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Audience:
HR Assistants and HR Managers
Scenario: 

You need to complete a Mass Action for (01) Awards.

	Mass Action – (01) Award 


· From the FPPS Main Menu, click on “Personnel”, select “Mass Changes/Prints”, click “Mass Change (MASS)” (See Exhibit A) 

· Mass Change NOAC Menu screen, check “01-Award”, click “OK”. (See Exhibit B)
· Office ID window: select “Organization ID”, click “OK”. You must indicate the “Organization ID” in order to proceed. 
· Nature of Action Window: Nature of Action Information, select “Effective Date”.
· Nature of Action Window: Processing Personnel Action.
· Nature of Action: Select the Nature of Action code and click “OK”.
· Click [image: image1.bmp] to launch help window to search or scroll through options. 
· Rule Selection: identify the correct description and rule. Click [image: image2.png]Select Fe




· Click in the Table Number field and then click “OK” to launch the Guide to Processing Personnel Actions Rule Selection screens. Click [image: image3.png]> Next



 to review Description options. Identify the “Rule” and click [image: image4.png]Select Fe



.
· Signature Code and Date: Complete the Nature of Action by selecting the appropriate “Signature Code” and “Signature Date”. Click “OK”.
· SF- 50 Print Selection: check at least one of the SF- 50 Print Selections. An error will result if you do not select a SF- 50 Print option. Click “OK”.
· Legal Authority screen, click “OK”.
· SF50 Remarks and Inserts:  type in any remarks, click “OK”.
· Mass Actions: enter the employee “SSN” and “Award Hours” or “Award Amount”. Click “OK”. (See Exhibit C) 
· Select “Sign/Forward”.  Type an “F”* in the action field of the appropriate HR Assistant for approval. Click “OK”.  *Only one Approver may be selected at a time, thus only one line may have an “F” in the action field. Click “OK”.
· You have completed initiating a Mass Action – (01) Award
	Complete Approval (LGAP) – HR Assistant


	Complete Edits (PROC) – HR Assistant 


	Complete Release for Update (RLUP)  - HR Assistant


	Option: Print SF50 (SPPR) 


· From the FPPS Main Menu, click on “Personnel”, select “Mass Changes/Prints”, click “Mass Print of Personnel Items (SPPR)”
· From the SPO Print Menu, select “SF50’s/Exception List”. Click “OK”. (See Exhibit D) 

· View/Print/SF50’s Exception List screen, select the line item that you wish to print. 

· Click [image: image5.png]gfHardoopy SF50/Exception Lst




· Option: You can select other print or view options from the View/Print/SF50’s Exception List.

· Printer Selection window, select “Immediate” and click “OK”.
· Download format window, select “Flashform LaserJet Users”.

· Printer Destination window, select the appropriate printer and click “OK”.

· You have completed the Print SF50 (SPPR) process. 
Note: SF50’s may be printed up to two weeks after the completion of a transaction (i.e. when you release to update RLUP). However, SF50’s cannot be printed until the “Effective Date” is met. 

Exhibit A

Skill illustrated: Initiate a mass change.     

[image: image6.png][ZFPPS - [ Mass Change NOAC Menu |

Applcation FieEdit

Hﬁﬂ% Renuesting Personnel Actions

Mass Change List

i e i

Code

o
02
0
0
i
0%
o
[

3

(B Voss Crangesrpinis )| IHM
Reassign SF52s (RSGN) Mass Change Dther Employee Information (MSCG)

Amard iyt Chariy (PMIN)

Data Elemert - Other
Pay Mass Changes (PMCG)
Data Element - Occupational Series. i =l D

mber

Duly Station Mass Fint of Personne tems (SPPR)

FEGLI Cade.

Fuough

Pay Adusiment - Federal Wage System T~ 15 Change Pay Plans/Grade/Step ™
Realgnment

*Ta Fun Noify FPPS Help Desk Alter ALUP




Exhibit B 

Skill illustrated: Select Mass Change “(01) Award”.

[image: image7.png]ZZFPPS - [ Mass Change NOAC Menu |

Applcation File Edt Personnel - Emploges/Postion Views

7 T e 2

Mass Change List

U i

Code

o
02
0
0
i
0%
o
[

Mass Change Desciption

Avard
Data Element - Other

Data Element - Dccupstonl Seiiss
Duty Station

FEGLI Cade.

Fuough

Pay Adusiment - Federal Wage System
Reslgnment

Fay

i e e

Code

0
0
1
12
13
14
15

Time & Atendance Utiies Options View  Help

Mass Change Desciption

Postion Alacation Number
Changs Digarizational Cods and Fosiion Number
Placement in Norpay Status

Placement in Pay Status

Change Work Schede

Morthly Anuity Amount

Changs Pay Plans/Grads/Step *

*Ta Fun Noify FPPS Help Desk Alter ALUP

I VK| Xcorca





Exhibit C

Skill illustrated: Typing in SSN and award amount or award hours to complete Mass Change Award.
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Exhibit D

Skill illustrated: Typing in SSN, award hours, and benefit information to complete Mass Change Award. 
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Click “OK” 





Check the Mass Change Description: “(01) Award” 











Type in “MASS”. 





Click  �.








Type in the SSN in the first three columns. 





Complete “Award Amount” and “Award Information”.





Check  “SF50’s/Exception List” for SPO Print Types. 





Click “OK”








Click on “Mass Change (MASS)”








Click “OK”
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