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Receiving This Advisory
Current and Previous Advisory Issues
The Clearinghouse Advisory is published by AFPC/DPCXT (Functional Clearinghouse).  Your comments and questions are welcome.  Please address them to:

HQ AFPC/DPCXT

550 C Street West Ste 57

Randolph AFB TX 78150-4579

Email:  Maryann.Correia@randolph.af.mil
	Highlights
Clear Your Temporary Internet Files Folder
Several Clearinghouse POCs have notified us about not being able to access our Clearinghouse Advisory on the Internet.  This problem can be fixed by going into Internet Explorer and clearing your cached files.

Often referred to as the cache, the Temporary Internet Files folder contains a kind of travel record of the items you have seen, heard or downloaded from the Web, including images, sounds, Web pages, even cookies. 
Attached is a handout on how to clear your temporary files or cache.
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New Phone Number
Effective 17 May 04, my phone number will be changing.  Everyone within AFPC is getting a new phone.  There will no longer be a need for you to dial an extension to reach me; I will have my own direct line.  My new number is:
DSN:  665-0631

Local:  (210) 565-0631

Note:  If you are calling in the local area, you will need to dial the full seven digits, you will no longer be able to reach me by dialing 5-####.

If you have any questions, feel free to call or email me (maryann.correia@randolph.af.mil) at any time.  Don’t feel you have to have a Clearinghouse ticket to submit before you can contact me.  Remember, I am always here to help you.

Note:  The numbers for the Clearinghouse, both Functional and Technical, are NOT changing.  To submit a problem report in the local area, you still dial 527-2400, all others still dial 1-888-368-9367.


	QUICK LINKS

	· 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/
· 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
· Tools & References - http://www.afpc.randolph.af.mil/mdcpds/default.htm
· Print View - https://www.afpc.randolph.af.mil/afpcsecure/Default.asp
· Air Force Services Agency - https://www-r.afsv.af.mil/default.htm


	Defense Civilian Personnel Data System (DCPDS)


	Air Force Guidance on Uneliminating a Vacant Position

	While you may not have the need to uneliminate a vacant position often, this step by step guide will walk you through the process should the need ever arise.
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	Education Repeating Itself 


	When you do a reassignment on a person the education information, located in People/Enter and Maintain/Special Information/Education, repeats itself.
Problem:  After doing a Reassignment, N062, on an employee, go into People/Enter and Maintain/ Special Information/Education to check on education, you will notice that the education information that was already in the system has repeated itself.
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Solution:  No work around is required.  The duplicate information is unnecessary and should be removed, but does not affect the record.  Just be aware this is happening.

Update:  Clearinghouse (CH) Ticket 1062514 has been submitted and sent to AFSVA to forward to Lockheed Martin (LM) for resolution.

	
	

	Problem With Cancellations 

	The problem identified in CH Ticket 1060554 is still being worked.    

Problem:  To refresh your memory; when canceling a separation, Assignment is not opening and the position end date is not dropping off; therefore, you cannot enter any actions or update the employee’s records.

Solution:  Two possible solutions were offered when this problem was first identified:  1) reappoint the employee on the separation date or 2) if the separation was processed in error then cancelled and now the record is inaccessible, process pseudo actions until Cancellations is fixed.

Update:  This ticket should be corrected in Patch 52.22, scheduled to be released to the field on 16 May 2004.  In this patch the code will be modified to delete the erroneous assignment, people and person type.


	
	

	New NAF Reports
	Four new TR Reports were created for NAF in DCPDS and released to the field in Patch 52.19 on 2 May 2004.  These were reports that existed in Legacy but were never coded into the modern system.

TR NA003, WGI Effective Date, is produced on the effective date of a Within Grade Increase.  The TR will read, “Within Grade Increase has been Granted.  New Date WGI Due is ___.”

TR NA020, NAF Date Saved Rate Expires, is produced on the expiration date of Retained Grade.  The TR will read, “Saved Rate Entitlement has expired.  Take appropriate action to extend or terminate Saved Rate.”

TR NA025, Date Temp Appointment Has Expired, is produced on the expiration date of a Temporary Appointment.  The TR will read, “Temporary Appointment has expired.  AF Form 2545 has been produced if the Employment Category is Flexible.  If the Employment Category is regular, take appropriate action to extend or terminate.”

TR NA061, Date Temporary Promotion Expires, is produced on the effective date of the expiration of the Temporary Promotion and every Friday thereafter until appropriate action is taken to extend or end the temporary promotion.  The TR will read, “Temporary Promotion is due to expire on ___.  Take appropriate action to extend the temporary promotion or return employee to the original grade and step.”

As with all other reports, when generated, these reports will be accessed through secure view.

	
	

	Batch Printing
	Prior to migration to Oracle 11i, the capability to produce AF Forms 2545 via Batch Print would allow the user to request either 1 or 5 copies of the form.
Problem:  The general requirement for most HROs is to receive AF Forms 2545 in 5 copies; therefore, all Batch print processes were setup for 5 copies. The requirement to produce 2545s in 1 copy came up during the processing of pay adjustments. In attempting to schedule and execute the process producing just 1 copy it was discovered that the functionality to specify 5 copies or 1 copy had been erroneously removed.

Update:  CH Ticket 1061754, covering this problem, should have been corrected in Patch 52.16, released to the field Sunday, 18 April 2004.

	
	

	Requesting 

NAF-16s 
	An error message was received when trying to request a NAF-16 through Processes and Reports/Submit Process & Report/Submit a New Request.
Problem:  Went into Processes and Reports to request a NAF-16 on a separated employee; typed in the effective date of separation and the employee’s name, clicked ok and received the following error message:  Value ###-##-#### is invalid for the flex field segment &SEGMENT.
Update:  CH Ticket 1040479, covering this problem, should have been corrected in Patch 52.19, released to the field Sunday, 2 May 2004.  NAF-16s can now be requested through Processes and Reports on any separated employee.

	
	

	Submitting Screen Shots With Your Problem Report Template
	When submitting a problem report to the Clearinghouse you are required to include screen shots of the problem you have identified.  Here are some pointers to keep in mind when pulling your screen shots together.  
Include plenty of screen shots.  The person at LM who will be working this problem is a programmer, not a personnelist.  Including screen shots you think are unnecessary may, in fact, help the programmer identify the problem faster.  As an example, a problem report was submitted to the clearinghouse, it included 5 screen shots of the problem.  When I duplicated the problem in test box and included my screen shots in the problem report, I had 11 screen shots.  When in doubt, include a screen shot.
LM can only open documents in Microsoft Word.  If they are unable to open an attachment, it will be returned to you to place in a word document.  This will only serve to extend the time it takes to work the problem you have identified.
Include all screen shots in one document.  Place spaces or page breaks between each screen shot.  These two documents provide guidance on how to create a single document for your screen shots and, once created, how to place the document in your Problem Report Template as an icon.
 
[image: image5.emf]Creating a Screen  Shot Document.doc

        
[image: image6.emf]Placing Screen Shots  in The Problem Report.doc




	Miscellaneous Information


	Receiving This Advisory
	If you are a functional clearinghouse POC, an HRO or a MAJCOM HRO you should be receiving this advisory.  If you are not, let me know so that I may add you to my distribution list.  If there are any names I need to delete, let me know that too so I can keep this list manageable.

	
	

	Current and Previous Advisory Issues
	Current and previous issues of the advisories are available on our web site at: 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.  If you are overseas and wish to report a Technical problem, dial DSN 665-3995.
· Internet
Only Functional problems may be reported through the Internet, by authorized Clearinghouse POCs.  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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Purpose


This guide is prepared to provide step-by-step instructions for Air Force users when a position that is currently in Eliminated Hiring Status needs to be changed back to Active Hiring Status.

Trigger


Perform this procedure to update the Hiring Status of a vacant position from Eliminated to Active.


References

· The DCPDS User Guide, Module 2, Chapter 2

· CPMS 11i Functional/Technical Tips and Observations 03-03 (Position Advisory)  

· Position Not to Exceed Dates and Position Protected Flag (OPR: AFPOA/DPXRC)

[image: image1.bmp]
The Position Not to Exceed Dates and Position Protected Flag handout is located at the end of this guide. The protection flag is not currently active but is projected to be working in the very near future.

Menu Path


Use the following menu path(s) to begin this task:

· Navigate to the Define Position menu item.

Helpful Hints


· The difference in this guide and the CPMS Position Advisory guidance for changing the Hiring Status on a position from Eliminated to Active is that the position can be previously encumbered.

· Position NTE Dates and Position Protected Flag is still in the works.  We expect to hear something shortly.

Procedure seq steps \r0 \h 

1.
Start the task using the following DCPDS Navigation path:


 
1.1
Double-click [image: image2.png]+ Work Structures






1.2
Double-click [image: image3.bmp]

1.3
Double-Click [image: image4.png]





Or, if you have a Top Ten List, follow the path below:
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2. SEQ substeps \h \r0 
Double-click  [image: image6.png]7. Define Positil





 .


Find Positions
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3. SEQ substeps \h \r0 
Click into the Name field and the Position Flexfield window will display: 

Position FIexfield
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4. SEQ substeps \h \r0 
Complete the Position Sequence number field:

		Field Name

		R/O/C

		Description



		Sequence Number

		R

		Systems generated unique position identifier.


Example:
299937





5. SEQ substeps \h \r0 
Click [image: image9.png]



 and the Find Positions window will display .


Find Positions
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6. SEQ substeps \h \r0 
Click [image: image11.png]



 . The Position window will display

Position
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Once the position displays, note the Start Date data field is different than the Effective Dates From field. This means that an update/change was made to the position on 25-SEP-2003.
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7. SEQ substeps \h \r0 
Click the Alter Effective date Toolbar button .


AIter Effective Date


		[image: image15.png]Effective Date [15-APR-2004]











8. SEQ substeps \h \r0 
Input the date prior to the date reflected in the Effectives Dates region From date field:


		Field Name

		R/O/C

		Description



		Effective Date Field

		R

		The date prior to the date reflected in the Effectives Dates region From date field.
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When the Alter Effective Date window displays, enter the date prior to the date reflected in the Effectives Dates region From date field.

Example:
24-SEP-2003





AIter Effective Date
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9. SEQ substeps \h \r0 
Click [image: image18.png]



 .


Position: 24-SEP-2003
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10. SEQ substeps \h \r0 
Click the Delete [image: image20.bmp] toolbar button.


Decision
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11. SEQ substeps \h \r0 
Click [image: image22.png]



 .


Choose an option
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12. SEQ substeps \h \r0 
Click [image: image24.png]



 .

Position: 24-SEP-2003
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13. SEQ substeps \h \r0 
Click the save [image: image26.png]



  tool bar button.


14. SEQ substeps \h \r0 
Click the AIter Effective Date tool bar button

 .


AIter Effective Date
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15. SEQ substeps \h \r0 
Click [image: image28.png]Reset




 .


AIter Effective Date
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16. SEQ substeps \h \r0 
Click [image: image30.png]



 .


17. SEQ substeps \h \r0 
As required, complete/review the following fields:


Position
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18. SEQ substeps \h \r0 
Click the flashlight toolbar button[image: image32.png]



. The Find Positions window will display. Or,  follow steps 3 through 6 of this guide to query for the position 


Find Positions
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19. SEQ substeps \h \r0 
Click [image: image34.png]



 .


Position
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20.
You have completed this task.


Result


You have now changed the Hiring Status back to “Active”.

Position Not to Exceed Dates and Position Protected Flag Handout

POSITION NOT TO EXCEED DATES AND POSITION PROTECTED FLAG  

OPR AFPOA/DPXRC (Mr. Byrnes/DSN 565-3214/8 Jan 04) 

Because of some problems with managing positions with not to exceed (NTE) dates, CPMS provided an alternate capability that should improve the process. This capability is being 


fielded in several stages as described below:


In Patch 51.6 fielded over the weekend of Dec 6-7, two fields were added to the additional position details bracket located at the bottom of the position screen. The additional fields are, Position Protected Flag and Position NTE Date.
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Although the fields were added, they have not been populated and certain functionality associated with them is still forthcoming.


Here is the plan.  The Position NTE Date will be used to determine when a position will “expire.”  If the Position Protected Flag is “N” when the NTE date has passed, the position will become “Eliminated.”  If the Position Protected Flag is “Y,” the position is “protected” from elimination. When you build a new position, the flag will be set to “N,” but you can easily change it . If the position field is blank, the blank is interpreted as if there was an “N” (not protected).


The functionality to eliminate positions based on these new fields is not in place.  CPMS is awaiting an Oracle patch that will enable us to “un-eliminate” a position, but we have no date for this patch.  This means no positions will become eliminated until that Oracle patch is fielded.  When that patch is loaded, positions with a past Position NTE date and an “N” or a blank in the Position Protection Flag field will be “Eliminated.”


On 21 Dec 03, Lockheed executed a script to initialize the Position NTE date field based on the current NTE date in the system.  We coordinated with the RSC, IPCs and MAJCOMs regarding this initialization of data.  CPMS did not set the position protected flag with this script.  From now on, the Position Protected Flag is only initialized when you build or quick copy a position. 


To assist in identifying positions with NTE dates, any position with a NTE date will have a “pop up” screen appear (see below) when the position is accessed. 
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Regarding the CSU, the position protected flag will be added to the CSU.  Subsequent patch documentation will tell us when this change occurs.


OPR:  AFPOA/DPXRC (Mr. Byrnes/DSN 565-3214/8 Jan 04)


		Filename: AIR FORCE GUIDANCE ON UNELIMINATING A VACANT POSITION

Reference:  DOCPROPERTY "Reference_Number"  \* CHARFORMAT 

		Version: Not Started

Last Modified: 04.23.2004 15:47:00

		Page 4 =  \* charformat 
4
 of 13





		 DOCPROPERTY "Footer_Text"  



		File name: AIR FORCE GUIDANCE ON UNELIMINATING A VACANT POSITION

Reference Number:  DOCPROPERTY "Reference_Number"  

		Version: Not Started

Last Modified: 4/23/2004 3:47 PM

		Oracle Parent
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A Simple Approach to Developing a Screen Shots Document
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To get a screen shot of the screen you are looking at, press the Ctrl and Print Screen/SysRq buttons on your key board simultaneously.


Open a Word document and paste that first screen shot on the page by clicking on the Paste Clipboard [image: image2.png]



 icon located on your Tool Bar.
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To add a blank page to the document you are creating, on the Tool Bar, click on 

Insert [image: image4.png]Insert




 and then click on Break [image: image5.png]Break.
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Under Break types, select Page Break [image: image7.png]@ Bage break,




, click OK.  
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A new page will be added below the page you are working on.  You can then paste [image: image9.png]



 your next screen shot onto this page.  Repeat the steps above to add new pages and paste screen shots until your document is complete.

NOTE:  At the bottom of each screenshot, please explain what it is you’re trying to portray.  Include at least a one-liner of what each screenshot represents.


Once you have finished, name and save the document to My Documents or wherever it is on your computer that you save your documents.


_1146036239.doc
Using an Icon to Place a Screen Shots Document in another Document
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Once you have created your document of screen shots (using Creating a Screen Shot Document) you will be ready to place it in another document.  For the purposes of this example, I will be placing the document, Creating a Screen Shot Document, where my cursor is located in the Advisory illustrated above.  (Make sure your cursor is where you want the document to be located before you begin this process.)

I do not want to take up additional pages by displaying the actual document; therefore, I want the document to be displayed as an icon.  Since most of your screen shots will contain privacy act information, it is very important to protect that information by placing it in the document, for example, the Problem Report Template, as an icon.
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To do this, on the Tool Bar, click on Insert [image: image3.png]



 and then click Object [image: image4.png]Obect.
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Click on Create from File [image: image6.png]{Craate from File |




.


Place a check mark in Display as icon [image: image7.png]¥ Biaply 2z con




.


Click on Browse [image: image8.png]



 to locate the document you saved containing the screen shots.
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Select the File name [image: image10.png]Ceating a Screen Shot Documen. dm:l




of the document you want to display as an icon.


Click on Insert [image: image11.png]
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This dialogue box will appear with the location and name of the document you selected populating the File name data field.

        [image: image13.png]File name:
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If you are like me, you have folders and subfolders in which you place your documents, therefore the location combined with the name of the document can be quite lengthy.  That means that the name under the icon you place in your document will also be quite lengthy.

In this case, Creating a Screen Shot Document is located in 

C:\MaryAnn’s Files\Advisories\Advisory 04-5\Creating a Screen Shot Document.doc.


That is what is in the File name data field…

…and also what is under the icon for my document.
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I can change the name that will be displayed under the icon.


Click on the Change icon button.                                                                                           
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This brings up the Change Icon dialogue box.  The location and name that will appear under the icon is in the Caption data field [image: image18.png]Caption:  [Citaryfnnis Fles|Adviaries|Advisar: |




.


Place the cursor at the very beginning of the data field. [image: image19.png]Caption:  [=:\MaryAnn's FlestAdvisories\advisor






Press the Delete key on your key board until you have removed everything you want from the Caption data field (yes, you can delete the C:).


In this example I changed the caption under the icon from 

C:\MaryAnn’s Files\Advisories\Advisory 04-5\Creating a Screen Shot Document.doc 


to Creating a Screen Shot Document.doc
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Once you are satisfied with the caption, click OK [image: image21.png]
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You now see the icon displayed with the shorter name underneath it.
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Click on OK [image: image24.png]
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The icon, with its adjusted name, appears on the spot where the cursor was located in my Advisory.

Double clicking the icon…
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…will open the document.
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Went into People/Enter and Maintain
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Employee:  Morty W. Mouse Cat; SSN:  001-22-0004

People/Enter and Maintain/Special Information/Education
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Education is listed once.
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Detailed information under Education.
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Reassignment action on Morty W. Mouse Cat.
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Reassignment action on Morty W. Mouse Cat continued.
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Reassignment action on Morty W. Mouse Cat continued.
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Reassignment action on Morty W. Mouse Cat continued.
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AF Form 2545, Reassignment action.

People/Enter and Maintain/Assignment
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Shows Morty W. Mouse Cat reassigned to Recreation Aid.

People/Enter and Maintain/Special Information/Education
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After reassignment, Education is now listed twice.  Detailed information shown.
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Detailed information on Education is a duplicate of the Education information already in the system.
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How and Why to Clear Your Cache (using Internet Explorer)

http://www.microsoft.com/windows/ie/using/howto/customizing/clearcache.asp

Often referred to as the cache, the Temporary Internet Files folder contains a kind of travel record of the items you have seen, heard, or downloaded from the Web, including images, sounds, Web pages, even cookies. Typically these items are stored in the Temporary Internet Files folder.


Storing these files in your cache can make browsing the Web faster because it usually takes your computer less time to display a Web page when it can call up some of the page's elements or even the entire page from your local Temporary Internet Files folder.


Clearing your browser's cache


All those files stored in your cache take up space, so from time to time, you may want to clear out the files stored in your cache to free up some space on your computer. This is called clearing the cache.


To clear your cache:


1. On the Internet Explorer Tools menu, click Internet Options. The Internet Options box should open to the General tab. 


2. On the General tab, in the Temporary Internet Files section, click the Delete Files button. This will delete all the files that are currently stored in your cache. 
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     The Delete Files button 


3. Click OK, and then click OK again.
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 Tip: You can adjust your Internet Explorer settings to automatically clear the cache whenever you close Internet Explorer. Go to the Tools menu, and click Internet Options. Click the Advanced tab. In the "Settings" box, scroll down to the section labeled "Security," and click to check the box next to the "Empty Temporary Internet Files folder when browser is closed" option. Click OK to finish. This option does not delete cookies, but it will clear your cache of other files when you close your browser.


More speed or more room?


If you tend to go online a lot and have ample space on your computer, you might want to increase the size of your Temporary Internet Files folder. Why? Because Internet Explorer will read already-viewed files from the cache first rather than take the time to download the same page from the Web, thus saving you time and money.


To change the size of your cache:


1. On the Tools menu, click Internet Options. The Internet Options box should open to the General tab. 


2. On the General tab, in the Temporary Internet Files section, click the Settings button. This will open the Settings box. 
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The Settings button 


3. In the Settings box, under Amount of disk space to use, you can slide the bar to the right to increase the amount of disk space used by your Temporary Internet Files folder. 
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Adjusting the amount of disk space used by the Temporary Internet Files folder 


4. Click OK, and then click OK again. 


Adjusting how often to update


While it's true that the more files you can load from your hard disk, the faster your browsing speed, it's also true that those pages on the Web might have changed since being stored on your computer. You might not want to miss fresh content just to save a little time. Fortunately, in addition to the size of the cache, you can also customize how often Internet Explorer checks the Web for updated content.


First you will need to go to the Internet Explorer Settings box:


1. On the Tools menu, click Internet Options. The Internet Options box should open to the General tab. 


2. On the General tab, in the Temporary Internet Files section, click the Settings button. This will open the Settings box. 


3. In the Settings box, there are four ways to check for newer versions of pages that are stored in the Temporary Internet Files folder: 


· Every visit to the page: You're assured of the most current content, but it's slower to browse previously viewed pages. 


· Every time you start Internet Explorer: On your first visit to a page, Internet Explorer will check for new information, but not on subsequent visits in the same browsing session. 


· Automatically: Internet Explorer will check automatically for any new content. 


· Never: This option is fastest, but you could be viewing old content from the cache. To refresh the page, press the F5 button on your keyboard—this will connect you to the page on the Web and download new information to the Temporary Internet files folder. 


Try several combinations of these options and cache size to find the best fit for your needs. You may need to use the settings for a few days to fully gauge how they are working.



