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The Clearinghouse Advisory is published by AFPC/DPCXT (Functional Clearinghouse).  Your comments and questions are welcome.  Please address them to:

HQ AFPC/DPCXT

550 C Street West Ste 57

Randolph AFB TX 78150-4579

Email:  Chuck.Zedek@randolph.af.mil
	Highlighted Area
AFPC Secure Password Reset

The AFPC Secure Website has recently added a new feature for a user to reset their password. 
Step 1:  Go to the following website https://www.afpc.randolph.af.mil/AFPCSecure.

Step 2:  Click on the “Forgot your password” link.

Step 3:  Enter your SSN and mother’s maiden name and click the submit button.

Step 4:  Input your new password twice in the spaces provided (Password must meet the criteria described on the page).
Step 5:  Click on the blue SUBMIT button and your password has been reset.

Note:  Your email address will be populated in the Update Email area.  You can correct it in the space provided if it is incorrect.

For additional instructions see the attached document.
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	QUICK LINKS

	· Benefits and Entitlements - http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm
· Classification - http://www.afpc.randolph.af.mil/dpc/Classification/class.htm
· Clearinghouse - http://www.afpc.randolph.af.mil/clrhouse/default.htm
· Defense Civilian Personnel Data System - http://www.afpc.randolph.af.mil/mdcpds/default.htm
· Directorate of Civilian Personnel Operations - http://www.afpc.randolph.af.mil/dpc/
· Employment - https://ww2.afpc.randolph.af.mil/resweb/
· Requisition Audit Report - http://www.afpc.randolph.af.mil/dpc/doclib/ReqAudit.htm
· System Administration - http://www.afpc.randolph.af.mil/dpc/SystemAdministration/index.htm
· System Status Report - http://www.afpc.randolph.af.mil/dpc/SystemAdministration/index.htm


	Defense Civilian Personnel Data System (DCPDS)


	Personnel/Payroll Workarounds  

	· Number 03-0013

The attached workaround is effective immediately.  It is required to resolve a new problem with users unable to process NOA 810 Retention Allowance for FWS records. 
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· Number 03-0014

The attached workaround is needed to ensure proper handling of Retirement/Separation actions that include a Separation Incentive.
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	Functional & Technical Tips and Observations
	DCPDS Functional/Technical Tips and Observations Issues 03-03 and 03-04 have now been posted to the AFPC/DPC DCPDS website.

· Main page:   http://www.afpc.randolph.af.mil/mdcpds/dcpds.htm
· Issue 03-03:  http://www.afpc.randolph.af.mil/mdcpds/Docs/tips/11i%20Tips%2003-03.pdf
· Issue 03-04:  http://www.afpc.randolph.af.mil/mdcpds/Docs/tips/11i%20Tips%2003-041.pdf

	
	

	Change in Tenure  (NOAC 880), GPPA Chapter 26
	It has been brought to our attention that there are problems resulting from incomplete information in employee records that effect Change in Tenure Notifications of Personnel Actions (NPAs).  The handout below has been developed to provide additional information for processing these actions in DCPDS.
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	Coding of Firefighters


	Whenever an action is done against a Firefighter there are a few important steps that need to be taken before Updating HR.
Once the action is ready for coding go into Extra Information – Pay Information – Weekly Hours.  This field auto populates with a value of 40 (regardless of what the NOA is) - most firefighters work a 56/60 (Embedded) or 72 (Non-Embedded) hour work-week.  Even if the employee’s current hours are not changing from one position to the other, the hours still need to be coded on the new action.  

Another thing to remember is if the employee is changing from an Embedded to Non-Embedded position or vice versa, then the Premium Pay Indicator field will need to be updated as well.  If the employee is on or going to an Embedded position, then the Premium Pay Indicator field should have a value of “Y”.  If the employee is on or going to a Non-Embedded position, then the Premium Pay Indicator value should be blank.
See the attached screenshots for additional information
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	Civilian Personnel Decision Support System (CPDSS) 


	Customizing a Candidate Referral Roster (CRR)
	Are you aware that you have the capability to customize the view of a CRR?  This includes, changing the way candidates on the CRR are sorted, rearranging the order of the columns and hiding columns.  See the attached document for the details.
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	Miscellaneous Information 


	RPA Tracker
	The RPA tracker is the key mechanism the Air Force uses to track and assess workload and process effectiveness.  AFPC/DPK is working hard to develop metrics that will allow us to provide better service to you, our customers.  In order to do that, we need servicing CPFs to observe some basic protocols for tracking and coding RPAs.

First any RPA that is returned at the request of management to halt recruitment RWOA (returned without action), may not be resubmitted at a later date.  This is an Air Force policy that was shared through the RPA working group and disseminated to the CPFs.  AFPC/DPK will not accept an RPA for recruitment--any RPA we receive that had been submitted previously and RWOA will be returned to the CPF without further action.  A new RPA must be generated and submitted for career program fill.

Second, AFPC/DPK has identified a trend of incorrect "Event Coding" being submitted from the CPFs.  RPAs submitted for fill though AFPC/DPK Career Programs must include the "correct" fill event code from the "General” Event Codes Listing Located: http://www.afpc.randolph.af.mil/mdcpds/RPATracker.htm , the correct coding for AFPC/DPK fill actions is "G700015" which identifies AFPC/Career Program” fills.  Please use "G07000”, for AFPC fill requests only.  While AFPC/DPK will try to correct these codes for now, they ask that you ensure the correct codes are entered at the CPF level in the future.

We are initiating additional changes within the Civilian Career Management Directorate to improve the timeliness and accuracy of RPA event codes.  Specifically, DPK will now retain RPAs until a selection has been made.  Previously, we returned the RPA when we issued the selection certificate.  By retaining the RPA for an additional step, we plan to improve the timeliness of selection coding and retain better visibility into selection and subsequent PCS requirements.




	Hours of Operation (all Central Standard Time)

	Functional Clearinghouse

0700 - 1700

	Technical Clearinghouse
0600 - 2300



	 Clearinghouse
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 Clearinghouse Web Note
There is an existing problem when creating a Clearinghouse problem report via the web.

When inserting a new ticket, the fields Problem Description and Impact Statement cannot have two (2) consecutive spaces anywhere within the text.  This includes two spaces at the end of a sentence or two spaces between any two words.  If you click on the Submit button and the form stays on the screen, please check for extra spaces in your text.
You must receive the page "Record was successfully Inserted" to ensure that your ticket was created.

As we reported earlier, click on the links Report a "Functional Problem via Web or View Reports to see our new Web page. 

If you haven’t done so already, please read and review the new document on "How to report a ticket via the Web".  Click on this link…

http://www.afpc.randolph.af.mil/clrhouse/documents/Clearinghouse%20Web%20Procedure.pdf
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 Template version
The current version of the Template used to provide information for a functional Clearinghouse problem report is dated 13 January 2003.  We are still seeing Templates with the November 2001 date; that version is obsolete.  Please ensure you are using the current version of the Template.  Also, “Item E” of the Template explains how the screenshots should be attached to the word document.  Link to Template
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 Prevent duplicate problem reports
A Clearinghouse POC is responsible in ensuring a possible Clearinghouse problem doesn’t already exist.  Your way of ensuring this is by reviewing the current problems at the Clearinghouse website under “View Reports”.  With the new Web page, you can build your own report to focus entirely on one issue.  See attached document for more details.
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 Have a Question on or Need Status of a Ticket?
If you have a question regarding a particular clearinghouse ticket, please send it via email to the Clearinghouse mailbox, afpc.dpc.clearinghouse@randolph.af.mil.  Many of you may not be aware that there are three locations a ticket can be during the research phase, Tier 1 (Functional), Tech (Technical), or Tier 2 (Functional or Technical (includes vendor/contractor).  By sending your question to this mailbox, it will be quickly forwarded directly to the current location where the ticket is and to the specialist currently working the issue.
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 Do You Need to Complete a Template?
All Functional problems require the submission of a DCPDS Problem Report Template.   Although you may have reported the problem, this office cannot research this or any problem reported until a complete template (complete details) is received. The template is located at http://www.afpc.randolph.af.mil/clrhouse/default.htm. All templates must be saved as a word document (.doc)
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 Contact Us

· By Phone
AFPC and local callers dial 527-2400 (access codes 5, 7, etc. will not work), all other areas dial 1-888-368-9367.  To report a Technical problem, press 1, if you are calling to report a Functional problem, press 2.

· Internet
Only Functional problems may be reported through the Internet, by authorized Clearinghouse POC’s.  All customers may view the status of a reported problem via the web.  http://www.afpc.randolph.af.mil/clrhouse/default.htm



	Training and Reference Materials


	AFPC/DPCXT regularly updates the AFPC DCPDS website located at http://www.afpc.randolph.af.mil/mdcpds/default.htm.

Looking for a fast place on the web to see the most updated DCPDS information.  Check out our AFPC Tools & References page “http://www.afpc.randolph.af.mil/mdcpds/TOOLS&REFERENCES.htm” brought to you by DPCXT.  Our look has changed!  Go ahead; make this link a shortcut on your desk top.  

· System Status Special Notes link:  Find out by date sequence any current systems issues and how they may affect you.  

· The DCPDS link:  Has migrated to include all the new/latest & greatest 11i information.

· Air Force Unique site:  Unique systems only used by the Air Force.  i.e. cVIP, RPA Tracker, CPDSS information, etc.
· Payroll Advisory/Workarounds:  First place to look for a fix when trying to process an action!
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CHANGE IN TENURE (NOAC 880), GPPA Chapter 26

This handout is prepared to cover the use of nature of action code 880/Chg in Tenure. Tenure groups are the categories in which competitive service and excepted service employees are grouped for reduction in force. These changes occur without a change in the appointment on which the employee is serving.


Not covered: Changes in tenure group that result from a change in the appointment on which the employee is serving. These changes are processed as appointments or conversions.  For information on correcting an erroneous tenure group code on a previous NPA refer to the GPPA Ch 32.

Effective Date: 880 actions are effective on the first calendar day following the day the required service period is completed.  For example, if an employee completes the service for career tenure on 09-23-2003, the employee’s change to tenure group 1 would be effected on 09-24-2003.


The System Generated NOAC 880: How they generate: The change in tenure will generate itself when the combination of the following data fields listed below is correct:


		If the change of tenure is based on

		Then the following fields generate the change of tenure action



		Completion of service for career tenure

		· Original appointing authority (current authority) 


· Appointment type 


· Tenure 


· Date conversion to career begins 


· Date conversion to career due



		Completion of probationary/trial period

		· Original appointment authority (current authority) 


· Appointment type 


· Tenure 


· Date probationary/trial period begins 


· Date probationary/trial period ends





If the 880 does not automatically generate:


If the change in tenure does not generate automatically, the action cannot be created and processed manually.   If this happens, the reason for it must be determined and the user must then correct and/or update the system so the action will generate and process overnight. 

Do not use 911-Reconstruction Process to create the NOAC 880 NPA and then correct the top action of the record. This system will not allow a user to correct the appointment type field without processing a NOAC that will allow us to update that field such as conversion to appointment, change in tenure, etc.

Generating the action:  If the change in tenure does not generate, it is caused by incorrect or incomplete coding in the electronic record in the fields indicated above. The only way to generate the action is to follow the steps below. These steps will cause the Change in Tenure to generate and process and enable the user to use the DoD Correction Process to correct the top action of the OPF.


		STEP

		ACTION



		1

		Determine the date the change of tenure was due.



		2

		Verify that the action,  (other than an award) that immediately precedes the effective date of the action, is in the electronic history of DCPDS. Use the 911-Reconstruction Process if it is necessary to reconstruct the action.



		3

		Verify that the action,  (other than an award) that immediately follows the effective date of the action, is in the electronic history of DCPDS. Use the 911-Reconstruction Process if it is necessary to reconstruct the action. Ensure that the tenure is the same as the tenure in the record at this time – do not change the tenure to the desired tenure.



		4

		Go to People – Enter and Maintain and pull up the employee.



		5

		Date Track to the day before the effective date of the Change of Tenure.



		6

		Verify the appointment type, tenure and appointment authority are correct on that date.



		7

		· If the change in tenure is due to completion of service for career tenure, verify the Date Career Tenure Begins and Date Career Tenure Due blocks, update as necessary. 


If the change in tenure is due to completion of probationary or trial period (e.g., employee already had career status but had to serve a new probationary period -- with tenure 2 -- as a result of getting a new appt), verify the Date Prob/Trial Period Begins and Date Prob/Trial Period Ends, update as necessary.   Also make sure that the Career Conversion and Recommended Career Conversion dates are blank, tenure is 2, and appointment type is 1A



		8

		If the required information is correct, once the data is saved, the NOAC 880 will generate overnight. This action will make the necessary change to the appointment type for those changes in tenure resulting from completion of service for career tenure.



		9

		Verify the 880 has processed and then process a DoD Correction or create a Pseudo 50 to place topmost in the OPF to show correction to the last action and include the remark to also correct the same item on other actions. Remember that NOAC 880 does not flow to payroll.





The Manual NOAC 880: The NOAC 880 can only be manually created and processed when the employee’s tenure is changing due to completion of one year of excepted service on a temporary appointment. Check and/or complete the following items on the RPA:


		Tab

		Item

		Description

		Contents
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		B4

		Effective date

		Enter the effective date (this will be the first calendar day following the day on which the required service period is completed).
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		B5-A

		Code (NOA)

		880
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		B5-C

		Authority Code

		PKM
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		24

		Tenure

		3
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		Part F

		Remarks

		T11 is required (“Completed one year of current continuous service.”)





Complete RPA Extra Information:  No DDFs are required to complete this action. Process and Complete the Action.  
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This is how the employee’s record looks pre-Change to Lower Grade action.
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Here is a view of the Premium Pay Indicator in his record.
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Here is a view of the Weekly Hours in his record.
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Here is an RPA I built for a Change to Lower Grade action.
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I’ve added the new position at a lower grade.
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Nothing needs changed on this page.
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Go into Extra Information – Pay Information – Weekly Hours – you’ll see it’s automatically populated with 40 hours.
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Change this value to the appropriate one – in this case I’m sticking with 60.
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Save the change.
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Update HR.
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Get your okay.
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Here is a snapshot of the Pay500 after the CLG was processed.  If you look in positions 481-484 you’ll note the 60 hours is showing.  In this case, the employee had a Premium Pay Indicator (position 341) of Y to begin with, and maintained the Y even though I did not update it anywhere.  
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60 hours







Y – For embedded schedule
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