N National Finance Center

n ® CAPPS Notification

IMPORTANT INFORMATION - 2021 Annual Pay
Raise (#44043)

December 7, 2020
Reference Number: NFC-1606943432

Dear Customer:

NOTE: The contents of this notification and other Annual Pay Raise
forms/resources can be viewed online at the Annual Pay Raise Web site.

The National Finance Center (NFC) is currently awaiting an Executive Order signed by
the President to move forward with Project 44043, 2021 Annual Pay Raise. However,
we must begin preparation activities to ensure a successful implementation in Pay
Period (PP) 01, 2021, if authorized.

The Web page links and attachment are as follows:

2021 Annual Pay Raise Activities TIMELINE
2021 Annual Pay Raise Customer Procedures

2021 “Revised” Annual Pay Raise Agency Contacts List (see attachment)

e N =

2021 Annual Pay Raise Agency Contact Information Form

The following actions should be taken by the Agencies:

Review the 2021 Annual Pay Raise Activities TIMELINE for upcoming activities
regarding the overall project. Please ensure that your team is aware of the following
“critical” Agency deadlines, which are scheduled within the next 30 days:

Friday, December 11, 2020

e AGENCY DEADLINE for submitting Agency Test Participation (SSN File) forms
to the Annual Pay Raise Mailbox.


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flnks.gd%2Fl%2FeyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDIsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAxOTEyMTIuMTQyMzU2OTEiLCJ1cmwiOiJodHRwczovL25mYy51c2RhLmdvdi9DbGllbnRTZXJ2aWNlcy9IUl9QYXlyb2xsL1BheVJhaXNlLyJ9.d8LMKnVW9WYb8BPc3tn6lLfZEUSHZuj8vfGfKDrafRU%2Fbr%2F72851785807-l&data=02%7C01%7C%7C5c2677959f54498ecf0808d77fe9543f%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637118512423555719&sdata=d5CkbzRqLBOkVCTbegFyWSG0Gww2VQOkzzqAjtwxzMY%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flnks.gd%2Fl%2FeyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDIsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMDExMTcuMzA2NDQ4OTEiLCJ1cmwiOiJodHRwczovL25mYy51c2RhLmdvdi9DbGllbnRTZXJ2aWNlcy9IUl9QYXlyb2xsL1BheVJhaXNlL2RvY3VtZW50cy90aW1lbGluZS5wZGYifQ.DNeGEWy9KWcqhH6LrxwYaVRlDTYzJ3oBH2WQjLoueEE%2Fs%2F15609114%2Fbr%2F89945615381-l&data=04%7C01%7C%7Ccaccd47e9c0d430ae1f508d88b42d402%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637412466428606052%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=JFO1aM0QO0BCeDD1e4aU3osaBepFMgtzrqWYO79orUw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flnks.gd%2Fl%2FeyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDMsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMDExMTcuMzA2NDQ4OTEiLCJ1cmwiOiJodHRwczovL25mYy51c2RhLmdvdi9DbGllbnRTZXJ2aWNlcy9IUl9QYXlyb2xsL1BheVJhaXNlL2RvY3VtZW50cy9wcm9jZWR1cmVzLnBkZiJ9.Bax9IYwp4ZQU1KofTZ1AXiuGKjLkpJh7hJk94dfI608%2Fs%2F15609114%2Fbr%2F89945615381-l&data=04%7C01%7C%7Ccaccd47e9c0d430ae1f508d88b42d402%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637412466428606052%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=V%2BTKttOdG%2FhjbWNAkuRxAXUcoqmPx9GOd6qPf5hgvFY%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flnks.gd%2Fl%2FeyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDUsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMDExMTcuMzA2NDQ4OTEiLCJ1cmwiOiJodHRwczovL25mYy51c2RhLmdvdi9DbGllbnRTZXJ2aWNlcy9IUl9QYXlyb2xsL1BheVJhaXNlL2Zvcm1zL2NvbnRhY3RfZm9ybS5wZGYifQ.ltl9qOAyIjJ1OCl-MciYSFUKg3z0pY7a4vdecrZYDdM%2Fs%2F15609114%2Fbr%2F89945615381-l&data=04%7C01%7C%7Ccaccd47e9c0d430ae1f508d88b42d402%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637412466428616002%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=2F0dp09X3ZO3ls%2FVXClePaFJcIB8yMzU5cCIgG5pWv0%3D&reserved=0

AGENCY DEADLINE for submitting Agency Security Access Requests via
ServiceNow.

AGENCY DEADLINE for submitting updates regarding the “revised” Agency
Contacts List to the Annual Pay Raise Mailbox.

Tuesday, December 15, 2020

NFC will conduct a follow-up conference call with Agencies (via Adobe Connect),
to ensure that everyone is prepared for the upcoming pay raise processing
activities for PP01-2021. The Client Management Branch will send out invitations
via Adobe Connect.

Thursday, December 31, 2020

AGENCY DEADLINE for submitting Annual Pay Raise requirements and Table
Management System (TMGT) updates. Due to the impact of end-of-year holidays
on this project, the processing dates identified in the 2021 Annual Pay Raise
Activities TIMELINE must be followed to ensure that the January 2021 pay
increase is processed as scheduled. There will be no extensions.

o For TMGT updates that should be processed manually for Table 029 and
Table 098, Agencies will be required to submit their manual requests to
the TMGT Team via the new ServiceNow procedures for TMGT updates
(see INQUIRY 20-05, Procedural Change in Requesting TMGT Updates,
dated September 23, 2020:
https://www.nfc.usda.gov/Publications/HR _Payroll/Research_Inquiry/Bulle
tins/2020/INQUIRY-20-05.htm). Please note that the ServiceNow
procedures require Agencies to include a screen print of the manual table
update requested. However, Agency Requirements/TMGT Tables forms
relating to those manual updates should be submitted to the Annual Pay
Raise Mailbox, and the ServiceNow ticket number should be entered on
the form for tracking purposes.

o For TMGT updates that should be processed via batch load, Agencies will
be required to submit their Agency Requirements/TMGT Tables forms to
the Annual Pay Raise Mailbox, along with the associated table update
requests.

NOTE: Agency-specific requirements and table updates received after
Thursday, December 31, 2020, may be processed retroactively in a later pay
period, as a separate project based on an Interagency Agreement with your
Agency. If the President signs the Executive Order late, the deadline will be
adjusted accordingly.

Friday, January 1, 2021 - Monday, January 4, 2021



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nfc.usda.gov%2FPublications%2FHR_Payroll%2FResearch_Inquiry%2FBulletins%2F2020%2FINQUIRY-20-05.htm&data=04%7C01%7C%7C655124c8bb234e4147f708d88730a668%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637407990306534886%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=0qAenMKOnquMnr8SX03eSDxs19OkUlrnvo3FboFI%2FnY%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nfc.usda.gov%2FPublications%2FHR_Payroll%2FResearch_Inquiry%2FBulletins%2F2020%2FINQUIRY-20-05.htm&data=04%7C01%7C%7C655124c8bb234e4147f708d88730a668%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637407990306534886%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=0qAenMKOnquMnr8SX03eSDxs19OkUlrnvo3FboFI%2FnY%3D&reserved=0

e NFC will process Agency Requirements/TMGT Tables forms and will load Office
of Personnel Management (OPM) Tables/Agency-specific bulk files to the TMGT
Production Database.

e NFC will apply TMGT Updates into EmpowHR after table entries are loaded into
Production.

Tuesday, January 5, 2021

e AGENCY DEADLINE by 4:00 p.m. central time (CT) for submitting Agency
Status Reports to the Annual Pay Raise Mailbox (with approval/findings for the
verification of TMGT and EmpowHR table entries).

e NFC will run TEST PINE Pass 01 for PP01-2021 in IDMS61/DICTO2 (evening
run).

Wednesday, January 6, 2021

e AGENCY DEADLINE by 4:00 p.m. CT for submitting Agency Status Reports to
the Annual Pay Raise Mailbox (with approval/findings for the verification of TEST
PINE Pass 01 data).

e AGENCY DEADLINE to clean up PRODUCTION suspense to ensure pay
adjustments for PP01-2021 will process correctly.

e NFC will run TEST PAYE Pass 01 for PP01-2021 in IDMS61/DICTO02 (evening
run).

Thursday, January 7, 2021

e AGENCY DEADLINE by 4:00 p.m. CT for submitting Agency Status Reports to
the Annual Pay Raise Mailbox (with approval/findings for the verification of TEST
PAYE Pass 01 data).

Friday, January 8, 2021

e NFC will release a Committee for Agriculture Payroll/Personnel System (CAPPS)
Notice to remind Agencies of the execution of PRODUCTION PINE Pass 01 for
PP01-2021, which is scheduled for the evening of Sunday, January 10, 2021.

Review the 2021 Annual Pay Raise Customer Procedures for complete guidance
regarding the overall project. Please be reminded that Agency Requirements/TMGT
Tables forms are only required for those pay plans with “special” requirements that your
Agency wants processed by NFC. As stated on pages 3 and 4 of the customer
procedures, Agency Requirements/TMGT Tables forms are not required for those pay
plans listed under Federal Pay Increases Not Processed or for those pay plans listed




under Federal Pay Increases Processed Automatically. NFC will perform those actions
by default.

Review the “revised” 2021 Annual Pay Raise Agency Contacts List to verify that the
Agency Contacts identified are valid. NFC has received verification from those Agencies
marked with a “Y.”

e If changes are required, please complete the 2021 Annual Pay Raise Agency
Contact Information Form and submit your changes to the Annual Pay Raise
Mailbox.

¢ If no changes are required, please send an email to the Annual Pay Raise
Mailbox stating that no changes are required for your agency.

If you have any questions/comments regarding this notification, please send an email to
the Annual Pay Raise Mailbox at Annual.PayRaise@usda.gov.

Thank You,

2021 Annual Pay Raise Team


mailto:Annual.PayRaise@usda.gov

