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	Highlighted Area
Naming Convention for CPDSS Templates

Special Procedures for all AFPC/DPC Human Resources Specialists.  Effective immediately, all Internal/External CPDSS templates should be created using the following naming convention:

Pay Plan (2) - Occ Series(4) - Grade(2) - Recruitment Source [External = EXT or Internal = INT](3) - Primary Skill of Position (3) - ST (for standard templates) or Base ID (2) - SCPD Number

- - -> Example: GS-0343-11-EXT-ARG-ST-9G111 

This change will permit users to search/identify a particular template more efficiently.  The CPDSS/RESUMIX User's Guide, page 4-4, Creating Job Analysis and Job Analysis Promotion Plan Template, "Assigning a Template Name" will be updated shortly.



	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://www.afpc.randolph.af.mil/afjobs
· 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
· Tools & References - http://www.afpc.randolph.af.mil/mdcpds/default.htm


	Defense Civilian Personnel Data System (DCPDS)


	Personnel/Payroll Workarounds  

	· Number 03-0016 

When an employee is returning from Leave without Pay (LWOP), personnel is unable to process the NOA 292 (Return to Duty) in DCPDS, if the employee has had an intervening action. 


[image: image2.wmf]Form 03-0016.doc 

(35 KB)


· Number 03-0015
When processing a 1##, 5## or 7## action that places an employee on grade retention as of the effective date of the action, the system produces the following erroneous error message upon update to HR: "The mandatory column PEI_Information (Also knows as Date From) has not been assigned a value".
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· Number 02-0003 (Re-issue)

Navy records serviced by another agency are written to DCPS using Navy Business rules. The payroll system has code in place to prefix the standard 5 character Navy UIC with a zero to meet the six character UIC size requirement in DCPS. The insertion is done based on "servicing" agency rather than "owning" agency so cross serviced records are not updated with the DCPS required zero prefix. All actions transmitted with the VALID 5 character UIC reject at DCPS because of the UIC. NEW: In addition to the above, when Army processes an action for a Navy employee the system populates position 212-218 (Navy Payroll Org Code) and 447-452 (Payroll Org Code/Alternate UIC for Army) with the same value. DCPS uses Army rules, which is to check the value in 447-452 and if it is not blank use that value for the UIC/Activity code. That is incorrect because the DCPS system should be using the value in Position 238-243 for UIC.
http://www.afpc.randolph.af.mil/mdcpds/OpenIssuedocs/Form%2002-0003.pdf

	
	

	Functional & Technical Tips and Observations
	DCPDS Functional/Technical Tips and Observations Issues 03-05 and 03-06 have now been posted to the AFPC/DPC DCPDS website.

· Main page:   http://www.afpc.randolph.af.mil/mdcpds/dcpds.htm
· Issue 03-05   http://www.afpc.randolph.af.mil/mdcpds/Docs/11iTraining/11i_tips_03-05.pdf
· Issue 03-06   http://www.afpc.randolph.af.mil/mdcpds/Docs/tips/11i%20Tips%2003-06.pdf

	
	

	
	

	Processing Cancellation and Corrections 
	The below instructions were developed to assist in the processing of a cancellation or a correction to an action.
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	LWOP-US, NTE Dates and Documentation of Restoration Rights (Revised) 
	Please use the below instructions when documenting LWOP-US, NTE Dates and Documentation of Restoration Rights.
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	Instructions for properly removing Employee (Obligated CPCN) after processing NOA 713 (Change to Lower Grade)
Obligation Information (Both Employee and Position areas)

	Instructions for properly removing Employee (Obligated CPCN) after processing NOA 713 (Change to Lower Grade).  There is a known problem with the 713 (Change to Lower Grade) when processed after a 703 (Temporary Promotion NTE). The Employee, Extra Information, Federal Person Group 2 is not being cleared out after the 713 processes.  The attached document explains how to properly fix the record after the 713 (Change to Lower Grade) processes.
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Overview of the obligation area.
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	SF50 Duplex Printing
	A problem with Duplex Print (i.e., printing on both sides) was identified upon migrating to Oracle 11i.
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	Civilian Personnel Decision Support System (CPDSS) 


	How to Retrieve CPDSS Candidate Referral Rosters (CRR) and/or Job Analysis (JA) Templates From the Storage Server
	The below document outlines the new procedures to retrieve an Archived CRR or JA Template that has been removed from the active server and placed on a storage server.
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	Miscellaneous Information


	Air Force Priority Problem Reports
	Please use the following link to review the latest list of Air Force Priority Problem Reports.

http://www.afpc.randolph.af.mil/clrhouse/default.htm


	Hours of Operation (all Central Standard Time)

	Functional Clearinghouse

0700 - 1700

	Technical Clearinghouse
0600 - 2300



	 Clearinghouse
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 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
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LWOP-US, NTE Dates, and Documentation of Restoration Rights


Federal employees entering military service, including reservists being activated, have a choice to go on LWOP-US (NOAC 473) or to take Separation-US (NOAC 353).  LWOP-US is by far the more popular choice.  Restoration rights are documented by updating flexfields, if necessary.


LWOP-US:  The employee continues to occupy his/her sequence, so there is no need to update the “Date Statutory Ret Rights Exp” flexfield.  You also don’t have to update the “Obligated Position Number” and “Obligated Position Type”, since the employee continues to encumber his/her current position.  Since there is no LWOP NTE date in Modern, these employees will not be on the CSU Suspense Report (under the EMR section).

Separation-US:  from the RPA, go to Extra Information, Separations Other than Retirement.  “Drawdown Action ID” is 0 (not applicable), “DT Statutory Ret Rights Expir” will be 5 years from effective date*, “Obligated Expiration Date” will be the same, and “Obligated Type” is M (Military Service).


The flexfields LWOP NTE Start Date and LWOP NTE are not to be used in Modern for LWOP-US actions.  (Location from RPA:  Others, Assignment Extra Information, US Federal Assignment NTE Dates.)  Use of these fields for LWOP-US runs the risk of the employee dropping from the rolls (regardless of tenure group) if the LWOP NTE date should pass without being extended or an RTD being done.


The CPFs can document the LWOP-US expected return date by going to People, Enter & Maintain, Extra Information, Personal Contingency Area.  Click on the Details box, and fill in the date.  There are five CCPO Suspense Codes and dates available for the CPF to document the expected RTD based on the orders to active duty (which may be much earlier than the date restoration rights would expire).  It’s up to the CPF to decide if it wishes to use this suspense area.


*NOTE:  The five years is a cumulative amount of service (exceptions are allowed for training and involuntary active-duty extensions, and to complete an initial service obligation of more than 5 years).  Also, under 38 USC 4312 (c) (4)(A), if the employee was called to active duty under 10 USC 688, 12301(a), 12301(g), 12302, 12304, or 12305; or under 14 USC 331, 332, 359, 360, 367, or 712; that time doesn’t count against the 5 years.  The orders should cite the authority.  See OPM’s Vet Guide, Section 7 for information about restoration after uniformed service.  

AFPC/DPCTI/Maureen Weber/Nov 03




_1129526378.doc
CLG-(713) following Promotion NTE Notice:  We have identified an on going problem with incorrect Obligation Data residing in the Extra Person Information DDF.  Research of this problem indicates that the 713-Change-To-Lower grade action is not clearing out the obligation data in the People record.  Below are the steps to use to clean-up the records. Until the problem is fixed, users must also follow these steps whenever a NOA713-Chg-to-lower-grade RPA is updated to HR:


Step 1:  Search for the People record. Click the People>Extra Information Taskflow button.
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Step 2: When the Extra Person Information window displays, date track to the effective date of the CLG-713.
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Step 3:  Access the Federal Person Group 2 DDF.  Clear the obligation data.


Note:  Before clearing this data,  you must determine if the employee is currently serving on another promotion NTE to the same position number and sequence.  If so, you would not clear out the obligation data. 
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Step 4:  Save the changes using the save tool bar button.
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Handout:  Obligation areas in DCPDS


Purpose: Provide guidance on what must be done to resolve the problem of incorrect data flowing to the Extra Person Information DDF and Extra Position Information DDF.


Problem:   Incorrect Obligation Data residing in the Extra Person Information DDF and Extra Position Information DDF.


Impact: Reduction-In-Force process products contain invalid data. 


Observation: Research of this problem indicates that there are several actions that are causing this problem.  Below are the descriptions of the actions that most likely caused the problem and the steps we will take in the future.


(1) Promotion NTE (NOAC 703):  When processing a temporary promotion always access from the RPA the Extra Information task-flow button then open the Obligation Information DDF to verify that the correct data has been populated.  Make sure that the Person Obligated Position Number data field  reflects the PD Number and Sequence number of the employees permanent (from side) position.  If not, complete this DDF manually.  See Screen shot below:




[image: image1.png]I

Type
bligated Information

i1

Persons Ohligated Position Nurber
Persons Obligated Posiion Type [T Temporery Promation Or T
From Pasn Oblig Expir Date [30-DEC-2003
From Posn Obligated Type [T Temporry Promation Or T
From Posn Oblig by Empl SSN[257-82-4853
To Posn Oblig Expirtn Date

To Posn Obligated Type [ Unobigated







(1) Promotion NTE (NOAC 703) continued: From the RPA click the RPA Person task-flow button, then access the US Government Person Group 2 DDF.   Verify the  obligated position number, sequence and the obligation type. If not, complete this DDF manually.  See screen shot below:




[image: image2.png]=18l x|

I

Type
[US Government Person Group 2

51

Obligated Position Nurnber
Obligated Position Type

Date Overseas Tour Expires
Date Return Rights Expire
Date Statutory Ret Rights Exp
Civilian Duty Stat Canfingency
Date Travel Agmt PCS Expires

Detai Drawdown Action 1D [0 ot Applcatle
[arxa: K|

—
S
———
————
—

—

Clear | cancel | oK







(1) Promotion NTE (NOAC 703) continued: After updating the action you should check the position description area to make sure that the Position Obligation data updated correctly. You will be searching for the employees permanent position using the following steps: Step 1: From the Navigation Window access the Position Description area. Step 2: Click the F7 function key to enter the query.  Step 3: Click into the Name field and enter %.%. followed by the sequence number. Step 4: Click the F8 function key to execute the query.
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Step 5:  Once the position displays, click the Others task-flow button and select Air Force Appropriated Fund:
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Step 6: Check the US Government Position Obligated DDF: If it is blank you must manually input this information.
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(2) From a Promotion NTE (NOAC 703) to a Promotion (NOAC 702):  Whenever a temporary promotion is firmed up you must manually check to make sure that the obligation data has cleared out of the employees Person and Position Record.  DCPDS should automatically clear out the obligation area at the time you process the 702. Though it should be automatic, after the effective date of the 702, you must check the following:


(a) US Government Position Obligated DDF to make sure the obligation data is cleared. You will be searching for the position from which the employee was promoted. 


(b) US Government Person Group 2 DDF to make sure the obligation data is cleared.


Note: Remember to date track to the effective date of the promotion ( 702). 


(3) Extension of a  Promotion NTE (NOAC 769):  When a temporary promotion is extended beyond the original not-to-exceed date, the from and to side of the RPA are identical.  This has caused problems in that the person and position obligation information changes erroneously to whatever is reflected on the from position side of the extension RPA.  Query the person and position record to verify that the obligation data is residing on the employee’s permanent from position.


(4) Terminating a Promotion NTE (NOAC 703) with a Change-To Lower Grade (NAOC 713):  When a temporary promotion is terminated DCPDS should automatically clear out the obligation areas at the time you process the 713-CLG if the employee is returned to their original position.  If the employee is not returned to their original position DCPDS cannot recognize where to clear the data and you will have to manually clear out the employees obligation data in the Person and Position Record. This applies if the position number and/or sequence number changes for the employee’s permanent position.


(5) Coding the position record for Overseas appointees with return rights:

The following Extra Person DDF and Extra Position DDF require input when an employee has statutory return rights to a CONUS position.  
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(6) LWOP-US (NOAC 473): Effectively immediately, do not enter any data into the DCPDS area Person, Extra Information, US Government Person Group 2 (i.e., the flex-fields for “Date Statutory Ret Rights”, “Obligated Position Number” and “Obligation Type”) when an employee goes on LWOP-US (NOAC 473).  There is no legal basis or regulatory requirement for obligating position to employees who go on LWOP-US.  The requirement is to restore them to their position or an equivalent job within the agency upon return from active duty.  AFPC initial agreed to input the 5 year date for restoration in “Date Statutory Ret Rights” at the request of some of our servicing CPFs.  The “Obligated Position Number”, and “Obligation Type” should not be entered - - by doing so it has caused serious problems with the reduction in forces (RIFs) we are currently running.   


Should your servicing CPF need to track this information (i.e., 5 year date or expected return date) you can use the Personal Contingency Area of DCPDS and input the appropriate date(s).  CPFs can document the LWOP-US expected return date by going to People, Enter and Maintain, Extra Information, Personal Contingency Area; click on the Details box, and fill in the appropriate date.  This area can also be reached from the RPA by going to Other, Person Extra Information, Personal Contingency Area.  There are five CCPO Suspense Codes and dates available for the CPF to document the expected return to duty (RTD) based on the orders to active duty (which may be much earlier than the date restoration rights expire).  It’s up to the CPF to decide if they wish to use this suspense area.


Also, if you receive a notice from DCPDS, requesting obligation information (such as SSAN or sequence number) when you are doing any action in DCPDS, you need to submit a trouble ticket to the Clearinghouse.  Do not workaround this by just providing the information.  We are having problems with unnecessarily obligated positions in DPCDS, which results in people competing in the wrong position in RIF.  


If you have any questions on documenting LWOP-US actions contact Maureen Weber, DPCTIS, IC 4005.  If you have any questions concerning the impact this erroneous information is having in RIF contact Tom Carroll, DPCTIS, IC 4105. 


The above email came from: Lee McGehee, Technical Director AFPC/DPCT, 


Tel:  210.565.3054 (DSN 665)


Obligation Type LOV:
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