United States Department of Agriculture
Agricultural Research Service

Financial Management Division

The
Salary Management System
(SAMS)

User Manual

Prepared by:

United States Department of Agriculture
Agricultural Research Service
Financial Management Division
Beltsville, Maryland 20705

May 2005



Table of Contents

Introduction 1
A. Background 1
B. Structure of This Manual 3
C. ARS Account Management Terms 3
ORG Codes (Mode Codes) 4
Accounting Codes 5
CRIS Numbers 6
Salary Lapse 8
D. The SAMS — ARMPS Interface 8
Chapter One — Accessing SAMS 9
Chapter Two — Organization and Navigation 19
A. Main Menu 19
B. Navigating within the Screens 23
C. System Messages 28
D. Data Entry/Edit Screens 28
Chapter Three — Operating SAMS 30
A. Ensure Pay Data Parameters are Correct 30
B. Establish/Modify MU/CRIS Information 33
C. Add/Modify Personnel Information 37
D. Assign Personnel to CRIS 47
E. Updating and Maintaining Pay Data 50
F. Updating/Maintaining Other Pay Information 63
1. Recording Other Pay 65
2. Assigning Other Pay to CRIS’ 68
3. Recording Errors 70
G. Modifying CRIS Information 72
H. Making Financial Plan Adjustments to CRIS 77
I. Salary Lapse 79
J. Area Office Procedures for Salary Lapse 81
K. Rolling Over SAMS Data to a new Fiscal Year 82
L. Projecting Salaries for Special Rate Employees 88
Chapter 4 — Generating Reports 92
Chapter 5 — Reference Information 98
A. Calculations 98
B. Organizational/Mode Codes 100
C. Access to Mode Codes 102
i Salary Management (SAMS) User Manual

05/17/2005



D. Pay Data 105

E. Pay Period Information 107
F. Personnel Job Series Information 110
Appendix 1 — Footnotes 111
Appendix 2 — Salary Lapse 113
i1 Salary Management (SAMS) User Manual

05/17/2005



Introduction

This is the user manual for the automated Salary Management System (SAMS). SAMS
is a financial management application designed for users throughout the nation at all
levels of the organization (Headquarters, Areas, and Locations).

SAMS allows users to project salaries and enter and track salary and salary lapse
information for each pay period. SAMS will recalculate projected salaries and salary
lapse based upon the actual salary information entered.

This manual is designed to help users learn to use SAMS as quickly as possible. Read
Section B - Structure of This Manual, starting on Page 3, for an overview of the SAMS
user manual.

A. Background

In January 1989, the initial release of SAMS was implemented. With this release, SAMS
became the agency’s official system for capturing salary liability and reporting salary
lapse.

Over the years, several updates and modifications to the SAMS program were made.
These modifications were made to enhance user functionality, enable the exchange of
information with other ARS systems (i.e., the Annual Resource Management Planning
System (ARMPS)), and automatically aggregate salary lapse data.

The original SAMS program was developed in a DOS-based language (Clipper). With
the advances in technology, it became more and more difficult to maintain and manage
the SAMS program without updating its platform to conform to advancing personal
computer (p.c.) platforms. In addition, SAMS was designed to be operated and managed
at the local p.c. level. In order to update a management unit’s (MU’s) salary information,
a user had to physically go to that p.c. where the information was stored. If a vacancy
occurred and another location was asked to provide assistance in maintaining the
information, a download of all the information had to be aggregated and moved to the
servicing location’s p.c. If a problem occurred with the software or a new version was
released, all users in the Agency had to update their software on site. In order to report
salary lapse, each location had to prepare a disk and mail it to their Area Office. The
Area Office had to aggregate and check the data, make a new transmit disk, and mail that
disk to Headquarters, and so on.

In 2003, preparations began (through a partnership with the Office of the Chief
Information Officer (OCIO) and the Financial Management Division (FMD)) to migrate
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SAMS to the Agency’s web-based platform (Oracle). This platform was already being
used to house the Agency’s Agricultural Research Information System (ARIS) and was
projected to house ARMPS, which was also scheduled for migrating. Housing all of the
financial management systems on the same platform offered numerous opportunities for
sharing information and reducing duplication of effort further down the road.

In November 2003, the new SAMS was implemented in the Northern Plains Area (NPA).
NPA provided constant and immediate feedback, allowing the OCIO and FMD to make
adjustments to the program while each of the remaining Areas implemented SAMS in the
months to follow. Implementation across the Agency was completed in February 2004.

Although SAMS is still “a work in progress”, in the short time since implementation
quite a few benefits and efficiencies have already been realized from the new system:

e Updates to the software are handled centrally by the OCIO. No updates or
adjustments are required to the local p.c. using the data. A computer technician is
not required to load the software at each location.

e Each Area Office has the authority and ability to access each of their location’s
accounts. Therefore, if problems are identified, an Area Office person can look at
the location’s data from their own computer and help research the issue. If
corrections to the data are required, the Area Office can make that correction or
instruct the location on-line in what to do and see immediately if the correction
was accomplished.

e If an administrative or accounting vacancy occurs at the location, the Area Office
can make the necessary updates to the location’s data or can assign rights to those
accounts to another location to make updates. Having this capability allows
salary information to remain current and not “stagnate” while the location is
hiring a replacement.

e The OCIO automatically backs-up the data in their nightly routine, eliminating the
risk of data being lost or unrecoverable and the requirement for the locations to
prepare daily back-up disks.

e Salary lapse disks are no longer required. Once the lapse is calculated at the
location level, the Area is notified for review and necessary corrections. Each
location and/or Area runs reports at their level for file retention. Areas then notify
Headquarters when the lapse exercise is complete for their respective Area.
Headquarters then reviews the data and runs Agency lapse reports.

e Previously, once lapse information was received from the Areas, it took weeks,
for FMD to obtain the ARIS information needed to report lapse to the Budget
Staff, download it, and reconcile it to the information provided by the Areas,
make all the corrections necessary, and produce the information in the appropriate
format to feed Budget Staff and ARIS. Because both ARIS and SAMS are on the
same platform, the exchange of information has greatly improved and this
process, which previously took weeks, now only takes days.
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OCIO and FMD will continue to explore opportunities for more efficient exchange of
information between the ARS systems. User suggestions can be submitted to
ARIS@ARS.USDA.GOV with the words “SAMS Suggestion” in the subject line.

B.  Structure of This Manual
The SAMS User Manual follows this structure:
« Chapter One describes the process for accessing SAMS from a personal computer.

« Chapter Two describes how the system is organized and the processes of navigating
within the system.

« Chapter Three describes how to enter and maintain information in SAMS.
« Chapter Four describes the reports and how to generate them.

« Chapter Five describes the information available under Reference.

The appendices (1 and 2) provide additional information about SAMS:

« Appendix 1 provides technical information including some of the calculations used
within the system.

« Appendix 2 describes the ARS Salary Lapse Policy and how it is implemented in
SAMS.

C. ARS Account Management Terms

A variety of terms such as ORG Code, Accounting Code, CRIS Number, and Salary
Lapse will be used in this Manual. The following is an explanation of different account
management terms and how they may impact the operation of SAMS.

3 Salary Management (SAMS) User Manual

05/17/2005


mailto:ARIS@ARS.USDA.GOV

ORG Codes (Commonly referred to as MODE Codes)

The ORG Code is an 18 digit number that uniquely identifies an organization within the
Department of Agriculture. Its structure is as follows:

XX-XX-XX-XXXX-XX-XX-XX-XX

Each of the X groupings are known as levels. Level 1 is represented by the first two
numbers of the ORG Code, while Level 8 (also known as the 8" level ORG or Mode
Code), is represented by the last two digits. Each level means something unique.

Level 1 = The Agency. For ARS, it is the number 03. For the Cooperative
State Research, Education, and Extension Service, it is 22.

Level 2 = The region. At one time, ARS was subdivided into regions for
management purposes. The region numbers are:
01 Headquarters
10 Northeast Region
30 Midwest Region
50 Western Region
60 Southern Region
Level 3 = The Area. There are fourteen areas/entities in ARS (including
Headquarters) that have been created to perform the various
research and management functions in the Agency. The Area
Numbers are:
01 Administrator and Immediate Staffs
02 International and National Research Programs
03 Administrative and Financial Management
04 HQ Operational Programs (i.e., OCIO, OTT, etc.)
12 Beltsville Area (Beltsville, MD)
19 North Atlantic Area (Philadelphia, PA)
40 International Research (Overseas Labs)
36 Mid West Area (Peoria, IL)
53 Pacific West Area (Albany, CA)
54 Northern Plains Area (Ft. Collins, CO)
62 Southern Plains Area (College Station, TX)
64 Mid South Area (Stoneville, MS)
66 South Atlantic Area (Athens, GA)
82 National Agricultural Library
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Level 4 = The Location. This level denotes the next subunit below the Area,
also known as the Division. The fourth level ORG Code is used to
uniquely identify a large cost center within the Area. The first two
digits of the ORG Code always equal the Area Number. Some
examples of 4™ level ORG Codes are:

0310 Financial Management Division
3625 Ames, IA
6217 Stillwater, OK

Level 5 = The Lab or Branch. This level denotes a Management Unit within
the Location or Division.

Level 6 = Denotes a subunit of the Lab.
Level 7 = Denotes a subunit of the Level 6 ORG Code.
Level 8 = Denotes a subunit of the Level 7 ORG Code.

Levels 7 and 8 are rarely used within ARS.

So, an ORG Code like 03-01-03-0310-30-00-00-00 would mean:

Agency: ARS (03)
Region: Headquarters (01)
Area: Administrative and Financial Management (03)
Division: Financial Management Division (0310)
Branch: Fiscal Operations Branch (30)

SAMS is already loaded with the official ORG Codes. ORG Code information is
maintained by the Human Resources Division (HRD). Updates are loaded into SAMS by
the OCIO.

For simplicity’s sake, SAMS uses and displays ORG codes starting with Level 3 and
ending with Level 6. Therefore, the above example would be displayed as:

03-0310-30-00

Accounting Codes

The Accounting Code is similar to a bank account number. As goods and services are
procured, they are charged to an account at the National Finance Center (the bank). An
Accounting Code is required for all transactions. The Accounting Code is 10 digits long,
organized as follows:
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XXX-XXXX-XXX where: The first three digits indicate the fiscal year
and appropriation type. The next four digits
indicate the location (4th level ORG Code).
The last three digits are the Account
Number.

The Appropriation Code

The first three digits of the Accounting Code indicate which account at the bank is
to be charged. Generally, the first digit of the Appropriation Code is the last digit
of the Fiscal Year. The second two digits signify which pot of money is to be
used. The digits may either be 01 (Direct Appropriation), 02 (Hazardous Waste),
08 (Reimbursable), etc. For example, an FY 2005 direct appropriation account
for ARS would start with 501, while a reimbursable would start with 508.

Location Code
The Location Code is identical to the 4™ level ORG (Mode) Code.

Account Number

Within the Location’s allocation, there can be up to 999 different accounts. There
is no specific Agency guidance regarding specific values for these last three
digits. However, there are several “rules of thumb”. If the last 3 digits start with
a 9, the unit is an Indirect Research Cost (IRC) account. If the last 3 digits start
with an 8, the unit is a Shared Research Cost (SRC) account. If the last 3 digits
start with a 1, the unit is a research management unit (RMU). Finally, if the last 3
digits begin with an “R”, the account relates to a capitalized improvement of a
facility. Consult the Area Budget and Fiscal Office (ABFO) to see if they have
any additional requirements for the Account Number.

Accounting Codes are established by the ABFO. Accounting Codes in SAMS can be
loaded from ARMPS and then maintained in the MU/CRIS Information screen or

established directly in this screen. Confirm that all Accounting Codes established in
SAMS have also been established at NFC.

CRIS Numbers

For each direct research account, there is at least one associated research program. In
ARS, these are called CRIS (Current Research Information System) projects, which have
individual CRIS numbers. CRIS Numbers are assigned by the National Program Staff
(NPS) and relate to a single research project being performed. CRIS Numbers are 15
digits long as follows:
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XXXX-XXXXX-XXX-XXA where: The first four digits indicate the location
performing the research.

The next five digits indicate research
project(s).

The next three digits indicate the Activity
Number relating to the research project at
the location.

The last three places (two numeric and one
alpha) are the sequential number.

The location performing the research is generally the 4™ level ORG Code, unless the
project is sponsored by NPS, in which case, the first four numbers are 0500.

Research projects are usually two digit codes that indicate a project relating to the 22
National Programs identified in the strategic plan of the Agency. Up to two research
projects may be specified in the five digit field.

The Activity Number is a sequential number within the research project at the location.

If there are research projects occurring at the same location performing research using the
same project codes, the first project would have an Activity Number of 001, while the
second would have 002.

The last three digits are the sequential number. If the appropriation is direct (XO01), the
last digit will always be D. If the appropriation is Reimbursable (X08), the last digit will
be R. If the authority for the funds is through a Trust Fund (X93 or X91), the last digit
will be T.

CRIS accountability in SAMS is accomplished by assigning all positions to CRIS’ and by
assigning all Plan Adjustments and All Other Pay to the proper CRIS’. If these are not
done, then the Management Unit (MU) accounting will be accurate, but the CRIS
segments will not add up to the MU total.

CRIS Numbers and their start and ending date information are maintained in the
MU/CRIS Information screen.

Special CRIS Numbers

There is a CRIS number in SAMS that has a special meaning and is used for
unique reporting purposes. The CRIS number is ####-77777-XXX-XXX (The
#iHt# s the 4 digit location code found on most CRIS numbers at the location,
while the XXX can be any three characters or numbers). These CRIS’ are used
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for interagency IRC costs. Lapse related to this CRIS is not reported on the
Salary Lapse report.

Salary Lapse

The ARS salary lapse policy is designed to redistribute salary funds not used for the
salaries for vacant, permanent positions projected at the start of the fiscal year to other
high priority research needs within the Agency. The ARS salary lapse policy as it is
implemented in SAMS is explained in Appendix 2 — Salary Lapse.

D. The SAMS — ARMPS Interface

In order to minimize duplication of effort, interfaces between SAMS and the ARS
Annual Resource Management Planning System (ARMPS) have been (or will be)
developed. These interfaces were established to transfer salary projection information
between the two systems.

From ARMPS to SAMS

The ability to import data from ARMPS to SAMS has not yet been implemented.

From SAMS to ARMPS

The Rollover (under Action) function in SAMS allows current year data in SAMS to be
rolled over and projected for the next fiscal year. This information can then be imported
to ARMPS through the ARMPS software.
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Chapter One — Accessing SAMS

This chapter provides the instructions necessary to access the Salary Management
System. After verifying that authority to access SAMS has been requested by the Area
Budget and Fiscal Office and received (a user name and password will be issued),

confirm that Microsoft Internet Explorer (MSIE) 5.5 or higher is installed on the
computer. To confirm this, follow these instructions:

1. Open the current version of MSIE residing on the computer
Click on “Help”
Click on About I

ZAARS -AF M - Adminiztrative and Financial Services -

nternet Explorer

Microsoft Internet Explorer

File Edit “iew Fawvarites  Tools Help
Contents and [ndex
- = Senterts ar A Q E D
ek Earard \proftne Loay o Search Fawvarites tMedia

X

3>
Hiztony

Address Iﬁj httpc s e, afm. are. usda. gon

For Metzcape Userg
Online Support

=] @60 |Links =
=

(Good Afterncon |, W e to
Ad
Management

AFM Divisions ===

Site Search
I GD!I
AFNM Resources

" Admin Issuances
* Policies & Procedures
* Manuals
* Bullatins

*" Forms Library

® Smart Center

® Vacancy
Announcements

= Virtual Library

ARS Information

* ARS Home

* ARS Area Offices
REE Information

* REE Agencies

" DEE Nicoctons

ministrative and Financial

Send Feedback

Movember 8, 2004

Fimanci=l Hurman

Fanage ment

Extramural

Agreements Facilitie=s

Servicing the
Research, Education, and Economics (REE) Agencies
The George Washington Carver Center
& The Portals Building

Home of the Administrative and Financial

MManagement

Digplays program information, wersion number, and copuright.

Resources

“USDA mr 5

Acquisition
& Froperty

Spotlight on...

Thrift Savings Plan
Open Season
Begins October
15th. Find out
maore...

The REE Human
Capital Plan has
been published!
Find out more...

REE Competitive
Sourcing [A-F6]
Information now
awvailable ...

2004 T&A Temnlate

- |
4

@hstan ||| & 2 & =1 || 89 Novell Gio | ESaMS Us.. | EMicosott . [[Elars - | (BN BOESA®S za2rm
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This screen will appear:

3 About Internet Explorer

[ Milirmﬂ_'

Version: 6.0.2500.11085

Cipher Strenath: 1 Z2§-hbik

Product ID:55736-41\1-03658281-04467

Update Yersions:; SPN; QS22925; q3l13S29; QS325949;
551167, QEE7F501; JS959; Q554707 ;

Based an MCSO Mosaic \MZS8 FMosaic{ TR} was =
dewveloped akt the Matiomal Zenter For Supercompuking —
Applications at the Univeksity of Illinois at Urbana-
Charnpaign. ;I
F ‘tt_f Copwright £119295-2001 Michosoft Corp, RS T ~I
iy Acknordedaoments L E
In the middle of the screen, the version of MSIE will appear.
If it is MSIE 5.5 or higher, click “ok™ and go to Step 4.
If it is not at least MSIE 5.5, please continue with Step 2.
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2. To update Microsoft Internet Explorer (MSIE):
From Main Screen, Click on “Tools
Click on “Windows Update

ZHARS - AF M : Administrative 7 d Financial Services - Microsoft Internet Explorer

File  Edit Favorites | Tools Help |

Wiew

Sunchronize.

- ~ -y Mail and Hews » ﬁ. @ @ @ ® ‘

Eath FEarisard
Address IE hittp: v afrn. ars.

Harmne Search Fawarites redia Histony

;I & Gn | Links **
Create Mobile Favarite. .. —
Show Belated Links —

o Feset Web Settings. .. The time G . ES
Administrative anl__ntsmstOptions.. USDA
movember 8, 2004
Management
e Eztramural Fimancizl Hurnzn Acquisition
2B Bivisions > Agreamarts Eacilities hmnmge et Rescurces & Proparty

Site Search Spotlight on... i

Servicing the A A
I 1 Thrift S Pl
EI Research, Education, and Economics (REE) Agencies ok bt il

Open Season
The George Washington Carver Center Begins October
* Admin Issuances & The Portals Building 15th. Find out
* Policies & Procedures more...
* Manuals
* Bulletins

The REE Human
Capital Plan has
been published!
Find out more...

" Forms Library

® Smart Center

® Vacancy
Announcements

" Virtual Library

ARS Information REE Competitive

" ARS Home Sourcing [A-F6]

* ARS Area Offices Information now
REE Information Home of the Administrative and Financial available ...

* REE Agencies hIanagement

" DEE Micactnee 2004 TE&A Temnlate

N

Opens the Windows Lpdate Web page to update compaonents

3. Once this screen appears, click on “Scan for updates”. MS Windows Update will
test the computer to see what updates are available.

3 Microzoft Windows Update - Microzoft Internet Explorer

File Edit “iew Favorites Tools  Help

L = D Zal
Back Earnisand Stop Refresh Home

Address IE httpc s Svd windowsupdate. microzoft. comdenddefault azp

P Kindows Update

Home | Windows Catalog | Windows Family | Office Update | Windows Update Worldwide

i T R e Waelcome to Wintdows Update (1)@ 3]
Get the latest updates available for your computer's operating system. P'Dte;::
[ “welcome software, and hardware. Ao
B o : : 3 steps to
k < t . . . .
Ieh pcaes o nea windows Update scans your computer and provides you with a zelection help Er&s_ule
[] Review and install updates of updates tailored just fof wou. E?.;;C[e.'js

Other Options
Scan for updates

[ “iew installation histam gl &

] Perzonalize “windows Update

Mote “Windows Lpdate does not collect any form of perzonally identifiable information from pour

Cornpiiter.

Fead our privacy statement

[ Get help and suppart

See Also
1 About wWfindows Lpdate
1 Hardware Support

|@ I_l_l_la Internet o

11 Salary Management (SAMS) User Manual

05/17/2005



The following screen will appear:

“} Microzoft Windows Update - Microzoft Internet Explorer

Fil=  Edit “iew Favarites Tools Help |

- . - . D fol (5d <) o= ‘ ”

Back Earisrand Stop Refresh Home | Search Faworites kdedia Hiztony
Address IE httpe A #wd windowsupdate. microsoft. comdensdefault asp ;I & Go

PP Windows Update

Home | Windows Catalog | Windows Family | Office Update | Windows Update Worldwide

Links **

All Producks

Total Selected Updates

Rewiew and install your zelected updates

[ welcome
E Pick updates to install

[ Critical Updates and
Service Packs [1]

[ wWindows 98 and
Windows 98 Second
E dition [45]

[ Drriver Updates [0]

[0 Review and install updates
1

Rewview the list of items pou have chozen to download and install on your computer. r'ou can remowve any
item pou don't weant

Irnstall Nows I Total 1 = 214 KB, < 1 minute

Miosoft GDI+ Detection Tool [KBEF3374)

DAwnload size: 214 KB, < 1 minute

Vhe Microsoft GDI+ Detection Tool helps detect the prezence of kicrozoft products [other than
indowz] that contain the GDI+ component. Microsoft customers can run this ool to help determine if
a GO+ security update is required. Microsoft recommends pou wvisit the Office Update site ta determine

if wour computer requires security updates for OFfice Family products. Bead more. ..
Femove I

Dther Options
[ wiew installation histary
[ Perzonalize “windows Update

I_ ’_ I_ | o Intemet

|@ Done

Click on “Install Now” and follow the prompts as instructed for installation.

After the initial download of MSIE 5.5 (or higher), it is strongly recommended that the
Critical Updates Package also be downloaded for the version downloaded.

4. Setting the SAMS Address (NOTE: this does not need to be done if the p.c.
already has access to ARIS.)
Place the mouse cursor on any blank place on the desktop and press the right
mouse button. A box will be displayed with these options: arrange icons by,
refresh, undo delete, graphic option, display modes, new, and properties.
Select new and then shortcut. This will create a new shortcut on the desktop.
The screen below will be displayed. In the box type:
https://arisapp.ars.usda.gov (the web address for the’SAMS application)

Create Shortcut >< |

This wizard helps wou to cregfe shortcuts o local aor
nebwork programs=, Files, Fofders, compukters, or Inkermnek
addresses.

Twpe the location ofF Eb& ikemi:

[1 | [ Erowse... |

Click Me=xt bo continue,

B e =
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Once the address has been entered, press the Next button at the bottom. The screen

below will appear. In the box, type the name to be displayed on the desktop for this

shortcut. It could be SAMS. After typing the name for the shortcut, press the Finish
button at the bottom.

Select a Title for the Program @l

Twpe a name for this shorktcuk:

Wews Inkernet Shorbcuk

Click Finish ko create the shorkcut,

[ < Back “ Finish ] [ Cancel ]

5. In order to run SAMS, the p.c. must have a piece of software called JInitiator
installed. If SAMS is accessed without JInitiator installed, a blank screen will be
displayed with this message along the top. This site requires the following
ActiveX control: ‘Oracle Jinitiator” from ‘Oracle Corporation”. Click here
to install. Close this screen by pressing the ‘X’ in the upper right hand corner.
This will bring back the Application Main menu. On the Application Main Menu,
in the upper right hand corner, press the button labeled ‘Download Jinitiator’.
BE AWARE, THE USER MUST HAVE ADMINISTRATOR RIGHTS IN
ORDER TO INSTALL SOFTWARE. If administrator rights are not available,
please contact the local technical staff first.
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2 ARS USDA Application Choice Menu - Microsoft Internet Explorer

File Edit Miew Favorites Tools  Help

@ . © = & W P Y @ @

- = g
Back Stop Refresh Home Search Favorites Media History i Messenger

address [§@] hteps:ifarisapp. ars.usda.govidb_selection_sso. html v Go | Links *

Google - | | #seachwen - | F2 |5 site popups alawed | Fd options
Exit Menu

VaE Application Main Menu

ATS
"~ arvps M Fomis ]

SAMS Application Users - - Please be aware that new menus and forms were installed
3/28/05.

For further assistance, please send an e-mail with details of the issue to
aris@ars.usda.gov.

&] Done =) 4 Internet

Once the Download JInitiator button is pressed, the following screen will display. Press
‘download Oracle JInitiator 1.3.1.18°,  This screen will always display the correct
version of JInitiator required for SAMS.

Ell=  Edit wiew Favorites Tools Help -:,'
\ , ® 9 )
e . © = B @ /P Pk @ @ ‘= -
Back Stop Refresh Hormne Search Favorites Media Hiskary Prink Edit Messenger
Address |&] https: farisapp. ars. usda. gov/formsa0jjnitiator jusfini:_dfwnioad.htm = R
Google - | v B searchweb - /@ | & site popups allawed | [ cptions

Oracle Jinitiator 1.3.1.18 Download Page

This page will allow you to download and install Oracle Jinitiator
Click on the download link below and save thg file named jinit.exe to your filesystern

When the download finishes vou can instalfOracle Jinitiator by locating the file using the Windows Explorer and double-clicking on it to start the
installation process

Wwhen the installation process has finishgd, exit vour browser and restart it. Return to the initial application starting page and the browser will then load
Cracle Jinitiator and start your ARIS system applications.

Download Oracle Jinitiator 1.3.1.18

&] Done 2 @ Internet
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The system will next display a file download dialog box. Here, choose Save.

File Download 3

» Some files can harmn your computer. If the file information below
Yt loaks sugpicious, ar yau da ot fully rust the zource, do hat ope
zave thiz file.
File name: jinit. exe
File type:  Application

Frorm: arisapp.ars,usda,goy

f'i"'* Thiz type aof file could harm wour copefuter if it containg
malicious code.

WWiould you like to open the file af zave it to your computer?

[ Open ] [ Save l [ Cancel ] [ Mare Info

A save dialog box will be displayed. This will show the directory where this file will be
saved. Please make sure and note the name of the directory where the file will be saved
and press the save button. It will save as Jinit, do not change this name.

Save in: | I My Dowsnload Files / vl o ? = [Tr-

Recent

A

Desktop

Ay D ocuments

kA Computer

Fil= name: | jinit. exe S | I S ave ]

FA e Metvaork, Save as type: |.-'1'-.|:|plic:ati0n - | [ Cancel ]

Once the file has been downloaded, go to the directory where the file was saved and
double click on the Jinit file. The file will start install and the following screen will be
displayed.
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Oracle Jinitiator Setup

Choose Destination Location

Select folder where Setup will inztall files.

Setup will ingtall Jnitiator 1.3.7.718 in the following folder.

T o inztall to this folder, click Mest. Taoinstall to a different folder, click Browse and select
another folder.

Destination Folder

:%Program FileshOracletInitiator 1.3.1.18 Browse...

M et > | Cancel |

Press next and the software will install to the correct location. Do not change the
destination folder. A couple of other screens will quickly display and then the message
JInitiator successfully installed will be displayed. SAMS should now be able to be
accessed.
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6. This screen will appear every time the system is accessed. Click “I Agree”.

ARIS Security Waming osoft Intemet Explorer
File Edit ‘“iew Favorites Tools Help

«- . = 9 B ) Q id & 3
Each Forward Stop Refresh Horme Search Favorites Media Histary
Addiess I@ hitps:/f atizapp.ars.usda gov! j @GU

WARNING

Unauthorized access to this United States Government Computer System and software is prohibited
by Public Law 93-474, Title 18, United States Code. Public Law 99-474 and Chapter XX, Section
1030 states that: Whoever knowingly, or intentionally accesses a computer without author ization Ar
exceeds authorized access, and by means of such conduct, obitaing, alters, damages, destroys/or

not more than 10 years, or bath,

All activities on this systern and network may be monitored, intercepted, recordgf, read, copied, or
captured in any manner and disclosed in any manner, by authorized personngl, THERE IS NO RIGHT
OF PRIVACY IN THIS SYSTEM. System personnel may give 1o law enforcepfient officials any potential
evidence of crime found on USDA computer systems, USE OF THIS SYFTEM BY ANY USER,
AUTHORIZED OR. UNMAUTHORIZED, CONSTITUTES CONSENT TO THLZ MOMITORIMNG, INTERCEPTION,
RECORDIMNG, READIMG, COPYING OR CAPTURIMNG AMD DISCLOSURE. REPORT UNAUTHORIZED USE
TO AN INFORMATION SYSTEMS SECURITY OFFICER.

WARNING,

| 1AGREE |

’_ ’_ ’—é_ P Internst i

The following screen will appear. Those programs for which users have authority to
access will be highlighted. Click on SAMS System Application.

2l ARS USDA Application Choice Menu - Microsoft Internet Explorer
File Edit  View Favorites Tools  Help

o - © =] El £ o <«

Back Stop Refresh Horme Search Favorites Media Histary i Messenger

Address [ https:/farisapp ars.usda. govidb_selection_sso.htm B= EE

Google - | ~| @ searchweb - 2 |5 Ske popups allowed | [ options
Exit Menu

__ARIS i~ ATS |

ARMPS FDMIS
sSAMS |

SAMS Application Users - - Please be aware that new menus and forms were installed
3/28/05.

For further assistance, please send an e-mail with details of the issue to
aris@ars.usda.gowv.

&) Done 2 @ Internet
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User passwords will need to be changed every 60 days. The password is case génsitive
so do not enter as capitals.

3 Unified Login Page - Microsoft Internet Explorer,

Welcome To Unified Login Page

7. Adobe Software

In order to display reports in SAMS, either Acrobat Reader or Adobe Acrobat
(full version) must be loaded on the computer. The Area Computer Specialist can
assist with obtaining this software.
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Chapter Two — Organization and Navigation

SAMS automates the salary projection process and serves as the Agency’s instrument for
gathering salary lapse information. The user must enter data into SAMS, update any
information that impacts salary lapse, and produce the SAMS reports.

SAMS is designed for easy modification of data once entered. SAMS is in a windows-

based environment with drop down menus and works similarly to other windows-based
software programs. Move the curser to the field to be modified and click the left mouse
button to enter that field.

SAMS consists of drop down menus and query, list, and data screens as well as the report
generation screens. Drop down menu screens are used to display the system options

available to the user. Data input screens are used to enter and update data in SAMS.

The following sections will describe general features for each type of screen and the
functions available during their use.

A. Main Menu

The primary menu in SAMS is the SAMS Main Menu. The SAMS Main Menu is the
starting point for accessing SAMS data.

E'%SAMS - Salary Management Systems

Teh SAMS SWelcome

I [=] S

File Action Repords Reference
User Id
LEALDUS

Record: 111 =05C=
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The Main Menu shows the SAMS logo and has 4 options along the top. These options
represent different drop down menus. The options listed in the drop down menus allow
the user to access the various data entry, reports and reference screens.

To exit from SAMS and return to the ARIS Application Main Menu, click File/Exit.

E%;SAMS - Salary Management Systems M=1E3

User Id
LEALDTS

Record: 101 =05C=
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Under “Action”, the choices for the different data entry screens appear. Chapter 3
contains more detailed information on the individual screens under this category.

E%ESAMS - Salary Management Systems — O] =]
-welcome

{(yl Reporis Reference

MUICRIS Infarmation |

Perzonnel Infarmation |LBALDUS
CRIS Salary Information

File

User Id

Actual Pay Distribution
Salary Lapse
Rollover I _J

Fay Positions
’A Bay All OtherMNFCICRIS

o

Record: 111 =05C=

/
|

A carrot symbol () to the right of the name of the screen indicates that there are
multiple choices for that topic. Moving the cursor over a topic with a carrot will

highlight the choices available. Move the curser to the appropriate choice and left click
the mouse button to enter that screen.
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Under “Reports”, the list of the different SAMS reports appears. Chapter 4 contains
more detailed information on the reports available and how to generate them.

E%ESAMS - Salary Management Systems =13

.’.

File Action ==l Reference
Liability by CRIS user id

Lizbility by b |[LEALDUS
Emplovee Data Dump
Fay Period Dump

MU Yearly Fay Dump
ARMP Data Dump
LOTS Data Dump
Fosition Staffing Flan
Salary Lapse Report
ETE Report

Area Salary Lapse Repnr‘tJ

Recard: 101 =05C=

Under “Reference”, the list of available data reference tables appears. Chapter 5 contains
more detailed information on these reference/data tables.

:%ESAMS - Salary Management Systems =] E3
s

Listing of Modecodes | Us=zer Id
Change Modecode =]

Pay Data

Fay Period Tabhle (Current FY)

Record: 101 =0SC=
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B. Navigating within the Screens
When one of the options under Action is selected, the user will be taken directly to either
a list screen or a query screen. Each screen will display a menu bar and a tool bar, which

will allow users to navigate between records.

A sample List Screen follows:

:g SAMS - Salary Management Systers

]
ol MU/CRIS Information

List || MUnfo izl

Modecode | AcType | LastPP | Mu% | Area%| Hg% |
[EE 100 | 64[s408| 05| 10 [ o o[ 20 zof eol=
[301 150 [ s4|ea08| o5 15 | o o [ a0 zo eo
[301 zap | s4e408| 10| 0O | | o [ zof zof 6o
301 30p 46208 05| 30 [ o za|  zo| 0
301 b 646408 01 oo | I| o[ zof zof eo
[301 ] [ 646408 os| o1 | I)f o [ zo[ zof eo
308 646208 05| 15 | D o | zo|  zo| &0
[391 | e4[eq08| 10 oo [ o o | zof zof eo
393 646208 05| 15 [ 1 o 20| zo| e0-

add Delete

Record: 1/7

/

This list screen will\show all of the accounts for which Yhe user is authorized to access.
Following the list tab will be the data entry screens available for that topic. The active

screen tab is grey. The inactive, yet available, data screenabs are green. From this List
Screen, the user can add a new record or delete an existing one.

NOTE: There is no restore function. Once a record is deleted, and confirmed for
deletion, it cannot be restored. If a record is deleted by mistake, it will need to be re-
entered.

23 Salary Management (SAMS) User Manual

05/17/2005



At the top of the screen, more drop down menu choices are showrn

/

E%ESAMS - Salary Management Syztems
fen S - MILICris Information

_d -

58 o

E
Undo

Li Edit Ll Info

Acct Code | Modecode | Ac Type | Last PP | Mu% | Area% | Hg¥%
B[ s40s] 100 [ s2|s20s| os| 10 | o o | 2o  zo| eo/l=
|301| s408| 150 | s4|s20s| os| 15 | o o | zo|  zo| eo
[301] sao0s8[zo0 [ 62eans]| 10 oo | D o | z0[  zof so
[301] s408[300 | &2 [s208| os| =0 | o o | za[  zo| eo
|301| 6408|210 | &2|s208| 01| o0 | il | a | zo| zo| so
[301] sao0s8[sz0 \ s4¢[s408[ os[ o1 | B | o | z0[  zof so
[s01] sans[sz0 [\&2[s20=[ o5 o1 | F| o | za[  zo| eo
|308| 6408|101 | ke|s208| os5| 15 | o|| o | zo| zo| &0
[3o1] saos8[138 | sX[se08[ 10[ oo | D o | z0[  zof so
[393] 5408|154 [ e2\s20s[ os| 15 | | o | zo[  zo| eo0 -

Delete
Record: 1/? =0SC=

These choices are also available in icon form directly under the drop down menu titles. If
the curser is placed over the icon, a message will display explaining what that icon does.
For instance, if the curser is placed over the picture of a printer, then the word “print”

will be displayed.

The drop down menus and the icons will help to navigate through the screens. They can
be used to go forward P to the next record or back <« to the previous one. The double
carrot can be used to go to the last record or the first record.

Basic editorial functions may be performed with the drop down menus or the icons.
Options include cut, copy, clear, paste and undo.

A copy of the screen may then be printed. Save any changes made, enter new query
requirements, and/or exit this screen back to the main menu.

The Reference menu also allows use of some of the reference data tables without
returning to the main menu.
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A sample Query Screen follows:

E%ESAMS - Salary Management Syztems

7@ Salary Management Systems

S [=1E3

Eile Edit Query EBeference Help

< 8 [ (D a5 §

4
,5}_::? Personnel Information
CIery [
Acct Code 0 11 J Modecode = Ilss [ [ ] j

Hame (Last, First) | |

Position #
Eod Date Grade

e — O E—
e E—

Rather than listing all available accounts (as is done on List Screens), a Query Screen
allows for searching the database based on one or more variable. Entering an accounting
code will bring up all the data files associated with that accounting code, as follows:

E'%SAMS - Salary Management Systems
o

‘gQ Salary management Systems

Eile Edit ery Reference Help

< o€ (1IN0 a5z @

J
iﬁﬁ Personnel Information
QAuEry [
Acct Code 501 |0310 =10 | 2 Modecode || 5% 2z

Hame {Last, First) | |

Position #

Eod Date Grade
C o — T E—

et O S—
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Hitting enter brings forward a List Screen with all the data files associated:

2 SAMS - Salary Management Systems =] E3

ﬁﬁmsn Personmel Information
AcctCode |[so3 ([o3io0 (910 | MoedeCode (o3 ([osic (o1 (oo
Ust | Persomnelinformation PSP Data Sereen  CRISInformation  Pay
Acct Code ModeCode | Position # | Eod Date | Last Hame | First Hame |
[EEH (0310 [310 o3 [oz1o0 (o1 [oo GHES73 i0/01/2004 |BAILEY LATRL =
so1 [ozio ([91o0 0z [oz1o0 [o1 [oo GKO75 10/01/z004 |BAILEY CHRISTY
501 o310 ([210 03 (o310 [o1 [oo GK527 10/01/z2004 |BALDUS LISA
501 [o310 [210 oz [oz1o0 [o1 [oo SE35z1 i0/01/2004 |BOATEMAH GEMNEVL
501 o310 ([210 03 (o310 [o1 [oo EKZ7904 10/01/2004 |[BOJANOWSEI EATHLEEN
501 [os10 ([=10 03 (o310 [o1 [oo oK1z3 10/01/z004 |BOWSER TCHETTE
501 (05310 [210 03 (0310 |01 [oo SEeD1 i0/01/z004 |[DARERO TRACY
s01 |[osio ([=10 03 (ozio [oi [oo GK1Z57 10/01/2004 |DIZON ALVIN
so01 [ozio ([=10 0z [ozio [o1 [oo GK3 638 i0/01/z2004 |FONG ERIAN
501 [0510 [210 o3 [0310 [o1 [oo oOKG45 i0/01/z004 [FRENCH TATANIA -
Add ] Delete | Print ]

From here, you can choose the particular record you are interested in.

More specific information may be entered in the query field, as follows:

E_ASAMS Salary Management Systems =] E3

Eile Edit Guery Reference Help

S € ([ M G 5 e )
?_::f Personnel Information
Eery l

Acct Code [s01 [0310 | [210 2 Modecode |= ls% | | z
Hame {Last, First) IBALDUS | Position # |

Eod Date | Grade |

T — nowests [
R —
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This will bring up the List Screen for all data matching that query:

EEQSAMS Salary Management Systems =] E3

@E@ a4 4 > Pyl EE g
‘sﬁﬁ Personnel Information
AcctCode |[so3 ([o3io0 (910 | MoedeCode (o3 ([osic (o1 (oo
Ust | Persomnelinformation PSP Data Sereen  CRISInformation  Pay
Acct Code ModeCode | Position # | Eod Date | Last Hame | First Hame |
[EEH (0310 [310 o3 foz1o o1 [oo G597 i0/01/z004 |BALDUS LISh =
ol ol
[ ] =
Add ] Delete | Print ]

Recaord: 141
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C. System Messages

System messages are short informational messages that give the user some indication of a
condition that must be met or must be resolved or a question to be answered. System
messages will be issued as necessary to explain menu options, warn the user of error
conditions, or provide recommended courses of action the user might take.

Eg AMS Management Systems

File E 2 e
S A 4 P B By T ES R

fﬁﬁ FPersonnel Information
Acct Code [5oi1 |[paio [[sio0 | ModeCede (o3 |[oaioc |01 oo |

Pay

Hame (Last ., First) Pos=ition Ho. Biweekhyr Lapse Actuals Through PP
[ExanPLE |[aoE N [ 35z0.7|7 NI 2z

Plan Salary |+ At fF Difference Hrs |+ E

3,520.70 .00 0

5,520.70 .00 0

5,520.70 .00 [u}

3,520.70 3. .00 S50

TR 2 o oo -

5,520.70 5, s S .00 [u}
=
3,520.70 3 . . .00 o =

[ s7,ao0.08] [ e8,94s.34 | .o0] [ =z8,453.7a] | .oo] [so ]

Recalculate

D. Data Entry/Edit Screens

Data input screens allow structured entry and modification of SAMS data. Data input
screens are composed of labeled fields, similar to a paper fill-in form. The SAMS system
monitors the information entered into each field to ensure that it matches the information
that is requested by the field. For example, the system would not permit a phone number
to be entered in a field that requires a dollar amount. Each value entered must meet the
requirements specified for the particular field. Refer to Chapter Three for specific
information about data input screens.

Data is stored in units, called records, which comprise the SAMS database. The SAMS
database is conceptually similar to the list of names and addresses in a phone book.
Under this analogy, each name with corresponding address and phone number would
represent one record in the phone book database. Each record in the SAMS database is
comparable to the information displayed on one data input screen. Key values uniquely
identify each database record. Key values for a phone book database might be the name
and phone number in each entry. The SAMS system uses key values which are unique
for each record within the database. Key values may not be modified. Key values in
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SAMS are the Accounting Code and the ORG (Mode) Code. Once entered, these fields
may not be modified. Ifa record is established with the incorrect Accounting Code or
ORG Code, that record will have to be deleted and a new one established with the correct
information.

The name of each data input screen appears as a tab/at the top of the screen. Clicking on
the tab will select that option and will bring up thédt data entry screen.

Use the tab key or the mouse to move from freld to field within the screen. SAMS data
input screens are composed of two types of data entry fields. The first type, Fill-In,
requires that information be typed from the keyboand. The second type, Menu-Selection,
has a carrot ('¥) next to the field and grovides the option of selecting the informati

from the drop down (list of values (KOV)) choices.

_ 10>
T4 2 L4
@A DD A 4> AT P
fgﬂf Personnel Information
AcctCode/|s01  [0310 (010 | MoedeCode [0z [ofio0 [01 [oo
*AcctCode [cp1 | 0310 | [oio 2 *Mode Code ﬁ 0340 IE
I:La'gl,-l}?rst} | | *Position # *Supervisor | 2
Pog Title |
~ Computations
Pay Plan Grade |— Biweekhy / '
Plan Salary |
» *Job Statu PAESETERr
EOD Date | Plan FTE 1 PERMANENT Actuatyro |
Sep Date | Praj FTE Tour Dul, TEMPORARY n - Proj. Sal. |
Updated | Vac Stat | FILLED - - al. Adj. |
Lapse 4] . - 5al Lapse |
WGl Period | o Active Stat | j-TIVE - ®
= Sal. Diff. |
Comments ] 2 ol
|=| | Actuals Through: |

Record: 1/1

/

Z

Fields with an asterisk must be completed. If save is attempted without completing all
the required fields, the system will notify the user that data is missing. If the information
is not completed correctly, the record can not be saved.
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Chapter Three — Operating SAMS

This chapter provides procedures to follow for establishing and maintaining SAMS
records.

A. Ensure Pay Data Parameters are correct

From the SAMS Main Menu, select Reference/Pay Data.

Eg_;’,ﬂ'SAMS - Salary Management Systems

File Action Reporis BEEIENERME]

Listing of Modecodes | User Id
Change Modecode E

Fay Period Tahle {Current F¥)
Fersonnel Job Series
Eay Period Table

Recard: 101 =05C=

=]
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A list screen will appear with a list of all the accounting codes accessible to the user:

Eg_;’,ﬂ'SAMS - Salary Management Systems =13

?MS FPay Data Configuration
wall Pay Parameters
List l—\
~— Paydata
Modecode | CURFY | G5 | | WG | PayRaise | LocalPay | Local PP| | ES Raise | GM Raise |
66 6600 (2005 1 1 3.5 o 1 3.5 [a} -
62 6z21g  [20Q85 1 z0 5.5 =] 1 z 3
6z 5217 |z00N 1 1 5.5 o 1 z 3
o5 oso00 |zoos\ (1 z3 1.5 o 1 1.5 1.5
== ozo0 [zoos N\ [z EE 5.5 =] 1 1.5 1.5
o1 o100 [zoos 1 EE 1.5 =] 1 1.5 1.5 §
FE) "\901 zoos 1\ 1 3 a] 1 3 o @
Add Change FY

Recaord: 1984

Click anywhere on the\line with the appropriate\Mode Code and fiscal year (the line will
show as yellow) and cli¢k on the Paydata tab at the top.

SAMS - Salary M M [=] E5

alary iz nent

SAMS Pay Data Configuration
B

Pay Parameters

Modecode
[BE  [oz00 '
Current Fiscal Year Im G5 Pay raise period |1—
WG Pay raise period |23— Payraise % I?
Locality Pay % ID— Local Pay raise period |1—
ES raise % l# GM Step Increase % IT

Record: 141

This screen will show the fiscal year currently being worked under as well as the pay
parameters that have been established for that ORG (Mode) Code. This information may
be modified in this screen. If this information is modified and salaries projected, it will
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be necessary to return to the Personnel Information or the Actual Pay Distribution screens
and recalculate each individual’s salary.

If the fiscal year needs to be changed, return to the list screen by clicking on the List tab.
Click on the Mode Code and fiscal year to be changed to, then click on Change
bottom of the list screen.

:g SAMS - Salary Management Systems
%8 Salary Manage

File Edit Que

SRMNMH A 4 » P o5k

?QMS Pay Data Configuration
sl Pay Parameters
oo |

— Paydata

Modecode CURFY | GS | WG | PayRaize | LocalPay | Local PP| p/naise] GM Raise |

19 1902 (2004 1 20 2 u] 1 2 u] @
19 1932 (2004 1 5 2 u] 1 / u] u]

i9 1920 2004 1 1 2 u] 1 / [u] u]

19 1201 (2004 1 1 4.41 u] 1 / 4.41 u]

05 0501 (2004 1 [a] 4.1 u] 1 / 4.1 4.1

03 0310 2004 |H [u] 4.1 u] J;/ 4.1 4.1 =
1z 1201 (2004 |1 20 4.1 u] 1 4.1 4.1 @

Record; 8957
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33

Record: 11

B. Establish/Modify MU/CRIS Information

Return to the SAMS Main Menu and access the MU/CRIS Information Screen
under Action.

SAMS - Salary Management Systems

1 [eul g g1=]

User Id

LEALDUS
CRIS Salary Infarmation
Actual Pay Distribution
Salary Lapse
Eollaver

=05C=
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If the Management Unit (MU) has not yet been established, it will not be reflected on the
List Screen. The MU will need to be added from this screen by clicking on Add at the
bottom. If it has already been established and needs to be modified, highlight the correct
account by clicking anywhere on that line (it will show yellow), and glick on the MU Info
or the CRIS Info tab.

EE’,ESAMS - Salary Management Sy:ztems
’%:E SAMS - MILNCrS Information

Eile Edit Record Actio Refdrence Help
@ 28 « ]
2l
o aiall MU/CRIS Information
List | MUinfo | CRISInfo
Acct Code | Modecode | cType | LastPP | Mu% | Area% | Hqg%
[EEERl| s40s| 100 [ 64 |640s| os| 10 | o o | zo[  zo[ eo=!
|301| 6408|150 | 62|6205| 05| 15 | | a | zo| zo| 60
[s01] s4anszoo [ 26205 10 oo | o o | zo[  zo| eo
|301| 5408|200 | s4|se08| os| 34 | | o | zo zo| &0
[z01] e4a0s]s10 | s4[e620s| o1 /o0 | | | o | zo|  zo| so
[s01] s4ans]sz0 [ sa[sa0s[ o5 o1 | b o | zo[  zo| eo
|301| 6408|230 | s4|sa20s5| As| o1 | 1| o | zo zo| 8o
|208| sa0s| 101 | 64|6408J/05| 15 | ol| o | zo| zo| &0
[391] sans| 138 [ 54|540/Ef| 10| oo | o o | zo| zo| eo
[393] sao08] 152 [ s4[ezbe| os| 15 | o o | zo zo|[ s0 |«
Add Delete
Record: 117 =0SC=
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E%ESAMS - Salary Management Systems =13
For

Jeg SAMS - MUMCris Information

File Edit Eecord Action REeference Help
L5 =
A 2R 4 4 » P Ry J
2o
o all MU/CRIS Information
Li=st AL Info l CRIS Info
Acct Code = Mode Code* [z =3 =
MU Hame | \
Location | \
Area | \
Acct Hame | \ Lapse Percentages
Contact [ MU =0
oot Type- arex: ([0
Actuals Pp I—D Fimgncial Plan Adjustments HGQ: m
s¥: | HSY: |
Plan Salary: | Lapse Amount: | l
Salaries: | Difference: |
Recard: 101 =05C=

A\ |

When establishing a new account, enter the Acgounting Code and select the Mode Code
from the drop down list which is accessed by clisking on the “?” to the right of the box.
Once selected, the MU Name, Location, and AreaXields will be populated. Mode Code
information is received through ARIS from the Human Resources Division (HRD). A
valid Mode Code must be used. If a new Mode CodeNaeeds to be established, contact the
appropriate HRD specialist. BE CAREFUL. Once an Accounting Code and Mode Code
are entered and the data is saved, these two values cannot\be modified. If an error is
made, the information will have to be deleted and re-entered correctly.

Enter the Account Name, contact, Account Type (Direct or Indjrect) and verify that the
Salary Lapse Percentages are correct.

Once the MU Information has been completed, click on the CRIS Info tab.
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EE’,ESAMS - Salary Management Syztems

=] E3

’%:E SAMS - MILNCrS Information

Eile Edit Becord Action Reference Help

@A 4 4> p RGO G

SPEE
o gl MU/CRIS Information

Li=t rU Info CRIS Info l
Acct Code |[So1 [0210 (211 Modecode [0z [0z10 [oo (oo
CRIS Wl's Accn Subacct # Begin Date End Date Active
| Il | [ | | [ | Lx =&
[ | [ [ [ [ [ [ ?
| | | [ | | [ |
| | [ [ [ | [ [ /I
| | | [ | | | | VA
| | [ [ [ | [ [ /]
| | | [ | | | | /|
| | | [ | | | | / |
| | | | | | | | / | i
| | | [ | | | | -
Delete
Record Saved

Record: 101 =05C=

)

Enter the (valid) CRIS number. Once entered, SAMS will check the ARIS database to
ensure the CRIS number is valid. If it has not been estg@blished in ARIS, an error
message will be displayed and the user will not be allgwed to save the record with this
invalid CRIS number. If the CRIS number is valid, the Accn (Accession) number will be
automatically populated from ARIS. Continue entgring the subaccount number
(optional), and beginning and ending date of the GRIS. Valid and up-to-date CRIS
numbers and Accession numbers are crucial and £annot be fabricated. This information
feeds the salary lapse process and incorrect daty causes problems with updating
allocations and ARIS information.

NOTE: CRIS Begin Dates MUST BE the first date of a pay period and End Dates
MUST BE the last date of a pay period. Ifthe first or last date is not used, SAMS will
not be able to calculate values correctly on the Liability by CRIS reports.

Make sure the Active flag is set to “Y”. Once all the information has been entered, save
and exit back to the SAMS Main Menu. In many cases, SAMS will automatically save
the data without it being requested. However, it is a good practice to save before exiting
each screen.
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C. Add/Modify Personnel Information

1. Access the Personnel Information Screen under Action.

E%;SAMS - Salary Management Syztems =13

Syl Feports Eeference
MLYCRIS Information User Id
LEALDTS

CRIS Salary Infarmation

Actual Pay Distribution
Salary Lapse
Rollover

Record: 11 =05C=

Enter the appropriate information in the Query Screen.

EE’,ESAMS - Salary Management Systems 9 =] S
Tzh Salary Management Systems

File Edit Query Reference Help

< 8 ([ [D 5=z 55 |
’ﬁ Personnel Information
Query |

Acct Code [so1 0310 | [s10) [2 ] Modecode B 1= [ [ 1&g

Hame (Last, First} | [ Position # ]

Eod Date 1 Grade [ ]

Pay Plan I:I Position Title ]

S S E—
e E—
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This will bring up a List Screen for the selected account.

EfSAMS - Salary Management Systems

ISi[=] 3

innel Infarmation

File Edit Action

Record: 117

E £ I Becord Referepce Help
T 2 L3
GDADND A 4 » BT R
fﬁﬁ Personnel Information
Acct Code |5|31 |0310 |910 ModeCode |c:3 ||331t| |Dl |DCI
Lst  Persomelinfomation PSP DstaScreen CRSWfommation  Pay
Acct Code ModeCode | Position # | Eod Date | Last Hame | First Hame |
[EEE (0310 [s10 03 (0310 (01 [oo  [egevs 10/01/2004 [BAILEY LAURL &
501 (0310 |910 03 |os10 |01 (oo BED7S 10/01/2004 |BAILEY CHRISTY
501 (0310|210 03 |o3i0 |01 (oo BES97 10/01/2004 |BALDUS LISL
501 (0310 [910 03 (o310 [o1 [oo)  [smsszi 10/01/2004 |BOLTEMAH GENEVL
501 (0310 |910 03 |os10 |01 (oo 5Kz 794 10/01/2004 |EOJANOWSKI  |KATHLEEN
501 (0310|210 03 |o3i0 |01 (oo 9K1Z3 10/01/2004 |BOWSER TCNETTE
501 (0310 [910 03 (o310 [o1 |00l [smeoi 10/01/z004 |DARERO TRACT
501 (0310 |=210 03 o310 |01 (oo BE1Z57 10/01/2004 |DIXON LLVIN
501 (0310|210 03 |o3i0 |01 (oo BE3 635 10/01/2004 |FONG ERIAN
501 (0310 [910 03 (o310 [o1 |00l [cgeas 10/01/2004 |FRENCH TAWANNA Iz
Add Delete Print

2. Add new records by selecting Add at the bottom of the List Screen.

38

Salary Management (SAMS) User Manual

05/17/2005




sonnel Information

il I % Ip

E\E« 4 > B Gy s e

fgﬁ;ﬂﬂ? Personnel Information
AcctCode |[s031 | [o310 (910 | MedeCede (o3 ([osic (o1 (oo

*Acct Code | [ [ z | *Mode Code [ 7 7
I;La":tl,-l}?rsﬂl [ “Position # | *Supervisor | >

Pos Title |
~— Computations

Pay Plan | 5= - Grade | Biweekly | Plan Salary
*EOD Date | PlanFTE [ 1 *Job Status | PERMANENT |~ e S
| Tour D | - Proj. Sal.

Sep Date Proj FTE I— uty | FULL TIME =~ J

Updated | Vac Stat [FILLED = - Sal. Adj.
Lapse - Sal Lapse
WGl Period |—0 TES = Active Stat | L CTIVE - "
= Sal. Diff. |
Comments 1605
Actuals rough: |

Recaord: 151

Complete all of the fields (Fields in pink cannot be modifie

Supervisor Field: If the position being entered is the hgad of the MU (RL, etc.), then
enter all 0000000 in this field. If not, click on the “?” to the right of the box and select
from those positions already entered, or enter the position number of the supervisor.
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(L Rl o

SAMS Personnel Information
S

AcctCode (501 |[0310 |[210 | MoedeCode [0z |[o31o0 o1 [oo |

- FPerzonnel Information ||

*AcctCode [sp1 | [o3io (o910 |

B
peErvisor

Find

Hame
(Last, First) [EXAMPLE

Last_Mame | First_MName | Pasition Me ~

Pos Title [
BAILEY CHRISTY BKETS = .
Computations
Pay Plan | ;s - BAILEY LAURA, Bkara Plan Satary ||
BOATEMAH GEMNEWA 513521 - Actual ¥TO
SepDate | | BOJANOWSK KATHLEEM S5K27T94 -Proi.SaL | |

TOMETTE 61 23 saag
,,,,,,,,,, - Sal Lapse :]
Rctuals Through: :]

BOWYSER

Updated |11/17/ /2004

WGl Period

|

Comments

If a supervisor’s position number is entered which is not established for this account, then
the record being entered will not be displayed on the Position Staffing Plan report. The
user will receive an informational message identifying that this Supervisory Position
Number has not yet been established.

Comments Field: This information will be printed on the Liability by MU report under
comments so it may be helpful to identify information here. For instance, dates of
awards, WGI’s or promotions, etc.
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An example of a completed screen follows:

:_, SAMS - Salary Management Syztems =] E3

'EH_ ary I
Eile Edit Acti
bR DM W 4 B gl
fgﬁﬁ Personmel Information

AcctCode |[so3 ([o3io0 (910 | MoedeCode (o3 ([osic (o1 (oo

*Acct Code |501 |D3 10 |910 > \ *Mode Code |03 WE Iﬁ
*Position & |6K59?1 *Supervisor |6K59'? 7

Hame
(Last, First) [EXLNFPLE |70

Pos Title |ADHINISTRRTIVE OFFICER

~— Computations

Biweekhy 2,152.00 Plan Satary |
*Job Status | PERMANENT _ Actual ¥YTD |
Tour Duty [FULI, TIME - = LAl Bk |

PayFPlan | o - Grade

*EOD Date |10f3 12004 22 Plan FTE
Sep Date | 0
ep Late Proj FTE

Updated [11/17/z004 Vac Stat [FILLED = - Sal. Adj. |
Lapse - Sal Lapse
worperioa 5 netve st [c7rvs <] v |
= Sal. Diff. | ool
Comments |yEy POSITION EFFECTIVE OCTOEER \3il1, 2Z005. XFER FROM
FRAWNCE . Actuals Through: |

Recaord: 141

3. Once completed, click on the P\SP Data Screen tab at the top.

If the user did not save before clicking on the tab, the following message will be
displayed:

E_, SAMS - Salary Management Systems =13

i u| ] ]

s o8 a4 4 > P OO
_5 MS FPersonnel Information

éﬂiﬂ AcctCode 5oy |[o3i0 |[21io0 | ModeCode 0z |[ozioc [o1 [oo |

PSP Data Screen

Hame
{Last , First)

| J

Title

Supervizsor Ho.

Full Performance Level :

[ W

Footnote Comments
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Click OK.

:i SAMS - Salary Management Systems =] E3

'rm ' Management System (SAMS)- Persannel Information

File Edit Action Record Refe

SADD A 4P PEGEH P

'_.SQM_S Personnel Information
Acct Code H W Iﬁ‘ ModeCode IF WEW

Hame
{Last, First}
Position Ho. Supervisor Ho.
|EZAMPLE |30E |sK5971 |eks97
Title

|ADHINISTRATIUE OFFICER

Full Performance Level : m
| [ H [ B [ H [ H

Footnote Comments

Record: 111

The PSP Data Screen will be populated with the information ektered on the previous
screen. Complete the full performance level and identify any foptnotes to be displayed
on the SAMS Position Staffing Plan report.

4. Once completed, click on the CRIS Information tab.
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=4 SAMS - Salary Management Systems 9 =] S

nnel Infarmation

%« PR »E-E-Jg,

ﬁsﬁmsﬂ Personnel Information
Acct Code [cn3 [0310 (910 | MedeCede |03 [0z10 (o1 (oo
[ Personnel Infarmation | PSP Data Screen  CRISInformation || Pay
Hame (Last, First} |EXAMFLE |ToE Position Ho. [6KS971
~— MU CRIS Information ~— Position CRIS Information
CRIS Ho Begin Date Active Start Date Term Date Alloc %
w7777 | ooz oo [o 10/01/2004 k3 j [ 1=
0310 FEIET 003 oo [o 10/01/200% ¥ f n
0310 FITITT oo4 oo [o 10/01/2004 ¥ / / -
0310 88888 001 oo [o 10/01/200% i3 / / =
/
Total || g
Delete

Record: 154

ith the CRIS Numbg¢grs and Begin Date
IS Information screen.

The screen will already be populated
information established in the MU/

Click on the field for the Start Date under the approprigte CRIS for this emplgyee. The
start date for the CRIS will be displayed. This date may be changed if necesdary. Repeat
this process with the Term Date field and identify thé percent of time this person is
assigned to this CRIS. The Total at the bottom of the screen must total 100%.

qg SAMS - Salary Management Syztems

el Information

6 {7 &

‘Sﬁﬁ Personnel Information
Acct Code [cn3 [0310 (910 | MedeCede |03 [0z10 (o1 (oo

| st Personnelinformation | FSPData Scresn | CRIS information || Pay \

Hame (Last, First} |EXAMFLE |ToE Position Ho. [6KS971 \
~ MU CRIS Information -~ Position CRIS Information
CRIS Ho Begin Date Active Start Date Term Date lloc %

100172004 v =
1070172004 10/01/2004 09/30/2005

100172004
1070172009

aszio CACAEAEAT) aoz
o310 TEETT aos
aszio CACAEAEAT) aog
o310 [=E=i=1=1=] ool

[m]
o

[m]
[m]

TTFFA

| v |

Delete

teveen 0 & 100
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5. Once complete, click on the Pay tab at the top of the screen.

If the record has not already been saved, the following message will be displayed:

w3 A 4
?ﬂf Personnel Information

ModeCode (03 |(n31g [01 oo |
Pary ‘L

Hame (Last, First) Position Ho. Biweekhy Lapse Actuals Through PP
[EXAMPLE [[a0E |[6rsa71 | 35z0.7[7 o

PP Plan Salary Hrs @

Total ]

Recalculate

To save, click on save. If not, click on cancel.
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Saving a record brings up the following message:

:%ESAMS - Salary Management Systems =] E3

a =lgq]=1q] =gy

Eile Edit 1
@ >R DM 4 4 v B Byl E @

SAMS Personmel Information

éﬂﬂ'ﬂ Acct Code (501 |[0310 (210 | ModeCode 03 |[osio o1 [oo |

Payw
Hame (Last , First) Position Ho. Biweekhy Lapse Actuals Through PP
[ExamPLE |[a0oE |[smso71 I 35207 [ ol

PP Plan Salary |+ | Act i Proj |+

e Difference Hrs |+ E

Total [ ] | || ool | | ][ J

en 0 & 100

=% 5AMS - Salary Management Systems =13

ement - Personnel Infarmation

Action Record Referenc al
SR INMD A 4 b PG 7E
‘Sﬁﬁ FPersonnel Information

Acct Code [5n1 ([o310 [o10 | MeodeCede |05 [oz10 (o1 (oo

| ust  Fersonnelinformation PSP DataScreen GRS Informatian Pay |

Hame (Last . First) Position Ho. Biweekhyr Lapse Actuals Through PP
|ExXAMPLE B |G:EERR! | 3520.7 |¥ [ [a]
PP Plan Salary |+ | Act i Proj |+ Adjustments |+ | Lapse '+ Difference Hrs - I/:
| -ao B
| E
Total | | | oo | | |

Recalculate

In order to project a salary for the year, click on Recalculate.
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The following message will be displayed:

Egi SAMS - Salary Management Systems
T e em ‘arsonnel Informatian

B I Wb B TS

O

fﬁﬁﬂ_s Personnel Information
AcctCode (501 |[osi0 |[21o0 | MedeCode (03 |[o3ioc [o1i [oo |

T T T Pay

Actuals Through PP

Hame (Last . First) Position Ho. Biweekhy Lapse
ol

[ExamPLE [0k |[ers371 i 35z0. 7 7

PP Plan Salary [+ | Act 7; MME
- : 10 N to Recalculate? /
i /
/
i /
7/ &
//
Total [ ] [ ] ool | 1 L/ ] J

Recalculate

Click on OK.

NOTE: If your machine is set to the current fiscal yeay'but you are projecting a salary for
the next fiscal year, the Actuals Through PP must = 0. Recalculating will return both a
Planned Salary and an Act/Proj Salary. If a new person is being added to the current
fiscal year and it has to be recalculated, Actuals Through PP may be set on any pay
period and only Act/Proj Salary will be projected.
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EE’,ESAMS - Salary Management Syztems

=] E3

@D 4 4 v By Ey
?}E Personnel Information
) Acct Code 501 [Oozi1i0 (910 ModeCode |03 o310 (o1 [oo
List Personnel Information PSP Data Screen CRIS Informsation Pay [
Hame (Last, First) Position Ho. Biweekhy Lapse Actuals Through PP
[ExamPLE [10E GE5971 a5z0.7 |7 22
PP Plan Salary | Act i Proj |+ Adjustments | Lapse & Difference Hrs
19 | F,520.70 | .00 | s lal | 3,5z0.70 | o0 | [s]
z0 | 3,520.70 | .00 | oo | 3,520.70 | oo | o
Z1 3,520.70 T [ 0o | 3, 5z0.70 | oo | 5]
zz | 3,520.70 | 3,520.70 | oo | oo | o0 | =0
EE | F,520.70 | 3,520.70 | s lal | oo | .00 | =]
z4 | 3,520.70 | 3,520.70 | .00 | oo | oo | =0
Z5 | F,520.70 | 3,520.70 | s Tl | oo | o0 | a0
Total | =v,ao00.08 | s6.837.98 | .00 | 10,s5e62.10 | .00 (1920
Recalculate

Once the salary projection and the salary lapse information has been verified, click on
save and exit back to the SAMS Main Menu.

D. Assign Personnel to CRIS

1. Access the CRIS Salary Allocation table under Action.

Eg_;’,gSAMS - Salary Management Spystems

=]

File Eillil] Reports Reference
MLUCRIS Infarmation
Fersonnel Information

User Id

LEALDUS

armation

Actual Pay Distribution
Salary Lapse
Rollover

Record: 11

=05C=
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2. Enter the desired Accounting Code and hit enter.

EE’,ESAMS - Salary Management Syztems

cation

o

ile Edit Becord Reference Help

Tl [

w8 a4 4 »r P REE P

SAMS

é_ﬂﬂ_ﬂ CRIS Salary Allgcation

Acct Code
[5o1[oz10 91! 2|
S¥ Plan Adjustments: [0 [ o
HSY Plan Adjustments: |Q |D |Q
BeginDate: [i0/01/2004 | crisHo  [0510 [7777r | [ooz oo o (2]
Active: IY— Subaccount# |02 * +
Employee Hame Position# F"'L::‘“ u"assFi%'E"Ed B;'a""e FTE /%
T.GARVIN 0K3062 .70 o o os |/ )
J.LOMEARD EE1236 1.00 o o o7 -7/ B
J.VOLTLIRE 5Kz 780 1.00 o o .07 7/
G. WILIOM SE2791 1.00 [u] [u] .03/ g
K.BOJANOWSKI SEz794 1.00 [} [} A7 bi
S.WILLILMS SEz2797 1.00 o o .07 'd
H.LEWIS SK313 1.00 0 0 a7 7
Total FTE [45.2 =] 2.89
The personnel assigned to this account will be displayed.
3. Enter the percentage of time assigned to the CRIS displayed. Aftcess other

CRIS’ by clicking on the “?” to the right of the CRIS number.
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=] E3

E &)

b 2R ([ 4 4 > B IR P

SAMS

éiﬂﬂ_ﬂ CRIS Salary Allocation

SY Plan Adjustments:
HSY Plan Adjustments:

Begin Date:
Active:

10/01/2004

Find FEIFE .
| |

Cris Mumb... | |

kR ooz oo D

Employee Hame Position TTTTT 00 %a
T.FARVIN OE3Z062 TITTT oo4 oo 7 @
J.LOMEALRD EKE1236 88888 oo oo N 7
J.WOLTAIRE SEZ730 N G
G . WILION EEz2791 N 7
K.BOJANOWIKI SEZ794 b7 7
S.WILLIAMS EE2727 N 7
M.LEWIS SE313 7 @

Total FTE

Highlight the CRIS to be displayed and click on OK. Continue assigning all of the

personnel until the Unassigned Balance amounts = 0. When finished, click on save and

exit back to the main menu.

49

Salary Management (SAMS) User Manual

05/17/2005




E. Updating and Maintaining Pay Data

There are two ways to update pay period data in SAMS.

1. From the Personnel Information Screen:
a. From the SAMS Main Menu, access Personnel Information under
Action.

E%ESAMS - Salary Management Systems =13

Eile il Feports Reference
MUICRIS Information ' User Id
FPersannel Information |LBJLLDUS
CRIS Salary Information

Actual Pay Distribution
Salary Lapse
Rollover

Record: 11 =0SC=
b. Enter the accounting code information at the Query Screen and hit
enter.
50 Salary Management (SAMS) User Manual

05/17/2005



EEQSAMS Salary Management Systems =] E3

Eile Edit Query Reference Help

SR e )
ﬁ Personnel Information
Guery |

Acct Code [s01 [oz10 | [51o0) | 2| Modecode - I R | | 2

Hame (Last, First) | | Position # ]

Eod Date 1 Grade [ ]

Pay Plan E Position Tile [

e — O E—

Vacancy Status :]

c. When the List Screen appears, select the employee to be updated
by clicking anywhere on that line on the screen.

E%SAMS - Salary Management Systems

@Eﬁ‘fﬁ«ibﬁ%@@lﬁr
?9”'_5 FPersonnel Information
Acct Code |501 |03 10 |910 ModeCode |03 |03 10 |Dl iy
Lﬂl----“----y
Acct Code ModeCode | Position#|  Eod Date /] Last Hame | First Hame
— — — —— /
501 (0310 [910 03 (o310 (o1 (oo BEE7S 10/01/2¢f04 [EAILEY LAURL B
501 (0310 [910 03 |os1i0 |01 (oo EEO75 10/01/7004 [BAILEY CHRISTY
501 (0310 |10 03 |osi0 |01 (oo BES597 10/01f2004 [BALDUS LISA
501 (0310 [910 03 (0310 [01 |00  [sEsszi 10/0A/2004 [EOATEMAH GENEVA
501 (0310 [910 03 |os10 |01 (oo EKz2794 10/01/2004 [BOJANOWSKI | [KATHLEEN
501 (0310 |10 03 |osi0 |01 (oo QK123 1f/01/2004 [BOUSER TCNETTE
501 (0310 [910 03 [0310 (01 (00 [sgeo: 0/01/2z004 [DARERD TRACY
501 (0310 [910 03 |o310 |01 (oo GK1257 10/01/2004 |DIXON LLVIN
(B (0310 (210 03 o310 |01 (oo cE5971 P |10/31/2004 |EXAMPLE JGE
[501 0310 [310 03 [os10 [01 (oo EHI 635 10/01/z004 |[FONG BRILN -
add Delete | Print
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d. Select the Pay tab. Click on the Act./Proj field for the pay period

: / f ersannel Information
File Edit A Eecord Reference Help

SRND AL bBIE P

‘59”_5 Personnel Information

Acct Code HWW ModeCode W

Hame (Last, First) Position Ho. BiweeKhy Lapse Actuals Through PP
|EXAMPLE |70E |sK5971 |/ 3520.7) |7 | 22
PP Plan Salary |+ | Act i Proj |+ ndj;étmen'ts [+] Lapse |+  Difference Hrs @&
[19 3,520.70 .oh [/ .00 3,520.70 .00 B
20 3,520, 70 .0 .00 3,520.70 .00 o8
[z2 [ 3,520.70 .00 3,520.70 .00 0
[z2] 3,520.70 | 3,520. .00 .00 .00 80
[z3] 3,520.70 3,520.70 .00 .o0 -;E/; 80
[z4] 3,520.70 3,520. 70 .00 .00 . 80
[z5] 3,520.70 3,520.[70 .00 .00 gl 80 =
[
Total | g57,400.08 s6,5837J98] | o0 || 1o,58z.10 .00 [13z0

Recalculate

Recard: 3727

e. iffed amount. | (If amount in thatfield is already

rest of|the year’s pay periods needs to be changed, enter t
amount in the biweekly field, and hit recalculate (at the botto

If an amount is changed and/that amount needs to be entered in all the following cells,
click on the “+” symbol.

Make sure Actuals Through PP value reflects the pay period just posted through.
Click the forward icon (P ) to go to the next person’s record in that account.

--0r--
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2. From the Actual Pay Distribution/Pay Positions Screen:

E%ESAMS - Salary Management Syztems _ O =]

Ll Feports Eeference
MUICRIS Infarmatian ' User Id
Eersonnel Infarmation |[LBALDUS
CRIS Salary Infarmation

Actual Pay Distribution Pay Positions
Salary Lapse ¥ Bay All OthenNF CICRIS

Rollover D

Record: 11 =05C=

a. Enter the accounting code at the Query Screep.

Egg SAMS - Salary Management Systems
e ary Management Systems

File Edit Query Reference Help

s o8 ([ [ 52 &3 6 4
’ﬁ Pay Pysitions
Query |

Acct Code [ NC TIER Modecode = Il 1[ [ TE=j

Hame (Last, First) | [ Position # ]

Eod Date 1 Grade [ ]

Pay Plan I:I Position Tile [

CE N — e —
et E—
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b.

gSAMS - Salary Management Syzstems

Eile

S o€ (1)

Edit

=

<

At the List Screen, click on the record you want to access and then
click on the Pay tab.

B3

Pay Positions

AcctCode |5o1 | |os1o0 |10 | Mode Code|03/ o310 [Jo1 oo
List 1’/

AcctCode ] ModeCode ] Position # | /EOD Date | Last Hame | First Hame |
501 o310 210 o0z (o310 [o1 oo EEE73 10/01/2004 |[BAILEY LAURA =
501 o310 (210 o0z (o310 [o1 | [oo EEI75 0/01/2004 |BEAILEY CHRISTY
501 (0310 (210 0z (0310 [o1 | [oo EK597 10/01/2004 [BALDUS LISA -
501 o310 210 oz (o310 [o1 [ [oo ER3521 10/01/2004 |BEOATEMALH GEMEWL -
501 o310 (210 o0z (o310 [o1 | [oo SEz794 10/01/2004 |BOJANOWSEI KATHLEEMN |
501 (0310 (210 0z (0310 [o1 | [oo OK1z23 10/01/2004 [BOWSER TCHETTE
501 o310 210 oz (o310 [o1 [ [oo SK&01 10/01/2004 |DARERO TRACY
501 o310 (210 oz (o310 [o1 [ [oo §K1257 W |10/01/2004 ALV IN
501 [0310  [210 oz (0310 [o1 | [oo EEE971 10/31/2004 JOE
501 (o310 (210 oz (o310 [o1 | [oo EK3 638 10/01/2004 ERIA -

The information displayed looks exactly like the screen accessed under Pay Information.

Recalculate

‘ISEMS Pay FPositions
aall Acct Code [S5p1 | [D310 |10 ModecCode |03 (0310 o1 oo
Pay1
{Last, First) Position Ho. Biweekhy Lapse Actuals Through PP
|EXAMPLE K |sEs271 | 3520.7 |Y | 2z
Pay Period Plan Salary |+ | Act Proj [+ Adjustments || Lapse |+ Difference Hrs |+
19 3520.70 sls} - 00 3520.70 .00 o) (=]
z0 3520.70 .00 -00 3520.70 .00 5] -
zZ1 3520.70 == a]=] 3520.70 .00 (=]
2z 3520.70 3520.70 .00 .00 .00 50
E_ 3520.70 35z20.70 - 0o a]s] .00 S0
[za 35z0.70 35z0.70 as] .00 .00 =0
lzs 35z20.70 35z0.70 - 00 .00 .00 S0 |«
| s7.400.08 | &5,837.98 | o0 | 1o,ssz.10 | .00 | 1s5z0
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SAMS normally calculates/recalculates from the Actuals Through Pay Period + 1 through
the end of the fiscal year. However, there are two exceptions to this:

The first is Pay Period 0. This means that no Payroll Detail Ledgers (PDLs) have
been received from NFC. All the salary liability will be projected.

The second is Pay Period 99. Pay Period 99 means that all the PDL’s have been
received from NFC. All the salary liability is actual.

Example: A vacant position on the ARMPS is filled

If a position is filled before the end of the old fiscal year, replace the vacancy’s
information with the incumbent’s information and change the flag to “filled”.

= O] =]

Eg_{j'SAMS - Salary Management Systems

] mnt ¢

ry Personnel Information

E Help
< >R A4 4> Byl P
Personnel Information

e
|
Acct Code |5Ell |D3lg |ng ModeCode |EIS

File Edit

o310 [|o1 |[oo

Pos Title |ADI‘IINISTRRTIVE OFFICER

*Acct Code [EEEl [0310 | [91o0 2 *Mode Code [0z [0310 | [01  [oO
.:._a";{f'}?rsﬂ |EXAMFLE [J0E *Position # |5E5371 *Supervisor [EK557 ?

Pay Plan oS

*EOD Date

-

Grade |g
Plan FTE | 1

~— Computations

Plan Salary | 27, 400.08

Biweekhr 3,520.70
*Job Status | PERMANENT

Sep Date

[1g/3 13’2::&4 22

Tour Duty |

- Actual ¥TD | 3.,520.70

WGl Period

Comments

FULL TIME =
FILLED -
Active Stat | , -~ TTVE -

005. XFER FROM =]

- Proj. Sal. | §4,191.549
- Sal. Adj. | -oo
- Sal Lapse 10,562 .10

= Sal. Diff. | —s74.56

Actuals Through: | 22

Proj FTE | =E

Updated Vac Stat |

-

==

FERAWNCE. WGI EXFPECTED

4

This is pot a lapse situation. Make| sure the lapse flag is set to “No”. Use 10/1 as the
EOD date.

If a vacant Position is filled after thie start of the fiscal yeag, replace the vacancy’s
information with the replacement’s|information. If the positign is subject to lapse,
make sure the Lapse flag is set to “Yes”. Enter the appropriate start date.

Example: An occupied position on the ARMPS becomes vacant

If the vacancy occurs before the start of the new fiscal year, then replace the person’s
information with the vacancy’s information. Use the most accurate EOD Date

possible. If the position is subject to salary lapse, make sure the Lapse Flag is set to
‘CYeS’D.
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If a person leaves during the fiscal year, do the following:

a. Access the Personnel Information Screen under Action from the
SAMS Main Menu.
E%ESAMS - Salary Management Spystems =] 3

Hilslgl FReports Reference
MLUCRIS Infarmation User Id
|LEALDTS

CRIS Salary Infarmation

Actual Pay Distribution
Salary Lapse
Rollover

Recard: 101 =05C=
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b. Enter the accounting code at the Query Screen. Highlight the
position being vacated and click on the Personnel Information tab.

gSAMS - Salary Management Systems

E Edit

< R
,.sémsﬂ Personnel Info
Acct Code deerf [[0310 [[510 o [foo
List |
Acct Code ModeCode | Pusitié(n#] Eod Date | Last Hame | First Hame |
— —— 1
501 [o310 (210 o3 (o310 (o1 [oo SKE73| 10/01/2004 [BAILEY LATRA =
501 0310 (210 o3 (0310 (o1 [oo GKI75| 10/01/2004 [BAILEY CHRISTY
501 o310 (210 o3 (o310 (o1 [oo EKS37 | 10/01/2004 |BALDUS LISh -
501 0310 (210 03 (0310 (01 [oo SEa352 1| 10/01/2004 |[BOATEMAH GENEVA :
501 o310 (210 o3 (o310 (o1 [oo SKz7o94| | [10/01/2004 |[DOJANOWSKI | |KATHLEEN
501 0310 (210 o3 (0310 (o1 [oo or1z3 | | [10/01/z004 [BOWSER TONETTE
501 [0310 (210 05 (o310 (o1 [oo SKE01 10/01/2004 |DARERC TRACY
501 0310 (210 o3 (0310 (o1 [oo EK1Z57 10/01/2004 [DIxON ALVIN
B (o310 [210 oz (o310 (o1 [oo GES971 10/31/2004 |EXAMPLE JOE
(501 [0310 [210 03 (0310 (01 [oo K3 E3S 10/01/2004 [FONG BRIAN I=I
add | Delete ] Print ]

C. Enter the separation date and hit tab (not save or enter).

:g SAMS - Salary Management Systems

Eile Edit i d 3 n
S a4 4 »r P
SAMS PerS}t{nel Information
Sl
AcctCode [s01 | [o31o0 |9 ModeCode |3 (0310 |01 oo

*Acct Code (Bl [0z10 | [91o0 *Mode Code [0z | [0z10 [0t | [oo
(La",;‘}',"}?rsn [EXAMPLE )KflOE “Position # |[EK5D71 *Supervisor [EK557 2z

Pos Title |ADHINISTRATIUE OFFICER

~ Computations - —
Pay Plan Grade [5 | Biweekhy 3,5z0.70 e
Plan Salary | o7, 400,08
4 =Jlob Status -~
EOD Date |1l3.-’3 1/2004 Plan FTE | 1 FPERMANENT e =, 520,70
Tour D | - Proj. Sal.
Sep Date | 0 Proj FTE — '-'t.VIFULL TIMNE ~ j ! | S4,191.54
Updated |11.,-f 17720042 Vac Stat | FILLED = - Sal. Adj. | .00

Lapse

TES - - - Sal Lapse
WGl Period | 1z Active Stat | j ~TTUE | 10,.562.10
= el I—
Comments —£74.56

Actuals Through: | 22

E

FRAWNCE. WGI EXPECTED WGI 12 .

NETW FOSITICN EFFECTIVE OCTOEER 31, ZO0O05. XFEER FROH E
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A window will be displayed asking if you wish to add a record (for the replacement
position). Unless the position is being abolished, always click “OK”.

«g SAMS - Salary Management Syztems

SAMS Personnel Information
éﬂ“-ﬂ Acct Code (501 |[0310 |[310 | ModeCode (03 |[0310 |of [oo |

*AcctCode [Sp1 | [ozio0 (910 |

Hame
(Last, First) | EXAMPLE 1[ac
Pos Title |[ADMINISTRATIVE OFFIC

~— Computations

Pay Plan i) - _—
Plan Salary

*EOD Date 22 - Actual YTD
Sep Date 0 I oK - Proi. Sal.
vpdsted [1i/i7/z00s] 0 S ! - Sal. ads
WGI Period Active Stat - 8al Lapse

Comments ypy POSITICON EFFECTIVE OCTOBER 31, 2005. HXFER FROM
FRAWNCE. WGI EXPECTED WGI 12.

Actuals Through:

KIHD)

d. Complete the information requested, including the most accurate
EOD Date.

E%ESAMS - Salary Management Syztems

nent Sy = tinnel Information

Eile di n o ? a

@ R DD 4 4 > Pyl Ey
Personnel Information

]
| A

cet Code (5n1 |[ofin |[2in | ModeCede (03 (0310 o1 oo |
- Perzonnel Information

*Acct Code (5p1 | (D310 (210

(LastFe oty [EXANPLE /][JOE | *Position # PN

Pos Title |ADMINISTRATIVE COFFICER ]
Computations

Pay Plan _ Grade o | Biweekhyr 3,5z0.70
Plan Salary | o7, 400.03)
*EOD Date [10/31/2004 | 22 Plan FTE Job Status | PERMANENT |~ - Actual YTD 3,520.70

SepDate 07/15/z005 | o Proj FTE Tour Duty | FILL, TIME - - Proj. Sal. S54,191.54
2 . S T A | 1 i

———————— ol N —

g8 Enter some infarmation on thie Mey

Position # [m— 4 EOD Date | Biweekhy |

I-_'-! ecord: 111
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e. When the record is complete, click on exit.

Eile Edit A

%Eﬁ« 4 '_ P By O

Personnel Information \
AcctCode (501 |[0sio |[210 | MedeCode (03 |[osio [o1 oo |

*Acct Code (501 | [0z10 |[910 | *Mode Code
(Last, First) [EXAMPLE |[aoE | *Position # [6K5371 *Supervisor

Pos Title [JLDHINISTRATIUE COFFICER ]

Pay Plan _ Grade (5 | Biweekhyr 3,5z0.70
*EODDate [10/31/2004 | 22 Plan FTE *Job Status | PERMANENT ~
SepDate [07/15/z005 | o e Tour Duty | FULL, TIME =
P 2 . S T A |

Computations

- Actual ¥YTD 3.,520.70
- Proj. Sal. g54,191.54

ol N —

————————

Position#lsKSg'?l EQD Date |07/15/2005 Biweekhyr |3520.’? Job Staus | PERMANENT ==
Tour Duty | FULL TIME - FTE |1 Lapse

Exit

A'.Sgﬁliﬂs Personnel Information
AcctCode (501 |[0310 |[210 | ModeCode [0z |[o3io o1 [oo |

Computations

Plan Salary 27,400 .03
- Actual ¥YTD 3.,520.70
- Proj. Sal. g54,191.54

Cal A —

*AcctCode [5po1 | (D310 (o910 |

(Laame 4 [ExamrLE 1[aoE

Pos Title [JLDHINISTRATIUE COFFICER

SepDate |07/15/2005 | 0 Proj FTE E

nter some information on th

Position # | sE5971 EQD Date 07/ /16/2005 Biweekly |35z0.7 Job Status |  PERMAMENT  +
Tour Duty | FULL TIME  ~ FTE Lapse | ves [ e

The user will automatically be taken to the new position’s Personnel Information Screen.
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f. Complete the missing information (i.e., title) and confirm all the
other information. Add any footnotes and the full performance
level to the PSP Data Screen. Add the appropriate CRIS
assignment information to the CRIS Information Screen. Review
the Pay Screen to ensure the Act/Proj amount is correct and that
lapse is reflected accurately.

nel Information

T LT

fﬁh’l_ﬁ Personnel Information
Acct Code |501 |03 10 [910 | MedeCede |03 |o310 [[o1 oo
*Acct Code m— ||33 10 |910 7 *Mode Code |03 ||j3 10 ||31 |DD
I:La";:?}?rsﬂ [ | *Position # |6K59'?1 *Supervisor |6K59'? B
Pos Title |JLDHINISTRATIUE COFFICER
~— Computations
Pay Plan | 5o - Grade |g Biweekhr | 3,5z0.70

Plan Salary |
EODDate [07/156/2005 44  Plan FTE [ 1 TJopSwtuS |PERMANENT - Actualvio | oo

Sep Date | o Proj FTE I— To"'rn'-'t-"'.—]FULL TinE B _Proj.Sal.l 21,124.20

Updated | Vac Stat [+ iCaNT - bl | o(0ld
Lapse - Sal Lapse |
WGl Period | o TES = Active Stat | L\ CTIVE > P
= Sal. Diff. |
Comments
Actuals Through: | 22
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There should not be any amount in the Planned column (the planned salary stays with the
original position). Ifthere is, zero it out.

E'_, SAMS - 5 Management Systems

fﬁmsﬂ Personnel Information
AcctCode |[5031 (o310 |[sio | MedeCode [o3 (|ozi1o0 [[oi [oo
| st Personnalinformation PSP Dsta Scresn  CRIS informstion =]
Hame (Last . First) Pos=ition Ho. Biweekhyr Lapse Actuals Through PP
[ [ [sms=271 [ 3520.7 |7 [ zz
PP Plan Salary [+ | Act i Proj |+ Adjustments |+ | Lapse +  Difference _Hrs |+ r:
=] .on .00 .oo .oo .00 o
|14 .oo 3,5z0.70 .00 -3,5z0.70 - 00 80
[15 .00 3,520.70 .00 —-3,520.70 . o0 =0
[1e .00 3,520.70 .00 -3,520.70 .00 =0
|17 oo 3,520.70 . oo —3,5z0.70 - 0o =1u] ]
[18 .00 3,520.70 .00 -3,520.70 .00 a0
-
[1=2 .00 3,520.70 .00 -3,520.70 . o0 e =
Total | .00 | =z1,1z4.z0 | o0 | —z1,1z24.z0 | .00 |as0
Recalculate

Record: 21727

Example: An employee is on Leave Without Pay (LWOP) or is now working on
a reimbursable agreement

If he/she is normally subject to salary lapse, then the salary not paid would create
salary lapse. LWOP must be in excess of 30 days, otherwise the position is not
subject to salary lapse.
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Example: Anemployee is reassigned to another CRIS

If an employee has their CRIS assignment changed during the year, access the CRIS
Informatjon tab under Personnel Information to change the CRIS assignment. If the
change invqlves a one for one assignment change (i.e., Carmen stops work on CRIS
003 on 12/31N\and begins work on CRIS 002 on 1/1, change the Term Date on CRIS
003 to 12/31. On CRIS 002, enter a Start Date of 1/1 and a Term Date of 9/30. Enter

arsonnel Infarmatian
File Edit Action Help

BRI A 4 b B T ONG

bsémsﬂ Pergonnel ]'.n.fl:lrmal:inh\
Acct Code |50 o310 (910 \ MedeCode [o3 510 (o1 ||oo
oo Sep—— \
Hame (Last, First) | | Pisition Ho. |6K59'?1 \
~ MU CRIS Information osition CRIS Information
CRIS Ho Eegin Date Active Start Date Term Da%p Alloc %
GGG ooz ao |D 100152004 4 1040152004 09/30/2005 | ] @
azio0 CAEACArA a0z ao |D 100172004 k4 100172004 09/30/2005 |1DD
az1o0 TETTT o044 ao |D 100172004 T | -
azio0 28588 ool ao |D 100172004 Y | L
[ [ I
Totar | 100
Delete

This method works as long as there is no duplication of CRIS’ from the first assignment
to the next. If one (or more) CRIS’ repeat themselves, then the following procedure must
be followed.

On 10/1, Dave worked on the following CRISs:

CRIS A 0%

CRISB 30%
CRISC 50%
CRISD 20%

On 1/1, his assignment changed to 25% on all CRIS’. Perform the following steps:

a. Add a separation date to Dave’s record (under Personnel
Information) of 12/31. Establish a new position for Dave starting
1/1. Add an “A” to the end of the Position Number to distinguish
between the two Dave positions.
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b. Under the new Dave position, access the CRIS Information tab and

assign him 25% to each CRIS with the start date of 1/1 and the
Term Date of 9/30.

F.  Updating/Maintaining Other Pay information

Other types of pay (i.e., awards, overtime, retention bonuses, etc.) may be

captured under Actual Pay Distribution--Pay All Other/NFC/CRIS under Action
from the SAMS Main Menu.

Eile sl Reports Reference
MU/CRIS Infarmation ' User Id
Fersannel Information |LBJLLDUS
CRIS Salary Infarmation

Salary Lapse
Eollover

=05C=

Recard: 101
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Enter the accounting code at the Query Screen.

E dit R 3
S 4 4> BT

2oy Pay All Other/NFC/CRIS
Acct Code (501 |oz10  |=10 2|
Mode Code I | I I L]
CRIS Humber | [ [ | | 2
_—

List of¥alu...

Eecord @

D«

Pay All Other/NFC/CRIS / /

Acct Code | Modecode \ ] ox:m]/ / CRIS J

Bl (0510 [s10 03 (0310 |01 ] c K [osfo[vv7v7 ooz oo (o] (=)

s01 (0310 (910 oz [oz10 (o1 [oo [ 1077777 [ooz oo o |

s01 (0310 (210 03 [ozio0 o1 oo\ [c 0310|7777 7 [ooa oo [

501 (0310 (910 03 (0310 |01 oo \ c ) [oz10[sssss (001 oo Z -

s01 (0310 (210 03 [ozio0 o1 oo 3]

501 (o310 (210 oz [ozio o1 oo = [
i)

Recard: 1/6
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1. Recording Other Pay

a. Highlight the Other “O” line and click on the Other/NFC/CRIS tab
at the top.

E%ESAMS - Salary Management Syztems

nee Help

& P

d en
4 4 »r E

SAMS
Spms Pay All Other/NFC/CRIS
OtheriNFCIGRIS || Comments
Acct Code |501 |03 10 |910 Hfcother |o
PP SYPLAH S¥Y AMOUNHTS COMMITMEHT  HSYPLAH HSY AMOUNTS COMMITMEHT
1o .00 = . .00 .00 (=]
z0o oo .01 N oo .00
21 Nals} .01 . Nals} .00
zz .00 .01 LN\ .00 . 008
23 .oo il . L .oo .00
z4 T .o . \ .00 .00
zZ5 .o . . N\, -00 a]a]
zZa .oo il . N\, - 00 .00
1 .oo .01 . oo .00
2 .00 | . 0& .oo| =]
| o | o | o | o | o 0

Record: 1027

b. Enter the planned Other Pay for SY and N(h (N SY).}uese
figures should be obtained from the ARMP and should not be
adjusted unless the official Financial Plan changes.
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EE’,ESAMS - Salary Management Syzstems =] E3
=] di
SAMS
) Pay All Other/NFC/CRIS
| Ust  oteonForoRis || Comments
Acct Code |501 |03 10 |glg Hfcother |O
PP SYPLAH S¥Y AMOUNTS COMMITMEHT  HSYPLAH HSY AMOUHNTS COMMITMEHT
1o EENEEC .ono - 00 zZ5,000. N . 00|
z0 .00 M =T . .00 1 .00
21 .00 N1 : .00 \ .00
22 .00 5 .00 \ .00
23 .00 .01 : .00 \ .00
z4 .00 .o . .00 \ .00
zZ5 ]a) .01 . ]a) \ .00
26 .00 =T . .00 \ .00
1 .00 .01 . .00 \ .00
B .oo0 Lo1 . .oo0 \ A
\
| 10000 | o | o | 25000 | o | 0

C. Enter the Commitment amount for SY’s and NSY’s.

At the beginning of the year, the Plan amount and the Commitment amount should equal.

However, when actual charges are recorded, the Commitment amount should be reduced
by that same amount. The Commitment amount represents the projected “All Other”
amount on the Liability by MU and Liability by CRIS reports.

NOTE: the commitment amount may not automatically adjust when an actual amount is
recorded. If it does not automatically adjust, it will be necessary to manually calculate
the new amount and enter it in the commitment column.
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4 SAMS - Salary Management Systems 9 =] S

G @ 4> BT

SAMS
) Pay All Other/INFC/CRIS
NS oerneoicris | IGERREREN
Acct Code |501 |03 10 |glg Hfcother |O
PP SYPLAH S¥Y AMOUNTS COMMITMEHT  HSYPLAH HSY AMOUHNTS COMMITMEHT
19 b, 000.00 .ao i0,000.01f Z5,000. 23,000.00 [«
20 .ono .01 . .00
21 .00 .01 : z,00Q.00 .00
22 .00 .01 5 [t-00 . 00N
23 .00 .0 / .oo .00
z4 .oo0 .o . / .oo .00
zZ5 ]a) .01 / .00 .00
26 .oo0 .1 . / .oo0 .00
1 .00 .01 . / .00 .00
B .oo0 .o1 . / .oo0 A
/
| 10000 | o | 10000 | 25000 | 2000 | 23000

Record: 2027

d. When actual charges occur, enter the amount in the appropriate
pay period either as a SY or a NSY cost.

Click on the Comments tab to make any notes relevant to the

qg SAMS - Salary Management Systems

Rec

8 ()

SNy Pay All Other/NFC/CRIS
| ust [OmenNFCioRIS.  Comments |
Comments
PP 22 — Award for Examnple, J.|

€. Return to the List Screen
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2. Assigning Other Pay to CRIS’

a. Access the appropriate CRIS that the amount(s) just recorded
under “O” should be assigned to by highlighting that line and
clicking on the Other/NFC/CRIS tab.

Acct Code | owcH| CRIS ]

S01 510 03 o310 |01 00 [ 0310(77777 00z |00 [D | (=)
so1 |o310 |s10 03 Wozio [o1 00 C 031077777 (003 |oo o
so1 |o310 |s10 03 |o3io |D1 00 C 031077777 [o0a [oo o
so01 [0310 [910 03 [oz1o0 |01 00 C 031d(ssess (001 00 (D |
so1 |o310 |910 03 |ozio |o1 00 3] [ ]
so1 |o310 |s10 03 |o3io |D1 00 o [

[ i

Record: 1/6
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EE’,ESAMS - Salary Management Syztems =] E3

ce Help

a4 4 r BB
Pay All OtherINFC/CRIS
| st otmennrorcris | (1 Gomments
Acct Code (501 o310 (910 Hfcother [c CrigHo [0z 10|[77777[ocoz J[oo ][o
PP SYPLAH S¥Y AMOUNTS COMMITMEHT  HSYPLAH HSY AMOUHNTS COMMITMEHT
1o 2, 00c .00 z2,000.01 5,000. .00 3,000.00 [«
z0o R .00 T Lot [ . oo |/ .00
21 .00 | Lol / :  2,000.00 .00
22 .00 | Loif / 5 . 00N
z3 \ . oo | .oif/ . [ .00
za \ .00 | .1 ) .oa | LoD
zZ5 \ ]a) | . of / ]a) .00
z5 \ .00 | . /4 .oo0 .00
1 \ .00 | .fon / . .00 .00
B \ .oo0 , /ou / . .oo0 A
| 2000 | \ o | 2boo | " sogh | 2000 | 3000

b. The same i%ation identified under Other (“O”) for Planned
SY, Planned NSY and Commitments for both must now be
distributed to the CRIS’. Again, this information should be taken
from the MU’s ARMP.

NOTE: If information is recorded in Other but not likewise recorded under the CRIS(s),
then the Liability by CRIS reports will not provide the same cumulative totals as the
Liability by MU. The User will receive an informational message saying that the two
screens are not in synch.

C. Comments may be added at the CRIS level as well by clicking on
the Comments tab.
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3. Recording Errors

Sometimes, charges hit accounts in error. These charges must be recorded
so that the accounts reconcile to the official accounting records. These
charges are recorded under the NFC (“N”) line.

a. Click on the NFC line to highlight it. Theh click on the

Other/CRIS/NFC tab at the top,

Eﬁég

v

AMS - Salary Management Syztems
5 - Pay All Othenm

P

Acct Code | Modecode ] CRIS ]

501 (0310 [910 03 o310 o1 foo 0210[77777 [00z |00 [D (&)

501 0310 [910 03 |oz1o0 o1 |oo 0310[77777 003 |00 [D |

501 0310 |910 03 |oz1o0 o1 |oo 0310[77777 (004 [00 | [D |

501 [0310 ([910 03 [o310 o1 foo C Dz10[s6888 [oo1 (oo |[o )

501 0310 [910 03 |oz10 (o1 |oo M | [ ]

501 0310 |910 03 |oz1o0 o1 |oo o :
iz

b. Record the erroneous charge.
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2 SAMS - Salary Management Systems =] E3
S - Pay All OtherNFC S

o Yy 2 ence Help

TR XL

SAMS
) Pay All Other/NFC/CRIS
VN ooonrcicRis]
Acct Code |501 |03 10 |glg HfcotRer |N
] HFC ERROR \ CORRECTIOH
1o G .oo N\ - O . .oo . 00]/[=]
zZ0 3, 500.00 \ou . .00 .00
21 .00 LNy : .00 .00
z2 .oo Lo . .ono ==
23 .00 Lo\ : .00 .00
z4 .00 .0l \ . .00 als]
zZ5 ]a) .01 N\ . ]a) .00
26 .oo0 .1 N\ - .oo0 .00
1 .00 .01 .- .00 .00
z .00 .01 \ .00 .00jli=
| o | 3500 | o | o o | 0

c. Record any notes under the Comments tab.

SAMS
SpNS Pay All Other/NFC/CRIS
| st (OmednFOoRIS.  Comments |
Comments
Salary for Example, J. To be =xferred to 5013339999
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SAMS will automatically calculate the corresponding correction and display that amount
on the Liability by MU under pending, so that the resulting effect equals $0. Do not
record the correction until it actually occurs in the official accounting system. When it
does occur, enter the information in the appropriate pay period.

,»@@

SAMS
Sgms Pay All OtherMFC/CRIS
NS oerneoicris | NGERRERENN
Acct Code |501 |03 i0 |9 10 Hfcother |N
PP HFC ERROR CORRECTIOH
1o [ oo .01 . oo EEE
20 3,500.00 .ol ; .00 .00
21 .00 o1 ; .00 .00
e .00 ] ; .00 .00
EE .00 .ol ; .00 .00
E .00 o1 ; —3,500.00 .00
Z5 .00 ] ; .00 .00
Z6 .00 .ol ; .00 .00
1 .00 o1 ; .00 .00
2 .00 ] ; .00 .00 L=
| o | I500 | o | o | -3500 | o

Record: 10127

The NFC Errors screen cannot track costs to CRIS.

G. Modifying CRIS Information

CRIS projects may last up to five years. At that time, they terminate. Usually, a
new CRIS is established to replace the terminated CRIS. The following are
instructions for updating SAMS for CRIS terminations.

Prior to beginning these steps for a CRIS termination, do the following:

1) Ensure every position on the MU where the CRIS is terminating has been
assigned to a CRIS.

2) Print a Liability by CRIS report for the MU where the CRIS is terminating.

3) Print a Liability by MU report and ensure the Liability by CRIS reports total
to the figures on the Liability by MU report.

4) If these reports are correct, follow the CRIS termination instructions below. If
the reports are not correct at this point, take steps to correct them before
proceeding.
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Begin CRIS Termination:

a. Access the MU/CRIS Information Screen under Action from the SAMS
Main Menu.

b. Highlight the MU. Click on the CRIS Info tab.

@ R a4 4 »
SAMS
el MU/CRIS Information
List | MUinfo  CRIS Info
Acct Code | Modecode | Ac Type | LastPP | Mu® | Area% | Hg%
|a01| 3625|108 | 36|3625| 05| oo | o 7| zo| 20| 0=
[EEH| s625[110 [ z3e[ze6z25| 10 oo | o 7] zo[  zof eo
[a01] 3625112 [ se[3ezs| 1z oo | o 7 zo| 2o so
|a01| 3625|208 | 36|3625| 15| 05 | | 7 20 zo| s0
|a01| 3625|210 | 36|3s25| 15| 10 | o 7 zo0|  zo| eo
[a01] 3625|215 [ se[sezs| 15[ 1s | T 7 zo| 2o eo
|a01| 3625|308 | 36|3s25| 30| o5 | o s | z0 zo| &0
|a01| 3625|310 | 36|3s25| 30| 10 | o g | zo| 20| &0
[a01] 3625[315 [ se[sezs| z0| is | D g | zo| 2o eo
[201] ssz5[3z0 [ =6[zez5[ =0 zo | o s | z0 za| &0 |-
Add Delete
Record: 2i? =08C=
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C. Highlight the CRIS to be terminated.

EESAMS - Salary Management Systems

’%:E SAMS - MILNCriS Information
File Edit Eecord Action Eeference Help
e R {1 M 4 » P Ryl Ny A )
5
= el MMU/CRIS Information
List MU Info | CRIS Info |
Acct Code (301 (36525 (110 Modecode |36 (3625 |10 |00
CRIS WU's Accn Subacct # Begin Date End Date Active
| z625|z1000/| ozs| ool | Daoazve | |10/01/2003 |059/30/200 .
| 3625 |2z1000| o037| 00| D| 0406534 | |10/01/2003 (1372972003 [n ~
| 352521000/ oas| ool | o4ovooz | |10/01/2003 |0f/30/20
| 362521000/ o3s| ool p| o4o7oes | |i0/01/2003 [Po/30/2004 v ~
| 3625 |z1000| o040| oo D o4c7i00 | |10/01/2003 f04/03/2004 |~
| z6z5|z1000/| oaz| ool o oaozosa | [10/01/2009|0a/30/ 2004 v~
| 362521000/ o43| ool | D4o7o4s | |11/30/2005 [09/30/2004 (¥ -
| 3625 |z1000| o04s| oo D| 0aoszos | |oa/04a/z2004 [08/30/2004 v -
| sgz5|zzoo00| 01s5| oo D o4oesoo | |i0/01/2¢03 [03/30/2004 (¥ ~
| Il [ [ [ | [ [ * [FlE
Delete
Record: 12132 = C=

/
inating CRIS to date for Saturday on the

d. Change the End Date on the te
last day of a pay period.

e. Change ‘Active’ flag to ‘N”
f. Use the down arrow to move to the line below the last CRIS.

g. Enter the CRIS information for the new (replacement) CRIS going across
the line. Use the VALID Accession Number.

Use the first day of the next pay period for the Start Date on the New
CRIS. (Example — ARIS says the fund transfer on the CRIS took place
12/3/2003. Since this is the first Wednesday of the pay period, use
11/29/2003 (last day of PP 23) for the termination date on the expiring
CRIS and use 11/30/2003 (First day of PP 24) for the Start Date on the

new CRIS.)

h. Save the record.

1. Once the new CRIS has been established and saved, exit back to the
SAMS Main Menu.

] Access the Personnel Information Screen under Action. Enter the account

required in the Query Screen.
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k.

From the List Screen, locate the first person that was on the expired CRIS
and click on that person

A e me - 5
= =
e =
<3 8 4 4 > B 5 I3 G
%M]S Persommel Information
=
e
AcctCode (301  [36z5 (110 ModeCode |55 (3525 |10 (o0
Lt Persomeliiormeton PSP OstaSereen  CRSWomaion  Pay
Acct Code ModeCode | Position # | Eod Date Last Hame | First Hame |
an1 [zsz5 [110 36 |36z5 [10 [oo 1W3 101 i0/01/z003 |[LEWIS LESLIE C i)
q01 [3sz5 [110 36 |36z5 [10 [oo oOWa3735 oz/0a/z004 |LICHT DINAH E
401 [36z5 [110 36 [36z5 [10 [oo 7WE376 10/01/2003 |LOPEZ MIRILM D
401 [36z5 [110 36 (3625 [10 [oO oWSe07 i0/01/z0035 |[LUCAS CHRISTOPHER
401 |3625 |110 36 3625 |10 |oo owa3 12 10/01/2003 |LY¥DOLPH ANDEEW =
a01 [zszs [110 36 |36z5 [10 [oo owszzz2 10/01/2003 |MAREE RACHEL F
[EEH 3525 [110 36 3625 [10 [oo0 2WES61 10/01/2003 |MEYERHOLZ FPENNMY M
401 [36z5 [110 36 [36z5 [10 [oo ZWE452 10/01/2003 |MNELSON REX L
401 EEiE — To o0 1M3114 10/01/2003 |PALDED ——
J01 |3625 |110 3e [36z5 [10 [oO oWosze 0&/01/z004 |PATRIN ERIC M I=J
Add ] Delete ] Print ]

Lo
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L.

a5
Eile E:_m A

Click on the CRIS Information tab.

tion Be

< o€ [ 4 4

EsaSAMS Salary Management Systems

nnel Infarmatian

4 2 He
J LIRS

X

AcctCode (401  [3sz5 (110

Maode Co

Personnel Illfoclj'natinn

EX3

| Personnel Information | PSP Data Sereen | CRIS Information |

|zezs |10 |[oo

Hame (Last, First) |MEVERHOLZ |PEMNYT M Position Ho. [7WSa61
~ MU CRIS Information ~— Position CRIS Information

CRIS Ho Begin Date Active Start Date Term Date Alloc %
z1000 [ 035 oo o 10/01/2003 ¥ 10/01/2003  [09/307z004 [ 0O (=

z6z5 | z1iooa0 [ ozw oo (o | 10/01/2003 % 10/01/2003 11/29/2003  |100

3625 [ 21000 [ oas oo [o | 10/01/2003 ¥ 10/01/z003 | |0e/30/zn00a | | 0

3ez5 | ziooo [ oao oo o 1070172003 5 i0/01/z003 | |0s/30/z002 | [ O

zez5 | z1iooo [ oas oo [o | 11/30/2003 ¥ 11/30/z003 | |0e/30/zona | (100 -

s62z5 | ziooo [ oas oo (o | 04/01/2004 E3 A PTG

z6z5 | zzoono| [ o1s oo o | 10/01/2003 Ei 10;01;‘003 oo/=30/2004 o =l

Recard: 410

=

Review the expired CRIS and make sure the Te

ending date.

Go to the new CRIS and click on the ‘Stapt’ Date’.

Date reflects the cprrect

This will automatically

fill with the beginning CRIS date. Tab thru the ‘Term Date’ to the
‘Percentage’ column, enter the same % for this person that was on the
expired CRIS. Ensure that the Total assignment equals 100%. Save the
record.

To assign the remaining people to the new CRIS, either:

(1) Return to the List Screen, select the next position that was on the
old CRIS, and repeat the above process, or:

(2) Click on the forward arrow (») at the top of the screen to forward
through each person in the unit. When a person needs to be
assigned to the new CRIS, follow the same steps for adding the
dates and assigning the ‘Percentage’.

Repeat this procedure until all positions that were on the terminated CRIS
are now assigned to the ‘new CRIS’.

NOTE: If an employee has separated and a vacancy has been added against the same
position number, assign both positions to the ‘new CRIS’.
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q. Run reports.

Keep in mind there may be a need to adjust the ‘SY Other Pay’ and the
‘NSY Other Pay’ dollars between the old and new CRIS and then rerun
the reports, or do a Financial Plan Adjustment between the two CRIS.

Run the Liability by CRIS report and ensure the terminated CRIS and the
new CRIS when added together have the same numbers that were on the
old CRIS before beginning the CRIS termination.

The balance on the terminated CRIS should be $0 (ignore pennies). If the
balance on the terminated CRIS shows a surplus, move that money off the
old CRIS and enter it on the new CRIS. If the terminated CRIS’ plan has
a negative balance, increase dollars on the old CRIS and decrease dollars
on the new CRIS. To do this in SAMS, take the following steps:

H. Making Financial Plan Adjustments to CRIS

1. Access the CRIS Salary Allocation Screen and enter the account being
worked on. Search for the CRIS to be adjusted.

EiSAMS - Salary Management Systems

y]

Eil it ference Help

@X PN

SAMS
}]NL CRIS Salary Allocation

SY Plan Adjustments:
HSY Plan Adjustments:

Begin Date:

10012003

Active:

Employee Hame PositionZ

Z . TRAUTHMATILT
F.FY zZ0O0O3
V. WARE
Vacanocy
E.MLREEK

OW7s02
O7s04
OT3043
OWs033
owszz=zz2 B
Vacancy oms299

Vacancy OTsS338

o|o|o|ojo/o|0

Total FTE
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2. Once the CRIS’ information is on the screen, enter adjustment amounts in
the white boxes for ‘SY Plan Adjustments’ and ‘NSY Plan Adjustments’.
After these amounts have been entered, click on the “?” next to the CRIS
No. and select the next CRIS to be adjusted.

3. Enter the corresponding adjustment amounts in the white boxes for ‘SY
Plan Adjustments’ and ‘NSY Plan Adjustments’.

NOTE: If financial plans are being adjusted due to a terminating CRIS, the overall
adjustment amount for the MU will be $0. Negating entries for the adjustments made to
the terminating CRIS will need to be entered for the new CRIS. Example: If -$500 is
entered on the ‘SY Plan Adjustments’ for the terminated CRIS, then +$500 must be
entered on the ‘SY Plan Adjustments’ for the new CRIS. Repeat this type of entry on the
‘NSY Plan Adjustments’.

=i SAMS - Salary Management Systems

tion
d Eeference Help
“ =
FRE I SN
SAMS .
o |l CRIS Salary Allocation
Acct Code
|4Dl |3 525 110 | 2
SY Plan Adjustments: ] 7833 1249
HSY Plan Adjustments: (] 33377 3347
BeginDate: [10/01/2003 CrisHo  [3g25 [21000 (030 oo (o 2
Active: |N Subaccountz |
. Full Wear Unassigned Balance
Emplovee Hame Position® FTE FTE o, FTE %

C . TRAUTMANN OW7602 .4a8 [a] 5] .oo [a] )

F.FY 2003 Ow7s04 .63 u] u] 0o u] -

V. WARE OwWs043 .63 u] a pyuln] u]

acancy awso43 .ao ] u] .ao ]

R.MAREE OWs=222 .34 u] a 0o u]

Vacancy awszo9 .23 ] u] a0 ]

asancy AOwWs338 .23 ] u] .ao ] L_:J

Total FTE |49.9 (o

Fecord: 1479

4. Save your changes.

NOTE: In order to make these financial plan adjustments “official”, work with the Area
Budget and Fiscal Officer to ensure the changes are accomplished in ARIS.
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I.  Salary Lapse

1. Make sure that the CRIS assignments for each position are correct. Use
either the CRIS Information option of Personnel Information or the CRIS
Salary Allocation option from the SAMS Main Menu.

2. Run the Liability by MU and the Liability by CRIS reports to verify the
accuracy of the projected salary lapse by MU and CRIS. Verify that the

totals for the Liability by CRIS equal those for the Liability by MU report.

3. From the SAMS Main Menu, select Salary Lapse/Compute MU Salary
Lapse under Action.

=1

Eile il Feports Eeference
MLYCRIS Information User Id
Fersaonnel Information LEALDUS
CRIS Salary Infarmation

Actual Pay Distribution »
Salary Lapse Compute MU Salary Lapse

| Rollover Area Adjustment of Salary Lapse

Record: 11 =05C=
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4. Select Add and enter the accounting cgde for the management unit being
SAMS will identify anypositions not fully assigned to a CRIS.

Ei

w@ A1 4 4

‘59;:? \ / Salary Lapse
Acct Code [EEFl (0310 (210
Adj Ho |2— \
Cris Ho Onc T:::;\s Lapse Offset CE::;': I:lt;:e Blnetdd;-l:;n R.:_:-pl::
by CRIS CRIS's by CRIS
77777 ooz | ool o =S¥ \o o o o o [a} o | =]
77777 o0z | oo o [wsY o o o o o] [a] [a]
77777 o0z | ool o[ =¥ L o o o o] &) &)
77777 003 | oo| o |MsY q 10, 562 o 10, 562 10, 562 o 10, 562
w7777 ooa| oo o[ =¥ o\ 5] 5] 5] 5] f 5] 5]
77777 004 oo| o |MsY o\ o o o o / o o
seses|on1| ool o | =¥ o\ a] a] o ol / o o
sacss| ool oo o [wsy D\ o o o o] [a] [FRRES
DL i} 10,562 o 10,562 10,565 o 10,562

List of%walu...

5. Add any adjustments between CRIS. Once t/e adjustments have been
made, press save and exit from this screen.

6. Repeat these steps for each Management Unit.

A salary lapse report (adjustment) must be generated for every MU, even if the MU
does not have reportable salary lapse.

For information on the ARS Salary Lapse policy and how it is implemented in SAMS,
see Appendix 2.

7. Once the MU salary lapse figures have been computed, rerun the Liability
by MU and Liability by CRIS reports. Verify that the total of the salary
lapse column on the new reports is correct (should be approximately $0—
within $1-2). If the totals are correct, run the Salary Lapse report under
Reports. Verify the salary lapse, refunds of salary lapse, and needs are
reported correctly. If the report is correct for all of the MU’s, the salary
lapse exercise is considered complete.

8. Notify the Area Budget and Fiscal Office that the location’s reports are
complete.
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J.

Area

I.

Office Procedures for Salary Lapse

If modifications to a salary lapse report are necessary, use the Salary
Lapse/Area Adjustment of Salary Lapse option under Action.

M= E3

u] eports Beference
MICRIS Infarmation User Id

Eersannel Information LEALDTS
CRIS Salary Infarmation

Actual Pay Distribution

Salary Lapse
Rollover

Record: 101

=05C=

Locate the accounting code information. Make the necessary adjustments
and save.

Once all the adjustments have been completed, validate the CRIS numbers
against the latest allocation information from the Budget and Program
Management Staff.

If any CRIS numbers in SAMS need to be adjusted, it will be necessary to
delete the Salary Lapse information, make the necessary adjustments in
the MU/CRIS Information Screen, then re-compute the salary lapse report.
DO NOT adjust CRIS Information after the salary lapse report has been
submitted to Headquarters.

Once all the data has been verified and is correct, print the Area Salary
Lapse Report available under the Reports option. Notify the Financial
Management Division that the Area reports are complete.

81

Salary Management (SAMS) User Manual

05/17/2005




K. Rolling Over SAMS Data to a new Fiscal Year

Rollover creates the next fiscal year’s data in SAMS. This is usually the first step
in the ARMP cycle for the upcoming fiscal year.

Before creating SAMS records for the next fiscal year, first make sure that the
current Fiscal Year’s data is correct.

1. Make sure that the pay raise percentages for the year you are rolling over

into are correct. Access Pay Data under Reference from the SAMS Main
Menu.

E§SAMS - Salary Management Systems

Toh SAMS -Welcome

Eile Action Reports WEEEIEHE]
Listing of Modecodes User Id
Change Modecode =]

Fay Period Tahle {Current F¥)
Fersonnel Job Series
FPay Period Tahle

Record: 111

=05C=
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2. Highlight the mode code and fiscal year for the year into which data is
being rolledl. Select the Paydata tab.

Yy G5 e
"5§1MS Pay Data Configuration
aisll Pay Parameters
et |

~— Paydata
Modecode | CURFY|| G5 | | WG | PayRaise | LocalPay | Local PP| | ES Raise | GM Raise |
66 6600|2005 1 1 3.5 o 1 3.5 [a} =i
62 6215 |z005 1 z0 3.5 5] 1 z E]
= 5217 |z005 1 1 3.5 s} 1 2 3
o5 o500 |z005 1 EE 1.5 =] 1 1.5 1.5
[aF: o300 [zoo0s ] 23 3.5 5] 1 1.5 1.5
o1 0100|2005 [1 23 1.5 [u] 1 1.5 1.5 :
19 1901 |zo005 1 1 3 s} 1 3 [a} I=

Gadd Change FY

E%ESAMS - Salary Management Syztems =1 E3

?MS Pay Data Configuration

Pay Parameters

Modecode
[BE  [oz00 '
Current Fiscal Year Im G5 Pay raise period |1—
WG Pay raise period |23— Payraise % I?
Locality Pay % ID— Local Pay raise period |1—
ES raise % l# GM Step Increase % IT

Record: 141
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NOTE: Do not change the fiscal year to the NEXT fiscal year. It is not necessary to
identify the number of days in the starting and ending pay periods or indicate if there is a

Pay Period 27. These have already been programmed in SAMS.

4. Return to the SAMS Main Menu.

5. Firm up current fiscal year projections. SAMS uses the pay data found in
the last pay period of the fiscal year to compute and calculate the next
year’s projected salary. All pay increases (promotions, within grade
increases (WGI’s), etc.) should be captured and reflected in the current
year’s data before performing a rollover. It is important not to have any
bonus or lump-sum amounts in the ACT/PROJ column for the last pay
period. These amounts should be in the Adjustments column. Do not

adjust next-year’s WGI periods yet.

6. From the SAMS Main Menu, select Rollover.

5= 5

EgSAMS - Salary Management Systems

Ll Reports Reference

User Id

MILNCRIS Infarmation
Bersannel Information
CRIS Salary Infarmation

LEALDUS

Actual Pay Distribution »
Salary Lapse »

Record: 11 =05C=

=]
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7. Select the account(s) to roll over by placing a check mark in the box(es)
(clicking on it) to the left of the accounting code(s). Click on the Rollover
button at the bottom ¢f the screen. Once rollover is complete, a date will

show under the Rollpver Dat¢ column and the status column will have a

Eg_;gSAMS - Salary Management Syztems

Action Edit Query Block REecord FEield Help

Rollt%ver
/ |
/ Acct Code / Rollover Date St
C|aga  Joio1 915/ 02 -ATUG-2004
Clilapa 0101 219/ 13-MAY-Z004 /{
401 0101 szg 05— ATG—2004
[ Jao1i o101 EEFS 10-ATUG-2004 /
Cflan1 o101 ozp 16-AUG-z004 /
[/ |ao1 0101 o2/ 25-APR-2004 K
401 (0101 EE 30-AUG-Z004
¥ [a01 [0101 o0
 [a01 (o101 9B 7 07—SEP—zZ004
[ [a01 o101 i 11-AUG-Z004
Rollover Select All

8. If an account which has been rolled over needs to be over-written (re-roll
it over), change the status indicator to “N”, save it, select the account, and
click on the Rollover button again.

9. Return to the SAMS Main Menu.
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10. Access the Personnel Information screen from the SAMS Main Menu.
Enter the accounting code to be modified. Highlight the line for the record
to be accessed and click on the Personnel Information tab. Enter the WGI

pay period for all positions projected to receive WGI’s in the upcoming
fiscal year.

gSAMS - Salary Management Syztems

nel Infarmation

o DD « 4 B g &7 S
SAMS Personnel Info tion
b

Acct Code [cn31 [0310 (210 Modecode |03 (0310 o1 [oo

*Acct Code |coi | (o310 | [9io0 2 *Mode Code (03 [oz10 (o1 (oo
(La’g?}?rst} |EXAMPLE |10E *Position |6K59".-‘1 *Supervisor |5K5g'? >
Pos Title [ADMINISTRATIVE OFFIC
~— Computations
Pay Plan |5 - rade |g— Biwetkhs 3,520.70 e
Plan Salary | o7, 400,08
.
*EODDate [10/31/2004 22 PlanFTE [ 1 Job 3tatus | pPERMANENT - Actual ¥TD 3,520.70
Tgur D | - Proj. Sal.
Sep Date ProiFTE [ .oz '-'t.VIFULL TIME ~ i ! [ 83,317.z8
Updated Vac Stat | F1LLED - - Sal. Adj. | .00
Lapse _SalL. I—
WGI Period TES = Active Stat | o cT1vE = al Lapse 10,562 .10
= Sal. Diff. | ool
Comments |ypy pOSITION EFFECTIVE OCTOEER 31, A0O0OS. XFER FROM
FRANCE. WGI EXPECTED WGI 12.| Actuals Through: [ 22

Recaord: 141

11. Go to the Pay tab.
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12. Click on Recalculate.

*ersonnel Infarmation

e He

%Eﬁﬂ‘

=
iy {7 5
?MSH Personmel
Acct Code [c031 ([0z10 (210 | Meodetede |0z [0z10 (o1 (oo
Pay 1
Hame (Last , First) Position Ho. ivweekihy Lapse Actuals Through PP
|ExXiMPLE K= |BERR! |\ 35z0.7 |Y [ 2z
PP Plan Salary [+ | Act iProj |+ Adjus't"nents =] Lapse +| Difference Hrs [+ | r:
= a3, 643 .92 3,643 .92 .00 == .ao s0
[11 3,643 .02 3,643 .02 | =]a] =) - 00 S0
[1=z G, 643 .92 3,753 .24 | .oo .00 -109.32 S0
[13 3,645 .92 3,753.24 | .oo .00 -109.32 S0
|14 3,645 .92 3,753.24 \ .00 .00 —109.32 80
[1s 3,643 .02 3,753 .24 | oo .00 -109.32 a0
[1s G, 643 .92 3,753 .24 \ .0n0 .00 -109.32 g0
||
Total | =7,a00.08 | s7,71z.54 | # o0 | 1o0,5sz.10 | -574.56 |19z20
Recalculate
Record: 1827

The Act/Proj amount will automatically adjust from the pay period identified
through the end of the Fiscal Year. If the Lapse flag is set to yes, the difference
may reflect in the Lapse column and it will be necessary to manually move the
amounts to the difference column.

13. Once all the positions have been modified to reflect the correct
information for the next year, return to the SAMS Main Menu.

14.  Run a Liability by MU report to review the accuracy of the next fiscal
year’s projections. Pay close attention to the reasonableness of the
Entrance on Duty (EOD) Dates.

15.  Ifitis known that a new position(s) will be established in the next fiscal
year, use the Personnel Information screen to add the new position(s).

16. If all is satisfactory, the rollover is done. The data may now be imported
into ARMPS using the ARMPS system.
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SAMS - Salary Management Systems

FEile Action Reports REEEET=EC]

Projecting Salaries for Special Rate Employees

SAMS automatically applies the Pay Raise and Locality Pay to all GS employees.
However, some GS employees, such as IT Specialists, Engineers, and Doctors,

have their own pay rates and receive pay raises whenever their schedule is
updated.

After projecting the “regular” salaries, follow these procedures for projecting
salaries for special rate employees:

1. Access the Pay Data Screen under References from the SAMS Main
Menu.

Listing of Modecodes User Id
Change Modecode

Pay Period Table (Current FY)
Fersonnel Job Series
Fay Period Tahle

Record: 111 =05C=

[=1

EIEICAEER

| Page 102

Sec 1 10z/102 |.C\t 21" Ln 7 Col 1 [EE+

ghstan ||| & 2 9 3 2|| SPHovelGr | EsaMS Us | B Documen | £94R5 USD | £0mceFo |[Esams | |8 snaam
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2. Highlight the Mode Code and fiscal year to be adjusted and click on the
Paydata tab.

EE’,ESAMS - Salary Management Syztems

S B3
"Sﬁlﬂs FPay Data Configuratign
sl Pay Parametefs
List |/ Paydata /

-~ Paydata
Modecode | CURFY | | &5 | ,K] Pay Raise | Local Pay | Local PP| | ES Raise | GM Raise |
56 5615 |z004 1 A 4.1 o 1 E [a} =]
66 6600 [2005 1/ 3.5 o 1 3.5 =]
52 5215 |2005 1 z0 3.5 o 1 z 3
52 5217 |z005 1 3.5 o 1 z 3
05 o500 [zoos 1 23 1.5 [a] 1 1.5 1.5
03 EEERE ([zc0s 1 23 3.5 o 1 1.5 1.5 :
[=E (o100 [zoos 1 23 1.5 o 1 1.5 1.5 @

Add Change FY

3. Change the pay raise percentage to the rate for the Special Rate group
being modified, click on save, and exit back to the SAMS Main Menu.

Management Systems

SAMS FPay Data Configuration
S

Pay Parameters
| ust | Payaata

Modecode
B8 osoo
Current Fiscal Year Im GS Pay raise period |1—
WG Pay raise period |23— Payraise % I#
Locality Pay % ID— Local Pay raise period Il—
ES raise % W GM Step Increase % IT

Recard: 151
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4. Access the Personnel Information Screen under Action.

Eg_;’,ﬂ'SAMS - Salary Management Systems =13

FEile Ll Reporis REeference
MLUCRIS Infarmation User Id
E nnel Information LEALDUS
CRIS Salary Information
Actual Pay Distribution
Salary Lapse
Rollover
Recard: 101 =05C=
5. Enter the Accounting Code at the Query Screen and hit enter.
Eg_;’,gSAMS - Salary Management Systems =13
Tem Salary Management Systems

File Edit Query Reference Help

< o8 ([ [0 57 5 4= 4
’ﬁ Personnel Information
Query |

Acct Code [so1 [oz1a0 | [o10 [ 2] Modecode B k= [ [ TEJ

Hame (Last, First) | [ Position # ]

Eod Date 1 Grade [ ]

Pay Plan I:I Position Title [

CE N — e —
et E—

90 Salary Management (SAMS) User Manual

05/17/2005



Highlight the line of the record to be adjusted and click on the Pay tab.

ile Edit ion Record Refi

E— =
< >R A4 4 > By Ly Ey
‘5§1M5n Personmel Info
AcctCode 501 | [ozio (910
List |
Acct Code ModeCode | Position # | Eod Date | Last Hame | First Hame |
501 [0310 [210 03 [oz1i0 [o1 [oO GKS73 10/01/2004 AILEY LATRL (=
501 [0310 [210 0z [oz10 [o1 [oo GKI75 10/01/2004 [BWILEY CHRISTY
501 [0310 [210 0z [oz10 [o1 [oo GE537 10/01/2004 [BALDUS LISh
501 [0310 [210 03 (o310 (o1 [oO SK3521 10/01/2004 [BOXTEMAH GENEVA
501 (o310 [210 oz [oz1o0 [o1 [oo BKz 704 10/01/2004 [BOJYNOWSKI | |[KATHLEEN |
501 (o310 [210 oz [oz1o0 [o1 [oo oK1Z3 10/01/2004 [BOWSER TONETTE
501 [0310 [210 03 [o310 [0o1 [oo SK601 10/01/2004 [DARERD TRACY
501 (o310 [210 oz [oz1o0 [o1 [oo GK12 &7 10/01/2004 [DIxow ALVIN
B (o310 [510 03 (o310 o1 [oo GE5971 10/31/2004 |[EXAMPLE JOE
501 [0310 [210 03 [o310 [o1 [oo GEI630 10/01/z2004 [FONG ERIAN I=)
Add ] Delete ] Print ]

7. Click on recalculate. The Act/Project amounts will change to reflect the
adjusted Pay Cost amount. Repeat this for each position which is to
receive the higher amount.

Remember to return to the Pay Data table and change the pay raise percentage back to the
correct amount.
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Chapter 4 — Generating Reports

SAMS produces numerous reports to support the fund status and salary reconciliation
processes. These reports are identified under Reports from the SAMS Main Menu.

:%ESAMS - Salary Management Systems =] E3

Eile Action JEEREREN Eeference
Liahility by CRIS user id

Lizability by wlL LEALDUS
Employee Data Dump
Fay Period Dump

wil) Yearly Pay Durmnp
ARMP Data Dump
LOTS Data Dump
Fosition Staffing Flan
Salary Lapse Report
FTE Report

Area Salary Lapse Repor‘tJ

Record: 111 =05C=
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SAMS uses Adobe Acrobat to generate reports. Reports will be displayed on the screen,
as follows:

4} https://arisdics. ars_usda.gov/ascii_out/LBALDUS 20041124015837_pdf - Microsoft Internet Explorer

File  Edit “iew Favonter Tools Help |
- = %] (d @ c 2
. D Za) aQ
Back Eanaard Stop Refresh Home Search Fawarites hedia Hiztory
— = N/
Address Iﬂj https: # farisdics. ars. usda.gov/ascii_out/LBALDIIS 20041124001 5837 pdf vI ﬁ Go | Ll/ks
) AR : :
Rl@Be E =@ T cres DA S 86 208
AGFICULTURAL ZESEARCE SERVICE »
Hovembar 24, 2004 190G R Pags Husbes 1
Halary Managemsnt Systes 2
Liakbility Bp Cris
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The report is a little difficult to read on the screen. It can\ye enlarged by clicking on the
zoom icon.

Print the report by clicking on File/Print or click on the printer icon.
To close out of the report, click on File/Close or click on the close icon.

The following is a list of available reports and their main uses:

Liability by CRIS - provides detailed salary obligation and projection
information specific to each CRIS.

Liability by MU - provides detailed salary obligation and projection
information cumulative for the whole management unit.

Employee Data Dump — provides all information associated with each record
related to a specific MU, separated by CRIS and by pay period.
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Pay Period Dump — shows the salary liability for each active position for a
given pay period within the selected MU.

MU Yearly Pay Dump — shows salary liability by pay period for all the
positions within the selected MU.

Position Staffing Plan — displays summarized personnel information for each
employee within the MU. This report is displayed showing supervisory
relationships.

Salary Lapse Report — shows the amount of lapse reported for each MU for the
Current Period and Year to Date.

FTE Report — produces a listing by employee of planned, actual and projected
FTE for the selected MU.

The following reports will be developed in the near future:

CATS Data Dump — shows the salary liability for each CRIS in a MU. This
information is useful for posting into CATS.

Area Salary Lapse Report — shows a summary of salary lapse for each
location within a selected Area.
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To generate a report:

Access the report generation screen from the SAMS Main Menu.

O]

—

%em e
Eile Action Qg

Recard: 101

E%ESAMS - Salary Management Spystems

come

Reference

Liahility by bl
Employee Data Dump
Bay Period Dump

wU Yearly Pay Dump
ARMP Data Dump
LOTS Data Dump
Fosition Staffing Flan
Salary Lapse Repaort
ETE Report

Area Salary Lapse Report

User Id

|LEALDTS

=05C=
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2. Identify the Accounting Code (starting and ending) to be printed. To
access a list of accounting codes, ¢fick on the “?” to the right of the box.

E%%SAMS - Salary Management Systems

Tza Salary Management Systems

File Action Help
5o B 7 J
’ﬁ ability By CRIS
Starting Acct Codel— ,— Mode Codel | | |
Ending Acct Cndel | | g Mode Cndel | | |
CRIS Starting| [ [ el CRIS Ending| | | [ [ ) El
Print Cancel
3. On the Liability by CRIS report only, identify the CRIS Numbers to be
printed (starting and ending). One, or all, of the CRIS’ associated with the
account may be selected.
E%ESAMS - Salary Management Spystems =] E3
- .
File Action Help
2o B 7
f}ﬁ Liability By CRIS
FITIT
Starting Acct Code 501 o310 TTTTT @zt =g
FITIT
Ending Acct Code|5q1 o310 o1 [m]u]
CRIS Starting 03 10 || 77777 ?
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4. Once completed, click on the Print button.

E%ESAMS - Salary Management Spstems

Tgh Salary Management Systerns

Eile Action Help

= om P 7

SAMS o
‘ j s Liahility By ©

Starting Acct Code[s01 | [0310 [510 B Mode Code[q3 o310 [o1 [oo

Ending Acct Code|5gl |DB 10 |g Mode Code|D3 |l33 10 |Dl |DD

CRIS Starting|nz 10| [77777 | |00z [a]a]

Print

B CRISEnding[oz 10 [sssss | [ooi  [oo | o
e

5. To exit from this screen and return to the SAl\hlain Menu, click on the
closed-door icon. You will return to the SAMS Main Menu.
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Chapter 5 — Reference Information

A. Calculations

1.

Salary Projections

SAMS will project the full year salary need for an individual if the initial
biweekly salary amount is known. If the biweekly salary amount is
unknown, it will be necessary to calculate it. In order to calculate the
biweekly, it will be necessary to calculate the Full Year Salary Projection.

Access the Office of Personnel Management (OPM) website
(www.opm.gov) and download the appropriate pay table for the city/state
needed. By reviewing this table, the full year base pay may be determined
for the grade being projecting. (NOTE: ARS policy states that all
vacancies are projected at the Step 2.)

Determine if the position will be temporary, term, or permanent.
Temporary positions (12 months and under) only earn certain benefits at a
rate of 8%. Positions greater than 12 months earn full benefits at a rate
estimated at 30%.

Increase the full year base amount by the appropriate benefit amount.

Divide this amount by the number of pay periods in that calendar year and
you will have the biweekly projection.

Example:

2004 Base Pay for a GS-1 Step 2 in the Washington Metropolitan
Area is $18,508. The position is permanent so benefits of 30%
equal $5,552. That brings the base pay to $24,060. There are 26.1
pay periods in calendar year 2004. $24,060 divided by 26.1 gives
you a biweekly projection of $922.

The biweekly determined above is then prorated over all pay periods the
position is in status throughout the remainder of the fiscal year, taking into
account WGI’s and the general pay raise.

Enter this amount as the biweekly pay in the Personnel Information screen
and SAMS will project the appropriate planned full year salary projection.
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After the planned salary has been established, the beginning pay period for
Actual and Projected salary, based upon the EOD (enter-on-duty) date is
computed. If a separation date has been entered, then the finishing pay
period is calculated; otherwise, it will default to the last pay period of the
fiscal year.

The Actual Pay and Hours Worked fields are loaded for the pay periods in
status. The initial biweekly amount is then used to calculate the first
biweekly salary in status.

Mid Year Pay Calculations

The last Pay Period updated (Actuals Through PP) field in the MU/CRIS
Information, the Personnel Information, and the Actual Pay
Distribution/Pay Position screens establishes the base point for the actual
pay. Therefore, projected pay is based on the next pay period to be paid
through the last pay period in the fiscal year.

When the Recalculate option is selected, the position’s EOD date is
checked. If it is later than the current pay period, the EOD is used as the
starting point of the calculation, otherwise the next pay period is the
beginning point. The last pay period to be paid is the separation date or
the end of the fiscal year, whichever is sooner. Each pay period is loaded
with the current biweekly salary and adjusted for any WGI or general pay
raise yet to come.

Lapse is calculated if the Lapse flag is set to “Yes”.
Difference is calculated based upon the following formula:
Difference = Plan — (Actual + Projected + Adjustment + Lapse)

Difference is that amount that stays in the MU and is added to, or
subtracted from, All Other funds.

Salary Management (SAMS) User Manual

05/17/2005



B. Organizationa/ MODE Codes

SAMS has the official organizational/mode codes already loaded and available.
These organizational codes are maintained by the Human Resources Division.
Updates to the ARS systems (i.e., ARIS, ARMPS, SAMS) are accomplished
routinely.

To see a listing of organizational/mode codes, access Listing of Modecodes under
Reference from the SAMS Main Menu.

E%’SAMS - Salary Management Systems

Fay Data
Fay Period Table (Current FY}
Fersonnel Job Series

Fay Period Tahle

Recard: 101 =058C=
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Enter the information needed to search for in the query screen. If only the 3™

EE’,ESAMS - Salary Management Syztems
fgm Agricultural Re

rch Infarmation =tem (ARIS)

Eile Edit Action Record Query Help

w |28 (D[ 5 Ml 4 4 B |

?}E / MModecode Records

ey [
Modecode |53 | | | Status ~| Status Date
Facility |
Research Unit l:l
Performing Organization 1) i 23 i
Responsible Organization 1) i 23 i
Responsible Person
Hame
7
(Last,First,MI,Suffix) | | [ %] Phone
Title |
Address |
Cityr | State %] Postal Code
Country | |
Mission Statement |

E%ESAMS - Salary Management Syztems _ O =]
%8 Agricultural Research Informatian )

Eile Edit Action Eecaord Query Help

SIRDMD Gl A 4> P )

S
o gl MModecode Records

List [ Modecodes Infa Miz=ion Statement

Modecode | Area ! Location ! Research Unit! Management Unit Description
'_ S3|0ajocjoo |PACIFIC WEST AREALA

[ [s3[o1[oafoo [PACIFIC WEST AREL
[OFFICE OF THE DIRECTOR

[ [s3[oi[oifoa [PACIFIC WEST AREL
[OFFICE oF THE DIRECTOR
[COMSULTAMT/ COLLABEORATOR STAFF

[ -

Scroll down to continue the K
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C. Access to Mode Codes

Some locations provide financial management to more than one location. When a
user is established in SAMS, the mode codes they have authority to access are
programmed into SAMS. If there are more than one 4™ level codes, then a listing
of available choices will be displayed when logging on.

E’%SAMS - Salary Management Systems
2]
Eile Action Reports REeference

User ld
LBALDUS

Find B3

Area Lacat Mode3 Moded

Choices in list: 2
Record: 11 =0S5C=

Select the appropriate mode code and click on OK.
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If a different mode code is required to be accessed while in SAMS, access
Reference/Change Modecode, from the SAMS Main Menu.

f=q SAMS - Salary Management Systems
,; A = f ame

Eile Action Reports

User Id

Pay O
Fay Period Table (Current FY)
Personnel Job Series

Record: 171 =05C=

Click on Choose Mode Code

%SAMS - Salary Management Systems
L= ..

1
2eference

hange NModecode

| Choose Modecode |
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This will bring up the choices of mode codes to be selected from again.

E;E SAMS - Salary Management Systems

@ €0 B
SAMS

Change Modecode

Firio S
M Area~tocation
u}

After selecting (highlighting) and clicking on “OK”, return to the SAMS Main
Menu.
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D. Pay Data

The Pay Data reference table sets the fiscal year being worked under and allows
pay cost and locality pay increase percentages and dates to be set. Access Pay
Data under Reference from the SAMS Main Menu.

E."ESAMS - Salary Management Systems

B SAMS Welcome

Eile Action Reports REiEEE6E]
Listing of Modecodes | User Id
Change Modecode DuUs

Fay Period Table (Current F7)
FPersonnel Joh Series

Eay Period Table !- M

Record: 171 =08C=
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Scroll down to the appropriate mode code, highlight the line (by clicking
anywhere on that line) and click on the Pay Data tab.

E:E SAMS - Salary Management Systems

SAMS Pay Daty Configuration
gl Py Parameters
List | Paydata /
~ Paydata
Modecode | CURFY | /4 ] WG Pay Raise Local Pay | Local PP ES Raise | GM Raise |
62 6217 2005 A 1 3.5 u] 1 z 3 =
ns nsno =005 1 23 1.5 n 1 1.5 1.5
0z o300 1 23 3.5 u] 1 1.5 1.5
ni nino  |=00s 1 23 1.5 i 1 1.5 1.5
19 1501 2005 1 1 3 u] 1 3 u]
19 1935 |z00s 1 1 ] i 1 i i
19 1515 2005 1 1 3 u] 1 u] u] @
Add Change FY

Any of the data may be changed except for the mode code. Please check with the
Area Budget and Fiscal Officer if there is a question on the appropriate values to
use.

AMS - Salary Management Systems

PR R R
Pay Data Configuration

Pay Parameters

F'aydatal
Modecode
"EE |DBDD
Current Fiscal Year 2005 GS Pay raise period |1
WG Pay raise period 23 Payraise % |3 .5
Locality Pay % o Local Pay raise period |1
ES raise % 1.5 GM Step Increase % |:|_ .5
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E. Pay Period Information

The starting and ending dates of each pay period for the current and upcoming

Fiscal Year can be found under Pay Period Table (Current FY) under Reference
from the SAMS Main Menu.

EESAMS - Salary Management Systems

T\ SAMS Welcome

Eile Action Reports IEiEEE
Listing of Modecodes | User Id
Change Modecode Dus
Fay Data

Pay Period Table (Current FY7)
FPersonnel Job Series
| Fay Period Tahle

=035C=

Record: 11
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This table is useful for determining start and ending dates for CRIS’ and for new

or terminating employees.

EﬁSAMS - Salary Management Systems

@ 7

SAMS
Sl

Pay Period Table

FYi=2nos

PP Start

End

[15 [10/01/2004 [10/02/2004
20 [10/03/2004 [10/16/2004
[2110/17/2004 [10/30/2004
[2z2[10/31/2004 [11/13/2004
[z2[11/14/2004 [11/27/2004
[2af[11/28/2004 |[12/11/2004
25 [1z/12/2004 [12/25/2004
26 [1z/z6/2004 [01/08/2005
[1 |oi/09/2005 [01/22/2005
[z [01/23/2005 [D2/05/2005
[z Jozsoeszo005 [02/13/2005
4 [o2zsz0/2005 [03/05/2005
[s Joz/06/2005 [03/159/2005

FY:2no6

PP Start End

[15 [10s01/2005  [10/01/2005
20 [10/02/2005  [10/15/2005
217 [10/16/2005 | [10/29/2005
[22] [10/30/2005 | [11/12/2005
227 [11/13/2005 | [11/26/2005
[2a] [11/27/2005 | [12/10/2005
257 [12711/2005 | [12/24/2005
26 [12/25/2005  [01/07/2006
[1 ' [o1/08/2006  [01/21/20086
[z [01/22/2006  [02/04/2006
[z | [pz/05/2006  [02/18/2006
4 | [o2/19/2006  [02/04/2006
[s | [03/05/z006 | [03/18/2006

If searching for pay period information for other than the current or next fiscal
year, access Pay Period Table under Reference from the SAMS Main Menu.

Record: 111

Change Modecode

FPay Data

Fay Period Table (Current FY7)

=08C=
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Enter the fiscal year required and hit enter

displayed.

SAMS - Salary Management Systems

. The pay period information will be

\ Pay Periods

Record: 1/27

Year |EDDQ L]

EEE S

(i1 [N ()
| L

iNEENE

Start End
10/01/z008 10/11/z008
10/12/z008 10/25/2008
1072672008 11/08/z008
11/09/2008 11/22/2008
11/23/2008 1z2/06/2008
1z/07/z008 1z/20/2008
1z2/21/2008 01/03/200%9
01/04/z009 01/17/z2009
01/18/z2009 01/31/z00%9
0z/01/z009 0z/14/2009
0z/15/z009 oz/28/z009
0z2/01/z2009 032/14/2009
032/15/z009 0z/28/z009
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F. Personnel Job Series Information

Information relating to Job Series for different types of positions may be found
under Personnel Job Series under Reference from the SAMS Main Menu.

Ei SAMS - Salary Management Systems

Listing of Modecodes | User Id
Change Modecode DuUs
Pay Data

Record: 171 <0OSC=

This table provides the job series and appropriate titles.

EiSAMS - Salary Management Systems

Job Series Information

Johb Series | Series Title Status | Status Date |
m— |Corre5pondence Clerk ’A— =
0312 |Clerk—stenographer & Reporter ’A—

0313 [Work Unit sSupervising [
|DBlE |Secretary ’r
0319 |closed Microphone Reporter ’A—
0322 [clerk-Typist [n
|0326 |Office automation Clerk and Assistance ’A—
[oz32 [computer Operation N
0234 [computer specialist ’A—
|0335 |Computer Clerk and ARssistant ’r

_Record: 37777 =05C=
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Appendix 1 - Footnotes

Footnotes may be added to the Personnel Information under the PSP Data Screen Tab.
These footnotes are pre-established. If selected, they will print out on the Position
Staffing Plan report. The following is a list of available SAMS footnotes:

Al Incumbent will be reassigned out of the MU and position to be abolished
(arrangements have been made).

A2 Position can no longer be supported (e.g., position’s function is superfluous to the
MU mission; inadequate funding for the position; etc.) and assistance is needed in
placement of current incumbent.

B When vacated, resources will be redirected.

C (Numbered C1, C2,...C9) Position/employee is officially assigned to and
supervised within this organization, devoting _ percent of work time, yet
remainder of the time is spent in . (Can list up to three Accounting
Codes.)

D (Numbered D1, D2,...D9) Position/employee devotes _ percent of work time to
this MU, but is officially assigned to and supervised within . (One
Accounting Code.)

NOTE: A position cannot have both a C and a D footnote.
El Research Associate — headquarters approved, headquarters funded

E2 Research Associate — headquarters approved, some/all locally funded

F Research Associate — locally approved, locally funded
G Cooperative Education Program

H Federal Junior Fellowship Program

I L/A Appointment

J Stay-in-School position

K Summer Aid position

LC Location Coordinator
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L1

L2

L3

L4

MI1

M2

NOTE: Footnotes used for ARMPS have been revised. SAMS footnotes will be revised

Level 1 SY (i.e., Lead Scientist/Project Leader)
Level I SY (i.e., Research Leader)

Level III Scientist (i.e., Director)

Level IV Scientist (i.e., Area Director)

Exigency employee that must report to or remain on work site for weather or
other emergency condition.

Exigency employee that must report to or remain on work site for budget
shutdowns.

(Numbered M3, M4,...M9) MU defined exigency employees.

Position will be examined for performance by extramural effort (i.e., grant,
contract, or Research Support Agreement).

Position is reserved for the eventual return of an ARS employee who is currently

assigned to an ARS overseas position administered by the Assistant to the
Administrator, International Activities.

Includes funding from other sources.

(Numbered S1, S2,...S26) Employee is technically supervised by position number

(Numbered X1, X2,...X9) Recruitment Incentives Apply.

(Numbered Z1, Z2,...7226) Other (MU must explain).

in the future to match those found in ARMPS.
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Appendix 2 — Salary Lapse

This Appendix will identify the ARS Salary Lapse Policy and how it is implemented in
SAMS. Integrated in this section are excerpts from the ARS Annual Resource
Management System (ARMS) Manual and the ARS Salary Lapse Policy dated December
10, 1988.

What is Salary Lapse?

Salary Lapse is defined as that portion of the budgeted salary for a permanent position
that becomes available to the Agency for redistribution. Salary Lapse accrues from the
following situations:

a. a vacant position budgeted in ARMP is not filled until some time after October 1;

b. an encumbered position becomes vacant during the fiscal year and is not
backfilled until later in the fiscal year;

c. a new permanent position established after the ARMP and filled during the same
fiscal year unless covered by an exception listed below. The salary cost of this
new position must be annualized back to October 1 and salary lapse reported up to
the enter-on-duty (EOD) date;

d. an encumbered position becomes vacant temporarily due to leave without pay
(LWOP) or absence without leave (AWOL) for 30 consecutive days or more;

e. the budgeted salary of an incumbered position is reimbursed partially or fully
through an agreement which has not been documented on the soft funds ARMP;
and

f. only MU’s having reportable salary lapse (or conversely, negative lapse) in excess

of $1,000 are required to submit a salary lapse report.

All permanent positions are to be budgeted for the full year FTE established in the
ARMP.

Salary lapse is reportable for all permanent positions with the following exceptions:

1) Positions established in the year that new program increases are appropriated.
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2)

Positions established in the current fiscal year with an EOD date in the subsequent
fiscal year.

3) Positions abolished during the fiscal year as approved by the Area/NAL Director.

4) New positions established after the ARMP and filled during the same fiscal year
to accommodate Agency mandated redirections or other Agency mandated
actions. These positions do not have to be annualized in the year they are
established.

What are Offsets?

Offsets are legitimate reductions to salary lapse reported by the MU. In SAMS, offsets
are categorized by a negative amount in the Lapse column in the Actual Pay Distribution
Screen or the Personnel Information Pay Screen. Categories of offsets are:

a.

c.

Lump sum leave payments for accrued annual leave/compensatory time due to an
unanticipated separation or retirement not budgeted in the ARMP.

Back pay due to the appeals or reclassification processes.
Overtime worked or the cost of short-term, temporary appointments from any
source (Federal or non-Federal) during recruitment of a permanent position or to

cover a period of extended LWOP.

Substitution of one permanent Federal Position for another permanent Federal
Position.

Severance pay or separation incentives (buyouts), if approved for use by ARS.

The following are not offsets and should be funded from the MU’s “All Other” funds:

a. Lump sum leave payments if retirement date is known where the position will be
abolished after the retirement and the salary is budgeted for only that part of the
fiscal year in ARMP; i.e., the ARMP budget must include the estimated lump sum
leave amount as well as the salary cost up to the retirement date.

b. Actual cost for overtime, promotions, awards, etc., that exceeds the budgeted
estimates for these costs in the ARMP.

c. Increases in benefits or special pay occurring during the fiscal year.

d. A new unbudgeted permanent position is established after the ARMP and filled
during the same FY (unless covered by an exception).
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e. Cost incurred for recruitment and retention incentives (bonuses) and relocation
expenses (allowances) to fill positions

Lapse Policy in SAMS

Whenever a vacancy is created, it is up to you, the user, to decide if the vacancy is
subject to the salary lapse rules as defined above. Generally speaking, only permanent
positions are subject to the lapse reporting requirements. If there is a change in a
permanent position, it is necessary only to change the Lapse flag in the Personnel
Information screen from “No” to “Yes” and add any additional information.

Reportable salary lapse is captured in the Compute MU Salary Lapse screen. This
program must be run for every MU whenever a lapse exercise is called for.

The following is an explanation of the columns in the Compute MU Salary Lapse screen:

Lapse Previously Reported This column shows the total amount of
salary lapse reported in the previous
exercises.

Lapse Amounts This column shows the increase in positive

salary lapse from the last lapse report.

Offset Amounts This column shows the increase in negative
salary lapse amounts from the last lapse
report.

Need Carry Forward If there is a need (total reportable lapse less

than zero) from the last lapse report, then
that amount is shown here.

Net Lapse by CRIS The sum of Lapse — (Offsets + Need Carry
Forward)
Adjustments Between CRIS Within a MU, if one CRIS has a negative

Net Lapse by CRIS and another CRIS has a
positive Net Lapse, net the positive lapse
against the negative lapse.

Revised Net Lapse by CRIS The sum of Net Lapse by CRIS and
Adjustments Between CRISs

These seven columns translate one for one to the Current Report of the Salary Lapse
Report. In addition, there are five additional columns on the Current Report:
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Net Lapse All lapse will be shown here, unless the sum
of all the offsets is greater than the reported
lapse, in which case there is a Net Need.

Net Need Shown without the minus sign, the Net Need
shows that the CRIS has offsets exceeding
lapse that cannot be satisfied from
previously reported lapse.

MU Percentage The amount of Salary Lapse that is to be
retained in the MU. The percentage can be
adjusted in the MU/CRIS Information
screen for the Accounting Code.

Area Percentage The amount of Salary Lapse that is to be
retained by the Area. This percentage may
also be adjusted in the MU/CRIS
Information screen.

HQ Percentage The amount of Salary Lapse that is to be
retained by the ARS Administrator. This
percentage may be adjusted in the MU/CRIS
Information screen.

Is it Lapse?

The following situations are classified as Lapse or Not Lapse with supporting
explanations. These situations are not meant to be a complete listing of all instances
when salary lapse occurs. If in doubt if an event generates salary lapse, please contact the
Area Budget and Fiscal Office.

1) SY leaves and a NSY position is created or vice versa.

MU’s may use the salary costs of the newly created vacancy from the EOD Date
through the end of the year as an offset to the lapse generated from the vacating
position.

SAMS will attempt to budget the vacancy for the entire fiscal year. Add the new
vacancy with a $0 biweekly salary. Once the position has been established,

change the salary and recalculate the position.

2) SY leaves and is replaced by SY or NSY leaves and is replaced by a NSY.
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3)

4)

First position generates lapse. Replacement position generates offset (negative
lapse). Note that lapse is generated from the pay period following the separation
through the end of the fiscal year.

Filled position vacant for a short period of time. Overtime and temporary
positions are used to cover the person’s duties.

If the first position is not paid (i.e., LWOP for > 30 days) and is a Permanent
position, Lapse is generated. For the overtime and the temporary, offset is
generated up to the lapse generated by the first position.

If the person is being paid while absent (e.g., sick leave) then no lapse is
generated and any overtime or temporary work funds must come out of the MU’s
All Other funds.

Employee works on a “new money” (program increase) CRIS and an “old
money” CRIS. Employee generates salary lapse.

Lapse is generated in the amount the employee worked on the “old money” CRIS.
Program increases (“new money”) are not subject to lapse in the first year.

How is “Net Need” reported in SAMS?

A “Net Need” exists when the sum of the Offsets is greater than the sum of the Lapse. In
this case, the MU reports no salary lapse to Headquarters, but carries forward the need to
the next lapse reporting period. On the SAMS reports, the Net Need requires special
instructions. If the Need is unfulfilled during the year, salary funds or All Other funds
will have to be used to satisfy the deficiency. On the Liability by MU and the Liability
by CRIS reports, an adjustments line is added between the SY and NSY Totals line and
the MU Total line. The adjustment will transfer the need to the difference column,
thereby lowering the amount available to the MU. The following illustration is an

example:
TOTAL
PLAN ACTUAL PROJ LIAB. LAPSE Difference
SY Totals 10,000 4,000 7,000 11,000 -2,000 1,000
NSY Totals 10,000 5,000 1,000 6,000 0 4,000
SY and NSY
TOTALS 20,000 9,000 8,000 17,000 -2,000 5,000
Adjustment
Of Net Need 2,000 -2,000
MU TOTALS 20,000 9,000 10,000 17,000 0 3,000
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If, during the year, additional salary lapse is generated that will satisfy the $2,000 need,
then the adjustment line will not be printed, and the Difference amount will be $5,000.

Salary Lapse Procedures

As presently envisioned, here is the salary lapse cycle:

a. Location reviews Liability by MU and Liability by CRIS reports to ensure they
reconcile and reflect the correct Salary Lapse amount.

b. Location accesses Compute MU Salary Lapse screen and generates a screen for
each Management Unit at the location.

c. Location reviews information on screen and ensures that no needs are displayed
for a CRIS if there is funding available from another CRIS. Location makes
adjustments as necessary.

d. Location informs the Area Office that the reports are generated and correct.

e. Area reviews location reports and ensures data is complete and accurate. If
changes are required, Area accesses data through the Area Adjustments of Salary
Lapse screen under Action from the SAMS Main Menu.

f. Area informs Fiscal Operations Branch (FOB), Financial Management Division,
that reports are generated and correct. If corrections are identified, FOB will
work with the Area office to make the change.

g. Once the data is reviewed and is complete and accurate, the information is
transmitted to the Budget and Program Staff for loading into the allocation system
and ARIS.

h. Budget Staff will adjust the CRIS allocations to reflect the withdrawal (or refund)
of salary lapse.
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