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CENTRAL SITE JOB AID
This Job Aid provides Payroll Professionals with step-
by-step assistance in completing Off-Cycle Payment 
Requests.

Job Aid topics include:

	∙ Calculate Payroll (Payroll Manager)
	∙ Death Gratuity Calendar Group Results Query - One 
(Payroll Manager)
	∙ Finalize Payroll (Payroll Manager)
	∙ Death Gratuity Calendar Group Results Query - Two 
(Payroll Manager)
	∙ Identify Beneficiaries in Different Calendar Groups 
(Payroll Manager)
	∙ Run Payment Prep and Disbursement (Disbursing 
Manager)
	∙ Send Cost to General Ledger (GL) (Disbursing Manager)
	∙ Review Payments by Calendar Group (Disbursing 
Manager)
	∙ Run Treasury Disbursement (Disbursing Manager)
	∙ Payment Automation Manager (PAM) Agency 
Notification – One (Disbursing Manager)

NAVIGATION: HR Professional homepage > Global Payroll 
WorkCenter

NOTE: Only Payroll Manager, Disbursing Manager, and 
Budget Analyst with Payroll Professional and Disbursement 
Professional subcategories have access to Central Site Death 
Gratuity payments.

	∙ Global Exchange (GEX) Acknowledgement (Disbursing 
Manager)
	∙ GEX Acknowledgement Warnings and Error Resolution 
(Disbursing Manager)
	∙ PAM Agency Notification – Two (Disbursing Manager)
	∙ Standard Report Format (SRF) Inbound Interface 
(Disbursing Manager)
	∙ SRF Inbound Interface – If Treasury Void (Disbursing 
Manager)
	∙ Post Payment System (PPS) Inbound Interface 
(Disbursing Manager)
	∙ Off-Cycle Line of Accounting (LOA) Query (Budget 
Analyst)
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1.	 Navigate to HR Professional homepage.

2.	Select the Global Payroll WorkCenter tile.

3.	Navigate to Process Payroll; Select Calculate Absence and Payroll.

4.	Select Add a New Value.	

Calculate Payroll (Payroll Manager)
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7. Select the Calendar Group ID magnifying glass icon. Enter 
the Calendar Group ID.

Calculate Payroll (Payroll Manager) CONTINUED

5. Create a Run Control ID. 

NOTE: The Run Control ID will be saved, and the user will be 
redirected to a new page displaying the saved Run Control ID 
in the top left corner.

NOTE: Off-Cycle Calendar Group IDs are generated in the 
following format: XYYMMXXX.

8. Select Identify and Calculate.

9. Select the Run button.

NOTE: A Run Control ID is required to run processes in IPPS-A. 
All parameters are saved with a Run Control ID. A unique 
Run Control ID must be created for each specific process. Run 
Control IDs are attached to the user in IPPS-A and cannot 
be shared with other users. Once a Run Control ID has been 
created, it can be used as the existing value when running this 
process in the future. A Run Control ID: 

1. Can be a free-text naming convention. NOTE: Check local 
unit policy to see if a standardized naming convention exists.  

2. Must consist of a continuous string of characters (max 30). 

3. Cannot contain a blank space; although an underscore may 
be used.

6. Select Add. 
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Calculate Payroll (Payroll Manager) CONTINUED

10. Select Process Name GPPDPRUN (Process Type - COBOL SQL), then click OK.

11. Select Process Monitor.
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Calculate Payroll (Payroll Manager) CONTINUED

NOTE: The row containing the process instance number will 
display “Posted” in the Distribution Status column.

12. Select the Refresh button until the Run Status displays Success and the Distribution Status displays Posted.

NOTE: This completes the Calculate Payroll process. The Payroll Manager 
will now start the Death Gratuity Calendar Group Results Query.
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Death Gratuity Calendar Group Results Query - One (Payroll Manager)

1.	 Navigate to Queries; Select Result Queries and then select Death Gratuity Calendar Group Results.

2.	Select the Calendar Group ID magnifying glass icon. 

2A. The lookup tools displays. Find the Calendar Group ID from the list.

3.	  Select View Results.

4.	Verify that the Calculation Status displays Calculation Successful.

5.	Verify Beneficiary Count and Total Beneficiary Amt are correct.

NOTE: This completes the Death Gratuity Calendar Group Results Query 
process. The Payroll Manager will now start the Finalize Payroll process.
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1.	 Navigate to Process Payroll; Select Calculate Absence and Payroll.

2.	Select Add a New Value.

3.	Create a Run Control ID and take note of it.

4.	Select Add.

Finalize Payroll (Payroll Manager)
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5. Select the Calendar Group ID magnifying glass icon. Enter the Calendar Group ID.

6. Select Finalize. 

7. Select the Run button.

8. Select Process GPPDPRUN (Process Type - COBOL SQL) and select OK. 

Finalize Payroll (Payroll Manager) CONTINUED
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Finalize Payroll (Payroll Manager) CONTINUED
9. Select Process Monitor. 

10. Click the Refresh button until the Run Status displays Success and the Distribution Status displays Posted.

NOTE: This completes the Finalize Payroll process. The Payroll Manager 
will now start the Death Gratuity Calendar Group Results Query.
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Death Gratuity Calendar Group Results Query - Two (Payroll Manager)

1.	 Navigate to Queries; Select Result Queries and then select Death Gratuity Calendar Group Results.

2.	Select the Calendar Group ID magnifying glass icon. 

2A. The lookup tools displays. Find the Calendar Group ID from the list.

3.	  Select View Results.

4.	Verify that the Calculation Status displays Finalized.

NOTE: This completes the Death Gratuity Calendar Group Results Query process. 
The Disbursing Manager will now start the Payment Prep process.

NOTE: If beneficiaries are in multiple Calendar Groups, the Payroll Manager 
can run an additional query using the Employee ID (see next section, Identify 
Beneficiaries in Different Calendar Groups).
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Identify Beneficiaries in Different Calendar Groups (Payroll Manager)

1. Navigate to Review Payroll; Select Results by Calendar Group.

2. Enter Empl ID of Member.

3. Select Search.

4. Review table for beneficiaries in Calendar Group ID.
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Run Payment Prep & Disbursement (Disbursing Manager)
1.	 Navigate to HR Professional homepage.

2.	Select Global Payroll WorkCenter tile.

3.	Navigate to Post Payroll; Select Run Payment Prep Process.

4.	Select Add a New Value.

5.	Create a Run Control ID.

6.	Select Add.	
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Run Payment Prep & Disbursement (Disbursing Manager) CONTINUED
7. Select the Calendar Group ID magnifying glass icon. Enter 

the  Calendar Group ID.

8. Under Processing Phases and Options, select Calculate 
and Finalize.

9. Select Run.

10. Ensure Payments Preparations USA process is selected.

11. Select OK.
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12. Select Process Monitor. 

13. Click the Refresh button until the Run Status displays Success  
and the Distribution Status says Posted.

Run Payment Prep & Disbursement (Disbursing Manager) CONTINUED

NOTE: This completes the Run Payment Prep & Disbursement 
process. The Disbursing Manager will now begin the Send Cost 
to GL process.
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Send Cost to General Ledger (GL) (Disbursing Manager)

1. Navigate to Post Payroll; Select Send Cost to GL.

2. Select Add a New Value.

3. Create and enter a Run Control ID.

4. Select Add.

NOTE: This is part of General Fund Enterprise Business System 
(GFEBS) accounting functionality that provides accounting 
information to the U.S. Army. This is a separate process from 
the Central Site processing of Death Gratuity.
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Send Cost to GL (Disbursing Manager) CONTINUED
5. Select the Calendar Group ID magnifying glass icon. 

5A. The lookup tools displays. Find the Calendar Group ID from the list.

6. Under Processing Phases and Options, select the Calculate and Finalize.

7. Select Run.

8. Under the Process List, select the IP GL Transaction Creation. Select OK.

00000

X0000000

0000000
X0000000

X0000000

00000000000.00 00000

5

A

6

7

8



Page 17, continued on next page

CENTRAL SITE JOB AID

Version 3.0 20260122

9. Select Process Monitor.

10. Click Refresh until Run Status displays Success and Distribution Status displays Posted. 
If No Success, contact Help Desk.

Send Cost to GL (Disbursing Manager) CONTINUED

NOTE: This completes the Send Cost to GL process. The Disbursing Manager will 
now start the Review Payments by Calendar Group process.
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1. Navigate to Post Payroll; Select Review Payment by Cal Group.

2. Enter the Calendar Group ID.

3. Select Search.

4. Under Deductions, click the Select Matching Payments.

Review Payments by Calendar Group (Disbursing Manager)

CPL JOSEPH DAVIDSON
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STACY00000000
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5. Verify Payment Status has been updated to Finalized.

5A. If needed, manually update the Payment Status to User Void.

Review Payments by Calendar Group (Disbursing Manager) CONTINUED

NOTE: Comments are required for 
selecting User Void.

DG000000 Stacy Dwyer

6. Confirm Payment Methods.

DG000000 Sara John

DG000000 Thomas Dwyer
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NOTE: If any Payment Method in this Calendar Group ID displays “Wire Transfer”, 
the Payment Date for entire Calendar Group ID will be impacted during Treasury 
Disbursement (see Run Treasury Disbursement, page 22: step 6).
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7. Select OK to verify that User wants to User Void.

8. Select OK that user understands that a comment is required to Void a payment.

Review Payments by Calendar Group (Disbursing Manager) CONTINUED
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9. Right click anywhere in the Death Gratuity Disbursement 
Description Box to enter reason for User Void.

10. Select Status Comments.

Review Payments by Calendar Group (Disbursing Manager) CONTINUED
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11. Enter reason for User Void.

12. Select Apply.

13. Select OK.
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NOTE: This completes the Review 
Payments by Calendar Group process. 
The Disbursing Manager will now begin 
the Run Treasury Disbursement process.
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Run Treasury Disbursement (Disbursing Manager)

1. Navigate to Post Payroll; Select Run Treasury 
Disbursements.

2. Select Add a New Value.

3. Enter Run Control ID.

4. Select Add.

5. Select the Calendar Group ID magnifying glass icon. 
Enter the Calendar Group ID.
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6. If a “Wire Transfer” is associated with this Calendar Group ID 
(see Review Payments by Calendar Group, page 19: step 6), set 
Payment Date for two business days from the current date. 
If “Wire Transfer” is not associated with the Calendar Group ID, 
set Payment Date for the following business day. 

7. Select Run.
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Run Treasury Disbursement (Disbursing Manager) CONTINUED

NOTE: This completes the Run Treasury Disbursement 
process. The Disbursing Manager will now run PAM Agency 
Notification Process.

8. The Process Scheduler Request will display; Select the Treasury Direct Disbursement checkbox, then select OK. 

9. Select Process Monitor.

10. Click the Refresh button until the Run Status says Success and the Distribution Status says Posted.
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NOTE: Check with local Standard Operating Procedures (SOP) 
on how often Treasury processes Death Gratuity payments 
before proceeding to next step.
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1.	 Under the Global Payroll WorkCenter tile, navigate to Post Payroll; 
Select PAM AGCY Notification Process.

2.	Select Add a New Value.

3.	Create a Run Control ID.

4.	Select Add.

Payment Automation Manager (PAM) Agency Notification – One (Disbursing Manager)
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5. Select Run.

6. Select GEX Acknowledgement Notifications.

7. Select OK.

PAM Agency Notification – One (Disbursing Manager) CONTINUED
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8. Select Process Monitor.

9. Click the Refresh button until the Run Status says Success and the Distribution Status says Posted.

PAM Agency Notification – One (Disbursing Manager) CONTINUED
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NOTE: This completes the PAM Agency 
Notification process. The Disbursing Manager 
will now run the GEX Acknowledgement Query.
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1.	 Under the Global Payroll WorkCenter tile, navigate to Results Queries; 
Select GEX Acknowledgement.

2.	Select the Calendar Group ID magnifying glass icon.

	 2A. The lookup tools displays. Find the Calendar Group ID from the list.

3. Select View Results.

4.	Verify results display Passed without errors. 

Global Exchange (GEX) Acknowledgement (Disbursing Manager)

NOTE: If Error code displays Warning or Fatal Error 
refer to the next section.

NOTE: This completes the GEX Acknowledgement. 
The Disbursing Manager will now begin the PAM 
Agency Notification process.
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1.	 If Error Code displays Warning, contact Tier 3 Help Desk.

2. Relay information to Help Desk from the Error Category and Error Message and then continue with the disbursement process.

3. If Error Code displays Fatal Error, contact Tier 3 Help Desk. Wait for Help Desk to resolve error. After Help Desk has resolved 
error, re-run Treasury Disbursement process.

GEX Acknowledgement Warnings and Error Resolution (Disbursing Manager)
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1. Under the Global Payroll WorkCenter tile, navigate to Post 
Payroll; Select PAM AGCY Notification Process.

2. Select Add a New Value.

3. Create a Run Control ID.

PAM Agency Notification – Two (Disbursing Manager)
4. Select Add.

5. Select Run.

6. Select the IP_AGCY_NTFY.

7. Select OK.

CENTRAL SITE JOB AID
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8. Select Process Monitor.

9. Click Refresh until Run Status displays Success and Distribution Status displays Posted.

10. Select Details.

PAM Agency Notification – Two (Disbursing Manager) CONTINUED

10
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11. Under Actions, select View Log/Trace.

12. Verify that a file beginning with SPS_440.txt has been generated for each beneficiary.

13. Right click on each SPS_440.txt file and select Save link as.

14. Save the SPS_440.txt file.

PAM Agency Notification – Two (Disbursing Manager) CONTINUED

0000000 0000000

0000000000.00

NOTE: The SPS_440.txt file(s) 
must be submitted to Treasury 
Secure Payment System (SPS) for 
processing.

NOTE: This completes the PAM 
Agency Notification process. The 
Disbursing Manager will return to 
the Global Payroll WorkCenter tile 
to start the SRF Inbound Interface 
process.
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Global Payroll WorkCenter

1.	 Navigate to HR Professional homepage.

2.	Select the Global Payroll WorkCenter tile.

3.	Navigate to Post Process Payroll; Select Run PAM 
SRF Inbound Interface.

Standard Reporting Format (SRF) Inbound Interface (Disbursing Manager)

3
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4.	Select Add a New Value.

5.	Create a new Run Control ID.

6.	Select Add.
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7. Select Run.

8. Select IP_GP_SRFINT.

9. Select OK.

SRF Inbound Interface (Disbursing Manager) CONTINUED
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10. Select Process Monitor.

11. Click the Refresh button until the Run Status displays Success and the Distribution Status displays Posted.

SRF Inbound Interface (Disbursing Manager) CONTINUED
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12. Return to the Global Payroll WorkCenter. Navigate to Post Payroll; 
Select Review Payments by Cal Group.

13. Enter the Calendar Group ID that was previously processed.

14. Select Search.

15. Select the Deductions tab.

16. Click Select Matching Payments.

17. Verify Payment Status entries are updated.

SRF Inbound Interface (Disbursing Manager) CONTINUED
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NOTE: Manually notify the Initiator and Executor of the 
status of payment(s). If status is Treasury Void see next 
section, (SRF Inbound Interface - If Treasury Void).
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NOTE: This completes the SRF Inbound Interface process. 
The Disbursing Manager will return to the Global Payroll 
WorkCenter to start the Post Payment System Inbound 
Interface process.
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1.	 Confirm Payment Status is Treasury Void.

2.	Navigate to Post Payroll; Select Run PAM SRF Inbound Interface. 

3.	Enter Run Control ID.

4.	Select Search.

SRF Inbound Interface - If Treasury Void (Disbursing Manager)
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5.	Select Process Monitor.

6.	Select Details.

7.	 Select View Log/Trace.

SRF Inbound Interface - If Treasury Void (Disbursing Manager) CONTINUED
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8.	Select the .log file.

9.	 Identify IP_SRF_DISB _STS (Disbursement Status) Code. It is a single-digit number. NOTE: In this example it is “5.”

10.  Identify the IP_SRF_DISB_RSN (Associated Reason Code) number. It is a three-digit number. NOTE: In this example it is “064.”

SRF Inbound Interface - If Treasury Void (Disbursing Manager) CONTINUED
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SRF Inbound Interface - If Treasury Void (Disbursing Manager) CONTINUED
11. Use the SRF Disbursement Reason Codes chart to identify reason for Treasury Void.
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NOTE: Contact Casualty and Mortuary Affairs Operations 
Division (CMAOD) to explain reason for Treasury Void.
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Post Payment System (PPS) Inbound Interface (Disbursing Manager)
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1.	 Navigate to Post Payroll; Select Run PAM PPS Inbound 
Interface.

2.	Select Add a New Value.

3.	Create and enter a new Run Control ID, then select Add. 

4.	Select Run.
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PPS Inbound Interface (Disbursing Manager) CONTINUED
5. Select IP_GP_PPSINT, then select OK. 

6. Select Process Monitor. 

7. Click the Refresh button until the Run Status displays Success and the Distribution Status displays Posted.
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PPS Inbound Interface (Disbursing Manager) CONTINUED
8. Return to the Global Payroll WorkCenter tile. Navigate to 

Post Payroll and select Review Payments by Cal Group.

9. Enter the Calendar Group ID associated with the PPS file and 
select Search. NOTE: Voided payments will send alerts to 

the Initiator and Executor.

10. Under Deductions, click Select Matching Payments.

11. Verify Payment Status entries are updated.
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NOTE: This completes the PPS Inbound Interface process. 
The Budget Analyst will now start the Off-Cycle Line of 
Accounting Query process.
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Off-Cycle Line of Accounting (LOA) Query (Budget Analyst)

1.	 Login as HR Professional. Under the HR Professional homepage, select the Global Payroll WorkCenter tile.

2.	Navigate to Results Queries; Select Off-Cycle LOA Query Detail.

3.	Select the Calendar Group ID magnifying glass icon.

3A. The lookup tools displays. Find the Calendar Group ID from the list.

Global Payroll WorkCenter

2
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A

NOTE: This is the Manual GFEBS accounting process that provides accounting information to the 
U.S. Army. This is a separate process from the Central Site processing of Death Gratuity. It will 
require the Budget Analyst to pull the LOA Query and send it to the appropriate fund manager for 
manual input following the Costs to GL and after the SRF Inbound Interface processes described in 
this Job Aid. The list of points of contact by component is maintained in the MILPAY User Manual.
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4.	Select View Results.

5.	Download results by clicking Excel SpreadSheet, CSV, Text File, or XML File.

6.	Save file in accordance with local SOP.

NOTE: This completes Off-Cycle 
LOA Query process.

Off-Cycle LOA Query (Budget Analyst) CONTINUED
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IPPS-A RESOURCES
Website

Training Aids 

R3 Resources Demo Server

https://ipps-a.army.mil/
https://ipps-a.army.mil/Training/Training-Aids/
https://hr.ippsa.army.mil/upk/r3/resources/help/Publishing%20Content/PlayerPackage/data/toc.html
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