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	Tips 



	Web Sites

There are a number of internet web sites available to you for information.  We’ve listed those that you will find of great value:

- For forms stored in Print View go to www.afpc.randolph.af.mil/afpcsecure/
- For clearinghouse information go to www.afpc.randolph.af.mil and click on “Civilian”, on then select “Civilian Personnel Operations (Palace Compass), then click on “Clearinghouse Information”.  From there you can review submitted reports and, if you are a POC, you can submit a report from the web.

- For information provided by the Air Force Services Agency go to www-r.afsv.af.mil



	Position Builds


	Building Positions with Future Effective Dates
	Watch that datetrack!  When you datetrack forward when building a position, you block yourself from seeing the position until that date.  We’ve encountered some instances where positions were built in Aug 02 but the datetrack was set for Sep 02.  This blocks the position from your use until that effective date.   Our users reported some of these positions as missing in action.

	
	

	Purpose of the POA
	The position organization address (POA) serves two purposes.  The main purpose of the POA is to “tie” the position to the MDPCDS user.  The POA also brings position information into Blocks 14 and 22 on page 2 of the RPA.  If these blocks are light gray and contain no information the position was built without a POA and you risk losing the record from your views.

	
	

	Conflicting NAFI Position ID & Employing NAFI Information
	Beware!  Since the NAFI Position ID (Fund Code) and the Employing NAFI Information (Clear text) are in two separate fields, it’s easy to make Lodging the clear text for fund code 51 and vice versa.  This is another reason why you should always check your position prior to an Appointment or Place Person action.

	
	

	Incorrect Agency Information 
	When building a new position, be sure that you input the correct MAJCOM in the Agency Information.  This block is located in first window that appears when building a position.  If you are unsure of what your Agency Information should be, please discuss this with your supervisor.  Selecting the incorrect value result adversely in your reports and could render a record unusable.


	Q & A


	I’ve created and accepted an applicant using the wrong dates, what can I do?
	In cases where erroneous records have been created (either an applicant or a position) and you can’t purge them on your own, please send POC or PB an email.  The email must contain the specifics of the record you want purged from the database.  When it’s an applicant that you need purged, please provide the name and SSAN of the applicant.  The applicant number would also be needed in cases where the applicant was created more than once.  When it’s a position record that need to be deleted, please supply us with the position number and sequence number.  When you identify these records to us, it helps all of us keep a clean database and eliminates confusion.

	
	

	I processed a separation action yesterday and today I can’t find the employee.  What happened?
	The answer to this question begins with an explanation of the secure view process.  In order that each HRO has access to their own records and no other records, secure views have been established.  These secure views are tied to the user by the PAS Code and POA contained in the position build.  When the applicant becomes an employee, the applicant record and position record are married.  When you separate the employee, that tie becomes broken and you lose that view.  This causes a special problems when you attempt to regenerate an NPA or NAF-16 or when you need to cancel or correct the separation action.  When these circumstances occur, as first published in the NAF Human Resources Advisory 02-1, contact POC or PB and we can access the record and send a Cancellation or Correction RPA to your inbox.  You must let us know the name and SSAN of the person, whether you need a cancellation or a correction and the name of the civilian inbox where you want it sent.  Usually, the name of the civilian inbox is the same as the user ID.  Reference Clearinghouse Tickets 1008016 and 1008573.

	
	

	What will happen to our MDCPDS access when the remaining Bases come on line?
	While all Air Force Nonappropriated Fund records have been converted to MDCPDS, the records for three Air Force Material Command stayed in Legacy.  This will result in a minimal amount of system down time for our current users while these records are appended to the existing database.  Stay tuned to the System Status Report emails for updates.
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