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

Chuck.Zedek@randolph.af.mil
HQ AFPC/DPCXT

550 C Street West Ste 57

Randolph AFB TX 78150-4579 
	Highlights

A Sad Farewell
It is with heavy-heartedness that I must say farewell to AFPC/DPC as I’ve accepted a position (promotion) with Civilian Field Activities (AFPC/DPSFH).  I’ve been a member of the DPC family since 1997 and have had some of the most exciting and challenging assignments.  I personally want to thank everyone for their most gracious support.  

I’m confident that the Clearinghouse Advisory will continue to be a great voice for the HR community.
As with any assignment that I’ve had I will continue to do what I can to make a positive contribution/difference in Human Resources for both the HR community and the customers for whom we serve!
Sincerely,

Chuck Zedek
*** NOTICE ***
Resumix Upgrade to Version 6.4.6
As you know, we were originally targeted to migrate to Resumix 6.4.6 Feb/Mar.  During follow up testing major problems were identified with performance.  Air Force has been working with Resumix for several weeks trying to resolve the problem.  Major progress has been made.  One more round of testing has to be completed before validation of the product.
We will notify you of the new deployment dates as soon as they are available.

Information on what changes will be coming in this release is available in Clearinghouse Advisory Issue 04-3 (see Resumix Upgrade to Version 6.4.6).
Have a Question? Need an Answer? Try Our New Knowledge Base (FAQs)
Civilian Employment
Civilian Benefits and Entitlements (BEST)
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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/dcpds.htm  
· Directorate of Civilian Personnel Operations - http://www.afpc.randolph.af.mil/dpc/
· Employment - https://www.afpc.randolph.af.mil/afjobs
· National Security Personnel System (NSPS) 
· Air Force - https://www.dp.hq.af.mil/dpp/dppn/nsps/index.cfm
· CPMS - http://www.cpms.osd.mil/nsps/index.html
· Requisition Audit Report - http://www.afpc.randolph.af.mil/dpc/doclib/ReqAudit.htm
· System Administration - http://www.afpc.randolph.af.mil/ProdOps/SystemAdministration/sysadmin.htm
· System Status Report - http://www.afpc.randolph.af.mil/ProdOps/doclib/DailyStatus.htm



	
 
	
                 National Security Personnel System

                 Air Force - https://www.dp.hq.af.mil/dpp/dppn/nsps/index.cfm
      DoD/CPMS - http://www.cpms.osd.mil/nsps/index.html  




	Defense Civilian Personnel Data System (DCPDS)

	
	

	Detail Guidance
	A problem was reported where Details are generating an erroneous Pay500 transaction to payroll.  The instructions in the attached handout are provided for use in avoiding this error. 
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	Personnel/Payroll Workarounds  


	Number 04-0005
DCPS is erroneously rejecting back to personnel transactions for Dispatchers (Occ Series –2151) when the weekly hours are greater than 40 with a full time work schedule.
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The following Official Workarounds are being rescinded.  The problems have been fixed in DCPDS.

03-0016R - Can't Process Return to Duty (NOA 292)

01-0016R - Post D2D Transaction Cancellation

00-0013R - Awards for Separated Employees
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Official Workaround 03-0008 (Retroactive Pay Adjustments for Transferred Employees Remaining in Same Payroll Office) has been modified to delete the word TEMPORARY from the Workaround NOTE.  This workaround is to be used only for the retroactive pay adjustments and intervening actions for transferred employees that are processed by the losing agency/servicing agency, yet remained in the same payroll office.
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You can also access the OPEN workarounds at http://www.cpms.osd.mil/regmod/index_enterprise.html or http://www.afpc.randolph.af.mil/mdcpds/PayrollWorkarounds.htm.

	
	

	11i TIPs
	Attached is 11i TIPS #04-01 & #04-2. Also attached is an 11i TIPs Index that will make it easier for users to find TIPs articles.
Index
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#04-1                   #04-2
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	Air Force Guidance on Uneliminating a Vacant Position
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	Developing a Template for Record Update When a CRT is needed


	Use this guide to accomplish research on an employee record in DCPDS especially when a CRT will be required to update (remove/replace) erroneous data from a record.
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	Miscellaneous Information


	Military to Civilian Conversions
	Principal Classifiers:

1.  This is just a "heads up" on something coming down the pike. The National Defense Authorization Act for FY 2004 authorizes changes in the personnel system that provide the Department of Defense sufficient flexibility to implement military to civilian conversions to relieve stress on the military forces.  PBD 712 requires that the Services convert 10,000 military positions to either DoD civilian and/or contract performance in FY04 and convert an additional 10,070 in FY05.  The Military Services must be able to track converted positions to meet reporting requirements and must be able to distinguish which new civilian positions are established to meet the FY04 targets and which are established to meet the FY05 targets.  

2.  Bottom Line:  It is likely that CPFs and other servicing activities will soon be required to accomplish some kind of position and/or people coding to track FY04 and FY05 military to civilian conversions under FY04 NDAA, PBD 712.  There is a working group at OSD working on guidance that should provide instructions to the field on how to identify and track the converted authorizations.  Based on sketchy information we've received so far, it appears Manpower will be adding some kind of remark code to the UMD to identify authorizations impacted by PBD 712.  We do not know when OSD will release their guidance, and it's possible you might see something before we do.  Instructions for coding the conversions (once a system is in place to identify which authorizations to code) have been developed and are scheduled for deployment on or about 16 May 04.  Watch for more detailed instructions in the daily System Status Special Notes (http://www.afpc.randolph.af.mil/prodops/doclib/special_notes.htm ) after the middle of May.  As we receive information, we will forward it to you.  

3.  If you have any questions about the technical systems requirements, please contact George Byrnes, DSN 665-3214 or Medriece Welch at DSN: 665-4635 Ext 3400.


	
	

	AF RPA Tracker Universe Layout - Version 3.3.1


	Version 3.3.1 of the AF RPA Tracker Universe has been released effective 15 Apr 04.  This newest version includes updates to the following AF Timeliness Reports:

Avg AF Fill Days by Base & Month.rep

Avg AF Fill Days by Base.rep

Avg AF Fill Days by Career Program.rep

Avg AF Fill Days by MAJCOM & Month.rep

Avg AF Fill Days by MAJCOM.rep

If you have retrieved these from a previous version of the universe, you will need to pull updated reports from this release.  

The following changes were made to these reports:

 - Corrected an error in capturing PPP actions

 - Reports now capture time in -BSA boxes in CPF time

 - The missing data tab now separates excluded RPAs by month based on the  SF 50 approval date

 - The number of excluded RPAs is now shown on the chart for each MAJCOM, base or month

 - Changed calculation for missing or inaccurate dates to exclude using the hours and minutes in the date 

If you have any questions regarding this release, please contact Vida Couch, Civilian Field Activities, DSN 665-4635.
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	How and Why to Clear Your Cache (using Internet Explorer)


	Several Clearinghouse POCs have notified us about not being able to access our Clearinghouse Advisory on the Internet.  This problem can be fixed by clearing your cached files.

Attached is a handout on how to accomplish this.
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	Civilian Lockdown for Common Access Card--Effective 1 Jul 04
	A new DoD process for authorizing Common Access Cards (CAC) has been created.  These measures are being taken to create a stronger identity proofing process and are necessary to protect the verifying official (VO), the customers they service, and improve National Security.  For civilians the new procedure was originally to be effective 1 May 2004, but has been delayed until 1 July 2004 to allow more time for CPFs to adjust to the changes.  The main impact will be on new appropriated fund employees in DoD agencies.  

DEERS is the database which is, and will continue to be, the key to authorizing and creating the CAC.  Currently, the Military Personnel Flight/Customer Service VO uses the DD-1172-2 to manually enter the new employee information into DEERS which then allows the creation of the CAC.  

Beginning 1 July 2004, the manual update of the civilian employee information into DEERS will be discontinued.  Update of the new employee (i.e. appointment, transfer) information in DCPDS will generate interface of the employee data into DEERS within 24-48 hours.  Only after this automated flow of information into DEERS is the new DoD employee able to obtain a CAC.  
VOs have been advised to refer appropriated fund civilian employees to the local CPF if they are not enrolled in DEERS.  Local CPFs will need to get with their local Security Forces to work out a process to issue temporary passes for those employees who do not have some other form of uniformed services identification card (i.e., family member, retiree or reservist ID card).  

Recommend every effort is made to process new accession requests for personnel action into DCPDS prior to the effective date.  These efforts will minimize the inconvenience for the new DoD employees and their supervisors.

If you have any questions, please contact Ron Freund at DSN 665-4635.

	
	

	Dealing with Civilian Mobilization and Deployment Issues
	Over the past several years, CPFs and their employees have been confronted with civilian mobilization and deployment issues and questions never anticipated nor previously encountered.  Often times it is difficult to locate references or expertise to address these issues.  An Air Force Civilian and Contractor Readiness Integrated Process Team (AFCCR IPT) was formed in Nov 2003 to review readiness and mobilization issues and guidance for civilians and contractors.  The AFCCR IPT continues to work issues to try to resolve some of the disconnects and information/procedure shortcomings.

While the IPT continues, we want to provide some references that may help you through some of your situations.   Below is a list of web references which address civilian mobilization and deployment issues.  In addition, the AFPC Call Center, 1-800-558-1404, is available for employees to call with civilian employment and mobilization questions.  The Call Center is available 24/7 and will try to answer the question or refer unresolved issues to the appropriate office for response.  The attached CPMS DCPDS Foreign Allowance and Non-Foreign Entitlement Processing Guide, 15 Apr 2004, is not yet posted on the CPMS web but is in final.

https://www.dp.hq.af.mil/dpp/dpph/civmob.cfm
http://www.cpms.osd.mil/civ_prep/ManagementGuide.pdf
https://www.dp.hq.af.mil/dpp/dppr/index.cfm
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Just a note regarding the guide:

- CPMS Processing Guide, Section I.A, Paragraph 4 of the new guide discusses a new Remedy form to be used to enter Post Differential and Danger Pay authorizations for employees returning from TDY to an authorized location.  The form is not yet available for distribution, but will be forwarded upon receipt from the payroll center OPRs.  The document was written with the new procedure so that we could get it distributed and posted to the CPMS Web quickly.  Until the new form is available you are to continue with the processes currently in place (which are to interface both the initiate and terminate through DCPDS).  We will advise you as soon as the Remedy form is available and the paragraph 4 procedures can be implemented.  

If you have any questions or issues, please contact Ron Freund at DSN 665-4635 x 4338

	
	

	Air Force Priority Problem Reports
	Please use the following link to review the latest list of Air Force Priority Problem Reports.

http://www.afpc.randolph.af.mil/clrhouse/default.htm


	Hours of Operation (all Central Standard Time)

	Functional Clearinghouse

0700 - 1700

	Technical Clearinghouse
0600 - 2300



	Clearinghouse
http://www.afpc.randolph.af.mil/clrhouse/default.htm
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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
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www.my.af.mil  




myPay gives you the keys to controlling your pay account information.  With access from anywhere, anytime, myPay is safe, secure and  easy to use.  Visit myPay today at https://mypay.dfas.mil
[image: image18.png]



�HYPERLINK "http://www.tsp.gov/"��www.TSP.gov��� HYPERLINK "http://www.DFAS.mil" ��www.DFAS.mil�


� HYPERLINK "http://www.opm.gov/" ��www.OPM.gov��� HYPERLINK "http://www.FIRSTGOV.gov" ��www.FIRSTGOV.gov�


� HYPERLINK "http://www.DEFENSELINK.mil" ��www.DEFENSELINK.mil�


�HYPERLINK "http://www.AF.mil"��www.AF.mil�


� HYPERLINK "http://www.My.AF.Mil" ��www.My.AF.Mil


�� HYPERLINK "http://www.theworknumber.com" ��www.TheWorkNumber.com�


� HYPERLINK "https://mypay.dfas.mil/mypay.aspx" ��https://MyPay.dfas.mil/�





�





Air Force Customer Service Center


One-stop shopping for pay and personnel information is available all day, every day by calling toll free (800) 616-3775 or online at � HYPERLINK "http://www.afpc.randolph.af.mil/cst/" �http://www.afpc.randolph.af.mil/cst/�.
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		DCPDS Functional /Technical Tips and Observations 

		04-01

		16-Apr-2004





1.  Processing Extensions on Appointments with NTE Dates


When processing an Extension of NTE (NOA 7XX) action in the legacy system, the effective date was automatically set by the system as the NTE date plus 1 day.  This is not the case in DCPDS.  


In DCPDS, when an appointment with an associated NTE date is produced, DPCDS will generate a Termination-Exp of Appt (NOA 355) RPA through the suspense process fourteen days prior to the effective date of the NTE date.  This RPA is viewable in the Cancellation/Correction process when you select pending actions.  The NOA 355 action will reside in the Cancellation/Correction process until one to two days prior to the actual effective date when it will update unless action is taken.  


Example: 


15-Jan-04

Appt NTE 15 Jul 04 effective 15-Jan-04


01-Jul-04

System creates a 355 Termination – Exp of Appt


13-Jul-04/14-Jul-04
System updates the 355 Termination – Exp of Appt effective 15-Jul-04 during futures processing

15-Jul-04

System prints the 355 Termination – Exp of Appt 


When an extension (7XX) has been received extending the appointment, the NOA 355 RPA should be rerouted to the Suspense/WGI inbox.  The extension should then be updated and after the extension action (NOA 7XX) has consummated in DCPDS and the Assignment/ US Fed Assignment NTE dates have been updated with the new NTE dates, the NOA 355 RPA can be pulled from the inbox and deleted.   Rerouting the NOA 355 action to the inbox will prevent futures from updating the RPA.  If you delete the NOA 355 RPA (by using Red X) prior to the effective date of the Extension NOA 7XX action, then another NOA 355 RPA will generate the next time Suspense is run. Again leaving the <Re-routed> RPA in the WGI/Suspense box until after the action has consummated in DCPDS will prevent the regeneration of the Termination – Exp of Appt 355


Example: 


15-Jan-04
Appt NTE 15 Jul 04 effective 15-Jan-04


01-Jul-04
System creates a 355 Termination – Exp of Appt


13-Jul-04
Input 7XX action effective 13-Jul-04 inputting the correct NTE (this RPA can be initiated on an earlier date) and update HR


13-Jul-04
Check Cancellation/Corrections to ensure the 355 rerouted to the Suspense/WGI inbox 


16-Jul-04
Respond to the 355 in the inbox and delete it using the “RED X” capability. 

Research into submitting a Systems Change Request to change this process is being completed.   

2.  Mass Appraisals and Awards

Soon various regions will be very busy processing mass appraisals and awards.  Has this ever happened to you? You start a mass award preview, get tired of waiting (although we know you are all very patient!), "kill off" the process, and find your system slows to a crawl.  

LM has provided some excellent information on what happens to the system in the background when a mass action has been started and stopped.  


When a preview is being generated, the system sets a flag on all the records in the list in anticipation of the execution.  The user selects/de-selects the individuals and the system makes those changes.  All these changes are being kept by the database in a way that allows the database to undo the changes if something fails during the process.  


If a user gets impatient and terminates their session before it completes normally, the database is still making all the changes in the background like normal.  It is only when the system recognizes that the user session is no longer available that it begins to undo all the changes it made. It is this do/undo of all the records that begins to tie up the database. 


If the user immediately establishes another session and attempts to do the same thing, the records will still be tied up trying to recover from the previous session.  This causes the new session to wait until the first session is cleaned up before proceeding.


If this scenario occurs multiple times every session is waiting on the previous session to complete.  This can also occur if multiple users are involved.


The best thing for the user to do is wait for the activity to complete. If the session does not seem to complete processing (the larger the group, the longer it will take) then the component POCs should contact the LM help desk so someone can take a look at it and see what the problem is.  Please ask the region user to not terminate the session so that it can be traced while still active.  

3.  Sys Admin – Deleting RPAs.  Concurrent process ‘Delete Uncompleted RPAs’ was revised to allow for a more dynamic search of the RPA to be deleted.  The search can now be based on one of the following:  


· Request number (e.g. 03MAY000NEWS07007402)


· Employee Name


· PA_REQUEST_ID


The following paragraph replaces the instructions found in 11i TIPs 03-04 dated August 22, 2003.


Steps to use this process:


a.  If Employee name is known:


· Log in as responsibility ‘System Administrator’


· Go to navigation path: Requests ( Run

· Select OK for Single Request


· In Name Drop Down List, select ‘Delete Uncompleted RPAs’


· A Parameters window should open up. Enter the name in as the search criteria and then press OK.  If you know part of the last name, you can type in what you know following by the percent sign, then <TAB> (e.g. %Taylor%).
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· Select the RPA that you wish to delete. Only the RPAs that are NOT in ‘Update HR Complete’ status should show up in the list.  Click OK once selection is made.
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· Press SUBMIT button.  A Concurrent Request ID is assigned to this request.
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b.  If employee name is not known, but PA REQUEST ID or Request Number is known:

· Log in as responsibility ‘System Administrator’


· Go to navigation path: Requests ( Run


· Select OK for Single Request


· In Name Drop Down List, select ‘Delete Uncompleted RPAs’


· A Parameters window should open up. Enter a percent sign, the PA_REQUEST_ID (or Request Number), and then a percent sign, then <TAB> (e.g. %95716% or %03AUG%).
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· If more than one RPA matches your select criteria, a new window will open up containing the RPAs to choose from.  The list of RPAs will be alphabetical by name.  Select the RPA that you wish to delete, then click OK.  
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· Press SUBMIT button.  A Concurrent Request ID is assigned to this request.  
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NOTE:  A Process Log DELRPA is created each day where at least one request to delete an RPA through this process has been submitted.  This Process Log DELRPA is an accumulator and documents all RPAs deleted in this process for a single day.  For example, if a user deletes 3 RPAs in the morning and checks the process log right afterwards, it will show the 3 RPAs.  If another RPA is deleted in the afternoon, same day, the process log will then reflect 4 RPAs.   


Sample Process Log DELRPA entry:
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4.  CAO Frequently Asked Questions

· How long does the CAO/Transfer Request remain in the database from the date it is input if the process is not finalized until a later date?  Appendix C indicated all transaction data is being purged from the gaining and the losing regions 14 days. 


DCPDS will purge a CAO/Transfer Request fourteen days after that request Status has been updated to “Canceled, Completed, Failed or Aborted”.  


· When initiating a request do the users still have a ten day window prior to the effective date and ten day window after the effective date?  

No.  The CAO/Interagency Request can be input at any time, there is no longer a system edit which only allows the request to be submitted ten days prior to the Effective Date.  However, CPMS is recommending that users continue processing the request form no more than ten days prior to the effective date of the RPA to insure the current employee information is received from the Losing Region.  The request will be automatically purged from the database fourteen days after completion.   


· Please clarify the KEY field. The guide mentioned that it is the unique identifier for the CAO/Transfer Request.  

The Key field is a combination of the Gaining Region, Sequence Number, and Losing Region and is used for tracking the CAO/Transfer Request.  The Key informs the user of the Gaining/Losing region.  A request processed on a single Region will show the same information for both the Gaining and Losing the Key field (e.g. SQT11.1402.SQT11).  A request processed between two Regions will show the Gaining/Sequence Number/Losing in the Key field (e.g. Reg01.2323.Reg10). 


· Will users who input the interagency request receive all of the employee's data such as all of the benefit information (TSP, FEGLI, FEHB), education, tenure dates, military dates, etc., that would normally be on the SF75?


The CAO/Transfer process extracts SF75 information from the Losing Region for the Employee record identified in the request.  The data is then populated in the Applicant record that was created by clicking the “Create Applicant” button.   The data can be viewed by navigating to the People > Enter and Maintain > Extra Information or Special Information DDFs as well as from the RPA > Extra Information > CAO Loss DDFs.  


· Will users need a hard copy of the SF75?


There is only one documented case where users will have to obtain hard copy SF75 information.  This is when the CAO/Transfer request rejects because there are two Employee records on the Losing Region.


· Under the "CAO/Interagency Transfer Control Panel" "Status Tab" users can query on a SSN and receive only that record.  If a North Central user chooses to select one of the three radio buttons (Gain, Loss or All) will only North Central's data will be retrieved and displayed?


The current set up allows for full access to the Status Tab for all Region users.  Users that are issued “Secure Views” will only be able to view those records identified with that view.  If a user using a Global view clicks either of the radio buttons they will see all of the available records that meet the criteria for that Region server.  Using the SSAN to search for a specific request will prevent the user from having to scroll through all of the active requests.   


· Under the "Initiate Tab" should the POC be the user processing the action or the Region's CAO POC?


The POC field can be used to input either the User processing the action or the Region’s CAO POC.  A policy determining how this field is to be used should be developed within each Component.  


· Is there an approximate timeframe of how long the entire CAO process should take (from the time the user submits request, to building the applicant and the data flowing onto the RPA)?   


The entire CAO process (from the time the request is “Initiated” to the “Applicant Build/Pending”) should take no longer than one hour.  This process is dependent on connectivity to the Gaining, Losing and Interface servers.  If users notice a delay of more than thirty (30) minutes at any time between the “SOID Validation” and “Applicant Build/Pending” phase, it is possible that a server (Region or Interface) is down.    


· Under "Updating the CAO/Transfer RPA" (Step 3) we realize a Pay500 transaction will only be generated if the payroll offices are different but will users be able to actually see the PAY500 transaction?


A Pay500 generated at the Gaining region will only be viewable by the Gaining region users.  A Pay500 generated at the Losing region (Gaining/Losing payroll offices are different) will be viewable only to Losing region users.  


· Under "CAO/Transfer Separation Process (Losing Region)" (Step 4) what is the meaning of the word "update" in the first sentence of this step?


Update means a user has Updated HR and the action has consummated in the DCPDS database.  This step occurs only after the action has consummated.  If the RPA is pending, the Separation data will not be generated until the RPA is processed in DCPDS.


· Can a CAO/Transfer request form be corrected if information was input incorrectly?


No.  After a CAO/Transfer request has been initiated it cannot be corrected.  If it is determined that a data element was input incorrectly, you must cancel the CAO/Transfer request and re-input it with the correct information.  The request can be re-initiated immediately after receiving the cancellation confirmation message. 


· When would a CAO/Transfer Request be processed against the same region data base (i.e., both SOID's on the same region box)?


A CAO/Transfer Request is not mandatory when processing an action on a single data base but may be required for one of two reasons.  The first reason the CAO/Transfer request would be required is if the region assigns a “Secure View” (i.e., NGB employee transferring between states).  The second reason would be moving an employee from one agency to another where the same region data base services both agency “cross-serviced” records (i.e., DeCA employee serviced by Army Region accepts a position in Army serviced by the same region).  


· Is a Pay500 transaction created for every CAO/Transfer Interagency RPA action generated?


Yes and No.  


Yes at the Gaining region - a Pay500 is generated for every action processed at the Gaining region (e.g. T1XX, T5XX, T7XX).


No at the Losing region - a Pay500 is only created if the Gaining/Losing payroll offices are different.  If both payroll offices are the same, a Pay500 is not generated.  


· Do I have to cancel the CAO Request if the NOA or the Effective Date changes?


No.  The new process uses the NOA or Effective Date entered on the RPA to update the database and create the Pay500/Separation RPA.   Caution should be used if the CAO or Transfer action is delayed beyond a pay period as the information retrieved may no longer be the most current information available.  Processing time for the new CAO process has been greatly decreased and it may be feasible to cancel and re-initiate the request to insure the most current information is available.  


· Shouldn’t the FEGLI and Retirement Code auto-populate on the CAO/Transfer RPA?


No.  DCPDS does not auto-populate the FEGLI or Retirement code in the CAO/Transfer process because the CAO/Transfer action might afford the employee a different eligibility.  The staffing specialist must make a determination based on the RPA action (i.e., a temporary employee converted to a permanent appointment) and enter the appropriate value in these two fields. 


5.  Payroll Workaround Requests

As a reminder, when SF50s are faxed to DFAS Imaging as a result of an approved  payroll workaround requests (whether it is for an individual request or from an Official Personnel/Payroll Workaround), the DFAS Fax Imaging Cover Sheet needs to include the CPMS Workaround Number.  The payroll centers should no longer accept ANY manual workaround requests that have not been through the appropriate procedures and reflect a valid CPMS issued workaround number. 

6.  TSP Participation of Individuals Returning to Civilian Service/Pay Status Following Military Service


TSP Bulletin 02-7 dated April 3, 2002 discussed the actions that agencies must take that allowed certain employees who had separated from civilian service to perform military service to make up missed Thrift Savings Plan (TSP) contributions if they return to civilian service under the provisions of the Uniformed Services Employment and Reemployment Rights Acts of 1994 (USERRA).  This also applied to employees who entered nonpay status to perform military service and then returned to civilian pay status.  


A question was asked by one of the components that if an employee chooses to make up the missed TSP contributions upon reappointment or return to a pay status (and the employee had contributed to TSP through their uniformed services account while performing military service), how will this be entered into DCPDS?  Coordination with DFAS provided the following answer:  Users should not enter anything into DCPDS.  Employee must provide copies of their military LES to the payroll office.  Payroll office will manually calculate the difference and will inform the employee of how much is due.  This is all done outside the system.  
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1.  PROCESSING AWARDS FOR EX-EMPLOYEES.

We’ve experienced a problem recently with payroll paying an award twice for an ex-employee. After much research, it was determined that the region had faxed a copy of the award NPA to payroll in addition to a payroll transaction (Pay500) being sent to payroll and since both had different effective dates, payroll paid the award twice.  Apparently, users were not aware that, for ex-employees, the date on the Award NPA will be different from the effective date on the Pay500 transaction.  Thus the confusion and why the employee was paid twice for the same award.  

DCPDS Users Manual, Module 5, Chapter 3, page 19 provides instructions for processing awards on ex-employees.  To help clarify dates used in this type of action:


· Effective date of the RPA (block 4) should be no later than the employee’s date of separation (this can be earlier than the date of separation).  This date will also become the effective date on the Pay500 transaction.

[image: image3.png]71X

E Change Family [} UPDATE_HR_COMPLETE

Employee and Position Data | Remarks and Address

Reguesting Info Position Data
PART A - Requesting Office
1 Actions Requested
Award/One-Time Payment
3 For Additional Information Call (Full Narme)

2 Reguest Number

04FEB235855

Telephone Nurber 4 Prop. Eff Date ASAP
o

5 Action Reguested By (Full Nare) Title Regquest Date

Title Cancurrence Date

6 Action Authorized By (Full Narne)

PART B - For Preparation of SF 50
1 Last Name

Delong
2 Social Security Number
493.50.0412

First Name Middle Name

George L
3 Date of Bith 4 Effective Date

01-FEB-1948 31JAN-2004

FIRST ACTION SECOND ACTION
5ACode 5B Nature of Action 6ACode BB Nature of Action

840 Individual Cash Award
5CCode 5D Legal Authority

6CCode 6D Legal Authority

5ECode  &F Legal Authority 6ECode B Legal Authority







[image: image4.png]el
=
ZENEEEota PA Request Information(Delong, George Uindvidual Cash Award)

Type

oL Aoy cones |

Demo Award Information
Award Salary
US Fed Award and Bonus Information

[ Eira PA Retuest inormaton

Detd award Agency Code [
[....31 award Type [
Group Award 1D [
Tangible Beneft Dollars [ D
award Payment [
Date Award Earned ETRIUENT]
rp—————

Date Ex Emp Award Paid [E

Force Demo Bonus

Hi







· Date Ex-Employee Award Date – user should enter the pay period in which the award is paid (this is ordinarily different from the RPA Effective Date).  This will become the NPA Effective Date (Block 4).
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· Date Award Earned - auto-populates from the effective date entered on RPA.  User has the capability to manually change this date if the award was earned prior to the effective date of RPA.  


Bottom line: The generated Pay 500 flow to payroll is all that is required for the ex-employee to be paid the award – do not fax a copy of the Notification of Personnel Action to your payroll office.  This will only cause indebtedness to the ex-employee.

2.  AUTHORITY CODE J8M CLEAR TEXT CLARIFICATION.

An email was sent to us recently looking for clarification on what is the correct clear text for Authority Code J8M.  Synopsis of the email:  “One of the specialists brought this up to us today.... when entering a 721 action with the LAC J8M, the GPPA (Update 38 dated November 2001) states that the clear text for J8M is Reg 307.103.  However, the Oracle tables show J8M as P.L. 107-288.  What should the clear text be for authority code J8M?”  


We contacted OPM who indicated that they had issued an Update 42 to the GPPA dated September 7, 2003 that changed the clear text for authority code J8M to P.L. 107-288.  They also indicated that Update 42 will be posted to OPM’s web site in the near future.  

3.  WHAT HAPPENS TO RPAS ASSIGNED TO A USER IF THEIR USER ID CHANGES?

One of the components asked the following question:  ‘We recently had processed multiple realignments moving employees from one UIC to a new UIC.  Our User ID structure includes the UIC in the SMART number.  Ideally, we would like to change the UIC in the User ID instead of having to build new User IDs.  What would the ramifications be if we changed a User’s login?  For example, the current user name is NWRAQK68742A and that person’s UIC changed to 00253.  Can I change their user ID to NWRAQK00253A?’

Here’s what happens if you change the User ID:


· Any RPAs in the Inbox assigned to that User ID before the change will no longer be there after the change.


· Changing the User ID does not automatically change the user name associated with the Groupbox (under Federal Maintenance Forms, Routing Groups and Groupboxes).  Even if you change the user name in the Groupbox, old RPAs will still not be visible in the Inbox.


· Any RPAs placed in the Inbox after the change will be visible when a user signs on with the new User ID.


If a User ID needs to be changed, users should follow these steps:

· Route all RPAs to a separate Inbox as a temporary holding area.

· Make the change to the User ID and change the user name in the Groupbox.


· Route the RPAs back to the new User ID.


4.  CONCURRENT REQUEST APP-00500 ERROR.

Occasionally, we get questions about why the user receives an APP-FND-00500 error after they have submitted a request (i.e. Notification of Personnel Action) and the concurrent request shows completed with a warning.  When they review the log, they see the following error:  


APP-FND-00500: AFPPRN received a return code of failure from routine FDUPRN. 
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The most common reasons users may receive this error are:

· User selects an invalid printer or the user’s profile for default printer reflects an invalid printer.


· The selected printer is not defined on UNIX.  


· When a concurrent request is selected to print when there is no output. 


· When the warning occurs the printer is off line. 


· When default temp spaces run out of space on UNIX. 


5.  CAO SUPPLEMENTAL INFORMATION.

The following information provides supplemental CAO information to the DCPDS User’s Guide Mod IV Chapter 11.  


· Executing the CAO Batch process is no longer required.  With the implementation of the new CAO/Transfer process, Separations processing does not use Workflow for RPA creation.  RPA will now be updated when Futures is executed on the Losing Region.  

CAO/TRANSFER REQUEST FORM


· The CAO/Transfer Request Status Tab is now used to track the status of the CAO/Transfer request.  Notices will no longer flow to the Workflow Inbox indicating a Successful/Failed CAO/Interagency Transfer transaction.  Use of the CAO Group box is no longer required. 


· CAO/Transfer requests can now be viewed by Losing Region users.  They will be able to determine the Region that initiated the action and have a POC that can be contacted if necessary.  The Losing Region has view-only capability; any changes to an initiated request must be made by the Gaining Region.

· The POC data field on the Initiate Tab of the CAO/Transfer request form should include a Name and DSN phone number of the POC for the initiated transaction.  The question “Should this be the component POC or the name of the individual inputting the request form” has been asked several times.  This question has to be answered by your component representative.  The intent of this field was to provide the Losing Region with a POC at the Gaining Region for the transaction.

· The CAO/Transfer Request will be deleted from the Status Tab fourteen (14) days after the request Status has been updated to “Canceled, Completed, Failed or Aborted”. 

· The CAO/Transfer form is set up to allow full access to the Status Tab for all Region users.  Users that are issued “Secure Views” will only be able to view those records associated with their “secure” view.  When a Global user clicks one of the radio buttons (Gain, Loss or All) all active requests on the Region database will be displayed.  Using the SSAN to search for a specific request will prevent the user from having to scroll through all of the active requests.   


· The “Separation/Complete” entry in the CAO Current Status column (Gaining Region) is not intended to mean that the Separation has processed successfully at the Losing Region, but is only a notification to the Gaining Region that the Separation RPA has been successfully created.  The Separation RPA will be consummated at the Losing Region with the next Futures execution.  


· The “Separation/Pending” entry in the CAO Current Status column (Losing Region) is not intended to mean that the Separation has processed successfully.  It only serves as a notice to the Losing Region that a separation for the employee identified is pending.  The Separation (CAO/T352) can be verified by checking the employee’s Person record or viewing the Cancellation/Correction Window.  If after receiving the “Separation/Pending” notification the employee’s Separation has not been consummated navigate to the WGI/Suspense box to locate, fix and update the Separation RPA.    


PAY500 TRANSACTIONS 


· A Pay500 is automatically generated for every accession at the Gaining region (e.g. T1XX, T5XX, T7XX) using the CAO/Interagency Transfer process.  A Pay500 is processed at the Losing region only if the Gaining/Losing payroll offices are different.  If both payroll offices are the same, a Pay500 is not generated at the Losing Region.  

CANCELLATION OF CAO/INTERAGENCY TRANSFER


· Cancellation of a CAO/Interagency Transfer before the RPA has been updated is now possible by clicking the “Cancel Request” button in the CAO Details Window.


· Cancellation of a CAO/Interagency Transfer cannot be accomplished from the CAO Details Window.  Once the RPA is consummated by DCPDS, you must use the Cancellation/Correction process to cancel the completed RPA.  Remember the cancellation processed at the Gaining Region does not flow a cancellation of the Separation processed against the Losing Region.  The Gaining Region must contact the Losing Region so the Separation action can be cancelled at the Losing Region.

THRIFT SAVINGS

· The TSP Agency Contribution Eligibility Date and TSP Employee Contribution Eligibility Dates are not captured in the CAO SF-75 Info data, but can be entered in the RPA Extra Information Benefits DDF.  These fields will then be updated and flowed on the Pay500 generated to the gaining payroll office.  

· The TSP Catch-Up Amount must be input after the CAO/Interagency Transfer RPA has been updated.  This is because the payroll office will only update the TSP Catch-Up Amount when it receives the “CUN” NOA.  

SF75 INFORMATION

· The CAO/Transfer process does not take away the need to contact the Losing Region for information.  The SF75 information received by the CAO/Transfer process does not contain all the information that may be required to process the accession at the Gaining Region.  Contact with the Losing Region will always be necessary for information necessary for processing your RPA that is not stored in DCPDS (e.g. Career Tenure dates).  The CAO process is used to transfer an employee's Education/Training/Award etc. history - a feature that precludes need for the Gaining Region to capture historical data.  





























View the log to see what happened 
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Purpose


This guide is prepared to provide step-by-step instructions for Air Force users when a position that is currently in Eliminated Hiring Status needs to be changed back to Active Hiring Status.

Trigger


Perform this procedure to update the Hiring Status of a vacant position from Eliminated to Active.


References

· The DCPDS User Guide, Module 2, Chapter 2

· CPMS 11i Functional/Technical Tips and Observations 03-03 (Position Advisory)  

· Position Not to Exceed Dates and Position Protected Flag (OPR: AFPOA/DPXRC)

[image: image1.bmp]
The Position Not to Exceed Dates and Position Protected Flag handout is located at the end of this guide. The protection flag is not currently active but is projected to be working in the very near future.

Menu Path


Use the following menu path(s) to begin this task:

· Navigate to the Define Position menu item.

Helpful Hints


· The difference in this guide and the CPMS Position Advisory guidance for changing the Hiring Status on a position from Eliminated to Active is that the position can be previously encumbered.

· Position NTE Dates and Position Protected Flag is still in the works.  We expect to hear something shortly.

Procedure seq steps \r0 \h 

1.
Start the task using the following DCPDS Navigation path:


 
1.1
Double-click [image: image2.png]+ Work Structures






1.2
Double-click [image: image3.bmp]

1.3
Double-Click [image: image4.png]





Or, if you have a Top Ten List, follow the path below:
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2. SEQ substeps \h \r0 
Double-click  [image: image6.png]7. Define Positil





 .


Find Positions
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3. SEQ substeps \h \r0 
Click into the Name field and the Position Flexfield window will display: 

Position FIexfield
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4. SEQ substeps \h \r0 
Complete the Position Sequence number field:

		Field Name

		R/O/C

		Description



		Sequence Number

		R

		Systems generated unique position identifier.


Example:
299937





5. SEQ substeps \h \r0 
Click [image: image9.png]



 and the Find Positions window will display .


Find Positions


		[image: image10.png]B Find Positions

Organization

Location










6. SEQ substeps \h \r0 
Click [image: image11.png]



 . The Position window will display

Position
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Once the position displays, note the Start Date data field is different than the Effective Dates From field. This means that an update/change was made to the position on 25-SEP-2003.
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7. SEQ substeps \h \r0 
Click the Alter Effective date Toolbar button .


AIter Effective Date
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8. SEQ substeps \h \r0 
Input the date prior to the date reflected in the Effectives Dates region From date field:


		Field Name

		R/O/C

		Description



		Effective Date Field

		R

		The date prior to the date reflected in the Effectives Dates region From date field.


[image: image16.bmp]
When the Alter Effective Date window displays, enter the date prior to the date reflected in the Effectives Dates region From date field.

Example:
24-SEP-2003





AIter Effective Date
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9. SEQ substeps \h \r0 
Click [image: image18.png]



 .


Position: 24-SEP-2003
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10. SEQ substeps \h \r0 
Click the Delete [image: image20.bmp] toolbar button.


Decision
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11. SEQ substeps \h \r0 
Click [image: image22.png]



 .


Choose an option
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12. SEQ substeps \h \r0 
Click [image: image24.png]



 .

Position: 24-SEP-2003
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13. SEQ substeps \h \r0 
Click the save [image: image26.png]



  tool bar button.


14. SEQ substeps \h \r0 
Click the AIter Effective Date tool bar button

 .


AIter Effective Date
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15. SEQ substeps \h \r0 
Click [image: image28.png]Reset




 .


AIter Effective Date
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16. SEQ substeps \h \r0 
Click [image: image30.png]



 .


17. SEQ substeps \h \r0 
As required, complete/review the following fields:


Position
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18. SEQ substeps \h \r0 
Click the flashlight toolbar button[image: image32.png]



. The Find Positions window will display. Or,  follow steps 3 through 6 of this guide to query for the position 


Find Positions
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19. SEQ substeps \h \r0 
Click [image: image34.png]



 .


Position
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20.
You have completed this task.


Result


You have now changed the Hiring Status back to “Active”.

Position Not to Exceed Dates and Position Protected Flag Handout

POSITION NOT TO EXCEED DATES AND POSITION PROTECTED FLAG  

OPR AFPOA/DPXRC (Mr. Byrnes/DSN 565-3214/8 Jan 04) 

Because of some problems with managing positions with not to exceed (NTE) dates, CPMS provided an alternate capability that should improve the process. This capability is being 


fielded in several stages as described below:


In Patch 51.6 fielded over the weekend of Dec 6-7, two fields were added to the additional position details bracket located at the bottom of the position screen. The additional fields are, Position Protected Flag and Position NTE Date.
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Although the fields were added, they have not been populated and certain functionality associated with them is still forthcoming.


Here is the plan.  The Position NTE Date will be used to determine when a position will “expire.”  If the Position Protected Flag is “N” when the NTE date has passed, the position will become “Eliminated.”  If the Position Protected Flag is “Y,” the position is “protected” from elimination. When you build a new position, the flag will be set to “N,” but you can easily change it . If the position field is blank, the blank is interpreted as if there was an “N” (not protected).


The functionality to eliminate positions based on these new fields is not in place.  CPMS is awaiting an Oracle patch that will enable us to “un-eliminate” a position, but we have no date for this patch.  This means no positions will become eliminated until that Oracle patch is fielded.  When that patch is loaded, positions with a past Position NTE date and an “N” or a blank in the Position Protection Flag field will be “Eliminated.”


On 21 Dec 03, Lockheed executed a script to initialize the Position NTE date field based on the current NTE date in the system.  We coordinated with the RSC, IPCs and MAJCOMs regarding this initialization of data.  CPMS did not set the position protected flag with this script.  From now on, the Position Protected Flag is only initialized when you build or quick copy a position. 


To assist in identifying positions with NTE dates, any position with a NTE date will have a “pop up” screen appear (see below) when the position is accessed. 
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Regarding the CSU, the position protected flag will be added to the CSU.  Subsequent patch documentation will tell us when this change occurs.
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Purpose



Use this guide to accomplish research on an employee record in DCPDS especially when a CRT will be required to update (remove/replace) erroneous data from a record.


Other Recommended Sources Available 


PARIS OPF


HARD Copy OPF, if available



DCPDS Pay 500



DCPDS People Summary



Menu Path



Use the following navigation path(s) to accomplish the research.


· Navigate to People( Enter and Maintain



· Navigate to Position ( Description.


· Navigate to Request for Personnel Action( Cancellation/Correction



· Navigate to Processes and Reports( Submit Processes & Reports 


· Navigate to View( Histories( Employee Assignment 


Helpful Hints



· As research and fixes are accomplished by the user, please remember to paste screen shots into a word document along with an explanation of each step taken to fix the record. These should be included with the Template for Record Update located at the end of this guide. The information included in this document is just a sample of the types of information needed based on what has been identified for fix as a result of the research accomplished. 


Procedure seq steps \r0 \h 


1.
Start the task using the menu path.



Navigator - CIVDOD PERSONNELIST
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2. SEQ substeps \h \r0 
Double-click [image: image2.png]+ People





 .



3. SEQ substeps \h \r0 
Double-click [image: image3.png]Enter and Maintain





 .



Find Person
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4. SEQ substeps \h \r0 
As required, complete/review the following fields:



			Field Name


			R/O/C


			Description





			Social Security Number


			R


			Complete the SSAN with dashes.



Example:
000-00-0000








5. SEQ substeps \h \r0 
Click [image: image5.png]




 .



Find People
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Note the 2 record with the same Person Type: SEQ substeps \h \r0  (1) [image: image8.png]Employee Ex-applicant





  (2) SEQ substeps \h \r0  [image: image9.png]Employee Ex-applicant





 .


6. SEQ substeps \h \r0 
Click on the first record then click the [image: image10.png]




 . button and the employee identification number will appear in the second column.


Find People
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[image: image12.bmp]
Note the 2 different employee Identification number 253338 and 253230 ."



7. SEQ substeps \h \r0 
Click in the first record 253338.


Find People
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8. SEQ substeps \h \r0 
Click [image: image14.png]




 .



The People window for the first record will display.
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[image: image16.bmp]
Note: The From, To and Latest Start Date in the Effective Dates region of the people window.  On active records this date should be the SCD minus 2 days for employees transferred from another DoD activity without a break in service. For all others it would be at least 2 days prior to the effective date of the appointment. If the dates are not IAW the rules for building applicant,  users must, based on a thorough review of the record, include information to support that determination.


9. SEQ substeps \h \r0 
Review the Date Track History for both records using steps 10 and 11 below:


People
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10. SEQ substeps \h \r0 
Click the Tools menu item and select Date Track History from the list



.


DateTrack History Change Field Summary
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11. SEQ substeps \h \r0 
Click [image: image19.png]Full History





 .



DateTrack History of Person
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[image: image21.bmp]
Review the From Date, To Date, Last Updated By and Last Updated Date.



12. SEQ substeps \h \r0 
Close the date track History Person window using the x in the upper right hand corner of the window.


People
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13. SEQ substeps \h \r0 
Click [image: image23.png]Agsignment





 .



Assignment(Doe, John C)
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[image: image25.bmp]
Note: The From and To in the Effective Dates region of the people assignment window.  The From date here should reflect the latest change made to the employee assignment based on Promotion, Reassignment, Position Change, RTD from LWOP.


14. SEQ substeps \h \r0 
Record the information in the Position field of this window such as position description and position sequence number.[image: image26.png]08218.CONTRACT SPECIALIST.558745.AF1








15. SEQ substeps \h \r0 
Continue the position review by navigating to the Position Description window and using the sequence number to search for the position.



Navigator - CIVDOD PERSONNELIST
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16. SEQ substeps \h \r0 
Double-click [image: image28.png]




 .



17. SEQ substeps \h \r0 
Double-click [image: image29.png]




 .



The Find Positions window will display
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18. SEQ substeps \h \r0 
Click in the Name field of the Find Position window:



The Position FIexfield window will display.  Use any of the fields to input search criteria.  In this example we will use the position sequence number
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19. SEQ substeps \h \r0 
Complete the Sequence Number field.


			Field Name


			R/O/C


			Description





			Sequence Number


			R


			Systems generated unique position identifier.



Example:
558745








20. SEQ substeps \h \r0 
Click [image: image32.png]




 .



Find Positions window will display again with the sequence number.
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21. SEQ substeps \h \r0 
Click [image: image34.png]




 .



Position



			[image: image35.png]08218.CONTRACT SPECIALIST.558745.AF1C.APPR
EEr e B Pl A

Position Details | Hiring Information | Work Terms | Additional Detail

Start Date [11-NOV-2003
Date Effective Name  [18218.CONTRACT SPECIALIST.558745.AF1C.APPR

Type [Single Incumbent 2 Bermanent o
Organization & Job
Organization [7 CONTRACTING S AF1COWIC Proposed End Date
Job [1102.Contracting (1102) Proposed End Date
g Status
Status [Acti Start Date [01-NOV-2003 Proposed End Date
Location (482017441 Status [Valid
Effective Dates
From [17-NOV-2003 To Further Info

Validate Occupancy Extra Information Work Choices

[lax1

Others.














22. SEQ substeps \h \r0 
Review the occupancy information using the next step:


23. SEQ substeps \h \r0 
Click [image: image36.png]Occupancy





 .



Position Occupancy window will display 



(08218.CONTRACT SPECIALIST.558745.AF1C.APPR)



			


[image: image37.png]!r

i Name
06, John C

(Asplce Normber

Employee Number

Stan Date

EnaDste

o Type

Imsz

25z

7oV 200

Employes. Exan

I
|
|















[image: image38.bmp]
Note the Applicant Number, Employee Number, Start Date, End Date and Person Type columns. The employee number should be identical to the record number being reviewed.  In this example the employee number matches the number indicated in step 7 of this guide.



24. SEQ substeps \h \r0 
Close this window and the main position window to return to the navigator.


Navigator - CIVDOD PERSONNELIST
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25. SEQ substeps \h \r0 
Double-click [image: image40.png]+ People





 .



26. SEQ substeps \h \r0 
Double-click [image: image41.png]Enter and Maintain





 .


27. SEQ substeps \h \r0 
When the Find Person window displays complete the Employee Number field fields: 



Find Person
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			Field Name


			R/O/C


			Description





			Oracle Employee  ID number


			R


			System generated Unique Oracle Employee ID number.



Example:
253388








28. SEQ substeps \h \r0 
Click [image: image43.png]




 .



People
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29. SEQ substeps \h \r0 
Click [image: image45.png]Agsignment





 .



Assignment(Doe, John C)
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30. SEQ substeps \h \r0 
Click [image: image47.png]Entries





 .



EIement Entries(Doe, John C)
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[image: image49.bmp]
Review the From and To columns in the Effective Dates region of the element entries window. Determine if this accurate based on DCPDS updates to this record. Remember to review the entry values on any that are questionable.


31. SEQ substeps \h \r0 
Close windows until you reach the navigator again.



Navigator - CIVDOD PERSONNELIST
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32. SEQ substeps \h \r0 
Double-click [image: image51.png]




 .to obtain information on Request for Personnel Actions that are recorded in DCPDS.


Find People
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33. SEQ substeps \h \r0 
Enter the SSAN with dashes in the Social Security field of the Find People window:



			Field Name


			R/O/C


			Description





			SociaI Security


			R


			Social Security Number



Example:
000-00-0000








34. SEQ substeps \h \r0 
Click [image: image53.png]




 .



SSN
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[image: image55.bmp]
There is no way to distinguish between the two records, so click on the first in the list and review what displays in the list to determine which record is being reviewed.



35. SEQ substeps \h \r0 
Click [image: image56.png]




 .



Approved Requests for PersonneI Action
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[image: image58.bmp]
Based on the Effective date of the 141-Reinstatement Career-Conditional appointment action 17-NOV-2003 the current active record is displayed.


36. SEQ substeps \h \r0 
The next step is to obtain copies of the Notifications of Personnel Action that were processed on this record by navigating to the Submit Processes and Reports area.


Navigator - CIVDOD PERSONNELIST
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37. SEQ substeps \h \r0 
Double-click [image: image60.png]+ Processes and Reports





 .
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38. SEQ substeps \h \r0 
Double-click [image: image62.png]‘Submit Process & Report





 .



Submit a New Request
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39. SEQ substeps \h \r0 
Click [image: image64.png]




 .



The Submit Request window will display
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40. SEQ substeps \h \r0 
Click in the Name field and enter the first 3 letters of the word Notification then tab:



Select the appropriate report ( Choose DEMOSF50 only for employees participating in Demonstration Projects).
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41. SEQ substeps \h \r0 
 [image: image67.png]MNotification of Personne!l Action
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Parameters
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42. SEQ substeps \h \r0 
Click in the Employee Name field to enter the employee’s Last Name, First Name and Middle Initial. Enter the Last Name followed by a percent %.



			Field Name


			R/O/C


			Description





			Employee Name


			R


			Example:
Doe, John C








43. SEQ substeps \h \r0 
Click [image: image69.png]




  and the window below will display listing all of the DCPDS NPAs.
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44. SEQ substeps \h \r0 
Click on the NPA that is needed for the research.  In this example we chose the [image: image71.png]141 Reinstatement Career-Cond





 .



45. SEQ substeps \h \r0 
Click [image: image72.png]




 .



The Submit Request window will display again.  
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46. SEQ substeps \h \r0 
Click [image: image74.png]Submit





 button.



The Requests window will display.  The Phase column is reflected as Pending. In order to produce the report on the screen the status must change to Completed. 
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47. SEQ substeps \h \r0 
Click [image: image76.png]Refresh Data





 button in the upper right-hand corner of this window.until the Phase column changes to Completed.
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48. SEQ substeps \h \r0 
Click [image: image78.png]“iew Output





 .



Notification of Personnel Action will display.
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49. SEQ substeps \h \r0 
Use the print button to the left side of the NPA to print a hard copy, if needed. 



 50. SEQ substeps \h \r0 
If the user needs to paste a copy of this NPA into a word document, use the Edit menu item.


Notification of Personnel Acti_280404[1].ps - GSview
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51. SEQ substeps \h \r0 
Select Edit(Copy or use the Ctrl+C shortcut key


52.
The template for record update on the next few pages must be completed and attached to the Trouble Ticket Template. The Template for Record Update must be copied from this document and pasted into a word document.  Do not submit the instructional steps 1 through 52 when submitting the ticket. 


[image: image81.bmp]
Remember, all of the examples below may or may not be needed based on what needs to be fixed in the record.



Template for Record Update:


TEMPLATE for RECORD UPDATE 



Employee: John Smith, SSN XXX-XX-XXXX



Please use this template as an attachment to Clearinghouse tickets when a CRT will be required to update (remove/replace) erroneous data from a record.



A. Has it been validated that this problem is unique to the record(s) and not due to a system problem? 


B. Has user attempted to update record? If Yes, please provide a chronology of events user took to update record(s)


C. Describe the problems caused by inability to update record thru DCPDS (i.e. pay actions are unable to process due to bad data residing in record, etc).  (Note: This is also known as the impact. Use strong verbs, adjectives and numbers when completing this part, i.e., “all”, “numerous”, other pending actions that may be effected, number of records effected or possibly effected if not fixed.)


D. Describe what action needs to be taken on the record.  Please be specific, as this information will be forwarded to contractor for resolution.   (Please see examples 1,2 and 3 provided on next page). If you have additional screenshots that may be useful, save them in a word document and attach them here. 



[image: image82.bmp]
Attach screenshots here 


EXAMPLES:



#1: Assignment History Update


Employee: John Smith, SSN XXX-XX-XXXX



List the NPAs/RPAs that need to be deleted, if applicable:



			Delete-RPA Number


			Effective Date(Block 4)


			Approval date





			


			


			





			


			


			





			


			


			





			


			


			








			PEOPLE Record Currently Reads:



			Should Read:





			Effective Dates


			Effective Dates





			From: 01-Jan-04



			From: 01-Sep-1999





			Latest Start Date:  01-Jan-04


			Latest Start Date: 01-Sep-1999      








			Assignment Record Currently Reads


			Should Read:





			Effective Dates 01-Jan-04



			Effective Dates 01-Sep-1999








This is what record is currently showing in HR Assignment History:



			From


			To


			Organization


			Position





			28-Mar-1999                          


			


			              


			Position:  00808.28571





			28 Mar 1999                         


			


			              


			Position:  00808. 28570





			15 Aug 1982


			27-Aug-1999  


			CIVDODHR


			








 The record should show: 



			From


			To


			Organization


			Position





			12-Feb-2002                            


			


			


			Position:  00808.28571 





			28-Mar-1999   


			11 Feb-2002      


			


			Position: 00808.28570 





			15-Aug-1982    


			27-Mar-1999     


			CIVDODHR


			








#2:  Person Entry History Update


Employee: John Smith, SSN XXX-XX-XXXX



CURRENT VIEW OF FIELDS (each of the timeframes currently contains an entry for both R and R1 codes):



			Effective Dates


			Element Name


			Entry Values Code


			Entry Values clear text





			FROM 


			TO


			 


			 


			 





			16-May-93 


			28-Jul-98


			FEGLI


			R


			Basic Plus Addtnl w/3 Times Pay, Stnd Optn& Fam Optn





			 


			 


			 


			R1


			Basic + Option B(3x) + Option A + Option C(1x)





			16-May-93


			 


			FEGLI


			R


			Basic Plus Addtnl w/3 Times Pay, Stnd Optn& Fam Optn





			 


			 


			 


			R1


			Basic + Option B(3x) + Option A + Option C(1x)








WHAT THE FIELDS SHOULD REFLECT :



			Effective Dates


			Element Name


			Entry Values Code


			Entry Values clear text





			FROM


			TO


			 


			 


			 





			16-May-93


			24-Apr-99


			FEGLI


			R


			Basic Plus Addtnl w/3 Times Pay, Stnd Optn& Fam Optn





			25-Apr-99


			Present


			FEGLI


			R1


			Basic + Option B(3x) + Option A + Option C(1x)








#3:  Person Entry Element History Update


Employee: John Smith, SSN XXX-XX-XXXX



(A) The problem can be seen when date tracked to 07-Nov-1994 under his Within Grade Increase Element.  It has duplicate entries with varied information.  As of 28-JUL-02, the Within Grade Increase fields should read:



			STATUS:


			Grant WGI





			DATE DUE:


			27-JUL-2003





			LAST INCREASE DATE:


			28-JUL-2002








(B) The next problem lies in the following Element Entries.  If you look current day, there is only one element for each and the values are correct.  If you look at the timeframe between 23-Sep-2001 and 27-Jul-2002 there are two element entries for each of the data elements listed below.  The spreadsheet is how it should look for each timeframe.



			Entry Values


			23-Sep-2001



       TO



27.Jul-2002


			28-Jul-2002



        TO



11-Jan-2003


			12-Jan-2003



      TO



Present





			TOTAL PAY


			15.70


			37,428


			38,936





			BASIC SALARY RATE


			15.70


			34,451


			35,519





			ADJUSTED BASIC PAY


			15.70


			37,428


			38,936





			LOCALITY PAY


			0


			2,977


			3,417








			Filename: DEVELOPING A TEMPLATE FOR RECORD UPDATE WHEN A CRT IS NEEDED.


Reference:  DOCPROPERTY "Reference_Number"  \* CHARFORMAT 


			Version: Not Started


Last Modified: 04.23.2004 17:01:00


			Page 4 =  \* charformat 
4
 of 33








			 DOCPROPERTY "Footer_Text"  





			File name: DEVELOPING A TEMPLATE FOR RECORD UPDATE WHEN A CRT IS NEEDED.


Reference Number:  DOCPROPERTY "Reference_Number"  


			Version: Not Started


Last Modified: 4/23/2004 5:01 PM


			Oracle Parent


Page 32 / 33
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