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	Tips 



	Making Screenshots of Processed NPAs

When processing a problem through the clearinghouse that involves a processed action, you must include a screenshot the processed personnel action as a word document.  To do this, go to Processes and Reports on your Navigator menu and then select Submit Processes and Reports, put your cursor in the Name box and pull down the LOV.  Find and select the NAF Form 2545 1.  Another window will appear asking for NAME.  This is the name of the employee for whom you need the screenshot.  Caution:  Be sure to type in a name as failure to do so will cause you to get reams and reams and reams of printed actions.  Once you type in the last name of the employee, it will take a few moments while it searching the database.  It may give you a choice of employees with the same last name and it may also give you a choice of actions for an employee if more than one action has been generated using MDCPDS.  Select the action you wish to send to ghostview.  The Submit Request window will reappear and the employee name will appear in the parameters block.  Select the SUBMIT button.  At the top of your screen you will see Help.  Select Help and then View My Requests.  The top entry of the Request window should read NAF Form 2545 1 but on that same line, it may state that the action is Pending or Running.  Press F8 to refresh and when that line reads Completed you are ready for the next step.  Select the Report button located at the bottom of the Requests window.  Another screen will appear and in a few moments, your NPA will appear.  At that point, you can make your screenshot.  You can move the NPA up or down on the screen or make it larger or smaller to get the necessary information on the screenshot.  Be sure to include the screenshot as a MS Word document.  PowerPoint and .jpg files cannot be forwarded to the contractor.




	Position Builds


	Updating Position Information
	When the information contained in the descriptive flex fields is incorrect or requires change, please ensure that your users datetrack to the date in the FROM block on the position window.  Also, once the changes have been saved, it is necessary for the user to revalidate the position.

	                                                                                        
	

	Work Schedules
	Many users are still changing the default of “F” in Work Schedule to another value.  This element should be left as an “F’ or future pay actions may be adversely affected.  Unfortunately, some of these positions that were built incorrectly are now encumbered.  There is currently a clearinghouse ticket that reports a problem where the system is not allowing this element to be changed on encumbered positions.  We hope to see this problem resolved in the near future.  

	
	

	Security List Maintenance
	AFPC is now running security list maintenance on Modern DCPDS approximately every 3 hours.  What does this mean to you?  Security list maintenance is one of the tools used in the secure views process.  It ties position information to the user via PAS Codes and position organization address.  You should be able to view your quick copied positions a little faster now but you can lose a incorrectly built position faster too.  

	
	

	More on Building POAs
	When building a Position Organization Address, be sure to datetrack back to before the date of the position you are attempting to build.  If you build the POA on 17 August, the POA will not be available to use until that date.


	Q & A


	Why can’t I view the employee I appointed in the CSU or BO?
	The Civilian Servicing Unit (CSU) must be refreshed before changes that were made in Modern DCPDS can be viewed in either the CSU or Business Objects (BO).  The refresh is performed by AFPC.  Check the Daily Status Report for information on the last global refresh.  If the appointment was input on 13 Aug and the last refresh was 12 Aug, you won’t see that record in the CSU or BO until the next refresh.

	
	

	Who should I contact if I’m not receiving the Daily Status Reports?
	We checked with the technical folks on this one.  Email your request to be included on the distribution list to palcomsys@Randolph.af.mil.  If you are replacing someone else on the distribution list, the tech folks ask that you let them know the email address that should to be deleted.

	
	

	We’re downsizing, how do I delete positions?
	You would simply put an end-date on the position.  In the Position window, insert the current date in the “TO” window.  After security list maintenance runs you will no longer see that position in Modern DCPDS and after the CSU refresh, it will no longer appear on your CSU or BO reports.

	
	

	When do I call the Technical Clearinghouse versus calling the Functional Clearinghouse?
	Technical issues can be called in to the Technical Clearinghouse by any user and would consist of such things as resetting your password to Business Objects, CSU, or PrintView.  You would also call the Technical Clearinghouse to report software and hardware problems, printing problems, printer changes and problems with loading patches.  Functional issues can be called to the Functional Clearinghouse but only by the designated POCs.   The POCs are provided a password for this use.  Functional issues are those that apply to the processing of actions and the maintenance of records  (e.g. unable to update HR, problem with information contained/missing on NPA, unable to view employee or position records).  You can reach either clearinghouse by calling 1-888-368-9367.  For the Technical Clearinghouse, select option 1 and for the Functional Clearinghouse, select option 2.
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