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In this Issue…
Quick Copy Work Around Update


Using the Correct Case
Deleting Bad Applicant Builds

Position Organization Address (POA)
Make-up of a Position Organization Address (POA)
DCPDS Data Element Locator
Separating a NAF Employee Already Picked up by Civil Service – Work Around
Correct Cost Center and Fund Codes

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
NAF Pseudo Responsibility 
On Sunday, 1 February 2004, Patch 51.18 was released to the field.  One of the repairs included in the patch was to end date (remove) the CIVDOD NAF PSEUDO Reports responsibility.  The ability to create pseudo AF Forms 2545 has not gone away; it has been replaced by the NAF Pseudo Form located on the Navigation List under the Manager Responsibility.

All HR Managers need to go into the system under the Manager responsibility and check to see if NAF Pseudo Form is listed at the bottom of the Navigation List.  If it is, you have pseudo 2545 capability.  If NAF Pseudo Form is not listed on your Navigation List, contact Bill Holland, here at AFPC, to have him add it to your responsibility.  His email address is:  William.Holland@randolph.af.mil 
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The NAF Pseudo Form has a new look to it, these screen shots will help familiarize you with the form.  Yes, it really does say Manual NAF SF 50 Build at the top.  When the form prints, you will notice DOB, block 3, does not print properly and in block 25, the word REMARKS is missing the K and S.  
NAF DCPDS Web Page Revision
We have updated and improved our NAF DCPDS User Guides and References Web Page.  It now includes the 11i information covered last spring in the Train the Trainer course held prior to the deployment of 11i.  The web page can be viewed at:
       http://www.afpc.randolph.af.mil/mdcpds/naf.htm
AFSVA will provide a link to this page on their web site so you can access this information through the Clearinghouse or AFSVA. 
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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/dpc/SystemAdministration/index.htm
· System Status Report - http://www.afpc.randolph.af.mil/dpc/SystemAdministration/index.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)


	Quick Copy Work Around Update

	AFSVA received many inquiries on not being able to access positions built in Quick Copy.  
Problem:  Quick Copied positions are not being saved at the New Copied Positions Screen.  When users leave the Position window without querying and validating at least one of the quick-copied positions, the copied positions are not being saved to the database.  
Solution:  Validate at least one of the quick-copied positions at the time you do the quick copy, if you made multiple copies, the other copies will then be available for validation at a later time. 

Update:  This problem was corrected in Patch 51.18, released to the field Sunday, 1 February 2004.  It is still a good practice to validate the positions as soon as they are quick copied so it is less likely they are forgotten and never used.
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These screen shots and steps for quick copying a position were included in the last advisory but have been updated and are being repeated for your reference.

	
	

	Using the Correct Case  


	Position Titles are always built in all upper case.  Applicants need to be built in mixed case.  Applicants whose names are built in all upper case will appear at the top of the List of Values (LOV) rather than in alphabetical order.  

	
	

	Deleting Bad Applicant Builds
	Delete all bad applicant builds.  If you build an applicant with erroneous information, rather than just leaving it in the system and building a new one, delete it.  The more unnecessary data the system holds the more bogged down and slower it will become.  Help us keep our data system clean and running smoothly.

	
	

	Position Organization Address (POA)
	If you build a position and accidentally insert an incorrect POA, rather than just building another position with the correct one, contact AFSVA and ask them to correct the POA for you.  Leaving positions in the system that cannot be used because something, like the POA, makes it unusable, only serves to clog up and slow down the data system.  These screen shots walk you through the steps to select your POA from the LOV provided in the data system.
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Ensure the POA is valid and in the correct format by using the LOV when constructing it.

	
	

	Make-up of a Position Organization Address (POA)
	A POA is made up of the following components:  

The type of position, NAF (will always be NAF)
The PAS code, an 8-digit code unique to each base (the first 4 characters are your 
       SOID and the second 4 are your MAJCOM code)

The NAFI Position ID or Fund Code

The NAFI Activity or Cost Center
For example:  NAFDF1CFZRG7035  translates to:

Type of position – NAF

PAS Code – DF1CFZRG (unique to Davis-Monthan)

Fund Code – 70

Activity or Cost Center – 35 (Visiting Officer Quarters (VOQ))

If you are not at Davis-Monthan and you build a position with this POA, you will automatically be blocked by secure view from seeing it.  Use the right PAS code for your base.

	
	

	DCPDS Data Element Locator
	Effective 7 Dec 2003 the Data Elements and Developer’s Descriptive Flexfields (DDFs) are current through patch 51.6.  With these updates the Data Elements now contain NAF and LN components.  Each data element is followed by a label to indicate if it is a person or a position; this makes a difference in the way you navigate to locate that piece of data: 

· For Person data, from the Navigator window select People/Enter and Maintain, retrieve the record of the person you are seeking using the Find Person window, then continue to navigate as shown on the table. 

· For Position data, from the Navigator window select Work Structures/Position/ Description, retrieve the position record using the Find Position window, then continue to navigate as shown on the table.  

· Items in boldface are DDF names. 

The Army has created an easy to use Data Element Locator site with all the updated elements.  You may access the site from our Tools & References page under Useful Links http://www.afpc.randolph.af.mil/mdcpds/default.htm.

The following table lists data elements in DCPDS. http://www.cpms.osd.mil/regmod/latestinfo/FunctionalUpdates.html.   Use this table to help find a particular piece of data.
Downloadable versions (Excel spreadsheets) containing the data element list and DDF names and a separate one with just the DDF names, are located on the CPMS web site.  

	
	

	Separating a NAF Employee Already Picked up by Civil Service – Work Around
	If Civil Service appoints one of your employees before you separate them, you will receive an address error message when you attempt to separate the employee.  This problem is caused by the APF payroll interface.  It puts a primary address in the NAF record.  Here are the steps you will need to take to remove that address so you can get the action to update.
Step 1:  From your Navigator Menu, go into People/Enter and Maintain.

Step 2:  Find the NAF employee (make sure you get the right record by going to Assignment 
             to verify that it’s your record and not the APF record).

Step 3:  Select <Address> on the People window.

Step 4:  Remove the “X” from the box marked Primary and save the record.
Step 5:  Now hit the Red X icon at the top of your screen to delete the address and save 
             again.

Step 6:  Once you have deleted this entry, you can process the resignation.

This problem was identified and corrected in 10.7 but has resurfaced in 11i.  A Clearinghouse ticket has been submitted and the problem is being worked.

	
	

	Correct Cost Center and Fund Codes
	When building positions, the NAFI Position ID (Fund Code) for most bases will be either 51 or 70.  The employing NAFI, the clear text of the Fund Code, is MORALE WELFARE RECREATION FUND for 51 and LODGING for 70.  These must always be in all caps.  When in doubt, refer to the LOV.  Contrary to popular belief, Morale Wellness and Readiness is not one of our fund codes.
The NAFI Activity is the Cost Center Code, for example:  31, 35, A7, C2.  The Activity is the clear text of the Cost Center Code, such as:  ADMINISTRATION, DINING ROOM, VISITING AIRMEN QTRS (VAQ).  These must always be in caps.  Using the LOV to select the correct activity will save you time and ensure the text is correct and in the right format.


	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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Check out the CPMS Functional/Technical Tips and Observations.  Most of them do apply to the APF side, but some apply to NAF as well and may help answer some questions you have.

The DCPDS Non-Appropriated Fund Functional Desk Reference section contains all the Power Point handouts issued at the Train the Trainer course last April/May.


The DCPDS Non-Appropriated Fund Training section adds the Train the Trainer Guide used last spring.
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The DCPDS Non-Appropriated Fund Training section (continued) adds the 11i Orientation and Quick Start Guides used last spring.


The Reporting Trouble Tickets section has information and examples of how to submit a Clearinghouse Ticket.

Check out the DIN Cross References section to see if it holds information of value to you.
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The CSU Lookup Tables contain all the tables for both APF and NAF and are set up by number and by name.

Check the Patch Readme Documents periodically to see what changes to the system are coming up.  For example, reading the document for Patch 51.18 would have indicated a change was coming to the pseudo 2545s.
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Work Structures/Position/Description.  


Bring up the position you wish to quick copy.
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Click on Others.
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Scroll to bottom of list to Quick Copy.  Click OK.
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The Quick Copy window opens.  The Original Position Attributes contains all the information on the position you selected to copy.
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The New Position Attributes contains information on the new position.  

NOTE:  Do not put any information in the Organization or Job data fields.  You will receive an error message and the position will not copy.


You can and should make changes to the Start Date data field.  Remember the position needs to exist before the date an applicant or employee is placed in that position.
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Last item to be filled in is the number of copies you want.
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The New Copied Positions window opens.  It will list the position copied and the new position(s) created.  

Be sure to note the sequence number(s) for the new position(s) created.


You have the option to print this page.  It is a good way to keep track of the positions you have quick copied.


Remember to validate the new positions before you use them.
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If you do not print the New Copied Positions window, you will see this decision message.  Click OK to continue, click cancel to go back and print.

Once again the message reminds you of the need to validate your position before using it.


Close the New Copied Positions window.


WARNING:  Do not close the position window before retrieving and validating at least one of the copied positions.  You will not be able to find the positions later on if you do not validate the position(s) before closing out of the Position window.  (Corrected in Patch 51.18, 1 Feb 2004.)

Quick Copy Workaround.
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To validate the new position(s), in the Position window click the Find icon (flashlight) on the toolbar to open the Find Position window.
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Click in the Name field to open the Position Flexfield window.  Enter the sequence number of the new position you want to retrieve.


Click OK.
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Click Find.
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On the position window click the <Validate> button.
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Click on Update.
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Position status changes to Valid.
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Select your HR Manager responsibility.
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Double click on NAF Pseudo Form or select NAF Pseudo Form and click Open.
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Yes, it really does say Manual NAF SF 50 Build at the top.


Fill in all the information you need to accurately complete the AF Form 2545.  
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Continuation of form.
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Continuation of form.

Note where you enter remarks.


When you have filled in all the information required, click on Report.
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You will receive this remark, click OK.

Five AF Forms 2545 will print to your default printer.


Remember, “garbage in – garbage out” truly applies here.  Whatever you type on this form is what prints on the AF Form 2545.
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Work Structures/Position/Description/Others
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Air Force Nonappropriated Fund
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US Federal Position Group 1
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When the flexfield displays, you will notice the last data field listed is Type Employee Supervised and there is a scroll bar on the left.  Use the scroll bar to scroll down and view the data fields not showing, - or -
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Fully expand the flexfield so all data fields are showing and the scroll bar is gone.

The Position’s Organization is the last data field.  This is where the Position Organization Address (POA) is input.
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To ensure you select the correct NAFI Position ID (Fund Code) and NAFI Activity (Cost Center), use the List of Values (LOV) by clicking on the three dots to the right of the Position’s Organization data field.


Type NAF and your base’s PAS (unique to each base) followed by the percent (%) sign in the Longlist message block.  Click OK.
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Example:  NAFMH1LF35T% (NAF plus PAS Code plus %).  Click OK
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You will get a list of values for all the POAs currently available for you to select from.  If the POA you want is not listed, you will need to build it.  Refer to your DCPDS Users Guide, Chapter 5, page 28 for the step by step procedures to build a new POA.
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The NAFI Position ID (Fund Code) for 70 and associated NAFI Activity (Cost Center) codes are located below the ones for 51.

Select the POA you want to use and click on OK.


[image: image10.png]racle Applications - Sparrow (CIVAF)

Eile Edit View 7o

Tools Window Help

Personnel Ofice ID McChord AFB, WA (NAF)
Ofice Symbol
Organization Structure 1D
Occupation Category Code [l
FLSA Category [l Nonexernpt
Bargaining Unit Status Eligible But Not In A Bargaining Unit
campetitive Leve! [
competitive Area [l
Waork Schedule Not Applicable (AGR and NAF Only)
Part-Time Hours Biweekly [ [
Functional Class [T ot Applicable
pastion woreng e
Pasition Sensitvity [lj Nonsensitive (NS) National Security Risk
Security Access [l
erriscl [l
Supenisory Status (I Nor-Supenvisory
Type Employee Supenised (I NOT APPLICABLE
Supenisory Diff Efgibity [l
Payroll Ofice 1D [ D
Timekeeper [ NN

Choices n list 40
Record: 111 <0sc>







The Position Organization data field will populate with the POA you selected.  Click OK to close out the flexfield.

List of POAs for the PAS code input.







NAFI Position ID 70.
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