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Document Approval / Decisions

Approved by: Date:
Reviewed by: Date:
Decisions

Please initial next to the selected alternative for each listed decision.

Decision: Work Orders for Web (WOW) - See section 2.4.3

The pilot test will be conducted using WOW.

The pilot test will be conducted without any work
orders module.

The pilot test will be conducted using the
Administrative Service Request module

Decision: Post Personnel — See section 2.5.4

Modify the PASS applications to interface with
USAID’s existing eWorld application.

Modify the Post Personnel application to fit with
USAID business requirements.

Develop an eWorld like module for PASS to
interface with PASS applications.
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Notice

All versions of this document not labelled FINAL on the title page are subject to change without notice and
should not be construed as a commitment by Geneva Software. Geneva Software assumes no
responsibility for errors or representation that may appear in versions of this document not labelled FINAL
on the title page

Project Management

The resources below have been defined to carry out project management of this project.

Name Position

Document Control

The tables below identify various document control items for this document.

Change Record:

All version changes made to this document have been listed in the table below.

Date Author Version Change Reference

Reviewers:
This document has been sent for review to the names listed below for their comments and
recommendation(s).

Name Position

iii



PASS Suite Assessment

USAID Analysis Report

Table of Contents

Table of Contents...

1  Assessment Summary
2  Application Assessments

21 Visitor Management - Release 1.02.00

3.1 Software Suite

3.2 Pilot Tests

3.3 Locations and Schedule

4  Appendix A - Data Summaries
4.1 Vehicles Application
42 Visitors Application
4.3 Expendables Application
4.4 Work Orders for Web Application
4.5 Real Property Application
46 Post Personnel Application

22 Vehicle Registration Maintenance - Release 1.01.00
23 Real Property Application - Release 2.01.00
24 Work Orders for Web - Release 2.01.00
25 Post Personnel - Release 3.00.00
2.6 Expendables - Release 1.01.00

iv



1 Assessment Summary

The purpose of this assessment is to compare functional business and data requirements identified by
USAID to the functionality and data elements provided by the separate administrative software
applications of the US Department of State PASS Suite. The results of this assessment should answer the
following questions:

e How closely does the PASS Suite fulfill the business requirements of USAID?

s Should a more comprehensive pilot test of one or more of these applications be conducted to
further ascertain applicability to USAID?

o What changes to PASS, if any, would be required to fulfill USAID's business requirements?

e |f changes were required, what would those changes cost in terms of time and money?

The PASS Suite is a web-enabled, integrated suite of applications sponsored by various bureaus within
the US Department of State and coordinated through a central PASS Program Office. The suite consists
of a number of administrative applications.

In expectation of closer cooperation with the US Department of State and with an eye toward providing
USAID missions with a standard set of administrative software tools, PASS is being reviewed as
candidate Government Off the Shelf (GOTS) software for USAID missions. Applications found to support
business requirements will be pilot tested at four missions to ascertain and document any issues related
to installation, implementation, training or usage.

USAID subject matter experts reviewed the entire PASS suite of applications before selecting six for more
in depth analysis and consideration.

The PASS Procurement module; although rejected for this current effort, bears consideration for future
use. The module is designed primarily to support and facilitate locally authorized procurements. The
PASS Procurement module follows US Department of State procurement policies and provides interfaces
to State’s Comprizon system. USAID currently uses a system known as Mission Accounting and Control
System (MACS) for financial and procurement functions. The module was rejected at this time due to
expected difficulty in introducing a new procurement system that is not integrated with USAID accounting.

After the initial overview of the entire PASS suite, USAID representatives selected this subset of the suite
for further analysis.

Visitor Management — Visitor and event tracking

Vehicle Registration Maintenance — Motor Vehicle, driver and motor pool management
Real Property Application — Real Estate management

Work Orders for Web — Work order scheduling and management

Post Personnel — HR management system

Expendable Supplies — Stock control

OO ON=

USAID subject matter experts conducted the assessment through hands-on review of each software
application. As experts in the applications of the suite, Sr. Analysts from Geneva Software provided
technical support during the assessments and documented the results. Geneva Software also provided
alternative technical solutions where the software does not sufficiently support USAID business
requirements ‘as is’.

During hands-on reviews of the software, USAID subject matter experts were asked to assess each
application against both functional and non-functional requirements. Applications are scored as follows:

Software Assessment 1 UsS AID



Score Assessment

5 Meets USAID requirements ‘as is’

our of the six applications sufficiently fulfill USAID business requirements in their current state Two
applications; Post Personnel and Work Orders for Web do not curren ly fit wth SA D’s business or data
requirements. Alternatives for both of these major app ications are provided.

Applicability of PASS Applications for USAID Pilot

Real Work Post Vehicles Visitors  Expendable
Score 5 1 2 4 5 4

PASS Application
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2 Application Assessments

The PASS Suite was installed in a test lab at the Ronald Reagan Building offices of USAID. Assessors
were able to review the applications on-line at their own pace. The contractor responsible for maintaining
the applications for the US Department of State provided technical assistance. Full documentation for
each application was made available to the assessors.

The contractor also provided controlled review sessions for each application, where the contractor
demonstrated functionality, discussed workflow and presented data requirements. Over the course of six
weeks, each of six applications application was reviewed by USAID subject matter experts and given a
score from 1to 5. The score takes into account workflow, data requirements and general functionality. A
score of less than 3 eliminates an application from further review until specific cited deficiencies are
addressed.

In cases where USAID subject matter experts assessed a score of less than 3, Geneva Software was
tasked with presenting possible solutions to the deficiencies cited.

2.1 Visitor Management - Release 1.02.00
21.1 Functional Overview

The Visitor Management program is used by the Department of State in its embassies, consulates, and
domestic offices to account for all government employees and contractors who visit those sites.
Information concerning visitors, trips, accommodations, and events is recorded and reported in this
program.

The application provides an interface to the personnel system to minimize data entry where employee
names are concerned. The application also provides the ability to generate country clearance cables for
individuals or groups.

The application records and stores information related to individual visitors, trips, events, hotels and
specific reservations as well as event and trip sponsors. The application is capable of producing country
clearance cables that interface with CLOUT for individuals or groups.

A complete list of data can be found in Appendix A — Data Summaries.

2.1.2 Findings (Score 5)

USAID subject matter experts found the functionality and data content of the application to be capable of
supporting USAID business requirements. Its data is appropriate to the visitor and visit data required and
maintained for USAID business. The fact that the generated cables can be sent by CLOUT was seen as
a plus for this system.

They did cite deficiencies in the cable formatting capabilities of the system. USAID and the US
Department of State require mission-specific language concerning health, travel and security conditions in
country to be included on all cables. The current cable functionality does provide a way for end-users to
customize the cable however; the custom language must be inserted into the cable each time a cable is
generated. Storing the custom language would be a beneficial feature.

The Visitors application can be pilot tested without modification.
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2.2 Vehicle Registration Maintenance - Release 1.01.00
2.21 Functional Overview

The Vehicle Registration Maintenance application is used by the Department of State in its embassies,
consulates, and domestic offices to maintain records on all vehicles used at post. Records are kept on
employees who request the vehicles and those who operate them. The application provides the
functionality to schedule and plan triptychs for drivers. Triptychs include dates, times, destinations, and
passenger information. Printed triptychs can be generated for passenger signature.

The application also allows for recordation of scheduled maintenance for vehicles based on dates or
mileage. Data related to maintenance costs including parts and labor are maintained as well.

Vehicle-specific information stored includes make, mode!, licenses, and vehicle options (e.g. armor,
telephones).

The application provides an interface to the personnel system to minimize data entry where employee
names are concerned.

A complete list of data can be found in Appendix A — Data Summaries.

2.2.2 Findings (Score 4)

USAID subject matter experts found the functionality and data content of the application to be capable of
supporting USAID business requirements. The data currently stored is useful. The ICASS statistics
report would be useful for missions that are ICASS Alternate Service Providers for motor pool services.

It was noted that spare part inventories for vehicles are stored in this application as well as in the
Expendables application. Integration of Vehicles with the Expendables application would eliminate
redundant data entry.

Federal agencies are required to produce reports on vehicle usage and related fuel usage. A gap fit of the
data required for the reports compared to data found in this application show the application lacking. To
obtain the optimal benefit of this application, this data should be made available through the application.
Vehicle Registration Maintenance is a young application that is expected to undergo further enhancement
and integration with PASS applications. Depending on the application sponsor’s funding availability,
future releases should include data necessary for standard vehicle reports.

The Vehicles application can be pilot tested without modification.
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2.23 Data Gap Fit

Size
Motor Vehicle Composition  Vehicle
Inventory  Circular A-ll, and Annual Capitalized Not Available
Data Element e ort COBRA SF-82 Cost De reciation in VRM

Count Code

Vehicle Series

Mission

Method of Ac uisition
PO Date

PO Number

T e of Vehicle
Remarks

Transmission

FuelT e

Ac uisition Cost
Additional S stem Cost
Shi in Cost

Year Received

Vehicle Year

Veh'cle Make

Seria No

Dis osition Authorit PDA #
Data of Dis osal
Proceeds from Dis osal
Milea e at Dis osal
Reason for Dis osal
Method of Dis osal
Total Ac uisition Cost
Total Leasin Cost
Total Fuel Cost

Total Main. Cost

Total Dis osal Cost

T e of Vehicle
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2.3 Real Property Application - Release 2.01.00

2.3.1 Functional Overview

The Real Property Application (RPA) provides Posts with tools to manage their Real Property Holdings
(specific land or buildings owned or leased by the United States Government) and it provides the US
Department of State's Bureau of Overseas Building Operations with a worldwide, automated information
system to track the acquisition and disposal of U.S. Government owned and leased properties overseas.
Web based, RPA contains real property information by Property ID and/or Lease Number and includes the
following features:

Adding government-owned and leased properties

Modifying government-owned and leased properties

Adding residential, office unit, and ancillary structure information
Modifying residential, office unit, and ancillary structure information
Sorting lists of properties, leases, and occupants

VVVVYV

2.3.2 Findings (Score 5)

There is a need at USAID to be able to maintain lease and property descriptions for US Government
owned property and to be able to provide that data to US Department of State in a timely manner. The
US Department of State uses the Real Property Application to report generate reports for congress.
Historically, USAID provides the required data to State through various means including spreadsheets and
custom-written applications.

Subject matter experts see great benefit in being able to maintain lease and property reporting
requirements for the US Department of State’s bureau of Overseas Building Operations (OBO). Use of
RPA will allow the information to be maintained locally and exported to an embassy for subsequent
transmission to Washington along with embassy's OBO data.

In interviews, it was cited that RPA does not store a funding source for properties. There are fields to
store allotment and allowance. Additional granularity of fund source may be needed.

There are no data points to store seismic zone attributes or utility usage. Both of these are used for
USAID internal reporting requirements. None of these missing data points would prevent the usage of the
system.

The Real Property Application can be pilot tested without modification.
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2.4 Work Orders for Web - Release 2.01.00
2.4.1 Functional Overview

Web-Based Work Orders was developed to assist in the maintenance management of all U.S.
Government real property and equipment overseas under the authority of the Department of State. The
Office of Overseas Buildings Operation (OBO) in the Bureau of Management administers the Web-Based
Work Orders program. Within OBO, work order planning and management is the responsibility of the
Facility Management Division in the Real Estate Division (OBO/OPS/RE).

Web-Based Work Orders is designed to support the post in planning, accomplishing, and reporting facility
maintenance work done at post. It provides the capability to plan preventive maintenance, scheduled, and
unscheduled work orders (emergency and one-time tasks) for real property and equipment. Work orders
are prepared for buildings (real proper ty), residentia! units, office units, ancillary units, and equipment. A
particular property must be accessible in RPA (Real Property Application) before you can prepare any
work orders for it.

The inventory information reduces the amount of work required to prepare a work order. For example,
when a generator is added to the Work Order equipment inventory, the location, size, name of
manufacturer, and other identifying information is added. Each time a work order is prepared for that
generator, Web-Based Work Orders automatically prints the generator information on the work order. The
equipment records have all the information needed to maintain an equipment inventory record. Equipment
must be entered into the inventory and its location noted before you can prepare any work orders for it.

WOW supports workflow through multiple levels of approval and e-mail notification. The software
provides functionality to store file attachments, start and maintain discussions related to work orders and
plan periodic, scheduled and unscheduled maintenance.

24.2 Findings (Score 2)

After reviewing the application, it was decided that WOW is too complex for the business requirements of
USAID missions. Although the application more than fulfills data requirements, subject matter experts
agreed that the software provides functionality that would not be used and would require high levels of
resources to properly operate.

WOW should not be piloted.

2.4.3 Alternatives
Pilot testing could be conducted without work order functionality.

Another alternative is to use a PASS application called Administrative Service Request (ASR). It was
developed for OBO and is currently in use by the Department of State’s Bureaus of African Affairs and
Western Hemisphere and Americas. The application includes the basic functional requirements of
submitting, approving and assigning service requests, yet is simpler that WOW. The ability to use e-mail
to submit the requests makes this application useful in situations where the request is made from outside
a USAID network.

USAID subject matter experts reviewed ASR and believe that ASR could be used ‘as is' to pilot test.

The application does not currently have a sponsor to fund the maintenance and enhancements of the
system, however, it is available for pilot testing.
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2.5 Post Personnel - Release 3.00.00

2.51 Functional Overview

The Post Personnel system is keystone to the PASS suite All other applications interface with Pos
Personnel for employee data requirements.

The purpose of Web.PS is to create and track positions for both American and Local employees at
overseas posts. The program is comprised of two subsystems' American and Local. The American
subsystem is a data-tracking module. The officia! records for American Government employees are
maintained in Washington, DC. The Local subsystem is a personnel processing module used to process
actions for Direct Hire Foreign National employees, Personal Service Contractor (PSC), and employees
hired under a Personal Services Agreement (PSA). Tracking actions for Local employees include
reassignments, transfers, grade increases, terminations, etc.

2.5.2 Findings (Score 2)

Review of this application uncovered several issues related to the use of Post Personnel by USAID. The
first is that USAID just recently completed implementation of a web-based personnel system called
eWorld. This one-year project resulted in a centrally hosted system to maintain position and employee
data. Users have been trained Therefore, introduction of a different personnel system may result in
rejection by the field.

Post Personnel and all the PASS applications provide the benefit of storing data locally while at the same
time making data available to Washington for global reporting. This feature greatly reduces the response
time encountered by users as they perform data entry

The review of Post Personnel also uncovered basic differences between Department of State and USAID
policies of employee and position categorization. USAID utilizes backstop codes that are not part of the
Department of State’s system. There are a so fundamenta! differences in classifying employees as direct
hire or local hire. Section 2.5.3 shows the data deficiencies of Post Personnel when compared to eWorld.
The data gap fit does not include all the fields that are in Post Personnel that are not in eWorld. Additional
Post Personnel data fields can be reviewed in Appendix A.

The fundamental differences in handling positions and employees makes this application unsuitable for
pilot testing as it currently stands.

2.5.3 Data Gap Fit

Data Element eWorld Not in Post Personnel
Em o ee
Mission Post
Firs Name
Midd e Name
Em lo ment Status
Pa Plan
Em lo ee Grade
Citizenshi
Where Hired
Service Com . Date
Retirement System
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Clearance Level
S ouse of Direct Hire Em
Comments
Arrival Date
Contract Number
Start Date
End Date

und Source
Annual Base Pa
Other Annual Costs
Total Pa Cost
Contract Comments

Position

Or Level5

Or Level6

Or Level7

Or anization Abbr

Or anization Name
MRN

Position Number

Grou of Authorities
Em lo ment Authori
Position Status

Pa Plan

Position Grade

Occu ation Series Code
Position Code, Title, Backsto
Title Prefix

Title Suffix

Position Title

Descri tion Number
Wo kin Title

Strate ic Ob'ective Title
Su erviso Level
Weekl Hours

Desk

Comments

2.54 Alternatives

A otment/Pro ect/Ob ect/Function/Or field are available

Tied to Em lo ee in Post Personnel

There are three alternative methods of prov'ding the functionality to maintain and access personnel data

for pilot testing.

) Modify the PASS applications to interface with USAID’s existing eWorld application. This
approach would require changes to each of the PASS applications to be used in the pilot. Code
changes and complete testing could be accomplished in approximately 8-10 weeks.

2) Modify the Post Personnel Application to fit with USAID business requirements for position and
employee categorization and data needs. Post Personne! is a complex and extensive application.

Software Assessment
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The difficulty in making such large-scale changes is in keeping a single baseline of code that
continues to support the US Department of State. A single baseline is essential to gaining the
benefits of using a GOTS solution. Code changes to fit this scenario would require 6-8 weeks.

3) Develop a module for PASS that mimics eWorld and interfaces with existing PASS applications.
This alternative could be accomplished in approximately 3 weeks. It would result in an application
that is native to PASS, yet retains the look-and-feel of eWorld. Training would not be an issue
since it would behave as eWorld does. There is an added benefit in that the application would
store data locally, which would improve response time.

2.6 Expendables - Release 1.01.00

2.6.1 Functional Overview

The Expendable Supplies program is used by the US Department of State in its embassies, consulates,
and US offices to account for all expendable supplies and keep records on these items. It is used to
request, order, and issue supplies, as well as to track all such items from receipt through disposal. There
are plans to integrate this application with the PASS Procurement application to streamline ordering and
minimize data entry.

The term expendable supplies is defined in the Foreign Affairs Manual, vol. 6 [6 FAM], exhibit 220.
(Examples are pens/ pencils, paper, diskettes, toner cartridges.) Any property that does not meet these
standards is not considered expendable property and is not tracked by Expendable Supplies.

2.6.2 Findings (Score 4)

Review of the Expendable Supplies application shows that the application is acceptable for tracking
expendable supplies stock.

The application can import initial data from the ISIS Stock Control application. At missions where that
application is not used, there would be a lot of data entry to initially configure this application. The ability
to set initial values for prior fiscal year consumption levels would make trend analysis available from the
start. Once configured, the statistical reports in the system will be useful for tracking trends and
anomalies in expendable usage.

The shopping cart feature that allows authorized employees to request items over the web would be made
more useful if automatic e-mail notification would inform them when their order was ready for pick up. It
was also noted that even though users are informed when a certain item is not in stock, there is no
automatic mechanism to place the item in an order status.

Expendables can be piloted “as is”.
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3 Recommendation
3.1 Software Suite

There are two applications that are not suitable for pilot testing; WOW and Post Personnel. In order to
pilot a full complement of functional applications, it is recommended to use alternative applications in their
stead. This would result in a suite of six applications for pilot testing.

Replace Work Orders for Web with Administrative Service Request. ASR provides similar and simpler
functionality to schedule and maintain work orders for missions. There is no time or cost associated with
this substitution since the application is available.

To replace the personnel maintenance functionality, the contractor can develop a PASS module that
mimics e-World functionality to replace Post Personnel. This would provide personnel functionality and
data that can be accessed by other PASS applications and would require minimal time and effort. The
resulting application would belong to USAID.

In the long term, inconsistencies in HR policies should be addressed with USAID and DoS senior
management and the Office of Management and Budget (OMB).

Proposed Suite for Pilot Testing

eWorld functionality coded for PASS
Administrative Service Request
Vehicle Registration Maintenance
Visitor Management

Expendable Supplies

Real Property Application

VVVVVYV

3.2 Pilot Tests

Over the course of approximately three months, three to four in country pilot tests using the PASS
software should be conducted. During these tests, the software should be installed and users should be
introduced to the suite. Each pilot installation will require four to five days depending on availability of
local staff for training and evaluation. Once installation and training has been completed, the software will
be left for the pilot site to run for approximately 3 months.

At the conclusion of the three month period, local subject matter experts should be polled for issues that
would potentially interfere or prevent worldwide distribution of the PASS suite of administrative
applications to USAID missions.

The goal of the pilot testing is to identify and attempt to resolve technical, policy-related, administrative or
human issues that would prevent or inhibit standard usage of the PASS suite in USAID missions.

Following is a proposed agenda for each pilot test. The agenda will be duplicated at each separate pilot
location.

Day 1 Installation and orientation for system managers

Day 2 Training for Visitors, Administrative Service Request

Day 3 Orientation to Personnel (eWorld), Training for Real Property

Day 4 | Training for Expendables / Vehicles

Day 5 Survey and Out Briefing

Software Assessment 11 US AID



Posts must have SQL Server 7.0 or higher installed. They must have a server running Microsoft Internet
Information Server (1IS).

3.3 Locations and Schedule

Proposed pilot sites have been selected by USAID. The sequence and proposed schedule of the trips is
dependent on availability of resources for the pilots and the mission staff. The schedule below is tentative
and subject to change.

Belgrade, Serbia— Oct. 27 - Oct. 31
Gabarone, Botswana — Nov. 17 — Nov. 21
Bogota, Colombia — Dec. 1-Dec. 5
New Delhi, India - Dec. 8 - Dec 12
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4 Appendix A — Data Summaries

4.1 Vehicles Application

411 Vehicle Details

Name of Box

Status

Description

inventory No

Optional

Number assigned to vehicle at purchase, upto 9
numbers..

Request No

Optional

Numbaer given to the request for vehicle, up to 9
numbers.

NEPA No

Optional

Number assignad from Non-Expendable Proparties
for vehicles. Click the Cross-Relerance butionto
display the option list. Salect the number from this list.

Status

Required

Slatus of the vehicle. This is automatically assigned if
you are adding a private or other vehicle. There are 3
options when adding a government vehicle:
1 Official Non-Pooled - Government-owned;
not used for trips and picking up visitors.
2 Official Pooled - Govarnment-ownad; can
be usad for trips and picking up visitors.

3 Non-Official - Government-owned; for a
specific use. Cannot be used for trips and
picking up visitors.

Aciual Odometer
Miles

Optional

Odometer reading in miles. The odometar reading is
aqllomancally calculated for km after you enter the
miles.

Actual Odometer KM

Optional

Odometer reading in kilomaeters. The odometer
reatginkg is automatically calculatad for miles after you
anter km.

Make/Modet/Category

Required

Make, modal, and category of the vehicle. Click [z] to
salect the correct dascription.

If the option you need is not fislad, click the Add
button. See “‘Vehicle Maka/Modal Catagory” on

page 82 of Chapter 7 for more details.

VIN No.

Conditional

Vahicle Idantification Numbar of the vehicla. Either
this box or the Chassis No. bax must be completed.

License Number

Required

Number on tha vehicle's license plate. Type the
iicanss number.

Primary Liconse

Optional

Indicates tha licensa is the primary licanse for the
vehicle. Click to select if the licenss is the primary
license. If not checkad. the license becomas an
alternate liconse.

Assigned Dato

Required

Date the license plate was assigned. Click [5] to salect
the date.

Deactivo Date

Optional

If the vehicle was used for any trips whan it had this
licensa plate. the license number cannot be deletad.
When it is no longar used, it must be deactivatad.

Click 5] to selact the deactive dats.

Software Assessment
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41.2 Maintenance Detai

Name of Box
Completion Dato
Perlodic Service Cond’ onal

Status
OCdomelor KM
Matertal Cost Conditional
Labor Cost Condi ‘onal
Total Internal Cost
Software Assessment

Service that is routine and performed at regular
intervals. Click the List button to select the type of
periodt sarvice baing performad.

This box only neads to be completed if
pertodic service is being parformed.

The information that appears on the list
comes Irom the Periodic Services tab for
the vehicle. If service has not been
erformed and entered on the Periodic
orvice tab, it does not appear as an
oplion on the list for this vehicle

Description

if the job was nol broken outint matsrial cost and
labor cost. the antire cost of tha job & antared here.
Type the number

Cos! of the materials used in the maintena ce If the
malerial came from a vendor outsida the post, record
in External Costs: othenwise, record in Internal
Costs.
It information is omplet din the Spare
art tab the material costs are updated
from informati non the tab. Choosing a
vandor updatas the cosis in External
Cost . Internal costs have no vandor
selactad on the Spare Parts tab

Typa the cost of the materials

Cosl of the labor used for the maintenance. If the
labor was completed by mechanics utside the post.
record in External Costs oth rwisa, record in
Internal Costs.

If information 1s completad in the Labor
lab, the External Costs are updataed from
in ormation on the lab

Type the figuraes for Internal Costs.

US AID



41.3 Spare Parts Details
Description

Sparo Parts No Required Post defined 1dentification number f{ the part.

Ik D_ to selact the spare part from the option
list This informalion omes from the Spare
Parts file If the partis n tlisted.cli k Add. S
Adding a Spare Parts Record” on page 59 of
Chapter 5 for more information.

Description
Vendor Vendor that suppliesthe part Ifthe spare part used to
complete the maintanance was not in stock, click £
1o select the vandor.
Curancy usad by the vandor USS appears by default
Click [] 10 select adifierent currency
41.4 Labor
Description
Vendor Required
4.1.5 Owners/Drivers
Name of Box Status Description
Employeo Required Employee name. Click 1o saloctan employse. Data
on the option list comes rom the Employees file.
Assigned Dato Required Date the employes was ragisie ed as ownar of the
vehicle Click [£] o seectthedats rom the calendar.
Doactive Dato Optional If the vehicle was used for any trips whan it was

ownad by this parson, the ownar cannol be delatad.
When the employse no longer owns the vehicl, the

ownar racord must be deactivatad Click [] to selact
the date from the calendar

Software Assessment 15
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41.6 Periodic Service

Status
Requ'red
Status Require
Odometer Miics Conditional
Automat

4.1.7 Optional Vehicle Data

Typo of Transmission

Software Assessment

Kind of periodi service Cli kL] to salect a type of
riodi * sarvica from the Available Periodic
rvices list. This information omes from the

Periodic Services file

Data the pericdic servica & due. Click -] 1o select the
date. Eithar this box or the Odometer Liles box must
be complated.

The odometsr reading in km at the time the semvice is
1o be performed. If Odometer Miles iscompleted, this
is automatically calculataed. Either this box ofr the Due
Date box must be complatad.

Name of the company that insuras the vehicle. Type
the nama.

Number of cylindars in the angine. Type the number of
cylinders.

16
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41.8 FuelDetais

Totatl Cosls

41.9 Oil Details

Odometer Milcs

Cil QGuantity

Automatic

ut mat

Software Assessment

Type the cost par iter or gallon of fual.

United States Dollar 1s automatica ly entered 1o the

datanl box Chick [] d another curre cywas used to
purchase h fusl

The total cost Is calculated in USS. If a cuirency other
than USS was selected in Currency Used. a total
cost figure is calculated in that urreng/. as weil, and
appears to the nght of the US$ Total Cost

Odomater reading in km at the time the oil was add d
Type the odometer reading Odometer Lliles 1s
automatically calculated

Q antity of 0" added. Type the amount added.

Liters is the defaull setting. Sel ct the Quarts button
il the quantity 1s measured in quarts.

United States Dollar is automatically entered into the
dotall box If another currency was used {0 purchase

the oil click (] to salect it from the list.

The total cost is calculated in USS. Ifa curme cyo @
an USS was selectad in Currency Used, a total
cost figure is calculated in that urren(c:y, aswel, and

appears to tha right of the USS Total Cost.

UsS AID



4.1.10 Drivers / Employees

Status
Last Name

Firs Namo

Office

Ava lablo

Ceoll Phone

Deaclive Dalo Optional

4.1.11 Licensing

Description

Type of employee. Click  to selact an employee type.
%El cannotptyogeem this dia og box Inmrmall"o)r"ljy oomtgg from
the Employee Types fila.

ICASS agency for wh'ch the employae works. C'ck [ o
selact the agancy You cannol type in this dialog box.
Information comas from the Agencies file.

Office wharae lhe employes works. Click  to select th
office for with the amployee works Information omes from
tha Offices file. You cannot type in this dialog box.

Authority to request vehicles through Trip Tickets. Click to
selact this box if this employee may Add a Trip Ticket.

C ck o select thisbox ii this @ poyee s aMotor Poo
employes.

Avithority 1o dnve vehicles assigned through Trip Tickets
Click to solact this bax if th  employee may be assign d as
a driver. This is only availabl to motor pool employaes and
may be the sama person that requestad the Trip Ticket.

Date of the mployea’s accident. Click [Jtose act hadate
of tha amployae’s accident from the calendar.

Email address ol the employae.

Date the employae will no longer be associated with trips.

Click {-1 to sslact a deactive dals from the calendar Sae
ngac £;;nmgan Employee Record” on page 57 for more
information.

License Class Required

Click [_] to se act the class of the driver's ce se.
Information comas from the License Classes fle

Issued Date
Required

Click I to select the date the driver's license was issusd

Explrat on Date Op tonal

click [J to salact the date e driver's ‘cense axpires,

Software Assessment
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4112 Spare Parts

Name of Box Status Description

Spare Part No. Required Post-defined identification number

Description Required Dascription of the spare part

Location Optional L?czn(i’on in the warehouse where the spara part is
stored.

Deactive Date Optional When a spare gan is no an?er usad. the spare part
record cannot be deleted il if was listed on any
maintenance records. It must be deactivated instead.
Click I to select a deactive date from the calendar.
See “"Deactivating a Spare Part Record’ on page 62
for more informalion.

Oty on Hand Optional Quantity of the part in stock.

Unit Price Optional Cost par issue unit of the spare part.

4.1.13 Vehicle Types that Use the Specified Spare Parts

Name of Box Status Description

Yoar Required Yaar of the vehicle that can use the spare part. Type
the four digits of the modsl yaar.

Make/Modei/Catagory | Required click [F) 10 select the make, model, and catagory of
the vahle thal can use this spare part. Informafion
comes from the Vehicle llake/llodel/Category
lable.

Software Assessment 19
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4.1.14 Trip Details

Name of Box

Status

Description

Passenger Pick Up
Date

Required

Date the passengar will ba picked up. Click [+] to
salact thapdale fr%am the calgndar. § =

Passenger Pick Up
Time

Oriver Return Dato

Required

Required

Click &1 to salect the time the passenger neads the
driver to amive for pick up.

Click [-] to select from the calendar the date the driver
will relurn.

Driver Roturn Time

Required

Time the driver will retum the vehicle. Click =] to
salect the comect time.

Trip Ticket No

Automatic

Number of the trip ticket. This is automatically entered
following post-detarmined corventions.

Request Date

Automatic

This date is automatically entared based on the date
the request was mads.

Name of Passenger

Required

Click 3] to select the name of the passengar. or type
the passenger’s name here.

No of Psssengers

Required

Number of passengers is %peq here. 1" is the default
ontry. Type a diffarent number if there will be more
than one passenger.

Roquestor/Agency/
offico

Required

Name of agency, office. and individual making the

request. Click £2] to salect the name of the requestor.
Tlhe Requestor Help list comas from the Requestors
9.

Pick Up Point

Required

Place the passenger will be picked up. Click Lq}o
select the pickup point from the Pick Up Point Help
list. If your pick up pointis not listed, sas "add
{Racords o Tablesf

" on page 11 for more information.

Dostination

Opfional

Name of the destination is typed here.

Vehicle

Optional

Particular vehicle requested for the trip. Click {2 to
select the vehicle. The Vehicle Help based on
Category/Number of Seats list comes from the
Vehicles subfolder.

Catogory

Optionai

Kind of vehicle needed for lrip. Click Euo salact the
category of the vehicle. The ategorx elp list
comas from the Vehicle Categories file.

Opfional

Name ot driver who will completa this trip. ClickLI] to
select the name of tha driver. The Driver Help lis
comeas from the Employees fite.

Purposo

Optional

The purposa of the trip can be typed into this bax.

Optional

Any clarnifying remarks can be typed into this box.

Odomecter Start

Optional

‘Ib’hs beginning odomeler reading can be typad in the
0X.

Odometer End

Optional

The end ol the rrip odometer reading can be typed in
the box. This number must be greater than the
Odometer Start number and will update the mileage
information in the Vehicle record.

Trip Ticket Compfeted | Optional Indicates that ALL slemants of the trip ticket are

complete. You may not see this chack bax if you do
not have permissions from the Systam Administrator.
Once this is chacked, no information can be added or
removed from the trip tickat record.

Software Assessment
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4.1.15 Reports

Agency Lists the US Govemment
agan 18s working with Vehicle
Ragisiration Maintenance at
post From the Agencies tabea.

Employeo

Licenso Class

Period ¢ Service
Lists the differant types of radios
and talephonss in the vehicles.
as recordad in the Radio and
Phone Types table.

Spare Parts

Trip Ticket L sts information about the trip
tickats From the Trip Tickets
files

Software Assessment

Agency Code
Agency Description
Agency Deactive Date

License C ass Code
License C ass Dascripton

License C ass Deact'vation Date

Code

Description
Month Interval
Miles Intarval

KM Interval
Significance
Deactivation Date

Radio Telephone Description

Radio Telephone Deactivation Date

Ticket Raquest Date
Ticket Disp. Time
Ticket Return Time
Ticket Number

Last Name

First Name

Vehicle Year
Vehicle Color
Vehicle Dascription
License Number
Number o Passengers
Requestors Nama
Pick Up Points
Destination

US AID



Vehiclo Lists the veh'clas located at a

inventory by spacific Post or Posls. )

Post Information is from the Vehicles
subfolde .

Vehicle Lists information about the For the Vehicle
voicks Informationisfromthe 4 Chassis Number

¢ VIN Number

¢ Year

¢ Color

* Make Dascription
* Modal Dascription
¢ Category Dascription
* Agency

¢ Status

* Agency

¢ Slatus

¢ Number of Seats
¢ Registration Date

For the Vehicle License
Vehicle License Ass gned Dat
Vehicle License N mbaer
Vehicle License Dea t o Date

For the Owner:
¢ | ast Name
¢ First Name
¢ Assigned Date
* Deactive Date

For Peviodic Service:
* Due Date
* Qdomeler Reading
¢ Periodic Service Dascription
* Periodic Service Status

For the License Class:
Li ense Class Description

For the Radla/Tetephone:
Radio/Telephone Type Description

Software Assessment 22
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4.2 Visitors Application

4.21 \Visitors

pt onal
Agency Conditional
Company Co diona
Country
Fax Numbor
Deactive Date Op a

Exciude from View Optional

Software Assessment

Description

Visitor's secunity clearance. None appears by default
Click [] if you need to sale t a diffarent security clearance

Government agancy for which the visitor works. You are
required to identify either an agency or a company that
employs the visitor. if you idenfify an agency. you cannot
also select a company.

Click  to salect the agency. If the corract agency is not
listed, ee Add (Records to Tables)” on pags 18.

Company for which the visitor wotks. You are required to
identify either a company or an agency that employs the
visitor. If you choose a company. you cannot also select an
agency.

Click ["] to select the com . If the comract company is
not listed, see Add (Reoo?gsn% Tables)” on page 18.

Country whare the visitor works.
Chek [] to salect the country.

Visi s fax number.

Desc pi ofthe visitors job.

23
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422 Trps

Visitor

Event

Titlo

Accommodations
Raqrd

Exclude

Per DicmRa es

Required

Op ‘onal

Required

Automatic

Optional

Optional

Required/
Automat

Aut mati

Automatic

Software Assessment

Description and Needed Action

Sponsor of the visitor The sponsor works at post.

Cl'ck [] to select a sponsor from the option i t. If th
sponsor is not istad. sea Add (Records 1o ables)’
on page 18 for mora information The informaton in
the oplion list comas from the Sponsor/Controt
Officer file

Hotel accommodations need to be mada for the
visitor.

Se act the check box if staff is anang;;r;g hotel
accommodations If this box: selected, you wil not
be able o Add the Trip Ticket? ithout entering
contirmed hotel resenations.

24
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Lodging

M&IE

Trave! Mothod

Purposo

Automat

Optional

4.2.3 Telephone Details

Maximum amount a visitor can be reimbursed for
lodging. This rate is automatically completed based
on the Per Biem Rates salactad and the location of

the hotal. This does not aftect the amount chargad by

the hotal. but should be considsred when making a
reservation.

If the rate has changed or has never besn entered,
you can type the rale. The rate you type 's
automatically applied the next time that Per Diem
Rate is salectad.

Mathod of travel to be usad by the vis tor.

Click L] to select a means of ransportation from the
oggon ist. If the travel method 1s not listed see Add

cords to Tables)” on page 8 for more information.

gl'he information in the option list comes from the
Travel Llethods file.

Name of Detail Rothm%r?tfem Description and Needed Action
Phone Type Required K'm(?1 of telaphone. Type a brief description of the typa
phone
Phone No. Required Te ephone number of the phone assg edfo &
isitor's use.
Comments Optional Additional comments may be typed hare.

Software Assessment
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4.2.4 Hotel Reservation Details

Name f Detail Ro;m%:\'om Description and Needed Action
Required szype of hotal that has a confirmed resarvation for the
visitor.

Click [_] to selact a hotal from the option list. The
lfnlrorma on on the option list comes from the Hotels
ile.

Check In Date Ao a
Reoquired

Data the visitor will check out of the hotal. The visitor
dapart date 15 automatically displayed.

Ifthe check out data is different from the visitor depart
date, click [] to salect a check out date from the
calendar.

Check in Timo -

Optional S_petcinc details about the room being reserved for th
isitor
Click [_] to selact a room. The informati n on the

option list is spacific to the hotel selected and is from
the Hotels file

ut m i Indicates the hole reservation has bean cance o
The chack box shou d be salacted if the hote
rasarvation hasb en cancelled.

Dale the hots| reservation 1s cancelled. This detall box
bacomes active and raquired if you have salectad
Cancel Reservation.

Click [-] to selact a date from the calendar.
Any helpful comments about the cancsllal'on may be

typad here.
4.2.5 Travel Details
Type of
Rmﬁ%ﬂmm
Optional 'Ijn}le the transportation is scheduled to arive with th
visitor.
Click [*] to select the arrival fime.
Arrival Flight No.
Opfional
Software Assessment 26
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4.2.6 Event Details

Name of Detail RD;}’,?;,‘,’\LM Description and Needed Action

Event Nameo Required Type the name of the event.

Event Type Required Click [ to select an event type. The information in the
option list comes from the Event Types table. Ses
‘Add (Racords to Tables) on page 18 if the avent type
is nol listed.

Event Spensor Optional Type the name of the svent sponsor.

Start Date Required Click 2] to setect a start dats from the calendar.

End Date Required Click [+] to select an end date from the calendar.

Start Timo Optional Click £l to select a start time for the event.

End Time Optional Click El to select an end time for the event

Control Officer | Optional Click [E] to select a Control Officer for the event. The
intormation in the option bax comes from the Sponsor/
Control Officer lable. See "Add (Records to Tables)”
on page 18 if the control officer is not listad.

Event Description | Optional Type a description of the event.

Notes { Optional Any other helpful information about the event can be
typad here.

4.2.7 Telephone Contact Details

Name of Dotail Roalhoment Description and Needed Action

Employoco Optional Name of a Control Officer. Click [ to select a name
from the opfion list. The information in the option list
comes from the Sponsor/Control Officer table.

Comments Required Comments to identify the phone or its location must
be typed in this box.

FPhone No. Required Telephone number availabk for general use during
the event.
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4.2.8 Hotel Details

Required
Type the Zip code whete the hoto is ocated.
Salect this check box it the rates charged are within
the government Per Diem rates.

Opo a

Type the description of the type of room available and
the rate tha ‘s charged. M re than one record can be
addad for each hotal. See “Add Hotsl Rooms” for
more detai s.

4.29 Room Type Details

Description and Needed Action

Type the rate charged for the room per night.

Cumency used to pay for room Click [ to select the
urr ney. The list comes from the Currency file.
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4.210 Sponsor/ Control Officer

Name of Detail Ro:nmfont Description and Needed Action
Agency Required Name of the sponsor’'s agency. To select an agency:
1 Click [T to opan the Select Agency list.
2 Select the agency.
If the agency is not listad here, click Add. “Add (Records
to Tables)” on page 18 contains mora information about
the add feature. "Agencies’ on page 73 contains
information about the details neaded 1o add an agency.
3 Click Accept. The agency appears in the detail box
Oflico Required Name of the sponser’s offica. Type the office name.
Titte Required Titie of the sponsor. Type the tifle.
Last Name Required Last name of the sponsor.
Click [#] to choose the comect last name. The cross-referance
list comes from the Emplo file in the Post Parsonnel
program. I the nama is not listed, type the last name.
First Name Required’ First name of the sponsor. Thisis automaﬁcalliacom loted if you
Automatic usad the cross-reference arrow to choose the Last Name. I you
typed the sponsor’s last name, you also need to type the firs
name.
Middle Initial Automatic/ Middle initial of the sponsor. This is automatically completed if
Optional you used the cross-reference arrow to choose the Last Name. If
you l?(ped the sponsor’s last name, you may type the middle
initial.
Work Phone Optional Work phone number of the sponsor. Type the number.
Ceil Phone Optional Call phone number of the sponsor. Type the number.
Office Location | Optional Ofiice location of the sponsor. Type the location.
Email Optional Email address of the sponsor. Type the email address.
Deactive Date | Optional Sponsors cannot be deleted once they have been used. Whena
sponsor is no long in use, click [ to selact the data the sponsor
was made deactive. A sponsor Is no longer available for use
after the deactive date.
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4.2.11 Reports

Name of
Report

Company
Report

Control Officer

Event

Lists the compan’as in the database Thess
companias can send visitors 1o post
Information comes from the Company tabb.

Report includas:

Company Name (Employea Vis tor's Hame,
Arnvgl angd Dep. re%oayte

Lists the employees who are control officers
for spacific events. and information about
those events.

Report includas:

Control Officer mformation — lame A en%
Office, Email Address. Office/Location Wol
Phone

Event miormation — Eveni, Event Type Stari
Data, Dascription, End Date

Vistior mformation — Anival and Departure
Date. Visitor Names (of those sponsored by
officer), Title, Work phone. FAX numbar
Agancy/Company

Lists spacific avents. Information comes from
the Events file.

Report In ludes:

£ ent information — Event, Start Date, End
Date Ev_nt Type. Description, Contrel Officer,
Control Officer Agency, Phone Number,
Remarks

isitor mformation — Anival and Departure
Date Vistor lame (of those attending the

event). ncy/Com MName. Hotal Check
lnDanleAghegx Out ggy

Software Assessment 30

Raport parameters may be
selpfor\R )

o following areas:
All Companies
One Company
Excluded v'sitors

Available only with
granied permission

Report parametars may be
sel for the following areas:

All Control Officers
One Control Ofticer

Event Date Range
(From and To)

Past Trips

Currant and Future
Tnps

Excluded isitors
(Available only with
granted parmiss ons

Report parametars may be
sal tortg

o following areas:
All Evants
One E ent

Event Starting Date
Range (From and To)
Past Events

Current and Future
Events

Excluded visitors
(Available only with
granted permission

Raport tgarz&meters may be
set for

o following areas:
All Hotels
One Hotal

Hotel Arriva Date
Range (Froma d To)

Past Hotels Stays

Ongoing and Future
Hotels Stays

Excludad visitors
(Available only with
granted permiss ons)
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ICASS Providas reservation counts by ICASS agency | Report 'garameters may be
Statistics for a given penod. sat for the following areas:
Report includes: * Submit From Date
Agancy Coda, Agancy Description, Humber of (required)
Reservations, Sum total of Raservation 3
= Submit To Date
Sponsor Lists information about the employaa sponsors | Report 'Rammetgrs may be
of visitors and those visitors. set for the following areas:
Report includss: * All Sponsors
Sponsor nbrmation—Name, Agency. Office -
qualion. Email Addrass, Phone Number, One Sponsor
8_"!;9 e s * Visitor Arrival Date
tsitor m on — Evenl, Arrival an
Departure Date, Visitor (being Sponsored), Raepi(Grriandyie)
Agency/Company, Trip Purpose * Past Trips
* Current and Future
Trips
¢ Excluded visitors
(Available only with
granted permissions)
Visitor List Lists visitors whosa visil begins and/or ends Report parameters must be
within the specified date mn%a. Italse includes | set for the following areas:
&'ﬁ?{ﬁ:’;‘ggﬁgﬂg&?& oth before and * Visitor Arrival Date
Report includas: = Visitor Departure
Dates. Name and Position, Comparyy’ Agency. Date
Sponsor name. Sponsor Office, Sponsor's
(phone) Number. Remarks {about the purposs
of the visit), Hotel Hamais}
Visitor Lists the visitors recordad in the Visitor file. Report tg.)'arameu_ars may be
Report includos: sl lor the following areas:
Visitor information —Visitor Mame, Comgany—- * All Visitors
Agency, Visitor Hotes. Clearance. Work Phone - ;o
: . One Visitor
Event mformation —Sponsor Hame, Purpese, - ]
'lflmmbandATo_ %Iatas 'ﬁpﬁns%r Phgneér'%rmn ¢ Visitor Arrival Date
umber. Arrival Fli umber. Departing
Flight Humbar Event, Trayel Methé. Travel A ee)(FromSIETC)
Noles, Hotel Name. Check-in and Chack-out * Past Trips
Dates
= Current and Future
Trips
* Excluded visitors
(Available only with
granted permissions)
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4.3 Expendables Application
4.3.1 Order Details

Type of ..
Roqu?r%mont Description

Transaction number that is used to identify the rdar This 1

automatically entered when the order is addad
Supp! er Required

Currency that the supplier accepts.
Total Quantily
Order Date Date the order is place. The default is the current date.

Click the ist button if you nesd o salect a different date
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4.3.2 Order ltems

of

. T
Name of Detail Reqm:mont

Description

Local StockNo | Required Stock number used at Post to identity the item.
Click the list button to select the item.

e [fa supplier has been designated in Add
Order or Add Item to Order. the iteams
listed are those listed for the supplier. I
the item doas not appear on tha list. click
Edit. See "Edit Local Stock Item” on
page 26 for further details.

« [f no supplier was designated. all stock
items are listed. If the item is not listed
soe "Add Local Stock [tam” on page 26
for further details.

Supplier Required/ The company or store that will provids the item.

Automatic * The supplier is automatically entarad if one
was selocted at the top of the Add Order
dialog box.

* To selact a supplier. click the list bution o

selact one from the list of those that supply
the item being ordared.

+ | the supplier you wish to use is not listed,
click Edit next to Local Stock No. See
“Edit Local Stock ltem” on page 26 for
further details.

Name Automatic Nama of suaprlr item is provided basad on selected
Local Stock No.

Description Automalic Description of supply numberis provided basad on
selected Local Sgock No.

Order Quantity | Required/ Quantity in Units of Order of the item. Quantity is
Automatic automalically calculatad basad on stock
minimums, amount curently on shelf. and amount
q:furmrclgydon order. You may type a different amount
if neadad.

Unit Order Prico | Automatic Price J)er unit ordar of item s automatically entered
based on supplier prices.

You can change the unit price. If &qu modify il. a

confirmation massage appears. Click Yes on the

confirmation message 1o update the ?nce onthe

supplier records. Click No to change he price on

this order only.

Total Automatic Totalprice is automatically entered based on
quantity ordered and unit price.

Exchange Rate | Automalic Automatically providad from the Currency Table
lor the curency usad by the supplier.

Converted Prico | Automatic Price automatically entered based on the unit
order price and the exchange rate. This price is
listed in the Unit Price column for the item in the
Add Order dialog box.

Total Converted | Automatic Total price automatically entered based on the
Price converted price and the quantity orderad. This
price is listad in the Total Prce column for the itam
in the Add Order dialog box.
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4.3.3 Receiving Details

Name of Detail

Optional Numb r tthetransa tion s typad here

Receiving Report Number

Local Stock No

Qty Ordered Quantily of the item ordered.
Gty Received

4.3.4 Issue Stock

Name f Detail

Total Price

ltom

Price of each un’

Software Assessment

Description

tem to ssu
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4.3.5 Turn In Stock (same tables as Issue Stock)

Name fDetail | poi¥BOSL Description
Transaction Automat Issue Transaction number.
Customer Required Click the list bution to se ect the customerw ow’
recaive the supplies.
Agency/Offico Automat Agency and office of the customaer.
item Count Ato ac tiumber of ditferen tems ordared
Tota! Quantily Automatic Total number ol itams ordered.
Total Price Aoac Total pnce ol items.
Name Automatic Name of the item
Doscription Automatic Description of the itam.
Quantity Required Number of items being turned it.
Unit Prico Automatic Price for one oi the items being tumed in.
Total Automatic Total price of items based on quantity and unit price.

4.3.6 Stock Disposal

Name f Detall Regg?erogem Description

Transaction Aut malt ransaction number is automatically assigned when
the dispose transaction record 1s added

PDA Requ red Property Disposal Authorization number Type e
number n the format & &i#&s

Guantily Count | Automatic Number of different typas of | cal stock disposed

item Count Auto alc Number of ite s d sposed

Total Automatic Value ol items disposad.

Name of the tem
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4.3.7 Customer Details

Detail Box

Type of
Roqm'eement

Description

Customer Name

Required

Name of the customer who place orders.
Click the cross-raferenos box to select a name from

the Post Personnal Employea list, or type the name.

Customer User id

Automatic

User identification of customers who have the ability
1o use the Shopping Cart. This is their [D to sign
into the program.

This is automatically completed it you selected the
Customer Name using the list button.

Required

Agency of the customer that is billed for the
supplies.

Click the list button to the right of the detail box to
select the agency.

Offico

Required

Offica that receives the supplies.

Click the list bution to the right of the detail box to
selact the office.

Building

Optional

Building where the office is localed.

Room

Optional

Room where the customer is located.

Telcphone

Optional

Telephone number of the customer.

Emall Address

Optional

Email address ol the customer.

Remarks

Optional

Type additional information into this box.

Deactive Dato

Opfional

Only customers who do not have stock ransactions
associated with them can be deleted from the
system. When a customer who has transactions in
the program is no longer needed, that person must
be deactivated instead of being deleted.

Use this cgfl_ion when you know thal the customer
you are adding will only be at post for a specific ime

and who is therefore temporary.

Click the list button to select the date thal the
customer is no longer active.

Software Assessment
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4.3.8 Supplier Details

Dotail Box L Doscription

Abbreviation Required Abbreviation for the suppliar.

Supplier Name Required Name of the supplier.

Currency Required Currency that is used to pay the supplier.

Click the list button to select the currency.

Address 1 Optional Address of the supplier.

Address 2 Optional Additional information to direct mail to the cormect
address.

City Optional City of the supplier.

Stato Optional Stato of the supplier.

Postal Codo Optional Postal code of the supplier.

Country Optional Country ol the supplier.

Contact Optional Person to conlact conceming supplies ordered from the
supplier.

Phone Number Optional Telephone number of the supplier.

Fax Number Optional Fax number of the supplier.

Mobile Number Optional Mobile telophone number of the supplier.

Email Address Optional Email address of the supplier.

Accepts Purchase Optional If the sup plier accapts purchass orders. select the check

Orders box.

Accepts Purchaso Optional It the supplier accepts purchase cards, sslect the check

Card box.

Memo Optional A:'g additional comments that may be helpful about
g oring from or contacting the supplier may be typed

ora.

Deactive Date Optional Only suppliers who have not been used can be deletad.
When a supplier who has been used is no longer
neaded, thal supplier must be deactivated insiead of
being daleted.

Use this glption whaen you know that the supplier you are
adding will only be available for a spscific time and who
is therelora temporary.
Click the list button to select the date that the supplier
will nolonger be active.

Software Assessment 37

US AID



4.3.9 Local Stock Details

Detail Box

Type of
Roqmmnt

Description

Local Stock No

Required

Stock number of itam assigned following the post-
describad format.

ltem Name

Required

Name of the item.

ttem Description

Optional

Description of the itam.

item Category

Required

Category of the item.
Click the list button to select.

Unit of issue

Required

Unit in which the item is packagad.
Click the list button to select.

Deactive Date

Optional

Only stock items that have not been used can be
deleted from the system. When a stock item that
has bean used in the past will no longar be ordered
or used, it must be deactivatad.

Click the list button 1o select the date that the stock
itam will no longer be active.

Locat Stock On
Ordor

Automatic

Total units on order from all the suppliers.
This number is automatically calculated.

Available

Automatic

Total units available for issue.
This number is autematically calculated.

Sot Asido

Automatic

Total units set aside 10 be issued or disposed.
These units are identified in pending transactions.

This number is automatically calculated.

Stock on Hand

Optional

Maximum Love!

Optional

== = =
Maximum number of unils that should be kept in

Numbaer of units in stock that can be issued. This
must bo the sum of the Quantity of steck at ali
Locations.

stock. This figure is usad to detarmine the default
Quantity to Order for a Quick Ordar. Once you have
oo'ntge?d the Add Stock record. it camnot be
modified.

This is based on the units that are issued to the
customer, not the uniss in wivch they are ordered,

Reorder Love!

Automatic

Inventory level when the item should be reordered
based on customer daily usage. It is used to
determine if an adequate amount of the item is
being ordered in a Quick Order and when an itam
appears on the Quick Order.

This detail bax cannot be modified. It is calculated
based on the following lormula:

(Lead Time * Min Sabty * Order Cycle) * (Avg
Consumpson per day)

Total Price for Stock

Automatic

Total value of stock based on Stock on Hand and
lssue Price.

1ssue Price ()

Required/
Automatic

Issue prica of each itam, based onthe unitsthat are
issued to the customer.

You must initially type the issue price.
If you need to later modify the issue price, you may
click [Z] to update the value o the stock on hand.
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4.3.10 Supplier Stock Details

Detail Box

Type of
Reqmment

Description

Supplier

Required

Name of the supplier.

Click the list button to select the name. If the

sggrl ier is not listed. you may add it to the list. See
Table 4.2 on page 78 for more information about
completing the Add Supplier dialog box.

Order Price

Required

Supplier’s price for the stock item.

Unit of Order

Required

Unitin which the stock is sold.

Click list button to ganerate anoption list from which
y(r)g % selact the unit in which the stock item is
orderad.

Required

Number of distributable itams (units of issue) in
each unit of order. ltems may be purchasad in
quartity. but issuedindividually. For example. if
paper is sold in cases containing 10 reams, and is
issued by the ream, type 10 in fhe conversion box.

Stock Number

Required

Supplier’s stock number. This may be different from
the local stock number.

Units of Issuo

Automatic

Unit usad for issue is entered from Local Stock tab
when stock is on hand.

Deactive Dato

Optional

Only a Sl\mlier that has not bean used can be
deletad. When a supplier which has been used is
no Ionger neaded. that sup plier mustbe deactivatad
instead of being dalated.

Click the Calendar arrow to select the date that the
supplier will no longer be active.

You may pre-select this option when you know the
supplier will only be used for a certain time.

Description

Optional

Description of the stock item.

Lead Timo

Required

Amount of time neadadto receive the item from the
supplier once il is ordered.

Min. Safety

Required

Fastest amount of time the su;ﬁ:lier can safety
assure the item will be received once it is ordered.

Minimum

Automatic

Minimum number of days neadad to receive the
item from the supplieroncs it is ordered.

This is aulomalically calculatad based on the
following formula:
(Load TImo + Min. Safely + Order Cycle) *
Avg. Daily Use of Stock ltem

Ovder Cyclo

Required

Number of days in an on:brinq cycle for the itam.
For axample, ordars may be placed every 30 days.

Max. Safety

Required

Grealest number of days needed to receive the item
from the supplier once it is ordared.

This is automatically calculated as double the Min,
Safety fime.

Maximum

Automatic

Maximum amount of time needed to receive the
item from the supplieronce it is ordered.

This is automatically calculated based on the
following formula:
{Load Time + Max. Safety + Order Cyclo}’
Avg. Daiy Use of Stock ltem
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4.3.11 Consumption Details

Name of Detail

Type of
Requirement

Description

To-dato in present
FY

Automatic

The amount of items consumed by unit for the
present fiscal year is automatically calculated.
based on the units that are issued to the customer,
not the units in which they are ordered.

Previous FY

Automatic

The amount of items consumed by unit for the
Brevnous fiscal yaar is automatically calculatad.

ased on the units thal are issued o the customer,
not the units in which they are orderad.

Two FY Provious

Automatic

The amount ol items consumead by unit for the
previous two fiscal years is automatically
calculated. based on the units that are issued to the
customer, not the units in which they are orderad.

Three FY Provious

Automatic

The amount of tems consumed by unit for the
previous three fiscal years is automatically
calculated, based on the unils that are issued to the
customer. not the units in which they are orderad.

4.3.12 Stock Location

Name of Detail

Type of
Roqnll,rzmnt

Description

Location

Required

{he warehouse or storage location of the stock
item.

Usa the list bution to select the location.

Description

Optional

Dascription of whare the stock is found at the
spacified location.

8in

Optional

The bin idantifier where the stock is found.

Quantity

Optional

The number of stock items on hand. This number
must maich the Stock on Hand on the Local Stock
tab. This detail box cannot be modified once you
Add the Location.

Transfer

Optional

Number of stock items being transferred to a
location.

Optional

The location where the stock originatad.

Usa the list bution to spacily the previous lbcation of
the stock.

Deactive Dato

Optional

Data when the stock is no longer stored at the
specified location.

Use the Calendar arow to selact the date.

Automatic

Indicatas that this location is the primary location
where the stock item is stored. The quantity of a
siock item is modified at the PrimaryLocation
whenever it is disposed. issued, received, or turned
in.

This chaeck box is automatically selectad for the first

location you provide for the slock item. The check

%%xa;.s automatically cleared for all subsequent
ions.

The Primary location may be modified. However,
you musthave a Primary location for each item, and
each itam may have only one Primary location.
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4.3.13 Shopping Cart

Description

Total price of your order is automatically calculated.The Total
Price is not calculated in the Add Item to Shopping Cart
dialog bax, but is visible when you View or Edit your order.

Number of the item ordered basad on the unit of issue. A quantity of *1”
may be one carton which yislds a dozen items

Stock number used at post.
Brief dascription of the itam.

Unit of Issuo Unit of ‘ssue for the item. One unit may include more than one item. For
examp e, 0 o package of light bulbs may include four individual bulbs.

Pnce par unitordar of the item.
Total cost based on the quantity ordered and the price of each unit.
Number of items currently in stock. This number does not necessarily

indicate that the stock on hand is available. Some stock on the shelf may
n tbe avallable due to pending issue transactions.

Stock Available | Number of stock items available for distrbut o . |
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4.3.14 Reports
Name of Report

Issuo Transaction

Order Transaction

TurninTran  ion

Disposaf Transaclion

Ordor Transaction

Displays a report of items disposed
grouped by disposal ransaction.

Pending (unconfirmed)
transactions are notincluded.

Displays a report of items ordered
grouped by ordar transaction.

Pending (unconfirmed)
transactions are not included.

Displays a listing of pending
(unconfirmed) disposal
transactions.

Software Assessment

You may choosas to dafine raport
paramatars in the following areas

e All

* One Transaction

* Range of Transactions
* Date Range

You may choose to define rep rt
parametafs in the follo ing areas

o All

* One Transaction

* Range of Transactions
e By Customar

¢ Date Range

You may ch osa to dofine report
paramaeters in the following areas:

e All

¢ One Transaction

¢ Range of Transa t ns
* By Supplier

e B Order Number

Dat Range

umay hoosa to dafine report
parameters nt following areas

o All

* One Transaction

¢ Rang of Transactions
* By Customer

¢ Date Range

You may chooss to define raport
parameters in the following areas:

o All

* One Transaction

* Range of Transactions
* Date Range
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Customer Displays a report, by customer, of | You may chooss to dafine report
total quantiies of items issued for | parametars in the foliowing area:
the cument Fiscal Year. « All or One Customer

Stock Catalog by Displays a report, by stock No parameters for this report. Itis

Category catagory. of allitems listad in stock. | automatically generated.

Slock Catalog by Displays a reP_on. by local stock No parameters for this report. itis

Stock Number number, of all items listed in stock. | automatically generated.

Stock Report Displays a detailed listing of all You may chooss to define raport
items in stock including quantities | parameters in the following areas:
gaa%r.det and quantiias on the e Al or One Stock Item

Suppliers Report Displays a listing of suppliers. You may choosa to dafine report
—_— R " parametars in the following areas:
ngpgﬂgﬁfﬂ adeactive slatus are o All Suppliers

¢ One Supplier

Annual Consumption | Displays the consumption figures | You may chooss to define report

for all stock itams. parametsrs in the following areas:
* All Stock
¢ One Stock Number

Custorner Statistics | Displays a listofstockissued to. or | You may choose to define report
turned in from. a selected parameters in the following areas:
customer. O PR

* [ssue
* Turn In

Customers Account | Displays the issue statistics by You may choose to dafine report
customer by month for the curent | parameters in the following areas:
Fiscal Year. o All or one Customer

* Date Range

Cuslomers Displays the issue slatistics by You may chooss to dafine report

Consumption customer by month for the cuirent | parametars in the following areas:
HoER o + All or One Customer

Depleted Stock items | Displays a list of all stock itams No parameters for this report It is
with no quantity on the shalf. aulomatically generatad.

ICASS Statistics Displays the tolal issus cost and You are required to specify the
percentage by agency for the fiscal | following:
year. * Fiscal Yoar

You may choosa to define report
paramelars in the lollowing area:
s All or One Agency
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Issucs for Customers | Displays the stock issued by You may choose to define report
customer for the current Fiscal parameters in the following areas:
Year. e All or One Customer
Office Consumption | Displays the stock issuad by office. | No parameters for this report itis
automalically generatad.
Order versus Displays a comparison of You may chooss to dafine report
Recciving quantities of stock racaived vs. parametars in the following areas:
Slock ordered. » Al Stock
¢ One Stock Number
Roorder Displays, by slock item. the No parameters for this report Itis
Statistics quantify requiredto orderbasad on | automatically generatad.
currant stock levels and minimum
levals.
Roordor Stock ttems | Displays, by stock item, the on No parametars for this report. Itis
shelf. on order, and reorder levels. | automatically generatad.
Stock Statistics Displays the transaction history for | You may choosa to define report
a stock item, parametsrs in the following areas:
¢ Stock Number
¢ Dispose
* Issue
¢ Order
* Recaive
e Turn In
Stock Transactions Displays the order information.on | You may choosa to dafine report
Analysls shalf information, and Issue paramatars in the following areas:
information for a stock item. s All Stock
¢ One Stock Number
* Date Range
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4.4 Work Orders for Web Application
4.41 Types of Work Orders

Type of W rk Order

P (Prevantive
Main ce)

Scheduled

4.4.2 Work Order Status

NSJ:::;; Status Code

Software Assessment

Description

Description

Work is to stop temporarily. Reason should be typed in
the text box located on the Text tab of the Edit Work
Order dialog box.

Work has been completed. Labor hours or contract costs
must be added before completion. Material information
should be added.

Work order is no longer valid. Reason for cancellation
should be typed in the text box located on the Text tab of
the viork order.
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4.4.3 Work Orders

Name of Column

Pri

Type

Status

Requastor

Property ID

Unit

Software Assessment

Description

Unique number automatically assigned to the administrative work
order. Found on the Edit Administrative Work Order dialog box.

There are three priority codes for work orders. They are listed
according to urgency level.

Each priority code {from acceptance of work order to complation o
work) can be behveen one and thirty days. and is set by your
Systems Administrator in the SCF Maintenance file of the System
folder (See SCF Maintenance” on page 213 of Chapter 11).

The three prionty codes are:

Routine |f this prority code is selected. nothing is listed 'n the
Pri column of the Explorer.

Priority P (Prionty) is the next level of importance. When th's
Erioiity oode is selected, a P is listed inthe Pn section of the
xplorer.

Immediate | {Immediate) is the most urgent. When this
prionity code is s lected, a red | is listed in the Pri section of
the Explorer.

An as&erisk {*) in this column indi ates that the work order has been
printed.

Lists they o vorkorder.a f und nthe first WO# boxo the
Edit Work Order d'a og box. Work orde  ypes are:

S Schedued

U Unsc eduled

PM Preventive Maintenance

Lists the status of the selected work order, as found in the Status
b x of the Edit Work Order dialog box. Status types are:

1 Outstanding (waiting for approval)

2  Approved
3  OnHold
4  Completed

5 Cancellad

Full name of the person or departm nt requesting the work, as listed
in the Reqr box of the Edit Work Order dialog box In a Preventative
Maintenance work order, th  name of the equipment appears

Unique property identifier defined in RPA which identifies where
work is to be performed. Taken from the Prop box of the Edit Wor
Order dialog box.
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4.4.4 Work Order Detai s

Detail Label

wow

Project

Prop

Status

Unit Indicator

Pri

Zone

Software Assessment

Aut-mat

Optional

Automat

ut mat

Condit'onal

Condtional

Description

U appears in the WO# box by default. meaning the work
order is unscheduled. Click the arrow to select S. if the
new work order will be scheduled. See Table 3.1 on
page 20 for more information about U and S work orders.
A work order number is automatically assigned when you
complete alf the information and click Add at the bottom
of the dialog box.

If you know the Property ID number. you can type it
in the detail box. If you do not know the number,
click the list button to select the property for which the
work order is being created.

The wrrent date is automatcally entered. Eachtime
there is a status change. th date is also updated to the
cumrent date. You can dick the list button to select a
different date from the cal ndar.

For PM work orders. this is the date the PM work order
was generated.

Select one of the prorityc tegories:
¢ | Immediate
e P Prority

* R Routine
Ea hprionty code (from acoeptance of work order to
¢ mpletion of work) can be between one and thirty days.
The length o t'me for each prior’ y is set by your Systems
Administratorin_he SCF Maintenance file of the System
f10lld) r See SCF Maintenance” on page 213 of Chapter

Not functional in this re ease
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Name

Automatic

Name of the property where the work is to be completed.
ThIIS is automatically completed based on the property
selected.

Addr

Automatic

Address of the property where the work is to be
completed. This is automatically completed based on the
property selected.

Unit

Automatic

Unit of the property where the work is to be completed.
ThllS is gutomahc ly completed based on the unit
selected.

Agcy

Automatic

Agsncy assigned the property where the work is to be
completed. This is automatically completed based on the
property selected.

Software Assessment
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4.4.5 Work Order Task

Type of

pe .
Requirement scription

Regqr Required The name of the requestor. There are four ways this box
may be completed:

1 Type the requestor name in the box.

2 Click [1 to find the name of the individual that is
requesting the maintenance.
¢ |ithe Property ID box and or Unit D box already

contains data, you can choose a name from the
oocupant ist.

If the Property D box and or Unit ID box do not
contain data, the name you choose will
automatically complete the property ID assodated
with the name.

If you have access to the Post Personnel system.,
you see a [F]] next to the Reqr box. Click [F] to
view a list of all paid personnel at post. You can
choose a name from the list.

This box is automatically completed with the
equipment description for PM work orders.

Email

Te! T lephone number of the raquestor.

If you selected the - -uestor using [F] the office phone
number may automatically be completed.

Req Required

Duve Required This is the date that the maintenance needs to be
mpleted.

For scheduled and unscheduled work orders. a
default date from one to 30 days automatically
appears. (This function can be changed by your
System Administrator.) If you needto entera

different date, click ] to the right of the detail box.

For PM work orders. the due date is assigned
based onthe PM schaduls. It is the date that work
should be completed and cannot be modified.

A due date cannot be selected for Distibuted WOs.
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Shop Optional The shop that is primarily responsible for completing the
task should be entered here. Click [F] to the right of the
detail box to select a shop.

If you are working with Distributed Work Orders, you
cannot choose a shop.

Shop 2 Optional If another shop is responsible for completing part of the
task, it should be entered hera. Click [F] to the right of the
detail box to select a shop.

If you are working with Distributed Work Orders, you
cannot choose a shop.

Location Optional If the equipment is assigned, this is automatically
completed. Type information in this box to further pinpoint
the location of the work to be completed. For example:
"Electrical outlet to the left of the kitchen sink.”

4.4.6 Equipment
Detait Label R e;ﬁ'ﬁgﬁim Description

DOWNTIME

Start Date Optional Click the list box to select the date the equipment failure
occurred.

(Start) Time Conditional Type the time of day the equipment failure occurred. This
is required only if a Start Date has been provided.

Stop Date Optional Click the list button to add the date the repair was made.
This box is not completed until the repair has been made.

(Stop) Time Optional Type the time of day the equipment failure was repaired.
T¥|is is required only if a Stop Date has been provided.

FAILURE

Failure Code Optional Click the list button to select the appropriate failure code
for the equipment malfunction.

Repair Code Optional Click the list button to select the ap prodpriale repair code
once the equipment has been repaired.
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4.4.7 Labor Details

Description

HOURS Work order status cannot be Completed without at least .1 hour assignedinthe or  (or
onedo! ofc ¢t cos? assigned in the Contracter ).

ndlitional

(Wait) Reg

4.4.8 Contract Details

Detail Label Type of

Requirement

Contract #
Date

Dascription

Software Assessment

Actua . active hours spent completing the vork order.

N mbe o ove ‘me work hours for a spec’ ‘c work order
Regular working hours spent in travel for work order
completion. This may include time spent to get a needed
part, elc.

Overtime working hours spent in travel for work order
completion. This may include time spent to ge a needed
part. efc.

Tims spent waiting in work order completion that does
not involva overtime hours. This may be used to indicate

time spent waiting for a machine to complete a “cyde” to
verify the repair is effective.

Description

lick the list button to select the appropriate contract.

Type the cost of the job in US Dollars. You must type at
| “ast one dollar.
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449 Materias

ui

oty

Currency Quoted In

4.410 Equipment
Name of Column

Eq
Property ID
Property *me

Location

tus

Wrty

Software Assessment

Type

Requlrement Description

Type the post assigned number. To facilitate reporting.

number should be assigned to a part and usad
\ahenever the part is used.

Type a short description of e par

ﬂulpm nt type. as listed in the Equipment Type box of the
Edit Equipment Information dialog box.

ID number of the property where the equipment is used and
located.

Number of units of quipment us=d.

Indicates the status of the record. Th statyu  odes ar
* A- Active
* B (Deleted) Abandoned in place

D (Delsted) Input Error

s M (Deleted) Removed

R Relocated

An asterisk {*) in this column indicates that the equipment is
used for PM's hedules.
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Equip Type Required Click the list button to select the type of equipment. The

Select Equipment Type list shows the equipment code
and description. Equipment can be added to the list and
then selected. (See *Table Information” on page 18 of
Chapter 2 for more information.)

Unit indicator Conditional If the equipment is to be located at a unit within a
property. click the list button to select the unit.

Post Automatic The post where the equipment is located.

Name Automatic Property name. Automatically added when the Prop
detail box is completed.

Addr Automatic Address of property. Automatically added when the Prop
detail box is completed.

Unit Automatic The type of property (Residence, Office. etc.) is
automatically added when you save the record.

Location Required Type the location of the equipment within the building or
unit where the equipment is found.

Sched Automatic Preventative Maintenance Schedule for the equipment.
an asterisk (*) appears when the equipmentis scheduled
for Preventative Maintenance.

Qty Required Quantity of equipment to be used at this location. The
number 1 appears automatically. [f another quantity of
equipment is to bs used. type a different number.

Status Automatic Describes the status of the equipment record.

* A= Active

¢ B = (Deleted) Abandoned in place

e D = (Deleted) Input Error

* M= (Deleted) Removed

¢ R = Relocated
When arecord is created. it automatically has Active
status. The other statuses are determined when you

delete the record. See "Deleting or Relocating
Equipment” on page 86.

4.411 Equipment Information

Type of

Detail Label Requirement Description
AMode! Optional Model number of the equipment.
Manufacturer Optional Name of the company that manufactures the equipment.
Address Optional Address of the company that manufactures the
equipment.
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Volts AC: Output

Ph

Prav Prop ID

8erial Number

tor Number
CF Rating

Amangement #

Contact

Rnwi Opt

Software Assessment

Opiona

Au matic

Opti nal

Opt a

O tional

Amount of ampheras needed to operate the equipment.

The number of electrical legs needed to provide power
for the equipment. For example, one PH, two PH. etc.

Amount of DC voltage needed to start or run a p'ece o
equipment.

Special number assigned o y to caterp’llar genera ors
th tiden ffies a particular typ of generator.

Address of he company providing the wamranty
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Meter ID Required Post-defined number of mater.

Meter Offset Optional Indicates that the meter reading has been reset due to
breakage/replacement or due to roll over - from 99999 to
00000. If either situation has occurred, type 100000 as
the Meter Offset.

Desc Required Text box reserved for a description of the meter.

uou Required Unit of Measure that the meter records. For example:
GAL for gallons or KWH for Kilowatt hours.

Reading Date Required Clidk the list button to select the meter reading date.

Actual Reading Required Type the number of the meter reading.

Effective Reading Automatic The actual reading plus the meter offset. Automatically
calculated.

Future Reading Automnatic Estimate of the next meter reading based upon meter
history. Automatically calculated.

4412 Preventative Maintenance Schedule

Name of Column

Description

Eq

Equipment type of the selected equipment. Taken from the
Equipment Type box on the Edit Preventive Maintenance

Schedule dialog box.

Freq

Frequency of the maintenance. From the Frequency box on
the Edit Preventive Maintenance Schedule dialog box.

Property ID

ID number of the property where the equipment is located.
From the Prop box on the Edit Preventive Maintenance
Schedule dialog box.

Property Name

Name of the property where the equipment is located. From the
Name area on the Edit Preventive Maintenance Schedule
dialog box.

Description

Description of the equipment. From the Edit Preventive
Maintenance Schedule dialog box.

Active Oty

Lists how many pieces ol equipment are located at this
property. From the Edit Preventive Maintenance Schedule
dialog box.

Status

The status of the preventive maintenancs schedule. From the
Edit Preventive lMaintenance Schedule dialog box.

Sched ID

The ID number of the preventive maintenance schedule. From
the Edit Preventive Maintenance Schedule dialog box.
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4.413 Preventative Maintenance Detai

Prop

Post

tus

Frequency

PM Checklist

Est Time

Software Assessment

Requ red

Requ'red

Re uired

Description

Lists the property ID number of the property to which the
equipment is added. Type the number or click the list
button to select the property.

Cli_k the list button to select the type of equipment. The
Select Equipment Type list shows the equipment code
and description. Equipment can be added to the list and
then selected. (See “Table Information” on page 18 of
Chapter 2 for more information)

The post where the PM work order willbe  rform d

Last date the preventive maintenance was parformed. If
PM has not yet occurred, *99/99 9999 appears here.

Two digit alphanumeric code that is used as a short

name for time intervals to conduct preventive

maintenance. Fraquency intervals can be set forv eks

or months. (For example. AN annual; MO_ monthly )

gllﬂ( ttlme list button to generate the Select Frequency
ode list.

Code that uniquely identifies a spedfic preventive
maintenance checldist. Click the list button to %enemhe
the Select PNl Checklist list box. The Select PM
Checklist list box providss a specialized list for
completion of the maintenance procedure. It includes a
description of the required maintenance, safety and
special instructions, steps for completion. a tool material
list. and the estimated amount of time ittakes t perform
specific preventive maintenance.

Time es ‘ma ed to comp ete the PM schedu e. This s

generated automat'cal y when the PN Checklist de ai
ox Is comp & ed.

56

US AID



PM Date Re ui ed The P Start Date represents the date the first PMis
planned and is assigned by the user at the time the PM
schedule is created. There are several considerations
when selecting a date.

Once you have created the PM work order, the PI1
Start Date cannot be changed.

If a weekly frequency is designated as the PM
Start Date. PM dates will be scheduled on the
same day sach week. For example. if the PM Start
Date falls on a Thursday. subsequent PM dates will
always be on a Thursday.

If a monthly PM frequency is designated. PM dates
viill occur on the same date each month. For
example, if the start date is Sept. 15, the next
monthly PM will occur on Oct. 15. Exception:
Monthly PM dates that occur onnon recurring days
29th  J1st) are automatically moved to the last
day of the month when those dates do not occur.
Eventually this causes all monthly PM dates to be
scheduled no later than the 28th day of the month.

Any PM start date must be greater than or equal to
the next Generated PM schedule date. The date is
Eoltand in the Post Maintenance file of the System
older.

I k the list box to select a date.
L dShop

Additional shop to perform secondary functions inwork
order completion. Sinos a PM work order involves one
task, leave this box blank. You should not choose a
second shop.

Ssasonal Stop Month Op a Begig‘min? month when preventive maintenance is not
required for this schedule. Some equipment is used
seasonally, and preventive maintenanoe would stop
during the off season. For example, durng winter
months. PMis not required on a swimm ng pool pump.
The seasonal stop month would be the f rst month o
autumn or the first month PM is not requred.

If PM is going to be done on a piece of equipment that 's
used seasonally. type the number of the month when the
PM vill stop. For example. type 9 for September.

Start Month Optional Beginnin? month when preventive maintenance is
required for this schedule. Some equipment is used
seasonally. Preventive maintenance needs to be .
scheduled during the season of use. For example, during
summer months. PMis required on a swimming pool
pump. The start month would bs the first month of
summer or the first month PM is required. .
If PM is going to be done on a piece of equipment that is
used seasonally. type in the number of the month when
the PM wil begin. For example, type 5 for May.
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4.4.14 Contractor

Type of Service

‘nyN

Type of Service

Effective Date

Performance

Software Assessment

Name of contractor orcompany. From the Company box on the
Edit Contractor Information dialog box.

Op 4

Optional

Name of Post.
Number that uniquely 'd nt'fies the ¢ ntrac

Narme of the company or ontractor providing the serv'ce.

Address of the contractor or company providng e
sarv'cs.

Name of the person in the ¢ mpany who should be
ontacted about any issues regarding fulfllment of the
contract.

Fax number o the contract .

Textbox for any comments about the ¢ ntractor or the
preferred methods of contacting the company.

Desc ‘bes etype of work he contract covers.

After the work is complete, click the Performance amow
to select either:

e § Satsfactory
¢ U Unsatisfactory
e E Excellent
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4.4.15 Employee

o Type of e
Detail Label Reqn?rement Description

Post Automatic Name of Post.

Emp ID Required Unique code assigned to each employee. It is
recommended that it be the same code used by the
gersonnelfpayroll system. This is not the employee

adge number. This number is automatically added when
you complete the Name box by clicking E’.

Name Required Employee name. If you have permissions to Post
Personnel, select it by clicking the E] Otherwise. type it
in the box.

Status Automatic Employee status. This is blank unless the employee has
been deactivated: in that case, a “D” appears.

Address Optional Employse address. This is automatically added when you
complete the Name box by clicking E]

Phone Optional Phone number of employee.

Software Assessment
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Hourly Rate

Automatic

e e e
Hourly pay rate. Automatically completed when the pay

planis sefected.

Default Annual Hours

Automatic

Automatically completed when the pay plan is selected.

Start Date

Required

Beginning date of employment. Click the list button to
select the date.

End Date

Optional

Last date of employment. Click the list button to select
the date.

Pay Plan

Required

Pay plan on which employee’s salary is based. Click the
list button to choose the appropriate pay plan. The grade
and step are components of the pay plan. They are
automatically completed when the pay plan is selected.

Grads

Automatic

Component of the pay plan. Automatically completed
when the pay plan is selected.

Automatic

Component of the pay plan. Automatically completed
when the pay plan is selected.

Annual Salary

Ogptional/
Automatic

The emﬁloyee's actual annual s,alam may differ from the
default hourly rate associated with the chosen pay plan.
Type the annual salary of the employee. This figure is
used to calculate the employee’s hourly and OT pay
rates. Automatic when you complete the Name box by

clicking E.

Annual Hours

Optional

The expected annual hours of the employes is t¥1ped in
this detail box. This figure is used to detemmine the
employee's hourly and OT pay rates. For example, the
expacted hours for a full time employee (working 52
weekgl la year fora 40 hour week;)would be 2080 hours
annually.

Optional

Primary skill code of the employee. Click the list button
next to the Skill box to generate the Select Skill list.
Only one skill can be selected.

Skill Level

Optional

Indicator of Isvel of proficiency. For example, whether the
employee is an apprentice. joumeyman or master.

Shop

Optional

The shop to which employee could be assigned. Click the
ist button to select from the Select Shop list.

Contact Name

Optional

Name of the contact or emergency contact for the
employae. If you have permissions to Post Personnel,

select it by clicking the u Otherwise, typs it in the box.

Contact Phone

Optional

Telephone number of the emergency contact.

Comments

Optional

Text box for additional information regarding the
employes.
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4.416 Reports

Report Name Function Parameters
Component List of manufacturers of components used at * Manufacturer
Manufacturer by | post. This report may be used for ordering
MFG component orders. * Model Number

Includes address, telephone number. serial * Serial Number
number and model. and component description.
Component Lists models of components used at post. This o Manufacturer
Manufacturer by | report may be used for ordering component
Modasl orders. ¢ Model Number
Includes serial number. description. component | ® Serial Number
manufacturer, address and telephone number.
Equipment by Lists post equipment by property ID. This report | ¢ Property ID
Property ID may be used for inventory purposes. . p N
Includes property name and maintenance zone, roperty Name
address. equipment description. quantity and * Equipment ID
year installed, location of equipment and 5 " e
manufacturer. Equipment Description
® Equipment Manufacturer
Equipment Lists equiBmer[t components by post name and | No additional report
Component property 1D. This report may be used for parameters
Inventory purposes.
Includes equipment code and description,
equipment manufacturer and model, component
sefial number and description, component
manufacturer and model.
Equipment Lists equipment at each post by typs. This report { ¢ Property ID
Inventory by may be used for inventory purposes. o p N
Type Includes equipment code and description, roperty Name
_quamiet)(/.i location., T[gmufacturer modei. year * Equipment ID
installed. proparty ID and name. * Equipment Description
* Equipment Manufacturer
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Equipment
Manufacturer

List of equipment manufacturers. This report
may be used for ordering and inventory
purposes.

Includes manufacturer's address, telephone,
model serial number, equipment description, and
year installed.

¢ Manufacturer
¢ Equipment ID
¢ Equipment Description

List of
Component
Codes

List of component codes. This report is useful
when completing work orders.

Includes component description, template
number, and record status.

No additional report
parameters

List of
Equipment
Codes

List of equipment codes. This report is useful
when completing work orders.

Includes equipment description and record
status.

No additonal report
parameters

List of
Frequency
Codes

List of frequency codes. This report is useful
when completing work orders.

Includes frequency descriptions. the length of
time in weeks or months. and record status.

No additional report
parametars

List of PM
Checklists

List of preventive maintenance checkliist
numbers. This report is useful for administering
PM work orders.

Includes description, and estimated time of work
completion.

No additional report
parameters

List of Shop
Codes

List of shop codes. This report is useful vihen
completing work orders.

Includes descripiions, and record status.

No additional report
parameters

List of Wage
Tabte

List of wage plans. This report is ussful when
completing work orders and reviewing the wage
stuctyre,

Includes grade, step, and houdy wage.

No additional report
parameters

PM Schedule
Generated Thru

PM schedule sorted by post's most current
maintenance schedule for each Piece of iz s
equipment. This report is useful for administering
PM work orders.

Lists post. generated thru date, property ID and
name, address, equipment code and equipment
ID/location, frequency and PM checklist, lead
shop/2nd shop. and estimated time of
completion.

* Properly ID
* PM Start Date
¢ PM Due Date

PM Schedule
List - Air
Handler

PM schedule for Air Handlers, sorted by
schedule ID, equipment code. and proBerty D.
ﬂr1ciis report is useful for administering PM work
orders.

Lists PM freguen‘cy and descnption, PM
checklist and estimated lime, lead shop and 2nd
shop, PM start date, PM last generated dats, and
seasonal stop/start dates.

* Property ID
¢ PM Start Date
¢ PM Due Date
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PM Scheduling | PM Schedule sorted by type of ealls\irment This Property ID
Listing by Eq report is useful for administering PM work .
Type orders. Equipment ID
Lists schedule ID. equifpment code and Jar_operly PM Start Date
ID, PM freq. PM checklist and estimated time, D
lead shop and 2nd shop. PM start date. PM last PM Due Date
generated date, and seasonal stop/start dates.
PM Schedule PM schedule sorted by frequency code. This Property ID
Listing by report is useful for administering PM work .
Fraquency orders. Equipment ID
Lists sche::luled D, PdM fraq ?tl;dl Sesﬂigﬁonid - PM Start Date
equipment code and prope . P checkdi
and estimated time. lead shop and 2nd shop, PM PM Due Date
start date, PM last generated date, and seasonal Shop
stop/start dates.
Frequency
ffgu Schgdtgg PM St;pyefi Dule saorteéit bﬁ{s.hop. eg u ipmer}t |ofc;da. Property ID
n op | prope and post. This report is useful for .
Codog y Shop administering PM work orders. Equipment ID
Lists schedule ID. PM freq. PN checKist and PM Start Date
estimated time. PM start date. Pl last generated D
date. and seasonal stop/start dates. P Due Date
Shop
PMI Checklist PM checldist information kept on an independent PMI#
data base. This form is used to assure accurate
PM task completion by the employee/contractor. Frequency
Includes equipment code and description,
maintenance description. safety and special
instructions, maintenance procedures. tools and
matenials.
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Approved Work Lists approved PM, Scheduled. and Property ID
Order Report Unscheduled WOs. sorted by shop. This report
identifies work orders to raview for completion. Shop
Includes WO number. WO type. request/ WO Number
approval/due dates. approver, prionty.
estimated hours. lead shog. WO tasks, Request Date
requestor and phone number. and property D/ Approve Date
name.
Due Date
WO Type
Cancelied Work Lists cancelled work orders. This report WO Number
Order Report identifies work orders to be removed from the
schedule for completion. Cancelled Date
Includes WO numberitype, property 1D/name, WO Type
cancellation date and reason, shop, estimated S
hours, and WO tasks. hop
Completed Work | Lists total labor hours and costs. This report WO Number
Order Costs identifies how many WOs have been
completed. how much money was spent on Completed Date
materials. contracts, labor. and how many WO Type
hours were spent on labor, travel, and waiting.
Includes WO number, WO type, property ID Shop
and name, shop, complstion date. main task,
comments, number of tasks. estimated hours,
workAravel/wait hours and costs, contractor
and materials costs.
Completed Work Lists all PM, Scheduled. and Unscheduled WO Number
Orders (By WOs complated; it is sorted by agency. This
Agency) report helps identity WOs that might require Completed Date
aaditional review due to unexpected high costs WO Type
or a high differential between total estimated
time and total labor hours. Shop
Includes WO number. WO type. request/due/
completion dates. agency code, property |
name/address, shop. work/travel'wait hours
and costs, contractor and materials costs.
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Lists alt P, Scheduled, and Unscheduled
WOs completed: it is sorted by Prop ID. This
raport identifies WOs that might require
addtional review due to unexpected high costs
or a high differential betwe n total estimated
time and total labor hours.

ncludes WO number. WO 788 request/due/
completion dates. property ID nam  address.

shop. task description. estimated hours. viork/
travel/iwait hours and costs, contractor and

materials costs.
Completad Work e WO Number
Orders (By Shop) * Completed Date
e WO Type
¢ Shop
Cost Squ re Lists total size of a property at a post divided by
Fee eoters the total costs of the completed work orders for
that property. This report identifies property
that is etther costly or efficient to maintain.
Includes property ID. name work order cost.
square meters orfeetand ost unit fm asure.
Current No addiio al repo
Occupants by arame ers

Property ID

Lists all WOs that each employee viorked on. ¢ Employee Nam
This report identifies employse productivity. o Emol D
Includes employee name and ID. shop, WO mployes
number, type and work date. work order ¢ Shop
description, property name. overtime  ular

work, travel and wait hours and their costs. The

summary raﬁort provides the total work. travel.

and waiting hours for regular and overtime

hours by each employee.
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Future Occupants No add'tonal report
by Property ID parameters

No additional report
parameters

List of overtime work costs that have been
defined. This report identifies employee
productivity and patterns of overt me costs.
Includes code, description. pay plan, and rate
factor.

ListofR ir
8

n Time to Lists mean time an equipment is being repaired  No additional report
Rapair (if the equi‘?mar]t goes down hwo times. the parameters
amount of time is divided by 2?. This report
identifies equipment needing further PM
schadulin? to prevent break down and identifies
the need for equipment replacement.

Includes equipment description, model. serial
number, property ID and nams. WO number
and type. start dateftime. downtime, stop date
time. repair hours.

Lists work orders that are on hold. This report Shop
identifies work orders that need attertion. On-Hold D.
Includes WO number typs, property ID and n-Hold Date
name, shop. task description, on-hold date
and reason. Summary report includes both
Pl!:ﬂ and Unscheduled WOs and is sorted by
shop.
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Open Calls - PM Lists PM work orders that are not completed or | ¢ Property ID
cancslled (all outstanding, approved, and on-
hold Unscheduled WOs). This report identifies | © Shop
wortk orders that need attention. o WO Number
Includes WO number. status. priority, typs. e R D
approval, estimated hours. request/status/dus equest Date
dates, rec]:t)xestorand phone number, shop. e Due Date
property ID and name. and work order
comments/tasks.
Open Calls - PM & | Lists. by shop. PM and Unscheduled WOs that | ¢ Property ID
Unscheduled are not completed or cancelled (all outstanding. perty
apf)rovgd. and on-hold PMWOs), The reportis | ® Shop
helpful in administering shop assignments. o WO Number
Includes WO number. status. priority. type.
approval, estimated hours. request/statusidue | ® Request Date
dates. requestor and phons numbser, shop. e Due Date
property ID and name. and work ordar
comments/tasks.
Open Calls - Lists Unschaduled WOs that are notcompleted |  Property ID
Unscheduled or cancelled (all outstanding. approved. and .
on-hold Unscheduled WOs). This report Shop
identifies work orders that need attantion. o WO Number
Includes WO number. status. priority, type,
approval, estimated hours, request/status/dus | © Request Date
dates. requestor and phone number, shop. ¢ Due Date
Fro&eny ID and name. vork order comments/
asks.
Outstanding Work | Lists outstanding work orders. This report ¢ WO Number
Order Report identifies work orders that need aftention.
3 ¢ Requested Date
Includes WO number and type. request date.
priority. shop. WO tasks. requestor and phone | ¢ WO Priority
number. property ID and name.
Past Due Report Lists approved WOs that are past due. The e WO Number
summary report is sorted by shop. The report
helps administrators determine shop * Requested Date
assignments and staffing needs. ¢ WOType
Includes WO number and type, request/
approval/due dates, approver, priofity,
astimated hours. lead shop, WO lasks,
requestor and phone number, property ID and
name.
Planned vs. Lists planned and unplanned work orders by No additional report
Unplanned post. This report summarizes the hours/ parameters
rcentage of Scheduled and Preventative
aintenance work ordsrs compared to
Unscheduled WOs. The report can be used to
schedule PMto prevent equipment break
down.
Includes WO number. date completed, regular
and overtime work. travel, and wait hours, and
total hours. Reported for PM and Scheduled
WOs vs. Unscheduled WOs.
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reference when identif‘\(fing the work needed on
aWoO or to update task codes.

Includes task description in English and the
local language.

Shop Activity Lists employse activity by shop. This report * Shop
Report identifies employse and shop productivity and
can be used to determine stafling needs. * WO Type
Includes WO number/status, WO type/priority, | © WO Number
shop. employee ID and name. date of work, e R
WO description, property name, regular and equest Date
overtime hours, travel and wait hours. The e Status Date
report summarizes the total work, travel. and
waiting hours by shop. ® Due Date
® Status
Standard Task Lists standard WO tasks and the associated No additional report
Listing time estimates. This report can be is used as parameters

Summary - # of
PM & Unsched
Hours

Lists work order completion information by
Broperly. This report can be used to schedule
M to prevent equipment break down and
determine facility efficiency.
Includes the fiscal year, properly 1D and name,
unit number, squipment ID and description,
total number of completed PM and
Hnscheduled work orders and associated labor
ours.

No additional report
parameters

Total Maintenance
By Property

The report lists the total maintenance costs
(completed WOs onlyj for each property by
building units. such as office units or ancillary
structures. This report identifies property thatis
either costly or efficient to maintain.

Includes fiscal year, Froperty ID and name. unit
number, equipment [D and descnption. number
of PM and unscheduled work orders, labor.
materials. and contractor costs of PM and
unscheduled work orders.

e Property ID
e Equipment ID
® Equipment Desc

Unscheduled
Work Order

Activity Report

Lists all unscheduled work orders. This report
can be used to schedule PM to pravent
equipment break down and determine facility
efficiency.

Includes shop, priority. requestor, work
order task, requestor phone, own type/
request date. property 1D and name,
number, status and date. The report is
sorted by shop and work order number.

* Property ID
¢ Shop

* WO Number
* Request Date
¢ Approve Date
® Due Date
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Uptime vs. Lists total time a piece of equipment is No additional report
Downtime functional vs. in repair. and gives percentages | parameters
on both totals. This report identifies inefficient
ec#uipme‘nt and recurnng equipment problems.
Intormation for this report is generated from the
Work Order Equipment tab when adding/
editing a work order.
Includes equipment description, model, serial
number. property ID and name.
Work Order by Lists work orders by property ID. This report Tabs (Main, Sorting. and
Property identifies property that is either costly or Status) allow report
efficient to maintain. parameters to be modified by
Includes WO number:ztatusftype. property ID | the following:
and nams, request and status date, prionty, e Property ID
shop, WO tasks, requestor and phone number. perty
¢ Shop
e WO Number
¢ Request Date
e Status Date
* Due Date
o WO Type
¢ Status Type
Work Order Lists work orders which used contractors. This | ¢ Contract #
Contract Costs reportidentifies contract costs and can be used
to compare contractors’ expenses. * Status Date
includes WO number and type, property ID and
name, WO description. contract number and
description, contractor number and name. and
invoice date and amount.
Work Order Costs | Lists WOs costs by agency, This report * Agency
by Agency identifies agency cosis for financial planning. e Status Dat
Includes WO number, WO type and status. WO g Lee
description, requestor’'s name/shop, property
ID and name. completion date, work/travel/wait
costs, contractor and material costs.
Work Order Labor | Lists WO labor costs for a post. This report No additional report
Costs identifies labor costs to determine how parameters
expensive a property is to maintain and to
determine average labor cost for particular
tasks.
Includes WO number and type. property ID and
name, WO description. viork hours. travel
hours, wait hours. and total hours.
Work Order Labor | Lists WO labor hours. This report identifies No additional report
Hours averags labor cost for particular tasks and parameters
properties.
Includes WO number and type. property ID and
name, WO description. work hours, travel
hours. wait hours, and total hours.
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Work Order
Material Costs

{To provide useful information, all maten

listed on a completed work order must have an
accurate part description.) This report identifies
average material cost for particular tasks and
properties.

Includes WO number and type, WO }
description, property 1D and name, completion
date, part description, quantty, unit cost, and
extended cost.

Lists work orders that used a particular F;Iart.

® Parts Description

Work Ordsr
Project

Lists work orders that are associated with
Projects. v/hen the project starts/ends, the
unds allocated, and the balance remaining.
This report identifies total cost of a project and
can be usad for financial projsctions.

Includes WO number. labor costs, material
costs and contractor costs.

No additional report
parameters
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4.5 Real Property Application

4.51 Property ID

Name of Column Deoscription

o
The ame givan o the proparty, as shown in tha Proj
Name box gn the Edit Beapl Property Application dl%l%r;ybux
Address
Agency
Uso
Status
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4.5.2 Standard Property Information

Owner Typo

Software Assessment

1d-nufies the type loiinctieresnhefusi G;rgem?ye{bt ?_as
in a proparty. Dis as a prefix to i.e.
SR >

Codas:

X = US Govarnment-owned (GO). Properties

acquired through purchase, construction, grant

g ).ltransfer or exchange. Ownedin Fee
imple.

R = Res ictad Government-owned (RGO).
Appliss to land and or buildings. which are not
owned in Fee Simple by the USG (i.e. Crown
Lease”, Use Agreement, etc.). If a USG building
is on 'R" and. the building is also *R™ and the
land mus be I'nked to the building by entering
the Property Dinto the Associated Lot fisldin
the Building Property record.

C =Construct'on work in progress (CWIP). A
buildir(r? whichdis b'gin?V o'?é'glructt_alglfrom the
ground up. under the capilal program is
cons dered Government-owned or Restricted
Govemment-owned. but itis not listed as "X or
R’ untl tis occupied by the UASG. A Property
ID number shou d be assigned when the ground
is broken and construction bagins. Ownarship
T pe must be converted from "C" to X" or “R
hen the property is occupied.
An addition or refurbishment Is NOT
“Construction Work in Progross™  (ar  RAPAontryls
concornod.

L =Long-term [ease (LTL). A property for which
the lease grants possession tor 10 or more
oars. Laase Start and Lease End dates must
changed when a lease renewal is exacuted.

Q = Living Quarters Allowance (LQA). Applies
to propertias acquired through Loeépm ram

formerly known as Private Leases™.) The
employee seaks his own housing and daals
diractly with the landlord.

S = Short-term Leasa (STL), A property for
which the leass termis less than 10 years, Start
and expiration datas must be changed when a
lease renawal is executed.

A leeso that indefinite renowal options wiich
extoed tho uso of tho property to ton yoars or more is
stll considorod an *S". costs for “indefinito”
short-term joases  diroct chargod to tho ocoupying
agoney.
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Property ID

Required

Unique refarence number assigned by post to identify
each roﬂeny in Web-basad RPA. Foimerly was

called BIN or Bldg&. Proparty IDs, once assignad, can
neither be reused nor changad.

Property [Ds should be assigned as follows:

= Each property (lot and/or structure) that was
separately leased, purchasad, or constructed
and is regularly used as a rasidance, office,
warehouse, garage, otc. must have a separate
Property [D.

* |f multiple structures exist on. or may in the
future be construciad on one lot, s
Ptonerty IDs must be assignad to the lot and to
each structure (applies to both owned and
leased properties).

* If multiple structures are leased under a single
contract or exist in a Gevemment-ownad (X) or
Rastrictad Govemment-owned (R) building, only
one Proparty ID should be assigned and a
residantial unit record should be entered for
each apariment. The Property Usa is "RESMLT™
for a multiple rasidential unit property.

Sinca Property IDs are not automatically generated by
the Web-basad RPA program. post shoufd maintain a
Property ID assignment log.

Property Namo

Required

A definiive name. other than an address, to describe
a specific property. Proparty name cannot be the
same as the first address line. Must be enterad for all
types of properties. When post holds several leases
within the same physical building, whether residential,
office, or functional, use the building name as a
common Property Name.

Status

Automatic

The status coda indicates whether the property is
included in post’s current housing inventory (Active),
orif the prc’)ggrty is not included in posts housing
inventory (Retired).

The dofault setting when adding a property record is
Active. This setting is not modifiabla.

The status code should be setto Retired Whena
{)ro perty is sold. or a leasse has been terminated, or i
he proparty was enterad in arror.

Onca the status code is set to Retred. no further
changes to proparty information are allowed.

Required

The cabinet-level agency (for example: STATE).

* Govemment-owned Property—Ildentifies the
USG organization which owns the property
(STATE. AID. or DOD only). It X, R. C. or L are
selectad as the Ovmer Tg]po. then the Cabinet-
Leveal Agency entared in the proparty record
must ba AlD or STATE.

* Loased Property—Identifias the USG
organization which is funding/paying for the
leased property

Only cabinet-leval agencias are valid entries for

Agency of the Add Real Property Application dialog

box. Cabinel-leval and detail level agencies are valid

gmas on Current and Future Occupant dialog
X85S,
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4.5.3 Property Details

Prop Address

District

Year Constructed

Const Start Dato

Dato First Acq

Software Assessment

Requ red

Conditional

Required

Description

Checked box indicatas the USG holds the right to
convay (sell, trade. or fransler) pro?eny_ to another
entity. In some cases it may maan the right to sell the
ramal_nmdq ars of leasehold to another entity.
Requiredif R or X are sslected as the O vner Type.

Identifies the date that the OBO project construction
began. Must be a pastor current date. Cannot be prior
to July 4 1778 or later than today's date.

Date when USG first occupied a proparty whether b{

Purchase of lease. This relers to the affactive date of

he laase. not the day the agreement to lease was

s;\gned Onca enterad for a property. it doas not
ange.

If X, R, or C are selactad as the Oviner Type,
this date cannot be in the future.

1fQ. S. or L are selectad as the Ovimer Typse. a
waming is given but a future dats is accaptad.

Adate earler than 7 4/1776isinvalid.

For lsased properties. date cannot ba latar than
the Leasa Start Data.
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Land Acres

Required/
ngditional

Total lot size reported in acres. Contains 0.00 by
dotault. The default must be amended if Property Use
is *LOToo’ or if the Owner Type is X, R, or L.

To calculate land size:
If the lot or compound size is provided in feet:
1 Multiply the length and width to get square
feet.
2 Divide the square feet by 43,560 to get acres.
If the lot or compound size is provided in meters:
1 Multiply the length and width to get square
meters.
2 Divide the square metars by 4,047 to got acres.
Conversion:
1 acre = 4,047 square matars

Squam meters’4,047 = acres
1 Hectare = 2.471 acres

Associated Lot

Conditional

ldentifies a land record ﬁby its Property lDlzI associated
with a specific building. If the land is purchased or
leased prior to construction of a building, the Property
ID for the land can be found in the Associated Lot
box of the building record. ]

The size of the land is enterad into the Land record.
The Progerty ID for the land record must be entered
into the Associated Lot box if records for building
whose land records are as follows:

= Asingle plotof land with more than one building
onit

+ A plot of land on which construction isin
prograss

* A plotof land on which a building has been
constructed

* A plot of land which is associatad with a
Rastricted Govemment-owned Propeny ie.a
Govemment-ownad building is locatad on land
which is a crown [easa or held under a Use
Agrsement)

Must be a uni%xgnproperty ID it C is selectad as the
Ovmer Type. Cannot be entered if Property Use is
L(l)'ll)'lmi'( 1.8.. LOTVAC, LOTMP. etc.) or land size is
not blank.

Maintenanco Zono

Oplional

Represents a post-designated code for grouping
property by location or by any other criteria.
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indofinito Uso

Conditional

Indicates whether possassion of a Restrictad
Govemnmment-owned (R) or Long-tarm leasad (L)
property is for an indefinite pefiod of time.
e A checkad box indicatas there is an Indefinite
Use Period of the property.

* An unchecked box indicatas there is a definite
Period the property is to be used (for example.
he lease has an end date).

Use Expr Date

Optional

Expiration date of leasehold or use agreement for
Restricted Govemment-owned proparty (R), if
applicable.

See [ndefinite Use if thera is no expiration data.

Proporty Use

Required

Identifies the category of property by functional use.
Rasidantial properties should reffect the catagory that
the Property represents in Post's howlrggsl%_wemory
based on unit net sizs, for example: RESSTD.
RESMID. RESEXC.

If the property has more than one use, the primary or
reatest use of the property is specified as Proirqrty
se. For axample. il one or more floors of a building

are used for office space and one floor or unit is used

?s"a rejsidenco. the Property Use would be OFFxx

office).

= |f the Owner Type is C. the Property Use
cannot be LOTxox, RES, OFF, or ANC.
¢ Entry must be a valid Proparty Use code.

o [f multiple residencas exit, Property Use or
Property Use £2, must be RESMLT.
The secondary use of the property should be
spacified in Property Use #2.

Entry In Feot

Optional

Select this check box to entar the measuremants in
feet instead of metors.
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Gross Size

Required

Gross siza is to be representad in square feet or
meters. These measurements should represent the
area of all tloors enclosed within the normal outside
surface of the extarior walls. In kaeping with the
Depariment mefrificaion program. metric
measurements are prefarred. If. however. the local
measurmﬂ]system is in feat, post may enter in fest by
selecting the Entry in Feet chack box and agpmpnaio
con:/ersmns are made by the Web-based RPA
system.

+ Not Available when Property Use equals
“LOTxox",

+ Optional if the Owner Typeis CorQ.

* Gross size may not equal Net size. unless
Properg Use is "FCTWHE" (Warehouss) or
“oxGAR' (Garage).

« Formultiple use properties. the sum of Net Size
and Net Size #2 may not equal Gross Size.

» Gross metars can be entared in numeric format
up to 999999.99. Gross feet can contain up to
seven characters, with no decimals (8990999).

Net Sizo

Required/
ngndilional

Net usable araa of building in square feet or meters.
Net Size should include only usable space. In keaping
with the Department metrification program, metric
measurements are prelerrad. Howaver, if the local
measunn%systam is in feat, post may enter in feet by
selecting the Entry in Fest chack box. This disables
the Gross Size and Net Size in meters baxes and
enables the Gross Size and Net Size in Feot boxas.
Appropriate corvarsions are made by the Web-based
RPA system.

= Not Availabie if Property Use Provided is
“LOToX",
e Qptional if the Owner Type is C orQ.

* Gross Size must be greater than Net Size (or
Nllel Size 3- Net Size ‘32'i1t botg are entelrjad),. for
all properties. excapt where Pro sels
"FC?TV&HE' or* AR’. o

* (Gross metars can be entarad in numeric format
up lo 999999.99. Gross leal can contain up 10
seven characters. with no decimals (8999999).
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Property Uso #2

Optional’
Conditional

If the property has more than one use, the secondary
uss of the Property is specified as Property Use #2.
Forexample, if one or more floors of a building are
usad for office space and one floor or unit is used as a
residence. Property Use would be “OFFxoc” (office).
and Property Use # 2 would be *RESxoc”
(residence).

¢ If the Ovner Type isC. Property Use £ 2
should be entered if property is used for more
than one function.

* Requiredif Net Size #2 is greater than zero.

* Not Available for a property which has a primary
Property Use of "LOTxox".

* [fthe Owner Typeis C. Property Use #2 cannot
be RES. OFF. or ANC.

* [f multiple residences axit, Property Use or
Property Use #2, must be RESMLT

Neot Sizo 62

Conditional

Net Size @ 2 is required if Property Use # 2 is
enterad. Ses Net Size abova lor more datails.

Comments

Optional’
Condttional

This box is required to explain an entry equivalent to.
"Other” is entered into a detail box. It is also required if
a property is acquired by Transfer.

It is used to maintain any information that RPA users
find useful, 8.9.. negotiatad rent increases. description
of the unit, or ramarks regarding access or security.
Located on varnous dialog boxses.

Do not chanp?a of the entries in the Comments
box on the Property record if the information entered
pertains to purchase documentation. This type of

entry was made in A/FBO based on information
locatad in the Titta/Dead files in AFBO and must
remain in the record.

Post Data

Optional

Button that allows an individual post to define and
track data neadad to support Post's individual
managament style. Seo ‘Post Data Button® on
page 15 of Chapter 2.
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Acq Mothod

Acq Cost

Constr Cost

Software Assessment

Optional

Conditional

Conditional

Method by which the State Department or AID
?(og;xg? o property. Required if the Owner Type is
Click [=] to select the method:

¢ OBO Constructed

¢ Gift

¢ |ease/Purchase {Lease with option to buy)

¢ Other

¢ Purchase

* Transter (from another Agency)

* [ you select Other or Transir. you must enter
additional information in Comments.

Represents total purchase pnce of property, including
closing costs, attomey foes. and other costs relatad to
the purchase raported as the US dollar equivalent at
time of purchase.

Acquisition Cost should include land and
buildings if purchased together at one price.

If the land or ot as purchased and a building
was constru ted later the land is entered into
RPAasa s%%ssmtp Propeny record and its
Acquisition Cost listed in the record. The
building is entsred into RPA as either
‘Construction Work in Progress® oras a
separale property The Property [D for the land
racord is entered into the Associated Lot datail
box ol the structure record.

If Acq Method is Purchasa or Leasa/Purchase,
total costin US dollars must be enterad.

Provides cost in US dollars of constructing Ero erty,
mclud@nESArch itectural and Enginearing (A Ef COSts,
materials cost. and project managament costs. Do not
include land costs. which are repofted in an
Associated Lot property record. TBP project
managers assist posts in obtaining this information.

MMust be entered in US dollars for properties
constructed by the US Government {OBO
Construdtad).

Optonal. but preferred, for proparties acquired
through a Transfer.
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Date Purch

Conditional

Date property was purchased. If a leased property is
purchased, the Dats First Acquired remains the same
as in the original laase record (the first time property
was occupied by USG), and the date the purchase
agreement is signed bacomes the Date Purchased.

= Cannot be a future date.

* Requiredif Acq Method is Purchase or Leass/
Purchass.

¢ Optional it Acq Method is Transfer.
* Not Available for any other Acq Method.

Trans Agency

Conditional

Agency that transfarred Govamment-owned roReny
()8 or Resfricted Government-owned pmper{t (R} to
the Department of Stata under the Single Real
Property IManagsr Program.

¢ Requiredit Acq Method is Transfer.
* Not Available for any other Acq Method.

Offico Qecupancy Code

Conditional

A numeric code, which describes the utilization of
office space.

* Required when aither Property Use or
Property Use #2 is an office (such as Office
Building Annex - OF FOBX).

* The valid codas are:
0 - None
1 - DOS employeas and support staff only
2 - Mixed agencies. including DOS
3 - One agency. no DOS parsonnel
4 - Mulliple agencies. no BOS personnel

Appraigal Type

Conditional

Identifies the property appraisal as an informal
estimata, or as an official valuation prepared by a
professional appraise. This box should be completed
any time an appraisal of a Governmant-owned
propel is obtained. even if no disposal action is
completed.

* An appraisal is required if Retire Type is Sale.
* A second appraisal is optional.
* Codes are:

E- Estimate of property value

P - Professional appraisal of proparty value

Appralsal Value

Conditional

Estimated or appraised value of a property, expressed
in US dollars. M e b L

Required when an Appraisal Type is indicatad.

Appraisal Dato

Optional

Month, day and yaar of property appraisal. Two
EP raisals are required prior to the purchase or sale ot
Real Property.

* Raquiradif Retire Type is Sale
* Required if Appraisal Type is provided.
¢ Cannot be a future date.

Pool, Fence Tennis

Optional

Used to indicate whether the property includes a
security fence. tennis courts, or a ssimming pool.
Click on the check box to enter a chack mark if any of
these amenities are included with the property.

* A checked box indicates the facility exists with

the property.
J g unchecked bax indicates the facility does not
St

e Pool may be selected only if the Owner Type is
X Rorl.
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4.5.4 Retirement Information

Detail Label

Type of
Reqyuproement

Description

RETIREMENT INFORMATION

Retiro Dato

Conditional

Dale property was disposaed of through sale, axchange,
or lease tarmination, etc. Enter actual dats of retirement.
Invalid i date enterad in the future. Defaults to Lease
Expiration Date or Systam Date, whichever is earlier.

Requirad for all proparty being refired.

Retiro Reason

Conditional

Reason for retirement of a property.
Requirad for all property being retired.
Choices are as follows:

Both Over Sandard and High Cost

High Cost
Over Cost
Surpius
Other

Retire Typo

Conditional

Type of property dispasal.

Choicas are as follows:
(NONE)
Destruction
EmorDuplicale eniry
Rewert to Host Government
Sale
Lease Terminated
Exchange
Exprapriation

= |f the Owner Type is L, S, or Q, Retire Type

cannot be Sals.

* |fthe OwnerType is X or C, Retire Type cannot be
Lease Termmated.

= Use Revert to Host Govemmeont only for properties
for Avlsglch USG intarest is RGO or Property Agency
is AID.

Salo Prico

Conditional

Amouni raceived from sale of property. Enter in US
Dollars.

¢ Required if Retire Type is Sale.

Retire Comments

Conditional

General information on why the proparty w;.s refired.
ltis recommended that commants be made for all retired
g{opemes. This information is useful when researching
o history of a property.
* Required if Retire Type is Exchange. Lease
Terminated. of Sale.

* |f Retire Type is Exchange. enter Property |D of
the acquired property.
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4.5.5 Occupant Information

Unit

Namo Required

# of Occupanis

Rank

Software Assessment

Description

Parsonal grads of Current or Future occup nt

Number of offictal occupants. Include emp oyee

p us spouse and depandants on official travel orders
residing full lime at post. Comments may nclude
the number of dependents res |dgn%1avray fromhome
so that they can be considered in the nét space
allowed for the employae.
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Detail Levet Agency

Required

Detail-lavel agency of the parent Agency occupying
a residential or office unit. For example. JUST-DEA
or COMM-FCS.

Titlo

Required

Position title of occupant (Admin Officer, Military
Aftache, elc.)

Tour End Date

Required

Day Month, and Year that occupant ends tour of
dufy. Should be latar than Date Occupied.

You may nead to madify the Unit Available Date at
the top of the dialog box based on the Tour End
Date. The Available Date mustindicate when the
unit will next be available.

TANDEM OCCUPANT

Namo

Conditional

Spouss of a primary occupant who is also assigned
to post in an official working capacity.
Recommended format is Last Name, First Name,
Middle Initial.

+ [f you have permissions o Post Parsonnel, click
[¥] and select the comrect name.

= Agency Grade, Rank. and Title are also required.

Grado

Conditional

Personal grads of Tandem Occupant.

Conditional

Rank attached 1o the position of an occupant as
defined in housing policy. Pasition Rank is based on
Foreign or Civil Service grade or Military Rank. See
6FAM 700 and Housing Policy for definitions and
further guidance.

Detail Love! Agency

Conditional

Detail-level agency of the parent Agency occu%/ing
a residential or office unit. For example, JUST-DEA
or COMM-FCS.,

Titio

Conditional

Position title of landem occupant (Admin Officer.
Military Attache. alc.)
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4.5.6 Residential Unit Info.

Detail Label

Type of
Reqm%mnt

Description

Unit iD

Required

For mulligle unit properties. indicates the apartment
number for each unit.

¢ Where no spacific numbar is available. post may
enter "H" for house.

¢ |fthe unil is a Townhouss. enter “TH'.

# Bedrooms

Required

Number of bedrooms in the residential unit
(excluding those in servants’ quarters). Zero
indicates a Studio/Efficiency unit

# Bathrooms

Required

Number of bathrooms in a residential unit (excluding
thass in sarvants’ ﬂuarkets). Half-baths should be
noted in the Res. Units Comments box.

Detached Res

Required

Check the box to indicats that the house stands
alone and does not share a common surface or wall
with any other residential unit. An apariment or
townhouse in not a detached residence.

Comments

Optional

Comments relating to the proparty unit can be typed
here. Any half-baths shoukl bs noted in this space.

Available Dato

Required

Data the unit is nex? available for occupancy. This
mus! be modified when cument or future oocupanis
are assigned to the unit.

Profile

Required

Reprasants where the residantial unil falls in Post's
housing inventory based on net size, The Profile
Catagory for each property is identified

comparing each property to the Space Standards
Chart in 6 FAM 720.2-4 according to the Post’s
Locality Code.

For example. a residential unit with a net size of
1865 square faet in Locality 1 would most closaly
match, without excaeding, the maximum size of
;WBIBO ﬁuare feat. putting the proparty into category

In Web-basad RPA, the code G0 represents

q_rqpqmes not included in Post's Housing Profile.
his includas only dasignated housing: RESEMR.

RESDCR. RESPOR or RESMSG.

Abrief description of each cods is found on the

oplion list Available codss are:

00, E2. E3. E5, E7. M2, M3, M5. M7, S2. §3, S5. S7
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Res Use

Net Moters/Not Fect

Move In Future

Software Assessment

Required

Required

C nditional

he phon number assigned to a rasidential unil.
This numbar remains the same even if the
oeccupants change.

Cade indication the designation of each residential
uglég acrixd cannot be modified once the racord is
addad.

For single units, the code is entered by default
andcannotb _ hanged. It reflects the Properly Use
Lrom the Edit Real Property Application dialog

0X.

For residentia! properties with multiple units
(Pro'goUs_e equals RESMLT). the code represents
the Post's approved housing profile aocordmglo the
Unit Net Size for the Post Locality Code RESSTD
RESMID, RESEXC).

For dedicatad units. the code should be

RESDAQ, RESPAO, RESAID. RESFCS or
RESFAS.

Net usable area of building in square feet or metars.
Net Maters Net Feat should includs only usable
spaca. In keaping with the Department mefrification
Rrogmm. metric measurements are preferred. If,

owever. the local measuring system isin feet, post
may enter in feat by selacting the Entry in Feet

heck bax This disables the Net Lleters boxas and
enables the Net Feet boxes. Appropriate
corversions are made by the Web-based RPA
systam

When a current occupant moves out and there is no
future occupani listed, click this button. The
information about the curent occupant is removad
from the Current Occupant tab. and is replaced
with the word “Vacant'.
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4.5.7 VLease Info.

Name of Column

Description

Lease iD

Leasa identificaion number. from the Lease # box on the Edit
Real Property Application dialog box.

o

The Owner Type of the selected property from the top of the
Property record.

Property ID

Identification number of the selected proparty. as shown in
Property ID from the top of the Property record,

Property Name

The name given to the proparty, as shown in the Proj
Name box ?rom the loppof R\enxropony record. e

Addross

Address of the property as shown in the Prop Address box on
the Property tab.

Parent agency as listadin the Agency box from the top of the
Property record.

Useo

Indicates the functional use of the progany as shown in the
Property Use box on the Property tab.

Lists the date the lease axpires, as shown in the Lease Expire
Date box on the Lease tab.

Leaso#

Required

Unique number assigned by post for identifying
contract or lsass.

* Required if Ownership Typeais "S"or'L”
« |fOwnership Type is "Q", the Lease Number
dofaulls to “Private’ and can not be modified.

The following format is used for Lease numbering:

* Stale = S-(3-digit Curancy Code)-OBO-
sequentialé)

e USIA = S-(3-digit Currency Code)-OBO-
sequentiale)-1A

* AlD = AlD-(Country/Geographic Code)-LE-(2
digit number identilying fiscal year lease
became effective)-##+

* All other Agenciss should conform to the
State format

For example: AID-681-LE-90-215

Leaso Start Dato

Required

Beginning dats of the current lease term. Lease
Start Date must be updated each time a leaseis
ranewed.

This date difters from Date First Acq (Acquired) on
the Property tab, which represants the first ime a
property was leased by any USG agency, and doss
not change when a lease is renewed.

Leaso Expire Dato

Required

Date the current lease lerm expires, disregarding
any rengrwal oplion, This date must be updated each
time a lease is renewad.

The Date First Ac&(Achred) on the Property tab
remains unchanga!

Annual Rent

Required

Amount of rent paid for one year as spacified in
lease.

It the lease specifies Pagmem in local cummency. the
Annual Rent amount should be reportad in the
local cumrency. When the local cumency type has
been selectad, the convarsion to US dollars is
displayed to the right of Annual Rent.

Quole In

Required

Currency in which rental amount is quotedin the
lease and enlered into the Annual Rent box.
I the laase is not quotad in US dollars: RPA usas
the selacted currency to calculate the annual rent in
gS dtollars and displays it to the right of Annuat

en

See "Rata (Eff Date)” on page 59 if you need to
modify the exchange currency rate.
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Pald In

Required

Cumency in which the rent is paid.

See "Modify Exchange Rate Information’ on
page 71 of Chapter 8 if you need to modify the
exchange currency rate.

Post Data

Optional

Button that allows an individual post to define and
track data needad o support Post's individual
management style. See "Post Data Button™ on
page 15 of Chapter 2.

Rate (Eff Date)

Optional

Button that allows you to keep track of whal the
exchange rate was at the time the lease
became effaclive. See "Rate (Eff Date)* on
page 59.

Payment Frog:

Required

ldentifies how often lease payments are made.
Payment options are:

* Annua!

* Monthly

e Other

* Quartery

¢ Sami-Annual

*  Weakly

Il the payment trequancy is Oter, details of how the
lease is paid must be entered into Comments.

Reference Dato

Optional

This date is generally established as one to three
months prior to the Renewal Nofification Date to
?we the Housing Stafl enough time to contact the
andlord and exarcise hegotiate a renewal option or
arrange for larmination of the lease prior to the
Renewal Notification Dale.

Renowal Notll. Dato

Conditional

Data by which post must nofily landlord if it wishes

to exercise a renewal option for a lease. Must be

aDﬂet; Lease Start date but before Lease Expiration
ate.

Required if # Renewal Options is 1 or more. Not
Availableif # Renewal Options is zero.

# Renowal Options

Optional

indicates the number of lease rengwal options
spacified in the leasa contract.

Renowal Period

Conditional

Number of and/or months in each lease
rengwal opfion period.

* Required if € Renewal Options is entered.

* Number entered in months may not excaed
11.

Purchaso Option

Optional

Select the box if thera is an oplion to purchase the
loased property.
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Date

Conditional

ldentifies the latest date a purchase option can be
exarcised during the leass term.

* Required if Purchase Option is salacted.

* NMust be later that the Lease Start Date, but
before the Lease Expiration Date.

Pald in Advance

Optional

Any payment made beyond one year of the annual
lease amount due. as writtan in the lease contract.

» Entered as ysars'months lease has been paid
in advance.

* Number entered in months may not axcaed
11.

Advanco Payment

Conditional

Monetary amount of payment beyond one year of
the current lease amount due.

¢ Enterthe amount using the Adv Pay
Currency.

* Required if Paid in Advance is selected.

Adv. Payment Date

Optional

Day. month, and yaar advanoa payment was made.
Not available unless an Paid in Advance is
completed.

Adv. Pay Currency

Conditional

Three digit code identitying tyre of currency of
advance payment. Required il Paid in Advanceis
compleled.

Landiord Info

Oplional

Local addressas or othar contact information for
Short-Term Lease (S) or Long-Term Lease (L}
property as datermined by post. The information
can g\c ude and Agent name. address. and phone
number.

Optional

Phona number of landlord or agent for Short-Term
Leass (S) or Long-Term Lease (L) property.

Paying Approp

Optional

Accounting code that indicates the agancy raceiving
the appropnation, the transfemng agency (if any),
the fiscal year for which the money is made
available. and the major fund classification of the
appropriation accoun
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Expend Auth

Optional

Accounting Code which identifies the source of
funds used by an organization for rental ﬁ)ayments.
The code for the USDoS is divided as follows:

e Characters 1-4 = Allotment—Divides the
apFroprialion funds by country code as
dalined by the USDoS.

¢ Characters 5-6 = Operating Allowance—
Subdividas the country allotment according to
various post-relatad activilies, as defined
post. (The post may dacida whether or not to
subdivida the country allotments.) The
operating ailowance box is zaro-filled if funds

are divided diractly from the country aliotment.

Other Charges

Optional

Total amount of additional expanses asseciated with
leasing a property (such as: broksr fees and
condominium charges). Amount should be entered
using the cumency in which it is paid.

Currency Code

Conditional

Identifies currency used for Other Charges.
Required if there are Other Charges. Otherwise
this is Not Available.

Exchange Rate

Optional

Exchange rate for loase payments. advance
payments or other charges. This is automatically
completed based on the rate of the selected
Currency Code. The applied rate is from the
Currency File in the Tables folder. !l nacessary. the
rale which appsars here can be modified.

Security Deposit

Optional

Additional monesy. usually one or twoe months' rent,
held by landlord to ensure against damages by
terggm. Entar amount in the currency in which itis
paid.

Sec Deposit Date

Conditional

Day. month. and year security deposit was paid to
the landlord. Required if amount entered in
Security Deposit.

Sec Deposit Currency

Optional

Cuirancy in which security deposil is paid.

Comments

Optional

Additional helptul information regarding the lease.

Local Currency

Automatic/
Optional

The number next to the Local Curmncya})abel lists
the Cumrency Code (from the Currency fable) forthe
local currency.

The number below the Local Currency label lists
the exchange rate.

* When you kave the check box blank. the
exchange rats is listed as US Dollars to the
Local Currency.

* When you select the check bax, the exchange
rate is listed as Local Cumency to US Dollars.

=
Now Rent Dato

Optional

If there is an escalation clause in the laase, this
indicales the date the now renl becomes active.
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4.5.8 Ancillary Structure

Detail Label

Type of
Requirement

Description

Structure 1D

Required

A unque letter within a property that idantifies the
support structure of a primary residancs.
warehouse. office. or housing complex. The alpha
character can be determined by each post.

For example: Prop ID 202 may use H to represent a
Guest House. This latter could not be used again for
another ancillary structure on Property (D 202, but
could be used for Property !D 203.

Structure Name

Required

Dascriptive name given to the ancillary structure.

Gross Metors/Gross
Feot

Conditional

Gross size is 10 be reprasentad in square fest or
melars. These measurements should represant the
area of all floors enclosed within the normal outside
surface of the exterior walls.

In kaeping with the Department metrification
program, malric measurements are prefarred. If,
however, the local measuring system is in feet, post
may anter in faet by selecting the Entry in Feet
check box. This disables the Gross and Net Meters
boxes and enables the Gross and Net Feet boxas.
Appropriate conversions ars mada by the RPA
systom.

¢ [lot Available when Property Use equals
LOTxxx.

* Gross size may not equal Net size. unless
Properly Use is FCTWHE (Warehouse) or
XxXGAR (Garage).

¢ Gross melers can be entared in numeric
format up to seven characlers. including a
decimal (9999.99). Gross feel can contain
up to ten charactars. including a decimal.

Net Meters/Net Feet

Conditional

MNel usable area of building in square feat or metars.
et Size should include only usable space.

All spacifics partaining lo Gross Meters and Gross
Feeat also apply 1o Net Meteis and Net Feet.

Comments

Conditional

This area is for ana/ dascriptive or qualifying
information regarding the ancillary structure.

Entry In Feot

Post Data

Optional

Optional

Selact this chack bax to enter the measurements in
loet instead of meters.

Button that allows an individual post to define and
frack data needad to support Post's individual
management style. See "Post Data Button” on
page 15 of Chaptar 2.
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4.5.9 Office

Unit 1D

Doscription

Net Motera/Not Foet

Post Data

Software Assessment

Type of
Reqmemm

Required

Required

Room or suite numbar assigned to office space.
Wheare no specific numbar is available, post may
entar Hfor house r TH for townhousa.

Always right justify the unit number for comre t
sorting on Search Screens and reports.
The Unit Number must be unique for that
Property ID. For example: Prop ID 202 may.
use H1 (o rapresent an office in a house. This
uld not be used again for another office in
Property D 202, buf could be used for
Property ID 203.

USG agency which owns the property (STATE, AID.
or DOD only).

Leased propefty is idsntified by the USG agency
which 1s flunding the lease.

Net usable area of building in square feet or meters.
Net Size should include only usable space

In keeping with the Department metrification
program metric measuremants are prefarrad |f,

ho aver the local measuring system is in feet, post
may enter in feet by sele ting the Entry In Feet
chack box This disables the Grass and Net Maters
boxes and enables the Gross and Net Feet boxas
Appropnate onversions are made by the Wab-
based RP system

systam.
Net Size must be greater thanz ro

Total Net Size for all Office Units must not excesd
the Net Size of the Property

Button that allows an indivdual post to define and
track data needed to support Posl s individual
management style Sea Post Data Button on
page 15 of Chapt r2
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4.510 Reports

Report Name Description Comments
Data Capture Sheets | The Data Capture Sheets You can chooss to filter the report
report provides detailed by Ownership Type. The
g]rlopfom mforllrggncug;. tlt.llncludes Ownership Type dascriptions ara:
of the available datai
information for each particular * GO =Government-owned
[l)_rqpqny, * RGO = Restricted
his is a very hIgQ report thald government-owned
g}?nylltake Ol e A ® LTL =Long-term loase
® STL = Short-term lease
¢ CWIP = Construction work in
progress
¢ LOA = Living quarter
allowance
Departing The Departing Occupants You can choose to apply the
Occupants report gemralges a list of Residental Inio ﬁ[ter? is allows
occupanis whosa departure u to sslact the first and/or last
date is approaching. ur end dates.
Housing Proflie The Housing Profile report You can choosn lo filter the report
glves roperty information by Ownership Typa. The
asr tglaon' al.vnerrsg?hTypo. If | Ownership Type dascriptions are:
icable. it also lists the .
Amnual Rent and Residential * GO =Governmant-owned
Occupant information. * RGO = Restricted
government-owned
e LTL =Long-term lease
* STL = Short-term lease
¢ CWIP = Construction work in
progress
« LQA = Living quartar
allowance
Inventory by The Inventory by Address This report is created immediataly
Address re?on lists all propom{’;n a when itis selected. No filters can
selacted post. sortad ba applied to limit report data.
address.
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Leased Proporly

Leasos Duo to
Explro

Occupant Landlord

Office Property
Book

Software Assessment

The Landiord by Prope
report lists the name. address.
and telephone numbar of the
landlo ds [t also lists the basic
property information for the
spacifi properties which are
leased from the landlords.

T o Lease Payment report

d'sp ays al leases with due

gales along with the amount
ue.

The Occupant Landlord repont

hists the base information and
landlord name and ackirass by
occupant name

You can choosa to filtar the data by
MNext Payment Date or Date
Range.

You can choosa to filter the report
Ownership Type. The
wnership Type dascriptions are:

GO = Government-owned

RGO = Resfrictad
government-owned

LTL =Long-term lease
STL = Short-tarm lease

CWIP = Construction workin
prograss

LQA = Living quartar
allowance

You can choose 1o filter the report
gy Ownership Type. The
nership Type descriptions are

GO = Government-owned

RGO = Rasrricted
overnment-owned

LTL Long-term lease
STL = Short term lease

CWIP = Construction work in
progress

LQA Lwing quartar
allo ance
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Property Book

The Pgo Qrtg Book report
ivas dataile Q
i%tormmion at grggleg%d post.

You can choose to filter the report
by Ownership Type. The
Ownership Type dascriptions are:

* GO = Government-owned

* RGO = Resfricted
governmant-owned

e LTL =Longderm loase
e STL = Short-tarm lease

* CWIP =Construction workin
progress

* LOA =Living quarter
allowance

Residential Proporty
Book

The Office Property Book
tepori gives delailed property
information for residential
properties at a selected post.

You can chooss to filtar the report
Ownership Type. The
wnership Type dascriptions are:

¢ GO = Government-owned

¢ RGO = Restricted
government-owvned

e LTL =Long-term lease
e STL = Short-term lease

e CWIP = Construction werk in
progress

* LQA = Living quartar
allowance

Vacant Residential
Units

The Vacant Residential Units
report gives a listing of all
properg( without current

occupants.

This report is created immediately
when it is selectad. No filtars can
be applied to limit report data.
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4.6 Post Personnel Application
4.6.1 American Direct Hire Positions

Detail Label

Type of
Roqyupr%mont

Description

PER Section

Required

This is the Dapartment of State Bureau of Personnel

official section identifier. Click the list button to select

theright PER section. The section number makes up

}\'l‘e sgvenm and eighth numbers of the Position
umber.

1D Number

Required

Enter a unique, three-digit number in the space. This
g%ml?g is added to the Position Number as the last 3-
igits.

Position

Automatic

This 11-14 digit number comprises the Post Code of
the Post whera tha position is locatad (the first Six
digits). tha PER Section Code (the next two digits),
and the Position Number (the final three-six digits).
The number is added automatically as you add the
values for the Post Code, PER Section Code, and
Position Humber.

Agency

Required

Identifies the primary ag_en% funding this position.
Ciick the list box to specify the agency to which the
position is curently assigned.

Post Section

Required

Click the list bax to spacify the Post's section location
for the position. This six-digit code specifies the
position’s saction. unit, and sub-unit within the Past's
organizational structure. This detail box also sorts
the Combined Staffing Pattem, Set up the secfion
mblsﬁ according to how you wish to format the
raport.

Service

Required

Click the arow to specify the type of government
service 1o which the position is assigned. The
Sarvice Types are: Foraign Servica, Civil Service,
Contractor or PSC. and Rlilitary.

Software Assessment
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Click the list box to spacify the proper pay schedule
code for the position. If the servica type is Forsign
Servica or Civil Service. the Pay Plan value is
validated against Forsign Sarvice or Civil Service
classes. It Service Contractor. it can be any Foraign/
Civil pay plan.

Click the list box to spacily a pay classification or
grade level.

Click the list box to specity the skill girpup required for
the validatad position. You musl 1ill this detail box if
Service is Foreign Service or Civil Service. Do not
enter a skill cods for military; no Military skill codes
are in PSTAB. it the position is a PIT pasition with
saction numbar 97, only skill code 9040 will be
accepled.

Click the list box to specity the skill group required for
the position. it the service is Foreign or Civil. this
dotail box must be filled. (i the servica is Military or
Conftractor this detail box cannot be modified. I the
position is a PIT position with section number 97,
only skill coda 9040 will be accepied by the system.

Click the list box to spepig the official American
position tile. Required if Service is C or F: not
raquired if Service is M or P.

Click the list box to s&gscily the official Working Title.
;8;1 may also enter Post-spacific ftitles in this detail

A chack in the box indicales that the position is held
by a key officar. The Key Officer Report lists all of the
positions with the Key Officer chack box selectad.

Indicate if the position is to appear. Place a checkin
the box lor “Yas® and leave emply for "No.” The
dafault setting is Yes.

Type in three digits to specify the placemant of the
siion within the agency/section on the Staffing
tarn Report. (For example, Chiefof Mission might
ba in the 001 slot in the 00 section for Stats).

Type in the complement control number assigned
the Dopartmempot State. gnad by

Click the amow to indicate whether the position is
authorized or unauthorized.

Click the arow to indicate whether the position is
Full-time, Part-time or Intermitient

Click the list box 1o selact the Position funding type
code for State Department positions.

Click the list bax to specity the type of work schedule
that the position has.

Indicats il the position is Part time. Intermittent. or
Temporary. If 97 is the section code for the pasition,
the program displays PIT in this detail box, and you
will be unable to maka an entry. Saction code 8 will
notgenerate PIT inthis datail box even if the pasition
is a PIT position.

Click the list box to spacily the language required for

the position. If you enter a value, you mustalso entar

galues for both the Speaking and Reading detail
axes .

Pay Plan Required
Class /Grade Required
Pos Skill Code Optional
Pos Skill ind Optional
Offrcial Title Required
Working Title Required
Key Officer Optional
Staff Pattern Ind Optional
Staff Pattern Loc Optional
Complement Cont Required
No.

Autly UnAuth Ind Required
F /P /1 iIndicator Required
DOS Funding Type Required
Position Type Required
PIT Indicator Opticnal
Language Opiional
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Spealking

Reading

Language Preferred

Agency

Bureauy

Approp

Staffing Pattern
Remar

Remarks
Established Date
Vacated Date

Exptred Date
Last Rewviewed Date

Reprogrammed Date

Archived Date

Optional

Optional

Optional
Optional

Software Assessment

Cli kthe amow to specify the speakin?olevol required
for the position. The range is from 0- fo 5+. 1f a
language code is enteradin the.Langua?e Coda
defai} box, Speaking and Reading musf have a
value.

Click the amow to specify he reading lbve required
for the pos tion. The range is from O- o 5+. ta
language ode’s tyged in the Language Cods detail
box' Reading and Speaking musihave a value.

Type a Project Number on any line for which a
distribution is specified.

You may type in an Object Code on any line for
which a dtgribution is specified.

Spacily the fiscal appropriation for the position.

Typs in a function code on any N for which a cod
istribution is specified.

Youm 9 inan O ization Code on any line
for whig\'g%ismbuti rrﬁésm spacified.

Record any information on the position you want to
appear on the Staffing Pattarn Report.

Racord any desired partinent information.
The date that the position was established.
The date that the position was vacated.

The date that the position expired.
The date that the position was last officially reviewed.
The date that the position was officially repregrammed.

The date that the position was restorad.
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4.6.2 American Direct Hire Employees

Detail Label

Date of Birth

City of Berth

State of Le
Rasldenoogm

Courtesy Title

Diplomanc Tale

Number of
Dependents

Tour

Optional

Opti a

Opti nal

Optional

Optional

Software Assessment

Click the amrow to display a calendar to set the
grson s date of birth. American employees must
at least 18 years old. The program will reject any
year less than 17 from the cumentyear. For
example. in 2002. the year 1986 would be rejected.

Cli kthe amow to seect W forma e or 'F' for
female.

Click the list box to select the Country Codea or the
country where the person was born.

Type in the name of the ¢ty where the applicant
was bom.

Glick the list box to salact the name of the Stata or
Province where the person was born.

Click the list box to sslact the name of the state or
province where the r?egson legally resides. This
also spacifies the official home leave destination.

Click the list box to salact parson’s marital status.

Clickthe list box to select the person's courtesy tile
(Mr.. Miss. Mrs etc.) for the applicant.

Click tha list box to salact the diplomatic title of the
person. The diplomatic title specifies the person's
internationally recognized diplomatic title, as it

h uld appear on pnntad reports,

Type in the number of employee’s dapendents.
nirigs in this detail box are added automatically
when dependents are added to the employee’s
racord on the Dependants tab (see the section
titled "Depandents Tab® laterin this haptsr).

This detail box identifies the number of dependents
living at post The system generates this number
when the At Post Indicator is marked in the
Employee DeBandons dialog box (sea the
section tited Depandents Tab® later in this
chapter).

Click the list box to select the typa of servica.

Cl'ck the amow to select the length of tour and type
0 eavs foremployeas tour of duty.

Briefly charactarize the tour.
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Tenure Optional

Employee Status Opto a
Staffing Pattern
Remar
Position Required
Pay Plan Required
Salary

Software Assessment

C ick the list box to selact the emghloyee's loval of
tenure and type of appointment. The designations
n the list bax are not allowed for Mifitary. Civil
Servica, or Contractor type of service posilions.

Indicata it the position is to appear. Place a check
in the box for 'Yas™ and leave empty for ‘Neo.” The
defaull satting Is Yes.

Click the list box to select the employes's status
catagory.
An employee may be either a Contact
Empl%yge, an Eligible Family Mambar, and
Over Complement Individual, a Part Time
Intermittent Temporary Employea or a
Regular Employas.

Employees are assigned to their positions
using the Add Employees function.

You designate an employee’s Pending
assignment, that is, the employea’s next
assignment, in the Change Employee
Int rmation function.

Typeinth FSC Number.

Racord any information on the position you want to
appear on the Staffing Pattern Report.

Click the list box to indicate whether the employee
is Current or Incoming.

Click the list box to selact the employee’s s ork
schedul . The work schadule indicales whether
the employee is fulltime, pari-time, elc.

Clck th listbox to select the proper pay schedule
code for the position.
It the Sarvice Type is F (Forsign) or C (Civil
Servics), the Pay Plan value is validated
against Foraeign Service or Civil Service
classes

It Servica Type is P (Contractors or PSCs), it
canbe any Fo egn Civi pay plan.

Ifthe Service Type is M (Military), the Pay
Plan follows mi tary schedules.

Click the list box to select a pay classification or
grada level.

Type in the number of hours per pay period the
9mpl<2'ee works. A pay period 1s a fwo-week
paro:
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Arrival Date Conditional

Estim tod Departure
Date

Home Leave Eligbility

Date

R&R Elgdity Date

Return from Absence

Date
Conditional
Opftional

Assignment Cancelled  Optional

Org. Code

Employea s actual arival date for the assignment.

Employea s actual date o de arture from the
assignment.

Employee s estimated arrival date for the
assignment.

Emp oyee s estimatad date o departure from the
assignment.

Date the employae is aligible for Homae Leave.

Date the @ p oyae salgble for R&R.
Date the employae retums from an absence, such
as LWOP.

Date the & ployse bag'n an absance, such as R&R.
Date the employae Is eligible to be transferred.

List of reasons to be absant from Post. C ick the list
box to select the type

A check in this box indicates that the assignment is
to be canceled. The default setting is No.

.6.3 Additional Fields for American Direct Hires

There are additional fields available for recording information about American Direct Hire
employees. These fields are related to:

Travel Messages
Documents
Privileges

Dependents

VVVVVVYVY

Contact Information

Software Assessment

Dependent Documents

Languages, Training, Education
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4.6.4 Local Positions

Detail Labsl

Alt. Position Number

Post Section

Agency

T f
Roqﬁ?r%ment

Required

Description

Any pravious position number that may have
bean associatad with the position.

Th  Posts own section location for the position.
This six digit code spacifies the saction, unit,
and sub unit of the position in the Post's
organizationa| structurg. Click the list button to
maks a selection.

The agency to which the position is currently
assigned. This idantifier specifies the p.nmarx
agancy funding this position. Click the list bufton
o maks a selection.

Bureau

Optional

The bureau tn the agancy to which egsiﬁon ‘s
currently assigned. C ick the list button to make
a selecfion

Grade

Required

The grade for this position. Click the list arrow to
maks a selection.

Required

Series cods for the position. Unless an
exception grade code has been entared, the
saries code delerminas the acceptable grade for
this position and the entared position grade is
checkad against these criteria. In addition, some
sorles may ho d more than one job fitte. If the
series holds ony one job titte, the official itle
bacomes the same as the series tifle. Click the
list button to select the saries number.

fictal Title

Required

The official title of the position. Click the list
button to make a selection.

Working Title

Optional

Post-spac 1c pos ontite.

Koy Officor

Optional

A check in the box indicates that the position is
held by a key officer. T he Key Officer Report lists
all of the positions with the Key Officer check
box selsctad.

Grade Excoption

Optional

The exception grade code | the position is
assigned a grada incons stent with the grades
permissible for the ser'es. yo musttype n an
axception grade code as a two-digit number.
Click the list button to make a selection.

Staffing Pattern Loc

Optional

The placement of the position in the agency
saction on the Staifing Patiern Report. (For
example, Chief of Mission might be in the 001
slot in the 00 section for Stats).

Complement Contl No

Optional

The complement control number assigned by
the Dapartment of State

Software Assessment
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FPlindicator Roquired
Sensitivity Code
Appropn tion Opoa
Staff Pat ind Op ‘onal
Op o al
Organization
Percent Conditi nal
English Proficiency
Base Hours in Work Required
Wook
x:feronco Document  Opiional
Statfing Pattern
Remarks
Remarks
Opt'onal
Software Assessment

Description

Identification of the position as Diract Hire,
Parsonnel Services Contract. or Parsonnel
Service Agreement. Click the list arrow to make
a selection.

Indicates full time, part t'me, or niarmittont
slatus of the pos ‘on. C ¢k he istamowto
make a selection.

Supenvisory status of the position Click the list
arrow to salect Supenvisory. I fanagarial. or tlon-
suparvisory.

Funding type for State Department positions.
Click the list button to make a selection

Fiscal appropriation for the pesition

A prog tnumbar that specifies a distnbution ol
resources for the position.

An object code that specifias a distnbution of
resources for the position

Type an organization  da that specifias a
disfribution of resourcas for the position.

The percent of the Qamin%s of an employae
occupying this position to be distributad fo the
account described on this position accounting
record. Required if other position accounting
boxes hold data. Type a number with two
decimal placas. The tefal of all entered
percentages must be 100

Click the list box to type in a recommended
proficiency level in English for the position.

Type in the number of hours perweek required
for the position.

Record any information on the position you want
to appear on the Staffing Pattern Report

Usa the calandar to selact the date in which the
specified action is to bacome affactve.
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Classified Date Required The datethat the position is officially classified.

Established Date Optional The date that the position is officially
aslablished.

Abolished Date Optional The date that the position is officially
abolished.

Archived Date Optional The date that the position is archived into the
Post's records.

Expiration Date Optional The date that the position is 10 expire.

Last Reviewod Date Optional The date that the position was last officially
reviewed.

Reinstated Date Optional The date that the paosition is reinstated.

Reprogrammed Date | Optional The date that the position is reprogrammad
with the position’s official duties and
requirements.

Requested Date Optional The date that the pasition is requested at Post.

Restored Date Opticnal The date that the position is officially restored.
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4.6.5 Local Employees

Lesting Name

Roquired

This number is automatically ganerated.

Type in the applicant’s number as it wou d appear
o¥1 oports aargg SF50 JFe2s. PP

Full Name

Optional

The emp oyee or employae applicant's complats
name.

Surname

Optional

The employee or employee appl'cants family
name.

Sex

Opftional

The employee or employae applicant's gender.
Click thg g‘éx amow t% g!a?ect I'?e gende?.

bos

Opfional

Theemployeg ore ployee cant's date of birth.
Click thg gygs arro'.vplc%ee eac?%'le date.

larital Status

Optional

The employee or employee applicants marital
status. &:ck the list bpm%n to maks a selection.

Courte y Title

O tional

The employee or employee applcant's courtasy
title (Mr., r%ss Mrs.. etgs.,)e. Cl'cg the ist button to
maks a select'on.

Appointment Type

Aut matic

Codes are "L’ for Limitad, “T" for Temporary or "l*
for Indefinite.

City of Birth

Optional

The name oft e city 'n which the employee or
employee app cant was born.

Country of Birth

Opfional

The name ofth  ountry in which the employee or
employee applicant was born. Click the list button
to make a selection.

Citizenship

Optional

The country code of the emplape or employee
app icant present cilizenship. Click the list button to
make a salection. The latast citizenship shown in
itam 14 of form OF-174 isto be used. When the
screen is redisplayed, the country name is shown 'f
a coda has been addad.

Ciazenship of Birth

Optional

The country of the employee or employse
applicants citiz nship at the time of birth. Click the
list buttort to maka a selection.

SSN

Optional

2 omployea's social security number {(example:
This bax is required only if the
employee is a permanant U.S. resident (see
‘Parmanent U.S. Resident’ balow).

Alien Number

Optional

The employse or employae applicant's alien

number. Required only if the employee is a
ermanent U.S, resident (see “Permanent U.S.
asidant” below). Leave this box empty if the

employes is not a permanent resident.

Permanent Resident
Alen

Opfional

Indicates if the gerson is a parmanent resident
alien. Place a chack in the box for *Yes® and leave
empty for "No.” The default is No.

No. of Dependents

TCN

Optional

Optional

The number of dependents associated with the
employee.

Indicates if the parson is a Third Country National.
Place a check in the bax for *yas® and leave empty
for "no."” The default is No.

Country of Orgin

Conditional

Country of Origin for Third Country Nationals.
Recﬁplred only if the TCN indicator is marked. Click
the list button to salect the proper country of origin.

Tax Exemptions

Optional

Indicates the number of tax examptions claimed by
a permanent resident alien.
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The retirement plan that ‘es o the employae.
Click the Retirement Code amow o select the
pan.

The name of the local reirement plan the
employee uses. Click the list button to make a
saloction.

Annuitant
Indicates the employee’s current duty status. Click
the list button and select the corract catagory.
In Pay Status Optional Indicatas it the employee remains on pay stalus in
v P the cument duty stggg.e Place a meckpii!\yme box
for *Yas® and laave empty for “No.’
Indicates if the position is to appear on the Staffing
Pattam report. Place acheckin the box for "Yas®
and leave empty for "No.’ The default is No.
Office Street Address The straat addrass of the office whara the
employae works.
Text bax to record any desired pertinent
information.
Work Week Optio al The number of hours of the employee's basic
workveak.
Grade Optional The employes's grade.
Appropriation Optional The fiscal appropriation for the position.
Compensation Plan Required The employ &'s compeansation plan number Click
the list button to maks a salection.
Step Req ired The employee’s steP in apay grade. Click the Step
arrow to make a selection.
Leave Plan Optional The employae's leave plan. Click the Leave Plan
arrow to make a selection.
Ratio of Defauit Optional The number of units of local currency required to
Currency to US Dollar equal one U S. collar.
Basic Rate Automatic Entered aut matically by the system after the
compensation plan is chosan.
Fnnge Benefits Auto al'c Entsred automatically by the system after the
compensation plan is chosan.
Adusted Basic Rate Automatic Entered aut matically by the system after the
compensation plan is chosan.
Contract Nu ber Required The contract number.
Authority Cable Required The auth -nzation cable number.
Allotment Optional Specifies the fiscal allotment for the position.
Project Opti - nal gpeciﬁes the project code to which funds are
lottad.
Object Optional Specifies which sarvices are being paid for.
Function Opti nat The functi n coda for the position.
Organzatr n Optional Specifies which post/organization is being
charged.
Remarks Opt nal Taxt box r partinent remarks regarding the
position.
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The employae’s date of hira.
Opto a o @ poyee'’s date of entaring on duty.

VGl Due Date
The employee’s date of eniry on Service
Comprehensive Leava.

O oa

Evaluation Due Date The date that the employee’s evaluation is due
The date that the applican ec vas a sec rity
clearance.

Security Certfication

Date

tdedical Results Date The date that the employee officially raceivad
results from his or her medical exam.

Medical Update Date O 1toa The data that the employee eceved isor er
medical updale
Th- dats that the employee's APP axpires.

Prior Appt. Exp Date O to a The dale thal the amployee’s prier appoiniment
expires.

Retrement Date The employse’s date of retirement.

End Probation Date Thces ale hatthe @ poyee's probation period
ends.

End Suspension Date Thcesdate that the employee’s period of suspension
onds.

Category Indcator Opt onal

4.6.6 Additional Fie ds for ocal Employees
There are additional fields available for recording information about Local employees. These
fields are related to:
Documents
> Languages, Training, Education
> Contact Information
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4.6.7 Nature of Action Codes

NOAC: are used for all personnel actions generated by the Post Personnel system for local
employees. The following is a list of NOACs the system supports.

NOAC Description NOAC Description
Po2 Change Number of 001 Cancellation
Dependents

002 Corroction 130 Transfor

292 Retum to Duty 300 Retirement - Mandatory

301 Retirement - Disabitity 302 Retirement - Voiuntary

304 Retirement - [LIA 312 Resignation - ILIA

317 Resignation 330 Removal

350 Death 352 Termination -
Appointment in Agency

353 Termination - Lil 354 Termination - Disability

355 Termination - Exp of Appt 356 Termination -
involuntary

387 Termination 386 Discharge

450 Suspension - NTE 452 Suspension - Indefinite

460 LWOP NTE Leave Without 472 Furiough - NTE

Pay NTE

473 Furough - MIL 702 Promotion

713 Change to Lower Grade 721 Reassignment

730 Detail NTE 731 Ext of Detail NTE

732 Termination of Detail 736 Grant GRD RET

737 Frozen Grade/STEP 750 Continuance NTE

760 Esx'rtEnSim of Appointment 72 Ext of Furtough NTE

773 Ext of LWOP NTE 780 Name Change Form

781 Change in Work Schedule 782 Change in Hours

790 Realighment 792 Change in Duty Station

800 Change in Data Element 866 Term of Grade
Retention
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