FREQUENTLY ASKED QUESTIONS

1. What do I do when I get a F45 error?
Log off your computer, reboot it and try again.  If the same error occurs, call your local PSM shop.  There might be a server problem.

2. What happens if I try to log in three times unsuccessfully?

The system will automatically lock you out of OTA.  You will need to contact us to reset your password.

3. Can I have my password reset?
Yes, contact us at DSN: 665-2534.

4. How do I obtain OTA access?
Send an email to afpc.ota.dppat@randolph.af.mil with the following information:

Name

Grade/Rank

Unit/office symbol

DSN

Needed responsibility

Name of person in the office that has the same access you will need

5. What do I need to do to establish a new TRQI/Course Owner/Manager/Student Accounting code?

Contact our office HQ AFPC/DPPAT with the following information:

Unit/office symbol

Name of requestor

DSN

Reason for request/justification

6. How do I access the training guides?

Go to our website, www.afpc.randolph.af.mil.  There are 7 training guides:

TRQI

Course Owner/Manager

Training Folders

Airman Leadership School

Student Accounting

Overdue Confirmations

MPF/CPF

7. Who do I contact to obtain MILPDS software?

Contact HQ AFPC/DPPAT, we will request the software for you.  Provide the following information:

Name of requestor

DSN

Unit/Office symbol

Full Unit Mailing Address

8. Who do I contact if I am having problems with MILPDS software?

The Technical Assistance Center can help with all software issues.  Their number is DSN 665-3995.

9. How do know if someone has already graduated from a course?

The projected and completed training screen has a formal training display at the bottom.  All courses that have been updated into OTA will be in this field.  If a course you have completed is not in there, forward your certificate to your local MPF for updating. 

10. How do I know if someone is already scheduled for training?

Use the projected and completed training screen, formal training field.  Any projected training will be displayed in this field.

11. How can PME certificates be updated in OTA?

PME certificates for enlisted and officers cannot be updated at the MPF level.  Forward all enlisted certificates via email or fax to our office.  For officer PME, the certificates must be forwarded to HQ AU/CFRO, Fax: 493-8127, voice: 493-4814.
12. What happens when I get the invalid application user name error while logging in?

You may have typed the password wrong or your account may have expired.  Contact our office for assistance DSN: 665-2534.

13. How can I load the latest release onto my computer?  

Go to the AFPC website at www.afpc.randolph.af.mil.  Click on MPF PDS Support, click on Technical Assistance Center (TAC), and MILPDS, MILPDS Software and Installation Instructions.  If you have problems down loading the patch, contact the TAC.

14. Can I delete an S-records?

As a registrar, you can delete an S-record.  For specific instructions and screen shots, follow the procedures on page 5 of the Student Accounting Training Guide.
15. How do I process S-records?

Follow the procedures on page 15 of the TRQI Training Guide.

16. Can I confirm a quota after the member has departed?

Yes, you can confirm a quota after the member has departed.  Follow specific instructions on page 1 of the MPF/CPF Training Guide.  If OTA does not allow you to confirm the quota, contact our office.

17. Who do I contact if a member cannot attend projected training?

Contact your MAJCOM whenever there is a cancellation, swap or change request to someone who is projected for training.  The MAJCOM will forward to the appropriate TRQI.

18.  As a course owner, can I change a class start or grad date?
The class-start/grad date can be changed as long as the class has not started yet.  If you cannot do it, contact our office for assistance.

19. Can I load a student into training after a class has started?

As a TRQI, no, you cannot load a student into training after the class has started.  The registrar will have to force gain the member and the TRQI will have to process the S-record.

20. How do I know when I don’t have any seats in a class?

When you are by name sub-allocating and the class does not populate the “Class number” block, you no longer have allocations in that class.  To determine whether you have seats in the class, follow specific directions on page 7 of the Training Folders Guide.
21. What are student status codes?

Student Status codes are used to track a students progress in a specific class.  A list of codes can be found on our web site.

