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CHAPTER 1. GENERAL





SECTION 101.00 INTRODUCTION





101.01 SCOPE





The procedures contained in this supplement series (see sec. 104.00) of this manual contain department procedures with respect to payroll and related general ledger processing under an automatic data processing system.  Department policy and procedures with respect to payroll processing which are contained in VA Manual MP-4, part II, and administration supplements thereto, and which are not specifically covered in these procedures remain operative.





101.02 SYSTEM COMPONENTS





The total PAID system is comprised of the following interrogated component parts:





a. A centralized payroll.





b. Personnel actions and reports.





c. A centralized general ledger and cost accounting system for personal services.





101.03 MASTER RECORD





The system is predicated upon the establishment of a master record at the Data Processing Center, Austin, Texas, which contains all information with respect to individual employees.  The initial portion of this record was established when the nationwide conversion of personnel statistics took place during July 1964.  The second portion consisted of adding the remaining personnel data required together with all pertinent fiscal data concerning individual employees, rates of pay, deductions, etc.  Since that time, the master record file has been updated on a regular basis to reflect accessions, changes and separations.





101.04 CONTROL POINT FUNCTION





The demands of a centralized data processing system require precise controls over all input furnished to the DPC and output processed from the DPC to the submitting stations.  This is controlled in the VA through the Control Point activity at each station which is established in accordance with the provisions of MP-6, part V, supplement No. 2.4. The basic duties of the Control Point function are to control input and output to and from the DPC.





101.05 BASIC SYSTEM ASPECTS





a. The PAID system is based on the premise that stations will furnish pay [information to the DPC for the generation of check issue tapes for payment by the TFC (Treasury Financial Center), Austin, Texas.  The biweekly checks]issued by the TFC will cover all elements of pay earned during a pay period.  Actual payment to employees will be accomplished by, (1) transmission to financial organizations by means of DD/EFT (Direct Deposit/Electronic Funds Transfer) or, (2) checks mailed directly to individual addresses.  For exceptions, refer to VA Manual MP-6, part V, supplement No. 2.3, chapter 2, paragraph 2.01 a.





b. Payday in the VA is the second Tuesday of each pay period.  When a regularly scheduled payday falls on a legal holiday, payment will be advanced to the preceding workday.  In those instances where individuals choose to have checks mailed to their homes, the checks may be received on Monday, depending upon proximity to Austin, Texas.





c. All U.S. Treasury savings bonds will be mailed by the Philadelphia Treasury Financial Center to addresses furnished by VA employees.  Employees may use the station address for this purpose.





d. VA Form 4-5631, Time and Attendance Report, has been designed for the PAID system and will be computer generated by the PAID System for each pay period.  Time and attendance reports for use in the subsequent pay period will be forwarded to each station by the DPC.  These forms will contain computer-generated leave balances which generally eliminates the requirement of unit timekeepers manually inserting leave balances, accurals, usage, and new balances.  In the case of newly accessioned employees, stations will manually prepare time and attendance forms for two pay periods.  After two pay periods the DPC will automatically produce time and attendance forms for new employees.





e. [The Austin DPC will furnish DHCP stations with download data needed to create 8B input.  All other stations will have direct on-line access to their data needed to create 8B input.  If an employee has worked a normal 2-week tour of duty and has not taken any leave during the period, no entry of data will be necessary.  In those instances where other than normal hours have been worked, or leave of any type has been taken, the data will be keyed.





All DHCP transactions will be transmitted via telecommunications network to the DPC at any time until the close of business Tuesday following the close of each pay period.  All other station transactions will reside on-line at the DPC and be accessible to stations until the close of business Tuesday following the close of each pay period.]





f. As a by-product of the system, the DPC will prepare an individual [earnings and leave statement for each employee each pay period.  This statement will provide the individual employee with a record of all pertinent factors relative to pay and leave.  The earnings and leave statements will be mailed to an address provided by the employee. The station will receive the Biweekly Payroll Register with the same information which is provided to the employee on the earnings and leave statements.]





g. The DPC will generate many personnel documents which will be returned to the station for signature when appropriate.  The DPC will produce all VA employment reports for both internal and external use.





[h. The DPC will maintain on tape all general ledger accounts relating to personal services. These will include expense, tax and bond accounts, etc.  The DPC will interface Personal Services data from PAID to CALM for producing RPO 830, Listing of Cost and FTEE by Cost Center, Subaccount, and Analysis Account.





i. The DPC will maintain either a SF 2806, CSRS (Individual Retirement Record) or SF 3100A, FERS (Individual Retirement Record), on tape for each employee and this record will be furnished to the OPM (Office of Personnel Management) whenever an employee leaves the VA.  It will also be printed upon request or when needed for a preliminary determination for disability retirement.





j. TD Forms W-2, Withholding Tax Statement, for employees and the InternalRevenue Service will be prepared at the DPC at the close of the calendar] year. FICA reports and State tax reports and earnings information, when applicable, will also be prepared and distributed by the DPC.





101.06 PAYMENT RUN PROCESSING CYCLE





The payment run processing cycle will be as follows:





Saturday	End of pay period. 





By COB Monday	Facilities complete transmission of all completed 8B data to DPC.  





COB Tuesday	Facilities complete transmission of all remaining payment run


	transactions via VADATS or IVATEN.





Noon Tuesday (Central	Facilities complete transmission of all completed 8B data, including


Time)	corrections to rejected transactions from the Monday evening edit cycle,


	to DPC.





Tuesday, p.m.	DPC edits time and attendance input and transmits errors to field


	facilities not later than 8:00 a.m. Wednesday.  





Wednesday, 8 a.m. to 10	Field facilities correct rejected data and complete transmission to the


a.m.	Austin, DPC via VADATS (the Austin DPC will obtain correction data


	by telephone from those facilities who do not have VADATS


	capability).





Wednesday, p.m.	DPC sorts and runs all transactions against master records in main pay


	and subsequent computer runs.





Thursday, early a.m.	DPC delivers check issue tapes to Austin Treasury Financial Center.  


	Station receives error messages for possible out-of-systems payments for


	turn-around by noon CST.





Thursday, a.m.	DPC mails bond issue tape to Philadelphia Treasury Financial Center.  





Thursday, p.m.	TFC releases DD/EFT tape to Dallas Federal Reserve Bank.  TFC 


	releases bulk mail checks to U.S. Postal Service for delivery to


	designated facilities.  DPC prepares earnings and leave statements for


	mailing to employees. In addition, biweekly payroll register, and time


	and attendance forms are prepared and mailed to the facilities.





Friday, a.m.	TFC releases direct mail checks to the U.S. Postal Service for delivery


	to individuals.  





Tuesday	Payday.





101.07 EXCEPTIONS TO CENTRALIZED PAYROLL SYSTEM





All VA employees will be paid by the PAID system except purchase and hire employees paid weekly and foreign national employees of the Regional Office, Manila, Republic of the Philippines.





SECTION 102.00 STATION RESPONSIBILITIES





102.01 KEEPING THE MASTER RECORD UPDATED





Field stations have the responsibility for keeping the master record current.  This process starts when an employee is to be hired.  The SF-52, Request for Personnel Action, will originate in the Operating Division.  The VA Form 5-4652, Personnel Action Code Sheet and/or VA Form 5-4652a, Supplemental Personnel Action Code Sheet will be completed in the personnel office and will contain the basic information necessary to establish a master record.  In addition, code sheets (as appropriate) will be prepared from original authorizations for actions relating to savings bond deductions, deductions, check mailing address, etc.  VA Forms 5-4652 and/or 5-4652a will also be used to keep the computer system informed on many subsequent personnel changes, such as promotion, reassignment, change of name, etc., or finally, separation.





102.02 PROCESSING SCHEDULE





The occurrence of a holiday will not affect the processing schedule unless specifically notified by Central Office.  Failure to meet the established schedule may result in some employees not receiving their checks on time.  The processing requirements for a centralized processing system may require some rescheduling of station employee's duty hours.  This is a matter for station management determination.  The processing schedule to the Austin DPC can be found in MP-6, part V, supplement 2.4, paragraph 201.09





102.03 TRANSMISSION SCHEDULE FOR PAYMENT RUN TRANSACTIONS





As previously indicated, transmission of payment data for each pay period must be completed by close of business on Tuesday following the close of a pay period.  Failure to meet this requirement may result in delayed paydays.  Fiscal officers have the responsibility of insuring that all data is transmitted in accordance with the established transmittal schedule.





SECTION 103.00 DPC RESPONSIBILITIES





103.01 OUTPUT





The DPC is responsible for processing the input received from individual stations and to produce the check issue tapes, bond issue tape, personnel actions, and reports which are generated by the system.  The DPC cannot perform its functions unless input is received timely and accurately from stations.





103.02 INPUT





The system is predicated upon the receipt of a transmitted data (transaction 8B input) for each employee each pay period to be processed against the employee's record which has been established on tape.  In the event that the required data is not received for an employee for whom there is a master record, the DPC will contact the Fiscal activity by means of a PAID teletype to determine any payment due.  In this event the check issued will be considered an out-of-system payment.  Such checks will be sent to the agent cashier.





SECTION 104.00 FINANCE OPERATING PROCEDURES





104.01 REFERENCES





a. This supplement has been prepared to present the various PAID fiscal requirements in an orderly sequence and whenever possible the reference to basic laws or regulations have been furnished for convenience of use.  This supplement series has been divided by decimal suffix as follows:





Supplement No. 2.1, “Finance Procedures”





Supplement No. 2.2, “Time and Leave and Coding of Time and Attendance Reports”





Supplement No. 2.3, “Payroll Operating Procedures”





Supplement No. 2.4, “Station Control Operations”





b. The above-cited operation procedures are for application by all concerned.


