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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
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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.

[image: image16.bmp]
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)
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