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Audience:
Benefits Specialist
Scenario: 

Employee notifies benefits office of retirement. Family notifies benefits office of death. The first step in the process is to Code the SF 52 (SNIN). Benefits Specialist initiates and codes the SF 52. The HR Assistant may also receive a request from the Benefits Specialist to code the SF 52.  

	Code SF 52 (SNIN) – Benefits Specialist and/or HR Assistant


· From the FPPS Main Menu, click on “Personnel”, select “Processing Personnel Actions”, click on “ Initiate Personnel Action (SNIN)” (See Exhibit A) 

· Select the Employee by either  “SSN” or “Name”. Click “OK”.

· Personnel Action Information screen: confirm “SSN”.

· Select the “Effective Date”.  The proposed “Effective Date” should be the date for which the action should take effect. Retroactive actions are discouraged and require contacting DOI. 
· Complete the Nature of Action Field 1.
· Nature of Action: type in the three digit code or click [image: image1.bmp] to search (See Exhibit B) 
· Click on [image: image2.png]
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 to review more than one “Reason for Action”.  

· Identify the correct description, highlight and click [image: image4.png]Select Fe



 (See Exhibit C)

· Optional: You can click on [image: image5.png]st Expand



 to view further rule details. Click “OK”.

· Rule Number: Automatically populates once you select a rule.  

· The Nature of Action 1 fields will be populated based on your selections. Click [image: image6.png]> Nt





· FPPS Screen Selection Window: defaults to “Position Action”.  Click “OK”. Note: You can change to “Select All Screens” or other screens, as appropriate. 
· Position Action screen, Action Code: select “A – Abolish Existing Position”. Click “OK”. (Do not select options “F” or “R”) (See Exhibit D) 
· Select “Save”. Click “OK” (Do not choose “Sign/Forward”)
· Go to “PROC”.  Highlight action and select “Edits”.  
· You have successfully completed the Code SF 52 – SNIN process.
	Complete Approval (LGAP) – Benefits Specialist


	Print and Sign SF 50 (RLUP) – Benefits Specialist


· From the FPPS Main Menu, Benefits Specialist clicks on “Personnel”, select “Processing Personnel Actions”, click “Release for Update (RLUP)” 
· Click [image: image7.png]Pt SFE0.



, Select “Immediate Report” for the report run mode. 
· Select “Flashform (LaserJet Users)” for the download format. Click “OK”. 
· Benefits Specialist reviews and initials SF 50. Only one signature is required.
· You have completed the Print and Sign SF 50 process
	Complete Release for Update (RLUP) – Benefits Specialist
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 RLUP may occur after the end of the pay period in cases of Death. 

· Benefits Specialist will send the HR Manager an e-mail of all employees who are retiring. 
· You have completed the Release to Update. 
Exhibit A

Skill illustrated: Beginning SF 52 coding.  
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Exhibit B 

Skill illustrated: Searching for Nature of Action Code – Retirement - Voluntary (302) example.
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Exhibit C

Skill illustrated: Identifying a reason for action description and selecting rule.   
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Exhibit D

Skill illustrated: Selecting to Abolish the Existing position. Do not select Freeze or Retain. 
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Type in the code to search by (Example: Retirement codes: 302-304; Death: 350), click �.





Click on the desired  “Nature of Action Code”.





Click �.





If you see �, there are additional “Reason for Action” descriptions.  





Click � or � to review. 





Once you identify the correct reason, click �.








Select or type in “SNIN”.


Click  �.





If you do not know the specific code, you can click on � or � to scroll through the table. 

















To select the “Reason for Action” description, click �.























To review additional rule details, click 


�.











There is only one “Reason for Action” available in some instances (Tip: You will not see back or next options). Do not click �.  Click �.





Click on �





Select “ A – Abolish Existing position”





Click  �.





Optional: You can add Notes and initiate an Edit. 





Click � when done. 
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