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Users now have the ability to appoint an unlimited number of ‘Alternate Pay Pool
Administrators and Alternate Sub Pay Pool Administrators’. Prior to this release the
Sub Pay Pool Administrator and Alternate Sub Pay Pool Administrator role did not
exist and the assignment of an Alternate Pay Pool Administrator was limited to one
Alternate. This release allows for unlimited assignments of Alternate Pay Pool

Administrators and Alternate Sub Pay Pool Administrators.

This announcement provides screen shots of the new functionality. The Pay Pool ID
User Guide v1.4 walks you through the entire process of assigning roles.

Step 1 - Select the appropriate responsibility, (e.g., Civ Pay Pool Manager) that allows
you to assign pay pool roles using the ‘Manage Pay Pool IDs’ functionality.
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Step 2 - Select the ‘Manage PP Roles’ tab. Below you see the assignment of multiple
Alternate Pay Pool Administrators.
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Step 3 - Select the employee you want to appoint as the Alternate Pay Pool
Administrator from the List of Values or type in the name. The name has to match
the employee name in DCPDS. Provide a Start Date. Once the role assignhment is
complete the responsibility will systematically be assigned to the employee. To assign
additional alternates repeat Step 3.
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In order to add a fourth name you must use the add row lj button. Once the
button is clicked a new row will open for input.

Note: For each role only 3 names will display at a time. If more than three
individuals have been assigned and you want to see additional individual’s assigned
use the scroll bar to the right of the dates. You will only have a scroll bar if you have
more than three individuals assigned.
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To assign a Sub Pay Pool Administrator or Alternate Sub Pay Pool Administrator
select a Sub Pay Pool ID not a Primary Pay Pool ID and follow Steps 1-3 above.
The Sub Pay Pool assignments are located below the Pay Pool assignments in the Sub
Pay Pool region shown below.
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