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In this Issue…

Allow Me to Introduce Myself

Quick Copy is Back


Using the Correct Case
Designating a Functional Clearinghouse POC
Leaving RPAs in Your Personal Inbox
Security List Maintenance

Correct Citizenship Code 

Receiving This Advisory
FYI – The New Air Force Customer Service 1-800 Number
11i Training Material on Our Website
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
	Highlighted Area
Position Organization Address (POA)
Remember to input your POA when building positions.  Failure to do so means you will not be able to access the position.  While we can go out on the global and find the position for you, it would be much easier to input your POA as the position is being built.

This element is located in Work Structures/Position/ Description/Others/Air Force Nonappropriated Fund/US Federal Position Group 1.  When the Extra Position flex field displays, be sure to expand the flex field to display all the data fields or scroll down to ensure all the data fields are filled in that need to be.  Position’s Organization is the last data field; the POA must be placed here.
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Cancellation/Correction
We have identified problems with making corrections and cancellations.  When trying to make a correction to an action, an error message is appearing, “…trigger raised unhandled exception…”  When this happens, you will be unable to make any corrections to the action.
Similarly, when trying to cancel an action, an error message, “…Unable to find processing method family for second Nature of Action.  Please check the second Nature of Action code.” appears.  You will be unable to cancel the action.

The problem has been reported, CH Ticket 1057034, for corrections and CH Ticket 1056475, for cancellations.  Until this is resolved, you will have to use pseudo 2545s to update your records.
These screen shots show the actual error messages.
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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


	Allow Me to Introduce Myself
	I just want to take this opportunity to introduce myself.  My name is MaryAnn Correia and I took Jo Jepson’s place here at the Clearinghouse.  I may have met some of you when I assisted Jo and Trish with the initial training on what was then called the Modern DCPDS in September/October 2001.  Before coming back here to San Antonio, I was the HRO at Davis-Monthan AFB.  Prior to that I worked with Donna Harrison, Delphine Walker and Trish Galindo at the Agency.  I have also been the HRO at Yokota AB, Japan; Patrick AFB, FL, Spangdahlem AB and Hahn AB, both in Germany.  I am looking forward to the challenges of being here at the Clearinghouse and I look forward to “talking” with all of you in one form or another over time.  


	Defense Civilian Personnel Data System (DCPDS)


	Quick Copy is Back  

	Go to Work Structures/Position/Description and bring up the position you wish to quick copy.  Once the position is listed in the Position window, click on Others.  Scroll to the bottom of the list to Quick Copy.  Click OK.  Follow the steps as outlined in the screen shots to copy and validate your position.
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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.  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. 


	
	

	Using the Correct Case  


	Just a reminder that Applicants need to be built in mixed case.  Applicants whose names are built in all upper case will appear at the top of the LOV rather than in alphabetical order.  Position Titles are built in all upper case.


	
	

	Designating a Functional Clearinghouse POC
	If you will be leaving your position at the HRO and a replacement needs to be designated as an alternate POC for the clearinghouse, submit a request to remove yourself and add your replacement.  Complete the Clearinghouse POC Request Form at    http://www.afpc.randolph.af.mil/clrhouse/default.htm.  
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Enter the information requested to add, delete or change a POC.  Provide me with that same information so that I can keep the distribution list for sending out information such as this advisory current.


	
	

	Leaving RPAs in Your Personal Inbox
	Please do not leave any initiated requests for personnel action (RPAs) in your inbox when resigning or moving to a position outside the HRO.  These RPAs must be moved to either a group inbox or another active personal inbox.  Supervisors should ensure this is done.  We are still having some difficulties with this.  

	
	

	Security List Maintenance
	In some instances, you must wait for the system to refresh before the data you input is available.  Keep in mind, the data system is refreshed two times a day.  The system security list maintenance is run at 3:00 a.m. and 3:00 p.m. daily.  These times are Central Standard Time.

	
	

	Correct Citizenship Code
	When completing the RPA, be sure to use the correct citizenship code in the Employee and Position Data tab, data field 43.  For NAF we only use 1 or 8.  Never use 5.  This appears to be a growing problem, please use care when completing your RPAs.
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	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.

	
	

	FYI – The New Air Force Customer Service 1-800 Number
	The new Air Force Customer Service Center 1-800 number was established as a part of the Air Force Customer Transformation effort to link together personnel and payroll call centers for appropriated fund civilians, applicants for appropriated fund employment, active duty military and reservists.

In addition to the Recruitment Service Center (RSC) and BEST, the other players of the Air Force Customer Service Center single 1-800 number are:

· Employment Verification (Voices to callers the "Work Number Employment Verification" toll free number)

· AFPC Technical Assistance Center (TAC) (Technical support for applications such as AFPC Secure Password)

· AFPC Contact Center (Personnel Inquiries for Military Active Duty, Reserve, Guard, vMPF assistance, Discrimination and Sexual Harassment Concerns)

· ARPC Denver (Air Force Reserve and Guard personnel inquiries)

· DFAS-Cleveland (Air Force Military Pay Inquiries, myPay navigation, iPIN) 

Once employees (or applicants for employment) call the new 1-800 number and press the appropriate prompt for civilian, the system will voice options for Employment Opportunities, Benefits and Entitlements and myPAY.  Once the employee (or applicant) selects the appropriate prompts for Employment Opportunities or Benefits and Entitlements, it will take the caller to either the Employment or BEST automated phone system.  If the employee presses the prompt for myPay, the DFAS contact center assists with PIN resets and issues associated with the myPay web application -- the DFAS Contact Center representatives are not able to help civilian employees with pay-related matters.  Civilian employees with pay-related matters will continue to contact the local CPF, their DFAS Customer Service Representative, or BEST (if benefits related).

The Air Force Customer Service Center toll-free number is 1-800-616-3775 for all stateside callers (to include those calling within the San Antonio Texas area).  Employees (or applicants for employment) calling from foreign areas will continue to use our existing 1-800 numbers for now.  International access issues to the Air Force Customer Service Center 1-800 number are being worked.  Hearing impaired callers will continue to reach the RSC and BEST using our current TDD numbers (1-800-382-0893 or, if calling within San Antonio TX, 565-2276).

Until the Feb 04 timeframe, employees and applicants will be able to reach the RSC and BEST via both the new 1-800 number and our current toll-free numbers.  This overlapping timeframe will provide us an opportunity to make changes to the RSC/BEST homepage and marketing materials.  If you have the current RSC or BEST toll-free numbers (1-800-997-2378 or 1-800-699-4473 and corresponding local numbers) listed on your web site or on any marketing materials, we recommend you change the numbers not later than 31 Jan 04.  We do plan on voicing to callers the number will be changing and providing them the new toll-free number.  Also, once our current 1-800 number no longer exists, should the employee dial the old number, the system will voice the new number to the caller.

NOTE:  The Clearinghouse, RSC/BEST TDD, and BEST CPF Line toll-free numbers will not be part of the new 1-800 number and their telephone numbers will not be changing.

	
	

	11i Training Material on Our Website
	We are in the process of putting all the material covered during the 11i training held last April/May on our web site.  It will include copies of all the slides as well as the 11i NAF Quick Start Guide and the 11i NAF Train the Trainer Guide.  The Air Force Services Agency will also provide a link from their web site to this information.

	
	

	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
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Request for Personnel Action/NAF Cancellation/Correction
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Error message received when trying to correct an action.
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Request for Personnel Action/NAF Cancellation/Correction 
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Error message received when trying to cancel an action.
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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.
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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 either 1 or 8, do not select 5.



_1135505235.doc


CLEARINGHOUSE POC REQUEST FORM







DELETE POC







NAME:   







SOCIAL SECURITY NUMBER:     







EMAIL TO:  afpc.dpc.clearinghouse.login@randolph.af.mil







                       CLEARINGHOUSE



                       HQ AFPC/DPCXTC



                       550 C  STREET WEST



                       RANDOLPH AFB, TX 78150



PHONE:  1-888-368-9367                                        FAX:       DSN  665-2981







ADD OR CHANGE POC







REQUEST THE FOLLOWING ACTION:  (place an “X” to indicate action)







ADD NEW POC:   ___







MODIFY POC:   ___



NAME:   







SOCIAL SECURITY NUMBER:     







EMAIL ADDRESS:







ORGANIZATION & OFFICE SYMBOL:   







DSN PHONE & COMM PHONE:   







MAJCOM & BASE:  







TYPE OF POC:  (NAF, APPR, TRAINING):   







PRIMARY OR ALTERNATE: (P or A): 







IS THE USER A NAF EMPLOYEE OR CONTRACTOR (Y/N):







THE REQUESTING OFFICIAL SHOULD BE A CURRENT POC OR MAJCOM







REQUESTING POC NAME:  







FOR AFPC CLEARINGHOUSE USE ONLY:



   PROCESSED DATE:  _________  



   USERID/PASSWORD:________________ _____________________
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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 your 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. 



