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	NAF HRO Advisories

Current & Previous Issues

Current and previous issues of the advisories are available on our web site at: http://www.afpc.randolph.af.mil/clrhouse/default.htm.

Your Input is Welcome

Please send us your comments as they are very helpful in determining the best way to serve you.

Our point of contact for this publication is at DSN 665-2899 x4822 
Request for Personnel Actions

Processing Extensions to Not to Exceed Actions
When processing an extension to a not to exceed action, use an effective date prior to the date of the NTE.  For example if an appointment NTE is set to expire on 1 Jan 03, the extension should be processed with an effective date of 31 Dec 02 or sooner.  In the event that the extension is not processed in a timely manner on an appointment NTE, a separation action will be produced. 
Corrections regarding Position Information
This is the fix to clearinghouse tickets 1015675 and 1015274.  This fix was contained in Patch 40.2.  Here are the steps to follow when an employee is assigned to a position and the data did not print or incorrect information printed on AF Form 2545 because it was left out or incorrect in the position build.   Step 1:  Bring up the position and date track to the effective date the position was built, input the correct data on the position.  Step 2:  Go to Cancellation/Correction on the Navigator Menu, select correction and go to Page 2 of the RPA.  Reselect the position; this will refresh the RPA with the new data.  No other data is needed.  Input your remarks as needed and then update HR.
WGI Accumulator

Fixed in Patch 40.2

There is no date track provision for this element.  When inputting the LWOP, always use current date. One entry per day is allowed.  If an employee has 120 hours the first update, input all at one time.  Save and update.  Then add LWOP for each pay period.  Only one amount can be added for each day.   As the LWOP is input for each pay period, it will adjust the Date Due and Pay date.     



	Q & A


	How do I get Access to PrintView?
	Contact your Human Resources Officer and have him/her send an email to palcompsys@randolph.af.mil with the following information:
Full Name:

SSAN:

Base & SOID:

ALN & FU Code:

Access needed:  Appropriated or NAF

Organization/Office Symbol:

DSN phone number:

Email address:

If you have moved from one base to another, please include that information also.


	Position Maintenance


	Looking Good!
	Position builds and maintenance have greatly improved these last few months.   Errors are way down.  Please keep up the good work.

	
	

	Work Schedule
	Patch 40.2.5 impacted the way we build positions.  Rather than inserting a value of "F" in Extra Information/US Government Position Group 1/Work Schedule as instructed in the NAF User Guide, Chapter 5, page 19, that value will now need to be changed to "Y" = Not Applicable (AGR and NAF Only).


	Tips


	Check that Applicant
	If you are experiencing a problem updating an RPA, please check to see that your applicant is built correctly before contacting the clearinghouse.  Remember that this is a 3-day process.  Day 1 = Build applicant (enter applicant data), Day 2 = Change the applicant’s status to accepted, and Day 3 = Appoint the applicant to a position.  


	DCPDS Terminology


	NPA vs RPA
	The Notification of Personnel Action (NPA) is the AF Form 2545 which prints out after a Request for Personnel Action (RPA) has been updated.  In other words, the NPA is the final product whereas the RPA is your input screen.


	How To Report Functional or Technical Problems


	By Phone
	AFPC Local 527-2400, 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 POC’s.  All customers may view the status of a reported problem via the web.  http://www.afpc.randolph.af.mil/clrhouse/default.htm

	
	

	Note:  All Functional problems require the submission of a DCPDS Problem Report Template.  
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