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General Information

Purpose
This document contains information pertinent to the migration of DCPDS to Oracle 11i.  It primarily covers CPOC roles and the impact on the processing of personnel actions prior to, during, and after the transition period. 

This is a living document.  Changes will be made as more information is available about the Oracle 11i migration process. Highlighted sections are being checked.

Changes – 22 Jul 2003
Changes from the last version are in red and are primarily in the following sections:

· Emergency action processes, p. 8 – instructions for payroll Remedy tickets have been updated.

Overview of migration
Oracle HR, the COTS software that forms the basis for DCPDS, is being upgraded to Oracle 11i (a web-based version) from 18 Jul 2003 to 1 Aug 2003.  This is a DOD initiative and will affect all DOD databases and all DOD components.  The upgrade will entail a transition period when DCPDS will not be available to users.  The processes described in this document will impact all CPOCs and their customers.

For more information
This document and other information related to Oracle 11i (and specifically for Army) is being posted on CPOCMA’s web site and will be updated as information becomes available.  This website is located at  http://www.cpocma.army.mil/oracle11i/index.htm.  Watch the “Updates” section and be aware of the posted dates when using information from this website.

CPMS also has a web page with Oracle 11i information at http://www.cpms.osd.mil/regmod/oracle_11i-Migration.htm. 

Marketing information
Marketing information for managers (end users) and CPACs is available on CPOL.  This is through a link in the “What’s New” section on the CPOL home page titled “Centralization of the Army’s HR Databases and Upgrade to Oracle 11i.” This provides general information about the migration and information on suggested time frames for submission of personnel actions by managers.  This information will be updated periodically, initially by removing references to the centralization phase.

Differences from centralization
Since the Oracle 11i migration is essentially a “software upgrade,” it will not have a significant effect on database tables in DCPDS.  Unlike the centralization process that was recently completed:

· Users will not require new user IDs and passwords.

· RPAs will remain in their current inbox locations in DCPDS at the time of the shutdown (18 Jul) and will not require any sort of “pipeline” process.

· Personnel actions can be processed using projected effective dates (however, actions effective during the transition period will not consummate until after the transition period has ended). 

· Position records and Position Org Address (POA) data will remain in the database unchanged.  The special “place holder” positions used during the centralization transition (for organizations that had no encumbered positions) will not be needed.

CPOCMA POCs
· Technical POC – Rami Dillon (rami.dillon@cpocma.army.mil), DSN 458-1710.

· Functional POC – Margaret Gale (margaret.gale@cpocma.army.mil), DSN 458-1748.

· Payroll POC – Barb Scott (barbara.scott@cpocria.army.mil), DSN 793-4660.

· Training, marketing, and website POC – Greg Wert (greg.wert@cpocma.army.mil), DSN 458-1729.

· ABC-C POC – Cynthia Porter (cynthia.porter@cpocswr.army.mil), DSN 856-6240.

Availability of Applications

Transition period
The transition period for the Oracle 11i migration will be from 1700 hours on 18 Jul 2003 (central time) until 1 Aug 2003 (time to be determined), during which time DCPDS will not be available.  On 1 Aug 2003, DCPDS will be available but for CPOC use only.  On 4 Aug 2003, DCDPS will be available to all users.  There is a remote possibility that the migration may be completed sooner than 1 Aug 2003, and, if so DCPDS will be made available sooner.  Key dates are shown on the calendar on the CPOCMA Oracle 11i web page. 

ART and CSU availability
ART and CSU will continue to be available through the transition period, but they will not be refreshed during the transition.  A final refresh of these applications will be run after 1700 hrs 18 Jul 2003 (central time), so the data will be as of that date throughout the transition period.  

Other HR applications
Availability of other HR applications that are currently maintained at the Army Civilian Data Center (the “central site”) and HQDA (such as RESUMIX, HEAT, DEUCES, BOA, etc.) will continue to be available during the Oracle 11i migration period.  However, any and all interfaces and data feeds from/to the DCPDS HR database will be suspended. 

Personnel Action Processing

Actions Prior to Migration

DCPDS update deadline
The last day to update DCPDS prior to the transition period will be 18 Jul 2003.  DCPDS will remain up until 1700 hours (central time), after which regular end of day processes (including final refreshes) will be run.  

See Pay rejects, p. 10, for information on pay rejects on actions input immediately prior to the transition period. 

Projected personnel actions
Unlike the centralization project, the migration to Oracle 11i will allow personnel actions to be input with “projected” effective dates.  This means that CPOCs can process actions to include updating DDFs and doing the “Update HR” step prior to the system shutdown.  However, actions will not consummate (update the database, produce the SF50, produce the Pay500 to flow to payroll) until the actual effective date of the action.  Since the system will be down from 19 Jul until 1 Aug, any actions that are processed prior to shutdown will remain unconsummated until the system comes back up.  At that time, any actions that had been processed prior to the shutdown will all consummate.  

· Actions that are effective from 19 to 26 Jul in particular will be subject to the “emergency actions” provisions (see Emergency action, page 7).  Actions that qualify as emergency actions will need to be manually prepared (e.g., FormFlow SF50 or equivalent), and faxed to payroll with a payroll Remedy ticket.  

· Most actions that are effective during the pay period starting 27 Jul will not need the emergency action provisions since DCPDS should be back up in time to meet the payroll deadline for that pay period.

Suspense information for managers
Information for identifying actions that are due prior to or during the transition period can be obtained directly by managers from the following (CPOCs and CPACs are encouraged to remind managers about these tools):

· ART Suspenses tool.  This tool provides information on actions that will be due within the next 30 days.  

· CSU Suspense Report.  This report is one of the “canned” reports available in the CSU Application.  It allows the user to input “from” and “to” dates of the suspense period to be used.

Personnel action timeframes
Personnel actions that are to be effective during or around the transition period need to be received in the CPOC as promptly as possible so that they can either be processed prior to or just after the system shutdown starting on 18 Jul 2003.  

· Actions that are to effective from 13-18 Jul 2003 need to be processed prior to the start of the transition if at all possible.  
· Actions that are to be effective from 19-26 Jul will not consummate until after the transition period and will be subject to the emergency action provisions (see Emergency action, page 7). 
· Actions that are to be effective during the 27 Jul – 9 Aug 2003 pay period will need to be processed promptly as soon as DCPDS is again available.  Having these actions in the CPOC ahead of time will allow the CPOC to stage and prioritize these actions in order to process them as quickly as possible after the transition period.
· The following suggested timeframes will help insure that actions are processed timely, however, CPOCs will attempt to accommodate actions that are received after these timeframes.  

Actions effective 13 Jul-9 Aug
In CPOC by

Actions that may affect pay (accessions, promotions (temporary and permanent), extensions of temporary and term appointments, changes to lower grade, return to duty, and position actions such as position review that may result in a pay change).  
COB 3 Jul 

Routine actions (awards, non-pay actions, extensions of temporary reassignments).
COB 10 Jul 

Paperwork and documentation associated with in-processing new hires and CAOs effective 13-14 Jul 2003.  CPACs need to forward inprocessing documents to the CPOC promptly for 13-14 Jul EODs, and coordinate closely with the CPOC for EODs on 15-18 Jul.
COB 15 Jul 

Extensions of temp and term appointments
Requests for extensions of time-limited (temp and term) appointments that are expiring during the transition period need to be in the CPOC in sufficient time for the CPOC to process the extension prior to the start of the transition period.

· Appointments ending between 17 Jul and 3 Aug 2003: 

· If the appointment is to terminate, no action is required.  The appointment will terminate by suspense.  Note, although this might technically fit the definition of an emergency action since it is conceivable that an employee could be overpaid, if no hours of work are entered on the time card this should not occur. 

· If the appointment needs to be extended, the extension must be processed before the system shutdown on 18 Jul 2003 and must be extended to a date past 3 Aug 2003.  This will insure that the termination action will not generate automatically when the first futures and suspense processes are run after the transition.

· Appointments ending after 3 Aug: No action required until DCPDS is back in production.

Position end dates
Occupied positions that are end-dated with a date earlier than 4 Aug 2003 need to be un-end-dated prior to the start of the Oracle 11i migration period, otherwise the employees occupying these positions will be placed in an “eliminated” status.  CPMS will be providing a list of these positions, and CPOCs will need to make these corrections.  Note:  it appears that the problem end-dated positions in Oracle 11i is no longer a problem.

Emergency Actions

Emergency action definition
By DFAS and CPMS definition, emergency actions are strictly limited to those that would result in the employee NOT being paid at all or being OVERPAID.  NOTE: All actions must be forwarded to DFAS prior to the designated payroll deadline (i.e., 30 July for OA records, 28 July for other DFAS records).

In accordance with the CPMS/DFAS definition, the following actions are deemed “emergency” actions: 

NOAC
Description

001 and 002  


Cancellations and corrections if they would result in the employee getting overpaid and are discovered when DCPDS is not available. 

1##
Accessions effective thru 26 Jul 2003 -- includes new hires that were not processed prior to the 18 Jul shutdown.

2##
Return to duty actions effective through 26 Jul 2003 (if there is no RTD action, employee cannot get paid).

300-304
Retirements effective between 18 Jul – 1 Aug 2003.

312
Resignation ILIA

330
Removal effective through 26 July.

350
Deaths.  CPACs should continue to send documents directly to ABC-C.

312
Resignation –In Lieu of Involuntary Action effective through 26 July 2003.

450-452
Suspension effective through 26 July.

713
Change to lower grade effective through 1 Aug 2003:

· If not from a temporary promotion.  

· If from a temporary promotion but DCPDS does not have a permanent salary to revert to (e.g., an employee who is temporarily promoted to d a different payroll office and the employee’s permanent salary resides at the former payroll office).

· CLG from temporary promotion will otherwise automatically return the employee to their former rate and are not “emergency” actions.

760, 762, 765
Extension of Appointment NTE, Extension of SES Limited Appointment NTE and Extension of Term Appointment NTE effective between 19 –26 July

Emergency action List
Each CPOC should maintain a listing of all emergency actions forwarded to DFAS and check DCPS to ensure that the manual update has been accomplished by the DFAS pay technician.  This listing should be sent to CPOCMA (Barbara Scott and Margaret Gale) by COB 28 July 2003.  The listing should include Name, SSN, NOA, Effective Date, Remedy number and date Remedy ticket was submitted.  

Emergency action processes
Emergency actions (except retirements) should be documented on a FormFlow SF50 (or equivalent) and faxed to payroll with a Payroll Remedy entry for each.  The Remedy ticket should show (for Denver, Pensacola, and Charleston):

· Title = "SF50" (from the drop down menu list)

· Inquirer Type = "Personnel" (from the drop down list)

· Details of Inquiry block = put “EMERGENCY 11i ACTION” in the first line of the details field.

Retirement packages can be submitted to Payroll without an SF50.   

Not emergency actions
Underpayments resulting from WGI, Promotions, Awards, and like actions will be computed retroactively following restoration of DCPDS operations and are NOT considered emergency actions.  Actions effective during the 27 Jul – 9 Aug pay period will normally not need to be treated as emergency actions since we should be able to get these into payroll prior to the 12 Aug 2003 payroll deadline.

Group emergency actions
When there are like NOAs, same date, same SOID, one remedy ticket with a spreadsheet that provides information (i.e., name, SSN, NOA, effective date, etc.) may suffice rather than separate FormFlow SF50s for each.  Different actions will require different documentation for payroll.  Once an action has been determined to be and approved as an ‘emergency’ action, the component/region payroll POCs should work with the payroll office POC and determine the best way (i.e., one Remedy, several remedies, spreadsheets, faxes, etc.) to submit the emergency action(s) to payroll, plus any additional information that payroll would need to ensure the employee is paid correctly.

Other situations
For any other circumstances that might constitute an “Emergency” action, contact Janie Morrison, HQDA FAB (Army Payroll POC) prior to submitting faxed documents or payroll Remedy tickets to payroll.  Janie will review the action to determine if it meets the criteria of an emergency action, and will work with CPMS if there are questions.  

MEDCOM direct hires
While not emergency actions, direct hire actions by MEDCOM have been granted an exception to exercise their direct hire authority using an effective date during the transition period.  Such requests should be submitted to the Customer Focused Branch via email and MEDCOM should advise these individuals that their pay may be delayed.   These requests will be regulatorily approved by the CPOC and RPAs will be processed after DCPDS is operational.

Pay rejects
Per CPMS and DFAS, payroll rejects received during the transition period (mostly rejects on actions input during the last few days before DCPDS goes down on 18 Jul 2003) may be handled as emergency actions only if the employee will not be paid or would be overpaid as a result of the rejected transaction.  All other rejects are to be held for resolution following completion of the Oracle 11i migration.   

· Although DCPDS will be down and unable to accept reverse interface data (the normal way that payroll rejects are received), pay reject data will be made available similar to the way this was done during the centralization transition.

· Reject actions that could result in an employee not getting paid and thus can be treated as emergency actions include accessions (1##) and CAOs, and any return to a pay status (NOACs 280, 292, 293) unless the reject message is “:PROC—NOA has processed for pay” or “3008 Suspended Transaction has been deleted”.

Other Actions during the Transition Period

CFD work during the transition
During the transition period when DCPDS is not available, ART will contain RPA and personnel information as of 18 Jul 2003. 

· CFDs can continue to use ART along with RESUMIX, FASCLASS, etc., to rate quals; closeout case files; follow up on referrals; classify jobs; conduct in house training; issue announcements, RIF notices, referrals and certificates; do OPF maintenance; work pay rejects; etc.

· CFDs should manually track PPP clearances for emergency accessions and any referral lists issued during the transition period.  Documenting these actions will minimize need for rework after the transition period.

Working with RPAs in ART during the transition
· CFD staff should update the “notes” area of the RPA in ART to reflect the status of actions and pertinent event history information.  Once DCPDS is available, these events will need to be entered into the RPA before updating HR.  Actual event history codes are optional but will need to be used when updating the DCPDS RPA.  Examples:

· Class review (new posn) start 21 Jul compl 23 Jul 03.

· S03000 Vac Annct opened 21 Jul closes 1 Aug 03.

· S09000 First referral list issued 29 Jun 2003.

· Gatekeeper information in ART will be available (to the RPA “owner”) during the transition period.

· Customers will be able to track the progress of actions by notes on the RPA.  

· The RPA Tracker section in the ART Users Guide has instructions for retrieving an RPA record in ART.  The ART Users Guide can be found at http://www.cpocma.army.mil/artguide. The specific address for the RPA Tracker chapter is http://www.cpocma.army.mil/artguide/rpa.htm.

Prioritization of actions during transition
It is recommended that CFD users maintain a list of the priority actions that need to be processed as soon as DCPDS is available.  Priority needs to be given to actions that would result in an employee not being paid at all, or being overpaid, as shown on the following list:

· 100-171 (appointment actions)

· 280, 292, 293 (placement in duty or pay status)

· 300-386 (separation, termination, retirement, death)

· 430, 450, 452, 460, 462, 471, 472, 473 (placement in non-pay or non-duty status)

· 500-590 (conversions)

· 713 (change to lower grade)

· 760, 762, 765, 772, 773 (extensions)

· 866 (termination of grade retention)

Underpayments or delayed payments resulting from late WGIs, promotions, awards, and like actions are not as critical since employees will receive retroactive payment for these types of actions. 

Contingency plans
CPMS and DFAS have contingency plans in place in the event that the migration is not successful.  This is covered in the CPMS document, “DCPDS Oracle 11i Migration Execution Plan,” which is available on the CPOCMA Oracle 11i web site.  

List of new hires
The centralization requirement to maintain a list of new hires for DFAS is not required by the 11i migration contingency plan.  However, CPOCs should maintain a list for timekeepers and let them know that they will probably not see these new employees in the payroll system on 4 Aug (and give them the date when they should be able to input time for these new employees).

· The list of new hires should include the name, SSN, UIC/ORG and date of hire.

Actions after Transition

Processing immediately after transition
CPOCs should ensure that there is sufficient staff available to work personnel actions when DCPDS is once again available.  These individuals will be expected to process a wide variety of actions to stress the system and identify problems.

· CPOCs need to ensure their Emergency Access roster is up to date should the CPOC’s installation go to ThreatCon Delta.  Personnel identified to work actions and test the system must be able to enter the installation.

Payroll deadline
The payroll deadline for inputting actions into DCPDS for the pay period beginning 27 Jul 2003 is Tuesday, 12 Aug 2003.  To receive possible pay rejects back from DCPS, the deadline is 11 Aug 2003 (rejects will be received and can be worked on 12 Aug). 

Retroactive actions
Policy for retroactive actions: Emergency actions and career promotions can be processed retroactively.  The CPOC Director or designee must approve these retroactive actions and the NPA must contain the remark, "This action was processed retroactively due to the Oracle 11i migration of the Army Defense Civilian Personnel Data System (DCPDS) database.”

Other Information

Impact on ABC-C

IVRS/EBIS operation
IVRS/EBIS operation will be available to customers during the transition period. Transactions will be created and held in pending status until DCPDS is operational.  During the transition period, customers and counselors can view their actions in the projected areas of the system.  Information in IVRS/EBIS will be as of 18 Jul 2003.

FEHB carrier feed
FEHB Carrier Feed will run on Wednesdays as usual.  Any transactions created in IVRS/EBIS will flow to OPM and also to carriers.

Retirement processing
Processing of retirement applications will be normal.  Processing of retirement RPAs effective after 18 Jul 2003 will be processed when DCPDS is operational.  Should a retirement be effective during the transition period and the RPA has not been received by ABC-C, ABC-C will create the RPA to process the retirement after DCPDS is operational.

Deaths
Death actions will be manually processed by ABC-C and sent to payroll.  Actions will be entered and processed after DCPDS is operational.

TSP changes
Per ABC-C, TSP transactions that are made by employees during the transition period should not be affected by the DCPDS down time.  

· Transactions that begin or continue contributions are effective on the first day of a pay period (13, 27 Jul and 10 Aug), and terminations are effective on the last day of a pay period (12, 26 Jul and 9 Aug).

· 13 Jul transactions should flow normally (any rejects will need to be fixed promptly by the CPOC).  

· 26 Jul transactions (terminations) should not be affected assuming the termination can be processed before the end of the pay period ending 9 Aug (note, there are very few of these).

· Transactions for the 13-26 Jul pay period should be fine as long as DCPDS is up and flowing transactions prior to the payroll cutoff of 12 Aug 2003 (note, this is being checked).

Workstation Preparation

Desktop PC requirement
The following specifications have been provided by CPMS for using Oracle 11i:

Component
Minimum
Recommended

CPU Type
Pentium II or III
Pentium III or IV

CPU Speed
400 MHz
600 MHz or higher

Memory
128 MB RAM
256 MB RAM

Browser
Internet Explorer 5.0
Internet Explorer 5.5 or higher

Required applications
Workstations that will be used to access Oracle 11i (either for training or for production) need to have two software applications loaded:  

· Oracle Jinitiator, a Java application that needs to be loaded one time, and

· Ghostview, to enable viewing and printing of postscript documents (RPAs, NPAs, DD Forms 1556, NAF Forms 3434, etc.).

All users will need these applications loaded prior to the end of the migration period (1 Aug 2003).  Instructions for loading these applications, and the applications themselves, can be downloaded from the CPOCMA Oracle 11i web page.  

Training for Oracle 11i

Training strategies
CPOCMA has developed some recommended training outlines for various types of users (CPOC, end users) that are posted on the CPOCMA Oracle 11i web site (training information page).  Most of the Oracle 11i changes are “look and feel” changes more than substantive changes to data elements or system functionality, so training requirements should be minimal.  An Oracle 11i training database is also available at CPOCMA for those desiring to do hands-on training (see below).

There are a series of ScreenCam movies available on the CPOCMA Oracle 11i web site that cover the majority of the changes that most users will see.  These can form the basis for any formal training that is conducted, and can also be used by individual users for self-teaching.  The “Short Guide to Oracle 11i Changes” posted on the web page can be used as a handout sheet during training.  CPOCMA is developing a guide for users’ first access to Oracle 11i that will be posted on CPOL.  It will provide step by step instructions for logging in and will cover the other primary changes that end users will need to know. 

Training database
CPOCMA has an Oracle 11i training database available.  It contains a copy of the records and organizational structures from Europe region and thus has a variety of different types of records including appropriated fund (APPR), nonappropriated fund (NAF), and local national (LN) records.  All names have been scrambled so there are no Privacy Act concerns.

Each CPOC has been provided with an initial systems administration user ID that can be used to create additional user IDs, together with instructions on how to do this.  

Address for the training database
The training database at CPOCMA can be accessed by entering the following URL into the workstation’s web browser:

https://mdcpds.apg.army.mil:8007/.  

The instructions in the section on Workstation Preparation, page 13, must be followed before connecting to the training database. 

User IDs for the training database
CPOCMA has user IDs for use with the training database.  Please contact greg.wert@cpocma.army.mil to obtain a user ID or a set of user IDs.  Depending on demand, access for classroom groups may need to be scheduled in advance.

Availability of the training database
The CPOCMA training database is generally available for access at all times (24x7).  

· Patches are being applied to the training database the same as to other Oracle 11i databases.  At this time regular patches are being applied on Monday night, but there will probably be other times when patches will be applied.  During the application of patches, the training database will not be available.  

· For problems with the training database (e.g., system down), please contact one of the following in order:

· greg.wert@cpocma.army.mil (primary) (410) 306-1729, dsn 458

· rami.dillon@cpocma.army.mil (alternate) (410) 306-1710, dsn 458

· kena.koch@cpocma.army.mil (alternate) (410) 306-1745, dsn 458 
· Scheduled processes:  tbd.

Assignment of UICs
Specific UICs in the training database have been assigned to CPOCs for their use in creating user IDs and/or testing.  The list of UICs and assignments is maintained on the CPOCMA Oracle 11i web site.  

· Additional organizations are being assigned for LN and NAF use. 

· CPOCs are asked to avoid using organizations assigned to others when training or testing.  Unassigned organizations can be used as needed. 

New Functionality after Oracle 11i

Changes in 11i
To most users, the migration to Oracle 11i will primarily change the “look and feel” of the application.  There are some changes and new functionality that will be available after the migration to Oracle 11i is complete.  These are summarized in the document, “Short Guide to 11i changes,” on the CPOCMA 11i website.

List of changes
The primary changes in Oracle 11i involve the following (covered in more detail in the “Short Guide” mentioned above):

· Accessing the logon screen is different.

· Toolbar changes (List of Values button is now embedded in data element fields).

· Keystrokes used to start and run queries have been changed ([F11] and Ctrl-[F11] instead of [F7] and [F8]). 

· Viewing date track history has changed, and the position record now has date tracking capability.

· RPA changes are minor, primarily in the navigation, which uses tabs rather than <Prev> and <Next> buttons.

· There are now two versions of the "inbox" available -- the civilian inbox which is similar to the current inbox, and a new "Workflow Inbox" which has changed substantially.  Either one can be used.

· A “Person Summary” is now available which provides quick access to key information about an employee (read only).

· The position window now has a “Find” window associated with it, which makes retrieving a position record somewhat easier.

· The position Quick Copy function is accessed differently.

· The window for viewing print requests is accessed through the “View” menu rather than the “Help” menu.
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