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   Misc Profiling Guide


Profiling Documents into PARIS from Cyberdocs

(MISC Library  --  In-Processing)
Profiling documents into PARIS by a CPF can be used in lieu of forwarding documents to AFPC using the Fax Server.  In order to profile documents into PARIS, the user must have first scanned the applicable document(s) on an employee and saved the documents as a single *.tif file, either to a PC hard drive or to a common server.   Later in the profiling process, this saved *.tif file will be retrieved and attached to the profiled record and will eventually become a document file in the PARIS library.   It must be stressed that a single *.tif file can contain from 1 to 40 scanned documents and must be for only one employee.  Attachment A to this guide provides those forms acceptable for the inprocessing file.  

Once the user has scanned and saved the applicable documents, they can begin the profiling process.  

From the PARIS/Cyberdocs splash screen, login to PARIS using your assigned user name/password and select the ‘DOCSMISC’ library.   Click ‘Log In’ to continue.
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After you have logged into the PARIS DOCSMISC library and come to the ‘Quick Reference’ page, highlight and double click ‘New Document’.
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Under the ‘Form Description’ heading, highlight and double click ‘FOR CPF USE ONLY – DOCSMISC LIBRARY’ for the DOCSIMAGE application.
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This will bring you to the ‘New Document’ profile screen.   The document profile screen will contain a number of text boxes already auto populated with data, i.e., CPF ID, Author, Storage Type and Retention Days.  Please do not attempt to change these settings as any change will disrupt the profiling process for your CPF.  
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Document/Applicant Name:  Enter the Last Name, First Name and middle initial of the employee to be profiled.  The NAME should be in capital letters.  No punctuation, i.e., periods or commas, is required.  

SSAN:  Enter the employee’s social security number (SSAN).  SSAN is the primary key for all PARIS documents placed in PARIS.  No punctuation.  FORMAT 123456789.

AFPC Servicing Team:  Press the ellipsis button (…) to bring up the Department ID table containing the applicable AFPC support team for your CPF.    Depending on web response time, you may have to wait a few seconds for the table to populate your screen.
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On the Department ID table, use the down scroll bar to bring additional choices into view.   You may want to coordinate with your AFPC/DPC point of contact to insure you have the correct Department ID/Name.  When you see the Department Name that services your CPF, highlight your choice and click ‘OK’ to populate the profile screen.

[image: image7.png]CyberDOCS ¥4.0 Lookup

it [DeparmentiD =

DeparmentiD Department Name

oFC DIRECTORATE OF CMILIAN PERGONNEL]
CENTRAL DIVIEION

N TEAN 1
CENTRAL DNVISION TEAM 2
CENTRAL DVISION TEAM 3
CENTRAL DVISION TEAM §
EASTERN DIVISION

EASTERN DIVISION TEAM 1
EASTERN DVISION TEAM 2
EASTERN DVISION TEAM 3
EASTERN DVISION TEAM §
SPECIAL OPERATIONS DIVISION
BENEFITS/ENTITLEMENTS
CLASSIFICATION

PROCESSING UNIT

1-35(3)

e T o T

[Warring: Applet Window





FORM:  Press the ellipsis button (…) to bring up the Form Type ID table.   Highlight ‘INPROCESS’ and click ‘OK’ to populate the profile screen.   Depending on web response time, you may have to wait a few seconds for the table to populate.
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Email Notification:  This text box is provided to aid the profiling user to notify the appropriate AFPC/DPC functional person that the inprocessing documents are now in PARIS.   Do not manually insert information into this text box.
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Click the ellipsis button (…) to bring up the People table where you will select the applicable AFPC/DPC functional person you want to send this notification to.

(NOTE:  The People table includes CPF personnel so be careful you select an individual with an office symbol  ‘AFPC/DPC#’ under the ‘Office’ column heading).   Depending on web response, you may have to wait a few seconds for this table to populate.

To obtain a list of AFPC/DPC personnel from the People table, click the ‘Filter’ window down arrow and select ‘Office’.  In the ‘By’ window, type ‘AFPC*’ and click the ‘Apply’ button (do not click ‘OK’ at this point).  All personnel within AFPC/DPC should appear.  

You can click the ‘Full Name’ column heading to alphabetize the employee names.   Since the viewing file will only contain 300 names, you may have to click the ‘Next’ button at the bottom to bring up additional names from which to select.    Find and highlight the applicable AFPC/DPC functional’s name and click ‘OK’.    
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After you have completed your profile update for the ‘Email Notification’ text box, the name that will populate this text box is the AFPC/DPC functional’s AFPC perslan account which is used to identify the AFPC/DPC functional’s applicable email address. 
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Created By:  Click the ellipsis button (…) to bring up the People table.  

Using the ‘Filter’ again, select ‘Full Name’ option on the People table.  
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In the ‘By’ window, input the user’s last name followed by an asterisk (*) and click the ‘Apply’ button (do not click ‘OK’ at this point).   From the selection that will appear, the user should highlight their name and click ‘OK’.  Their PARIS short name will populate the ‘Created by’ text box.  
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Once the ‘New Document’ screen is completed, click the ‘Create’ button.   
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This will bring up the ‘Upload File’ screen.  On this screen, you will see the information you populated from the previous ‘New Document’ form, i.e., Document Name, Document type and Application.

[image: image16.png]=181.x|

J : 3 \
| Gk - - D [ A Qoeach Girevores (B | B

| ackess [ €1 htpsifiyapp1cyberdacsubrariesiDefaut_Lbrary/Commonjframeset.asp

Upload 'DOE JOHN A’ Library: DOCSMISC

Upload file Browse to select the file for the document profile you created, then click Upload,

Browse.

Dacument type: INPROCESS
Application: DOCSIMAGE

Upload

If the document upload is interrupted, you will lose the profile you just created. Do nat click on any links or buttons until the upload is complete.

Eiome [ 3 B oaimiaret




Now, you are going to attach the document that was previously scanned and saved to the PC’s hard drive or to a common server.   Click the ‘Browse’ button to retrieve the document.  
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From the ‘Choose file’ window, locate the *.tif file you had previously scanned and saved.  When you find it, highlight it and click the ‘Open’ button.   

[image: image18.png]21X
3 hennessa. - «®@e¥

FJeMDS_neb_chas.doc Lbrary Link Workaround.doc
emdstsal ntscape isviner doc
A4 |EMDS-NOTCOMPLETED-EDWARDS-30MAY. /s I New PARIS Document Notfication.ms¢
P Fujtsuscanner doc
Figginsmisc-payplan s
higgins-payplan.sal B roze10.1F
s nstal doc S ocmanager-coc.doc
T — B0 PROFILE £RR-14MAY.dac
WIS T csviewer-nstal. doc o rpa-doc.doc
S (5 . cverreacine.txt euretdgedoc
8 Kadena-PARIS-accts.xls jun

My Network P =

Flegane [0 16y = oo
T T =





The system file path for this scanned document will now appear in the text box shown below.   
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To complete the document profiling process into PARIS, click the ‘Upload’ button.  

The response screen you should receive will be similar to the one reflected below.  You should see your profile screen with an assigned document number in the upper right corner of the screen.   This is the document number assigned to your scanned inprocessing file that is now in the PARIS DOCSMISC library. 
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If you completed the ‘Email Notification’ text box correctly, an internal program run within AFPC/DPC approximately every 30 minutes will pick up your newly profiled document and send an email to the selected AFPC/DPC functional to advise them that your inprocessing file is ready for review.  

	Pre-Appointment Forms

	Mandatory
	 

	Resume
	 

	SF-144
	Statement of Prior Federal Service

	SF-181
	Race and National Origin

	SF-256
	Self-Identification of Handicap

	AF 3598
	Civilian Employee Recall Status

	If Applicable
	 

	DD-214
	Certificate of Release or Discharge from Active Duty

	SF-15
	Application for 10-point Preference (must include VA letter dtd within the last 12 months, if applying for 10 point veteran preference or DD-214 showing retirement/disability.)

	AFRC 121
	Mobility and Status Quo Placement

	OF 306
	Declaration of Appointee

	 
	Transportation Agreement

	 
	Military Qualification Determination for ARTs (DD-359)

	SF-78
	Certification of Medical Examination

	SF-50
	Previous SF-50 (i.e., to validate prior federal employment; Conversion to Career Tenure, etc.)

	Appointment Forms

	Mandatory
	 

	INS I-9
	Employment Eligibility Verification

	SF-61
	Appointment Affidavit

	OF 306
	Declaration of Appointee

	If Applicable
	 

	DD 2365
	Civilian Emergency Essential Position Agreement

	OPM 1482
	Agency Certification of Status of Re-employed Annuitant

	SF 312
	Classified Information Nondisclosure Agreement

	SF 813
	Verification of Military Retirees Service in Non-wartime

	 
	Drug Testing Designated Position

	 
	Obligated Position Notice

	 
	Emergency-Essential Statement of Understanding

	 
	Key Position Letter

	 
	Statement for Selective Service Registration

	 
	Supervisory Probationary Letter

	 
	Conditions of Temporary Limited Employment

	 
	Conditions of Term Employment

	 
	Mobility Agreement

	DD Form 2760
	Qualifications for Possession of Firearms
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