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7-10-00 PURPCSE AND SCOPE

This Chapter gives an overview of the payroll functions in HHS and
the interface between the payroll system and the OPDI V/ Regi ona
accounting systens. It also provides reference to other docunentary
materials which nore fully describe the payroll functions.

The HHS payroll systemis a centralized Departnent-w de automatic
data processing systemthat is part of the HHS financial nanage-nent
system The systemis responsible for financial data related to the
paynment of salaries and wages to civilian enployees and comi ssi oned
of ficers of the Departnent.

The Accounting For Pay System (AFPS) translates the data related to
enpl oyee (civilian and conm ssioned officers) pay and benefits into a
series of pre-defined accounting transactions with appropriate
accounting classifications. Data is provided each pay period (bi-
weekly for civilians and nonthly for conm ssioned officers), in the
form of accounting transactions to the OPDIV/ Regional accounting
systens so that pay and benefit costs can be recorded.

7-10-10 OBJECTI VES

The objectives of the HHS payroll systemare as follows:

A Pronpt paynent, in the proper amount, to all persons entitled to
be paid, in accordance with applicable [ aws and regul ati ons.

B. Proper disposition of authorized deductions from gross pay.

C. Integration of the payroll systemw th the prinmary accounting

system including properly accounting for funds disbursed from
t he various trust/deposit accounts.
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Support of managenment needs and the different agency budget
processes through accurate and tinely reporting.

Ef f ecti ve conmuni cati on between enpl oyer and enpl oyees, through
their timekeepers and payroll |iaison personnel, on payrol
matters.

Proper coordination of civilian payroll operations with
personnel functions and other related activities.

7-10-20 GOVERNI NG STATUTES AND REGULATI ONS

The devel opnent, nmmi ntenance and operation of the HHS payroll system
is governed by a variety of Federal statutes and regul ations issued
by various Federal entities. The primary statutes and regul ations are
as follows:

A

United States Code -- Title 5, Governnent Organization and
Enpl oyees, codifies the general and permanent |laws relating to
Federal enpl oyees, organi zati on and power of Federal agencies,
and adm nistrative procedures. Part IIl (5 USC 2101) -

Enpl oyees, fornms the basis for rules and regul ati ons on
entitlenment to conmpensation, benefits, |eave and payrol

servi ces.

Conptroller General of the United States -- |ssues guidelines
on devel opnment, installation, and operation of the part of the
fi nanci al managenent system concerned with conpensati on,
benefits and | eave of Federal enployees as prescribed in Title
6, Leave and All owances - Ceneral Accounting O fice Policy and
Procedures Manual for Guidance of Federal Agencies. The
Comptrol Il er General also decides |egal questions involving
conpensation, benefits, and | eave of Federal enployees.

Ofice of Managenent and Budget (OVB) -- Perforns various
adm ni strati ve and budget functions for the executive branch of
the governnment and issues policy guidance on matters invol ving
Federal enpl oyees. This guidance is promnul gated through

i ssuance of OVB Circul ars.

Treasury Departnent -- |Issues regul ations concerning payrol
deducti ons and wi t hhol di ng, including instructions pertaining to
Federal, State and City inconme taxes, FICA taxes, purchase of
U. S. Savings Bonds through payroll deductions, allotnents, and
assignnents of pay. This fulfills the statutory requirenment
that Treasury maintain accounts and nake reports on all receipts
and di sbursenents of the Federal government. These instructions
are published in the Treasury Financial Mnual (TFM for

Gui dance to Federal Agencies.
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Ofice of Personnel Managenent (OPM -- |ssues regul ations,
based on statutory authority, containing policy statenments and
related material on the Federal Civilian Personnel Program
These regul ati ons are published in the Federal Personnel Manua
(FPM, FPM Suppl enents, FPMletters and OPM Bul |l etins. They
formthe primary regul atory basis for establishing Federal

enpl oyees' entitlenent to conpensation, benefits and | eave. HHS
per sonnel regulations and directives contain suppl enent al

i nstructions.

State Departnment -- Prescribes rules of entitlenent and

adm ni strative procedures for overseas all owances to Federa
enpl oyees. These rules are contained in the State Depart-nent's
St andar di zed Regul ations (Governnent Civilians, Foreign Areas).

Heal th and Human Services (HHS) -- Exercises overall executive
responsi bility through issuance of inplenenting policies and
procedures concerning adm nistration of conpensation, benefits
and | eave of Federal enployees of HHS. The policies,

principles, standards and procedures for the HHS payroll system
are set forth in the HHS Personnel NManual, Tine and Leave
Accounti ng Manual, Guide to Tine-keepers, and the Payrol
Procedures Manual

7-10-30 RESPONSI BI LI TI ES

A

HHS Central Payroll Ofice -- The Central Payroll Ofice has
the follow ng responsibilities:

o] Provi des standard pay services to HHS civilian enpl oyees.
o] Creates/ maintains a standard civilian pay, |eave and

retirement data base.

o] Provi des a pay data record for each enpl oyee, each pay
period to the AFPS.

OPDI VS/ Regi ons -- The OPDI Vs/ Regi ons have the foll ow ng
responsibilities:

o] Provides tine and attendance (T and A) data to the HHS
Personnel / Payroll O fice.

o] Expedi ti ously posts payroll accounting transactions
provi ded by the AFPS into their accounting systens.

o] Initiates corrective payroll accounting transactions for
an enpl oyee for one or nore past pay periods.
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C.

Division of Financial Systens Integrity (DESI) -- The DFSI is
| ocated in the OS/Ofice of Finance and has the follow ng
responsibilities regarding the AFPS:

o] Serves as a |iaison between OPDI Vs/ Regions and the Centra
Payroll O fice.

o] Devel ops financial systens requirenents and policy
regarding financial systens standards, data structures and
interface techniques necessary to comuni cate between
OPDI V/ Regi onal financial systens and Departnental systens.

o] Monitors and coordi nates the Departnental and
OPDI V/ Regi onal activities.

7-10-40 HHS CENTRALI ZED PAYROLL SYSTEM

A

General -- The HHS centralized payroll system enconpasses
procedures for conputation of conpensation and benefits,

mai nt enance of | eave and retirement records, payroll services
and related record keeping for U S. civilian enployees. It is

i npl ement ed wor | dwi de wherever U.S. civilians are enpl oyed by
HHS. The mmj or HHS organi zati onal conponents involved with this
system and their responsibilities are as fol |l ows:

o] Personnel and Pay Systens Division (PPSD) -- The PPSD is
responsi bl e for adm nistering the HHS centralized payrol
system This includes the propriety of civilian payrol
records for approximately 120, 000 enpl oyees. The Divi sion
is also responsi ble for managi ng and conducti ng payr ol
accounting, reconciliation, pay adjustnent processing, and
produci ng payroll reports.

In addition, the Division processes all actions relative
to separated enpl oyees, including SF-2806 (Individua
Retirenment Record), |unp-sum annual |eave paynents, and
conpl eti ng unenpl oynment conpensati on forns.

o] Systens Engi neering and Mai ntenance Division (SEMD) --The
SEMD i s responsible for maintaining the HHS aut omat ed
personnel / payrol | system and subsystens. |n carrying out

its m ssion and functions, SEMD uses the automated data
processing facilities and support of the Division of
Comput er Research and Technol ogy (DCRT), Nationa
Institutes of Health (NI H).
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o] Systens Inteqgrity Division (SID) -- The SIDis
responsi ble for validation and user acceptance of al
aut omat ed products, services, and information produced by
and for the HHS automated personnel/payroll system and
subsyst ens.

Accordingly, SIDis responsible for the quality assurance
of new system subsystens, mmjor enhancements, and changes
made to the automated systens that are controlled by the
O fice of Human Resources |Informati on Managenent (OHRI M,
as well as conducting acceptance testing of application
sof tware and devel opi ng procedures for use by the HHS

aut omat ed personnel /payroll system and subsystens.

o] Systens Network Division (SND) -- The SND is respons-
i ble for product distribution via the avail abl e net-works
as well as nonitoring and maintaining the net-works'
products, services and information produced by and for the
HHS aut omat ed personnel /payroll system and subsystens.

B. Processing Functions -- The HHS payroll system consist of the
foll owi ng functional areas:

o] Mai nt enance Activity -- Maintains current and historica
pay, leave, T and A and retirenent data for each enpl oyee.
To acconplish this the system

1. Accepts edited payroll data in accordance with Title
5 and other related regul atory gui deli nes.

2. Updat es enpl oyee records (including salary rate, | eave
accrual, and expense records) based on each personne
action transaction.

3. Updat es enpl oyee records to reflect across the broad
entitlenment and/or deduction changes.

4. Cal cul ates projected annual | eave bal ances.

5. Stores lunp sum | eave hours to be paid separating
enpl oyees.

6. Updates a tine history data base each pay period to
i ncl ude detail, pay period, quarter-to date, and
year-to-date pay data for each enpl oyee.

7. Updates retirement data including nane, service
hi story, and fiscal history for each enpl oyee.
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8. Updates | eave data to reflect | eave wages and
bal ances for each enpl oyee.

9. Mai ntai ns historical data by pay period.

o] T and A Processing -- Collects T and A and | abor-rel ated
data and edits these against the naster enployee record
and reference tables on a daily, weekly, and/or biweekly
basis. Refer to the Guide For Tinekeepers for detailed
instructions on these functions. The T and A processing
functions:

1. Support the collection of T and A data.

2. Support the collection of work hours, |eave hours,
and all other pay related hours.

3. Support the collection of |abor distribution hours by
the classification code structure.

4. Provide for the collection of T and A data on a
daily, weekly, and/or biweekly basis.

5. Cal cul ate and adj ust weekly hours based on Fair Labor
St andards Act (FLSA) requirenments.

6. Support the correction of current and prior pay
period T and A records.

o] Leave Processing -- Processes and controls | eave
advances, accruals, conversions, transfers, usages, and
forfeitures for each enployee. To acconplish this the
payrol | system

1. Accrues each type of |eave which can be accrued.

2. Generates detail audit trails and controls data to
ensure that all reported | eave hours are processed
accurately.

3. Records | eave accrual s for enpl oyees.

4. Processes both current and prior period | eave
transactions on an effective pay period basis.
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o] Pay Processing -- Calculates gross pay and al | owances,
deducti ons, enpl oyer contributions, and net pay for each
enpl oyee. The pay processing functions:

1. Process both current and prior period adjustnents.

2. Comput e pay according to the tinme worked and/or |eave
t aken, based on approved dat a.

3. Conmput e pay of various types, e.g., special pay,
retention pay for conm ssioned officers, awards for
SES, nmerit pay, and cash awards.

4. Cal cul ate overtinme based on FLSA and Title 5
requirements.

5. Calculate premiuns and differentials as a percentage
of base pay, and set dollar amounts.

6. Record gross pay, deductions, and net pay, generating
i nformati on to update other functions and ot her
systens as appropriate, including the primry
accounting systens.

0 Report Processing and Reconciliation -- Accesses,
mani pul ates and formats data to satisfy accounting,
regul atory, and managerial information requirenents,

i ncluding required reporting to OPM  Provi des payrol
data for conparison and reconciliation with accounting
systens to ensure accuracy and conpl eteness. The report
processi ng functions:

1. Produce reports required by Treasury, |IRS, Social
Security Adm nistration, the Labor Departnment, OPM
and OVMB, as well as reports for state and | ocal
taxing authorities at required intervals.

2. Produce all reports and vouchers necessary to
recogni ze payroll expenses, establish related
receivables (e.g., admnistrative debts) and disburse
all related paynents.

3. Cenerate required reports for separating or
transferring enpl oyees: SF 1150, Record of Leave
Dat a; SF 2806, Individual Retirement Record; and SF
2807, Register of Separations and Transfers.

4. Provi de for tax deduction reporting, reconciling, and
correction processing for each taxing authority.
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C.

System Interface -- The HHS payroll system (civilian and
comm ssioned officers) generates a feeder record for every
execution of a conputerized payroll run. 1t consists of an

extract of information about each enpl oyee, such as basic
accounting classification data and dollar anpbunts for every pay,
benefit, allowance, deduction, |eave and collection field. This
feeder record is provided to the AFPS which serves as the |ink
bet ween the centralized payroll system and the decentralized
accounting activities. A listing of feeder record information
is contained in Exhibit 7-10-A.

7-10-50 ACCOUNTI NG FOR PAY SYSTEM ( AFPS)

A

General Overview

The AFPS acts as the interface between the HHS payroll system
and the OPDI V/ Regi onal accounting systems. This interface is
facilitated by a feeder record (see listing in Exhibit 7-10-A).
The AFPS translates the data related to civilian enpl oyee and
commi ssioned officers pay and benefits into a series of
accounting transactions by the required accounting
classifications and al so conmpil es payroll data by appropriation
for the Payroll SF-224, Statenent of Trans-actions. Exhi bit 7-
10-B provi des an AFPS systens flow chart as well as show ng

i nkage to the HHS payroll systemand the primary accounting
systens of the OPDIVs/Regions. Exhibit 7-10-C provides a
narrative explanation of itens 1 through 20 on the flow chart.

Pr ocessi ng Functi ons

o] Accounting Transactions -- These are transactions
generated that reflect payroll data summarized at the
Common Accounting Number (CAN) and Object C ass (COC)
| evel . These transactions are provided to the OPDI Vs/
Regi ons to update their accounting systens and reflect al
charges and credits to the OPDI V/ Regi onal appro-priations.
They are formatted in the standard HHS 160 character
record format described in Chapter 3-20 of this manual
The follow ng transacti on codes described in Chapter 4-40
are used in payroll accounting:

Payrol|l Generated Transacti on Codes

052 Estimated Obligations and Accrued
(Projected) Unpaid Personal Services Costs
and Rel ated Benefits

096 Accrued Leave Earned/Liability to Pay

097 Transfer of Leave Balances In (+)
or Qut (-)

183 Disbursenments - Payrolls Not Previously
bl i gated or Accrued
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Recei vabl es/ Col | ecti ons Transacti on Codes

236 Collections - Billed

237 Collections - Unbilled

242 Col |l ection of Unused Travel Advance and
Ener gency Enpl oyee Paynents

330 Accounts Receivable - Refunds

o] Payrol |l Di sbursenents -- These are di sbursenent
transactions provided for each specific type of pay by OC
codes as defined in Chapter 4-50. The different codes are
based on various combi nati ons of pay plan,
per manent/tenporary position code, and tour hours. These
transactions are generated when the regular, mni, and
suppl emental payrolls are produced. The payrol
di sbursenments include the payroll expenses for both
civilian and conm ssioned officers.

o] Monthly Payroll Accruals -- These transactions accrue
the sal ari es and wages earned during a given nonth.
Transactions are provided for both civilian and
commi ssioned officer payrolls and are based on the nunber
of work days earned in a given nonth, but not paid during
that sanme nonth. The civilian accrual is equal to the
nunmber of work days left in the nonth tinmes ten percent of
the amount of the current bi-weekly gross pay. Normally
the comm ssioned officers are paid on the first day of the
mont h foll owi ng the nonth pay was earned. Wen this
occurs, the accrual for the current nonth will be one
hundred percent tines the pay for the previous nonth.
There is no accrual made in nonths that conmm ssioned
officers receive their pay on the last day of the nonth.
These accruals are included in the accounting transactions
provided to the OPDI Vs/Regions. Reverse transactions are
al so provided for all accruals when the actual pay is
recorded.

o] Leave Accruals -- Accounting transactions are provided
for | eave earned, | eave used, |eave transferred to HHS,
| eave transferred out of HHS and | eave transferred between
HHS agencies. The transactions for each pay period
reflect the current pay period |l eave activity and include
adj ustnents for pay rate changes.
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OMB requires that the | eave for enpl oyees be funded either
at the tine |leave is used, or at the tinme | eave i s earned,
when specifically authorized by | aw

The pay system does not have the information to determ ne
whi ch transactions to provide to nmeet the above

requi rement. Therefore, the OPDIV/ Regi onal accounting
systenms must meke this distinction through information in
their systens which identifies the type of appropriation.
Accordingly, |leave earned and used is classified by OC
codes in the 50 series (Unfunded Itenms and Adjustnents),
since the major portion of all |eave applies to unfunded
activity. Wen OPDI V/ Regi onal accounting systens process
| eave data, they nust provide for converting the | eave
data applicable to funded appropriations to the
correspondi ng OC codes 11.8E through 11.8M This
procedure is described in detail in Chapter 4-50-10C.

o] Adj ustnents to Accounting Transactions/CAN Corrections --
The capability to correct the accounting for prior pay
peri ods pay and benefits costs, generate corrected
accounting transactions and reflect all associ ated changes
on the Payroll SF-224 is provided. This process allows
t he OPDI Vs/ Regions to access the pay and benefit database

using an on-line, formatted screen as illustrated in
Section 2.11 of the Accounting for Pay Systens User
Manual .

The system generates adjusting accounting transactions to
reverse the charges for incorrect CAN(s) and to charge the
correct CAN(s) for one or several past pay periods at one
tinme.

A CAN correction process is also provided which allows the
OPDI Vs/ Regi ons to nmake individual and mass CAN changes to
t he personnel system

o] Labor Distribution -- This process provides the ability
to distribute pay and benefits costs to one or nmore CANs
other than the CAN residing in the enpl oyee's personne
file. Under this process, |abor distribution data can be
captured by the T and A systemor by | abor distri-bution
tabl es. \When | abor distribution data is integrated with
the T and A data collection process, the distribution data
is provided on a separate record. The T and A data is
provided to the personnel/payroll system for processing.
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A formatted screen is provided for entering |abor
distribution data to the tables. The tables can
distribute costs on either a one tine or recurring basis
for both civilian and comm ssioned officers.

Pay and benefit costs can be distributed in various ways.
Some of the ways are:

1. A percentage of gross pay and total benefit cost.
2. A percentage of a specific benefit cost.
3. A percentage or nunber of hours by pay type.

4. A percentage of a payroll CANNOC to be distributed to
ot her CANSs.

A feeder record (see 7-10-50A and Exhibit 7-10-A) fromthe
HHS Payrol |l Systemis used along with |abor distribution
data to generate accounting transactions for each CAN
identified on the |abor distribution file.

o] Enpl oyee Accounts Receivable and Related Collections --
The capability to request the Payroll Accounting Goup to
of fset the salary of enployees who owe for debts such as
del i nquent travel advances, tel ephone charges, etc, is
provided. The OPDI Vs/ Regi ons may enter the request by
using an on-line formatted screen. The Payroll Accounting
G oup conputes and manages the collection of the
recei vabl es based upon established policy and procedures
(see Chapter 10-41-120). The funds recovered by offset
are deposited to the OPDlI V/ Regional appropriations on the
Payrol | SF-224 and col |l ection accounting transactions are
generated to the accounting system

o] Split Payroll -- Special processing for payrolls that
cross fiscal years is provided so that the correct portion
of the payroll is recorded in the respective fiscal year

A feeder record (Exhibit 7-10-A) is provided for each
payroll cycle in the pay period. The payroll is split
based upon the nunber of work days in each fiscal year and
accounting transactions generated to the OPDI Vs/ Regions
for both the old and new fiscal year CANSs.
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o] SE-224 Process -- The SF-224 process summari zes voucher
paynments (SF-1166), collections/cancel ed checks, and ot her
paynment schedul es by appropriations.

In the SF-224 process, an appropriation is assigned to
payrol | records based on the CAN. A CAN appropriation
table is used to validate the CAN. Any CAN which is not
on the table is charged to a suspense CAN desi g-nated by
each agency. Payroll charges not identified to a CAN are
assigned to a specified appropriation in the Ofice of the
Secretary pendi ng resol ution.

The CAN appropriation table can be updated by the
OPDI Vs/ Regi ons on-line or through a batch process.

An SF-224 report file to be transmtted to Treasury
monthly is provided. This file is also available to the
OPDI Vs/ Regi ons for downl oadi ng.

o] Pay and Benefits Database -- A pay and benefits database
i s maintained which contains detailed historical pay and
benefit data for each enpl oyee by pay period. The
dat abase is available to OPDI Vs/ Regions for on-line
guery, report generation, and downl oadi ng.

C. Reporting Functions.
o] OPDI V/ Regi onal Reports -- Standard reports are provided

to the OPDI Vs/Regions (e.g. name |isting and CAN OC
report) and a nmethod for users to produce ad hoc reports.
On-line query of the pay and benefits data-base is

provi ded and the OPDI Vs/ Regi ons have the capability to do
on-line queries for an individual or for a group of

i ndi vi dual s.

The AFPS produces reports that are used by the OPDI VS and
Regi ons. Listed below are the standard reports generated
fromthe Civilian and Comm ssioned O ficers pay.

1. SF 224 Report - Statenent of Transactions (OPD VS and
Regi ons)

2. Dat a Fl owback Name Listing (OPDIVSs)
3. Agency CAN Cbject C ass Summary Report (OPDIVS)

4, RAS Data Fl owback CAN and Obj ect Cl ass Summary
(Regi ons)
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o] Payroll Accounting Reports -- A nunber of Departnent-
| evel reports are generated on the total value of each
payroll feeder record (Exhibit 7-10-A) to be used by the
Payrol | Accounting G oup of the HHS Personnel and Pay
System Di vi sion. The "gross expenditure" (pay plus
al | owmances plus enpl oyer contributions m nus
refunds/col l ections) is generated and all the totals (in
detail) are reported to the Payroll Accounting G oup.
O her audit-type reports contain deduction information
(i.e., taxes, retirenent, health benefits). These reports
are conpared, during the reconciliation process, to run
statistics provided by the "Payroll Conpute Pay" sub-
system and formthe basis for the net pay certifications
sent the U S. Treasury. The conparison of these reports
(reconciliation) ensures that all reported expenditures
equal conputed costs. The official ambunts needed to
control the Departnent's various trust, deposit and
suspense accounts is provided to the Payroll Accounting
Goup. In addition, the system provi des appropriation
data used by the Payroll Accounting Goup to prepare the
nont hly SF-224.

The AFPS produces reports that are used by the Payrol

Accounting Group. Listed below are the standard reports

generated fromthe Civilian and Commi ssioned O ficers pay.
1. Appropriation Summary Report

2.  Appropriation Summary Report by
Agency and Accounting Poi nt

3. HHS Feeder Audit

4. G oss Expenditures to Net Pay
Prelimnary Control Totals

5. DCP report Data Fl owback CAN and
bj ect Class for Reconciliation

6. A-93 Summary HQ Only

7. Cl ass | Deduction Report

8. PLUG program Run Statistics Report

9. SF-224 Report - Statenent of Transactions

10. FI CA Exception Report
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11. Retirenment Report

12. City Tax Report

13. Cost Sunmmary Report

14. Commi ssioned O ficers Payroll Feeder Audit Report

15. Commi ssioned O ficers Payroll Detail Report

16. Commi ssioned O ficers A-93 Report

17. Dat a Fl owback CAN and Obj ect C ass Summary

18. Commi ssioned O ficers Report
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LI STI NG OF FEEDER RECCRD | NFORVATI ON

Char ge CAN Nunber

Soci al Security Nunber
Pay Period Number

Ti nekeeper Number

Nanme of the Enpl oyee
Pay- Pl an

Grade and Step

Hourly Rate

Organi zati on Code
Appropriati on Code
Home CAN Nunber

Addr ess Dat a

Tax Codes

EFT Dat a

Leave Category

Annual Leave Bal ance
Si ck Leave Bal ance
Adm n Leave Bal ance
Leave Earned in Each Category
Leave Used in Each Category
Dol I ar Amounts for:

Base Pay Uni form Al | owance
Overtine Cost of Living Allowance
Ni ght Differential Pay O her Benefits

Hol i day Pay Trai ning All owance
Sunday Pay

Lunp Sum Leave Pay CSRA Contri bution

I ncentive Pay FI CA Contribution

Post Differential Pay FEG.lI Contribution

Enpl oyee Awards Pay FEHBA Contri bution
Federal Tax Deduction Annui ty Pay

State Tax Deduction Earned | ncome Pay

FEG.lI Deducti on PCA Pay

Bond Deducti on MEDI CARE

FI CA Deducti on M LI TARY COLA

CSRA Deducti on

FEHBA Deducti on FERS Deducti on ( Enp/ GVT)
Levy Deducti on Federal Thrift Savings Plan

Quarters Deduction
Subsi st ence Deducti on
Laundry Deducti on

Ref und Deducti on

O her Deductions
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“ ACCOUNTI NG FOR PAY SYSTEM | NTERFACE ( AFPS)
SYSTEMS FLOW CHART”

NOT AVAI LABLE I N ELECTRONI C FORNMAT
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ACCOUNTI NG FOR PAY SYSTEM | NTERFACE ( AFPS)
(Expl anation of Exhibit 7-10-B Itens 1 through 20)

1. Per sonnel Acti ons

Personnel actions are initiated through the use of SF-52,
Request for Personnel Action. Data fromthese fornms are entered
into the personnel file.

2. Personnel File

The personnel file is a repository of personnel and pay data.

3. T and A Processing

Ti nekeepers report enployee time and attendance (T and A) data
in accordance with Departnental procedures outlined in the HHS
Gui de for Ti nekeepers Manual published by The Technical and
Program Servi ces Group of The Personnel and Pay Systens

Di vi si on.

4. Labor Distribution Tabl es

Labor distribution tables are an optional feature of the
Accounting for Pay System (AFPS), for use at the discretion of
each of the OPDIVs/Regions. The system provides the capability
to distribute pay and benefits costs based upon a pre-determn ned
formul a.

5. Labor Distribution

The | abor distribution system provides for pay and benefits to
be charged to one or nore CANs ot her than an enpl oyee's usual
CAN. Based on data generated fromthe T and A process or data
obtained fromthe | abor distribution table(s), this system
conputes distributions of pay and benefits costs. This data is
integrated with the pay period payroll records for subsequent
bui | di ng of accounting transactions.

6. Accounti ng Adjustnents

The accounting adjustnent process provides on-line access
to correct accounting transactions for past pay periods,
distribute pay and benefits costs retroactively and
correct/adjust |abor distributions for past pay periods.
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7.

10.

11.

CAN Corrections Process

The CAN correction process provides for on-line CAN correct-ions
to the personnel file. It also provides for batch updates to
accommodat e mass CAN changes. Changes, in batch form are
generated fromthe accounting adjustnment process.

On-line Term nal | nput

This is a formatted screen for entering | abor distribution data,
maki ng CAN corrections and accounting adjustnents.

Conm ssi oned O ficers Payrol

The comm ssioned officers payroll is processed on a nonthly
basis through the HHS centralized payroll systemto the AFPS.

The | abor distribution systemis available for use in the
commi ssi oned of ficers payroll

Payrol |l Processing

The HHS centralized payroll system conputes civilian enployee
pay and benefits and is al so used to process conm ssi oned

of ficer payroll data. This system generates 1) feeder records
for civilian enpl oyee and conm ssi oned officer payrol
accounting; 2) maintains cal endar year data by enpl oyee for
certain personnel and |IRS requirenents; 3) generates SF-1166,
Schedul e of Payment, and other paynent schedule data to the
Payrol | Accounting Group for use in reconciling SF-224 Reports;
and 4) processes enpl oyee accounts receivable collections and
sal ary offsets.

Accounting for Pay System

Feeder records fromthe payroll systeminclude detail pay data
for each enployee. These records are used in the AFPS. This
system performs the follow ng functions:

o] Creates payroll accounting transactions in the HHS
160 character record format for interfacing to the
OPDI V/ Regi onal accounting systens.

o] Generates data records to the OPD V/ Regi onal pay and
benefits accounting data file.

o] Assi gns appropriation nunbers to incom ng feeder
records based on data in the appropriation table.
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12.

13.

14.

15.

16.

o] Accepts data records for enpl oyee accounts receivable
and col l ections via input fromthe Payroll Accounting
Group.

o] Splits payrolls that cross fiscal years so that the
correct portion of the payroll is recorded in the

respective fiscal year

o] Conpi | es payroll data by appropriation for SF-224 to
i nclude | abor distributions.

The data records are made avail able to the OPDI Vs/ Regions via
on-line data retrieval

OPDI V_Accounti ng System

Accounting transactions are generated to the OPDI V/ Regi ona
accounting systenms fromthe AFPS to reflect the appropria-tions
charged on the payroll SF-224 report. Adjusting accounting
transactions are generated by the accounting adjustnment process.
The accounting transactions are at the FY/CANOC | evel in the
standard HHS format.

Appropriati on Tabl e/ CAN Tabl e

This is the table mai ntenance process for inputting data into
the central appropriation/CAN tables. Data may be input on-line
via a formatted screen process or in batch nmode fromthe

OPDI Vs/ Regi ons.

Pay and Benefits Accounting Data File

This fil e/ database contains detail pay data for each enpl oyee by
pay peri od.

Reports

These are standard reports e.g., nane |isting and CAN OC
reports. See 7-10-50C for a listing of all standard reports
produced by the AFPS.

Ter m nal

A termnal is used by the OPDI Vs/Regions for on-line access to
the pay and benefits accounting data file via a term nal
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17.

18.

19.

20.

SF-224

The SF-224, Statenment of Transactions, is prepared by the
Payrol | Accounting G oup for subm ssion to Treasury.

Payrol |l Accounti ng

The Payroll Accounting G oup reconcil es paynent and coll ection
data by appropriation and is responsible for the issuance of the
SF-224's. It also records and col |l ects enpl oyee accounts
receivable to be collected by salary offset.

AR

As a part of the AFPS, there is an automated nethod for the
OPDI Vs/ Regions to transmt accounts receivable (AR data to the
Payrol | Accounting Group to initiate collections by salary

of f set .

Reports (Payroll Accounting)

The AFPS generates a nunber of Departnent-level reports to be
used by the Payroll Accounting G oup. See page 13-14 for a
listing of these reports. Reports are compared during the
reconciliation process and are used to formthe basis for the
net pay certifications to Treasury. These reports al so ensure
that all reported expenditures equal conputed costs.



