Completed Training Mass Upload
Defense Civilian Personnel Data System (DCPDS) Instructions
The instructions below outline the steps to be taken in association with the “Completed Training Mass Upload” process for current Air Force civilian employees.  CPF/training offices will create mass upload files and email the file to ‘AFPC/DPCXM Webmail D List’ (use global email address whenever possible) for processing to DCPDS.   Note:  Local national employee’s records cannot be updated using this method because the update keys on SSAN.
TERMINOLOGY:  See page 6.
INSTRUCTIONS

The record layout for the upload of an ASCII file is provided below.  It is critical to the process that users adhere strictly to the format. An Excel comma delimited (.csv) spreadsheet template is provided as an attachment.
	Value
	Required

DCPDS or AF
	Maximum

Field Length
	Type Data
	Remarks

	Employee Name*
	X
	30
	Text/Numbers
	NO commas

	SSAN
	X
	9
	
	Format:  999999999

	Course Title
	X
	60
	Text/Numbers
	NO commas

	Total Course Hours
	X
	4
	Number
	Do not place zeros in front of hours,

Only actual hours, i.e., 24, 120, etc.

	Class Start Date
	X
	11
	Text/Numbers
	Format:  DD-MMM-YYYY

	Class Graduation Date
	X
	11
	Text/Numbers
	Format:  DD-MMM-YYYY

	Course Grade
	
	1
	Text/Numbers
	

	Date Withdrawn
	
	11
	Text/Numbers
	Format:  DD-MMM-YYYY

	Reason for Withdrawal
	
	3
	Text/Numbers
	

	Actual Direct Cost
	X
	6
	Number
	Required if 88751 or unit funded

	Actual Indirect Cost
	X
	6
	Number
	Required if 88751 or unit funded

	Actual Total Cost
	X
	6
	Number
	Required if 88751 or unit funded

	Funded by Direct
	X
	1
	Text/Numbers
	Required if 88751 or unit funded

	Funded by Indirect
	X
	1
	Text/Numbers
	Required if 88751 or unit funded

	Funding Source
	X
	1
	Text/Numbers
	Required if 88751 or unit funded

	Direct PEC ID
	X
	1
	Text/Numbers
	Required if 88751 or unit funded

	Indirect PEC ID
	X
	1
	Text/Numbers
	Required if 88751 or unit funded

	Training Source
	X
	1
	Text/Numbers
	

	Training Type
	X
	5
	Text/Numbers
	

	Method
	X
	1
	Text/Numbers
	

	 Priority Indicator 
	X
	1
	Text/Numbers
	

	Course Code
	
	10
	Text/Numbers
	

	Decision Source
	X
	1
	Text/Numbers
	

	PCS Cost Indicator
	
	1
	Text/Numbers
	

	Local Code
	
	1
	Text/Numbers
	

	Activity Type
	X
	3
	Text/Numbers
	

	Acquisition School Source
	X
	2
	Text/Numbers
	Required for Acquisition courses only

	Purpose
	X
	1
	Text/Numbers
	

	Input Source
	X
	(unlimited)
	Text/Numbers
	NO commas A literal: POC Name & DSN


*User may input last name, last and first name or first two letters of last name, as desired. No commas.
STEP 1, Creating the File for Upload:
Select your completed training event(s) to upload and use the attached spreadsheet to code your file.  As a rule of thumb, a file should contain a minimum of 10 entries, but the file may contain many more (2,500+).  All required data fields must be entered.  
· SSN Format:  - No dashes.  SSANs must not contain dashes in spreadsheet.           Correct format:  123456789; incorrect format:  123‑45‑6789.

· Date format:  day, month and year with dashes:  DD‑MMM‑YYYY.                              The following instructions apply for reformatting dates:  Highlight the date columns, go to the tool bar and click “Format”, click on “Cells”, click “Custom”.  Move your cursor right to the “Type” block and type DD‑MMM‑YYYY in the field under “Type”.  Click OK and Save.  Cost data, if applicable, is required for all Air Force training, except for formal training, centrally funded acquisition and self-development courses.
· Tip:  If the same course is applicable to all employees, input only the first row of the course data, copy the row and paste the rest of the rows for the number of records to be updated, then go back and enter last name and SSAN for each employee.
· SSANs starting with zeros.  The Final step before closing a spreadsheet for submission is to highlight the SSAN column, click “Format”, click on “Cells” and scroll down to “Custom”.  Move your cursor to the right to the “Type” block and type nine zeros (000000000) in the field under “Type”.  Click OK and Save.  This will format SSNs containing zeros, so that the Mass Update application will accept the data.  The zeros may not be visible to users in the comma delimited (.csv) spreadsheet, but users can open the spreadsheet in either Notepad or WordPad to view the format.
· If user copied the sample spreadsheet, delete the header row and all information on the bottom of spreadsheet; leave only have the information user keyed/entered on the spreadsheet.  Go to Step 2 for file name and save instructions.
· Tip:  You can tell if your file is saved in a CSV (Comma delimited) format looking at the file extension for .csv or by looking at the file icon.  The icon looks like an Excel icon (big green X), but it also has a lower-case “a,” in the lower right hand corner.
CSV (Comma delimited) Spreadsheet Sample:
Red text in the heading box on the spreadsheet column headings represents a required data field.  Blue text indicates a required field when cost is involved. 
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18
20 Columns headers with a small red marker in upper right comer indicate the table of choices is imbedded in this spreadsheet.
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STEP 2, Saving the Data File:

· File Naming Convention:  File names must now be 25 characters or less.   Format for file name should read:  Tng_Compl_AFSA_xx_01.  Users may place an underscore between each entry if desired, but it is not necessary.  AFSA is the Air Force region code and should appear in the file name in all CAPS.  Replace the two x’s (xx) with the installation’s CPF ID ( i.e. 9P, 8X).  Air Force Career Programs will use code KD, ATRRS (Defense Acquisition University (DAU) courses managed by the Air Force Acquisition Training Office) will use code 99, and Air Force Formal Training courses will use code 88.  The final number is a sequence number (01 in the example above) assigned by the office responsible for creating and processing the file (i.e., 01, 02, 03).  The number should be kept in sequence to identify the file and to preclude an additional file with the same name from being created.
· Save the file:  Select File, then select Save As.  Locate the target location where the user wants to store the file in the block marked Save in:.  Under File Name, user types the name created for the file.  Under Save as type, scroll down the list of options and select CSV (Comma delimited).   Click Save.
· A comma delimited file allows only a single sheet.  When saving, it is possible you may get the following Microsoft Excel message, “The selected file type does not support workbooks that contain multiple sheets.  To save only the active sheet, click OK.  To save them individually using a different file name for each, or choose a file type that supports multiple sheets.”  Click OK to save.

· Users will get a message regarding Microsoft Excel compatibility, select YES.  Close your original file…you get another note, ‘Do you want to save changes you made to your ‘<file name>.csv?’”, select YES.  The Save As message will come up and user should select Save.  User will get another Microsoft Excel message saying, “This file already exists, do you want to replace file?”, select YES, then select YES again for the compatibility question to close the file.

Save Sample  
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STEP 3, Quality Review:

One way to view the file is to locate the saved file and single click on the file name.  Right click and select “Open with” and select either Notepad or WordPad to view the .csv file.
Review Using Open with Sample
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Another option is to go to Start, click Programs, click Accessories, and click Notepad or WordPad.  Click File, Open, and select Files of type: All Files.   
Review Using Accessories Sample
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When the file is opened the data will be displayed in CSV (Comma delimited) format.  Review the data, especially SSNs beginning with zeros and date columns.  If dates did not format correctly, close Notepad or WordPad and go back to your file and make corrections.  Follow the same instructions on saving the file as above and return to Notepad or WordPad.  When finished reviewing and making corrections (if needed), go to File, click Save, and close Notepad or WordPad.  The .csv file is now ready to e-mail.  

Notepad or WordPad Format Example (entry without cost):


STEP 4, Emailing File for Processing:

You are now ready to e-mail your file for processing.  

· Using global address whenever possible, send e-mail with attached .csv file(s) to:   AFPC/DPCXM Webmail D List (afpcdpcm.webmail@randolph.af.mil).  

· E-mail subject line should read Mass Upload of Training Completions--<File Name created in STEP 3>.  

· In the e-mail body, include the name, DSN phone #, organization, and e-mail address of a point of contact (POC) to receive output reports or to contact if there are questions about the file.

· AFPC/DPDOPC system administrators will process the file(s) and will provide output, Process Log Errors, via e-mail to the POC.  If rejection occurs, the POC will receive a report identifying each record that did not process successfully and the reason for the reject.  It is the POC’s responsibility to make all appropriate corrections and resubmit the rejects or update DCPDS.
Output Products and Reports:

The output is the Log Process Screen and it shows you how many records were sent to be processed and how many actually updated successfully.  (Note:   the process log has SSANs with dashes--system generated; don’t let this confuse you.  Do NOT put dashes in the input file).
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	Sample Reject Error Messages

	Error Message
	Meaning

	Employee does not exist or is an Ex-Employee at 5. SSAN is : 123-45-6789
	Not current AF employee under the SSN in the file.  It is possible the SSN was not formatted correctly, the number typed erroneously, or the employee may have left the AF roles.  Local National completions cannot be updated by this process.

	Unable to create SIT for SSN: 333-33-3333 Error is : ORA-20001: HR_FLEX_VALUE_INVALID: N, COLUMN, SEGMENT16, N, VALUE, B8B, N, PROMPT, Type


	Training Type invalid.


	Employee does not exist or is an Ex-Employee at  . SSAN is : --
	Extra blank line in the first row of the file.


HOW DO USERS GET ASSISTANCE?
File delivery problems/email issues:  AFPC/DPDOPC, DSN 665-2903, Comm (210)565-2903
Format questions:  AFPOA/DPXRC, DSN 665-3609, Comm (210)565-3609
TERMINOLOGY:
· ASCII (American National Standard Code for Information Interchange) FILE:  A text file format for use in computers.
· DOWNLOADING/UPLOADING:  The process of transmitting files to/from a computer system. 
· COMMA DELIMITED FILE (file extension .csv):  The CSV (comma separated values) is an ascii (i.e. plan text) representation of spreadsheet data.  The values are separated by commas (not seen by user when view the spreadsheet), to indicated the separating points for columns.  

· FILE NAME EXTENSIONS:  The file name extension allows a file's format to be described as part of its name so that users can quickly understand the type of file it is without having to "open" or try to use it. The file name extension also helps an application program recognize whether a file is a type that it can work with, e.g., .csv, .doc, .xls, etc.
Atch

Excel comma delimited (.csv) spreadsheet template
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