From:
Commanding General, Marine Corps Combat Development Command

Subj:
LABOR KEYING PROCEDURES FOR USE IN THE STANDARD ACCOUNTING, BUDGETING, AND REPORTING SYSTEM (SABRS-007)

Encl:
(1) Labor Section User’s Manual (Rough Draft)

(2) Non-productive (leave) Command-wide Financial Information Pointers     (FIP’s)

1.
Enclosure (1) is the rough draft of the Labor User’s Manual, which contains instructions for keying labor exceptions into subject system. All Fund Administrators who have civilian employees are required to key labor whenever an employee is on leave, works overtime, or works out of his assigned Financial Information Pointer (FIP’s). The procedures outlined in enclosure (1) in conjunction with leave FIP’s in enclosure (2) will be used effective the first full pay period of FY 92 which is 6-19 October 1991.  These procedures will remain in effect until an interface with the Automated Leave/Payroll System (ALPS) is programmed and tested. The interface between ALPS and Standard Accounting, Budgeting, and Reporting System (SABRS), once completed will eliminate the need to key in leave and overtime (assigned FIP) labor exceptions into SABRS. Fund Administrators will be informed when to cease keying in these labor exception.

2.
Please review enclosure (2) against the FIP table to ensure the leave FIP’s are loaded to your Fund Administrator. Should there be a need to load leave FIPS, contact the Data Control Section, Accounting Branch ext 3585. Also, note on pages 7, 11, 15, and A-1 of enclosure (1), which defines the ACTIVITY ADDRESS CODE, which to this Commands SABRS financial structure is the Major Command (M00001 through M00009 and M00264).
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LABOR

USERS MANUAL

I. 
INTRODUCTION TO LABOR

The labor subsystem of SABRS is a cost distribution subsystem which distributes costs of labor hours to Financial Information Pointers (FIP). The Subsystem accounts for the labor of civilians and of military personnel who are performing reimbursable work for private parties or on facilities projects. Labor performs the obligating and expensing functions required for a financial accounting system and ensure reconciliation to the payroll.

The Labor Subsystem works on an exception basis. The employee is assumed to work a full workweek with no absences and to have his work accounted for under a Financial Information Pointer (FIP) assigned to him (default FIP) unless an exception is entered. Once SABRS has n established personnel record, exceptions may be made to Labor Personnel files.

Some situations that might require input to Labor Exception records include:

An employee takes annual leave, other leave, works overtime or a different shift.

An employee may do work for other than his Default (home) FIP (i.e., a base painter  paints the dependent schools or family housing, which is a reimbursable).

II.
ACCESSING THE LABOR SUBSYSTEM

If the User’s SABRS profile allows access to the Labor subsystem, enter Option 8 on the SABRS Main Menu (Figure 9-1).
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SELECT OPTION: 8

1. PLANT PROPERTY

2. GENERAL LEDGER

3. REIMBURSABLES

4. EXPENDITURES AND COLLECTIONS

5. FACILITIES

6. TRAVEL

7. MATERIAL AND SERVICES

8. LABOR
9. BUDGET FORMULATION

10. BUDGET EXECUTION

11. ALLOCATIONS

12. REPORTS INQUIRIES

13. TABLE MANAGEMENT

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Press <ENTER>. The Labor Subsystem Main Menu (Figure 9-2) will appear on the terminal

III.
LABOR SUBSYSTEM MAIN MENU 

This menu is used to access the six (6) functions available to the User in the Labor subsystem.
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SELECT OPTION: 1



1. ESTABLISH/UPDATE LABOR EXCEPTION RECORDS



2. ESTABLISH/UPDATE LABOR PERSONNEL RECORDS



3. LABOR ADJUSTMENT PROCESS



4. ADJUST CPRRS REPORTS



5. ADJUST PAY/LEAVE SUMMARY RECORDS



6. RECORDS YEAR-END UNFUNDED LEAVE LIABILITY

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

FIGURE 9-2. LABOR SUBSYSTEM MAIN MENU

In the space next to the Select Option field (Figure 9-2), enter the number of the function you wish to perform. (EXAMPLE: In Figure 9-2 the User desired to Establish/Update Labor Exception Records; therefore, the User entered 1 in the choice field.)

Press <ENTER>. The screen associated with the selected option will appear on the screen.

9.
LABOR FUNCTIONS

9.1.

Establish/Update Labor Exception Records

Labor handles distribution of hours, either pay or leave, by exception. This option allows the entry of exceptions to an Employees normal workweek by way of the Labor Exception Record. Exceptions may include Holiday Pay, leave taken or any circumstance under which an Employee does not work a normal workweek.

Exceptions may be entered daily, weekly, bi-weekly, or updated any time during the bi-weekly period. The exceptions should be entered or changed before the pay period is closed.

This menu is used to access the four options available to establish/update labor exception records. Required entries for each option are covered in subsequent paragraphs.

To reach this point, the User has selected 1 from the Labor Subsystem Main Menu (Figure 9-2) and pressed <ENTER>. The Establish Labor Exception Records menu (Figure 9-3) will appear displaying the four options available.
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SELECT OPTION: 1

BADGE NO: 18802____
PAY PERIOD: 10

1. ADD LABOR EXCEPTION RECORD

2. CHANGE LABOR EXCEPTION RECORD

3. DELETE LABOR EXCEPTION RECORD

4. CIVLIAN LABOR EXCEPTION REORT

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 




FIGURE 9-3. ESTABLISH LABOR EXCEPTION RECORDS

Asterisks (*) identify the fields which are required to complete this screen. Press <TAB> to move the cursor to specific fields.

*
1. SELECT AN OPTION. A 1-digit numeric field used to identify the action desired. Enter the number of the option desired in the Select Option field (Figure 9-3). (EXAMPLE: In Figure 9-3 the User desired to add Exception Records; therefore, the User entered 1 in the choice field.)

*
2. BADGE NO. (BADGE NUMBER). An alphanumeric serial number consisting of up to 9-digits indicating a locally assigned unique employee identification number. Enter the badge number of the person for whom a labor exception is to be added.

*
3. PAY PERIOD. A 2-digit numeric field indicating the number of the payroll from which an employee is being paid for a pay period.

Press <ENTER>. The screen associated with the selected option will appear.

9.1.1.
Add Labor Exception Records

At times an employee will take leave, work a different shift than usual or may work on a Holiday. A Labor Exception Record will need to be created for this Employee to ensure the proper adjustments are made for the Pay Period. All exceptions to the normal workweek, whether pay exception or leave exception, should be accomplished using the Add Labor Exception option.

To reach this point, the User has selected Option 1 from the Establish Labor Exception Records menu (Figure 9-3), entered the desired badge number and pay period, and pressed <ENTER>.


The Add Labor Exception Record screen (Figure 9-4) will appear.
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JULIAN DATE: 1124
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NEXT BADGE NO: __________




PF3=PREV MENU


PF4=MAIN
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FIGURE 9-4.  ADD LABOR EXCEPTION RECORD

Asterisks (*) identify the fields which are required to complete this screen. Press <TAB> to move the cursor to specific fields.

1. BADGE NO. (BADGE NUMBER). An alphanumeric serial number consisting of up to 9-digits indicating a locally assigned unique employee identification number. The badge number is brought over from the previous screen. Make sure the badge number is correct before proceeding.

2. AAC (ACTIVITY ADDRESS CODE). A 6-digit alphanumeric field identifying the branch of the military or service related organization and the specific unit, activity, or organization within that branch that is authorized  to direct, ship, or receive material, documentation, or billing. The AAC is composed of the UIC preceded by the service designator (M for the Marine Corps) (i.e., M67391) and is not to be confused with e AAA which is the UIC preceded by zero (i.e., 067391). The AAC is determined by the Badge Number.

3. PAY PERIOD. A 2-digit numeric field indicating the number of the payroll from which an employee is being paid for a pay period. The Pay Period is brought over from the previous screen.

*
4. JULIAN DATE. A 4-digit numeric field containing the last digit of the calendar year (in the first position) and the calendar day (in the last three positions).

*
5. PAY EXCP (PAY EXCEPTION CODE). A 1-digit alpha code that identifies the type of exceptions and adjustments to normal pay (e.g., Shift, Environmental, Overtime, and Holiday) for the current pay period.

*
6. LV EXCP (LEAVE EXCEPTION CODE). A 2-digit numeric code that identifies the type of leave taken under the civilian payroll system.

NOTE:
Only one Leave Exception per line may be entered. If the Individual took one (1) day of sick leave and one (1) day of annual leave, they are entered on separate lines.

7. WHOLE HRS (WHOLE HOURS). A 3-digit numeric field representing the total number of full hours.

8. PART HRS (PART HOURS). 2-digit numeric field representing any portion of an hour less than 60 minutes.

9. SOC (SUNOBJECT CLASS). A 2-digit alphanumeric code that defines, at the lowest level of detail, the specific nature of the material or service that is specified by the accompanying Object Class.

10. CAC (COST ACCOUNTING CODE). A 4-digit alphanumeric field used to identify the purpose of the funds spent (e.g., for ‘XA01, XA’ denotes Computer Sciences School and ‘01’ denotes all costs for pay, supplies, and services required to administer the school.

11. BRC (BUDGET REPORTING CODE). A 2-digit alphanumeric field used to identify and track specific programs of high-level interest (e.g., exercise costs, General Flag Officer Housing Costs) that cannot be identified using other existing data elements.

12. JN/LUC (JOB NUMBER/LOCAL USE CODE). A 4-digit alphanumeric field which services the dual purpose of tracking work performed by Facilities through the Job Number (JN) and tracking individual activities through the Local Use (LU) field.

- If the first position of the Cost Account Code (CAC) begins with an “E,” the Job Number must be a valid 4-digit Facilities Job Number.

- If the first position of the CAC is anything other than an “E,” the Local Use Field will be a non-edited element of the Financial Information Pointer (FIP). This field may then be used for local Comptroller purposes.

13. RON (REIMBURSEMENT ORDER NUMBER). A 3-digit alphanumeric field assigned locally to identify a specific requires for reimbursable work, which has been accepted.

14. RBC (REIMBURSABLE ORDER NUMBER). A 1-digit alphanumeric field assigned locally to relate a Line of Accounting Data to a reimbursable Customer Identification Number for billing purposes.

15. TICKET NO (TICKET NUMBER). A 7-digit alphanumeric field that uniquely identifies maintenance work that falls into one catch all category (e.g. emergency work). It captures the labor costs chargeable to Facilities for a specific facility.

16. FA (FUND ADMINISTRATOR). A 2-digit alphanumeric field that uniquely identifies an organizational element designated by an Operating Budget or Sub operating Budget to control a specific Budget to control a specific segment of funds. Legal responsibility for the proper use of management of the funds is retained by the OOPBUD and SUBOPBUD. Fund administrators may manage one or more Work Centers.

17. WC (WORK CENTER). A 2-digit alphanumeric field, which identifies the recipient of the funds. It represents the level in the financial management structure at which financial transactions are initiated. One or more Work Centers are administered by a Fund Administrator.

18. FC (FUND CODE). A 2-digit alphanumeric field, which identifies the Appropriation Number, Subhead, Program Element Code and Program Package Code. Fund Codes are assigned by Headquarters Marine Corps.

19. OC (OBJECT CLASS). A 2-digit alphanumeric field, which classifies financial transactions in terms of the nature of services or articles for which obligations are incurred.

20. INS INC (INSURANCE INCREASE). This field is not recognized by the system at this time.

21. NEXT BADGET NUMBER. If the User desires to process another exception, enter the badge number of the person for whom a labor exception is to be added.

Press <ENTER>. The Establish Labor Exception Records screen (Figure 9-3) will appear. If the User has filled in another badge number and pressed <ENTER>, a blank Add Labor Exception Record screen (Figure 9-4) will appear. Repeat this entire process for additional records.



Press <PF3> to return to the previous screen.

Press <PF4> to return to the SABRS Main Menu or Multiple AAC screen.




Press <PF6> to end this SABRS task.

9.1.2.
Change Labor Exception Record

An Employee may work additional overtime or take further leave after a Pay Exception Record has been established for a particular Pay Period. The Labor Exception Record will need to be changed to reflect this change. Any changes to exceptions entered for the normal work week, whether pay exception or leave exception, should be accomplished using the Change Labor Exception option.

To reach this point, the User has selected Option 2 from the Establish Labor Exception Records Menu (Figure 9-3), entered the desired badge number and pay period, and pressed <ENTER>.


The Change Labor Exception Record Screen (Figure 9-5) will appear.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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FIGURE 9-5. CHANGE LABOR EXCEPTION RECORD

The information for the first exception entered for this badge number is displayed on the screen. Additional exceptions entered for this badge number will appear each time you press <ENTER>.

Complete only the fields needed to change each exception. Press <TAB> to move the cursor to specific fields.

1. BADGE NO (BADGE NUMBER). An alphanumeric serial number consisting of up to 9-digits indicating a locally assigned unique employee identification number. The badge number is brought over from the previous screen. Make sure the badge number is correct before proceeding.

2. AAC (ACTIVITY ADDRESS CODE). A 6-digit alphanumeric field identifying the branch of the military or service-related organization and the specific unit, activity, or organization within that branch that is authorized to direct, ship, or receive material, documentation, or billing. The AAC is composed of the UIC preceded by the service designator (M for Marine Corps) (i.e., M67391) and is not to be confused with the AAA, which is the UIC, preceded by zero. (i.e., 067391). The Badge Number determines the AAC.


3. PAY PERIOD. A 2-digit numeric field indicating the number of the payroll from which an employee is being paid for a pay period. The pay period is brought over from the previous screen.

4. JULIAN DATE. A 4-digit numeric field containing the last digit of the calendar year (in the first position) and the calendar day (in the last three positions). The Julian Date is system-generated.

5. PAY EXCP (PAYEXCEPTION CODE). A 1-digit alpha code that identifies the type of exceptions and adjustments to normal pay (e.g., Shift, Environmental, Overtime, and Holiday) for the current pay period.

6. LV EXCP (LEAVE EXCEPTION CODE). A 2-digit numeric field representing any type of leave taken under the civilian payroll system.

7. WHOLE HRS (WHOLE HOURS). A 3-digit numeric field representing the total number of full hours (60 minutes).

8. PART HRS (PART HOURS). A 2-digit numeric field representing any portion of an hour less than 60 minutes.

9. SOC (SUBOBJECT CLASS). A 2-digit alphanumeric code that defines, at the lowest level of detail, the specific nature of the material or service that is specified by the accompanying Object Class.

10. CAC (COST ACCOUNTING CODE). A 4-digit alphanumeric field used to identify the purpose of the funds spent (e.g., for ‘XA01, XA’ denoted Computer Sciences School and ‘01’ denotes all costs for pay, supplies, and services required to administer the school).

11. BRC (BUDGET REPORTING CODE). A 2-digit alphanumeric field used to identify and track specific programs of high level interest (e.g., exercise costs, General Flag Officer Housing Costs) that cannot be identified using other existing data elements.

12. JN LUC (JOB NUMBER/LOCAL USE CODE). A 4-digit alphanumeric field which serves the dual purpose of tracking work performed by Facilities through the Job Number (JN) and tracking individual activities through the Local Use (LU) field.

- If the first position of the Cost Account Code (CAC) begins with an “E,” the Job Number must be a valid 4-digit Facilities Job Number.

- If the first position of the CAC is anything other than an “E,” the Local Use field will be a non-editied element of the Financial Information Pointer (FIP). This field may then be used for local Comptroller purposes.

13. RON (REIMBURSEMENT ORDER NUMBER). A 3-digit alphanumeric field assigned locally to identify a specific requires for reimbursable work, which has been accepted.

14. RBC (REIMBURSABLE ORDER NUMBER). A 1-digit alphanumeric field assigned locally to relate a Line of Accounting Data to a reimbursable Customer Identification Number for billing purposes.

15. TICKET NO (TICKET NUMBER). A 7-digit alphanumeric field that uniquely identifies maintenance work that falls into one catch all category (e.g. emergency work). It captures the labor costs chargeable to Facilities for a specific facility.

16. FA (FUND ADMINISTRATOR). A 2-digit alphanumeric field that uniquely identifies an organizational element designated by an Operating Budget or Sub operating Budget to control a specific Budget to control a specific segment of funds. Legal responsibility for the proper use of management of the funds is retained by the OOPBUD and SUBOPBUD. Fund administrators may manage one or more Work Centers.

17. WC (WORK CENTER). A 2-digit alphanumeric field, which identifies the recipient of the funds. It represents the level in the financial management structure at which financial transactions are initiated. One or more Work Centers are administered by a Fund Administrator.

18. FC (FUND CODE). A 2-digit alphanumeric field, which identifies the Appropriation Number, Subhead, Program Element Code and Program Package Code. Fund Codes are assigned by Headquarters Marine Corps.

19. OC (OBJECT CLASS). A 2-digit alphanumeric field, which classifies financial transactions in terms of the nature of services or articles for which obligations are incurred.

20. INS INC (INSURANCE INCREASE). This field is not recognized by the system at this time.

21. NEXT BADGET NUMBER. If the User desires to process another exception, enter the badge number of the person for whom a labor exception is to be added.

Press <ENTER>. The Establish Labor Exception Records screen (Figure 9-3) will appear for processing further records. If the User has filled in another badge number and pressed <ENTER>, a blank Change Labor Exception Record screen (Figure 9-4), will appear. 



Press <PF3> to return to the previous screen.

Press <PF4> to return to the SABRS Main Menu or Multiple AAC screen.




Press <PF6> to end this SABRS task.

9.1.3.
Delete Labor Exception Record

If an Exception Record has been created for an Employee in error, it will need to be deleted so it does no reflect on the Employee’s Pay Record. Deletion of the exception record is accomplished by using the Delete Labor Exception option.

To reach this point, the User has selected Option 3 from the Establish Labor Exception Records menu (Figure 9-3), entered the desired badge number and pay period, and pressed <ENTER>.


The Delete Labor Exception Record Screen (Figure 9-6) will appear.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

14:19:36




SABRS




GFMSL005

21 JUN 91


DELETE LABOR EXCEPTION RECORD


GFSPL004

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

BADGE NO: 18802

AAC: M67001

PAY PERIOD: 10
JULIAN DATE: 1124

          LV WHOLE PART                            TICKET 

PAY EXCP EXCP  HRS   HRS  SOC CAC  BRC JN/LU RON RBC   NO   FA WC FC OC INC

_ _ _ _   71   8_    0_   11  EJB0 __  55AA  ___ ___ ______ 10 10 BQ 11 ___

NEXT BADGE NO: ____________



PF3=PREV MENU


PF4=MAIN

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

FIGURE 9-6. DELETE LABOR EXCEPTION RECORD

Asterisk (*) identifies the fields, which are required to complete this screen. Press <TAB> to move the cursor to specific fields.



1. BADGE NO (BADGE NUMBER). An alphanumeric serial number consisting of up to 9-digits indicating a locally assigned unique employee identification number. The badge number is brought over from the previous screen. Make sure the badge number is correct before proceeding.

2. AAC (ACTIVITY ADDRESS CODE). A 6-digit alphanumeric field identifying the branch of the military or service-related organization and the specific unit, activity, or organization within that branch that is authorized to direct, ship, or receive material, documentation, or billing. The AAC is composed of the UIC preceded by the service designator (M for Marine Corps) (i.e., M67391) and is not to be confused with the AAA, which is the UIC, preceded by zero. (I.e., 067391). The Badge Number determines the AAC.


3. PAY PERIOD. A 2-digit numeric field indicating the number of the payroll from which an employee is being paid for a pay period. The pay period is brought over from the previous screen.

4. JULIAN DATE. A 4-digit numeric field containing the last digit of the calendar year (in the first position) and the calendar day (in the last three positions). The Julian Date is system-generated.

5. PAY EXCP (PAYEXCEPTION CODE). A 1-digit alpha code that identifies the type of exceptions and adjustments to normal pay (e.g., Shift, Environmental, Overtime, and Holiday) for the current pay period.

6. LV EXCP (LEAVE EXCEPTION CODE). A 2-digit numeric field representing any type of leave taken under the civilian payroll system.

7. WHOLE HRS (WHOLE HOURS). A 3-digit numeric field representing the total number of full hours (60 minutes).

8. PART HRS (PART HOURS). A 2-digit numeric field representing any portion of an hour less than 60 minutes.

9. SOC (SUBOBJECT CLASS). A 2-digit alphanumeric code that defines, at the lowest level of detail, the specific nature of the material or service that is specified by the accompanying Object Class.

10. CAC (COST ACCOUNTING CODE). A 4-digit alphanumeric field used to identify the purpose of the funds spent (e.g., for ‘XA01, XA’ denoted Computer Sciences School and ‘01’ denotes all costs for pay, supplies, and services required to administer the school).

11. BRC (BUDGET REPORTING CODE). A 2-digit alphanumeric field used to identify and track specific programs of high level interest (e.g., exercise costs, General Flag Officer Housing Costs) that cannot be identified using other existing data elements.

12. JN LUC (JOB NUMBER/LOCAL USE CODE). A 4-digit alphanumeric field which serves the dual purpose of tracking work performed by Facilities through the Job Number (JN) and tracking individual activities through the Local Use (LU) field.

- If the first position of the Cost Account Code (CAC) begins with an “E,” the Job Number must be a valid 4-digit Facilities Job Number.

- If the first position of the CAC is anything other than an “E,” the Local Use field will be a non-editied element of the Financial Information Pointer (FIP). This field may then be used for local Comptroller purposes.



13. RON (REIMBURSEMENT ORDER NUMBER). A 3-digit alphanumeric field assigned locally to identify a specific requires for reimbursable work, which has been accepted.

14. RBC (REIMBURSABLE ORDER NUMBER). A 1-digit alphanumeric field assigned locally to relate a Line of Accounting Data to a reimbursable Customer Identification Number for billing purposes.

15. TICKET NO (TICKET NUMBER). A 7-digit alphanumeric field that uniquely identifies maintenance work that falls into one catch all category (e.g. emergency work). It captures the labor costs chargeable to Facilities for a specific facility.

16. FA (FUND ADMINISTRATOR). A 2-digit alphanumeric field that uniquely identifies an organizational element designated by an Operating Budget or Sub operating Budget to control a specific Budget to control a specific segment of funds. Legal responsibility for the proper use of management of the funds is retained by the OOPBUD and SUBOPBUD. Fund administrators may manage one or more Work Centers.

17. WC (WORK CENTER). A 2-digit alphanumeric field, which identifies the recipient of the funds. It represents the level in the financial management structure at which financial transactions are initiated. One or more Work Centers are administered by a Fund Administrator.

18. FC (FUND CODE). A 2-digit alphanumeric field, which identifies the Appropriation Number, Subhead, Program Element Code and Program Package Code. Fund Codes are assigned by Headquarters Marine Corps.

19. OC (OBJECT CLASS). A 2-digit alphanumeric field, which classifies financial transactions in terms of the nature of services or articles for which obligations are incurred.

20. INS INC (INSURANCE INCREASE). This field is not recognized by the system at this time.

Press <ENTER>. The message “PRESS PF12 TO CONFIRM DELET” will appear in the upper left corner of the screen. Press <PF12>. The record will be deleted. If you do not wish to delete the record, press <PF3> to return to the Establish Labor Exception Records Menu (Figure 9-3).

If the User has filled in another badge number and pressed <PF12>, the Delete Labor Exception Record screen (Figure 9-6) will appear to delete another labor record.



Press <PF3> to go to the previous screen.

Press <PF4> to return to the SABRS Main Menu or Multiple AAC screen.



Press <PF6> to end this SABRS task.

9.1.4. Civilian Labor Exception Report

Before a cycle runs, the User may desire to verify the exceptions he has entered for the work week. This can be done by using the Civilian Labor Exception Report option.

NOTE:
The Report will show only the exceptions entered by the User using this option

To reach this point, the User has selected Option 4 from the Establish Labor Exception Records menu (Figure 9-3), and pressed <ENTER>.


The Civilian Labor Exception Report (Figure 9.7) will appear.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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** END OF REPORT **

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

FIGURE 9.7. CVILIAN LABOR EXCEPTION REPORT

Entering the command %W> beside the MORE prompt at the top of the screen will bring the remainder of the Report to the screen.

The Report may be printed out by the User by entering the proper command for his printer.


The Report is shown in its entirety in FIGURE 9-8.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

MORE









91-06-25 10:44:07

PAGE
 
1










SABRS




   GFSPL054






CIVILIAN LABOR EXCEPTION REPORT
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**END OF REPORT**

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

FIGURE 9-8. CIVLIAN LABOR EXCEPTION REPORT.

AAC.
 Activity Address Code. A 6-digit alphanumeric field identifying the branch of the military or service-related organization and the specific unit, activity, or organization within that branch that is authorized to direct, ship, or receive material, documentation, or billing. The AAC is composed of the UIC preceded by the service designator (M for Marine Corps)(i.e., M67391) and is not to be confused with the AAA which is the UIC preceded by zero (i.e., 067391). The AAC is determined by the Badge Number.




REF: (A) ALPS BASIC MANUAL


ACCEL. Acceleration. A 1-digit field indicating acceleration the adjustment is needed.

ACTIV ADDR. Activity Address Code. See AAC.

ACTIVITY.  
A 1-digit alpha field assigned locally to identify organizational units that have the authority to procure or receive goods and services. Use of the activity code facilitates multiple payroll differentiation, identifications, and control (industrial funded, OPBUD funded, per annum, per diem, etc

ADJ-CODE.
 Adjustment Code. A 1-digit alpha code used to replace an entire previously submitted report or line, or to adjust (increase or decrease) a previously submitted report or line.

AMOUNT.
 A numeric field indicating the dollar amount of the item under consideration.

ANNUAL RATE.
 An up to 8-digit (including decimal) dollar amount establishing an employee’s annual rate.

APPN YR/NO/SUBHEAD. Appropriation Year/Number/Subhead. A 10-digit numeric containing the Appropriation Year, Appropriation Number and Subhead for the Report.

APPRPRIATION NO. Appropriation number. 
A 4 digit numeric field, which specifies the purpose for which funds are budgeted for obligation and expenditure (e.g., ‘1106’ specifies Operations and Maintenance for the Marine Corps, ‘1107’ specifies Operations and Maintenance for the Marine Corps Reserve).




REF:
(A) SABRS CENTRAL TABLE 005





(B) NAVCOMPT MAN, VOL 2, CHP 2

APPROPRIATION YEAR. 
A 1-digit numeric field that holds the number of years that are tracked for a given appropriation.

AREA CODE.
 A 1-digit numeric field specifying the geographical area in which the activity to be paid resides.

BADGE NO. Badge Number. 
An alphanumeric serial number consisting of up to 9-digits indicating a locally assigned unique employee identification number. Enter the badge number of the person for whom a labor exception is to be added.




REF: (A) ALPS BASIC MANUAL, PG 2-3A

BRC. Budget Reporting Code.
A 2-digit alphanumeric field used to identify and track specific programs of high-level interest (e.g., exercise costs, General Flag Officer Housing Costs) that cannot be identified using other existing data elements.




REF: (A) SABRS CENTRAL TABLE 010

CAC. Cost Account Code.
 A 4-digit alphanumeric field used to identify the purpose of the funds spent (e.g., for ‘XA01, XA’ denotes Computer Sciences School and ‘01’ denotes all costs for pay, supplies, and services required to administer the school).



REF: (A) SABRS CENTRAL TABLE 010





     (B) NAVCOMPT MAN, VOL 2, CHP 4640

CHRG/NON CHARG. 
A 1-digit alpha field to designate whether labor is © chargeable or (N) non-chargeable to a specific facility.

CLAIMANT CODE. 
This is a 2-digit numeric field that identifies the claimant activity that is administering an Appropriation Subhead.

COLA PERCENTAGE. 
A 5-digit dollar amount used to specify the amount of Cost Of Living Allowance to be paid to a civilian employee.




REF: (A) ALPS BASIC MANUAL

COMPONENT.
A 1-digit field identifying the branch of military service to which a person belongs or indicates that he or she is a civilian.




REF: (A) MCO P1080.20H, DTD 811222

COST ACCT. COST ACCOUNT CODE. See CAC.

EMPLOYEE CATEGORY. EMPLOYEE TYPE CODE.EMPLOYEE TYPE CODE. 
A 2-digit alphanumeric code, which categorizes an employee by the regularity and duration of that employee’s work schedule and the nature of the appointment.




REF: (A) ALPS BASIC MANUAL, PG A-2-4

EMPLOYEE TYPE. EMPLOYEE TYPDE CODE. 
A 1-digit field numeric field determining the base from which an employee’s pay is derived as defined by the employee’s work schedule and appointment.




REF: (A) ALPS BASIC MANUAL, PG A-2-8

FA. FUND AMINISTRATORS. 
A 2-digit alphanumeric field which identifies an organizational element designated by an Operating Budget or Sub operating Budget to control a specific segment of funds. Legal responsibility for the proper use and management of the funds is retained by the OPBUD or SUBOPBUD. Fund Administrators may manage one or more Work Centers




REF: (A) SABRS LOCAL TABLE 019

FIRE FIGHTER CD. FIRE FIGHTER CODE. 
A 1-digit numeric code, which categorizes fire fighter and fire chief employees by job title in order to accommodate special processing requirements.




REF: (A) ALPS BASIC MANUAL, PG A-2-9

FIRE FIGHTER PREM. FIRE FIGHTER PREMIUM CODE. 
A 1-digit numeric code to identify the type of premium pays to which fire fighter and fire chief employees are entitled.

FISCAL YEAR. 
A 4-digit numeric field used to identify the twelve-month period starting 1 October and ending 30 September that constitutes the official accounting period. The last digit of the Fiscal Year is identified as the third digit of the Appropriation Code.




REF: (A) OWNER GENERAL LEDGER

FLSA EXEMPT. 
A 1-digit alpha field indicating whether or not an employee is subject to the Fair Labor Standards Act.

FUND ADMN. Fund Administrator. See FA.

FC. FUND CODE. 
A 2-digit alphanumeric field, which identifies the Appropriation Number, Subhead, Program Element Code, and Program Package Code. Fund Codes are assigned by Headquarters Marine Corps




REF:  (A) SABRS CENTRAL TABLE 020

(B) DOD 4140.17-M, PG B10-2 (SIGNAL CODES), AND PG      B10-3 (DEP FND CODES)

(C) MCO 7301.65P FDA-22/NLF, DTD 830819 (FUND CODE SYSTEM/ASSGNMENT)


FUND CODE. See FC.

INACTIVE CODE. 
A 1-digit alphanumeric field, which indicates an employee, that is no longer performing or available for duty. An inactive field terminates the employee’s payroll record in preparation of the W-2 Form.




REF: (A) ALPS BASIC MANUAL, PG A-2-9


HOURLY RATE. 
An up to 8-digit (including decimal) dollar amount establishing an employee’s payroll record in preparation of a W-2 Form.




REF: (A) ALPS BASIC MANUAL, PG A-2-6

HOURS.
A numeric field indicating the number of hours to be adjusted.

JN/LU. Job Number/Local Use Code. 
A 4-digit alphanumeric field which serves the dual purpose of tracking work performed by Facilities through the Job Number (JN) and tracking individual activities through the Local Use (LU) field.

-
If the first position of the Cost Account Code (CAC) begins with an “E,” the Job Number must be a valid 4-digit Facilities Job Number

-
If the first position of the CAC is anything other than an “E,” the Local Use Field will be a non-edited element of the Financial Information Pointer (FIP). This field may then be used for local Comptroller purposes.

JNLU. Job Number/Local Use Code. See JN/LU

JOB NUM LOCAL USE. Job number Local Use.  See JN/LU.

JULIAN DATE. 
A 4-digit numeric field containing the last digit of the calendar year (in the first position) and the calendar day (in the last three positions).

LAST NAME, FIRST NAME I (MIDDLE INTIAL). 
A 30 digit alpha field used to enter the name of employee.

LOCATION CODE. 
A 2-digit alphanumeric field which identifies the authorized abbreviation of the name of a state, foreign country, United States possession, or administered area.




REF: (A) NAVCOMPTINST 7420.27,DTD 810916

LV EXCP. Leave Exception Code. 
A 2-digit numeric code that identifies the type of leave taken under the civilian payroll system.

OC. Object Class. 
A 2-digit alphanumeric code that classifies financial transactions in terms of the nature of the services or articles for which obligations are incurred.




REF:  (A) DoD FINANCIAL ACCOUNTING MANUAL





(B) OMB CIR A-11, APPN D





(C) NAVCOMPT MAN, VOL 2, CHP 1002 AND 6000





(D) SABRS CENTRAL TABLE 049

OBJ CLASS. Object Class. See OC.

OCC LEVEL. Occupational Level. 
This is a 2-digit field which identifies the occupation level of an Employee.

OPBUD. Operating Budget. 
A 6-digit alphanumeric field which identifies the responsibility center that manages the resources required to support its own mission and the mission of all other activities under its purview for one year. The first digit is the Service Indicator (M for Marine Corps). Operating Budgets are assigned by HQMC. The Operating Budget is determined by the Badge Number.




REF: (A) NAVCOMPT MAN, VOL 7, CHP 13

PART HRS. Part Hours. 
A 2-digit numeric field representing any portion of an hour less than 60 minutes.

PAY EXCP. Pay Exception Code.  
A 1-digit alpha code that identifies the type of exceptions and adjustments to normal pay (e.g., Shift, Enviornmental, Overtime, and Holiday) for the current pay period.

PAY GRADE. 
A 2-digit alphanumeric field designated the standard rate of pay received per annum by an employee.

PAY PERIOD.
A 2-digit numeric field indicating the number of the payroll from which an employee is being paid for a pay period.

PAY SYSTEM. Pay System Indicator. 
A 1-digit alphanumeric code specifying the type of payroll a Civilian is being paid by.

PAY SYSTEM CODE. This 2-digit alphanumeric field specifies, for xzxz

RBC. Reimbursable Billing Code. 
A 1-digit alphanumeric field assigned locally to relate a Line of Accounting Data to a reimbursable Customer Identification Number for billing purposes.

REIM BILL. Reimbursable Billing Code.
REIM ORDR. Reimbursable Order Number. 
A 3-digit alphanumeric field assigned locally to identify a specific request for reimbursable work which has been accepted.

REPORT MONTH.
A 2-digit numeric field identifying the month the report is made.




REF: (A) MCO 7250.6F FDD-NCFC, DTD 830707

RON. Reimbursable Order Number. 
A 3-digit alphanumeric field assigned locally to identify a specific request for reimbursable work which has been accepted.

S-OBJ CLASS. Subobject Class. See SOC.

SCHD HRS WEEK 1 / 2. Schedule Hours Week 1 / 2. 
A numeric field that contains the number of hours which an employee is scheduled to work.

SHIFT. Shift Code.
A 1-digit numeric which identifies the type of shift, other than a normal which an employee is scheduled to work.

SOC. Subobject Class. 
A 2-digit alphanumeric code that defines at the lowest level of detail, the specific nature of the material or service that is specified by the accompanying Object Class.

SPECIAL CODE. 
A 1-digit alpha field to specify job categories for which special computations are made to figure pay.

SPECIAL RATE. Special Rate Code. 
A 1-digit alpha field to identify the per annum employee’s paid at annual rates other than those established in the general schedule (in order to by-pass system audit).

STEP.
Step Code. 
A 2-digit numeric field representing a Civilian Employee’s level within a Pay Grade.




REF: (A) ALPS BASIC MANUAL, PG 1-2-8

SUBHEAD.
A 4-digit numeric field identifying charges and credits made to a first-level subdivision of an Appropriation.

- The first two characters of the Subhead designate the administering office and are derived from the last two characters of the major claimant’s Unit Identification Code (e.g., the HQMC Unit Identification Code is ‘00027;’ there fore, the first two characters of all subheads administered by HQMC will be ‘27’).

- The last two characters of the subhead are a Purpose Code that is specific to the Appropriation under which the Subhead falls (e.g., `2702’ identifies funds administered by HQMC for pay and allowances of enlisted personnel).




REF:  (A) SABRS CENTRAL TABLE 065





(B) NAVCOMPT MAN, VOL 2, CP 2091

TICKET NO. Ticket Number. 
A 7-digit alphanumeric field that uniquely identifies maintenance work that falls into one catch-all category (e.g. emergency work). It captures the labor costs chargeable to Facilities for a specific facility.

WORK CTR. Work Center. 
See WC.

WORK SCHEDULE. A 1-digit alpha field establishing the maximum or minimum amount of hours the employee is authorized (F=Full time; P= Part Time).

APPENDIX A – LABOR CODES
ADJUSTMENT CODE: (AJD-CODE)


A = ADJUST


R = REPLACE


I = INSERTION


“ “ = NOT-ADJUST

AREA CODE: (AREA-CODE)


1 = US EXCLUDING DEPARTMENTAL


2 = OUTLAYING AREA US US CITIZEN ONLY


3 = FOREIGN US CITIZEN ONLY


4 = DEPARTMENTAL


5 = OUTLYING AREA US FRGN NTL ONLY


6 = FOREIGN FOREIGN NATIONALS ONLY

CLAIMANT CODE: (CLMNT-CODE)


11 = OFFC CHIEF NAVAL OPS


12 = UND SEC OF THE NAVY


14 = OFFC NAVAL RESEARCH


15 = NAVAL INTELL CMD


18 = NAVAL MEDICAL CMD


19 = NAVAL AIR SYS CMD


22 = NAVAL MIL PERS CMD


23 = NAVAL SUPPLY SYS CMD


24 = NAVAL SEA SYS CMD


25 = NAVAL FAC ENG CMD


27 = CMDT OF MARINE CORPS


30 = NAVY STRAT SYS PRJ O


33 = MILITARY SEALIFT CMD


39 = SPACE NAV WF SYS CMD


60 = CMDR CHEF ATLANTIC FL


61 = CMDR CHEF US NAV F EU


62 = CHF NAVAL EDUC TRNG


63 = NAVAL TELECOMM CMD


65 = NAVAL OCEANGRPHY CMD


69 = NAVAL SEC GROUP CMD


70 = CMDR CHEF PAC FLEET


72 = CMDR NAV RES FORCE

EMPLOYEE CATEGORY CODE: (EMPL CATE CODE)


A2 = FULL TIME W PERMANENT APPNT


A4 = PART TIME W PERMANENT APPNT


A5 = PART TIME W TEMP AND INDEF APPNT


A6 = FULL TIME W TEMP AND INDEF APPNT


A7 = INTERMITTENT


   = BLANK FOR NOT REPORTED

EMPLOYEE TYPE CODE: (EMPL TYPE CODE)


HELD AS 1:


2 = PER ANNUM


3 = PER-DEIM


4 = TEMPORARY PER DIEM


5 = TEMPORART PER ANNUM


6 = PER DIEM INTERMIT TIE


7 = PER ANNUM INTERMIT TIE


8 = PER DIEM SUMMER AID


9 = PER ANNUM SUMMER EMPLOY


HELD AS 2: (USED FOR ALPS INTERFACE ONLY)


‘2’ = PER ANNUM


‘3’ = PER-DIEM


‘4’ = TEMPORART PER DIEM


‘5’ = TEMPORARY PER ANNUM 


‘6’ = PER DIEM INTERMIT TIE


‘7’ = PER ANNUM INTERMIT TIE


‘8’ = PER DIEM SUMMER AID


‘9’ = PER ANNUM SUMMER EMPLOY

EXCEPTION ADJUSTMENT CODE: (EXCPT ADJUST CODE)
 



15 = ADJUSTMENT RECORD


41 = LUMP SUM LEAVE


BS = BASIC SALARY


FF = FIRE FGHTR PREM


PP = SPCL CODE EMPLY PREM


SL = SICL LV TAKEN


CT = COMP TIME TAKEN 


AD = ADMIN LV TAKEN


AL = ANNUAL LV TAKEN


CL = COLA OUTSIDE US


CA = CASH AWARD


OC = OTHR OC CLSS 11 COMP


SP = SEVERENCE PAY

 
‘’ = NO ADJUSTMENT

FIRE FIGHER CODE: (FIRE FGHTR CODE)


‘2’ = FIRE FIGHTER


‘3’ = FIRE CHIEF


‘4’ = FIRE CHIEF SPECIAL


‘’  = NOT APPLICABLE

FIRE FIGHTER PREMIUM CODE: (FIRE FGHTR PREM CODE)


‘’  = NOT APPLICABLE


‘0’ = FIRE FTR BASE


‘2’ = FIRE FTR HALF


‘4’ = FIRE FTR FULL

INACTIVE CODE:


1 = INACTIVE BY SYSTEM (PAY ADJUSTMENT 48/49)


A = PROCESSED BY SYSTEM AFTER INACTIVATED


B = SUMMER LEAVE – 12 MONTH TEACHERS


C = SUMMER LEAVE – 9 MONTH TEACHERS


J = PROCESSED BY QUARTERLY CYCLE

LEAVE EXCEPTION CODE:


71 = ANNUAL


72 = SICK


73 = ADVANCE – ANNUAL


74 = ADVANCE SICK LEAVE


75 = COMPENSATORY TIME EARNED


76 = COMPENSATORY TIME USED


77 = MILITARY


78 = ADMINISTRATIVE


79 = AUTHORIZED LEAVE WITHOUT PAY


80 = UNAUTHORIZED LEAVE WITHOUT PAY


81 = OCCUPATIONAL LEAVE WITHOUT PAY


82 = SUSPENSION LEAVE WITHOUT PAY


83 = FULOUGH


84 = NON-DUTY HOURS


85 = CURT LEAVE


86 = OCCUPATIONAL LEAVE WITH PAY

LOCATION CODE: (LOCATION CODE)


01 = ALABAMA


02 = ALASKA


04 = ARIZONA


05 = ARKANSAS


06 = CALIFORNIA


08 = COLORADO



09 = CONNECTICUT


10 = DELAWARE

11 = DIST OF COL


12 = FLORIDA


13 = GEORGIA


15 = HAWAII


16 = IDAHO


17 = ILLINIOS


18 = INDIANA


19 = IOWA


20 = KANSAS


21 = KENTUCKY


22 = LOUISANIA


23 = MAINE


24 = MARYLAND


25 = MASSACHUSETTS


26 = MICHIGAN


27 = MINNESOTA


28 = MISSISSIPPI


29 = MISSOURI


30 = MONTANA


31 = NEBRASKA


32 = NEVADA


33 = NEW HAMPSHIRE


34 = NEW JERSEY


35 = NEW MEXICO 


36 = NEW YORK


37 = NORTH CAROLINA


38 = NORTH DAKOTA


39 = OHIO


40 = OKLAHOMA


41 = OREGON


42 = PENNSYLVANIA


44 = RHODE ISLAND


45 = SOUTH CAROLINA


46 = SOUTH DAKOTA


47 = TENNESSEE


48 = TEXAS


49 = UTAH


50 = VERMONT


51 = VIRGINIA


53 = WASHINGTON


54 = WEST VIRGINIA


55 = WISCONSIN


56 = WYOMING

PAY CODE:


B = BASIC PAY


O = OVERTIME SALARY


P = PART TIME


I = INTERMITTENT

PAY EXCEPTION CATEGORY CODE: (PAY EXCPT CAT CODE)


S = SHIFT


E = ENVIRONMENTAL


O = OVERTIME


V = VARIABLE


P = PAY

PAY EXCEPTION CODE: (PAY EXCPT CODE)


C =
(OVERTIME) LEAVE EXCEPTION CODE BLANK


F = 
(HOLIDAY PAY) LEAVE EXCEPTION CODE BLANK


P = 
(PAY FOR SUNDAY WORK) LEAVE EXCEPTION CODE BLANK

S = 
(SECOND SHIFT DIFFERENTIAL) CIVILIAN INDIVIDUAL RECORD SHIFT CODE EQUALS 0, 2, OR 3 LEAVE EXCEPTION CODE MAY BE FILLED OTHERWISE LEAVE EXCEPTION CODE BLANK



T =
(THIRD SHIFT DIFFERENTIAL) CIVILIAN INDIVIDUAL RECORD SHIFT CODE EQUALS 0, 2, OR 3 LEAVE EXCEPTION CODE MAY BE FILLED OTHERWISE LEAVE EXCEPTION CODE BLANK

F =
(HOLIDAY PAY) LEAVE EXCPTION CODE BLANK

P = 
(PAY FOR SUNDAY WORK) LEAVE EXCEPTION CODE BLANK

S =
(SECOND SHIFT DIFFERENTIAL) CIVILIAN INDIVIDUAL RECORD SHIFT CODE EQUALS 0, 2, OR 3 LEAVE EXCEPTION CODE MAY BE FILLED, OTHERWISE LEAVE EXCEPTION CODE BLANK

T =
(THIRD SHIFT DIFFERENTIAL) ) CIVILIAN INDIVIDUAL RECORD SHIFT CODE EQUALS 0, 2, OR 3 LEAVE EXCEPTION CODE MAY BE FILLED OTHERWISE LEAVE EXCEPTION CODE BLANK

A =
(ENVIRONMENTAL 8% RATE). LEAVE EXCEPTION CODE BLANK AND GRADE ON CIVILIAN INDIVIDUAL RECORD IS ALPHA.

B = 
(ENVIRONMENTAL 4% RATE). LEAVE EXCEPTION CODE BLANK AND GRADE ON CIVILIAN INDIVIDUAL RECORD IS ALPHA.

E = 
(ENVIRONMENTAL 25% RATE). LEAVE EXCEPTION CODE BLANK AND GRADE ON CIVILIAN INDIVIDUAL RECORD IS ALPHA.

D =
(ENVIRONMENTAL 6% RATE). LEAVE EXCEPTION CODE BLANK AND GRADE ON CIVILIAN INDIVIDUAL RECORD IS ALPHA.

J = 
(ENVIRONMENTAL 15% RATE). LEAVE EXCEPTION CODE BLANK AND GRADE ON CIVILIAN INDIVIDUAL RECORD IS ALPHA.

K = 
(ENVIRONMENTAL 50% RATE). LEAVE EXCEPTION CODE BLANK AND GRADE ON CIVILIAN INDIVIDUAL RECORD IS ALPHA.

M = 
(ENVIRONMENTAL 100% RATE). LEAVE EXCEPTION CODE BLANK AND GRADE ON CIVILIAN INDIVIDUAL RECORD IS ALPHA.

BLANK = REGULAR TIME. DIFFERENT FINANCIAL INFORMATION POINTER. LEAVE EXCEPTION CODE BLANK.

N =
(OVERTIME WITH LWOP)

R =
(2 / 3 OVERTIME FIRE FIGHTER RULE UNDER TITLE 5)

L = 
LEAVE USAGE

G = 
LWOP/AWOL/SUSPENSION

PAY SYSTEM CODE: (PAY SYS CODE)


B = WAGE GRADE UNGRADED FOREIGN


C = GENERAL MANAGER


D = SENIOR EXECUTIVE SERVICE


E = ADMIN ACTION ALL OTR GRD


F = CIVILIAN MARINER


H = DEMONSTRATION PROJECT


J = GRADED SPECIAL EMPLOYMENT


K = UNGRADED SPECIAL EMPLOYMENT


VALID CODES ARE:


D1 = ALL DEMOSTRATION PROJECT POSITION


ES = SENIOR EXECUTIVE SERVICE


EX = EXECUTIVE PAY


G1 = GENERAL SCHEDULE TYPES


G2 = FACULTY – NAVAL WAR COLLEGE, NAVAL GRADUATE SCHOOL


G3 = EXPERTS, CONSULTANTS, AND ADVISORS


G4 = TEACHERS IN DEPENDENT SCHOOLS


G5 = SCHEDULE AN EMPLOYMENT. SECTION CLASSIFIED AND PAID AT GS RATE

G6 = FEDERAL JUNIOR FELLOWSHIP PROGRAM 213.3202 (F) OR WORKER TRAINEE   (APPOINTMENT AUTHORITY 307.102 O)

GM = GENERAL MANAGER TYPES

G9 = OTHER ADMINISTRATIVELY DETERMINED ELSEWHERE DEFINED

ST = SCIENTIFIC AND PROFESSIONAL 

W1 = FEDERAL WAGE SYSTEM

W5 = SAME AS G5 EXCEPT CLASSIFIED REGULARLY ESTABLISHED RATE UNDER SPECIAL RATE UNDER AGENCY AUTHORIZED

W6 = WORKER – TRAINEE OPPORTUNITIES PAID UNDER A PREVAILING RATE BY AUTHORITY 307.102 OR 307.103 

PAY SYSTEM INDICATOR: (PAY SYS INDIC)


`  ‘ = NOT APPLICABLE


A = ALPS


K = K SYSTEM


N = NAVCIPPS


O = OTHER

REPORT MONTH: (RPT MO)


01 = JANUARY




07 = JULY


02 = FEBRUARY




08 = AUGUST


03 = MARCH





09 = SEPTEMBER


04 = APRIL





10 = OCTOBER


05 = MAY





11 = NOVEMBER


06 = JUNE





12 = DECEMBER

SHIFT CODE: (SHIFT CODE)


0 = SPLIT SHIFT


2 = SECOND SHIFT


3 = THIRD SHIFT


‘ ‘ = NOT APPLICABLE

SPECIAL CODE: (SPCL CODE)


‘ ‘ = NOT APPLICABLE


A = MCDEC GAME WARDEN


B = FIRE FIGHTER SUPER


D = FIRE FIGHTER INSPECT


G = GAME WARDEN


K = TEACH AIDES


L = ADMIN TEACHERS


T = TEACHERS


W = GAME WARDEN BONUS

SPECIAL RATE CODE: (SPCL RATE CODE)


‘ ‘ = NOT APPLICABLE


M = MERIT PAY


R = REHIRED ANNUITANT


S = SAVED PAY

WORK SCHEDULE: (WORK SCHD)


F = FULL TIME


I = INTERMITTANT


L = SABBATICAL TEACHERS NOT PAID


P = PART TIME


R = REEMPLOYED ANNUITANT


S = REEMPLOYED ANNUITANT PART TIME


T = REEMPLOYED ANNUITANT INTERMITTANT

NON-PRODUCTIVE (LEAVE) COMMAND-WIDE

FINANCIAL INFORMATION POINTERS (FIP’S)
The Command-Wide FIP’s are provide below. Also, an example of data in fields required to key into SABRS a leave FIP is as follows:

MAJORACTY
FA
WC
FC
OC/SOC
CAC
BRC
JN/LOC
RON
RBC
M00005     *18   *20
DS
11C1
     1RH0 **BLANK
  9993
***
***

 * 
The appropriate Fund Administrator and Work Center

**
BRC – blank except the following


DA – Drug Abuse Program


DB – Alcohol Abuse Program


FS – Foreign Military Sales


U1 – MWR Category 1


U2 – MWR Category 2


U3 – MWR Category 3


U4 – MWR Category 4


U5 – MWR Category 5


U6 – MWR Category 6


U7 – MWR Category 7



U8 – MWR Category 8


WH – White House Support (HMX-1)

***
Required for reimbursable orders accepted only.

COMMAND-WIDE LEAVE FIP’s
CAC


JB/LU

OC/SOC

TYPE OF LEAVE
1RJ0


9992

1112


LUMP SUM LEAVE

1RH0


9993

11C1


ANNUAL LEAVE

1RH0


9993

11D1


SICK LEAVE

1RK0


9994

11M1


HOLIDAY

1RN0


9998

11K1


COMP TIME EARNED

1RM0


9999

11E1


COMP TIME TAKEN

1RL0


9995

11M1


MILITARY, COURT, ADMIN LEAVE

1RL0


9997

11M1


FURLOUGH

1RV0


9996

1114


TRAUMATIC LEAVE

