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	NAF Human Resources Office Advisory
”Keeping The Human Resource Community Informed”

	Headquarters, Air Force Personnel Center
Directorate of Civilian Personnel Operations
Clearinghouse (DPCXTC)
	Number NAF 03-01
5 February 2003

	NAF HRO Advisories

Current & Previous Issues

Current and previous issues of the advisories are available on our web site at: http://www.afpc.randolph.af.mil/clrhouse/default.htm.

Your Input is Welcome

Please send us your comments as they are very helpful in determining the best way to serve you.

Our point of contact for this publication is Ms Jo Jepson at DSN 665-2899 x4662 or e-mail joyce.jepson@randolph.af.mil.  Please note that Jo’s extension has been changed.
Request for Personnel Actions

NAF Reconstruct
When a record is reconstructed using the NAF Record Reconstruct, NOA 911, an NPA can be produced but should not be filed in the OPF.  The purpose of this NOA is to correct system errors that were generated prior to the records being converted from Legacy to DCPDS. 
Business Objects Tips

AFPC BO Web Site

The AFPC Business Objects website contains a wealth of information.  It contains tricks and tips, user id request instructions, and a class and DIN cross reference list.  It will be worth your time to check it out.  To access this website, click on:  http://www.afpc.randolph.af.mil/dpc/BO/bo.htm.  You may want to save this one to your list of favorite websites.

Position Maintenance

POA Builds

Be sure to datetrack when building a Position Organization Address.  If you build a POA as of 10-Dec-02 and your position is as of 9-Dec-02, the POA will not be available on the list of values.  This continues to be a problem.

DCPDS Terminology
11i
You’ll hear this term used more often as the testing of 11i progresses.  Basically, 11i is the upcoming web version of DCPDS.  While there will be some differences, those already experienced in DCPDS should have little trouble orienting themselves with the new version.
Futures

The process through with projected actions consummate.  This includes such actions as Completion of Probationary Period and Within Grade Increases.




	Q & A


	Why does my previous HRO’s name print on NPAs that produce through futures?
	This signature block is referred to as the certifying official.  Unless AFPC is notified, this official will remain unchanged.  To change a certifying official, send an email request to afpc.dpc.userid@randolph.af.mil.  Let them know that you need to make a change in the certifying official and provide the name and SSAN of the new certifying official.  

	
	

	Why does an employee’s SSAN reflect 6041HQ279 when I do a Business Objects report?
	First let me give you a history.  Business Objects and Access run based on the Customer Service Unit (CSU).  The CSU will only reflect one record per SSAN so if an employee is shared by another base or APF, then someone would not have BO access to the record.  To avoid this from happening, the SSAN that you see was put into the dual SSAN element of the record by the HQ AFSVA staff.  In the event that the employee was to resign from the position that does not contain the dual SSAN, that value can be removed from the record without having to use an RPA.


	DCPDS Tips


	Save & Proceed
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	When inputting multiple fields, instead of selecting the save button [image: image3.png]racy Act of 1974
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 and then moving down to the next field, you may elect to select the green check [image: image4.png]racy Act of 1974
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 which is the save and proceed button.  This button is located right next to the save button.  


	Clearinghouse


	Revised Clearinghouse Template
	The Clearinghouse Template has undergone some minor changes.  Due to new requirements from vendors, effective immediately screen shots will now be a separate attachment on the template.  Since the Template changed to accommodate this request, other changes were made.  The following is a summary of the changes to the Template:  The word “Modern” was deleted.  The portion that states “To Be Completed by Clearinghouse” was revised moved to the end of the Template as item “G”.  This caused the screenshot portion of the Template to change to item “E”.  

The new Clearinghouse Template is now available on our website.  The previous version is obsolete, therefore, download the new version (13 January 2003) for use.

[image: image5.emf]DCPDStemplateJan0 3.doc


How to Save a screenshot as an attachment

For XP operating system users, follow these instructions when attaching a word document into a word document:  


[image: image6.emf]SSattachmentInstr.d oc


For other operating system users, attach the file either by doing a Click and Drag or Cut/copy and paste to the template.  (DPCXT/mrodriquez)


	How To Report Functional or Technical Problems


	By Phone
	AFPC Local 527-2400, 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

	
	

	Note:  All Functional problems require the submission of a DCPDS Problem Report Template.  
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“This document may contain FOUO and/or Privacy Act information which must be protected or removed prior to further disclosure.”


DCPDS 


Problem Report Template


13 January 2003

· Please enter your Clearinghouse Problem Report Control Number here: 


· Also, be sure to enter your Problem Report Control Number in the subject line of your email.


· Email to the Functional Clearinghouse at: afpc.dpc.clearinghouse@randolph.af.mil  


· Several items, below, will be completed by the Clearinghouse and are underlined and in bold font. 


A.  General Information:


A1.  Caller’s Name, Organization, and Base:     


A2.  Caller’s Telephone Number (DSN): 


A3.  Caller’s Fax Number (Optional): 


A4.  Caller’s Email:  


A5.  Name/Phone for Additional Info (If different from the caller):


A6.  Regional Personnel Office where the problem occurred: Air Force Personnel Center

A7.  User ID/User Name of the user who encountered the problem:


A8.  What database instance did this problem occur on?  Air Force Production


A9.  If another problem reporting tool (such as Remedy) is used, please tell us the related problem number for cross-reference purposes:  


A10.  Responsibility (Menu) in which the user was operating when the error occurred 


(For example, CIVDOD PERSONNELIST, CIVDOD MANAGER, etc.): 


A11.  How many users at your location are experiencing the same problem? 


(Must be a number, not “everybody”)  


A12.  Please give a brief description (50 characters or less) of the problem:  


A13.  In as much detail as possible, please describe the steps that led up to the problem: 


A14.  What was your expected outcome (vs. what actually happened)? 


A15.  Is there anything unusual about the action you were working on, or any observations you think might help diagnose and repair the problem? 


B.  Complete only if the error involves a Request for Personnel Action:


B1.  What was the nature of action (NOA) being processed?


B2.  Name/employee number of the person on the RPA


B3.  Position on the RPA


B4.  Effective Date of the action


B5.  Legal Authority Code used, if any


B6.  What was the complete, exact text of the error notice that prevented the action from processing?


C.  Impact:  What specific difficulties are caused by the existence of this problem?  


D.  Complete only for trigger errors: (can be included with screenshots)


D1.  If a popup notice appeared, please provide the complete text provided when the “History” button is clicked: 


D2.  If the trigger error appeared on the bottom status line, please state the entire notice           that appeared: 


D3.   Does a trigger error occur when similar actions are processed, or only with one action or record?


D4.  Does the trigger error recur after the user either reboots or ends the ntvdm.exe process and logs back into DCPDS? 

E. Screenshot attachment instructions:


· Include screenshots of the problem, as many screenshots as necessary to clarify the problem, including RPAs and error messages as a separate Word Doc attachment in the template. 


· Have the problem displayed on your computer screen.  Copy the screenshot by pressing CTRL-ALT-PRTSCN (Control-Alt-Print Screen) or CTRL-PRTSCN (Control-Print Screen).  Use either feature that captures the best screenshot you wish to provide.

· Open a word document and place your cursor at the beginning of the document.  Paste the screenshot by pressing CTRL-V (Control-V). 


· Save and name the screenshot to a personal folder (example:  1234567ss.doc)


· Then open the template.  Attach the screenshot file at the end of item “E” 


· For XP operating system users, to attach the screenshot file:  click Insert from the menu bar, select Object, click on tab labeled “Create from File”, click the Browse button, select the screenshot file from personal folder, click the Insert button, select the small box on the right labeled “Display as Icon” (this must be selected), and finally click OK.


· For other operating system users, attach the word document file either by doing a Click and Drag or Cut/copy and paste to the template.

G. This portion is to be completed by the Clearinghouse.  


G1.  Severity:  What severity level is recommended, and why? 

G2.  Workaround(s) (Required for Severity Level 2 and 3) 

G3.  What workaround have you discovered for this problem? 


G4.  If none, what workarounds were attempted, and why did they not succeed? 


_1104306142.doc
Screenshot attachment instructions:


Include screenshots of the problem, as many screenshots as necessary to clarify the problem, including RPAs and errors messages as a separate Word Doc attachment in the template. 


Step 1.  Have the problem displayed on your computer screen.  Copy the screenshot by pressing CTRL-ALT-PRTSCN (Control-Alt-Print Screen).  If there are layers of screen shots, CTRL-PRTSCN (Control-Print Screen) seems to pickup all those layers of windows and not just the top window.  Use the feature that captures the best screenshot.
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Step 2.  Open a word document.  Place your cursor at the top of the document.  
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Paste the screenshot by pressing CTRL-V (Control-V).  The screenshot will appear.
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Step 3.  Save and name the screenshot to a personal folder (example:  1027215ss.doc). ss=screenshot
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Step 4.  Then open the template and attach the screenshot file at the end of item “E” 


[image: image5.png]Document

ly Documents',ChTemplateChg.doc

icrosoft Word |ELI 4

Flo Edt Vew Iwet Fomat ook Table Window Help Type a question or help 3] X,

D8 &G BR@ o 1o - 2

Tinestewtonan <12+ [B] 7 1

| A~ pcoOCS st e PCDOCS st Piture

Sgo- BN D-D- G- 2@,
(] . 2 f 3 i 3 i

. Screenshot attachment:
Tnclude sereenshots of the problem, as many screenshots as necessary to clarify the problem,
including RPAs and errors messages as a separate Word Doc attachment in the template
Have the problem displayed on your computer screen. Copy the screenshot by pressing,
CTRL-ALT-PRTSCN (Control-Alt-Print Screen).

Open aword document and place your cursor at the beginning of the document. Paste the
sereenshot by pressing CTRL-V (Control-V)

Save and name the screenshot to a personal folder (example: 1234567ss.doc)

Then open the template and attach the screenshot file at the end of item “E”

XP operating system users. To attach file: click Insert from menu, select Object, click tab
Labeled “Create from File", click Browse button, select the screenshot file from personal
folder, click Insert button, select the small box on the right “Display as Icon”, click OK.

e Other operating system users. Attach the file either by doing a Click and Drag or Cuticopy
and paste to the template

G. This portion is to be completed by the Clearinghouse.
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Step 5.  To attach the screenshot file, click Insert off the menu bar.  Select Object
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Step 6.  Select the “Create from File” tab
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Step 7.  Click on Browse button.  Select the saved file that has the screenshot and click in the Insert button or double click the file
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Step 8.  The screenshot file will now be reflected in the “File Name” field.  


The box that is labeled “Display as Icon” must be checked.  Otherwise, this process will not work.

Like so…AND CLICK ON OK
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The template will now have the attachment
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« Have the problem displayed on your computer screen. Copy the sereenshot by pressing
CTRL-ALT-PRTSCN (Control-Alt-Print Screen).
«  Openaword document and place your cursor at the beginning of the document. Paste the
sereenshot by pressing CTRL-V (Control-V)
Save and name the screenshot to a personal folder (example: 1234567ss.doc)
Then open the template and attach the screenshot file at the end of item “E”
XD operating system users. To attach file: click Insert from menu, select Object, click tab
Labeled “Create from File", click Browse button, select the screenshot file from personal
folder, click Insert button, select the small box on the right “Display as Icon”, click OK.

e Other operating system users. Attach the file either by doing a Click and Drag or Cuticopy
and paste to the template

ol

123458755, doc

|
G. This portion is to be completed by the Clearinghouse.
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Other operating system users will be able to attach a word document file by doing a click and drag or cut/copy and paste.


Each error or screenshot does not need to be an individual attachment.  All screenshots, error messages, etc can be included in one word document file.


