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	Requests for Personnel Action

Processing Within Grade Increases for Flexible Employees

When processing an RPA for a within grade increase on your flexible Crafts & Trades employees, please be sure to go to the extra information, select NAF WGI Information and update the value in the Flexible Days Worked element to a “0”.  This will wipe out the number of dates stored in Intermittent Accrual so that you may begin the process of storing days worked toward the next within grade increase.  In the event that you do not input a zero in this element, you will have to go to People/Enter and Maintain/Assignment/Entry Values/Intermittent Accrual and change the value in that field to a zero.  As you can see, it’s a much easier process when you do it while processing the RPA.

Routing RPAs to the Clearinghouse for Resolution

We now have the capability to review NAF RPAs when the MDCPDS user is stumped.   Often when investigating a problem, the only way to really find the problem is to take a hands-on approach.  In the event that you need to direct an RPA to the POC, the Group Inbox is DPCXTNAF-ANF.  Prior to directing the RPA to this civilian inbox address, be sure you have submitted a clearinghouse ticket and template.

Q & A

Why aren’t my applicants coming up Alphabetically?

MDCPDS sorts alphabetically but it differentiates between upper case and lower case letters.  Normally when thinking in terms of alphabetical, you would think Adams, ANDERSON, Armstrong, ASPEN, Atwell.  MDCPDS sorts this as ANDERSON, ASPEN, Adams, Armstrong, Atwell.  This is one of the reasons it is so important that you use the mixed case when building your applicants rather than upper case.  The records that converted from Legacy was changed to this mixed case format and it can be confusing when you attempt to select the name on the RPA and you look for ASPEN after Armstrong and the applicant isn’t there.  

How do I correct the date of birth on an employee appointed in MDPCDS?

You would go to People/Enter and Maintain and datetrack to a date when the employee was an applicant.  At that time the Date of Birth field will open up and allow change.  Type in the correct date and save.  You will need to process a Psuedo AF Form 2545 in order to correct the OPF, as well as the employee and payroll files.  In order to correct a DOB on an employee converted from Legacy; you would need to do a NAF Reconstruct.




	Position Builds


	DateTracking when doing a Position QC
	Prior to processing an RPA to put an applicant or employee into a position you should always check the position build.  That is no change from what we did in the previous data system.  What has changed is the use of datetrack.  Many of you are changing a position after the date it was originally built and/or not datetracking to the From date.  Prior to using the position, you first check the position using current date and then datetrack to the effective date of the RPA to ensure that it was a good position build on that date.   This will cut the number of error messages and corrections thus saving you time in the end.


	Mass Salary


	Steps to a Successful Mass Salary
	1.  Watch for your wage area pay table to be loaded by reading the read-me documents for the patches.  They are sent out with the daily status report.   

2.  Call POC at DSN 665-2899 x4822 with a request to verify that it has been loaded.  Provide us with the pay table number and the date the table is to become effective.

3.  Using Chapter 11 of the NAF User Guide, follow the steps to initiate the Mass Salary process -- do not execute the process.

4.  If this is your first time initiating the process and you would like verification of the process you set in place, send Jo an email with the unique name you gave your process.  Otherwise call DSN 665-2905 or DSN 665-2903 so they can schedule the process to run during nonpeak processing hours.

	
	

	Querying in Mass Salary
	OK, you’ve followed the steps in the NAF User Guide to initiate the Mass Salary but when you go back to find it and you type in the unique name, it says it already exists.  You don’t need to reinitiate the process under a different name.  Your process is there and you can perform a simple query to find it.  Here’s how.  Put your cursor in the Name block, hit F7 (or go to your menu and select Query/Enter) type in a percent sign (%) and any portion of the unique name you gave your process and then another percent sign (%) and then hit F8 (or go to your menu and select Query/Run).  This will bring up a process with that information you requested.  If the process that appears is not the one you were looking for, try hitting the down arrow located on your keyboard (e.g. if my process was named 7E15OCT02 and your queried with %7E% it might bring up another process for that Servicing Office ID such as 7E14OCT02.  In that case, just tap the down arrow until you find the process you initiated.


	Tips 


	Lost Records
	Can’t locate an applicant or an employee in the system?  Prior to attempting to rebuild the record, please sent PB or Jo an email with the persons name, SSAN and, if applicable, position number.  In most situations, they will be able to help you to recover the lost record.   A quick email to one of us is much easier than rebuilding a record and it doesn’t clutter the data system with a bunch of unneeded records.  Please help us help you to keep our data system clean.

	
	

	Use of the Person and Position Buttons on the RPA
	You can gain access to the employee and position records while processing an RPA simply but selecting the Person or Position buttons at the bottom of the RPA.  By selecting the Person button, you can verify that you have selected the correct applicant or employee records in cases where there are multiple entries.  You might want to use the Position button to ensure that the position you selected in the TO INFORMATION of the RPA is the correct position and is not already encumbered.
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