MPF/CPF TRAINING GUIDE

CONFIRMING QUOTAS

1.  Double click on Confirm Reclama Suspense Quota
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2. Form will be blank.  

3. Hit F7, type in the TLN or the SSAN, hit F8.  Data will populate.
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4.  Click in the Quota Action Code block – should be “A”.  Hit the LOV at the top and choose B (unless it is a substitution).  Click OK.
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5. Click in the Base Level Suspense Indicator and hit the LOV.  Populate the block with the appropriate code.  Click OK.

6. Click Save.  If there is an error, the computer will state what is missing.
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Note:  If the Unit PAS Code block is blank, copy the PAS code from the Directed Unit block and paste it.

Note:  If the Actual Travel Status is blank, populate it by clicking on the LOV and choosing the appropriate code.

REQUESTING RECLAMA

1. Follow the same procedures as above until the data populates.
2. At the bottom of the screen, click in the Request Reclama block (checkmark will appear).  Choose the appropriate code and click OK.

3. Hit Save at the bottom of the screen. 

[image: image5.png]1 Preeqs Waiver Response verdue Followup Acton Taken
J -Duota Type Change Request Processed

ke K - Quota Type Change Req Resp Dverdue Folowup Actin Takn
L L - Reclama of Tng Qusta Pracessed

M M -Reclama of Tng Huota Resp Dverdue-Folowup Action Taken

MAICOM

[ [zoosc mais 001

Class ID

-0CT2003

[iosF7an

Cancel

TRQI Remarks

Regquest Reclamal
Waiver [v(CHIK

Quota Action Cade

Base Level Suspense Indicator

Base Level Suspense Indicator Date

Unit Pas Cade

Quota Type [AT

Quota Status Code [A

Actual Travel Status

Directed Unit [RJOIF7IH

[F7JH

AF PERSONNEL CTR FO

CPFID ISP_

SAVE

CLOSE

Choices n it &
Count 2~





MPF SUSPENSE FOLDER
RECLAMA REQUESTS DISPLAY
1.  Double click on MPF Suspense Folder.
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2.  Form will be blank.  Make sure the “reclama request” is pressed.  Hit the “find” button and it will populate all of the reclama requests from that base.  Export the data into excel. (For exporting procedures, follow steps on page 4-7 of this guide).
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OVERDUE CONFIRMATIONS DISPLAY
1. Form will be blank.  Make sure the “overdue confirmations” block is pressed.  Hit the “find” button and it will populate all of the overdue confirmations from that base.  Export the data into excel.  To confirm the quotas, follow the procedures at the beginning of this guide.
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EXPORTING PROCEDURES

1. Export the data as follows:

2. Data should be populated in lower half of the form.
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3.  Click on Action (at the top) and export.
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4. Click on “To a text file” and name the file (no longer than 8 characters.xls)

5. Click on Export.  Data will continue to export every 100 lines, unless the button “continue to end” is clicked.

[image: image11.png]75 Oracle Applications

Action Edt Quety Go Folder Special Help Window

(B MPF/CPF Suspense Folder

=loix|

MPF/CPF Suspense Folder

Reclama Display|  (verdue Confinmations|

Quota Suspense.

Group Selection Option

Primary Category o oo
sport Data

~IDF1C100333 [AMCC  [ABCCCAIO

©To Mictosoft Excel
¥ Autosize all colurins
& To a text fle (tab-delimited)

N TROI  CouseNum [overduexld Browse...

AR

[ED1C100389 [A1CC  [ACC JACS Cancel N2i
[EDIC00535 [A1CC  |ACCJACS AR
DFICI00517 _[A1CC__|ACC JASAC [Z007001 ACC JASAC [16-0CT2000 [i7NOV2
DFICI00518 [A1CC  |ACC JASAC [2001001 ACC JASAC [16-0CT 2000 [17-N0V 2
) I

Count 0

=181





6.  Box will appear when the exporting is completed.
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7. Import the data into excel by opening My Computer and then Temp file.  

8.  Save it to “my documents, as an excel 5.0 file and then making any changes as necessary by going into page setup/print preview/etc.
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ALS/NCOA ELIGIBILITY DISPLAY

Use this folder to display eligible airmen and NCO’s for ALS and NCOA

1.  Double click on ALS/NCOA Eligibility Display.
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2.  Click in Primary Category, hit the LOV, select Current Grade (SrA for ALS or TSgt for NCOA)

3.  Click in Second Category, hit LOV, select Military Status (B)

4.  Hit Find, data will populate with eligible members from that base only

5.  Export the data into excel.
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UPDATE NON-OTA GRADUATION

Use these screens to update course completions in OTA.  Some courses are not able to be updated at base level.  If they cannot be updated, forward them to HQ AFPC/DPPT.

1. Double click on Update Non-OTA Graduation.
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2. Hit F7, type in the SSAN, hit F8.  Name and SSAN will populate.

3.    Click on the Prof Specialty Tng button at the bottom of the field.
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4.  All PDS codes are in the details block.  If the one being updated is not there, click on the first blank line, or click in the blue space beside one of the existing PDS codes and click on the green plus sign at the top of the form.
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5.  Type in the PDS code (mandatory field).
6.  Type in the course ID.

7.  Type in the course title.

8.  Type in the class status (G-Graduated) or hit the LOV.

9.  Type in the class start date (if known).

10. Type in the class grad date (mandatory field)

11.  Hit OK.

12.  Hit the yellow disk at the top to save.
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