" Time and Labor (OTL
Bﬂ‘ (OTL)

DCPS SDA Outbound Report

R12 Work Instructions



DCPS SDA OUTBOUND REPORT B’T

Defense Agencies Initiative

Document Control

Change Record

Date Author Version Change Reference |
25-Feb-2015 Robin Hardy 1.0 R12 update
L
Reviewers
Date Name Position
T
25-Feb-2015 Bill Mohamed DAI PMO Workforce Preparation Training Lead
L
Distribution
Copy No. Name Location
1 R12_WI_OTL_DCPS_SDA_Outbound DEPS website

Note to Holders:

If you receive an electronic copy of this document and print it out, please
write your name on the equivalent of the cover page, for document control
purposes.

If you receive a hard copy of this document, please write your name on the
front cover, for document control purposes.

R12_28 R12_WI_OTL_DCPS_SDA_OuUTBOUND2015Feb ii



DCPS SDA OUTBOUND REPORT B’T

Defense Agencies Initiative

Table of Contents

DOCUMENT CONLIOL.....eiiii ittt ettt e e e e e s s bbbt et e e e e e sanbbbe e e e e e e e e aannbnbneeeaeeaeannes ii
BUSINESS PrOCESS DESCIIPLION .. ..uutuiutiiiieitteiuteieiessiereeererereeerersrereesrseerererersrarerersrerersrsrersrssssnsnsnnnnnnnsnnnnns 1
ST AN @ Ui o o 10 o L= o o AR 2

R12_28 R12_WI_OTL_DCPS_SDA_OuUTBOUND2015Feb iii



DCPS SDA OUTBOUND REPORT Bﬂ'

Defense Agencies Initiative

Business Process Description

This report will display all the data transmitted routinely, in the SDA file submitted to the Defense Civilian
Payroll System (DCPS) each pay period. Additionally, it will show the details of the employee’s Tour of
Duty (TOD) record, work day change record, timecard details record and permit the report to be run
using employee name and pay period as report query parameters.

Major Features
The DCPS SDA Outbound Report provides the following information:

e Filename

Pay Period Start Date

Pay Period End Date

Employee Name

Employee Number

Tour of Duty Record data

Work Day Change Record data

Timecard Details Record data

e Active Indicator (Active, Inactive; Note that Inactive records do not appear on the timecard, as
they were deleted or replaced by another entry)

An electronic copy of the report will be generated on demand as a concurrent request. The output can
be retrieved into Excel.
Trigger

Run this report to troubleshoot issues for a single employee related to each SDA submitted during
payroll processing.

Responsibilities
e OTL CSR — Agency
Prerequisites
e Payroll and OTL data is stored on the employee’s primary HR assignment record in DAI.
e Users, Timecard information and Supervisors must exist in DAI.
Menu Path
e Process and Reports - Submit Request
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SDA Outbound Report

1. Start the task using the following responsibility and menu path to open the Submit a New Request
form:

Responsibility: OTL CSR — Agency

Menu Path: Process and Reports - Submit Requests

Navigator

Bﬁi E-Business Suite

Home

Navigator

Fersonalize

[JOTL CS5R TMA
[e PTETErEneas
=1 Wotifications Summary

[ IProcess and Reparts
[ Submit Reguests
= RV TN = T - S—
[ OTL Time Accounting

[ Batch Element

Enfry
[&#] BEE Summary

‘© Submit a New Request

What type of request do you want to run?

: 2
This allows you to submit an individual request.
T Request set

This allows you to submit a pre-defined
requests.

2. Retain the default radio button of Single Request.

3. Click the OK button.
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Create Request

O Submit Request

i Fun this Request...
Marme ||
i
Operating Ont_|
Farameters li
Language | Find|%
Hame Applicati =
BEE Batch Pracess (Rollback) Hurnian
BEE Batch Process (Transfer Hurman
) BEE Batch Process (vValidate) Hurman .-
At these Times... Generate Flexfield and Mapping Information Tirme an -
Mizssing Timecard Report Timean [ ™
Run the Job As Soon a: Retrieval Errar Handling Report Time an
OTL DCPDS Emplayee Inbound HHCUSHE
OTL DGPS B-eekly MER Inbound WHCuste
UFIIZIFI Cnmpletinn COTL DCRE Daily MER Inhound HRCustc
OTL DCPE SDA Outbound HHCUStC
v b ; ey A
5 . " -
Layout
| Motify Cancel o
Print to Ii ' :
[ Hebp(c) | ( Submit | Cancel )
4, D
Enter the name of the report in the Name field, or click the LOV button for a list of reports
available to this responsibility.
5. Select the XXDAI DCPS SDA Outbound Report from the Reports LOV.
6. Click the OK button to open the Parameters form.
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D

Submit Request — Parameters

3

Run this Request...

Marme
Operating Unit
Parameters

Language

At these Times. ..
Run the Job

Upon Completion. ..

}XDAl DCPS SDA Outbound Report)

TMA Operating Unit

It

Copy...

Payrall |TMA TMAPRL Bi-Weekly Payrol

Pay Period End Date |I)T-MAR-2015

Employee Name |

()

7b

(oK | [cancet) [ clear ) ( Help )

Fill in the optional parameters using the list of values in each row. The fields highlighted in yellow are

required.

a) Payroll ID (Name): Click the LOV Hto select a value from the list, or the system will

auto populate the Payroll Name.

b) p_end_date (Cycle Ending Date): Click the LOV Bto select a value from the list, for

the payroll period.

Pay Period End Date [x]

Find|%2015|

Fay Period End Date
10-JAR-2014
24-JAM-2015
07-FEB-2015

Fay Feriod
28-DEC-2014-10-JAN-2015

11-JAN-2015-24-0AM-20145
25-dAN-2015-07-FEB-2014

| ¥
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Submit Request - Parameters
3 ]
Run this Reguest...
Copy...

WETGEMLXDAI DCPS SDA Outbound Repo

Ciperating Unit  TMA Operating Unit

FParameters
Language |[eElENEIES
Payrall |TMI\ TMAPRL Bi-Weekly Payroll
At these Times. Pay Period End Date |07-MAR-2015
Run the Joh Employee Name ||
Lpan Caormpletion... | 0K [Qancel) (Clear) ( o JI
8.

a. P_person_id (Person Id): Click the LOV D to select a person from the list, and the Person
ID will be populated.
b. Click the OK button to select.

O Longlist
This is a long list. Please enter a partial value to shorten list

Cancel

Click the OK button when all values have been entered.

Partial Value ||
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Submit Request

O Submit Request
Run this Request. ..

Marme |XXDAI DCPS SDA Outbound Report

Operating Unit |TMA Operating Unit

Parameters |T|"u'1f-". TMAPRL Bi-Weekly Payroll-07-MAR-2015:SERVICE, STEVE TMA

Language |American English

J

)

Print to |noprint

( Language Settings. .. I Debug Options
At these Times.
Fun the Joh As Soon as Possible ( Schedule._.
Upon Completian. ..
¥ Save all Output Files Burst Output
Layout XXDAIDCPS [ Qptions...
Motify
| ( Delivery Opts

)

[ Help(C) ] | [ Submit | | [ Cancel

J

10. | Click the Submit button to run the report.

© Decision
@ Request submitted.
(Request ID = 19059623}

Submit another request?

11.
Decision — If you would like to submit another request, click the

Mo .
—_/I button to submit the request.

e button. Otherwise, click the
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4* Mavigator - OTL CSR TMA

Functions | Documents

Process and Reports:-View Reguests

Preferences Top Ten List
- Process and Reports

12

[«

MNUTMCaurrs S UTmirTany
+ OTL Time Accounting

Lot %0 [ 1+

o )

12. | Double click the View Requests to open the Find Request form.

R1228 R12_WI_OTL_DCPS_SDA_OuTBOUND2015Feb 7




DCPS SDA OUTBOUND REPORT

Defense Agencies Initiative

D

Find Requests

o

Find Reguests

My Completed Requests
' My Reguests In Progress

= Al My Requests

" Specific Requests

Feqguest ID

Marme

Date Submitted

Status
Phase

|
|
|
Date Completed |
|
|
|

Fequestar
[lInclude Reguest Set Stages in Query

Order By |Reques’t D

Select the Mumber of Days to Wiew:

Submit a New Request. .. JI ( Clear

13.

Click the Find button to view the Requests screen.
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Refresh Data

O Requests

( Refresh Data ( Submit a New Request_ J
Request ID
) ‘ Mame Phase Status Parameters
FIEEIFE [ XXDAI DCPS SDA Outbour (Completed  |Normal | 26, 2015/03/07 000000, 7248 =
| | | | |
| | | | |
| | | | | 2
| | | | | <
( Hold Request I View Details. .. ,I ( View Qutput J
( Cancel Request I Diagnostics J ( View Log... J

14. Click the Refresh Data button until the Phase and Status fields change from Pending and Normal

to Completed and Normal indicating the report has completed successfully.
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Requests
O Requests
( Refresh Data | I Find Requests ,I ( Submit a New Request_ J
Request ID Parent
) ‘ Mame ‘ Phase Status Parameters
FITIZE  XXDAI DCPS SDA Outbour | (Completed  Normal 186, 2015/03/07 00:00:00, 7248 =
| | I | I
| | | | | 15
| | | | | :
| | | | <
( Hold Request I View Details. .. ,I ( View Qutput J
( Cancel Request I Diagnostics J ( View Log... J

15. Click the View Output button to view the report.

The report is viewable in an Excel format. Click the Open button the Excel Download box.
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DCPS SDA Outbound Report
The DCPS SDA Outbound Report displays the data transmitted in the SDA file to DCPS for a specific pay period and person. The report
header provides details of the parameters selected to run the report such as the Start Date and End Date fields, as well as the

Employee Name.

A B = D E F G H I
1 GexFile Name DCPS TMA OUT SDA ZKA 15JUL12 070708866.xml
2 | Frequence Indicator |0
3 Employee Name Oneill, Sassy TestTMA
4 Employee Number |12683
5 End Date 28-JUL-12
6  Start Date 14-JUL-12
7 Record 2 Toc Effective Date (Tod Hours 1 Shift Code 1 Night Diff Hours 1 Tod Hours 2 Shift Code 2 Night Diff Hours 2 Tod Hours 3
8
9 Record 3 Toc Effective Date |Wdc Rotating Shift |Wdc Rotating Shift 1 Wdc Rotating Shift 2 |Wdc Rotating Shift 3 |Wdc Time Att Status Wdc Repeating Schedule |Wdc Repeating Indicat
10
11 Record 5 L Hours Reported |Pay Sda Detail Id  |RI Calendar Date Worked |RI Job Order Number |RI Type Hour Code  |RI Night Differental Hours |Rl Env Hazard Other Code |RI Injury Number
12 8 531247 16-Jul-12 33255.12422|RG
13 8 531247 17-Jul-12 33255.12422|RG
14 8 531247 18-Jul-12 33255.12422|RG
15 8 531247 19-Jul-12 33255.12422|RG
16 8 531247 20-Jul-12 33255.12422|RG
17 8 531247 23-Jul-12 33255.12422|RG
18 8 531247 24-Jul-12 33255.12422|RG
19 8 531247 25-Jul-12 33255.12422|RG
20 8 531247 26-Jul-12 33255.12422|RG
21 8 531247 27-Jul-12 33255.12422|RG

Congratulations! You have successfully run and viewed the DCPS SDA Outbound Report.
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