SF52 AWARD ACTIONS

Use PERSACTION to process all awards.  Use separate SF52 for each different type of award, e.g., performance, time-off, special act.  Process OTS cash award as “Special Act or Service Award” and indicate in Part D (Remarks) that it is an “On the Spot Cash Award”.  Maintain award documentation in the organization.  

To Create an Award SF52 

· Click “CREATE” in the In Box and click “OK” to create “Standard Form 52”.   

· Highlight “Award” and click “OK” to display 2nd dialog bsox with list of various “Award” Actions.  

· Highlight type award to display “Transaction Type” dialog box shown below.
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                                                                          Transaction Type Dialog Box

· Click “SINGLE” or “MULTIPLE” to process “List” action and then “OK”.

· Click “OK” at note concerning input of award amount.

· For “SINGLE” award, identify employee as for any other SF52, click in “Total Salary” block on page 2, and enter award amount.  

-     For multiple award, “MULTIPLE” automatically appears in “SSAN”/“Name” blocks on Page 1.

· Click “SSAN” block to display the “LIST ACTION SCREEN”.
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                                                                                         List Action Screen   




· Click “LIST EMPLOYEE” to display the “Employee Select Criteria” dialog box.
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· Following dialog box appears upon selection of “List Employees by Org Component”.

· Highlight the organization code.

                                 [image: image4.png]Please Select the Organization Component

Find %

Oru Code Oru Code Cleartext .
9POTFYZPAA MEA 0000 MEA FO =
9POTFYZPAED MEA 0000 MEA FO
9PO1FYZPAEDA. MEA 0000 MEA FO

foPo1 FvzpaEDB MEA 0000 MEA FO
PO1FYZPAEDC MEA 0000 MEA FO
9POTFYZPAEDD MEA 0000 MEA FO
9PU1FYZPAEDF MEA 0000 MEA FO |
H———7 =

ind oK | cancel





                                              List Employees by Organization Component Dialog Box

-  Click “OK” to view list of all employees in the organization component selected.
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                                                                             Select Employees Screen

· Place “X” in box to left of name to select individual name(s) or click “SELECT ALL”, “UNSELECT ALL”, or “FIND”, as appropriate.

· To use “FIND” to locate a name or SSAN in the pool of records, enter all or part of employee’s last name OR employee’s SSN and click “OK”.
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                                                                        Find Record Dialog Box

· When finished “selecting” employees, click “OK” (Names will appear on the “LIST ACTION SCREEN”.)  
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                                                                       LIST ACTION SCREEN

To enter the Amount of the Award –

· Click in amount block, e.g., “Award Hours”, “Award Amount”, and enter individual amount.   

· Repeat process for every employee record on the screen and click “OK” when finished. 

· Click “Global Value” to enter the same amount for each SELECTED employee.   
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                                                               Initialize Global Value Dialog Box

NOTE:  INPUT DATA is entered by CPOC.  

To copy this “multiple” screen, do the following:

· Hit “Alt” and “Print Screen”

· Open a blank MS Word document

· “Right” click anywhere on the Word document and click “Paste”.  

· Print and/or save as desired.

If more than 10 employees on 52, arrow down to show remaining names or next 10 names, then:

· Hit “Ctrl” and “Enter” to create page 2 and additional pages as required.

· Repeat process from above. 

Coordinate action to CPAC as with other SF52’s for further processing by SECPOC.

To track the SF52 - at Inbox, click “Track”.  Type in “Request Number” and press “Enter.  Click “View” to see Page 1 of SF52.  Completed action will say “ACTION COMPLETED” in “Current Status” block at upper left corner. 

