RFP#: 04-C4E-002                                                                                                                         Attachment J.1(l)


Operating Instruction: Submission of pay period data to NASA in MS Access format.
Background:

NASA Glenn’s internal accounting system, which validates the Job Order numbers used by employees and distributes associated costs to the programs, requires that contractor time card data be submitted in MS Access format with a file structure as shown in figure 1. This operating instruction outlines the process for submitting this data.

Process:

The contractor shall submit an MS Access file to the appropriate NASA official for each pay period. That is, every two weeks the contractor needs to submit an electronic file which will contain this data. This data needs to be submitted within 3 working days after the end of each pay period. NOTE: Contract employees are required to log labor hours daily. At a future date, if unique Government requirements dictate, the contractor may be required to submit updated labor and costing information daily. All direct labor hour charges (typically assigned a “Y” task number) and indirect labor charges (other than “Y” tasks typically P00, X0, LAC, EB0, HKT, etc.) need to be reported. Invalid Job Order numbers will be omitted from the file and sent back to the contractor for resubmission.
File Naming:

The file will be named as in the following example.

First Character:
A=AKIMA
G=GMT
Q=QSS
Next 6 Characters:
Date (YYMMDD)
Extension:

.mbd for MS Access files

Example: the file will have the pay period and file name as follows:

Pay period ending August 9, 2003 
Q030809.mbd

	
	Figure 1: File structure for MS Access submissions

	
	
	
	
	

	Field Name
	Data Type
	Field Size
	Decimal
	Description

	 
	 
	 
	 
	 

	CardDate
	Date
	8
	0
	The last day of the pay period MM/DD/YY

	 
	 
	 
	 
	 

	NumHrs1
	Numeric
	6
	2
	Number of hours charged against subject J.O.#

	 
	 
	 
	 
	 

	Work
	Text
	7
	0
	NASA J.O.# (Note: all "0"s are zeros)

	 
	 
	 
	 
	 

	Emp_Number
	Text
	6
	0
	Employee number. (Note: all 6 digits must be filled. Leading “0”’s will be added to any number less than 6 digits long.)

	 
	 
	 
	 
	 

	LastName
	Text
	23
	0
	Employees last name. (Include Sr., Jr., II, III, etc.)

	 
	 
	 
	 
	 

	Initials
	Text
	2
	0
	First and middle initial. First initial only if no middle name.

	 
	 
	 
	 
	 

	Rate_Code
	Text
	3
	0
	This is a one character entry. Enter 'R' for regular pay or 'O' for overtime.

	 
	 
	 
	 
	 

	Perf_Dept
	Text
	2
	0
	NASA division codes contractor works under. (to be assigned)

	 
	 
	 
	 
	 

	SubAccount
	Text
	3
	0
	Optional: subaccounts such as sick, holiday, etc. (SCK, HOL, ADM…)


