City Beneficiary claimant's or designated Agent's city name.

State Beneficiary claimant's or designated Agent's State abbreviation.

ZIP Code Beneficiary claimant's or designated Agent's ZIP code.

Designated Agent Code

Assigned designated Agent code.

Bank Deposit (DD/EFT)
Field

Description

Type of Account

Applicable code designating the type of bank account in which the
monies are to be deposited. Valid values are:

e C - checking
e S -savings

Account Number

Beneficiary claimant's account number.

Routing Number

Beneficiary claimant's financial institution's identification number.

Payment Inquiry (For Death Case)

Payment Inquiry is option 5 on the Death Case Menu. This option is used to query payments that
have been disbursed and the amount remaining to be disbursed.

To Access Payment Inquiry Screen:

1. Type 5 at the Select Option (1-7) prompt on the Death Case Menu.
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2. Press Enter. The payment Inquiry screen is displayed showing the amounts to be disbursed.

SX75813HK USDA, DCF O, NSATIDNAL FIRANCE CENTER O 200N
SCREEN 1 OF 3 SPECIAL PAYROLL PROCESSING SYSTEM [5PPS) BB 4726
DEATH CASE
PAYMENT INOUIREY
S5N0
NAME LAST FIRST HIDDLE
RONIES T BE DISBURSED
PAYROLL: PAY PERIDD TYPE

KO YE FAYHENT RE [S5UANLE AMOLNT

ERD OF PAYHRENT INQUIEY LISV, PF4 FOE SUMMARY TOTALS
PF1 = HAIN MERLD PF2 = DEATH CASE MEKL PF4 = TOTALS PF7=PREV RECORD
PI& = BEXT RECIED FE18 = NEXT SCREEN CLEAE = EXIT

Figure 41: Payment Inquiry Screen 1 of 3
Viewing Claimant Disbursement Totals:

1. Atthe Payment Inquiry screen, press PF4. The Payment Inquiry (totals) screen is displayed.
This screen (1) displays the payments disbursed to each beneficiary claimant, (2) displays
the amount of indebtedness, (3) displays the calculated amount to be disbursed to the
beneficiary claimant, and (4) displays the disbursements to date and the amount remaining
to be disbursed.

SETSRIZN US DA, OCF O, NATIONAL FIMANCE CENTER WX
SCREER 2 OF 3 SPECIAL PAYROLL PROCESSING SYSTEM  [SPPS) BB ;5252
EATH LCASE

PAYHENT 1ROUIEY

S55M0
HAME LaST FIRST RIDDLE
PAYROLL SUBTOTAL :

T CREDITS: HEDICARE
SOCIAL SEDURITY
TOTAL MET PAYROLL/CREDITS PROCESSED.

D SEURSENERT DATE -
DI SBEURSEMERT ACTUALS

HOMIES AVATLABLE « DISBURSED THIS DATE.
PERDING/OTHER STATUS -
FLACED DM HOLD : DISBURSED (FEOM HDLD)
DEBETS - COLLECTED: BILLED ¥IA ARCO.
PF1 = HMilN HENU PF2 = DEATH CASE MEMU  PF4 = DETAIL
FF7 = PREY RECOED FFg = NEXT RECORD FF18= REXT SCREEN  ELEAR = EXIT

Figure 42: Payment Inquiry Screen 2 of 3

2. Press Enter, to process the totals. (Total monies to be disbursed minus employee
indebtedness.)
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Viewing Claimant Disbursement Data:

1. At the Payment Inquiry screen 1 of 3, press PF10. The payment Inquiry By Claimant screen
is displayed. This screen displays disbursement data for each beneficiary claimant.

R R RNNENNNENNONNNONNEDNEEONMNENEENNNRONOERONNNNEINNER

| SK/S814M WS DA, 0CF D, SATIONAL FINANCE CENTER Wy 11
SCREEN 3 OF 3 SPECIAL PAYROLL PROCESSING SYSTEM (SPPS) §:53:43 11|
DEATH CASE
PAYHENT [MOUIRY BY CLAIHANT
SN
MAKE : LAST FIRST MIDDLE
SN0 CLATHANT MO
MNAKE :
DISBURSEMENT AHDUNT % DATE SCHIDY NUMEER:

|

I 11
I i1
I 11
| 11
| il
I 11
I i1
| CHECE MAILING ADDRESS : il
| STREET ADDRESS 1: 11
I ADDRESS 2« |
| CITY RHOME STATE Z1P CODE |
| OR il
| DESIGNATED AGENT CODE 11
| DR 11
| BANK DEPDSIT (DDSEFT): i1
| TYPE OF ACCOUNT il
| ACCOUNT NUMBER 11
| EDUTING MUMEER  A8BR&8BEE 11
I 11
I 11
I 11

FF1=MAIN HERL PFZ=DEATH CASE KENU FPF7=PREY CLAINANT PF3=NEXT CLAIMANT
FE2=PEEY SCREEN PR18<PREEY PAY BRECORD  PFIT=NEXT PAY RECOED CLEAR=EXIT

Figure 43: Payment Inquiry By Claimant Screen 3 of 3

Remarks (For Death Case)

Remarks is option 6 on the Death case menu. This option is used to record pertinent claim
information.

To Access Remarks Screen:

1. Type 6 at the Select Option (1-7) prompt on the Death Case Menu.
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2. Press Enter. The Remarks screen is displayed.

SX/DB15H USDA, OCF O, NATIONAL FIRANCE CENTER XA AN AR
SPECIAL PAYRDLL PROCESSING SYSTEM {SPPS) 1B:28:88
DEATH CASE
REMARKS
S5N0
NAME: LAST FIRST HIDDLE

FUNCTION CODE

#% ENIEE FEMARESD ARD FUNCTION CODE, PRESS ENTER =

ENTER=PRIOCESS  PF1=MAIN HENU  PP2=DEATH CASE  PFS=HELF PF12=RESET CLEAR=EXIT

(A=ADD C=CHANGE D=DELETE)

Figure 44: Remarks Screen

3. Complete the fields as follows:

Field

Instruction

Remarks

Enter any information that is pertinent to the claim (i.e., legal documents
received or yet to be received).

Note: This field is optional. (Maximum of 76 alphanumeric
positions on 1st line, maximum of 80 positions on lines 2
through 12.)

Function Code

Type the applicable function code. Valid values are:

e A-add
e C-change
e D -delete

4. Press Enter. The remarks are added, changed, or deleted.
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Appendix

SPPS Edit Messages

Ist two digits of routing number invalid.

ABCO database area not ready.

A calculation must be done before a release.

A death case record presently recorded for this SSNO.

A disbursement has been made: Only option 6 and 7 available.

Age must be numeric.

Agency not found in table.

A hold distribution must be placed on claim before a release.

All debts and payments must be processed for payment release.

Amount cannot be zero.

Amount in arrears to be billed through ABCO.

A quick service request is presently recorded for this employee. Only one request is allowed.
A quick service request is presently recorded for this pay period. Only a change or delete for this
QSR is acceptable.

Are you sure that you want to delete this record? Press enter to delete or PF12 to reset.
Area code must be numeric.

A release payment has been requested; Options 1 and 3 not available.
Attempted Privacy Breach - Contact Security.

Bank routing EFT number has an invalid character.

Base salary amount must be numeric.

Base salary amount must be positive amount.

Base salary amount too small.

Base salary is invalid for grade and step entered.

Base salary may not exceed amount recorded on database.

Base salary may not exceed $185,750.00.

Base salary override must be Y or a space.

Beneficiary designation added, PF8 for authorization.

Beneficiary designation modified, PF8 for authorization.

Calculation Complete - Record stored.

Cannot add duplicate record.

Cannot add: Payment certification record already exists.

Cannot delete this record.

Cannot find record to change.

Cannot modify disbursement record.

Cannot obtain DC-Basic record.

Cannot obtain Ind-Basic record.

Cannot process blank record.

Cannot release record: Manual pay has not entered the tax credits for leave.
Cannot reset advance leave indicator while tax credit exist.

Cannot store disbursement record.
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Cannot store duplicate bill numbers.

Cannot store record because sick leave amount would be too great.
Cannot store records because sick leave amount is too great.
Cannot store records with duplicate hourly rates.
Certification has been added.

Certification has been deleted.

Certification record deleted.

Certification record does not exist - Please enter.
Certification record modified.

Certification record updated.

Check account EFT number has an invalid character.
Check bank account number has an invalid character.
Check bank routing number must be numeric.

Check bank routing number and account number are not equal.
Check bank type account must be C or S.

Check Type account must be C or S.

City name contains invalid characters.

Claim allowed date is less than review date.

Claim is not in a pending status.

Claimant added to database.

Claimant age must be numeric.

Claimant entered to be deleted is not on file.

Claimant has been updated.

Claimant record deleted.

Claimant SSNO cannot begin with 78 or 79: Please reenter.
Confirm death case is completed - Re-Enter.

Database error DC-Basic.

Date Cannot be greater than current date.

Date must be in Mo/Da/Yr format.

Date must be numeric.

Date must be numeric and valid.

Date must be within a four pay period range.

Date not required when not signed and witnessed.

Date of death must agree with separation date.

Date of death required, please enter.

DC-Basic database error.

DC-Remarks database error.

Death case entered to be deleted is not on file.

Death case record deleted.

Death case remarks deleted.

Death case remarks to be deleted is not on file.

Debts exceed 99,999.99.

Designated Agent must be numeric.

Designated percent must be numeric.

Designated percent valid for Form 1152 only.
Disbursement has been made, record cannot be deleted.
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Disbursement record has already been released.
Disbursement record stored.

Document number must be 1152, 1153, or 1155.

Duplicate claimant SSNO not allowed.

Employee advanced leave indicator set, but he has no leave record.
Employee coded on payroll as death case - QSR not allowed.
Employee has forgiven advanced leave and has a tax credit amt.
Employee has leave record, but advanced leave indicator not set.
Employee must be separated in order to release disbursement.
Employee not active on payroll during requested pay period. QSR not allowed.
End of Payment Inquiry list, PF4 for Summary Totals.

Enter Agency code.

Enter area code.

Enter a valid age for claimant.

Enter Authorization data.

Enter beneficiary section and function code.

Enter check account DD/EFT number.

Enter check bank account DD/EFT number.

Enter check bank routing number.

Enter check bank type account C or S.

Enter check mail city name.

Enter check mail line 1 address.

Enter check mail State code.

Enter check mail street address.

Enter check mail ZIP code.

Enter claim decision for pending legal review.

Enter claimant age.

Enter claimant check mail information.

Enter claimant first name.

Enter claimant last name.

Enter claimant Social Security number.

Enter Claimant relationship.

Enter contact person first name.

Enter contact person last name.

Enter Date signed.

Enter document number.

Enter employee first name.

Enter employee last name.

Enter Explanation-comments.

Enter code A, C, or D.

Enter function code and press enter.

Enter grade or base salary.

Enter P = pending legal, O = other review.

Enter pay period number: 01 thru 27.

Enter pay period year.
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Enter payment reason code.

Enter phone number.

Enter POI number.

Enter remarks and function code, press enter.
Enter Social Security number.

Enter SSNO, Agency and POI and press enter key.
Enter step.

Enter T&A contact point-city code.

Enter T&A contact point-State code.

Enter T&A contact point-timekeeper code.
Enter T&A contact point-unit code.

Enter transaction date.

Enter valid SSNO.

Enter X for claim accepted.

Enter X for claim denied.

Enter Y = yes, N = no to release distribution.
Enter Y at one of the check address fields.
Enter Y at only one of the check address fields.
Enter Y for child or children.

Enter Y for executor or administrator.

Enter Y for receipt of court documents.

Enter Y for calculations.

Enter Y only for release payments.

Enter Y or N for 1153/1155 signed & witnessed.
Enter Y or N for final payment.

Enter Y or N for Form 1152.

Enter Y or N for hold distribution.

Enter Y or N for minor.

Enter Y or N only.

Error in updating bill-seq-no.

Function code must be A, C, or D.

Grade must be numeric or spaces.

HITS wages must be greater than or equal FICA wages.
Hold status not allowed with Form 1152.
Hourly rate entered is greater than maximum.
Hourly rate is greater than maximum.

Hourly rate must be greater than 0.

Hourly rate must be greater than Zero.

Hours must be greater than 0.

Hours must be 1/4 hour increments.

Incorrect accounting station code entered per Table 002.
Incorrect date entered.

Incorrect function code entered.

Ind-Basic database error.

Indebtedness database unavailable.

Invalid accounting information entered.
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Invalid accounting station-code.

Invalid accounting station code entered.

Invalid Acct stat or accounting entered.

Invalid Agency code or POI number.

Invalid claimant age.

Invalid date entered.

Invalid designated Agent.

Invalid format for base salary amount.

Invalid format for net pay amount.

Invalid function code entered.

Invalid grade.

Invalid option selected.

Invalid pay period year.

Invalid payment reason code.

Invalid receipt account entered.

Invalid SSNO for DC database.

Invalid step.

Invalid T&A contact point code.

Invalid ZIP code for the State code.

Manual payment recorded in system for this pay period.
Marital status must be entered.

Marital status must equal M, D, or S.

Minors cannot be older than 18.

Must enter one level of check mailing information.
Name must be alphanumeric.

Net pay amount must be at least $5.00.

Net pay amount must be numeric.

Net pay amount must be positive amount.

Net pay amount must not exceed $5000.00.

Net pay amount too small.

No claimant pay records present.

No claimant pay records present, PF12 to add claimants.
No more claimants present.

No more records available.

No more sick leave records available.

No more positive payments are available, release payment cannot be made.
No record currently exists to be canceled.

No salary record exists for SSNO or Agency.
Option 7 available to NFC personnel only.
Option 8 available only to NFC personnel.
Payments are recorded, record cannot be deleted.
Payment has been released cannot change.
Payments are recorded, record cannot be deleted.
Pay period number must be 01 thru 27.

Pay period must be numeric.
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Payroll check issued for this pay period - QSR not allowed.
Payroll database address is not available, please specify address.
Payroll payment recorded for a later pay period - QSR not allowed.
Payroll/Personnel database not ready try later.
Percent cannot be zero for Form 1152.

Percentage cannot be greater than 100.

PF7 to page backward, PF8 to page forward.

PF7 to page forward for additional payments.
Phone number must be numeric.

Place cursor at field in question and press PF5.
Please confirm document receipt below.

Please enter a valid function code on screen 1.
Please entera Y or N To.

Please enter correct minor indicator.

Please enter numeric data.

Please enter only one beneficiary selection.

Please enter one level of check mailing information.
Please enter only one level of check mailing information.
Please enter tax year.

Please enter valid date.

Please enter valid function.

Please enter Y for beneficiary selection.

Please enter Y or N.

Please enter Y or N to release payment.

Please use C to cancel a disbursement request.

POI number must be numeric.

Press enter.

Press PF5 to see valid relations.

Problem in obtaining Agency from table.

QSR history record is not on file.

QSR record deleted from file.

QSR record entered to be changed is not accessible.
QSR record entered to be changed is not on file.
QSR record entered to be deleted is not accessible.
QSR record entered to be deleted is not on file.
Ready to add a payment certification.

Record already changed - Please exit screen.
Record already exists.

Record already stored - Please exit screen.

Record already updated - Please exit screen.

Record cannot be found to be deleted.

Record cannot be found to be modified.

Record cannot be modified.

Record changed.

Record deleted.

Record has been modified.
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Record must be established before it can be changed.
Record must be established before it can be deleted.
Record not established on SPPS database.

Record(s) processed.

Record stored.

Record updated.

Remarks has been added.

Remarks has been updated.

Remarks not on database.

Remarks present on database, use change or delete only.
Revalidate Social Security number.

Screen selection must be 1 or 2.

Screen selection must be 1 or 2 or 3.

Screen selection must be 1 thru 3.

Screen selection must be 1 thru 7.

Security violation.

Select menu screen option 1, 2, 3 and press enter key.
Select menu screen option 1 or 2 and press enter key.
Select menu screen 1 thru 3 and press enter key.

Select menu screen option 1 thru 7 and press enter key.
Separation date must be entered.

Separation year incorrect.

SF document number must be numeric.

Social Security number must be numeric.

SPPS system error - Contact NFC ASD personnel.
SSNO already exists on database.

SSNO has been added to database.

SSNO not on Ind-Basic database.

State code must be alphabetic.

T&A contact point-city must be numeric.

T&A contact point-State code must be numeric.

T&A contact point-timekeeper code must be numeric.
T&A contact point-unit code must be numeric.

Tax credits is present, but there is no outstanding leave balance.
The case being created does not agree with payroll sep/accession type.
The case record established does not agree with payroll sep/accession type.
The net pay amount entered is greater than the system calculated allowable amount-Press enter to
continue.

There is no disbursement request to cancel.

The release payment request has been cancelled.

The line cannot be deleted.

Transaction date must be numeric.

Unable to access table 02 acct stat.

Unable to access Table 030.

Unable to calc DC-Basic record.
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Unable to change record.

Unable to delete basic record.

Unable to delete basic record in $Disburs.

Unable to delete QSR record from file.

Unable to delete record.

Unable to modify basic record.

Unable to modify beneficiary designation record.

Unable to modify certification record.

Unable to modify DC-Basic.

Unable to modify disbursement record.

Unable to obtain basic record.

Unable to obtain DC-Clmt-pay record.

Unable to obtain DC-Tax amts.

Unable to obtain record to modify.

Unable to retrieve bill no.

Unable to store DC-Claimant.

Unable to store manual payment record.

Unable to store record.

Unable to update claimant record.

Unable to update record.

Valid pay periods include the current processing pay period and three previous pay periods.
Warning: Manual payments already recorded in DOTS. Press enter to continue.
Warning: Manual payments has been recorded in DOTS.

Warning: please verify that this is a death case prior to establishing.
ZIP code must be numeric.

ZIP code must not be all zeros.
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