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	Highlighted Area
Recent Changes to USAJobs
As part of the ongoing Recruitment One-Stop e-gov initiative to enhance the USAJobs system (http://www.USAJobs.opm.gov), Monster GS has taken over operation of the USAJobs website effective Monday, 4 Aug 03. 

Although you will see visible changes to the Employer Services website the actual functionality has not changed in this phase.  All "AFPC" users are reminded that we do not use the following options when creating or editing a job.
Public Contact Information - DO NOT SELECT - Allow 'Apply Online' link/feature
Screening - ONLY select - "Do not screen jobs seekers and do not send an auto-reply letter"
You will also notice several new features that "APFC" will not use.  These features are Sourcing, Screening, Tracking, Administration, Reports, Manage Folders and Search Resumes.  The features available for "AFPC" use are "Create & Post A Job" and "Manage Job Postings".   Unfortunately there is no option to search for job postings by control number or agency announcement number, but USAJobs is considering adding this feature.

All "AFPC" users should continue to use the OPM Template (A Msg) process to post external/DEU job announcements.  Since we all share the same account you will notice that all users vacancy announcements appear in the "Manage Postings" option.  To edit an announcement submitted either online or through the Template process you can narrow the list by using the filter options and by clicking on the control number link (Ctrl. No.) to sort in numerical order.

Job seekers will also notice a new look and feel to the job search features "Search Jobs", My Resumes (Resume builder), My Job Search Agents (Jobs by Email), My Letters (Cover Letters).

This is only the first phase with more to come in the very near future.  As we get information on those changes we will pass it along.  This information will also be incorporated into the appropriate user guides as soon as possible.

Should you have any questions, please contact Chuck Zedek, DPCXT at 665-2899 ext. 4611.



	QUICK LINKS

	· Benefits and Entitlements - http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm
· Classification - http://www.afpc.randolph.af.mil/dpc/Classification/class.htm
· Clearinghouse - http://www.afpc.randolph.af.mil/clrhouse/default.htm
· Defense Civilian Personnel Data System - http://www.afpc.randolph.af.mil/mdcpds/default.htm
· Directorate of Civilian Personnel Operations - http://www.afpc.randolph.af.mil/dpc/
· Employment - https://ww2.afpc.randolph.af.mil/resweb/
· Requisition Audit Report - http://www.afpc.randolph.af.mil/dpc/doclib/ReqAudit.htm
· System Administration - http://www.afpc.randolph.af.mil/dpc/SystemAdministration/index.htm
· System Status Report - http://www.afpc.randolph.af.mil/dpc/SystemAdministration/index.htm


	11i Functional Issues 


	DCPDS 
	People:


People Search Problem: Searching by SSAN the system will pull up all records with same name.  Work around (see attachment)  Clearinghouse ticket: 1039914
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
People record: When searching for a person and the person has more than one person type, (Ex-Employee, Employee) user will have to click the OK button for each person type before it will display the person record. Clearinghouse ticket: 1040074, TD 9081

People SIT: Cannot update the appraisal record in the People SITs.  The error message states that the appraisal type and date effective already exist. Clearinghouse ticket: 1041314, Remedy 13954
Position:  


Series (LOV) is not displaying 1603 in the drop down list. Clearinghouse ticket: 1040936.


Position NTE cannot be changed or deleted.  Position NTE Field is "grayed out".  

Clearinghouse ticket: 1040614


When trying to access position data from within RPA, before it lets you view data you will get multiple rejects. Clearinghouse ticket: 1040754


System is not allowing users to build or make changes to positions, receiving error on the Save process. Clearinghouse ticket: 1040496 (Fixed)


Error message "No Entry on List of Values List" received when trying to use POI 2130. Clearinghouse ticket: 1040454

Training:  


Training information on CSU is correct, however, in DCPDS it doesn't appear in Training detail section.  Also, in updating a training record, the following, reject appears "Values have not been entered for one or more required segments". Clearinghouse ticket: 1041319 Remedy 14022

Received a mass update spreadsheet from base and forwarded to AFPC/DPCXM for processing.  Received message from AF{C/DPCXM stating errors in spreadsheet and the update did not process. Clearinghouse ticket: 1041414 Remedy 13802

Inbox - RPAs:

   When trying to populate a name in blocks 5 & 6 under Part A of a RPA  using the "CIVDOD PERSONNELIST" hat, the response time was 6 minutes 45 seconds for block 5 and 6 minutes for block 6.  On August 4, the response time was considerably shorter; 1 minute 50 seconds for block 5 and 2 minutes 37 seconds for block 6. Clearinghouse ticket: 1041554 Remedy 13807
   Attempting to correct FEGLI Code to I5 in a FEGLI Change RPA which was effective 05-02-2003.  Went to Corrections and Cancellations, hit F11, entered SSAN, hit ctrl F11.  Once the page populated with the correct SSAN and list of past actions, chose FEGLI Chg effective 2 May 2003 and hit Corrections.  Correction RPA came up and hit save to route.  Routed RPA to the DPCMB-ABE Group Box and got RPA #, 03AUGDPCMB0000581446.  Went to Civilian Workbox and found the RPA.  Hit Respond, entered FEGLI Code I5 in block 27 then correction remark C11 in "Remarks" tab.  I indicated I wanted to route the RPA, selected Update HR, elected not to print, then clicked Approval.  Received error message.  Checked with Staffing POC who indicated Tenure was coded correctly.  Checked with Classification POC who indicated Education level was coded correctly. Clearinghouse ticket: 1041396
   Within Grade Increase notifications are showing up in the WGI Inbox and should not. Clearinghouse ticket: 1040934


Staff can't open documents attached to RPAs using 11i. Clearinghouse ticket: 1040394 Remedy 13651

With inbox check on it shows duplicate RPAs. Notice that the date sent column reflects different times on each duplicated RPA.  It also shows open and closed RPAs. When the check box is checked the system should only display open RPAs. Clearinghouse ticket: 1040355 Remedy 13636

Performance: It is currently taking 5 – 10 minutes to save/route an RPA.  This is occurring on routing to an Inbox or a person. Clearinghouse ticket: 1040755 Remedy 14017

When preparing a Pseudo SF50 the system is not recognizing the employee name. It attempts to search for it, but never loads the data. Clearinghouse ticket: 1040477 Remedy 13952
      Work Around: users can complete the other blocks on the Pseudo SF-50 then print and use a typewriter to complete the name block. Or, use the Jetform SF-50.

Promotion and Conversion:  Date WIGI Due not updating correctly.  Will require manual intervention. Clearinghouse ticket: 1040818

Correction:  Within-Grade-Increase correction not opening up the TO: side (grayed out).  This was not the case on other correction types. Clearinghouse ticket: 1040814

Detail (930) NTE - SF-50 not printing automatically from the SIT. We confirmed that the 930 did flow to Paris. Clearinghouse ticket: 1040819

Approved Request for Personnel Action Window (Correction/Cancellation):  Running extremely slow (5 to 10 minutes).  Clearinghouse ticket: 1039915                       



	
	

	CPDSS


	The update to Instructional Program Codes has caused some minor problems that will impact DCPDS and CPDSS. A PR has been submitted. 

Recommendation:  Do not use instructional program codes in the Job Analysis Promotion Plan Templates until the table is corrected. CPDSS Briefs may reflect two education entries based on the old and the updated instructional program code. We understand the impact this has on the users of CPDSS and will make the appropriate changes as quickly as possible.


	Defense Civilian Personnel Data System (DCPDS)


	Special Purpose Groupboxes
	1.  WGIPERSONNEL receives the following:

· Update notices (notifications) that WGI and other automated actions have been processed through Suspense in the system
· Messages for failed/rejected automated actions
· RPAs for WGIs or other actions that need to be checked (e.g., because of an intervening action)
· RPAs for any failed mass actions (awards, realignments)
· RPAs for termination of temporary appointment actions
The WGIPERSONNEL Groupbox:  DCPDS generates a number of personnel actions automatically, such as within-grade increases, conversions to career tenure, and terminations of temporary appointments, and has the capability to process a variety of different types of mass actions (e.g., pay adjustments, realignments, awards).
· Oracle HR normally provides errors messages and transaction complete messages directly to the person inputting the information.  However, the system has no way of providing this information to an individual for system-generated or mass actions.  [These types of messages used to be provided to DCPDS users via the W0L transaction register.]  DCPDS provides these messages to the WGIPERSONNEL groupbox.  In addition to messages (notifications), the WGIPERSONNEL groupbox also receives system-generated RPAs that could not be processed for one reason or another (e.g., a WGI RPA for an employee who has an intervening action).
Note 1:  Originally the database was set to generate WIGIs at least 90 days prior to the effective date. This was considered an excessive amount of time in that it effected the processing of intervening actions.  The time has been reduced to 7 days prior to the effective date. This is considered inadequate and with 11i the time will be increased to 14 days per DPPR-SC.

Note 2:  When completing an RPA there are automatic notices associated with automated actions and manually processed actions to include RPAs and NPAs.  These notices provide information to the personnelist concerning intervening and projected RPAs and NPAs that could potentially affect the action they are currently working.  These notices include the RPA/NPA type, effective date and location.  When a personnelist places an employees name or SSAN in Part B blocks 1 or 2 a notice will display indicating other actions that may be impacted by the RPA currently being worked. 

Note 3:  In order to process system-generated and mass actions, a WGIPERSONNEL groupbox must be established.



	
	

	*Rescinded*
Personnel/Payroll

Workarounds
	The following personnel/payroll workarounds are rescinded as a result of system changes resolving the specific problems.
· 02-0005R - Termination of Grade Retention (CPDF Edit) - Fixed in 11i
· 02-0009R - GM Special Rate WGIs not processing - Tested and fixed in 11i.

· 03-0006R  - SL/ST Prior Salary Edit Error - Tested and fixed under 10.7

· 03-0010R - Fixed in 11i patch W1.8

· 03-0012R - Fixed in 11i patch W1.10
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	Cancel Query Feature
	A new “Cancel Query” feature is available in 11i.  This function provides a pop-up screen giving the users a chance to cancel the query after it's initiated.  
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	Date Tracking Problem
	A problem has been identified with Date Track when entering an RPA in Civilian Inbox (10.7)
(Note: this problem does not occur in the 11i Workflow Worklist Inbox)
Problem: When a user enters into their first RPA for that login session the system is using the effective date of that RPA and resetting the system date to that date. If the user opens any other RPAs or screens the system date will still be date tracked to the date of the first RPA selected.  You will see this date on the top line of each screen. Clearinghouse ticket 1040834 Remedy 13816
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Work Around: User must reset their system date each time they enter an RPA or screen to ensure that the date is set to the system date/correct date. You should never see a date at the top of any screen unless you are intentionally date tracking to that date. 



	
	

	RPA Note/Caution Window
	Purpose:  This handout will help users understand the Note/Caution Window that appears when users are completing Part B, blocks 1 or 2 on the RPA.
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	11i Functional & Technical Tips and Observations
	         03-01                03-02
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	11i Position Advisory
	Besides the appearance of the position window, here are some other changes to look for.  
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	Miscellaneous Information 


	New BO Reports
	Two new reports are available for use with the RPA Tracking universe:

· OpenRPAsByInbox.rep - prompts for inbox or groupbox name.  Displays data similar to a DCPDS inbox export.
· 52Tracking.rep - prompts for RPA number.  Duplicate of the DCPDS report called 52 Tracker.

	
	

	The Pay Check

Volume 1, Issue 1               

August 2003


	The Pay Check is a new eNewsletter designed to pass along news of interest to Federal civilian employees paid by DFAS and useful information to our Customer Service Representatives (CSRs) in the field.  We hope you find these articles helpful.  DFAS plans to publish this eNewsletter periodically.  If you have questions about your pay, please contact your local CSR.
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	Hours of Operation (all Central Standard Time)

	Functional Clearinghouse

	0630 - 1700

	Technical Clearinghouse
0600 - 2300



	 Clearinghouse
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 Visit the “New” Clearinghouse Web Page.
http://www.afpc.randolph.af.mil/clrhouse/default.htm
Please read and review the new changes to our web site that can be found at the link below.

How to report a ticket via the Web 

http://www.afpc.randolph.af.mil/clrhouse/documents/Clearinghouse%20Web%20Procedure.pdf
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 Have a Question on or Need Status of a Ticket?
If you have a question regarding a particular clearinghouse ticket, please send it via email to the Clearinghouse mailbox, afpc.dpc.clearinghouse@randolph.af.mil.  Many of you may not be aware that there are three locations a ticket can be during the research phase, Tier 1 (Functional), Tech (Technical), or Tier 2 (Functional or Technical (includes vendor/contractor).  By sending your question to this mailbox, it will be quickly forwarded directly to the current location where the ticket is and to the specialist currently working the issue.
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 Do You Need to Complete a Template?
All Functional problems require the submission of a DCPDS Problem Report Template.   Although you may have reported the problem, this office cannot research this or any problem reported until a complete template (complete details) is received. The template is located at http://www.afpc.randolph.af.mil/clrhouse/default.htm. All templates must be saved as a word document (.doc)
[image: image18.png]


 Contact Us

· By Phone
AFPC and local callers dial 527-2400 (access codes 5, 7, etc. will not work), all other areas dial 1-888-368-9367.  To report a Technical problem, press 1, if you are calling to report a Functional problem, press 2.

· Internet
Only Functional problems may be reported through the Internet, by authorized Clearinghouse POC’s.  All customers may view the status of a reported problem via the web.  http://www.afpc.randolph.af.mil/clrhouse/default.htm



	Training and Reference Materials


	11i/RPA Tracker 
	Check out the newly added 11i and RPA Tracker information. 

http://www.afpc.randolph.af.mil/mdcpds/TOOLS&REFERENCES.htm
11i - http://www.afpc.randolph.af.mil/mdcpds/11i.htm
RPA Tracker - http://www.afpc.randolph.af.mil/mdcpds/RPATracker.htm

	
	

	Where to Find:  HR list of Values/Central Tables for DCPDS
	The “HR list of Values/Central Tables for DCPDS are located under our DCPDS “TOOLS & References” page http://www.afpc.randolph.af.mil/mdcpds/TOOLS&REFERENCES.htm.  Under the header “HR-List of Values (LOV) Tables”.



	
	

	AFPC/DPCXT regularly updates the AFPC DCPDS website located at http://www.afpc.randolph.af.mil/mdcpds/default.htm.
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The Cancel Query Feature in 11i (F4)

During testing and in response to Test Director PR #8193, one of the developers found a new function in 11i.  #8193 indicated the F4 key did not work to cancel a query.  In reality, the F4 button does work to cancel a query before you run it (i.e., go into query mode and then decide not to query).  Once the query is initiated, however, the F4 doesn't stop it.  In 10.7, we use to do this by using control C.  


CPMS has provided a fix.  This new function provides a pop-up screen giving the user a chance to cancel the query after it's initiated.  This functionality will be enabled for the entire site when you come up in 11i.  The below screen shots provide additional information on how the function works.

1.  Background:  If initiating a query in 10.7 and then wanted to stop before it finished, you could do a control C to stop the query.  This might be useful if started a query and suddenly realized you were bringing up the entire database.

2.  The new feature in 11i allows you to cancel your query with a pop-up screen which appears.  The message appears a few seconds after the query starts to run.  Below is a screen shot of the pop-up message.
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3.  To continue running the query do nothing.  The pop up will remain on the screen and can be used anytime until the query is returned.   To stop the query at any time, click on Cancel button.

4. This feature has been enabled across the entire AF site level for all users.  


_1122876632.doc
				





		





		11i Functional /Technical Tips and Observations 

		03-02

		18-August-2003





1.  Army Technical Tips.  Troy Latham, Army Civilian Data Center, has put together some technical tips that may help users understand different aspects of 11i:


a. What windows are open that make a valid 11i session

b. What happens when user’s session is timed out 

c. What users should see with their desktop settings


d. If users are having problems logging into the system

e. Logging out of 11i
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If users are having troubles logging into the system:

· User should close all Internet Explorer windows.


· User should then Initiate a new session with Internet Explorer 


· Choose the DCPDS 11i  URL 


· Log back into the application


· If the user still has problems with the application, they should contact their local help desk
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2.  Air Force Technical Tips.  Air Force has also put together some technical tips for their users that we thought would be useful for everyone else.


· “The Page cannot be found” error.   If you receive “The page cannot be found” error and you are attempting to access the application using a shortcut, this may be due to a second URL being automatically added in the address line as shown below.  When you encounter this, delete the second URL and click Go or press Enter. In this case, you would delete everything after the equal sign.
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· “SSL handshake failed: x509CertChainInvalidErr” message.  You attempt to access the application and you get “SSL handshake failed: x509CertChainInvalidErr” message.  To rectify this, you must remove JInitiator 1.2.8.19 from your system and reload it.   Begin by removing JInitiator through the Control Panel. Next, delete the Oracle folder located under Program Files. Finally, reload JInitiator 1.2.8.19. 

· “SSL handshake failed: SSL Closed Gracefully” message.  You attempt to access the application and you get “SSL handshake failed: SSL Closed Gracefully” message.  This may be caused because the secure proxy is not allowing https traffic through port 8007.  To fix this, have your technical support configure the proxy server to allow https traffic through this port. 

· “Application Error” window.  You encounter a window with a “memory” message similar to the one shown below.  This may be caused because your caches must be emptied.  To correct this, delete all files from the jcache directory for every version of JInitiator that resides on your system.   Next, delete all temporary internet files. If you are using Internet Explorer, click Tools, Internet Options, and then Delete Files under the General tab.  Lastly, restart your browser.
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· Cacheclean script.  Rather than manually clean caches, utilize the following script that the AF has developed.  Before using it, make sure to review it and make any necessary adjustments.  Ensure you change the extension to .bat while saving this document or else it will not work.  Save this file to a location on your hard drive and execute it periodically. 
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3.  Accessing Oracle 11i DCPDS Database.  

The Oracle 11i version of DCPDS changes the way users access the system.  Under client-server, each user’s desktop required a full Oracle client installation, with subsequent client patches.  Under 11i, the system is web-based and uses a Java applet, called “Jinitiator” to view the Oracle forms from the application/web server.  Jinitiator is a “plug-in” that needs to be installed on the user’s desktop.  This is a one-time installation and will not require any subsequent user installations.  


The following procedures should be used to install the Jinitiator plug-in to a user’s desktop PC.  The installation is straightforward, but users may want to request assistance from local IT administrators. Note: Due to component IT restrictions, users may not have authority to update their systems – in these instances users should follow the component’s standard operating procedures for adding programs.  

DOWNLOADING THE JINITIATOR INSTALLATION FILE


a. Open your browser and type in the following URL, then click Go or hit Enter: 


http://www.cpms.osd.mil/regmod/oracle11i/download_jinitiator.htm

b. Click on 2Kijinit11819, dated March 07, 2003, 9.26 MB.
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c. Select the button, “Save the program to disk.”


d. Save it to a file directory of your choice.  (We recommend saving it to the desktop.)  The file you are downloading (2kjinit11819.exe) is approximately 9MB (a large file), so the download time will be dependent on your internet connection.  Please be patient.  


e. When the download is complete, click “Close”, then exit the Internet.


NOTE:  For Components that must install Jinitiator to numerous desktops at a location, we recommend that you save the installation file (2kjinit11819.exe) to a local file server and perform the installation from that local server.  This avoids the need to download the file from the DCPDS website for each workstation, and is a more efficient method for installing the plug-in to a large number of desktops.


f. Back to your desktop (or wherever you stored the file), double-click on the “2kjinit11819” icon, then click “Next.”
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g. Click Extract at the following window:
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h. Click Yes at this window:
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i. At this window, click Yes.
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j. Click Next at this window.
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k. Click Next at this window.
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l. At the following windows, just do as instructed to continue.
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m. At this point, the program will bring you back to your desktop.  The JINITIATOR DOWNLOAD IS COMPLETE.  YOU WILL NOT HAVE TO DO THIS AGAIN.  YOU ARE NOW READY TO LOG ONTO THE APPLICATION.


4.  RPAs and Disappearing Authorizations/Employee Name.  Lockheed Remedy 13931 was submitted by Army on 13 Aug 2003 reporting a problem with disappearing authorizations in Part A when an RPA is routed to a secure user who does not have access to see the person authorizing the action.  The same thing is also happening when an RPA is routed to a secure user who does not have access to see the person in Part B on the RPA.  When a secure user responds to an RPA with a name in Part B outside the secure user’s view, a popup appears advising that the name has been changed from whatever it is to (blank).  There is no notification regarding names in Part A.  Bottom line, a secure user is not able to see any names outside the scope of his/her view, in either Part A or Part B.  

CPMS/Lockheed Martin has logged a TAR with Oracle Federal to change this functionality to how it worked under 10.7, not how it currently works.  


CPMS and Army has put together a comparison of how RPA functionality worked between 10.7 and 11i and have identified some Workaround Options for Secure View.    

		10.7 FUNCTIONALITY

		11i FUNCTIONALITY



		Names in Part A of the Request for Personnel Action (RPA) were not required to be in the RPA recipient's secure view.  The names did not disappear from view, nor were they "stripped" from the RPA when the RPA was saved by the secure user who did not have them in his/her view.

		Any name(s) in Part A of the Request for Personnel Action not within a secure user’s view will be blank when the secure user opens the RPA.  If this user saves the RPA, any Part A names not in his/her view are removed from the RPA.  Regardless of their views, subsequent recipients will not see the names in Part A. 






		

		As a workaround, subsequent recipients could reenter the names in Part A, if their RPA permissions allow.  These List of Values (LOVs) for the RPA point of contact, requester, and/or authorizer have not been secured.



		The Name in Part B of the RPA did not disappear from view when routed to a secure user whose view did not include the Part B employee.  The Part B employee is the person to whom the personnel action applies.  

		The Name in Part B of the RPA is not visible when the secure user whose view does not include the Part B employee opens the RPA.  A popup appears advising the user that the name, date of birth, and SSAN have been refreshed from whatever they were to “ “ [blank].  



		The safeguard was this:  the secure user would see the name outside the scope of his view on the RPA, but when clicking on the "Person" button for that RPA, the secure user would see only a blank screen.  The secure user could complete the action but could not go "shopping" through the Part B employee’s record, nor could the secure user query on the person page to look at additional people.

		The secure user cannot route or save the RPA until the unauthorized, invisible name is removed from the RPA.


The user can close the RPA without saving the changes.  


The Secure Views of all RPA recipients would have to be expanded to include the highest level from which an RPA might be routed to them.  This would require review and individual (manual) change of secure views.  Users would have visibility of employee records they have no need to work with, merely for the purpose of being able to route RPAs without losing data.





INTERIM WORKAROUND OPTIONS FOR SECURE VIEW PENDING RECOMMENDATION IMPLEMENTATION


THE WORKAROUND YOU CHOOSE WILL DEPEND ON HOW THE SECURE VIEWS ARE ASSIGNED WITHIN YOUR REGION – YOU MAY NEED TO CHOOSE A COMBINATION.


OPTION A:  Some users (i.e. Resource Management Offices) only have secure views to their organization.  Depending on the organization, the user (if an Army user) can use the Gatekeeper checklist or Comments section in Gatekeeper to input their required information (AMS Code, TDA info).  Users can also use the Notepad within the RPA for entering information concerning the names in Part A or Part B.  Users would then need to route the action back to the Manager and the Manager would have to route to the CPAC/CPOC/HRO/HRSC (if they want the names to appear in Part A).  


OPTION B:  Don’t use the XYZ Group Box. Create a new group box, assign the Resource Management Offices to the new box which would allow them to route to the CPAC/CPOC/HRO/HRSC.  The CPOC/HRSC has the capability to re-input the spaced out name(s) from Gatekeeper information (Army) or Notepad, depending on where the information is stored.


OPTION C:  It appears that even though there is no employee name, requestor or authorizer name on the RPA, there is one behind the scenes.  We have found that you can select an employee name from the LOV (a record in your secure view), this will overwrite the name behind the scenes, then delete the name just selected and hit Tab, that will delete the SSN and DOB.  If the effective date is on the RPA, delete it.  You should then be able to route the RPA back to the creator/authorizer or requester.


OPTION D:  Have the CPOCs/HRSCs  (they have a global view; some OCONUS have SOID global views) reselect the spaced out names on the RPA and reinput dates from Gatekeeper information (Army) or Notepad, depending on where the information is stored.

Note: The Oracle fix to the RPA Part A problem is expected shortly (within one to two weeks).  The fix to the RPA Part B problem is also being worked by Oracle but will take longer (at this point, we do not have a delivery date).

5.  In-Box 

Navigating between the Workflow Inbox and the RPA

To open an RPA navigate to the <Workflow Inbox>, the Window below will display: 
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 You can open the notification by:


· Clicking on the link under the Subject column, or 


· Selecting the check box and clicking <Open>.  


To view multiple RPA notifications without having to go to the Worklist between actions:


1. Select all the RPA notifications you would like to view by clicking in the check box, then click <Open>. 


2. Click <Next> button you will be advanced to the next notification selected. 
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This feature can also be used to close FYI or Update HR Notifications:


1. Select all the RPA notifications you would like to close. 


2. Click <Close> button.  This will not close a notification that has an Open RPA attached.  To Update HR, Route or Delete an RPA you must be in the RPA.

NOTE: DO NOT click the <Close> button if you are in an FYI or Update HR notification as this will only close the RPA notification you are currently working in.  The correct way to return to the Worklist from within an RPA notification is click the “Return to Worklist” link at the bottom of the notification window.  


Navigating from Notification to RPA

To open the RPA, click the RPA icon under Response.  A pop up window appears notifying the user to check the Navigator window for the RPA.  If the Navigator List does not appear, click the minimized Oracle window at the bottom of your screen.  The RPA will open.
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After you have finished working in the selected RPA and have either updated HR, routed the RPA or deleted the RPA, the system closes the RPA and returns you to the Navigation Window.  DO NOT attempt to open the Worklist Inbox again.  It is still open.  You must click on the minimized ‘window’ on the Task Bar and the RPA notification will reappear.  To continue, click the <Next> button and proceed to the next RPA selected (see above)  or click the Return to Worklist link.  
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NOTE 1:  If there is an icon under References it will open the RPA History instead of the RPA.  

NOTE 2:  If user is on the Navigation menu and clicks on Workflow Inbox and Workflow Inbox is already open, it will appear that nothing is happening.  User needs to review the Task Bar to see if they already have Workflow Inbox open.  If so, user can click on the Worklist icon to open the window.
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Oracle application Screen
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Valid 11i session



Below are the following windows that need to be open to have a valid session within the 11i application.











Session Timeout   



The user only has the following two windows open longer than 15 minutes, without selecting a responsibility, the user will receive an error stating that “… a lost connection has happen …” 







This error is caused by the 15-minute timeout within the database.  The user has logged into the Application but did not select a responsibility within 15 minutes.
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Logging out of the 11i application







Close all windows by selecting “File” and  



then “Exit Oracle Applications” or the



“X” in the upper right corner on all screens



EXCEPT the screen below - Please click on 



the Exit Door.  



NOTE: This will return user to the signon screen –



click the “X” in the upper right corner to close
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Desktop Settings



Please MAXIMIZE your browser window while connected to the 11i application.  



Users should be able to see the lower panel that displays “RECORD number” and the “Connection indicator (pulsing bar)”.                     This panel will help with trouble shooting problems.   Once you have               maximized your window and you cannot see the below bar, it is recommended          that Display settings be set at a minimum of 1024 by 768.















_1122460827.bin



_1122467285.bin



_1121675781.unknown




_1122708032.unknown

_1122302585.doc
The RPA Note/Caution Window Handout:


Purpose: This handout is developed to help users understand the Note/Caution Window that appears when users are completing Part B, blocks 1 or 2 on the RPA.


Explanation: When Part B Blocks 1 or 2, Last Name or SSAN is completed a Caution or Note window will display notifying the user of other PA Requests that are pending, processed or approved that may potentially effect the accuracy of the request that are listed. Two examples of the CAUTION/NOTE statement are: (1)“The following PA Request are pending for this person:” or (2)“The following PA Request were Processed or Approved for this person on or after the Effective Date:” 
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Pending Action: A PA Request that has been updated to HR with a projected effective date. A PA Request that is being prepared and is residing in the user’s inbox but not updated to HR. 



This notice will include Request Number, 1st NOAC, 2nd NOAC (if applicable), Effect Date and the user ID of the personnelist in possession of the RPA. 







Processed or Approved: A PA Request that has been updated to HR with a past effective date. A PA Request residing in the Approved Request for Personnel Action window also known as the Cancellation/Correction window.







This notice will include Processed: Request Number, 1st NOAC, 2nd NOAC (if applicable) and Effect Date. 







Note: All users must review this window to make a decision as to what other actions may be affected by the action currently being processed.  If the PA Request is residing in another user’s inbox, coordinate with that user to reduce the potential for unnecessary corrective actions. 
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The Pay Check


Volume 1, Issue 1               


August 2003


The Pay Check is a new eNewsletter designed to pass along news of interest to Federal civilian employees paid by DFAS and useful information to our Customer Service Representatives (CSRs) in the field.  We hope you find these articles helpful.  We plan to publish this eNewsletter periodically.  If you have questions about your pay, please contact your local CSR.


DCPS received "Top 5 in Government" quality award.  April 29 at the 2003 Software Technology conference (STC), the Defense Civilian Pay System (DCPS) was recognized as a winner of Crosstalk magazine's "Top 5 Quality Projects in the U.S. Government" award. 


Flexible Spending Accounts (FSA).  The Office of Personnel Management has established two new FSA benefits:  Health Care FSA (HCFSA) and Dependent Care FSA (DCFSA).  HCFSA pays for the uncovered portions of qualified medical costs and DCFSA allow for payment of eligible expenses for dependent care.


Thrift Savings Plan catch-up contributions for employees over 50.  Effective pay period beginning September 7, 2003, Thrift Savings Plan participants age 50 and over during 2003 will be eligible to begin making a new type of tax-deferred contribution to the TSP.   The maximum amount of regular contributions for 2003 is 13 percent of basic pay for FERS employees and 8 percent of basic pay for CSRS employees.  Check with you agency for sign-up procedures.  A copy of the sign up form may be obtained from the TSP website, www.tsp.gov/forms/oc03-03.pdf, or from your agency. 


Annual aggregate limit processing.  The annual aggregate limit is the maximum amount of specific earnings that an employee can be paid in a pay year.  Currently the annual aggregate limit is applied to all civilian employees paid by the DFAS.  The complete explanation with examples on annual aggregate limit processing can be found at  the DCPS CSR website or you may contact your local CSR.


Enhanced customer service representative computer based training.  We are proud to announce the availability of our New CSR CBT.  Our customers spoke and we listened.   We encourage all of our CSRs and Timekeepers to make this courseware a part of their job, and we welcome suggestions!  To obtain a copy, go to the DCPS CSR website, or contact your local CSR for assistance.  Once at the website, select the CSR CBT and follow the download instructions.  For more information, please contact your servicing payroll office.


2003 Customer Conferences update.  The DFAS payroll offices just completed their 2003 customer conferences.  The theme throughout each conference was to train CSRs on how to perform their jobs more efficiently; how to resolve employee pay and leave issues; review system security functions; and gain a better understanding of payroll office functions.


Civilian Payroll represented at American Society of Military Comptrollers Professional Development Institute.  Read about the DCPS payroll office's participation at the ASMC PDI.


Civilian Payroll customer focus groups.  In partnership with DFAS, the Office of Personnel Management conducted three Customer Focus Groups between November 2002 and January 2003.  The feedback from these focus group meetings can be found at the DCPS CSR website, or you may contact your local CSR.


Security tips.  Read this month's security tips about email, workstation and password protection, critical data backups and security housekeeping habits!


myPay.  Read about how myPay wins the ASMC PDI "Innovation and Value Engineering" award, discussions on their powerful features, how you as a user can help the Government save money and the security technologies used to create a safe and secure environment in which you can access your myPay account.


This newsletter is for Federal Civilian managers and employees.  Forward this e-mail to your colleagues, and check out the complete newsletter at http://www.dfas.mil .
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11i-Combined Person and Assignment Window (People Enter and Maintain)


Problem: Used the Social Security Field to search and 2 records come up in the Find People Window. This is happening on employees with identical names.
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Work Around: When the Find window appears, close the find window and use the main people window to search using the following steps:


Step 1: After closing the Find Window, click the F11 function key to start the query.


Step 2: Enter the SSAN in the Social Security Field then click Control+F11 to execute the query.
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