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   PD Profiling Guide


Profiling Documents into PARIS from Cyberdocs

(PD Library  --  COREDOC)
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 a position description (PD) 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 pages for a single position description.      

From the PARIS/Cyberdocs splash screen, login to PARIS using your assigned user name/password and select the PD library.   Click ‘Log In’ to continue.
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After you have logged into the PARIS PD 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 ‘PD/COREDOC – PD LIBRARY’ from the DOCSIMAGE application.
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This will bring you to the ‘New Document’ PD profile screen.   The document profile screen will contain a number of text boxes already auto populated with data, i.e., CPF ID, Form, 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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PD Number:  First 7 digits of the CPCN.  This number is created from the Core PD number and the CPF ID.

CPF:  The 2-digit code of the CPF where the position is located.  The code is used to set the security on the document.  This value has been preset and should not be changed.    

PD NAME:  Should be the same as the number that is in PD Number.

OFF SYM:  Office symbol of the Coredoc being profiled.
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PAY PLAN:  Pay plan for the Coredoc being profiled.  Click the ellipsis button (…) to bring up Pay Plan lookup table.  
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On the Pay Plan lookup table, use the down scroll bar to bring additional pay plans into view.  Highlight the applicable Pay Plan being profiled and click ‘OK’ to populate the profile screen.  
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SERIES:  The Occupational Series for the Coredoc being profiled.  Click the ellipsis button (…) to bring up Occupational Series lookup table. 
Position Title:  The Position Title of the Coredoc being profiled.

[image: image9.png]| e i vew ravrts Dok teh

| Gk - - D [ A Qoeach Girevores (B | B

| ackess [ €1 htpsifiyapp1cyberdacsubrariesiDefaut_Lbrary/Commonjframeset.asp

I (yberd0cs:
—

New Document

Create

PDName |E=2E) PLEASE BE SURE THE PD NUMBER IS
THE FIRST ITEM IN PD NAME

[prc

PayPlan [

Org Structure. PLEASE DO NOT
CHANGE ANY.

PRESET VALUES

PaS CODE

Rotention Schedule.

ortc rewee: [T storagepe =3 =
- Clear Al

Create

£

Welcome HENNESS AL (TEST ACCT) (RANDOLPH CPF)
ut | Logoff | Help

Library: PD

|
P

5 Lot





On the Occupational Series lookup table, use the down scroll bar to bring additional occupational series into view.  Highlight the applicable occupational series being profiled and click ‘OK’ to populate the profile screen.  
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GRADE:  The Grade for the Coredoc being profiled.  Click the ellipsis button (…) to bring up the Grade lookup table.  
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On the Grade lookup table, use the down scroll bar to bring additional grades into view.  Highlight the applicable Grade being profiled and click ‘OK’ to populate the profile screen.  
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Email Notification:  This text box is provided to aid the profiling user to notify the appropriate AFPC/DPC classification person that the PD  document(s) 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 AFPC/DPC classification 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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ORG Structure:  Organization Structure Code of the Coredoc being profiled.

PAS CODE:  PAS code of the Coredoc being profiled.

FORM:  This item is set with a default value of COREDOC and should not be changed.
[image: image16.png]| e i vew ravrts Dok teh

| Gk - - D [ A Qoeach Grevores (B | B S

| ackess [ €1 htpsifiyapp1cyberdacsubrariesiDefaut_Lbrary/Commonjframeset.asp

)/ CyberDOCS

New Document

Create

PDName |E=2E)

oFFSM [T

PayPlan [

L

— 3

PLEASE BE SURE THE PD NUMBER IS
THE FIRST ITEM IN PD NAME

oo LTS CONSLLTANT (TEST RECORD FEVWESS)
Grado |0 Bl e voincaion (T2 H

Org Structure.

PaS CODE

PLEASE DO NOT
CHANGE ANY.
PRESET VALUES

Rotention Schedule.

Ceuts

Library: PD

|
P

& Localntranet





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.
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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.   
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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 position description that is now in the PARIS PD 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 classification person to advise them your position description is ready for review.   
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