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CPDSS Error Codes
Recently, Clearinghouse problem tickets have been submitted without researching the actual problem related to the error messages received on Candidate Referral Rosters.  The attached handout is provided to assist in determining the cause of errors encountered in the applicant ranking process.                                                                 
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Applicant builds
Users should use extra caution when building applicants in DCPDS.  It is very obvious based on reported problems with deleting applicant records that we are not following the guidance on building applicants located in the DCPDS User’s Guide, Module 4 Chapter 1 and the RESUMIX/CPDSS Guide Chapter 7. 
1. Make sure that the record is not already in the database. How will you know that?
a. When you build an applicant and enter the SSAN in the appropriate field, once you tab out of the field, DCPDS displays a message informing you that the SSAN already exist in the database.  STOP, think and ask questions before proceeding.
b. If External Resumix was the source for filling the position, then you must follow the specific steps to update the selectee in RESUMIX.  Please refer to the RESUMIX/CPDSS Guide Chapter 7 pages 10 through 15 for these steps. 

2. One of the major problems in deleting extra applicant records from the database is that once the applicant is appointed the system will not allow you to delete the extra applicant record because an assignment has been associated with the SSAN.
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	The Clearinghouse Advisory is published by AFPC/DPCFT (Functional Clearinghouse).  Your comments and questions are welcome.  Please address them to: Monica.Kilgore@randolph.af.mil 
                                                   HQ AFPC/DPCFT, 550 C Street West, Randolph AFB, TX  78150-4579





	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/dcpds.htm  
· Directorate of Civilian Personnel Operations - http://www.afpc.randolph.af.mil/dpc/
· Employment - https://www.afpc.randolph.af.mil/afjobs
· National Security Personnel System (NSPS) 
· Air Force - https://www.dp.hq.af.mil/dpp/dppn/nsps/index.cfm
· CPMS - http://www.cpms.osd.mil/nsps/index.html
· Requisition Audit Report - http://www.afpc.randolph.af.mil/dpc/doclib/ReqAudit.htm
· System Administration - http://www.afpc.randolph.af.mil/ProdOps/SystemAdministration/sysadmin.htm
· System Status Report - http://www.afpc.randolph.af.mil/ProdOps/doclib/DailyStatus.htm



	
 
	
                 National Security Personnel System

                 Air Force - https://www.dp.hq.af.mil/dpp/dppn/nsps/index.cfm
      DoD/CPMS - http://www.cpms.osd.mil/nsps/index.html  




	Defense Civilian Personnel Data System (DCPDS)


	The RPA Note/Caution Window Handout
	The attached 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.
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	Important Reminder:  Routing of RPAs generated from Approved Request for Personnel Actions (“Cancellations/Corrections”) Window
	Important Reminder:  When users navigate to the Approved Request for Personnel Actions window, also known as the “Corrections/cancellations window,” to cancel or correct an action the system automatically generates a cancellation or correction RPA for that specific user.  Users should not route these auto generated RPAs to other users.  If a user needs assistance in processing this type of action, they must use the RED X tool-bar button to return the action to the Request for Personnel Actions window.  The personnelist providing assistance should navigate to the Request for Personnel Actions window to generate the cancellation or correction under their User ID. The routing of correction or cancellation RPAs to other users will almost always corrupt the RPA.  A corrupted RPA cannot be restored, therefore, the original RPA along with the cancellation or correction have been lost. This problem requires the submission of a trouble ticket. These records can only be fixed by the vendor.

(a)  Correction or cancellation RPAs should be worked one-by-one.  In other words, when you have more than one correction to accomplish do not generate multiples and save them in your inbox. 
(b) Correction or cancellation RPAs should be worked one-by-one.  In other words, when you have more than one correction to accomplish do not generate multiples and save them in your inbox
Note: Users must ensure any information manually added to the RPA is removed prior to using the RED X tool-bar button to return an auto generated 001 or 002 to the Approved Request for Personnel Actions window

	Detail Guidance
	A problem was reported earlier this year where Details are generating an erroneous Pay500 transaction to payroll.  The instructions in the attached handout are provided for use in avoiding this error. 
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	DCPDS Applicant Naming Convention 
	The clearinghouse has identified an on-going problem with the naming conventions used when building applicants. For accuracy and consistency, please follow the attached guidance on DCPDS Naming Conventions

[image: image5.emf]Naming  conventions.doc



	Corrections - Special Instructions for correcting name, SSN, DOB, and Payroll Office
	Attached are special instructions for corrections to Name, SSN, DOB, and Payroll Office in DCPDS  
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	Dt Continued Svc Agrmnt Expires Warning Message
	Recently, two separation actions (0317) were tested where there was a Dt Continued Svc Agrmnt Expires with a future date. Both actions should have provided the user with a warning message to look at recouping government training funds for an unfulfilled agreement.  Neither action did so.  Please be aware that if the user does receive a warning message when there is a Dt Continued Svc Agrmnt Expires, this is an actual systems problem.  The user should report this error on a Problem Ticket.


	Personnel/Payroll Issues:


	Updated Procedures for Submitting Requests for Payroll Workaround
	Attached are updated procedures for submitting requests for payroll workaround.  The changed process is in red font, but basically states that we now must forward "electronically" the typed SF-50 WITH the requests.  You may need to have the SF-50 scanned in as a document in order to forward it electronically.   This procedure is effective immediately.  For questions concerning these procedures, contact the AFPC Home Office Pay Team, Linda Field.
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	Changes in hours and premium pay - Firefighters
	Important Reminder:  Changes in hours and premium pay for Firefighters are done without SF-50 actions. HR flows two actions to document these changes. 
The transactions must be sent in the following order:
1. J4B to change the hours. This will reject in payroll
2. JQU to change premium. This transaction will also update the hours previously that rejected.



	Dealing with Civilian Mobilization and Deployment Issues
	The long awaited DFAS Remedy Template information for TDY entitlements of Danger Pay and Post Differential is finally available for use. This is good for all DFAS databases. Please note, that these are the only two instances this template is to be used (Imminent Danger Pay is still to be done manually through DCPDS as it is a one time non-recurring payment). Also, this is only good for those TDY entitlement periods where the employee has already gone and come back. If you are one of the bases that initiates TDY entitlements at the same time an employee leaves, then you will need to continue updating your entitlements in DCPDS as usual. 

Here is a rundown of how it works (I've attached screenshots as well "TDY Template"). An employee goes TDY to an overseas location and comes back. They bring their documentation (SF-1190 and TDY Travel Orders) into the CPF. We are now able to go into DFAS Remedy and request payroll input these entitlements directly into DCPS (this means no DCPDS input required by personnel). When you open a new ticket, you will select TDY/Danger/Post Diff Pay under the TITLE portion (not Foreign Allowances like we've done in the past). Then you will fill out the top portion like you always do, being sure to include something in the DETAILS area (we've found it requires something and I suggest the employee's name and SSAN). Then as you scroll down you will notice there is a template with room for 3 different instances of entitlements. The first thing it asks is: Was the employee in TDY Status for the following periods? A No response will create a pop-up informing you that an action needs to be interfaced to payroll. A Yes response will open up the fields in the template for filling in. You will then be required to input the Location Code (using the 6 digit GEOLOC Code as usual). DO NOT spell or write out the name of the country or location. You need to actually give them the 6 digit code that pertains to the location the employee was at during their TDY. Please verify via the DSSR that there actually was an authorization for that entitlement for the timeframe in question. The next field asks for the First day of Entitlement (Effective Date). Then it has a block to answer Danger Pay (Yes or No) and Post Differential (Yes or No). We have found that both these fields need to have something in them besides a space. If they are entitled to one and not the other, be sure the word NO is there. If they are entitled to both for the same timeframe, you can answer Yes to both of them and that will be all you need to do. The next area has to do with Bi-Weekly Pay Cap information, and does not need to be touched if it does not apply. The final block is for the Last Day of Entitlement (Terminate Date). If you only have one instance to record at this time, then you would go to the bottom of the template where you will find the Certification information. Certified by POC (whoever is submitting the DFAS Remedy ticket) and POC Phone. The Certified Date will auto-populate once you have entered the ticket. 

Basically, that's all there is to it. We have found one problem with the whole scenario, and that is for employees that have more than 3 instances needing to be input. I know you are all thinking; why not just do another template? I did that in our testing, and it was brought to light that it could cause problems at DFAS based on the way tickets are disbursed to the pay techs to work; you could conceivably have more than one pay tech working on an employee's entitlements at the same time. We have a new way of doing business with DFAS now that allows us the ability to Attach documents directly to the DFAS Remedy ticket. PAYROLL MESSAGE 2004-35 was issued Friday, 18 Jun 04 and should have reached anyone with DFAS Remedy access. The documentation provided in that notification explains the process necessary to be able to attach documents. When you have an employee with more than 3 instances that need input, please do the three you are able to on the template, then attach the Coding Sheet for TDY Entitlements (I've attached a generic format to this email to use that can be changed to fit the situation) with any additional times and locations for that employee. If there are questions on the use of this template, please call Lesley Castillo at DSN 665-3607.  
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	Workarounds-

	Workaround #04-0007 - Being issued due to NOA 781 Change in Work Schedule
	The following official workaround #04-0007 is being issued due to NOA 781 Change in Work Schedule problem which is documented in Remedy 17615.  Please disseminate throughout the payroll and personnel offices. This workaround will be posted to CPMS web page.  

The following official workaround #04-0007 is being issued due to NOA 781 Change in Work Schedule problem which is documented in Remedy 17615.  Please disseminate throughout the payroll and personnel offices. This workaround will be posted to CPMS web page.  
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	Workaround #04-0008 - 
TSP Catch Up Contributions
	Current DCPDS code is not allowing TSP Catch Up enrollments during the current year if employee has not yet turned 50.  The following workaround has been issued to accomplish this process:
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	Re-Issue of Official Workaround 03-0016
	Based on continuing problems with records affected by Remedy PR 14947 this Official Workaround is being re-issued.
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	Rescinded Workaround –

03-0018R
	DCPDS code will not allow enrollments with effective dates of 12/14/2003 or 12/28/2003 until the year the employee turns 50.  The following workaround has been rescinded:

[image: image13.wmf]Form 03-0018R.doc 

(35 KB)




	Miscellaneous Information

	
	


	Avoiding Duplicate Problem Reports
	A Clearinghouse POC is responsible in ensuring a possible Clearinghouse problem report does not already exist.  You may ensure that you are not submitting a duplicate problem report by reviewing the current problems at the Clearinghouse website under “View Reports.”.  With the new Web page, you can build your own report to focus entirely on one issue.  See attached document for more details. 
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	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


	Need an Answer? Try Our New Knowledge Base of Frequently Asked Questions)

	Civilian Employment
Civilian Benefits and Entitlements (BEST)


	Hours of Operation (all Central Standard Time)

	Functional Clearinghouse

0700 - 1700

	Technical Clearinghouse
0600 - 2300



	Clearinghouse
http://www.afpc.randolph.af.mil/clrhouse/default.htm
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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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myPay gives you the keys to controlling your pay account information.  With access from anywhere, anytime, myPay is safe, secure and easy to use.  Visit myPay today at https://mypay.dfas.mil
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DCPDS Naming conventions:   Use these guidelines when entering an applicant's name (also when the name of the applicant is imported from Resumix): 


		Guideline

		Ex:  Last name

		Ex:  First name

		Ex:  Middle



		Always use mixed case when entering names.

		Smith 
NOT SMITH or smith 

		Robert

		James



		Use hyphens, spaces, and/or apostrophes in names as used by the employee.  

		Jones-Smith
Jones Smith
O’Reilly

		 

		 



		If used, enter the full middle name of the employee in the middle name field. If more than one middle name, enter them both separated by a space.

		Smith 

		Robert

		James
James Edgar



		If just an initial(s) is used for the middle name, enter just the initial(s). 

		Smith 

		Robert

		J.
J. P.



		If the employee has no middle name, leave the middle name block blank (note: as required by the GPPA, NMN will still print as the middle name on the RPA and NPA).

		Smith 

		Robert

		 



		Include Jr, III, etc., if used, in the last name field, separated from the last name by a space (no comma). 

		Smith Jr
Smith III

		Robert 

		James



		Do not include titles (Dr., Mrs., etc.), and do not use the Title, Prefix, or Suffix blocks.

		 

		 

		 





Payroll Interface:  

· Special characters will not flow to payroll.  All names flow entirely in upper case.  


· Hyphens and apostrophes in the last name do not flow to payroll.   Jones-Smith will flow as JONESSMITH, O'Reilly will flow as OREILLY.  


· If you put a comma between the last name and a suffix (Jones, Jr), payroll will only flow the name before the comma (Jones, Jr will flow as JONES, Jones Jr will flow as JONES JR).


Complete the following data fields on the People screen; use [Tab] to move between fields:

		Data Field 

		Action 



		Last

		Type in the last name of the applicant in mixed case (Smith, not smith or SMITH).  See Naming Conventions above.



		First

		Type in the applicant's first name.  See Naming Conventions above.



		Middle 

		Type in the middle name or initial (as shown on the applicant's resume or application); leave blank if none.  See Naming Conventions above.



		Gender 

		Use the down arrow to display the values for gender and select the appropriate one (male or female).



		Type 

		Use the LOV button and select "Applicant" from the LOV.



		Social Security Number 

		Type in the applicant's SSN; you must include the hyphens (111-22-3333).   



		Birth Date 

		Type in the applicant's birth date, using the format: DD-Mon-YYYY.  
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Special instructions for correcting Name, SSAN and DOB

Note:  Correction to Name and SSAN can only be accomplished using Oracle correction to an Appointment. If an Appointment NPA is not available on the Corrections/Cancellations screen, these data elements cannot be corrected. There is an open HEAT ticket on this problem. An Appointment NPA is not available for employees whose accessions were prior to Modern DCPDS deployment.   We cannot reconstruct original appointments.  

CORRECTION TO NAME 


· If employee Name is incorrect on the Appointment, process an Oracle correction to the Appointment.   


· If an Appointment NPA is not available for Oracle correction, the workaround is to process a Name Change using the same effective date as the Appointment. 


· If personnel actions have been processed subsequent to the appointment, process a DOD Correction to the last action to document the OPF (use C11, C08, C12 remarks as appropriate). 


CORRECTION TO SSAN

· If employee SSAN is incorrect on the Appointment, follow the steps on the table below to correct the SSAN.   


· If an Appointment NPA is not available for Oracle correction, see the step/action table below. 

		Step

		Action



		1

		Retrieve the employee's record (from the Navigator, select People --> Enter and Maintain).



		2

		Use the alter effective date icon on the toolbar to date track to the day before the employee's hire date.



		3

		Change the SSAN to the correct value.  



		4

		Save the change -- when prompted, select "Correction" (not "Update").



		5

		Use the alter effective date icon on the toolbar to reset the date to the current date.  The SSAN should now be correct on the applicant and employee windows.



		6

		Initiate an Oracle correction (from the Navigator, select Request for Personnel Action --> Cancellation/Correction).  If you are searching by SSAN, use the correct SSAN



		7

		Select the appointment action and <Correction>.   The Correction RPA will generate with the correct SSAN.



		8

		Enter NPA remark on page 4 and save the RPA (without routing).



		9

		Click on the <Extra Information> taskflow button and scroll to the "SSAN Hold Area for New/Old/499".



		10

		Click in the details area and enter all fields:   Social Security Old, Social Security New, and NOA Code 499 (in this block, enter "499").



		11

		Update HR.  This process will generate a Pay500 with NOAC 499, with the old (incorrect) SSAN in blocks 6-14 and the new (correct) SSAN in blocks 267-275.  However, the NOAC 499 Pay500 does not get into the payroll system, it rejects back to Personnel, so you must submit a payroll Remedy ticket in order for Payroll to make the change. 



		12

		If personnel actions have been processed subsequent to the appointment, process a DOD Correction to the last action to document the OPF (use C11, C08, C12 remarks as appropriate).  





Correcting SSAN for employees with no Appointment NPA. 

 Follow these steps to correct the SSAN of an employee who does not have an Appointment NPA in DCPDS (i.e., was appointed before conversion to modern DCPDS): 


		Step

		Action



		1

		Process a NOA 800 - Chg in Data Element on the effective date of the change in SSAN.  DO NOT CHANGE ANYTHING. JUST UPDATE HR.



		2

		Process an Oracle Correction to the NOA 800 - TYPE IN THE CORRECT SSAN (Block 2). While in the RPA, go into Extra Information > SSAN Hold Area for New/Old/499.



		3

		In the DDF, input: Social Security OLD, Social Security NEW, NOA Code 499 (type in 499).  Save and return to the RPA.



		4

		Add Remarks - Corrects Item 2 from ______.  Update HR.



		5

		If employee had actions processed after the effective date of the change, a correction would have to be processed on each action per CPDF Reporting Requirements.





SSAN corrections and changes -- Payroll impact (extract from PAL 2003-2): 

The NOA 499 actions do not get to Payroll (the NOA 499 is not on the list of allowable transactions that payroll can receive).  Therefore, you should prepare and submit a Payroll remedy ticket any time you correct an SSAN.   


SSN Correction/Change processing requires special attention and coordination with the servicing payroll center. Conditions may exist on the payroll database that will prohibit successful processing of NOA 499 payroll interface transaction. If the employee was previously serviced on the payroll database with the new SSN value, the transaction will error to the Personnel Interface report, PRO report P6606R01. Additionally, problems have been experienced when the user notifies the payroll office of a SSN change and the payroll office makes the change manually before the interface transaction is received. This condition causes the interface transaction to reject back to personnel stating that the employee record could not be found. It is recommended that a payroll office Remedy be submitted when the SSN change is input to DCPDS to alert the payroll technician of the pending SSN change. The notification should request that the technician not manually enter the new SSN, but watch for the NOA 499 transaction and ensure it is properly updated to the DCPS record. If a record exists with the same SSN, the payroll technician will then be aware that additional effort is required.

Pseudo SSAN -- Payroll impact (extract from PAL 2003-2) 

The use of PSEUDO SSN for a second appointment within or outside of the agency continues to be required by DCPS. Ideally, the pseudo SSN (second) appointment would always end first without impact to the primary appointment. Frequently the appointments end opposite the ideal. Any attempt to remove a PSEUDO SSN from the DCPDS record will have very adverse results in the payroll system. DCPDS does not reflect the pseudo value in the primary “National Identifier” field, so documents and reports produced by the system reflect the REAL SSN. Continuing the use of the pseudo SSN has caused no adverse impact and will avoid loss of pay history and possible duplication of records in the DCPS system.

CORRECTION TO DOB 


· If employee DOB is incorrect on the Appointment, process an Oracle correction to the Appointment.   


· If personnel actions have been processed subsequent to the appointment, process a DOD Correction to the last action to document the OPF (use C11, C08, C12 remarks as appropriate). 


· If an Appointment NPA is not available for Oracle correction, process a 911 Reconstruct with the incorrect DOB. Then process an Oracle correction to the 911 Reconstruct. Process a DoD Correction to the last action to document the OPF and flow the DOB to payroll (use C11, C08, C12 remarks as appropriate). Ensure that in the "Control Payroll and SF50 Output for DOD Corrections" DDF, a "Y" is entered to flow the correction to payroll. 
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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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APP-GHR.38402: WARNING: The fallowing PA Requests are pending for
this person

1.Request Nurmber02DECDPCWIDDD0273073, 15t NOA Cade:001, 2nd NOA
Cade:81, Effective Date:06-OCT-2002, Routed To User. PRICEM-AST

2.Request Number.03AUGDPCWIDDODSE3505, 1st NOA Cade:881,
Effective Date:, Rauted To User:PRICEM-AST

3 Request Number.03AUGEXCPO0000583596, 15t NOA Code:317,
Effective Date:03-AUG-2003, Routed To Groupbox:DPCEX-AST

4 Request Number.03AUGAFODDDDD0SAEEE3, 15t NOA Cade:, Effective
Date:0-OCT-2003, Routed To User:MAYSO-AST






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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Building an Applicant for CAO or Transfer Interagency Actions


		Introduction

		To process a CAO or Transfer Interagency (TI) action in the modern DCPDS, you must first enter the person as an applicant.  You must use the following steps to complete this process.  Changes to the system due to implementation of SCD-02-559 require the following steps to be completed when creating the applicant for creation of a Pseudo record to facilitate the Reconstruction process for CAO or TI actions.

· Before you create an applicant through the process explained below you must have the SCD-Leave date for the employee to be hired.  The applicant record must be created and approved a minimum of one day prior to the SCD-Leave date in order for the CAO or TI action to process in the database.  



		Building an Applicant

		The following procedures describe how to build an applicant.  Only the required data fields are described.



		Step

		Action



		1

		On the Navigation List  (  People  (  Enter and Maintain  (  <Open>. 


The Find Person Window displays.  Click <New>.
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		2

		The People Window displays:
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Step

		Action



		3

		Click the Alter Effective Date  [image: image3.png]=]




  button on the Toolbar.  


Alter the Effective Date so that it is at least two days prior to the SCD-Leave date of the applicant.  



		4
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		Your cursor will be in the LAST data field of the NAME Region.  Enter the applicant data, as described below.


Caution:  Press [Tab] each time you want to navigate to the next data field.  Do not use [Enter].



		

		

		Data Field

		Action

		



		

		

		

		

		



		

		

		Last

		· Type in the last name of the applicant.  The system accepts mixed case (e.g., Smith not SMITH) and data converted from the legacy DCPDS system will be in mixed case.


· Press [Tab].

		



		

		

		First

		· Type in the applicant’s first name.


· Press [Tab] several times until your cursor is in the Middle data field.

		



		

		

		Middle

		· Type in a middle name or initial.


· Press [Tab].
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		Unknown Gender

		· Click the“M” key for Male or “F” for Female.
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Press [Tab] or click in the Type data field.

		



		

		

		Type


       

		· Click the “A” key and Applicant populates. 


Or 


· Click the LOV or click [F9].  


· Select the Applicant from the LOV.


· Click <OK>. 
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		Data Field
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Action

		



		

		

		Social Security Number

		· Type in the applicant's SSN.


· Use the format NNN-NN-NNNN (you must type the dashes).


· Press [Tab].

		



		

		

		Employee

		· No action – automatically populated.

		



		

		

		Applicant

		· No action – automatically populated 

		



		

		

		Birth Date

		· Type in the applicant’s birth date, using the format:  DD-MMM-YYYY. 


· Press [Tab]. 

		



		Step

		Action



		5
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		Save your action. 

The Message Line will indicate “Working…” followed by “Transaction complete:  1 Records applied and saved.”

Note:  The system calculates the applicant’s age and populates an Applicant Number in the Applicant data field.





Continued on next page


		Accepting the Applicant

		You are now ready to “Accept” the applicant.






		Step

		Action



		1

		On the People Window, Click the Alter Effective Date  [image: image8.png]=]




  button on the Toolbar, and change the effective date so that it is at least one day prior to the SCD-Leave date of the applicant.  Click <OK>.



		2

		Click <Others>.  



		3

		The Navigations Options Window displays.  Click “Application” on the LOV and click <OK>.  
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		4
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		The Application Window displays with the applicant’s name in the Title Bar.
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Note:  The Received Date data field populates.



		

		Continued on next page



		Step

		Action



		5

		In the Assignment Region of the Application Window, click in the Status data field (it will display “Active Application” as the status).

· Click the LOV on the Toolbar.

· Click “Accepted” from the LOV. 

· Click <OK>.
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The Status data field now displays “Accepted” and an Option Window displays, asking you to choose <Update> to keep the history of existing information or <Correction> to correct existing information.



		6

		Click <Update>.
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		7

		Click Save.  The From date in the Effective Dates Region at the bottom of the window changes (from the date used to enter the applicant to the date currently used to accept the applicant).


Exit the windows until the People Window displays and reset the effective date.  





Continued on next page


		Step

		Action



		8

		The applicant is ready to be assigned to a position via the RPA.


· Click the Alter Effective Date  [image: image14.png]=]




  button on the Toolbar.


· Click <RESET>.  This sets the effective date to the current date, so the applicant is ready to be assigned.  


· Click <OK>.



		9

		Close the window and process the appointment action.



		10

		You are now ready to process the CAO/Transfer Interagency Request Form. 





Continued on next page


		Viewing the Pseudo Appointment



		Step

		Action
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1

		Navigate to the People Window, People > Enter Maintain, you will notice the employee’s hire date is no longer the effective date of the appointment action but the SCD-Leave date of the employee.  To view the Pseudo assignment click <Assignment>,


· Click the Alter Effective Date  [image: image15.png]=]




  button on the Toolbar.


· Input the date prior to the Assignment Start Date.


The Pseudo Assignment is effective from the SCD-Leave date through the current active assignment.  








Continued on next page
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Deleting or Purging an Applicant

		Deleting or Purging an Accepted Applicant using the CAO or Transfer Interagency process.  If you do not create and accept an employee with an effective one day less than the SCD-Leave date when you attempt to process the RPA you will receive the following error message:


If you receive this error message you will not be able to use the applicant record you created.  You must delete this record and create another applicant record following the above directions.  The following steps will need to be accomplished to complete the processing of the CAO or TI action. 






		Step

		Action



		1

		Remove the applicant from the RPA that you attempted to update prior to receiving the error message.  



		2

		Cancel the CAO/Transfer Request form used to process the CAO request. 
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3

		Using the US Fed HR Manager Responsibility navigate to People ( Delete Personal Records 


To find the record you want to delete enter query mode <F7> enter the Last Name and Social Security number <F8>.  Verify the applicant record is displayed.


Once you have verified the correct record has been selected click <Delete Person>.  



		6

		A popup dialog box displays asking if you are sure you want to delete this record.  Click <Yes>. 



		7

		Click Save. Once you have completed this process you can begin the CAO or TI process by building a new applicant using the instructions above.  
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Cancellation of a CAO or Transfer Interagency  


		Introduction

		If there is a requirement to cancel a CAO or Transfer Interagency action that processed using the procedures described above, the process described in this section must be followed to successfully process the cancellation action.  


Before canceling a CAO or Transfer Interagency appointment action you must:


· Cancel any follow on personnel action processed after the CAO or Transfer Interagency appointment you are canceling.


· Run the CAO Pre Cancellation Routine.


· Cancel the CAO or Transfer Interagency appointment action.



		Step

		



		1

		Using the CIVDOD PERSONNELIST Responsibility navigate to Processes and Reports  ( Submit Processes and Reports ( CAO Pre Cancellation Routine.  Enter the Employee Name, click <Okay>.
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Click the <Submit> button.


 



		2

		Navigate to Help > View My Requests, insure the CAO Pre Cancellation Routine has completed prior to proceeding to the next step.






		3

		After the CAO Pre Cancellation Routine has processed you can proceed to cancel the appointment action.  
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