PRE-NSPS SPIRAL INDICATOR

Instructions for Use

Background:

NSPS will be implemented in multiple major phases.  Each major phase is known as a Spiral.  There are 3 planned Spirals and each Spiral will consist of more than one increment.    Spiral 1 consists of three increments that may be spread over an 18-month period, beginning with Spiral 1.1 in April 2006.  

To identify those positions associated with each Spiral, users can update the Pre-NSPS Spiral Indicator manually in each position record or use the NSPS Mass Pre-Spiral Update process.  

To Manual Update Pre-NSPS Spiral Indicator via Position

	Who Does It 
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  The capability to update Pre-NSPS spiral Indicator is available through the same responsibilities currently created for the civilian personnel user. Entry responsibilities can include CIVDOD PERSONNELIST, US FEDERAL HR MANAGER and CIVDOD CLASSIFIER.   


Steps to Follow:

	Steps 
	Action 

	1 
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	Navigation Path: Work Structures ( Position ( Position>Description ( Extra Information ( NSPS Information DDF
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Note:  User should date-track the position to an effective date that is prior to the NSPS conversion before updating the Pre-NSPS Spiral Indicator.  Users will be able to date-track to see what values were in the position at different times.  


	2

[image: image4.jpg]



	Click the LOV button and select the appropriate code for the Pre-NSPS Spiral Indicator. User can also type in the appropriate Pre-NSPS Spiral Indicator if they know the appropriate value.  Pre-NSPS Spiral Indicator data element tracks the “planned” Spiral increment in which an employee’s position in a specific organization will be converted to NSPS.  This data field allows the Components to query position data prior to implementation for baseline data collection and reporting, such as identifying pay averages and ranges for occupational groups within a unit or geographic market area.
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Note 1:  The NSPS Spiral Indicator tracks the actual Spiral increment in which employee’s position converts to NSPS.  This data field provides historical reference for program evaluation purposes and attitude surveys. The NSPS Spiral Indicator will be auto-populated at the time of conversion to NSPS.  The user must update the field when establishing new positions after NSPS implementation.  The NSPS Spiral Indicator will flow into the new position when quick copying positions if the Organization does not change.  If the Organization is changing, the user must update the Spiral Indicator as necessary.  Also, if the NSPS Spiral Indicator is null on the Position to be quick-copied, the user must manually enter the appropriate Spiral Indicator.  

Note 2: The NSPS Spiral Indicator is also available in the Person and will be auto-populated at the time of conversion to NSPS.  


	2a
	The List of Values (LOV) for the NSPS Spiral Indicator and the Pre-NSPS Spiral Indicator contains the following values:

Code

Clear Text

1.1

Spiral 1.1

1.2

Spiral 1.2

12A

Spiral 1.2A

12B

Spiral 1.2B

12C

Spiral 1.2C

12D

Spiral 1.2D

12E

Spiral 1.2E

12F

Spiral 1.2F

12G

Spiral 1.2G

12H

Spiral 1.2H

12I

Spiral 1.2H

1.3

Spiral 1.3

Code

Clear Text

13A

Spiral 1.3A

13B

Spiral 1.3B

13C

Spiral 1.3C

13D

Spiral 1.3D

13E

Spiral 1.3E

13F

Spiral 1.3F

13G

Spiral 1.3G

13H

Spiral 1.3H

13I

Spiral 1.3H

2.1

Spiral 2.1

2.2

Spiral 2.2

2.3

Spiral 2.3

3.1

Spiral 3.1

3.2

Spiral 3.2

3.3

Spiral 3.3



	2b
	Once the Pre-NSPS Spiral Indicator value has been selected, click OK.  Once the OK button is clicked, notice how the data is reflected in the Details area.  Because of the periods are contained in the value (e.g., 1.1, 2.2), the system will reflect a slash in the field.  This is not bad data – this is how the system displays periods within a string of data. 
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	3
	Once DDF has been updated, click SAVE and then revalidate the position.  


To Update Pre-NSPS Spiral Indicator via NSPS Mass Pre-Spiral Update Process

	Who Does It 
	[image: image7.jpg]


  The capability to update Pre-NSPS spiral Indicator is available through the same responsibilities currently created for the civilian personnel user. Entry responsibilities can include CIVDOD PERSONNELIST, US FEDERAL HR MANAGER, CIVDOD CLASSIFIER, and so on.   


Steps to Follow:

	Steps 
	Action 

	1 

 
	Navigation Path:  Mass Actions ( NSPS Mass Pre-Spiral Update <Open>
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	2


	The Pre-NSPS Spiral Mass Process window opens with 4 taskflow buttons.
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The taskflow button function is as follows:

Taskflow Button 
Function 
<Execute> 
Processes the mass Pre-NSPS Spiral Update action by submitting it to update the database. 

<Process Log>

Process Logs are created during each Preview Refresh as well as when the mass Pre-NSPS Spiral Update is processed.  The Process Log documents the completion of each process and what errors generated as a result.  User should keep a log of the different Request IDs for research purposes, both for Previews and Executions.

<Delete Preview>

Purges the data in the preview set so that users can amend the selection criteria and start over, if needed.

<Preview> 
[image: image10.jpg]1)’



                                     

Displays the NSPS Process (Preview) window that contains several data elements related to the position record in DCPDS.   

Note:  Once a Mass Pre-NSPS Spiral Update has been executed/processed, the user can review the selected employees in the preview, but cannot make any further changes.    



	3


	The Pre-NSPS Spiral Process screen is set up into three regions:  Basic, Selection Criteria and Multiple Selection Criteria.  Each region is described separately below.  The fields listed in yellow on the Pre-NSPS Spiral Process screen are required input by the user.  Before clicking on the Preview button, user must also enter at least two of three fields (Agency Group, POI or SOID) under Selection Criteria.
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	Basic Region:

	4
	With the cursor in the Name data field, type in a unique name for each Pre-NSPS Spiral Process that is being created.  The system will not allow duplicate names.  Once the name has been saved, it cannot be changed. 

	5
	The Status data field is system-generated to show the progress of the conversion: i.e., Unprocessed, Submitted, Preview Ready, Processed, and Error.  No action is required.

	6
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	Type (or click the LOV icon) to select the spiral in the Pre-NSPS Spiral Indicator data field.

Note:  This value will be updated in the Position ( NSPS Information DDF ( Pre-NSPS Spiral Indicator data field upon execution.



	7
	Type (or click the LOV icon) to enter the effective date of the conversion in the Effective Date data field.


Note:  When entering a future effective and/or a future process date and clicking the Preview or Execute button will place the request in a pending/scheduled status in the Concurrent manager and will not execute any previews or executions until the effective date is reached.  If the date is current or past, this is the date that will be used to create the preview and update the Pre-NSPS Spiral Indicator  if executed from the preview. 

	  
	

	Selection Criteria Region:

Note:  User must enter at least two of the following data elements (Agency Group, POI or SOID) before the Preview can be submitted.  



	9
	Type (or click the LOV icon) to enter the Agency Group of the records to be updated.  

	10
	Type (or click the LOV icon) to enter the POI (Personnel Office ID) of the records to be updated.

	11
	Type (or click the LOV icon) to enter the SOID (Servicing Office ID) of the records to be updated.

	12
	Type (or click the LOV icon) to enter the Position Type of the records to be updated.

	Multiple Selection Criteria Region:

	13


[image: image14.jpg]




	In the Multiple Selection Criteria, Column, user must enter at least two selection criteria.  The selection criteria can be as broad or as narrow, as needed.  The logic to Multiple Selection Criteria is applied as “AND” logic.  There is no “OR” logic to be applied here.  
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The following data elements are listed as selection criteria (see Note 1):

Data Element (See Note 2)

Data Element (See Note 2)

Appointment Type

Pay Pool ID (See Note 3)

Assignment Status ID

Pay Pool Start Date (See Note 3)

Bargaining Unit Status

Pay Schedule (Pay Plan)

Duty Station

Positions Organization Address

Obligated Expiration Date

Pre-Spiral Indicator

Obligated Type

Region

Occupational Code

Social Security Number 

Office Symbol

Special Program Identifier

Organization Structure ID

Supervisory Status Code

PAS Code

Tenure

Pay Band (Grade)

Unit Identification Code (UIC)

Work Schedule

Note 1:  A row cannot be corrected once a user has started filling it out.  User must use the red ‘X’ to delete the row.  The screen must be refreshed prior to reusing a data element with a different operator.  

Note 2:  There is a List of Values (LOVs) associated with most of the data elements.  

Note 3: Pay Pool ID and Pay Pool Start Date cannot be used for updating the Pre-NSPS Spiral Indicator.



	14
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	In the Multiple Selection Criteria, Relational Operator, the user must select 

Equals, Not Equals, Begins With, In, Not In, Is Null or Is Not Null for each data element selection criteria.  Once the user has selected a Relational Operator for a particular data element (e.g., Equals) and the user chooses the same data element again, the Relational Operator will be restricted to the original value chosen.

Note:  The meaning for the values in the Relational Operator field are as follows:

IN is used to make multiple selections of values by placing a comma between each data value.  When multiple values are entered, only those records containing one of the values will be selected in the preview.  For example, if Pay Schedule (Pay Plan) is used as the data item and In as the operator and GS, GM as the data value, then the preview will only display those records with a Pay Plan equal to GS or GM.  

NOT IN is used to make multiple de-selections of values by placing a comma between each data value.  When multiple values are entered, only those records not containing one of the values will be selected in the preview.  For example, if Pay Schedule (Pay Plan) is used as the data item and Not In as the operator and GS, GM as the data value, then the preview will only display those records that do not have Pay Plan equal to GS or GM.  

EQUALS means that only those records that meet the equal condition will be selected in the preview.  For example, using the preceding example, if Pay Schedule (Pay Plan) is used as the data item and equals as the operator and “GS” as the data value, then the preview will only display those records with a Pay Plan equal to “GS”.

NOT EQUALS means that only those records that do not equal the data value specified will be selected in the preview.  For example, using the preceding example, if the Pay Schedule (Pay Plan) is used as the data item, NOT EQUALS as the operator, and “GS” as the data value, then the preview will display all records that have a Pay Plan other than “GS”.   User should not use the “Not Equals” relational operator more than once for the same data element.  

BEGINS WITH means that the user will provide a character or multiple characters in the data value and the selection will be based on those records that meet the data value provided. For example, using Occupational Code as the data item, BEGINS WITH as the operator, and “02” as the data value will result in the selection of all records beginning with “02” in the occupational code data value.

The final two values, NULL and NOT NULL provide options for the user to identify any records in which a data item will be either NULL or NOT NULL (must have a value). The use of this operator will not allow for use of a data value because the operator is identifying only one of two conditions – either NULL or NOT NULL.
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	15
	In the Multiple Selection Criteria, Code, the user will be able to enter the parameters associated with the data element selected in the Column area.  A drop down LOV is available for selection when the Relational Operator is Equals, or Not Equals.  User will need to enter the data when the Relational Operator is other than Equals or Not Equals.
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	16
	In the Multiple Selection Criteria, Description, it will display the code clear-text for the Code when the Relational Operator is Equals or Not Equals; else it will be null.
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	17
	Once all criteria have been entered, click on <Preview> button.  A concurrent process will be submitted to build the preview.  Make a note of the request ID for future reference.  Once the concurrent manager has completed the process preview, the user will need to refresh the mass conversion screen by hitting <F11>, reenter the Name and then <Ctrl F11>.
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	18
	The Process Log should be checked after every Preview refresh to ensure that records did not error during the Preview process.  
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	19
	After notification is received that the status is “Preview Ready”, click on the Preview button at the bottom of the screen.
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User will be given an opportunity to make a REVIEW RECORDS DECISION:  “Keep Existing”, “Rebuild”, or “Cancel”.  To keep the preview that was just processed, select “Keep Existing”.  This option will display the records the Preview has selected.  The “Rebuild” option will rerun the Preview and purge any changes made by the user.  The “Cancel” option will delete the preview records.

	20
	Having selected the “Keep Existing” option, the Preview Screen populates.  
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The check mark at the left of the form indicates the records will be used during the Final Execution of the conversion process.  Notice the “SELECT ALL” and “DESELECT ALL” Buttons at the bottom of the form. “DESELECT ALL” will space out the check marks on the left side of each record. “SELECT ALL” will enter a check mark on the left side of each record.  The user can deselect individual records manually by clicking on the check mark for each individual employee.  If the user change their mind and wish to select all employees, click on SELECT ALL.  
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	The Preview screen allows the user to review records and data elements meeting the selection criteria.  The following fields are displayed for each record identified.  

Columns

Columns

Columns

Columns

Columns

Employee Name

Position Sequence

POI

Unit Identification Code (UIC)

Pre-NSPS Spiral Indicator

Social Security Number

Position Title

SOID

PAS Code

Employee Name (See Note 1)

Position Type

Pay Schedule (Pay Plan)

Organization

Organization Struc ID

SSN (See Note 1)

Position Status

Occ Series

Geographic Location Code

Position Org Address (POA)

Position Number

Pay Band (Grade)

Geographic Location Desc

Bargaining Unit Status

Note 1:  Employee Name and Social Security Number is repeated twice so that the name and SSN can be exported to a spreadsheet.



	22
	Once changes have been made to the Preview screen, click on SAVE before returning to the main Pre-NSPS Spiral Process screen.  

	23
	If the selection criterion needs to be changed or the user wishes to start over, click the Delete Preview button located on the main Pre-NSPS Spiral Process screen.  This will delete the current preview and the user can make the appropriate changes to the selection criteria.  Once finished, click on Preview button for a new refresh.  

	24
	Once the selected records in the Preview has been reviewed, then the user can execute the Mass Pre-NSPS Spiral Indicator process.
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	25
	If the Process Date does not contain a value, an error message indicating that the Process Date cannot be null will generate. 
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	26
	User can schedule a process date and time that does not interfere with other processes.  To do that, click on the LOV button to the right of the Process Date. A Calendar window will appear.  User can select the date and time for the execution of the Pre-NSPS Spiral Mass process.
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	Once the user clicks on Execute, a window will pop-up that will provide the Concurrent Process ID for the job submission.  User should keep track of the Request ID assigned to the execution.  
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	28
	Once the concurrent manager has completed the job, user should refresh the Pre-NSPS Spiral Mass process screen.  The Statue field will reflect either Processed or Error.
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Note:  After the mass process has executed, the Preview button will be renamed to Processed Preview and the user can review the selected records. 



	29
	The Process Log should be checked once the Pre-NSPS Spiral Process has been executed to ensure that records did not error during the execution process.  
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The Process Log identifies the number of records selected, successfully processed, and the number of errors.
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To Export Pre-NSPS Spiral Process Records

Users are able to export records reflected in the Preview screen to a spreadsheet in order to review and analyze the data or to keep track of records reflected in the Preview screen.  User can also export the selected records once the process has been executed.  

	Steps 
	Action 

	1
	When the Preview screen appears, click on File ( Export
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	2
	Click on SAVE
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	3
	At the prompt, enter a file name and director to which the file should be saved.
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	4
	Open Excel and select the document just saved.  At the Text Import Wizard – Step 1 of 3, click NEXT
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	5
	At the Text Import Wizard – Step 2 of 3, click NEXT
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	6
	At the Text Import Wizard – Step 3of 3, change column data format, as needed.  Click FINISH
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Location of Pre-NSPS Spiral Indicator 

The Pre-NSPS Spiral Indicator can be located in CSU database:  Position ( Screen 1 and Discoverer EUL Folder:  Civilian Position.
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