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This SOP will provide instructions on each step needed to run calculations within RCA. It
assumes basic knowledge of RCA; further detailed information can be found in the
GoMBC/RCA Manual. If you have not attended RCA training or have additional questions,
please contact ADG-Support@state.gov.
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RCA SETUP

Each year, setup must be completed before calculations can be run in RCA. ADG and OE have
worked together to upgrade RCA. Now RCA has been fully integrated into GoMBC. You will
no longer be required to access another application when running your calculations. Instead,
you will access RCA directly from the HR Menu in GoMBC. There have been several changes
in RCA to streamline the process and make the application more user friendly.

BEFORE STARTING: DOWNLOAD AND CLEAR DATA

RCA does not store historical calculations; it is a tool for running calculations and submitting
rewards for payment. If you completed calculations in RCA last year and did not clear the

data, follow the steps below. Otherwise, continue to Step 2:

CONFIGURATION.

UPDATE REWARDS

1. From the left menu, select the Output or you can click on Output from the status bar at

the top of the page.

® Dashboard Calculation Progress (Output)
Current Organization
~
Yeren . @ ©) ©] @ ® @
CGFS Import EPR Data Import Verify & Correct Cacula iy Output Output
Supervisor >
Download All Export to OPS Clear All
Organization Admin >
Org. Admin Reports > Q| Global Filte:
Rewards Calculations v
a0 1] Mame 1] Poul 1] SpeciaiRate [|  Dewnlosd  Exchede from0P3 1] Sent 10 0PS 1| Emait ] Email Sent T
1 Rewards Configuration
998998998 ABLE, DAVID DAD & 11/25/2025 02:15:39 ABLEDAVID@training gov
8 Import CGFS
333333555 AKOYA, KEIKD DET Employees & 11/25/2025 02:15:39 AKOYAKEIKO@training.gov
B import TS
887654321 ANDERS, JAKOB ICASS 8 & ANDERSJAKOB@Iraining.gov
@ Verify And Correct Import
666666652 ARELLANG, KARINA ICASS 9/10/M1 & Arellano@training.gov
@ Calculations
998012970 ATWATER, JAMES OBO 11 & 11/25/2025 02:15:39 ATWATERJAMES@training gov
8 Verify Output
999999989 BALDARRAMA, ROXANA ICASS 1/3 & 11/25/2025 02:15:39 BALDARRAMAROXANA@training gov
B Output
123334456 BEANS, TIMOTHY ICASS 9/10/11 & 11/25/202502:15:39 BEANSTIMOTHY@training.gov
123445566 BENJAMIN, SHIRLEY ICASS 5/6 & 11/25/2025 02:15:39 BENJAMINSHIRLEY @itraining gov
123456688 BENTOQ, MICHAEL ICASS 1/3 & 11/25/2025 02:15:39 BENTQMICHAEL@training.gov
123334567 CARTER, WENDY ICASS 9/10/11 & 11/25/2025 02:15:39

CARTERWENDY@training.gov

2. Make sure to download your previous year zip file for your records BEFORE you Clear All.

To do this, click Download All.

Download All Export to OPS Send Email Clear All

3. Select Clear All, once you take this action you cannot retrieve your zip file from the
previous year and all calculations, output files and approvals will be permanently deleted.
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UPDATE REWARDS CONFIGURATION

1. In the Left-Hand menu, scroll down to Rewards Calculations, click on Rewards
Configuration.

@ Dashboard
Current Organization

Yemen v

Supervisor 5 >
Organization Admin >
Org. Admin Reports >

Rewards Calculations v

1t Rewards Configuration

8 Import CGFS

B Import TPS

@ Verify And Correct Import
& Calculations

Verify Output

B Output

2. You can see the Mission you will use for your calculations in the Current Organization
dropdown menu. If you have a regional role, you will use this dropdown menu to select a
Mission other than the Mission where your profile is located.

@ Dashboard

Current Organization

I Yemen —_— vI

Supervisor 5 >
Organization Admin >
Org. Admin Reports >
Rewards Calculations >

UPDATE REWARDS CONFIGURATION: MissION TAB

The first time you set-up the Rewards Configuration, you will be required to configure the
Mission information. When you look at this screen you will notice the Post Codes, Mission
Name, Description, Rating Year Start and End Dates are greyed out. This information is now
pulled directly from your GoMBC Mission Profile.
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To change any of this information, you will need to update your GoMBC Mission Profile. If
you have any Post Codes missing, open a ticket with ADG-Support@state.gov. Each year you

will need to review and update the Rewards Configuration.

Rewards Configuration - USUN New York (General Rewards Settings)

Rating Vear End Dats

Rating Yesr Start Date

Time & Attengance Stan Date

Cut Off Date For T&A Adjustments

Optional Lump Sum Payment

£

1. Use the drop-down menu to select a Performance Cycle, you will only have performance

years available which have already been created in GoMBC.

Mission
Post Codes
166084

Mission Name

USUN New York

Description

performance Cycle [l

2020-2021
2021-2022
2022-2023

2023-2024

2024-2025

2. Next you will need to select the Time & Attendance Dates you will use for the
calculations. Remember the dates will not match exactly with the Performance Cycle

Dates.

REWARD CALCULATION APPLICATION (RCA) SOP ADG
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Click on the calendar icon to first select the Time & Attendance Start Date, choose the
first Sunday of the Pay Period you select. Then click on the calendar to select the Time &

Attendance End Date, choose the last day of the pay period.

Performance Cycle
2024-2025
Rating Year Start Date

03/01/2024

Time & Attendance Start Date

Rating Year End Date

Time & Attendance End Date

02/28/2025

The first day of pay period four (PP4 2024) is Sunday, 02/25/2024.

The last day of pay period three (PP3 2025) is Saturday, 02/22/2025.

REWARD CALCULATION APPLICATION (RCA) SOP
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Time & Attendance Start Date

m-

February | 2024

Tu We
13 7
13 14
20 21
27 28

22

29

Fr sa
2 3
a 10
16 17
23 24

Time & Attendance End Date

02/22/2025

-

February ~| 2025 ~

Su Mo Tu We Th Fr Sa
26 29 1 PP2
2 3 4 5 6 7 8 PP2
9 10 1 12 13 14 15 PP3
16 17 18 19 20 21 22 PP3
23 24 25 26 27 28 PP4

ADG

PAGE 6 OF 81



Once you have selected the T&A Start Date and End Dates, the Pay Periods visible will be
the pay periods you will select when choosing your MBC Report from SHIFTS.

Rating Year Start Date

03/01/2024

Time & Attendance Start Date

02/25/2024 (=]

Rating Year End Date

02/28/2025

Time & Attendance End Date

02/22/2025 =]

3. The Base Increase Rate type the increase into the field to update this percentage

year.

Time & Attendance Start Date
02/25/2024 E PP4

N % of Base

3 C—

Time & Attendance End Date

02/22/2025 E PP3

each

4. You will also need to update the LCP Currency by entering the currency abbreviation
which is used in your Mission by typing directly into the LCP Currency text box.

LCP Currency

|

h

Currency is required.

REWARD CALCULATION APPLICATION (RCA) SOP
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5. The Number of Standard Working Hours per Pay Period will default to 80. This is the

number of standard hours which is used for the majority of the LE Staff in your mission.

You might have multiple salary plans with more hours but use the number which is most
applicable.

N % of Base

3.5

LCP Currency

UsD

Number of standard working hours per PP

g0 €

You will need to set the Cut-Off Date for Time & Attendance Adjustments by clicking on
the calendar icon. The date must be after the Time & Attendance End Date, if you don't
choose a date after the Time & Attendance End Date, you will get an error message and
you will not be able to move forward.

Cut Off Date For T&A Adjustments

Cut Off Date For T&A Adjustments is required.

March v| 2025 v~

Su Mo Tu We Th Fr Sa

23 24 25 26 27 28 1 PP4
2 3 4 5 6 7 8 PP4
9 10 " 12 15 14 15 PP5

16 17 18 19 20 21 I22 PP5
23 24 25 26 27 28 29 PP6

30 31 1 2 3 - 5 PP6

03/22/2025 E PP5
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7. If your Mission offers employees the option to choose between a lump sum payment or
base salary increase, you will need to set the toggle button to Yes. When Yes is selected,
you will need to choose a Lump Sum Decision Deadline using the pay period calendar.

Cut Off Date For T&A Adjustments

03/22/2025

Optional Lump Sum Payment

el

|-

E Yes

Optional Lump Sum Payment

Lump Sum Decision Deadline

01/25/2025 E PP1

8. Use the Performance Pay Effective Date calendar by clicking on the calendar icon to
choose the date the rewards are scheduled to become effective. The Performance Pay
Effective Date must be the first Sunday of the pay period authorized in your LCP as the
MBC rewards payment effective date. This date will be sent to OPS and included in the

CGFS interface file.

Optional Lump Sum Payment

D«

Performance Pay Effective Date

Save

Performance Pay Effective Date is required

Lump Sum Decision Deadline

01/01/2025 E PP2&

May

Tu

| 2025 v
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9. Click Save when you are finished. A green Proceed button will appear; however, you will
not be able to select proceed until you have completed all required data for the Rewards
Configuration.

Performance Pay Effective Date

05/17/2025 E PP9

REWARDS CONFIGURATION: REVIEW AND UPDATE POOLS

For calculations to run successfully, pools must be defined correctly in RCA. RCA pool names
must correspond to pool names of finalized reviews in GOMBC. Now there are several options
to use when creating pools in RCA. Empty pools will not be imported from GoMBC. It is
possible to select both Sync Active Pools and Sync Pools in EPRs.

@ Please resolve configuration issues: there are no salary plans defined; there are no pools defined;

Mission | Pools | T&A Codes Conditions Grades  Salary Plans  Calculation Approval  Individual Memos

Add New [ Sync Active Pools } { Sync Pools in EPRs

@® Date active pools synced: Never. Date pools from reviews synced: Never. é—

Sync Active Pools will import all current pools from GoMBC. This will import all pools exactly
as they are today in GoMBC. If you have made changes to your pools after the end of the
rating period, these changes will be imported if you Sync Active Pools. This should only be
used in coordination with OE/ADG Support.

Sync Pools in EPRs will import all pools which were included in this Performance Year’s
Finalized EPRs. Therefore, if you had to add new pools or make changes after an EPR was
finalized a new pool will not be imported. Also, if you have pools which exist but do not have
finalized EPRs, these pools will not be synchronized. This is the option you should choose.

Add New allows you to create new pools. If you have to create a new pool for calculation
purposes only, you can create the pool here and it will not appear in GoMBC.
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When you sync the pools, you will see the date you choose to sync active pools,

pools were synced from EPRs.

or the date

Q  Global Filter

Consular A

Consular B

Consular Section

DAO

FCS

FCSA

MGT A

MGT B

MGT C

MGTD

Consular A

Consular B

A description for COnsular Pool

FCS A

MGT A

MGT B

MGT C

MGT D

Mission T&A Codes  Conditions ~ Grades  Salary Plans  Calculation Approval  Individual Memos
Add New i Sync Active Pools ] I Sync Pools in EPRs

I| @® Date active pools synced: 06/11/2025. Date pools from reviews synced: 06/11/2025.

Tyminski, Terri

Tyminski, Terri

VELICHKOV, VESSELIN

Farris, Laurie

Ehrmann, Robert

Hebert, Nathan

Tyminski, Terri

Arias Villela, Gabriela R.

o S S
=] (=) [=] =] [a] (@] (3]

(]

ol
= §

You can Edit or Delete pools as needed by clicking on either the edit icon or delete icon in the

Actions column. Making changes to pools here will not affect your pools in GoMBC.

Edit will bring a page to allow you to change the Pool Name and Pool Description. Once you
make the necessary changes, click Save.

Edit Pool

Name

Consular A

Description

Consular A

Delete will prompt you to confirm you want to delete your selected pool. Select Yes to delete
the pool. Once you go back to the Pools page, the deleted pool will no longer be available.

Sync Pools

Are you sure you want to delete the pool Pool?

=Em
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REWARDS CONFIGURATION: T&A CODES

Time & Attendance (T&A) Codes come from CGFS and are used by Post to report an
employee's attendance during work hours. ADG has programmed approximately 50 T&A
Codes in RCA, however you will still need to review all the T&A codes contained in your MBC
Report to ensure all applicable codes for your Mission are included in your Rewards

Configuration before you move forward with the calculations

All T&A codes in your MBC report from CGFS must be included in RCA. If there are T&A codes
that do not apply to your Mission, it is recommended that you leave the codes. Additional
codes will not cause issues with calculations, and it is possible that codes will be valid for your

Mission in later years.

1. Retrieve the MBC report from SHIFTS. If you do not have access, reach out to your Post
timekeeper. The report must include all 26 Pay Periods between the Time & Attendance

Start and End Dates specified in the Mission Tab.

2. Inthe Excelfile, if an arrow drop-down menu is not shown for the column headings, select
. . .
Sort & Filter, then the Filter option.
File Home Insert Page Layout Formulas Data Review View Automate Help - Comments W
R Jo Jax BE== o (Eweew Genera B B B &8 E v c-ig] O B
M~ - i~

P S==== Conditional Formatas Cel Delete Format Sort & Find & Adg-

=y B I U-~ G- A~ [E]EE EE Bveeacemer - § - % 9 W B e e e & Clear- ke | et = "
Clipboard 1 Font [ Alignment [ Number o] Styles. cells Edtl Al sotAtoZ jivity  Add-in: ~
(D) UPDATES AVAILABLE Updates for Office are ready to be installed, but frst we need to close same apps. | Update now 2] smzion =

2| satzioA

37 ~| 1 fr  ERMATR_LV Custom Sort. g

A
CAL_RUN_ID

] c
ORIG_CAL_

DEPTID
RUN_ID

D E F

G H 1 J K L M
us_sum_rs_m.m DS_DIV_B

DS_OBJEC| EMPLID NAME PIN_NM DESCR WINTA |PIN_INDUS|
UREAU | T_CLASS CODE TRY

FISCAL_YR| MENT

N
[cALC_RSL
T_VAL

[s)
D5_CALC_|
RSLT_USD

P

COMPRAT

E

HOURLY|
_RT

B Filter

J' FTE

vV w
TERM|DS_BE!
INATH| EFITTIM
ON D| G_ORC

1 -

IRE_DT

3. Select the arrow next to the PIN_NM column to view all T&A codes contained in the Excel

file.
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LID NAME PIN_NM

- - I -

21 sortAatwoz

Z] sotztoA

Sort by Color >

Text Filters >

Search

[ (Select Al

-[¥ ER_ANNL_LV
ER_EXCUSE_LV

-[¥ ER_FRLGH_LV

-[¥ ER_LWOP_LV

- [l ER_MATR_LV

Add New to create a T&A code not included in your Rewards Configuration. Type the Code
and Description into the text field. Use the drop-down menu to select the T&A Code Type.
Select the Duty Flag toggle to Yes if these hours are to be included in the calculations.

New ThA Code |
Code
Description
Type
Holiday Pay B— -
Duty Flag
No n
.

Edit allows you to change the Code, Description, Type and Duty Flag for any saved T&A Code.
Click Save when you are finished and you will see the updates saved in the T&A page.
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Edit TnA Code 3l

Code

AE_RCTW_LENT

Description

Comp Time Worked

Type

Overtime -_

Duli F\ai

REWARDS CONFIGURATION: CONDITIONS

Each Mission should outline in their LE Staff Handbook how periods of leave affect an
employee's MBC reward. If you do have conditions which affect an employee's MBC reward
calculations, you will need to enter the condition here so RCA will apply the conditions
during the calculations. If you are unsure if your Mission has any special conditions which
will impact your MBC calculations, please reach out to the Office of Overseas Employment

(PERT/OE).

There are two global conditions which affect all missions which you cannot edit, this is for
AWOL (Absent Without Leave) and LWOP (Leave Without Pay). If your Mission has an
exception from PERT/OE to either of these conditions, please reach out to ADG (ADG-
Support@state.gov) and we can modify this for your mission.

Mission  Pools  T&A Codes | Conditions | Grades  Salary Plans  Calculation Approval  Individual Memos

Add New

Q  Global Filter
Name . Description .+ TEACodes . Enabled/Disabled Actions
AWOL An employee Wr‘]OA at the end of his/her rating period, has taken 8 or more cuwulallve Hours of ER_AWOL_LV @
ER_AWOL_LV will receive a prorated MBC payment that reflects the whole period of absence
An employee who, at the end of his/her rating period, has taken 80 or more cumulative Hours of N
ER_LWOP_LV I

LWOP
ER_LWOP_LV will receive a prorated MBC payment that reflects the whole period of absence

To create a condition, click Add New. You will need to complete each field to set up the
condition.
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Edit Condition - [ ok |

Condition Name
T&A Codefs)

elect T&A Codes

Unit

@ An employee who, at the end of his/her rating period, has taken 0.00 or more cumulative hours of will receive a prorated MBC reward for all hours above 0 with the selected TEA code.

From (Hours) To (Hours) Is Consecutive  Is whole period prorated
0 * g No No
From (Hours) To (Hours) Onward Prorate Time/Fixed TPS

P > o .] Yes E. Prorate Time

Condition Name must clearly describe the specific condition (example: Parental Leave,
Maternity Leave or Long-Term Sick Leave).

Edit Condition - Parental Leave
Condition Name

Parental Leave

T&A Code(s) is a drop-down menu you can use to select all codes which apply to this
condition. To remove a T&A code, click on the X. As you select a T&A code, each code will
populate in the text field in blue.

Edit Condition - Parental Leave
Condition Name

Parental Leave

T&A Code(s)

ER_PATR_LV (Duty) ® [ ER_MATR_LV (Duty) ® [ ER_PARENT_LV (Duty) &

E9 ER_MATR_LV (Duty)

ER_MIL_LV (Duty)

ER_PARENT_LV (Duty)

ER_PATR_LV (Duty)

ER_RCTU_LV (Duty)

Unit is predefined to Hours; you cannot change this in the application. If your condition is not
set to hours, you will need to convert from the current unit to hours.
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Edit Condition - Parental Leave

Condition Name

Parental Leave

T&A Code(s)

ER_PATR_LV (Duty) ® | ER_MATR_LV (Duty) @ ER_PARENT_LV (Duty) @

Unit

You will notice the condition is written in a sentence format as you set up the condition, it
will automatically update.

Edit Condition - Parental Leave
Condition Name

Parental Leave
T&A Code(s)

>

Unit

Hour v

@ An employee who, at the end of his/her rating period, has taken 0.00 or more cumulative hours of ER_PATR_LV (Duty), ER_MATR_LV (Duty), ER_PARENT_LV (Duty) will receive 0 points for
hours above 0 with the selected T&A code

Once you add the T&A Code(s) to your condition, this will trigger RCA to start counting all
hours reported for each employee’s T&A Report with these codes.

The first part of the condition will default to start counting from zero, meaning once the first
hour is reported, RCA will add all hours for this particular T&A Code. You will see this reflected
in the From Hours 0. You will need to define what happens next. If your LE Handbook allows
for a specific number of hours with this T&A code to not affect the employee’s MBC Reward,
then you would enter the number of hours allowable BEFORE the condition is applied to the
employee’s MBC Reward. (Example: An employee may have 100 hours of Sick Leave without
affecting their MBC Reward. However, if they have 101 or more hours, then their MBC
Reward will be prorated. In this case you would enter 100 in the To Hours, RCA would then
apply the condition and prorate all hours starting from 101 hours of this T&A Code.) If there
are no allowable hours of this T&A Code without affecting the employee’s MBC Reward, then
you would enter 0 in the From Hours and RCA would apply the condition from the 1st hour
reported of this T&A Code.

From (Hours) To (Hours) Is Consecutive  Is whole period prorated

0 - D Yes No
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You will then need to define how the hours should be counted. Will RCA count consecutive
hours or cumulative hours? Consecutive hours would need to be confirmed during the
calculation process because RCA only uses hours submitted in each pay period in the MBC
Report. RCA cannot determine which days a T&A Code is reported. If Cumulative Hours are
selected, RCA will add all the hours entered for this T&A Code for the entire T&A period in
the MBC Report.

From (Hours) Is Consecutive | Is whole period prorated

0 D Yes No

RCA is not tied to applying a condition to a specific pay period, therefore, if a condition
requires prorating all hours of a specific T&A Code, toggle Yes to Is Whole Period Prorated.
This will trigger the condition to prorate all hours of the T&A Code in your condition once the
first set of criteria is met. (In this example below, the first 160 hours are not prorated, the
proration will start from 161 hours.

If Is Whole Period Prorated is toggled to YES, this would change the condition to include all
hours starting from the 1st hour reported once 161 hours is reached.)

@® An employee who, at the end of his/her rating period, has taken 160.00 or more consecutive hours of ER_MATR_LV (Duty), ER_PARENT_LV (Duty), ER_PATR_LV (Duty) will receive 100 points
for hours above 160 with the selected TRA code.

From (Hours) To (Hours) Is Consecutive  |Is whole period prorated

> 160 .j Yes No

0

Next you will define the number of hours which are included in the proration by entering the
From Hours and To Hours to be applied in the condition in the second line of the condition.
To Hours can use a number to define a specified number of hours, or you can select Onward
to keep searching for all consecutive hours using the T&A codes listed in the condition until
the T&A End Date in the Rewards Configuration. Use the Prorate Time/Fixed TPS toggle to
choose how the proration will be applied, either as a Time Prorate (which will exclude the
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specified hours from the employee’s calculations) or a Fixed TPS (which will apply a specific
TPS for the hours counted). If Fixed TPS is applied, you will need to enter the TPS.

From (Hours) To (Hours) Is Consecutive  Is whole period prorated

0 - 160 D Yes No

From (Hours) To (Hours) Onward Prorate Time/Fixed TPS TPS

161.00 > [ 480 No .3 Fixed TPS 100

An additional layer to this condition can be added. From Hours start by adding one whole
hour in the To Hours in the previous part of the condition. You would still have the option to
choose between Prorate Time or Fixed TPS.

From (Hours) To (Hours) Is Consecutive  Is whole period prorated
0 > 160 E Yes No
From (Hours) To (Hours) Onward Prorate Time/Fixed TPS TPS
161.00 > | 40 No .j Fixed TPS 100
From To (Hours) Prorate Time/Fixed TPS
481.00 e e C. Prorate Time

In the example shown, the condition is not applied for the first 160 consecutive hours
containing the T&A Codes in this condition. Consecutive hours from greater than 160 to 480
will have a TPS proration and will be assigned a score of 100 points for this employee. All
consecutive hours containing any of the T&A Codes reported over 480 hours will have a time
proration applied and will not be counted in the eligible hours considered in the calculations.

REWARDS CONFIGURATION: GRADES

All Grades are imported from GoMBC and cannot be changed in the Rewards Configuration.
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REWARDS CONFIGURATION: SALARY PLANS

o1

02

03

04

05

06

o7

08

09

10

Mission  Pools T&A Codes  Conditions Salary Plans  Calculation Approval  Individual Memos

Q

During your initial setup, you will be required to enter all salary plans and salary ranges for
each Salary Plan. After your initial setup, your information will be stored. Update it annually
before starting calculations if your Mission received a salary increase. If your salary increase
occurs after the end of the Rating Period, then you will not update the Salary Plan before
your calculations, instead you will use the Base Salary Increase button later in the

calculations.

Add New will open a window for you to enter a new Salary Plan.

Mission

Add New

Q  Global Filter

T&A Codes

Calculation Approval  Individual Memos

P080

Click on the edit icon in the Actions column to enter or update the salary ranges.

P080

P096

Actions
EiL)
«|s
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Use the toggle buttons in the Include column to select the grades associated with this Salary
Plan, Save, when finished. You will repeat this action each year when you update your Salary

Plans.
Edit Salary Plan
Salary Plan Name
P0%6
Number Of Working Hours Per Pay Period
Include Grade Name Grade Min Grade Max
-:l 01 247136 395403
n 02 286230 457952
D 0 4086 598509
D 04 48099 769590
.] 05 533478 853576
06
o7
o8
09
10
n
12
13
___ a |

REWARDS CONFIGURATION: CALCULATION APPROVAL
When your pools are synced, all Pool Approvers are imported. You can change the Pool

Approver in RCA by clicking the Change button. You will be able to continue to make changes
through Verify Output state.

REWARD CALCULATION ApPPLICATION (RCA) SOP ADG PAaGe 20 oF 81



Mission  Pools  T&A Codes Conditions Grades Salary Plans | Calculation Approval | Individual Memos

Pool Approvers
Pool Approver

Consular Pool Old Approver Change

Use any of the filters in the Search Box to find a new Pool Approver, the new Pool Approver
must already have a GoMBC profile. Once their profile appears, click on the person icon in
the Actions column.

Employee Search
Search Criteria

Name Email

NewApprover@siate gov [

Position Title

SR

You will see the new Pool Approver you selected appear in the list. This change will not be
reflected in GoOMBC.

Mission Pools T&A Codes Conditions Grades Salary Plans | Calculation Approval | Individual Memos

Pool Approvers

Pool Approver

Consular Pool New Approver Change

Your Reward Calculation Approver 2 and Reward Calculation Approver 3 will need to be
updated in GoMBC using Assign Roles. This can be done by a Mission Administrator or System
Administrator.

Reward Calculation Approvers 2
Approver Active

Reward Calculation Approvers 3

Approver Active
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REWARDS CONFIGURATION: INDIVIDUAL MEMOS

RCA has Individual Memos which will display the TPS, reward amount and the Lump Sum
deadline (if applicable) for HR to provide to each employee. OE has created standard
templates which are uploaded in RCA. Each mission will have the option to add a Localized
Template by updating the default template into a local language. To use the Optional Lump
Sum Template, you must select the Optional Lump Sum toggle in the Mission Tab. At the end
of the calculations in Output you will have the option to send the updated memos from the
current performance year calculations directly from RCA to the employee.

Individual Memos

Template to use if Optional Lump Sum Payment is Selected

Default Template Download

Localized Template Upload

To upload a Localized Template, you will need to first Download the Default Template.

Individual Memos

Template to use if Optional Lump Sum Payment is Selected

Default Template Download

Localized Template
Upload

You will find the downloaded template in your Downloads folder. Open the template and
make the needed adjustments/translations.
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MISSIONDESCR

DOCDATE

Dear EMPLNAME,

This notice serves to advise you of your Merit Based Compensation (MBC) reward for the
STARTPERFYEAR — ENDPERFYEAR performance year. The MBC reward is scheduled to be added
to your basic salary until you reach the maximum salary for your grade level. Once the
maximum is reached, the reward is paid as a lump sum.

Effective Date: MPLSEF
MBC Reward: TOTALREWARD CURRENCY
Current Base Salary: BASEPAY CURRENCY
New Base Salary: REVISEDBASEPAY CURRENCY
Lump Sum: LUMPSUM CURRENCY

Total Performance Score (TPS) for Review:

TPSSCORE

The MBC reward is based on employee performance, as reflected in the TPS, and is variable
from year-to-year.

The following is only applicable to employees who are scheduled for a salary increase but
prefer a lump sum: You have the option of requesting your MBC reward as a lump sum by
completing the enclosed MBC Reward Payment Selection Form. Return the form to Human
Resources (HR) no later than MPCDLS. Please note:

e New Basic Salary and Lump Sum amounts listed above will change if you opt for a

lump sum. Your basic salary will not increase if the MBC reward is paid as a lump sum.
® Your decision affects this performance year only.
® Your decision is irrevocable.

In case of questions, please contact HR.

Once the Localized Template is uploaded, you will have two new options, you can Download
the Localized Template and you can also Remove. If you want to remove the Localized
Template, click the Remove button. This will allow you to download the Default Template,
make changes and upload again if you want to change your Localized Template.

Individual Memos

Template to use if Optional Lump Sum Payment is Selected

Default Template Download

Localized Template Download

Remove

I

REWARDS CONFIGURATION: PROCEED
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Once you have completed your Rewards Configuration, you will notice the green Proceed
button is now active. Click Proceed to start working on your calculations. All of your Rewards
Configuration tabs will lock after you Proceed, except Calculation Approvals.

Rewards Configuration -

Yemen (General Rewards Settings)

<€

@® There are no validation erors in the

Mission  Pools  T&A Codes

Post Codes

344101

Mission Name

Yemen

Description

Performance Cycle
2024-2025
Rating Year Start Date

03/01/2024

Time & Attendance Start Date

Conditions ~ Grades  Salary Plans  Calculation Approval  Individual Memos

Rating Year End Date

02/28/2025

Time & Attendance End Date

02/25/2024 E PP4 02/22/2025 E PP3
N % of Base
3

LCP Currency

usd

Number of standard working hours per PP

80

Cut Off Date For T&A Adjustments

03/22/2025 E RS

Optional Lump Sum Payment Lump Sum Decision Deadline

- 01/25/2025 E Pel

Performance Pay Effective Date

05/17/2025 PP9
S

If you need to make changes you will need to Unlock your Rewards Configuration. First you
will need to Clear your CGFS Import and EPR Imports. If you are further along in the
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calculation process, you will need to Clear and Unlock all stages before the Unlock button
will appear in the Rewards Configuration.

Rewards Configuration - Yemen (General Rewards Settings)
@ Current calculation ot editing ertors (
Mission Pools T&ACodes Conditions Grades Salary Plans  Calculation Approval  Individual Memos
Post Codes
344101
Wission Name
Yemen
Description
Pestormance Cycle
Rating Year Start Date Rating Year End Date
oaro/z024 ourzer202s
Time & Attendance Start Date Time & Attendance End Date
a- a
NofBase
LeP Currency
use
Number of standard workang Rours pec PP
s
Cut Oft Date For TaA Adjustments
a-
Optianai Lump Sum Payment Lump Sum Decision Deadine
[ =l -
Paarmance Pay Effective Dite
|-

RCA CALCULATIONS STEPS

After all RCA setups are verified, you may proceed to calculations. Your Rewards
Configuration will lock, and you will notice the message at the top of the page.

Rewards Configuration - Yemen (General Rewards Settings)

® Current calculation step is Data Imports, the profile is locked for editing. There are no validation errors in the configuration

RCA CALCULATIONS STEP 1: CGFS IMPORT- UPLOADING MBC REPORT

The CGFS Import is the MBC Report that is retrieved from SHIFTS. Before importing the MBC
Reward File into RCA, verify that the file is for the correct pay periods. The name of the file
contains the first and last pay period, for example: Postld_MBC_Report_2024B04 2025B03,
which means the report captures T&A data for pay period 4/2024 through pay period 3/2025.
You may want to work with your main timekeeper to verify that corrections to any pay
periods have been addressed before the MBC Report is downloaded.
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1. Upload CGFS File: Click on Import CGFS File from the left menu under Rewards
Calculations. Locate the CGFS file on your computer and add it to RCA.

Rewards Calculations v

ffit Rewards Configuration

B Import CGFS

8 Import TPS

@ Verify And Correct Import
& Calculations

Verify Output

B Output

Next in the CGFS Import, click on the Import From File button.

Calculation Progress (CGFS Import)

) ©)

CGFS Import EPR Data Import

Import From File | Clear Import

Locate your CGFS File (this is the MBC Report you downloaded from SHIFTS).

~

> Austria trip Name
> Camtasia Templ: Yemen Qld Files
> certs I @) RCA Demo Yemen MBC Report Nov

Fillable Template @ Yemen Dev - Testing New Functions

> LeOPF Docs
> MP4

> @, OAS Day 2 Part

> Sofia Expense Re |

v Yemen ‘

While your file is uploading you will see the message below. This process could take several
minutes depending on the size of your file.
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(1 2
Import From File Clear Import Export to Excel

Calculation Progress (CGFS Import)

CGFS Import EPR Data Import

@ Uploading File...

The message will change from Uploading File to Saving Data.

o 2
Import From File Clear Import

@ Saving Data...

Calculation Progress (CGFS Import)

CGFS Import EPR Data Import

As soon as your file is fully uploaded, you will notice a green confirmation message in the
upper right-hand corner. Next, the screen will display each employee included in your CGFS

File. The employees are listed alphabetically by last name.

Calculation Progress (CGFS Import)
@ O] 5
CGFS Import EPR Data Import
Q  GlobalFilter  Filter Location Searcl @ 1Emors A\ 10 Exeluded (D 71 Successful .] = 82 Total
Paywoit 0 1| am T Agency 7| Loesion 1| SslyPim ]| Grade | Ao 1) RS oo 1)
> @ 998998998 ABLE, DAVID 9700 23001 POBO 05 473,608 2080
> @ 333333555 AKOYA, KEIKO 1900 23001 POBO 10 735391 2080
> @ BB7654321 ANDERS, JAKOB 1900 23001 POBO 07 618071 2080
> @ 123456779 ANDERS, MARTA 1900 23001 POBO (o] 757455 2080

a1
2080
2080
2080

2080

cions
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Notice the updated layout. Users can now access Errors, Excluded, and Successful records
using the toggles in the top menu. You can filter your view by selecting one of the toggles.
The default view is set to Total; this view includes all records.

@ @ 3 4 5
CGFS Import EPR Data Import
Import From File Clear Import Export to Excel
Q  GlobalFilter Filter Location @ 1Ermors A\ 10 Excluded @ 715uccesstul ] 1= s2Totel

There is a new option to filter your view by Post. If your Mission has more than one Post in
your Mission, use the Filter Location dropdown to select one or more Posts for a filtered
view. This is useful for larger missions with multiple RCA Mission Admins helping to review
the data imports.

Import From File Clear Import Export to Excel
Q. Global Filter | Filter Location WV |

You can search for any employee using either their Payroll ID or Name. Type into the Global
Filter, then click Search.

1 Import From File Clear Import Expor| 9 Excel
Q  Global Filter Filter Location v

RCA CALCULATIONS STEP 1: CGFS IMPORT- REVIEW ERRORS

Review Errors: If errors appear, these must be addressed before you can proceed to the next
step. Click on the Errors toggle to view only employees with errors.

Import From File Export to Excel

Q. OGlobal Filter Filter Location ™ @@ 1 Errors /A 10 Excluded @ 71 Successful i= 82 Total

Hover your mouse over the exclamation mark to view the error message.
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Payroll D 1]

Agency T| Location | SalaryPlan T Grade T|

> € Annual Rate 700000.00 for grade 08 is above the Grade Maximum 688595.00. P080 08 Valid

700,000

Rate

One common error is given if the employee’s salary is outside of the salary for their grade
and pay scale, for example if the employee is in Saved Rate status. In this case, you can click
on the Valid Rate button or click on the Edit Icon to edit this employee’s profile.

Agency T|

Locaton 1| SabaryPlan 1| Grade 1]

666666899 NEROS, CLAUDIA 1900

700,000
23001 P80 08

Valid 2080 2080
Rate

Both Valid Rate and Edit will take you to the employee’s CGFS profile in RCA. You will need
to edit this information before you can move forward. At the bottom of the page, you will
notice a message which provides further information on the steps you must take.

Edit Employee
Payroll ID

666666899

Employee Type

Fulltime

Name

NEROS, CLAUDIA

Salary Plan
P080

Grade

08

Annual Rate (539769 - 688595)

700000.00

Special Rate

Select a Value

valid Special Rate value.

@ Please set the annual rate to a valid value based on the salary plan and grade selected, or select a

—
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In this example, you will notice the employee’s salary is above the Maximum Salary for their
grade. You will need to select a Special Rate (since this was not already marked in the CGFS
File).

Special Rate

Select a Value v

No Special Rate
Frozen Rate (FRTE)
Saved Rate (SR)
Grade Retention (GR)
Frozen Grade (FROZ)

Frozen Rate (FRTE) /Save Rate (SR) - Employees who have earned an MBC reward and are
currently on a saved rate or frozen rate (i.e., they are above the maximum salary of their
grade level) will receive the MBC reward as a one-time lump sum payment.

Grade Retention (GR) - Employees who have earned an MBC reward and are currently on
grade retention will be in a Performance Pool at their current (i.e., retained) grade, and their
MBC reward calculation and payment will be processed following the normal procedures.

Frozen Grade (FROZ) - Employees who have earned an MBC reward and are currently on
Frozen Grade will be in a Performance Pool at their current (i.e., frozen) grade, and their MBC
reward calculation and payment will be processed following the normal procedures.

Click Save when you are finished. Now the Error is cleared and you can see the Special Rate
is now included in the employee’s profile.

> @ 666666899 NEROS, CLAUDIA 1900 23001 POBO 08 700,000 SR 2080 2080 &

RCA CALCULATIONS STEP 1: CGFS IMPORT- REVIEW EXCLUSIONS

Review Exclusions: Review the Excluded list by clicking on the Excluded toggle at the top of
the screen.

e
Q_  Global Filter Filter Location v (@ 0Ermors .] 10 Excluded @ 72 Successful = 82 Total

Employees will be excluded automatically if their T&A does not cover the end of the rating
period. Per MBC policy, employees will not be eligible for a reward if they depart before the
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end of the performance period. Hover over the red Error Icon and the Yellow Warning Icon
to read the message.

> ©) 200667302 BAKER, KRISTOPHE

> @ 112345678 BURNS, ALLISON

> ‘Q Last pay period missing for this employee.

> [©) 112345678 BURNS, ALLISON

> ® E Excluded i|2 BAKER, KRISTOPHE
> ©) 112345678 BURNS, ALLISON

If an excluded employee should be included, click on the Plus Icon in the Actions Column.

> [O)] 200667302 BAKER, KRISTOPHE 1900 23001 P0O80 04 452,322 0 0

> @ 201520858 KOS, OLGA 1900 23001 Po8o 05 453816 0 0

Make sure you check each code. If a grade is missing in a Salary Plan the employee will appear
in the Excluded list.

> (0} 112345678 BURNS, ALLISON 1900 23001 P080 03 446,246 0 0

0 088 06 548,473 0 0

X Grade with name 06 does not exist for this salary plan P08 for this profie.

[0) 321045698 DINGLE, OPRAH 1900 23001 P080 08 622,357 0 0

To fix this you will need to clear your upload (see 1: CGFS IMPORT - CLEAR UPLOAD).

Save your changes you already made by Exporting to Excel.
From Rewards Configuration, click Unlock.

Edit the Salary Plans.

Select Toggle for Missing Grade.

Enter the Minimum Salary

Enter the Maximum Salary.

Click Save on the Missions Tab.

Click Proceed on the Mission Tab.

. Upload the downloaded MBC Report with your changes.
10. Pick up where you left off.

LN EWNE

REWARD CALCULATION ApPPLICATION (RCA) SOP ADG PaGge 31 0F 81



RCA CALCULATIONS STEP 1: CGFS IMPORT- REVIEW SUCCESSFUL RECORDS

Review Successful Records: Review the successful list by clicking the Successful toggle at the
top of the page. You can use the sort arrows in the grey bar to change your view and verify
information.

Q

>

>

Global Filter

@

@

PayrolliD T

998998998

333333555

Name T

ABLE, DAVID

AKOYA, KEIKO

@ 1 Errors

Agency 1| Location T

9700 23001

1900 23001

/A 9 Excluded .j @ 71 Successful

Salary Plan T Grade T|

P80 05

Po8o 10

Annual Rate T|

473,608

73539

‘= 81 Total

=5

Total Hours T

2080

2088

Eligible
A 10

2080

2088

,I_q

|=

To view an employee’s T&A record, you will need to first click on the Arrow in the first column
on the left.

o

© O O

PayrollID T]

998998998

333333555

887654321

123456779

ABLE, DAVID

AKOYA, KEIKO

ANDERS, JAKOB

ANDERS, MARTA

9700

1900

1900

1900
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This will display all the employees’ T&A reported in this Performance Period. Spot check some
employees who have been there the entire Performance Period to ensure the CGFS File
uploaded contained the correct dates. Verify the Number of Pay Periods Included, the Start
T&A Pay Period and End T&A Pay Period.

Pay Periods for ABLE, DAVID (26 included) 6
230_2024B04

> @ 230_2024B06

> @ 230 2024807

> @ 2302024808

> @ 2302024809

> @ 230_2024810

> @ 230_2024811

> @ 230_2024812

by @ 230_2024B13

> @ 230_2024814

> @ 230_2024815

> @ 2302024816

> @ 230_2024817

> @ 230_2024B18

> @ 230_2024819

> @ 230_2024820

> @ 230_2024821

> @ 230_2024822

> @ 230_2024823

> @ 230 2024824

> @ 230 2024825

> @ 230_2024826

> @ 230_2025601

> @

> | @ .230_2025803

If you see 26 Pay Periods Included, this will indicate that all Pay Periods are accounted for in
this employee’s T&A. You can see this T&A starts with PP4 of 2024 and ends with PP3 of 2025.
If you notice that none of your employees have 2080 Total Eligible Hours, your Start T&A
Date and End T&A Date need to be adjusted. See STEP 1: CGFS IMPORT: CLEAR UPLOAD.
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If there are pay periods included in the T&A which are outside of the Start Pay Period and
End Pay Period, they will automatically be Excluded and not counted in the employee’s MBC
Reward Calculations. Hover over the Error and the Warning icons to read the messages.

Pay Periods for CARTER, WENDY (26 included)

Pay Period 1| Eligible Hours |

”. Pay Period 230_2024B03 is before the start of the performance year.

b 2 230_2024R04 80 80

> ® 230_2024B0S 80 80

Pay Periods for CARTER, WENDY (26 included)

Total Hours T Eligible Hours T |

> 0] 4B03 0 0
> 1<) Z30_20Z480% 80 80
> @ 230_2024B05 80 80

Next you want to verify the number of hours reported is accurate. If the employee is P080,
then each Pay Period should have a sum of 80 hours reported. These 80 hours can be split
between various T&A Codes. To view the T&A Codes entered you can click on the Arrow in
the left column for each Pay Period. In the example below, you can see there are 80 Total
Hours reported and 80 Eligible Hours.

Pay Periods for CARTER, WENDY (26 included)

v @ 230202404  Cmm— 80 80
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You can see all the T&A codes used to add up to 80 Total Hours and 80 Eligible Hours.

Pay Periods for CARTER, WENDY (26 included)

PayPeriod ] Total Hours 1| Eligible Hours T| Actions
v @ 230_2024B04 80 80 [-|o|
T&A Codes for Pay Period 230 2024804 l

® ERANNL_LV Annual Leave 8 [-®@
o] ER_REG_DUTY Regular Duty 48 |- @
® ER_SICK_LV Sick Leave 24 |- @

RCA CALCULATIONS STEP 1: CGFS IMPORT- MAKE ADJUSTMENTS

You will want to review various items from your MBC Report, using the sort arrows might
make this easier. Things you can check:

1. Click on the Arrow to the right of Total Eligible Hours.

Total Eligible

Special T l o

Annual Rate T|

Total Hours T | Tl Actions

2. Click once and the Arrow will point down, this will arrange the information from highest
to lowest. If you have employees on a Salary Plan which has more than 80 hours, then
these employees will be at the top of the list (if they were there the entire rating period).

Special T l ::::Is Eligible

AnnualRate T| Total Hours T| 17 Actions

Rate

3. Click twice and the Arrow will point up. This will arrange the information from lowest to
highest. You will see employees with less than 2080 hours reported. If you have WAE
employees, you can view their Total Eligible Hours.

Spacial
Rate

Total Eligible
Hows

Annual Rate T| Tl Total Hours T|

~ @ 102030235 EVANS, STEPHANIE 1900 23001 P0B0 06 489,062 600 600 é | @
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4. To view an employee’s T&A click on the Arrow in the first column on the left in the

employee’s row.

Payroll ID T|

Name T|

102030235

EVANS, STEPHANIE

1900

Agency T

Location T|

23001

5. Now you can compare the T&A hours entered by expanding each pay period. If you
examine this employee, you will notice that she has a total of 7 pay periods entered, so
probably she worked less than 120 days during this rating period and she may not have a

scored EPR.

Payrot 10 1| Nome 1| Agency 1| Location |  SalaryPlan | Grade |

v @ 102030235 EVANS, STEPHAN 1900 23001 P080 06

Pay Periods for EVANS, STEPHANIE

> @) 230_2024B23
> @ 230_2024B24 _»
> @ 230_2024B25 —_—
> (©] 230_2024B26
> @] 230_2025B01
> @ 230_2025B02 —
> (©)] 230_2025B03 —_—

Annual Rate T|

489,062

80

96

104

80

80

120

40

Special
Rate

it

Total Hours T|

600

80

96

104

80

80

120

40

1e

Total Eligible
Hours

600

Actions

6. Also, there are four pay periods which have T&A incorrectly reported. After you confirm
with the timekeeper, you can correct the T&A directly in RCA. First, click on the Arrow for

the corresponding Pay Period you need to update.

@ 230_2024B24

T&A Codes for Pay Period 230 2024824
Code T| Description T|
® ER_ANNL_LV Annual Leave

@ ER_REG_DUTY Regular Duty

9

2

80
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7. Notice there are two options for each T&A code, a Minus icon to exclude and an Edit icon
to change the value entered. Click on the Edit icon because in this case we can see the
employee took Annual Leave but her Regular Duty was not adjusted.

~ @ 230_2024B24

T&A Codes for Pay Period 230 2024824

Code | Dascription T/
@ ER_ANNL_LV Annual Leave
@ ER_REG_DUTY Regular Duty

26

96

Hours T| Actions
16 @
" —

8. Now you can edit the Hours entered for the Regular Duty T&A code for this Pay Period.

Edit T&A Code

Name

EVANS, STEPHANIE

Pay Period

230_2024B24

Code

ER_REG_DUTY

Description

Regular Duty

Hours (up to 80 hours is allowed according to the Salary Plan)

80

9. Type directly into the text box under Hours and make the adjustment. Click Save when

you are finished.

Edit T&A Code

Name

EVANS, STEPHANIE

Pay Period

230_2024B24

Code

ER_REG_DUTY

Description

Regular Duty

Hours (up to 80 hours is allowed according to the Salary Plan)

64
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10. Now the employee’s T&A is correctly entered to equal 80 Total Eligible Hours for this Pay

Period.
v @ 230_2024B24 — 80 80 |
T&A Codes for Pay Period 230 2024B24
Code T| Description T| Hours T| Actions
@ ER_ANNL_LV Annual Leave 16 €4
@ ER_REG_DUTY Regular Duty ; 64 [E4

11. You can also edit the Pay Period entered by using the Minus icon to exclude or the Clock
icon to add a T&A Code.

> © 230_2025B03 40 40 |- O]

12. If you click on the Minus icon, the T&A entered will be completely removed. The hours
entered will be “0” and the Minus icon will change to a Plus icon.

> 230_2025B03 | 0 0 | _-)\ +|0]

 Success
Pay Period: 230_2025B03 has been
excluded.

13. Click on the Plus icon to add the excluded hours back.

—>[o

 Success
Pay Period: 230_2025B03 has been
included.
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14. Since this employee is missing 40 hours in PP3, we will add the missing T&A code. As an
example, we can say the timekeeper confirmed this employee was on Annual Leave

during this period. Click the Clock icon to add the T&A Code.

~

@

230_2025B03

40

40

T&A Codes for Pay Period 230 2025803
Code T| Deseription T| Hours T|

@ ER_EXCUSE_LV Excused Absence 8

@ ER_REG_DUTY Regular Duty 32

®

®

[]

15. Now you see the Add T&A Code popup window. First select the T&A Code using the

dropdown menu.

Add T&A Code

Name

EVANS, STEPHANIE

Pay Period

230_2025B03

T&A Code

Select a Value

Select a Value
AE_RCTW_LENT
AE_TCTW_LENT
DP

DTH

EQD

ER_AWOL_LV ‘

ERDOMOR 1Y

»

ER_EXCLUICE |\
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16. In the Hours text box, type the number of applicable hours for this T&A Code. Click Save

when you are finished.

Add T&A Code

Name

EVANS, STEPHANIE

Pay Period

230_2025B03

T&A Code

ER_ANNL_LV

Description

Annual Leave

Hours (up to 80 hours is allowed according to the Salary Plan)

40|

oo [

17. Now the new T&A Code is correctly reflected for this Pay Period.

b ® 230_2025B03 | 80 80
T&A Codes for Pay Period 230 2025803
Code T| Deseription T Howrs T]
@ ER_EXCUSE_LV Excused Absence [£1
@ ER_REG_DUTY Regular Duty 32 ©®
@ l ER_ANNL_LV Annual Leave 40 [c1
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REWARD CALCULATION ApPPLICATION (RCA) SOP

If you notice an employee has hours missing from their Total Eligible Hours and you check
the Pay Periods which are less than 80 hours, you may notice there is a T&A Code which was
not included in the T&A in the Total Eligible Hours column. This is because this particular
T&A Code is missing from the Rewards Configuration. In the example below, only 78 hours
are included in the Total Eligible Hours Column, however the employee should have 80 Total
Eligible Hours. If you expand the T&A Column for this pay period, you will notice there are 2
hours reported for Travel Comp Time Used, however, these hours were not counted because

this T&A Code is missing in the Rewards Configuration.

v @ 2302024824 78 78
T&A Codes for Pay Period 230 2024B24
o T) Bevcription T| Hous 1] Actioms
@ ER_FMLXT_LV Family Care Leave 3 I .l
@ ER_REG_DUTY Regular Duty 75 @
@ ER_TCTU_LV Travel Comp Time Used 2 é £

The only option from here is to edit the T&A hours entered, if you need to remove or add
hours, click on the Edit icon. Click Cancel if you are not editing the number of hours, but
instead you need to add this T&A Code to the Rewards Configuration so it will be applied to

all employees with this T&A Code in the CGFS File.

Edit T&A Code
Name

CLEARWATER, SUE

Pay Period

230_2024B24

Code

ERTCTU_LV

Description

Travel Comp Time Used

Hours (up to B0 hours is allowed according to the Salary Plan)

2

.

To fix this you will need to clear your upload (see 1: CGFS IMPORT - CLEAR UPLOAD).

11. Save your changes you already made by Exporting to Excel.

12. Rename your downloaded file to a new name ex: MBC Report with Changes.
13. From Rewards Configuration, click Unlock.

14. Edit the T&A Codes.

15. Click Add New.
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16. Copy and paste the missing T&A Code. (See Rewards Configuration: T&A Codes).
17. Click Save on the Mission tab.

18. Click Proceed on the Mission tab.

19. Upload the downloaded MBC Report with your changes.

20. Pick up where you left off.

RCA CALCULATIONS STEP 1: CGFS IMPORT- CLEAR UPLOAD

There are instances where you will need to clear your uploaded data to make changes in the
Rewards Configuration. If this happens, take the following steps.

1. First click, Export to Excel. This will download a copy of your CGFS Import file which
includes all the changes you made since your initial upload. You want to make sure you
rename this file something like “CGFS File with Changes” so you know which file to use,
and you will not need to start over.

Calculation Progress (CGFS Import)

@ e

CGFS Import EPR Data Import

Import From File Clear Import Export to Excel
—_—

2. Next click the red Clear Import button.

Calculation Progress (CGFS Import)

@ @

CGFS Import EPR Data Import

Import From File Clear Import Export to Excel
Q, Glebal Filter Filter Location m

3. On the left menu, click Rewards Configuration.

Rewards Calculations v

it Rewards Configuration

5 Import CGFS

5 Import TPS

@ Verify And Correct Import
& Calculations

Verify Output

B: Output
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4. Atthe bottom of the Mission tab page, you will need to click Unlock. This will unlock the
Rewards Configuration and allow you to make changes. Keep this in mind if you need to
make further changes, you will first have to clear the Import CGFS and Import TPS before
the Unlock button will appear.

Cut Off Date For T&A Adjustments

o

Optional Lump Sum Payment

E Yes

Performance Pay Effective Date

g
Download Mission Configuration Import Mission Configuration

5. Once you click Unlock, all the tabs are unlocked, and you can make all the changes you
need.

6. Once you are finished with your changes, click Proceed to start the process over.

Bes

RCA CALCULATIONS STEP 2: EPR DATA IMPORT

In this step, you will import all EPRs in Finalized and Appeal Initiated statuses from GoMBC
for the Rating Year defined in your Mission Profile.

1. From the left menu, click on Import TPS under Rewards Calculations.

Rewards Calculations v
it Rewards Configuration

8 Import CGFS

8 Import TPS

@ Verify And Correct Import
& Calculations

Verify Output

B Output

2. AddEPRrecords: There are several options available, Import EPR Data, Import From File
and Add Manually.
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Import EPR Data is the default method to import the EPR data from GoMBC.

Import From File and Add Manually should only be used on an exceptional basis and in
consultation with ADG or OE.

Calculation Progress (Import/Enter Total Performance Score (EPR))

® ©) 3

CGFS Import EPR Data Import

Import EPR Data Import From File Add Manually Clear Import Download Template

RCA CALCULATIONS STEP 2: EPR DATA IMPORT: REVIEW MESSAGES

Review Messages: If you have items which need to be addressed you will notice there are
warning messages at the top of the page.

Calculation Progress (Import/Enter Total Performance Score (EPR))

©) ® 3 4

CGFS Import EPR Data Import

CGFS Import is not complete

Pools from EPRs (ICASS 9/10, POLECON/ESTH/PROTOCOL, LGFC) are not in the list of pools, please add them to the list of pools before proceeding to the next step

Import EPR Data Import From File Add Manually Clear Import Download Template

The first warning “CGFS Import is not complete” indicates there are still Errors on the CGFS
Import which need to be cleared before you can move forward.

The second error “Pools from EPRs...” lists pools which were not imported when Sync Pools
was selected in the Rewards Configuration, however they are listed on Finalized EPRs (see
Review Records below).

RCA CALCULATIONS STEP 2: EPR DATA IMPORT: REVIEW RECORDS

Review Records: At the top of the page, you will have the option to review and address any
Errors. Click on the Errors toggle.
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Import EPR Data § Import From File | Add Manually Clear Import Download Template All Pools v

Q  Global Filter @ 6Erors A 0 Excluded @ 69 Successful .] ‘= 75 Total

The left column will display the Error icon. You may notice a triangle Warning icon as well.
This indicates the employee has an Error in their profile and they had a score of less than 100
TPS. Not to be confused with the same yellow triangle used for Excluded (notice the
example shows 0 Excluded next to the 6 Errors at the top of the page).

Q  Global Filter .:] @ 6Emors A 0 Excluded @ 69 Successful = 75 Total
e i el il el ] i 1|
(0] ANDERS, MARTA 123456779 09 ICASS 9/10 No Sanaa  2024-2025 03/01/2024 02/28/2025 180 @
0] ANDREWS, CAROL 123456777 09 POLECON/ESTH/PROTOCOL No Sanaa 20242025 03/25/2024 07/25/2024 110 @
A@ | ANDREWS, CAROL 123456777 09 POLECON/ESTH/PROTOCOL No Sanaa 20242025 08/12/2024 02/28/2025 97 [
(0] NICHOLS, KEVIN 511224444 07 POLECON/ESTH/PROTOCOL No Sanaa 20242025 03/01/2024 02/28/2025 102 @
fi\ @ ROLAND, KELLY 123123655 07 LGFC No Sanaa 2024-2025 03/01/2024 02/28/2025 90 -|1&
(0] WASTSON, MICHELLE 558888222 10 ICASS 9/10 No Sanaa 20242025 03/01/2024 02/28/2025 200 @

Hover your mouse over each icon to read each message.

Name ] Payroll ID 1| Grade 1|  Pool T|

©) ANDERS, MARTA 123456779 09 ICASS 9/10

@\ Pool with the Name: POLECON/ESTH/PROTOCOL was not found in RCA. [\Vi=Syizlizl>(e}[o]e{e]

ANDREWS, CAROL 123456777 POLECON/ESTH/PROTOCOL
® NICHOLS, KEVIN 511224444 07 POLECON/ESTH/PROTOCOL
/A(Q®  ROLAND, KELLY 123123655 07 LGFC
©) WASTSON, MICHELLE 558888222 10 ICASS 9/10
Name 1| Payroll ID T] Grade T| Pool T]
O] ANDERS, MARTA 123456779 09 ICASS 9/10
O] ANDREWS, CAROL 123456777 09 POLECON/ESTH/PROTOCOL
€ Less than 100 points (S8 123456777 09 POLECON/ESTH/PROTOCOL
NICHOLS, KEVIN 511224444 07 POLECON/ESTH/PROTOCOL
/A @  ROLAND, KELLY 123123655 07 LGFC
O] WASTSON, MICHELLE 558888222 10 ICASS 9/10
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RCA CALCULATIONS STEP 2: EPR DATA IMPORT: COMMON ISSUES

Common Issues: Missing Pools. The warning message at the top of the page lists some pools
that are missing. This is because these pools were listed on Finalized EPRs, however during
the Mission Configuration, Pools were Synced from GoMBC. Some of the Pool Names were
changed after the end of the Rating Cycle. Now there are EPRs imported from GoMBC and
the Pool Name associated with their Finalized EPR was not found. To add Missing Pools:

1. Clear Import in the EPR Data Import.

2. Then Clear Import in CGFS Import (you must clear both to Unlock the Rewards
Configuration).

3. On the left menu, click on Rewards Configuration.

4. Click Unlock on the Mission page.

5. Atthe top click on the Pools tab (see Rewards Configuration: Pools).

6. You can either click Sync From EPRs or you can Add Pool manually, just make sure the
name is exactly the same.

7. Once you’ve added the missing pools, go to the Mission tab.

8. Click Save.

9. Then click Proceed to upload again.

10. You will have to upload your CGFS File and then Import EPRs again.

11. After your EPRs are imported again, the error should be cleared for the missing pools.

Common Issues: Assign New Pool Name to EPR. If you need to update the Pool Name for an
EPR and which was changed after the end of the Rating Cycle, you can make this change in
the employee’s EPR Profile.

1. Verify the current Pool Name associated with the Missing Pool.

Name T| Payroll D T] Grade T| Pool T| In Probation 1| Post T| Performance Year T| Review Start T| Review End T| Points T] Actions

(® Pool with the Name: POLECON/ESTH/PROTOCOL was not found in RCA. SAUSSIIR/E eI (olele]R No Sanaa 2024-2025 03/25/2024 07/25/2024 110 c
A\  ANDREWS, CAROL 123456777 09 POLECON/ESTH/PROTOCOL No Sanaa 2024-2025 08/12/2024 02/28/2025 97 —| (e

2. Click the Edit icon in the Actions Column.

Name 1] Payroll D T| Grade T] Pool T| InProbation T Post T|  Performance Year 1] Review Start T[ ReviewEnd T| Paints T] Actions

o ANDREWS, CAROL 123456777 09 POLECON/ESTH/PROTOCOL No Sanaa 2024-2025 03/25/2024 07/25/2024

110
A @  ANDREWS, CAROL 123456777 09 POLECON/ESTH/PROTOCOL No Sanaa 20242025 08/12/2024 02/28/2025 97 =
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3. Select the correct Pool Name from the drop-down menu.

4. Click Save.

Name Payroll Id

Review Start Date Review End dDate

B

5. You will see a confirmation message in the upper right corner confirming changes.

\/ Success
EPR has been saved: Name: ANDREWS,
CAROL (123456777) Start Date:
03/25/2024 End Date: 07/25/2024
Points: 110

6

(W]
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RCA CALCULATIONS STEP 2: EPR DATA IMPORT: EDIT EPR DATA

Edit Employee’s EPR Data: You may notice that an EPR information may need to be updated,
on an exceptional basis, you can change the TPS value, Review Start Date, Review End Date
and Pool here. You can make these changes by editing the employee’s EPR Data.

1. Click Edit from the right-hand Action column.

Name T Payroll D ] Grade T| Pool 1| In Probation T| Post T| Performance Year 1| Review start T Review End 1] Points T Actions.
@ ABLE, DAVID 998998998 05 DAO Yes Sanaa 2024-2025 09/28/2024 02/28/2025 125 m%
@ AKOYA, KEIKO 333333555 10 DET Employees No Sanaa 2024-2025 03/01/2024 02/28/2025 140 | (C)

2. Edit the TPS by typing a new value in the Points field or using the up/down arrows.

Name

ABLE, DAVID

Pool

DaO

Review Start Date

09/28/2024 E PP19
Points
|134 @

@

3. Edit the Review Start Date or Review End Date by clicking the Calendar icon.

MName Payroll 1d

ABLE, DAVID

Faol

DAD

Review Start Date
August ~| 2024
Su M Tu We Th Fi Sa
Ed 2 30 Ell 1 2 3 L]

4 5 6 7 8 g 10 PP1S
‘ 113 4 15 16 T PRI
19 0 21 22 23 4 PPI6

25 26 27 28 2 30 AN PPIT
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4. Click Save when you are finished.

Review Start Date Review End dDate

5. You will see a green confirmation message in the upper right corner.

 Success X
EPR has been saved: Name: ABLE, DAVID
(998998998) Start Date: 08/11/2024 End
Date: 02/28/2025 Points: 135

RCA CALCULATIONS STEP 2: EPR DATA IMPORT: ADD MISSING EPR

If an employee does not have an EPR in Finalized or Appeal status, their score will not be
imported from GoMBC. On an exceptional basis, you may need to manually add an EPR for
an employee. The employee must first have a profile in GoOMBC and will need to be included
in the CGFS File to be included in the MBC Calculations.

1. Click Add Manually from the top of the page.

Import EPR Data Import From File Add Manually Download Template

Q  Global Filter @® 1Errors
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2. Use the dropdown menu to select an employee from the list. (Remember this list comes
from GoMBC employees from your Mission).

3. Click Add EPR.

Select Employee Name

Tribe, Lorena / 333333111

4. Select the Pool using the dropdown menu.
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5. Click the Calendar icon to enter the Review Start Date.

Review Start Date

6. Click the Calendar icon to enter the Review End Date.

Payrall Id

Review End dDate

February v| 2025 ~

7. Type the TPSin the Points field. Click Save to finish.

x
Name Payroll Id
Tribe, lorena | 233333 1"
Pool Grad:
7/8/9 a7

Review End dDate

03/01/2024 & 02/26/2025 '
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8. Review the Confirmation Message in the upper right-hand corner.

\ Success

EPR has been saved: Name: Tribe,

Lorena (333333111) Start Date:
03/01/2024 End Date: 02/28/2025
Points: 100

9. Now the employee’s EPR is included in the list.

Payrall D | Grade T|

Post 11

©) Tribe, Lorena

3333331 07 CONS 7/8/9 No 03/01/2024

02/28/2025

RCA CALCULATIONS STEP 2: EPR DATA IMPORT: EXCLUDE/INCLUDE EPRS

You will have the option to Exclude or Include EPRs which were Excluded. Review any
Excluded EPRs and determine if any Successful reviews should be excluded, for example if an

employee is in a probationary period and not eligible for a reward.

Include Excluded Employee:

1. Click on the Excluded button to view EPRs which were automatically Excluded by RCA.

This will display all employees who have been Excluded.

Q  Global Filter ® 0Errors [ ] 1 Excluded @ 75 Successful

Payroli D 1|

SMITH, JESSICA 333332222 07 0BO7 No Sanaa 2024-2025 03/01/2024

= 76 Total

02/28/2025

2. To Include this employee, click on the Plus icon in the Actions column.

Q  Global Filter 1 Excluded

@® 0Emors .:]

Payroll D T] Grade T| In Probation T]

Poal T|

pest T)

333332222 07 0BO 7 No Sanaa

Performance Year T|

SMITH, JESSICA 2024-2025 03/01/2024

@ 75 Successful ‘= 76 Total

ReviewEnd T|

02/28/2025
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3. Notice the Confirmation Message in the upper right corner.

\/ Success X
EPR was Included: Name: SMITH,
JESSICA (333332222) Start Date:
03/01/2024 End Date: 02/28/2025
Points: 145

4. Search for the Included employee, their profile will have a Green Check Mark. You will
also see the Minus icon to Exclude this employee is now available.

Q | smith @© 0Errors A 0 Excluded @ 76successiul ] i= 76 Total

Payrollip | Grade T] Pool T| In Probation 1] Post T| Performance Year T| Review Start T| Review End | Paints T]

5 Actions.
SMITH, JESSICA 333332222 a7 0BO 7 No Sanaa 2024-2025 03/01/2024 02/28/2025 145 @
: « e > » 10 v s

Exclude a Successful EPR:

1. Find the employee you need to Exclude and click on the Minus icon in the Actions

Column.
@ ANDERS, JAKOB 887654321 08 ICAS_S 8 No Sanaa 2024-2025 03/01/2024 02/28/2025 150
@ ANDERS, MARTA 123456779 09 ICASS 9/10/11 No Sanaa 2024-2025 09/22/2024 02/28/2025 180 (4
@ ANDREWS, CAROL 123456777 09 POL/ECON/EXEC No Sanaa 2024-2025 03/25/2024 07/25/2024 110 4

2. Notice the Confirmation Message in the upper right corner with the details.

\/ Success

EPR was Excluded: Name: ANDERS,

MARTA (123456779) Start Date:
09/22/2024 End Date: 02/28/2025
Points: 180

3. Review the Excluded List by toggling Excluded at the top of the page.

Q  ander @ 0Errors E 1 Excluded @ 75 Successful = 76 Total

Name | PayralliD 7| Grade T| Pool T| In Probation T| Post T| Performance Year || Review Start T| Review End T| Points T| Actions.

ANDERS, MARTA 123456779 09 ICASS 9/10/11 No Sanaa 2024-2025 09/22/2024 02/28/2025 180 =
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RCA CALCULATIONS STEP 2: EPR DATA IMPORT: DOWNLOAD TEMPLATE

In exceptional circumstances, if you need to run calculations for a limited number of
employees only, you can either use the General Review Report from GoMBC or you can

download the template in RCA.

You will need to manually enter all the information in the template and save it. To use this
template, you would need to choose Import from File.

Calculation Progress (Import/Enter Total Performance Score (EPR))

©) @ 3 4 5 6

CGFS Import EPR Data Import

Import EPR Data Import From File Add Manually Download Template All Pools ~  AllPosts ~

RCA CALCULATIONS STEP 2: EPR DATA IMPORT: CLEAR IMPORT

If you need to Unlock the Rewards Configuration or if you would like to import the EPR data
again, you will need to first remove the imported data. Click Clear Import, your data will be

erased and you cannot retrieve the changes you have made in this step.

Calculation Progress (Import/Enter Total Performance Score (EPR))

CGFS Import EPR Data Import

RCA CALCULATIONS STEP 2: EPR DATA IMPORT: PROCEED TO NEXT STEP & UNLOCK

Once you have cleared all of your Errors and made all of your adjustments, you will need to
click Proceed to move to the next step.

Calculation Progress (Import/Enter Total Performance Score (EPR))

® ® s ;
CGFS Import EPR Data Import
Import From File Add Manually Download Template All Pools v AllPosts v
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Notice the Confirmation Message in the upper right corner.

\ Success

The state has been updated.

Proceed will lock both the CGFS Import and EPR Import. You will not be able to make any
changes to either of these steps once you move forward without first clearing and unlocking

in subsequent steps.

Click Unlock.

Calculation Progress (Import/Enter Total Performance Score (EPR))

® ©) ®

'S EPR Data Import

CGFS Import Verify & Correct
o o

All Pools

v AllPosts ~

Notice the Confirmation Message.

\/ Success

The state has been unlocked.

RCA CALCULATIONS STEP 3: VERIFY AND CORRECT IMPORTED DATA

In this step, you are matching the imported CGFS data to the EPR data so that RCA knows

T&A and EPR details for each employee. If an employee is missing either EPR data or T&A
data, you will only have one option to Exclude the employee from calculations. If you need to
update information in either the CGFS Import or TPS Import, you will need to remove all the

data from Verify & Correct first.

1. Match CGFS and EPR Data: Select Match. This process can take some time. The job will
continue to run in the background, so you can periodically refresh to see if the data has
loaded. Initially this page will be blank, you will see the records populate once the Verify

& Correct process is complete.
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Calculation Progress (Verify and Correct Imported Data)

® ® ® 4 5 6

CGFS Import EPR Data Import Verify & Correct

Q Ioba Filter

Tl Payollid T]

All Pools v AllPosts ~

@® O0Errors /A 0 Excluded @ 0 Successful n ‘= 0Total

Name 1| InProbation | Pool 1] Post 1| Grade 1)

No records found

2. Review Errors: Using the toggle at the top of the page, review and address any Errors. A
common error occurs when an employee has T&A data, but no EPR, which can occur for
new employees. This may also occur if an employee is eligible for a reward, but no EPR
was completed (e.g., employee on extended protected leave). In this case, you will need
to return to the EPR Import and manually Add EPR for the employee, as consistent with
your LE Staff Handbook. Your only option is either Exclude these employees by clicking
on the Minus icon in the Actions column unless you Clear and Unlock and go back to a
previous step to make a change.

Q  Global Filter ] © senors A 0 Excluded @ 64 Successful = 80 Total
© | 123456779 ANDERS, MARTA No [iF]
@ | 200667302 BAKER, KRISTOPHE No MGT COM Drivers Sanaa
@ | 112345678 BURNS, ALLISON No CONS 7/8/9 Sanaa

3. Review Excluded: To view Excluded employees, move the Excluded toggle. There is only
one option for Excluded employees, you can click the Plus icon in the Actions column to
add them back into the Verify & Correct list. However, you cannot make changes to the
employee’s CGFS File or EPR Data from here.

Q  Global Filter @ 0 Errors D 16 Excluded @ 64 Successful ‘= 80 Total
L Papei 7 Mame ] inProbation 1 Pool 11 post 1) orade 1) Aetons
123456779 ANDERS, MARTA No 09 é t
200667302 BAKER, KRISTOPHE No MGT COM Drivers Sanaa +
112345678 BURNS, ALLISON No CONS 7/8/9 Sanaa
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4. Once all errors are cleared and data has been verified, click Proceed.

Calculation Progress (Verify and Correct Imported Data)
® @ ©) - 5
CGFS Import EPR Data Import Verify & Correct
Q  Global Filter @ 0 Errors E 16 Excluded @ 64 Successful ‘= 80 Total

5. Once you Proceed, Verify & Correct will be locked. If you need to make any changes to
Verify & Correct, Import TPS or Import CGFS you will need to Unlock.

® ® ® ®

CGFS Import EPR Data Import Verify & Correct Calculate

i [ o ] o]

6. After you Unlock, you will need to click Clear to remove all data in Verify & Correct.

RCA CALCULATIONS STEP 4: CALCULATE

1. Run Calculations: From the left menu, click on Calculations.

Rewards Calculations v
1t Rewards Configuration

B Import CGFS

8 Import TPS

@ Verify And Correct Import

& Calculations

Verify Output

B Output
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2. Select the Calculate button to run the calculations.

Calculation Progress (Calculate)

® @

CGFS Import EPR Data Import

Clear Calculation | Adjust Base Salaries

Warning messages, denoted by may appear for some employees. These warning
messages will not cause errors with the calculations but are designed to indicate that further
action may be needed. Two common reasons for warning messages are: The OPS salary
information was not available for the employee, and the employee is in a small pool.
Calculations are run based on the salary provided in the CGFS file. If there is a difference with
the OPS salary, it may mean an employee was promoted after the rating period and their
salary will need to be adjusted in RCA (see 4. Adjust Base Salary). If the employee is in a small
pool and the pool supervisor has the option to request the Small Pool Exception Rule, see 6.
Small Pool Exception Rule for details.

You can remove the OPS Warnings if you need to filter your view by clicking on the Warnings
toggle.

®

Calculate

] o°s Wamings inciuded

Then click on the OPS Warnings toggle to remove the employees with only the OPS Warning
in their profile. If an employee has this warning plus additional warnings, the OPS Warning
will remain.

0PS Warnings Excluded  af pools v AllPosts
X @ !W.mnngs @ 0Sufcessu = 64 Tota

3. Provide Input for Consecutive Hour Conditions: If a condition was defined in your
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Rewards Configuration requires consecutive time (the Is Consecutive flag was checked
when the condition was defined), you will need to provide input to the calculations. This
is because T&A is reported by pay period and not by date, so RCA will not know if T&A is

consecutive. If input is required, the employee will be denoted with the icon.
Expand the employee information by selecting the Arrow icon to the left of their name.
Then, scroll to the options area in the employee’s calculation results. Click on Provide
Input.

Additional Details
Total Reward: 0.00 usd Increase to Base Salary: 0.00 usd New Base Salary: 0.00 usd New Grade:- Lump Sum Payment: 0.00 usd

Hide Details ~
& Copy to Clipboard

OPS Currency missing.
OPS Salary data missing.

employee name: AKOYA, KEIKO

grade 10

salary plan POBO with standard working hours=80
working hours in GFACS 80.00

grade maximum salary : 913,802.00

working hours = 80.00 per PP

Total of 1 Review(s) in performance year

Review: 3/1/2024-2/28/2025 TPS=140

T8A start date is 2/25/2024

Y /.cid SPER Correction | Provide Input | Add Lump Sum Option | Adjust Base Salary | Adjust Work Hours

Show SPER Simulation

Enter the number of consecutive hours and Save. The calculations will be updated based on
the provided information. RCA will not calculate the rewards for this employee or any
employee in the same pool until the requisite input is provided.

Provide Additional Inputs For Conditions Calculation

Condition Start PP End PP Input

MATERNITY LEAVE 4 26 1839

There are 1840.00000 hours of ER_MATR_LV for AKOYA, KEIKO with Payrol
Id 333333555 in 23 consecutive pay periods starting from pay period
4/2024. How many of these hours are Consecutive Hours?

If you click Save, the default value will be 1840 hours.

4. Review the Calculation Information: First, focus on the Total Eligible Hours column.
Verify anyone under 100% (i.e. 2080 hours) should in fact have less than 100%. Then,
expand calculations to review calculation details for selected employees. It is
recommended that special circumstances (i.e. defined conditions are met or new
employees) are reviewed.

Payroll ID, Name, Pool,.. Q. Global fiter | Click Arrow to Expand @ 0Erors £\ 26 Warnings @ osuccessful ] := 64 Total
Employee's Calculations.

> 633333222 VAZQUEZ, LYDIA DETEmployees ~ Sanaa 10 913,802.00 usd 16,870.19 913,80200usd 117 | 1,280.00 78| Review Hours
by using the
> 999992100 MASON, ERICA DETEmployees ~ Sanaa 10 751,567.00usd  16921.10 913,80200usd 125  1,561.00 99| sorting arrows.
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Upon expanding conditions, the following general sections may appear based on the

employee details:

(grade maximum salary : 23675
working hours = 80 per PP
Total of 2 Review(s) in performance year
Review: 2/5/2021-7/19/2021 TPS=144
Review: 7/20/2021-2/4/2022 TPS=170

Basic Employee
Information

Any Mission Defined
Conditions Met are displayed
here. In this example, there
are none.

Time Prorate: no conditions apply.
Fixed TPS: no conditions apply.

ER_REG_DUTY : 737.50 / 737.50 hours are eligible
ER_EXCUSE_LV : 127 / 127 hours are eligible
ER_SPCL_LV:17.50 / 17.50 hours are eligible
ER_ANNL_LV : 142 / 142 hours are eligible
ER_TCTU_LV : 16 / 16 hours are eligible

| Total eligible hours are 1040

Eligible Hours based on T&A
reported. The T&A codes are
‘eligible’ if the duty flag is

checked in the Mission Profile

( Conditions contributed to a net change of 0 in eligible hours, resulting in sum of 1040 worked hours
TimeProrate = eligible hours / (working hours per PP * number of PP)

_ * _

Time proration defined.

Period (2/5/2021 -7/19/2021) has 165 eligible days, TPS = 144. Result = 165 * 144 = 23760
Period (7/20/2021 - 2/4/2022) has 200 eligible days, TPS = 170. Result = 200 * 170 = 34000
Employee TPS = 57760 / 365 days

| Employee TPS = 158

TPS determined if
multiple reviews exist

-

BaseSalary = 23568
Contribution to Pool = BaseSalary * budgetPercentage * Prorate based on Tna
Contribution to Pool = 23568 * 0.03 * 0.50 = 353.52

Paool Contribution

Salary Factor = 23568 / 23450 * 33% = 0.33

TPS Factor = TPS / LowestTPS in pool * 67% L i
TPS Factor =158 / 49 * 67% =2.16 Determining aTPS:

adjustmentFactor = Salary Factor + TPS Factor ; ?Sgg;;g?&gﬁ%tghecj

adjustmentFactor =0.33+2.16 = 2.49 9 (Overall) Adjustment Factor
aTPS = TPS * adjustmentFactor — déﬂ ned
aTPS=158 %249 =394

4. aTPS=TPS*adjustmement

aTPSWithTimeProrate = aTPS * TimeProrate factor

aTPSWithTimeProrate = 393.75* 0.50 = 197 5 Time DI"OI'EIUOI’] ElDD”Ed to
Lowest Salary in the pool (argentina) aTPsS

Employee: Paredes, Leandro (009400576) S

>with salary plan: PO80 hours per PP: 80 TPS: 168 grade: 09

Lowest TPS in the pool (argentina)

Employee: Alvarez, Julian (0089318%6)

= with salary plan: PO80 hours per PP: 80 TPS: 49 grade: 10 Share Value determined {value
| of each point)

Total Reward defined

TotalReward = 197 * 3.31 = 652
plovee 2 waorked 1o O pay penoas.

Employee has 1040 eligible hours for the rating cycle. For PT or WAE employees, the
reward must be adjusted to

There are 2080 working hours in 26 pay periods for employee’s pay plan
Increase Prorate = EmployeeEligibleHours / WorkingHoursFarPayPlan
Increase Prorate = 1040 / 2080 = 0.50.

reflect the FT salary that is
reported to CGFS

otaireward Frorate based o o a0emMa diary - ployeecasesalary
IncreaseToBaseSalary = GradeMaxSalary - EmployeeBaseSalary
IncreaseToBaseSalary before rounding = 107
IncreaseToBaseSalary = 107
Employee has reached grade max salary. The rest of the reward will be paid as lump sum.

Check to see if the max salary
is reached for the grade.

umpSumPayment = TotalReward - IncreaseToBaseSalary * Increase Prorate Lump sum amount applied if
LumpSumPayment = 651.88 - 107 * 0.50 applicable. In this example, a PT
LumpSumPayment before rounding = 598.38 employee adjustment was done
LumpSumPayment = 598 because of the salary increase

NewBaseSalary = EmployeeBaseSalary + IncreaseToBaseSalary

MNewBaseSalary = 23568 + 107 New Base Salary
| NewBaseSalary = 23675
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5. Adjust Base Salary: If the employee’s salary was changed after the end of the rating cycle
(for example, the employee was promoted), the salary that the reward is applied to will
need to be adjusted to the current salary. The reward will correctly be calculated based
on the salary at the end of the rating period. The base salary can only be adjusted up until
(Calculation Approvals) is started.

Expand the employee information by selecting the Arrow icon. Then, scroll to the bottom
of the calculation details and select Adjust Base Salary.

Calculation Engine Built on Friday, November 7, 2025 7:19:54 PM Version: 1.0.0.0 Hash:f840373

Inputs Add SPER Correction § Add Lump Sum Option B Adjust Base Salary | Adjust Work Hours

Show SPER Simulation v

> 666555500 MILES, AYLA PAS Sanaa 08 682,095,

Enter the new salary, new grade, and pay plan for the employee and select Save. RCA will
apply the reward to the new salary. RCA will use the new salary plan and grade to retrieve
the correct max salary for the employee. If the employee reaches the new max, the
reward will be paid as a lump sum. Otherwise, it will be added to the base salary.

Adjust Base Salary

Please provide the adjusted Base Salary (usd) for the employee MASON,
ERICA (999992100)
CGFS Base Salary is 751,567.00 usd

OPS Base Salary is missing
Salary Plan: P080

Grade: 10

Adjust Base Salary

800000

Adjust Salary Plan
P080

Adjust Grade

10 (713909-913802 usd)

6. Update Mass Salaries: If your Mission has a salary increase which is applicable to all LE
Staff, select Adjust Base Salaries to mass update the salaries for everyone.
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Step 1: Wage increases are processed in OPS. This can happen in line with the RCA process,
but wage increases must be processed before the calculations are sent to pool approvers.

Step 2: The salary scale is updated in the Mission Profile in RCA. Select the Salary Plans tab,
edit the salary scale, and update the Min and Max values.

Home / RCA / Missions / SalaryPlans / Edit
Edit salary plan
Name
P080
Working hours per Pay Period
80
Grade name Min value Max value
01 7825.00 usp 10205.00 usD
02 8281.00 usbp 11601.00 usD
03 10156.00 usp 14226.00 usD

Step 3: Run the calculations. On the calculations screen, a new button Adjust Base Salaries
will pull the salaries received from OPS into RCA.

Calculation Progress (Calculate)
CGFS Import EPR Data Import Verify & Correct
Clear Calculation Adjust Base Salaries Download Calculation
Payroll ID, Name, Pool,... v Q  Global Filter

You will need to Click Yes in the popup window to confirm your actions.

X

Clicking on this button will adjust the salaries for all employees in your mission. While the new salaries will be shown in the application, RCA will perform the pool-related calculations based on the employee's previous salary. Are you sure you want to proceed
with the update?

The reward will be calculated based on the salary at the end of the performance plan, which
comes from the CGFS-provided MBC Report. The reward will then be applied to the latest
salary retrieved from OPS in step 3 or provided as a lump sum if the max value for the grade

and pay plan is reached. The HR admin will be able to view the adjusted base salary when
expanding the calculations.
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- * -

Employee Base Salary Adjusted to 30434.

Employee has worked for 26 pay periods.

Employee has 2080 eligible hours for the rating cycle.

There are 2080 working hours in 26 pay periods for employee's pay plan
Increase Prorate = EmployeeEligibleHours / WorkingHoursForPayPlan
Increase Prorate = 2080 / 2080 = 1.

7. Optional Lump Sum Adjustment: If your Mission provides the lump sum option and the
Mission Profile has the Optional Lump Sum flag checked, this option will be available for
all employees that have not reached the max salary for their grade. Lump sums can be
added after the approval process and up until submission to OPS.

If an employee exercises the lump sum option, expand the employee information by
selecting the Arrow icon. Then, scroll to the bottom of the calculation details and select
Add Lump Sum Option.

Calculation Engine Built on Friday, November 7, 2025 7:19:54 PM Version: 1.0.0.0 Hash:f40373

Inputs Add SPER Correction Add Lump Styn Option Adjust Base Salary Adjust Work Hours

Show SPER Simulation v

A lump sum amount must be entered and then Saved.

Add Lump Sum Option

Please provide the adjusted Lump Sum amount (usd) for the employee
ANDERS, JAKOB (887654321)
Lump Sum Amount can be up to 19206.6

Lump Sum Value

19206.6

Cancel

8. Small Pool Exception Rule: Based on an approved request, HR runs a simulation for an
employee in a small pool (3 or less employees) to determine their reward in comparison
with a larger pool of employees. Refer to the MBC policy for further policy guidance on
the small pool exception rule. The SPER process is a two-step process in RCA.
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a. Run the SPER Simulation: First, select the employee you would like to include in
the SPER and click the Arrow icon next to their name to expand their calculations.
Click Show SPER Simulation, just below the Input Buttons.

Ml Add SPER Careaction | Add Lump Sum Option

Adjust Base Salary | Adjust Work Hours

> g8 ANDERS, JAKOB ICASS 8 Sanaa 07 618,

Next, select the pool to which they will be temporarily assigned using the
dropdown menu.

Inputs Add SPER Correction § Add Lump Sum Option | Adjust Base Salary § Adjust Work Hours

Hide SPER Simulation ~

Select Pool

ICASS 5/6 e

ICASS 1/3

ICASS 5/6

TCRSS T
ICASS 8
ICASS 9/10/11
PAS

Click Calculate SPER to view the calculations.

IHide SPER Simulation ~

Select Pool

ICASS 5/6

| Calculate SPER |
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You will need to find your employee with the updated pool calculations by
scrolling down. Note: This SPER simulation has no effect on the calculations and
rewards of the actual members of the temporary pool that are available from the
Calculations tab.

Hide SPER Simulation 7~

Select Pool

ICASS 5/6 d

Calculate SPER

Time Prorate

Towsl ]

Payroliip 1| Mame T) Ll

Contribution to
Pool

i

ICASS 16,418.01

> 998998998 ABLE, DAVID 05 473,608.00 usd 14,208.24 135 100.00 154
5/6 usd
BENJAMIN, ICASS 15103.44
> 123445566 SHIRLEY 56 ] 05 444343.00usd  13,330.29 130 100.00 141
ICASS
> 213344567 HASKELL, JANIE 0.00 usd 10 729912.00usd  0.00 155 0.00 0

5/6

ICASS 15931.77

> 114444448 JACKSON, JESSE 5/6 usd 07 524643.00usd  15739.29 130 100.00 149
> 222222235 JAMIESON, MARLA I;':SS ;Z:M'aﬂ 08 573235.00usd  17,023.43 145 98.99 182

Review the calculation details and review the new reward information (this can
be either a positive or negative difference than the current reward in the small
pool).

b. Apply the SPER reward adjustment: Scroll up and click Add SPER Correction in
the employee’s profile.

NewBaseSalary = 473,608.00 + 15,699.00
NewBaseSalary = 489,307.00

Calculation Engine Built on Friday, November 7, 2025 7:19:54 PM Version: 1.0.0.0 Hash:f840373

Inputs Add SPER Correction | Add Lump Sum Option Adjust Base Salary Adjust Work Hours

Hide SPER Simulation ~

Select Pool

ICASS 5/6 e

Calculate SPER

Total Previous Base Contribution to Time Prorate aTPS with Time

1) resw 1

Payrolio 1] Name 1| Tooag L orade 7L oo TR 1L owspl ol

ICA 16,418,
> 998998998 ABLE, DAVID 5‘?’655 u:j 801 05 473,608.00 usd 14,208.24 135 100.00 154
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Enter the difference between the current reward and the SPER simulated reward.
If it is a negative difference, include a minus sign before the number as shown
below and select save. For a positive difference, include the number only. The
SPER correction can be applied until the pool supervisor approves the calculations
for the small pool.

\1 Add SPER Correction X

SPER Correction Value

719

i Cancel Shve u

9. Proceed: When calculations are complete, select the Proceed button to continue to
Approvals.

Calculation Progress (Calculate)

O] ©) ® ®

CGFS EPR Data Import Verify & Correct Calculate

CGFS Import
Clear Calculation Adjust Base Salaries Download Calculation

When you Proceed, you will notice the confirmation message in the upper right corner.
This will lock the Calculations.

® ® ® ® ®
¢S import EPR Data Import  Correct Caleulat Verify Output

REWARD CALCULATION ApPPLICATION (RCA) SOP ADG PAGE 66 OF 81



If you need to rerun the calculations, you will first need to click on the Calculate status on
the top of the page or Calculate from the left menu. Then click Unlock.

Calculation Progress (Calculate)

® ® ® @

CGFS Import EPR Data Import Verify & Correct Calculate

Calculate I Unloi|« ! Clear Calculation [§ Adjust Base Salaries .] OPS Warnings
Included

Download Calculati...

At any time, you may click Download Calculations to save a copy of the calculations.

/ Success

The state has been updated.

Calculation Progress (Verify Output)
® @ ® ® ®

EFR Dat; Verify £ t Caloulat Verify Output

Download All

If you need to make corrections or adjustments in the CGFS Import, EPR Import, Verify &
Correct of in the Rewards Configuration, you will need to Clear Calculations. You may first
want to download a copy of the calculations before you clear.

Calculation Progress (Calculate)

@ ©) ® ®

CGFS Import EPR Data Import Verify & Correct Calculate

Calculate | Proceed | Clear Calculation | Adjust Base Salaries .] OPS Warnings
Included

Download Calculation

RCA CALCULATIONS STEP 5: VERIFY OUTPUT (APPROVALS)

In this step, you will receive all approvals for the calculations. This consists of three levels of
approval. The first level or ‘tier’ of approvals are that of pool supervisors, the second tier is
the HRO or MO, and the third tier is the DCM or designate. Each approver is responsible for
reviewing the completed calculations for their pool if a Pool Approver or for the Mission if
they are a Reward Calculation Approver 2 or 3 approver.

REWARD CALCULATION ApPPLICATION (RCA) SOP ADG PAGE 67 OF 81



Click on Verify Output either from the left menu under Rewards Configuration or from the

progress bar at the top of the page.

Rewards Calculations ~
it Rewards Configuration

B Import CGFS

8 Import TPS

@ Verify And Correct Import

@@ Calculations

Verify Output

B Output

Reward Calculation Mission Admins and Reward Calculation Approver 2 & 3 roles can leave
comments to review during the approval process. These comments are not available to Pool
Supervisors, but they are available to RCA Mission Admins, System Admins, Rewards
Calculation Approver 2 and 3 Approvers. Use the Comment text box to type and click Save
when finished. Once you add a comment, you cannot remove it until you clear to start over.

Calculation Progress (Verify Output)

® ® ® ® ® 6
CGFS Import EPR Data Import Verify & Correct Calculate Verlfy Output
Comments o
Q  Global Filter
User T Comment T o 1]

No records found

Comment

RCA now tracks the number of pools which have been approved and the number of pools
pending approval. Once a pool has been approved, the numbers will automatically update.

Tier 1 Approvers: Not Approved

20 pool(s) of total 21 need to be approved
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1. Start Approval Flow: Pool Supervisors are notified via email they have a pending action
once Proceed is clicked in Calculations. There is no way to resend the email notifications
unless you Unlock Calculations, then Proceed again.

2. Obtain Pool Supervisor Approvals: Pool Supervisors can approve Digitally or by Paper. If
Digital is selected, the Pool Supervisor can approve directly in GoMBC. All Pool approvals
will default to Digital.

Tier 1 Approvers: Not Approved —
23 pool(s) of total 23 need to be approved
Q  Global Filter

1 Pool 1| Approver 1| Approval Type Approval Action Downioad Action Rocall Action
CONS - Supervisors .:] Digital | Download Approval ‘ Recall Approval
CONS 7/8/9 D Digital | Download Approval ‘ Recall Approval
DAO .] Digital | Download Approval ‘ Recall Approval
DET - Supervisor ] oiital [ pownload Approval | Recall Approval
DET Employees .] Digital | Download Approval ‘
FCS .:] Digital | Download Approval ‘
FCS - Supervisors ] oigital [ Download Approval ‘
ICASS 1/3 ] oiital | DownloadApproval |
ICASS 5/6 ] vistal | Download Approval ‘
ICASS 7 ] vl | Download Approval |

If Paper is selected, HR will need to take the following steps:
Select the Digital toggle to Paper.

21 pool(s) of total 21 need to be approved \/ Success .
Paper approval mode enable was
Q | Global Filter successful
Tl Pool T] Approver 1| Approval Action Download Action Recall Action

Recall A| | A:
FCS FCS Supervisor Paper Upload Signed File ‘ Download Template Sc8 A:r:;:va =
e

)
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Click Download Template, this will download a PDF of the Pool Calculations only for the

selected pool.
Recall Approval As
Admin

FCS FCS Supervisor Paper Upload Signed File | Download Template

iqi Approve Digitally As Recall Approval As
ICASS 1/3 ICASS Supervisor ] vioia S | Download Approval e

Check your download files, you will need to send this PDF to the Pool Supervisor outside
of RCA. The Pool Supervisor will need to sign and approve. You will need to click Upload
Signed File and upload from your computer.

Cancel E FCS - Yemen apgroval (1).pdf [ 7]
7.7 KB « Done ‘*

E FCS - Yemen approval.pdf

7.7 KB «  hours ago

Tier 1 Approvers: Not Approved 2 PostCalclation - Yemen 2024.2p

744 KB + 5 hours ago

21 pool(s) of total 21 need to be approved

Q  Global Filter

Tl Pool T| Approver T| Approval Type Approval Action Download Action Recall Action

Recall roval As
FCS FCS Supervisor Paper Upload Signed File Download Template ::;n
I

Once the Pool Supervisor has approved, the warning next to their pool will change to a
green check mark. The yellow banner will also be updated.

Tier 1 Approvers: Not Approved —

20 pool(s) of total 23 need to be approved

Q  Global Filter

Tl Pool T| Approver T| Approval Type Approval Action Downioad Action Recall Action

@ CONS - Supervisors E Digital Download Approval ‘
CONS 7/8/9 Paper | Download Template

@ DAD ] ooial | Download Asproval |

@ DET - Supervisor E Digital { Download Approval ‘
DET Employees E Digital ‘ Download Approval ‘

3. Obtain Reward Calculation Approver 2 and 3 Approvals: Once all Pool Supervisor
approvals are received in either the paper or digital approval flow, the Reward Calculation
Approver 2 approval will be available, followed by the Reward Calculation Approver 3
approval. Reward Calculation Approver 2 and 3 approvals can only be digitally approved.
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4, Obtain Reward Calculation Approver 2 Approvals: The user with the Reward Calculation
Approver 2 role assigned will need to log into GoMBC and click on Verify Output to take

action.
@ Dashboard Dashboard
Current Organization
Yemen . SUPERVISED SUPERVISED PIPS SUPERVISED EMPLOYEES
REVIEWS no pending PIPs APPEALS no employee actions
no pending reviews no pending Appeals
Supervisor -
[E Current Documents
51 My Employees
% My Pools
Rewards Calculations A4
8 Verify Output
@ Help

Reward Calculation Approver 2 will need to click Approve.

Tier 2 Approvers: Not Approved

Appraver

Approval Action

Tier 3 Approvers: Not Approved

Name

Download Action

Download Approval ‘ Recall Approval

Approval Status

Previous step maroved first.

Notice the green confirmation message in the upper right-hand corner.

Tier 2 approval was successful

Once the Reward Calculation Approver 2 has taken action, then the Download Approval
and Recall Approval buttons will become active.

Tier 2 Approvers: Not Approved

Tier 3 Approvers: Not Approved

Name Approval Status

Previous step moroved first.
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Download All will download a PDF which includes electronic signatures from all Pool
Supervisors and their own signature as the Reward Calculation Approver 2.

QA DL @

Jrova

)

Tier2 - Yemen approval ().p [ [
49.7 KB » Done

[£] Tier2-Yemen approv* sroval
49.7 KB » Done
E FCS - Yemen approval (1).pdf proval
7.7 KB + 19 hours ago
Download Acoroval | Recall Aoproval

Recall Approval will recall only the Reward Calculation Approver 2 approvals; Pool
Supervisor Approvals will not be affected.

Tier 2 Approvers: Approved

Approver Approval Action Download Action Recall Action

@ RCATier2 Apprver One Download Approval

Approver Approval Action Download Action Recall Action

— et rorot

 Success X

Tier 2 recall approval was successful

)¢ k Approva ‘ Recall Approval
_

Now the Approve button is reactivated.

5. Obtain Reward Calculation Approver 3 Approvals: The user will need to log into GoMBC
and click on Verify Output. Reward Calculation Approver 3 can view all of the Mission
Configuration and each step of the calculation and approval process.

(Calculation Progress (Verify Output)

o on
. . 0] D (O 0 @
Verify Output
fa— “

Comments

o L

- [—

Rncalbd DAD oot 0 makie acusiment. Cantacied oo Supervas and they myeed i uchly recgond. 11/08/2013
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Reward Calculation Approver 3 can view the calculations from the Calculate state or from
Verify Output.

To review the calculations in RCA, click on the Calculate from the status bar at the top of
the page or click on Calculations from the left menu. They can filter by a particular pool
or use the Download Calculations button to download all of the calculations before they
approve.

© Dashboard C ion P, C. -
il ( Click here to Download Click here to
BB : o
jemen D ® ® Calculations [©) ® ®
/ Calculate \
Payroll ID, Nax RGa. v Q | ok © Okrmors A 64 Warming @ osuccessiul ] = s4Toul s

333333555 AKOYA, KEIKO DET Employees sanaa 10 735391.00 usd 2214658 913,802.00 usd 2 2,088.00 128
335555444 STRAUSS, NINA PAS sansa 08 663,556.00 usd 19.906.68 688,595.00 usd 120 2,080.00 142
998998998 ABLE. DAVID [ sanaa 05 473,608.00 usd 1420824 517497.00usd 135 2,080.00 146
887654321 ANDERS, JAKOB ICASS 8 sanaa 07 618,071.00 usd 1854213 625996.00 usd 150 2,080.00 226
123456777 ANDREWS, CAROL POL/ECON/EXEC sanaa 10 768,407.00 usd 2258396 91380200 usd o 2037.75 58
666666652 ARELLANO, KARINA ICASS 9/10/11 sanaa 12 1,165258.00 usd 34604.80 1,165258.00 usd 150 2,059.00 241
998012970 ATWATER, JAMES 08011 sanaa 11 969,849.00 usd 20005.47 1,059,322.00 usd 58 2,08000 s8
999999989 BALDARRAMA, ROXANA ICASS 1/3 Sanaa 05 465,576.00 usd 1305403 517497.00usd 145 2,080.00 162
123334456 BEANS, TIMOTHY ICASS 9/10/11 sanaa 10 841,905.00 usd 2500822 913,802.00 usd 150 2,050.50 209
123445566 BENJAMIN, SHIRLEY ICASS /6. sanaa 05 444343.00 usd 1333029 517497.00usd 130 2,080.00 i

Reward Calculation Approver 3 can also click on Verify Output and then click Download
Approval from the Reward Calculation Approver 2 to review calculations.

Tier 2 Approvers: Approved =

[e— pr—— [—— [——

Tier 3 Approvers: Not Approved =

After reviewing the calculations, the Reward Calculation Approver 3 will need to click
Approve.

Tier 2 Approvers: Approved —_—

Tier 3 Approvers: Not Approved .
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Notice the green confirmation in the upper right corner.

\/ Success

Tier 3 approval was successful

Click Download Approval in the Reward Calculation Approver 3 Area to download the
final approvals for the mission.

Tier 2 Approvers: Approved -

Tier 3 Approvers: Approved -

The file will download as a PDF in your Downloads folder.

'{:‘ Tier 3 - Yemen approval.pdf

46.5 KB » Done

To recall the Reward Calculation Approver 3 approval, without affecting the other
approvals, click Recall Approval.

Tier 3 Approvers: Approved

Approver Approval Action Download Action Recall Action

@ | Download Approval ‘ Recall Approval

Notice the green confirmation in the upper right corner.

\~ Success »

Tier 3 recall approval was successful

6. Change Reward Calculation Approver 2 and 3 Approvers: If one of the approvers listed is
not available, the RCA Mission Admin can make the change by adding a new Approvers
and changing the selected approver.
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To add a new approver, the Mission Admin will need to assign the Reward Calculation
Approver 2 or Reward Calculation Approver 3 role from Assign Roles in GoMBC.

#4 Manage Employee Organization Roles

Acknowledgement Role

I:a Assign Roles Q  Global Filter

&' Registrations

Tl Role T]
2a Sign in on Behalf of User
it  Appeal Reviewer
Jll Manage Grades
i Custom Reward Calculation Administrator

|= Manage Documents

= HR worklist fit  Mission Administrator

B Manage Perf. Periods pring Mission Manager

tae Failed RCA T 1i

s rale ransactions & Post Administrator

Org. Admin Reports >
& Post Manager

Rewards Calculations >
jiing Reward Calculation Approver
hiiig Reward Calculation Approver 2
iy Reward Calculation Approver 3

The Reward Calculation Mission Admin will need to then click on Calculation Approver
from Reward Configuration to update the new Approver.

Supervisor § >

Organization Admin s Mission  Pools T&A Codes Conditions Grades  Salary Plans ﬂdiwdua\ Memos
Org. Admin Reports >

Rewards Calculations ~ Pool Approvers

1 Rewards Configuration & Pool Approver
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Next, scroll to the bottom of the Approver list to the Reward Calculation Approvers.
Select the toggle to Yes for the Approvers you want to update.

Reward Calculation Approvers 2

Approver Active
RCA Tier 2 Approver One E Yes
RCA Tier 2 Approver Two No

Reward Calculation Approvers 3

Approver Active
RCA Tier 3 Approver One E Yes
RCA Tier 3 Approver Two No

Once the toggle is moved to Yes, the new Approver will automatically appear in the Verify
Output Approver list. The user will automatically have access to Verify Output from their
GoMBC profile.

7. Proceed to Output: Once all approvals are received, select the Proceed button at the
bottom of the screen.

Recall Approvals Download All

8. Recall Approvals: If any change in calculations must be made or an approval must be
obtained again (for example if a SPER should be applied), you can choose to recall
approvals by either recalling all approvals or recalling a specific pool.

Calculation Progress (Verify Output)

® ® e ® ®

CGFS Import EPR Data Import

Recall Approvals Download All

=
Y

Verify Output
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RCA CALCULATIONS STEP 6: OUTPUT

In the final step, you will download all data and export reward information to OPS.

1. From the left menu, click Output in Rewards Calculations or click Output from the status
bar at the top of the page.

@ Dashboard
Cutrent Organization

Yemen

Supervisor 5 >
Organization Admin
Org. Admin Reports >

Rewards Calculations
it Rewards Configuration
B Import CGFS

8 Import TPS

@ Verify And Carrect Import
© caleulations

8 Verify Output

Calculation Progress (Output)

® ® ® ®

o)

EPR Data Import Verify & Correct Calculate Verify

stput Qutput
"
Q Gt
Payolli® 1| Mama 1] Pool 1] Specialfaie 7| Download  Eschadefrom OPS ] Semt 1005 1] Exchude from Emaif 1] Emai 1] EmailSet 7]
998998998 ABLE, DAVID oA0 & 11/25/2025 02:15:39 ABLEDAVID@training gov
333333555 AKOVA,KEIKO DET Employees & 11/25/2025 02:15:39 AKQYAKEIKO@itraining.gov
887654321  ANDERS, JAKOB ICASS B & ] ANDERSJAKOB@training.gov
BEBO6E652 ARELLAND, KARINA ICASS 9/10/11 & = Arellano@training.gov
998012970 ATWATER, JAMES o8O 11 & 11/25/2025 02:15:39 ATWATERJAMES@training.gov
999999989  BALDARRAMA, ROXANA 1CASS 1/3 & 11/25/2025 02:15:39 BALDARRAMARCXANAGIraining gov
123334456 BEANS, TIMOTHY 1CASS 9/10/11 & 11/25/2025 02:15:39 = BEANSTIMOTHY @itraining gov
123445566 BENJAMIN, SHIRLEY ICASS 5/6 & 11/25/2025 02:15:39 = BENJAMINSHIRLEY @training. gov
123456688 BENTO,MICHAEL ICASS 1/3 & 11/25/2025 021539 BENTOMICHAEL @iraining. gov
123334567  CARTER, WENDY ICASS 9/10/11 & 11/26/2025 02:15:39

CARTERWENDY@training gov

2. Download all data and reports:

RCA does not store historical data. Therefore, it is

important that calculation information be downloaded and stored for a minimum of three
years per Department guidelines. Select the Download All button. This downloads a .zip
file that contains all files related to the calculations. The zip file will appear in your
Downloads folder.

wnload All Export to OPS m Clear All

3. Output Files: The .zip file will appear in your Downloads folder and will contain the
following files.
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4. Email Individual Memos: Memos notifying employees of their rewards can be sent to
employees directly from RCA (as long as the employee has an email in their GoMBC
profile. HR should download memos for employees without an official government email

and provide outside of RCA). They can be downloaded individually by selecting the o
icon on the Output screen or in bulk by selecting the Download All button.

femen

November 25, 2025

Dear ABLE, DAVID,

This notice serves to advise you of your Merit Based Compensation (MBC) reward for the 2024

— 2025 performance year. The MBC reward is scheduled to be added to your basic salary until

you reach the maximum salary for your grade level. Once the maximum is reached, the reward
——— - =
Effective Date: 05/17/2025

MBC Reward: 14358.28 usd
Current Base Salary: 473608 usd
New Base Salary: 487966 usd
Lump Sum: 0 usd
Total Performance Score (TPS) for Review:

9/28/2024 - 2/28/2025: TP5-125
—

The MBC reward Is based on employee performance, as reflected in the TPS, and is variable
from year-to-year.

The following is only applicable to employees who are scheduled for a salary increase but
prefer a lump sum: You have the option of requesting your MBC reward as a lump sum by
completing the enclosed MBC Reward Payment Selection Form. Return the form to Human
Resources (HR) no later than 01/25/2025. Please note:
New Basic Salary and Lump Sum amounts listed above will change if you opt for a
lump sum. Your basic salary will not increase if the MBC reward is paid as a lump sum.
Your decision affects this performance year only.
Your decision is irrevocable.

In case of questions, please contact HR.

If any employee should not receive an email, select the check box for those employees.
Then click Send Email to send emails to all employees who are not excluded in the Exclude
from Email or do not have a valid official government email address in their employee
profile. Once Send Email is selected, the Email Sent column will populate with the date
emails were sent to employees.
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Calculation Progress (Output)
® ® ® ® ® ®
. Calculate Verify Outpu Output
Q
a [3)
papen 1| e 1) post T SpecsRate | Downoad  Exchudekom0Ps [|  Senttaes 1) Exchde o st 1| mai 1] s Sest. 1
998998998 ABLE, DAVID DAO & 11/25/2025 02:15:39 ABLEDAVID@training.gov
333333555 AKOYA, KEIKO DET Employees & 11/25/2025 02:15:39 AKOYAKEIKO@training.gov
887654321 ANDERS, JAKOB ICASS B & ANDERSJAKOB(@training.gov
666666652 ARELLANO, KARINA ICASS 9/10/11 & u Arellano@training.gov
998012970 ATWATER, JAMES oBO 11 & 11/25/2025 02:15:39 ATWATERJAMES@training.gov
999999389 BALDARRAMA, ROXANA ICASS 1/3 & 11/25/2025 02:15:39 BALDARRAMAROXANA@training gov
123334456 BEANS, TIMOTHY ICASS 9/10/11 & 11/25/2025 02:15:39 BEANSTIMOTHY@training.gov
123445566 BENJAMIN, SHIRLEY ICASS 5/6 & 11/25/2025 02:15:39 BENJAMINSHIRLEY @training.gov
123456688 BENTO, MICHAEL ICASS 1/3 & 11/25/2025 02:15:39 BENTOMICHAEL@training.gov
123334567 CARTER, WENDY ICASS 9/10/11 & 11/25/2025 02:15:39 CARTERWENDY @training.gov

5. Exclude any records from OPS Submission: Before you submit to OPS, you can select any
record to exclude it from the OPS submission. For example, you would exclude if the
employee departed after the rating cycle. OPS will not process updates for terminated
employees. In this case, contact your pay tech, who will inform you if you need to update
the termination action manually in OPS or the payment can be processed separately. To
exclude, select the checkbox in the Exclude from OPS column.

BN Go\iBC
qaB 0 2

Success
- Yemen v &
N Entry for ANDERS, JAKOB was excluded.

Calculation Progress (Output) o Success x
Entry for ARELLANO, KARINA was

@ @ @ excluded.
CGFS Import EPR Data Import Calculate Verify Output Output
==
Q  Global Filter
Exclude from OPS 1| Sentto0PS 1|
998998998 ABLE, DAVID DAO & ABLEDAVID@training.gov
333333555 AKOYA, KEIKO DET Employees & AKOYAKEIKO@training.gov
887654321 ANDERS, JAKOB ICASS 8 & ANDERSJAKOB@training.gov

666666652 ARELLANO, KARINA ICASS 9/10/11 & Arellano@training.gov

\ Success

Email sent successfully.
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6. Export to OPS: Next, select Export to OPS. All reward information for all employees not
excluded is sent.

\/ Success

Results has been pushed to OPS
successfully.

Calculation Progress (Output)

® ® ® ® ® @®

CGFS Import

o o
Q  Globalfilter

EPR Data Import Verify & Correct Calculate Verify Output Output

Clear All

A timestamp will populate in the Sent to OPS columns once Export to OPS is selected.
Notice there is no timestamp for excluded employees. You will need to send their
information by creating a mass update manually in OPS for current employees or via cable

for departed employees.

998998998 ABLE, DAVID
333333555 AKOYA, KEIKO
887654321 ANDERS, JAKOB
666666652 ARELLANO, KARINA

998012970 ATWATER, JAMES

999999989 BALDARRAMA, ROXANA

123334456 BEANS, TIMOTHY
123445566 BENJAMIN, SHIRLEY
123456688 BENTO, MICHAEL

123334567 CARTER, WENDY

REWARD CALCULATION ApPPLICATION (RCA) SOP

DAO

DET Employees
ICASS 8

ICASS 9/10/11
0OBO 11

ICASS 1/3
ICASS 9/10/11
ICASS 5/6
ICASS 1/3

ICASS 9/10/11

ADG

Download  Exclude from OPS 1|

11/25/2025 02:08:31

11/25/2025 02:08:31

11/25/2025 02:08:31

11/25/2025 02:08:31

11/25/2025 02:08:31

11/25/2025 02:08:31

11/25/2025 02:08:31

11/25/2025 02:08:31
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7. Failed RCA Transactions: If there are any errors, these will be received in about an hour
and will appear on the Failed RCA Transactions page in GoMBC. To access this page, select
the Failed RCA Transactions menu. To view this list, you will need to have either Mission
Manager or Mission Admin roles assigned.

Organization Admin v
it Mission Profile

a4 Transfer Employees

%, Manage Pools

725 Manage Employees

722 Manage Employee
Acknowledgement Role

2a Assign Roles

At Registrations

2 Sign in on Behalf of User
Jll Manage Grades

£ Manage Documents

[= HR worklist

B Manage Perf. Periods

|

24 Failed RCA Transactions

Any message which appears here will need to be resent after you determine the error
which caused the failure. Contact ADG-Support@state.gov if any errors are returned.

8. OPS Mass Update: If the records are successful, OPS will create and populate two mass
update groups for each department ID: One for the salary update and one for the lump
sum payment. OPS runs the job to create the mass update groups once a day, so
depending on when you submit the data, it could take up to one day for the mass update
groups to be created.
For each mass update group created, an email will be sent to Post that contains a group
ID. Enter OPS, select Mass Update, and search for the group ID. Then, follow the OPS SOP
for Mass Updates (pages 30-33 cover the MBC lump sum mass update process and pages
46-51 cover the MBC salary reward process). The following must be completed in the
order listed below for each mass update group:

i.  HR Initiator Validation: Please note that the SOP only covers the creation
of the mass update group by the HR initiator - which is not required.
However, the HR initiator will need to review and validate the data and
add remarks, so the steps listed in the SOP differ slightly from the actual
action.

ii.  Financial (FMO) Approval

iii. HR (HRO) Approval
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mailto:ADG-Support@state.gov
https://usdos.sharepoint.com/sites/GTMIntranet/HRSystems/OPS/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FGTMIntranet%2FHRSystems%2FOPS%2FShared%20Documents%2FLocally%20Employed%20Processing%2FOPS%20Mass%20Update%20Procedures%20and%20Job%20Aids%2Epdf&parent=%2Fsites%2FGTMIntranet%2FHRSystems%2FOPS%2FShared%20Documents%2FLocally%20Employed%20Processing&isSPOFile=1&isSPOFile=1
https://usdos.sharepoint.com/sites/GTMIntranet/HRSystems/OPS/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FGTMIntranet%2FHRSystems%2FOPS%2FShared%20Documents%2FLocally%20Employed%20Processing%2FOPS%20Mass%20Update%20Procedures%20and%20Job%20Aids%2Epdf&parent=%2Fsites%2FGTMIntranet%2FHRSystems%2FOPS%2FShared%20Documents%2FLocally%20Employed%20Processing&isSPOFile=1&isSPOFile=1

After the HRO has approved the mass update group, it will take up to 24 hours for the
changes to be applied in OPS. The HR Approver will then follow the steps beginning on
page 52 of the OPS SOP for Mass Updates to create the interface file for CGFS. This will
email the files to them, and they can be submitted to CGFS.
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