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General Information

Purpose:
To describe procedures to be used when performing Payroll Accounting

Overview:
Funds used to pay DoD civilian employees are appropriated by the Congress and apportioned to the Department by the Office of Management and Budget (OMB). At least monthly, an estimate of obligations shall be made for the payroll. As the payments are made, estimates shall be adjusted to reflect actual payment data.

References: 
DoD FMR 7000.14R, Volume 8; Civilian Pay Policy and Procedures



http://www.defenselink.mil/comptroller/fmr/08/index.html
        
STANFINS Users Manual Chapter 22


https://dfas4dod.dfas.mil/centers/dfasin/systems/stanfins/usrman/


        
OLRV Users Manual:


        
https://infoweb.dfas.mil/columbus/techsupport/orlvqa/olrv.pdf
Acronyms:

a. DOIM – Directorate for Information Management
b. DCPS - Defense Civilian Pay System 
c. OLRV – On-Line Reports Viewing
d. STANFINS – Standard Finance System
NOTE 1:  Maintain complete documentation of all documents received and processes performed in a log showing the documents received and processed with names, dates and signatures.
NOTE 2:  Verify that authorizing signatures on source documents are authentic and maintain evidence that the procedure was performed.
Payroll Accounting Procedures 
1. DOIM’s Responsibility:
a. Pull in Gross Pay Files (per schedule – every payday)

1. Files maintained by DCPS

2. Create the STANFINS input

3. Set up text file in Word

4. FTP

a. Corp1 (hit connect)

b. Go to site's host directory 

c. Select customer files – Example from Rome - S12P33C2  (C=Charleston   D=Denver   P=Pensacola) Select files with site DPI.

d. Select ASCII Mode

e. Open directory   (Where files are stored on hard drive)

f. Hit Copy

g. Close session and exit FTP

b.  Go to directory on hard drive 

1. Open the main pay file i.e. S**P33C2 (** = Site ID)

2. Spot check individual pay files to verify correct pay period. 

3. Exit directory 

NOTE:  

· Pay Period End date is at the top left corner 

· The 3 record has the employee name

· The 4 record has the back up (codes, hours, $ amt)

2. Local Accounting Systems Office’s Responsibility:
Input control cards and initiate payroll cycle.  SA will produce these reports:


· AVK689 – DCPS CIVILIAN EMPLOYEE MISSING ASSIGNED EORS

· AVK693 – DCPS INTERFACE ERROR LISTING


· AVK698 – DCPS GROSS PAY FILE RECONCILIATION

3.
Accounting’s Responsibility:
a. Research Errors using DCPS Interface Error Listings (AVK 689 & AVK 693)

1.
Analyze the AVK 693 – Invalid APCs

NOTE:

· APC with “*” are already corrected – do not fix

· Research Tools: 

· Payroll POC listing

· PD POC listing

· AVK688 from previous payroll (APC to UIC/Org listing) 

· Employee Locator 

2. Review the AVK 689 – Civilian “C” type errors 

3. Search for the SSN on the AVK 689 and the PSC (to the right of SSN), and enter the correct C type code. This code will assign correct EOE for each line.

If the PSC is:
Then the C type is:

· G#


101

· W#


102

· ES


121

b. Error Corrections 

1. Logon TAPS

2. Brings up error corrections screen by using Mode and Function A4.

3. Enter correct APC/C type.  If no correction is required, enter “Y” under “skip this record”. Skip any that will require 1081 action.

4. When all APCs are corrected, the system will prompt user to hit ENTER to correct invalid “C” types.

5. Last record – ENTER.

6. Logoff TAPS.

c. Request the ED/SD cycle run from Systems.  SD will produce these reports:

· AVK688 – DCPS - APC TO ORGANIZATION CODE LISTING

· AVK692 – DCPS - FUND DATA REPORT SORT BY PD/APC/SSN

· AVK694 – DCPS - RECORDS ON DAILY INPUT FILE

· AVK695 - DCPS – EOR ASSIGNMENT ERROR REPORT

· AVK696 – DCPS – APC/CIV TYPE CHANGE REPORT 

· AVK697 – DCPS – OTHER PAY REPORT

· AVK699 – DCPS – INVALID APC

REPORTS CAN BE VIEWED VIA OLRV

d. The BUQSD** file is created.  

1. Review it via ROSCOE or FTP.  BUQSD** for STANFINS contains:

· TA 20 & 21 (MOD) for each APC (total on EOE)

· TA 40 & 41 (Disb),  2 blocks (A for Oct, B for Nov, etc)

2. Check the pay period date and block. 

3. Check the total cards for TA 40/41 (about midway through the file). These should match totals from the AVK698 reports.

NOTE 1:
If Step 3.d.1 is performed via ROSCOE, notify Systems that the file is ready for STANFINS processing.

NOTE 2:
If Step 3.d.1 is performed via FTP, save file to floppy and add to the STANFINS cycle.

e. After completion of STANFINS cycle:

1. Check the daily prelim for payroll blocks and look for suspended lines. 

2. Correct all suspended lines possible and release the suspended TA 20 lines that do not belong to the installation.  

3. Change the block total card to equal the processed amount.

4. Re-block the TA 20s to TA 40s using the following information:

a. The block is the actual Payroll Block.

b. The DOV is the Payroll DOV created in the SD Cycle.

c. The standard document number (SDN) always start with CPAG1101****** (****** identifies the actual date of the pay period)

d. The ODC is determined by the first two positions of the EOR

Example:
FY: * 



    
EOR:  12KB

     
Suspense APC: 9991

     
ODC:  1
     

     
SDN: CPAG1101****** (Do not “0” fill)

f. Process the required SF 1081s.  

g. Attach requested backup (i.e. AVK 692, 697, etc.)

h. Reference the POCs (DFAS, Installation and Gaining Installation) on the detail page of the 1081.

NOTE 1:
Once the SF 50 is cut on both ends, it will take 3 to 4 cycles before the individual will drop off and be picked up at the new location.

NOTE 2:
Customer Reports are available via OLRV.
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