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Naming Conventions
Correct Citizenship Code

Updating Clearinghouse POCs

National Security Personnel System
Receiving This Advisory
Current and Previous Advisory Issues
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:  Maryann.Correia@randolph.af.mil
	Highlights
Business Objects 
The NAF Universe in Business Objects (BO) has a new look.  AFSVA has updated the information contained in the NAF Universe.  Some Classes, like Acquisitions, were removed since they are not applicable to NAF.  The NAF Universe was redesigned with the base-level user in mind.  Take a few minutes to look over the Classes and the Objects they contain.  These screen shots will introduce you to the new look.
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A Personnel Action History Class is also being developed.  It will be similar to what is available on the Appropriated side.  Once it is brought on line, you will be able to retrieve information and develop reports on Nature of Action Codes (NOAs).  AFSVA is currently working on ironing out the bugs and hopes to have it available in the near future. 
Cleaning Up Your Inbox
When a Request For Personnel Action (RPA) needs to be deleted from your inbox and you are unable to do so (maybe the RPA has become corrupted), submit a request through your PSM to Bill Holland to have the RPA removed from your inbox.  The PSM will forward your request to Bill Holland at William.Holland@randolph.af.mil. Use the RPA Deletion Request Form, attached, to provide the following information to your PSM:      

1) RPA number.  Using the RPA number is the quickest way to remove an RPA. If for some reason the RPA number is not available, then provide
2) Employee name.  Provide the employee’s full name, 1st NOA and 2nd NOA, if a dual action (example: Correction), and the effective date. If none of this information is available, then provide
3)  PA Request Id (rarely used).
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	QUICK LINKS

	· 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/
· 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
· Tools & References - http://www.afpc.randolph.af.mil/mdcpds/default.htm
· Print View - https://www.afpc.randolph.af.mil/afpcsecure/Default.asp
· Air Force Services Agency - https://www-r.afsv.af.mil/default.htm


	Defense Civilian Personnel Data System (DCPDS)


	Protect Your DCPDS User ID

	Anyone who has a User ID and password for DCPDS is responsible for any action taken using that ID and password.  Remember – do not share your User ID and password with anyone!  

Recently, we have experienced several incidents where a user with global access to all records has updated records belonging to another Human Resources Office or Civilian Personnel Flight (CPF) to which they were not assigned.  Another incident occurred when a user reassigned an employee who was not in the database for his CPF.
Unlike Legacy, DCPDS allows Systems Administrators to see which User ID updated records or initiated personnel actions.  We understand that mistakes can happen, and when they do, the best course of action is to notify our DCPDS Systems Administrators through your base CPF Systems Manager as soon after the incident as possible.  The AFPC/DPDOPC Systems Administrators for DCPDS are Dennis Bell at DSN 665-2903 and Cheryl Grove at DSN 665-2905.  

Accidental update to other records that has been reported to us will be treated as such and the user will not be penalized.  If we discover updates to another HRO’s/CPF’s records which has NOT been reported, we will immediately disable the global access for the user until the reason for update can be determined.  Repeated violations will result in termination of ALL DCPDS update privileges until the user receives training.

	
	

	Note Correct User Responsibility 


	When you submit a Problem Report and are completing the Template, pay close attention to item A10.  This item asks for the responsibility (menu) in which the user was operating when the error occurred.  We get a variety of responses to this particular item.  The template lists CIVDOD PERSONNELIST and CIVDOD MANAGER as examples, but these are not entirely accurate. CIVDOD indicates global access; NAF does not have global access.  

Use the responsibility, for example, Personnelist or Manager, you select when you go into DCPDS (the screen after you log in).  For example, I am a Personnelist, go in under that responsibility and encounter a problem.  When I fill out the Problem Report Template, I will put the following in item A10:  PER PERSNAFDF#CFZRG (Note:  this is an example only, your responsibility will be different).  Similarly, I am the Human Resources Officer (HRO) and go in under the Manager responsibility and encounter a problem, the information I put in item A10 might look something like this:  MGR S4VNAFDF#ZFZRG (again, an example only, use your responsibility).

	
	

	Information On Terminating a DCPDS Mass Process From Lockheed Martin
	If one of your responsibilities is to set up and execute a mass process in DCPDS, this information is important to read and remember.  Mass processes include Mass Appraisal, Mass Award, Mass Salary and Mass Realignment including any previews of these functions.  It applies to Appropriated, Non-Appropriated and Local National records.

Lockheed Martin (LM) has provided the following explanation of what happens when a mass process is initiated and subsequently terminated by the user before completion: 

We believe that part of the problem may stem from the way the mass process works.  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 processing.  

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 all over again, the records are still 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 then every session is waiting on the previous session to complete.  This also occurs if multiple users are involved.

The best thing for the user to do is wait for the activity to complete. If other work needs to be done, another session can be opened without having to wait for the first to finish. (The number of sessions is only limited by the user’s desktop system performance and capacity.)
If the session does not seem to complete processing (the larger the group, the longer it will take) then the user should contact the DCPDS POCs at AFPC so someone can take a look at it and see what the problem is.  Do not terminate the session so that it can be traced while still active.  Sometimes a broken session is caused by a network communication problem that is outside of the DCPDS system's control.

If you experience the above scenario, contact AFPC/DPDOPC, Dennis Bell at DSN 665-2905 or Cheryl Grove at DSN 665-2903.

	
	

	Problem With Cancellations
	Last month I addressed the problem identified in Clearinghouse (CH) Ticket 1060554.  The problem still has not been fully resolved.  

Problem:  When canceling a separation, Assignment is not opening and the position end date is not dropping off; therefore, you cannot enter any actions or update the employee’s records.
Solution:  Two possible solutions were offered (see last month’s Advisory for more information):  1) reappoint the employee on the separation date or 2) if the separation was processed in error then cancelled and now the record is inaccessible, process pseudo actions until Cancellations is fixed.
Update:  The problem was supposed to be fixed in Patch 52.13, released to the field 4 Apr 04.  The problem still has not been fully resolved, those records in which the employee was reappointed have now been further corrupted and are inaccessible.  AFSVA continues to work with LM to resolve the problem.  

	
	

	Pseudo AF Form 2545
	CH Ticket 1051795 identified two issues with the pseudo AF Form 2545.  One was that the Date of Birth (DOB) printed as DD-MMM-YY instead of YYYY-MMM-DD.  The second was that in Block 25 the word REMARKS was printing as REMAR.  Patch 52.13, released to the field on 4 Apr 04, fixed these items.

	
	

	Naming Conventions
	The system is printing last names containing more than one capital letter as all lower case in NAF reports.  This was never a problem in 10.7, but has surfaced as a problem in 11i.

Problem:  If an employee’s name contains more than one capital letter, for example, McMurphy, the name is printing with only the first letter as a capital, Mcmurphy, on the NAF-17, NAF-27, NAF-28 and NAF-29. 
Solution:  When building the applicant, put a space between the two last names (McMurphy would be entered as Mc Murphy).  When the NAF-17, -27, -28 and -29 prints it shows the last name with the space and capital letters at the beginning of each part of the last name (Mc Murphy).  This is a temporary work around that can be used until the system is corrected.
Update:  CH Ticket 1062054 has been submitted and sent to AFSVA to forward to LM for resolution.

Remember, this is a temporary work around for this particular scenario.  Naming conventions apply and are to be followed at all times.

	
	

	Correct Citizenship Code
	I have been tracking citizenship codes through BO and am happy to report that as of the time this went to print, all the records with incorrect citizenship codes have been corrected.  Remember, for NAF we only use 1 or 8.  Never use 5.  Keep up the good work.

	
	

	Updating Clearinghouse POCs 
	I reviewed the list of Clearinghouse POCs for NAF.  Many of the contacts listed were no longer valid.  I have updated the listing based on the contacts I send this advisory to each month.  If you are an HRO or an HR Assistant and you receive this advisory via email, you have been added to the Clearinghouse POC listing.  You will receive or may have already received an email from the Clearinghouse assigning you a SSN and PIN so that you may submit problem reports to the clearinghouse.

If you do not wish to be a POC, contact the Clearinghouse via that same email and ask to be removed from the Clearinghouse POC listing.  Remember every base must have a primary POC and most bases should have at least one alternate.


	National Security Personnel System


	[image: image4.png]



	The Air Force is part of the Department of Defense’s (DoD) National Security Personnel System (NSPS) that was established in the FY04 National Defense Authorization Act (NDAA).  NSPS provides the Air Force the opportunity to build a responsive personnel system for the Department’s national security mission while retaining civil service values and core protections.

Even though NSPS will not affect our NAF personnel, it will affect all of the appropriated fund (APF) HROs and Assistants who service those NAF employees.  I thought the following sites and information might be helpful in understanding NSPS and the changes it will bring.
Memorandum for all Air Force Personnel regarding the National Security Personnel System 
https://www.dp.hq.af.mil/dpp/dppn/nsps/content/memo_02apr2004.pdf
 

The document on this link is a memo from the Assistant Secretary of the Air Force (Manpower & Reserve Affairs), The Honorable Michael Dominguez, describing the Air Force’s role in NSPS.

Open Letter to DoD Civilian Employees
http://www.cpms.osd.mil/nsps/pdf/OpenLetter_040104.pdf
 

The document on this link is a letter from Defense Department leaders asking DoD civilian employees to be patient as teams work to make the new National Security Personnel System a reality.
Air Force NSPS Posters & handouts
https://www.dp.hq.af.mil/dpp/dppn/nsps/pr.cfm

The brochure and poster on this link can be posted at worksites to facilitate beginning NSPS awareness.  
Sign up for the U.S. Air Force NSPS News 


You can sign up for future editions of the U.S. Air Force NSPS News by sending a blank email to join-afdppn@mercury.afnews.af.mil and put “join-afdppn” in the subject line.  A link is also available on the Air Force NSPS website, https://www.dp.hq.af.mil/dpp/dppn/nsps/index.cfm.



	Miscellaneous Information


	Receiving This Advisory
	If you are a functional clearinghouse POC, an HRO or a MAJCOM HRO you should be receiving this advisory.  If you are not, let me know so that I may add you to my distribution list.  If there are any names I need to delete, let me know that too so I can keep this list manageable.

	
	

	Current and Previous Advisory Issues
	Current and previous issues of the advisories are available on our web site at: 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
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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 POCs.  All customers may view the status of a reported problem via the web.  http://www.afpc.randolph.af.mil/clrhouse/default.htm
POC Responsibility

If your time as a Clearinghouse point of contact (POC) is ending because of a change in position or PCS, please remember to appoint a replacement before you leave.  Also, ensure your base has an alternate POC designated; otherwise, your base may not be able to report a problem to us once you’re gone.  To designate your replacement, please submit a Clearinghouse POC Request Form.  The form is self-explanatory.  Direct any questions you may have to the e-mail address identified on the form.  This form is available on the Clearinghouse website.  Here is a direct link to the form: http://www.afpc.randolph.af.mil/clrhouse/documents/ClrPOCformCurrent04.doc
Clearinghouse Template

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.  Also, for a short period of time, a version of the template was lettered incorrectly.  After item “E” it jumped to item “G” when it should have been item “F”.  Please ensure you are using the current version of the Template that ends with item “F”.  The following is a direct link to the template:  Link to Template
A13 of the Template states…

“In as much detail as possible, please describe the steps that led up to the problem:”   

Please describe your actual step-by-step process in detail.  Even though a process may be two simple steps, you must provide that information.   

Template screenshots

At the bottom of each screenshot, please explain what it is you’re trying to portray.  Even though this information may be provided in detail on the template, give us at least a one-liner of what the screenshots represent.
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Business Objects/New Report Wizard/Welcome (Generate a Standard Report)/Specify Data Access (Universe)/Select a Universe (NAF)
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Select NAF and click on Finish.
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The Query Panel in the NAF Universe.
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Opening the Person and Position Classes displays the objects within each Class.
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		RPA Number		Full Name on RPA		1st NOA		2nd NOA		Effective Date on RPA

		Note: if RPA number is provided no other information is required
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