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	Highlights
Secure Web For NAF Print View
The guide on how to access the NAF Secure Web has been revised.  The information in the guide has been updated to include current screen shots, add additional information and provide guidance on how to get User IDs and Passwords for NAF employees so they can access Secure Web.  
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It provides step by step instructions on how to log-in, open NAF Print Web, select reports, and view, print or even email the reports.
This guide is also available on the Clearinghouse (CH) Non-Appropriated Fund DCPDS Website.  
Mil to Civ Conversions
The Department of Defense (DoD) is in the process of converting 10,000 military positions to civilian positions.  This will be done via either direct conversion to Appropriated Fund (APF) positions or through the award of civilian contracts.
To determine the effectiveness of this Mil to Civ Conversion, CPMS was asked to track data for high level DoD reports.  In order to do this, CPMS, through development with Lockheed Martin (LM), added a new data element, Mil to Civ Conversion, to the Extra Information taskflow button in Work Structures/Position/Description.
What has this got to do with NAF?  Absolutely nothing and that is the point.  This new data element is for APF positions affected by this conversion only.  It does not apply to NAF and should not be filled in for NAF positions.  Pass the word; do not fill in these data elements.
These screen shots provide more information on the mil to civ conversion and illustrate what the new data element looks like.  
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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/ProdOps/SystemAdministration/sysadmin.htm
· System Status Report - http://www.afpc.randolph.af.mil/ProdOps/doclib/DailyStatus.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


	Defense Civilian Personnel Data System (DCPDS)


	Correct Cost Center and Fund Codes

	When building positions, the NAFI Position ID (Fund Code) for most bases will be either 51 or 70.  The employing NAFI, the clear text of the Fund Code, is MORALE WELFARE RECREATION FUND for 51 and LODGING for 70.  These must always be in all caps.  When in doubt, refer to the List of Values (LOV).  Contrary to popular belief, Morale Wellness and Readiness is not one of our fund codes.

The NAFI Activity is the Cost Center Code, for example:  31, 35, A7, C2.  The Activity is the clear text of the Cost Center Code, such as:  ADMINISTRATION, DINING ROOM, VISITING AIRMEN QTRS (VAQ).  These must always be in caps.  Using the LOV to select the correct activity will save you time and ensure the text is correct and in the right format.
The number of records with these errors continues to increase.  Make sure your staff is aware of the correct clear text to use when inputting the fund and cost center codes.
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	CPMS Notes on Secure View 


	CPMS periodically publishes DCPDS Functional/Technical Tips and Observations.  Their 04-03 edition, 28 May 2004, contains information on Secure View.  It is the perfect addition to the information provided above in Secure Web for NAF Print View.
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While the guidance provided by CPMS may seem to apply primarily to APF, some of it is applicable to NAF.  Current and past issues of the DCPDS Functional/Technical Tips and Observations are available on the Clearinghouse Non-Appropriated Fund DCPDS Website.

	
	

	Problem With Cancellations
	The problem identified in CH Ticket 1060554 is still being worked.    

Problem:  To refresh your memory; when canceling a separation, Assignment is not opening and the position end date is not dropping off; therefore, you cannot enter any actions or update the employee’s records.

Solution:  Continue to process pseudo actions until Cancellations is fixed.

Update:  This problem is supposed to be fixed in Patch 53.3, scheduled to be released to the field on 20 June 2004.  Preliminary testing of this latest patch indicates it still has not corrected the problem.  I will continue to keep you posted on what progress is being made to correct this problem.

	
	

	Second and Third Shift Salary Fields not Displaying Properly in CSU and BO
	The second and third shift salary fields in CSU are not displaying the correct values.
Problem:  The second and third shift salaries displayed in DCPDS with two decimal places are being displayed in CSU as rounded whole numbers (i.e., $6.58 is being rounded to $7 and $9.32 is being rounded to $9).  Since Business Objects pulls its information from the CSU, second and third shift salaries will also be incorrect in those reports.
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Solution:  There is no real work around for this.  Just be aware the problem exists.  You may have to manually verify all salaries on any reports you generate.
Update:  CH Ticket 1065594 has been submitted by the Technical Clearinghouse and is currently being worked by LM.

	
	

	NAF-11 Reports
	Unable to request NAF-11, Position Survey Worksheet (NAF).
Problem:  Went into Processes and Reports/Submit Process and Report/Single Request.  Clicked on LOV for Name.  Selected Position Survey Worksheet (NAF) (NAF-11).  Entered the Parameters requested; received an error message when trying to print the report.
Solution:  None, there is no other way to print the form.  The only other possibility would be to manually develop one, if a sample copy is available.

Update:  CH Ticket 1060514, covering this problem, should have been corrected in Patch 53, released to the field Sunday, 6 June 2004.  NAF-11s can now be requested through Processes and Reports.

	
	

	Naming Conventions 
	The system is printing last names containing more than one capital letter as all lower case in NAF reports.  This was never a problem in 10.7, but has surfaced as a problem in 11i.

Problem:  If an employee’s name contains more than one capital letter, for example, McMurphy, the name is printing with only the first letter as a capital, Mcmurphy, on the NAF-17, NAF-27, NAF-28 and NAF-29. 
Solution:  When building the applicant, put a space between the two last names (McMurphy would be entered as Mc Murphy).  When the NAF-17, -27, -28 and -29 prints it shows the last name with the space and capital letters at the beginning of each part of the last name (Mc Murphy).  This is a temporary work around that can be used until the system is corrected.
Update:  CH Ticket 1062054, covering this problem, should have been corrected in Patch 52.22, released to the field Sunday, 16 May 2004.  Last names are now printing properly.
Reminder:  This was a temporary work around for this particular scenario.  Naming conventions apply and are to be followed at all times.

	
	

	Eliminating Unwanted Positions
	Those of you who attended the 11i training may recall you were told to build a new position each time one was needed rather than reuse a vacant position.  The reasoning for this was and still is that if there is a problem with the position and you appoint an employee to it, you may be unable to access that employee or do any subsequent actions on him or her. 
This would not be a problem if you could eliminate all your unwanted positions.  Many of you are being buried in reams of paper every time you print a CPCN report due to all the unused positions you have.  While the ability to eliminate positions is not yet a reality, it is being worked.

There are some things you can do in the meantime to get the positions that you wish to eliminate ready.  You can place a Not-To-Exceed (NTE) date on the position so that once the capability to eliminate positions goes live, the positions marked with a past or current NTE will be eliminated.  Future dated NTEs will drop off once that date is reached.
The following attachments provide guidance on this process.  Open the Position NTE Screen Shots attachment first then refer to Position NTE Dates and Position Protected Flag Info for more in depth information.
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	Step-in-Grade When Appointing an Ex-employee
	The step-in-grade is not showing up in People/Enter and Maintain when appointing an ex-employee.

Problem:  Appointed a former employee to a Crafts and Trades position using the Ex-employee.Ex-applicant record already in People/Enter and Maintain.  When I go into People/Enter and Maintain/Others/Person Summary/Position:  Title/Pay Plan/Grade/Etc., the step is blank under Step or Rate.
Solution:  Do a correction to the appointment action to add the correct step and see if this updates the information in DCPDS.  Manual tracking of Within Grade Increases (WGIs) maybe necessary until this problem can be resolved.
Update:  CH Ticket 1061594, covering this problem, should have been corrected in Patch 52.22, released to the field Sunday, 16 May 2004.  The Step or Rate data field is now populating correctly.


	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.

	
	

	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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DMDC REPORT INFORMATION 

MILITARY TO CIVILIAN CONVERSIONS


The “Mil to Civ Conversion” DDF in Position was designed to capture data for DMDC reporting purposes.  The National Defense Authorization Act for FY 2004 provided DOD the flexibility to implement military to civilian position conversions in order to relieve stress on the military forces.  In FY 2004, 10,000 military positions must be converted to civilian or contractor positions with an additional 10,000 converted in FY 2005.  

To determine the effectiveness of the mil to civ conversion authorization, DMDC and CPMS were requested to provide data for reports to high level DOD management officials.

Four new data elements were established and are discussed below.


Please note that the last two items were moved due to the addition of the new data elements.

		RECORD FIELD

		RECORD POSITION

		DYNAMICS


STATUS

		DATA ELEMENT NAME

		DESCRIPTION



		113

		505

		D/S

		Posn Mil to Civ Conversion

		Code that identifies a position is a Mil to Civ Conversion authorization under PBD 712, 31 Dec 2003


Value: Y


If blank, not a mil to civ conversion position.



		114

		506-511

		D/S

		FY Conv Credit

		Fiscal Year (FY) date of Mil to Civ Conversion


Format:  FY20##


LOV is provided



		115

		512-519

		D/S

		Date Position Created

		Date an authorized Mil to Civ Conversion is built/validated.


Format:  YYYYMMDD

Data is extracted from Position/Start Date



		116

		520-527

		D/S

		Date Position Filled

		Date an incumbent is placed into an authorized Mil to Civ Conversion position.  This is the first date the position is encumbered.

FORMAT:  YYYYMMDD


Date is extracted from Position/Description/Occupancy/Start Date.



		117

		528-529

		D/S

		File “As Of” Month

		Position change only



		118

		530

		

		File Type

		Position change only.





OTHER INFORMATION:  


Users are not required to enter data into the DDF if a position is not identified as a military to civilian conversion authorization.  At present, AGR, Local National and Nonappropriated Fund (NAF) positions are not involved; therefore, the DDF should not be used for these positions.


If a position is a military to civilian conversion authorization, the user must enter a ‘Y’ in ‘Posn Mil to Civ Conv’.


Depending on when the position is authorized, an appropriate Fiscal Year must be entered in the ‘FY Conv Credit’ data item.  An LOV is provided. 


‘Date Position Filled’ must contain the date the authorized position is initially filled.  For example, a position is filled on 8 March 2004 and the incumbent subsequently is promoted on 4 April 2004.  Recruitment for the position results in a fill on 18 Apr 2004.  The DMDC reports must flow the 8 March 2004 date.  This field can be manually populated should it be necessary, e.g., for situations when a position is filled at a lower grade with intervening target grades.
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To utilize the Air Force Personnel Center’s (AFPC) Secure Web Site, you must first start your web browser, normally Microsoft Internet Explorer.
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1.  If this is your first time entering Secure Web, once you start your browser, type in the following address:  https://ite.afpc.randolph.af.mil/afpcsecure/default.asp.  
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Be sure to save this as one of your Favorites, by clicking on Favorites/Add to Favorites, this will make it easier to access each time you want to enter the site.  
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2.  The next screen will contain an OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY statement.  Click OK.
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3.  When the AFPC Secure – Login screen appears:


a.  In the User ID data field type your User ID.


b.  In the Password data field type your password.

c.  Click on Secure Login.
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d.  The Military, Civilian and Other buttons are for setting your password if you are Active Duty Military or an Appropriated Fund (APF) Civilian; Nonappropriated Fund (NAF) employees refer to paragraph 12 of this guide for instructions on how to get a User ID and Password through AFPC.


4. Once you click on Secure Login, the AFPC Secure/Main Menu screen will appear.  If you are an APF employee, your menu will contain multiple items.  As an APF employee, you can use this site to look at your electronic OPF, print your civilian career brief and track your benefits in addition to printing your NAF reports.

[image: image3.png]2 AFPC Secure - Main Men: rosoft Internet Explorer provided by AFPC. =101 x|
[ Fle o Vi Fovies Toos Hob |

| eBack - & - D [2) OF| Qsesch [ilFavertes < $Hivoy | e cp [ -

[ v v i i vz EE

AFPC Homepage

AFPC Secure
I —

These are secure sites.
Please close all browsers when you leave the applications.

These sites are intended for the use of the Air Force only. Do not reproduce or distribute the content of this site to a wider
‘audience without coordination with the information owner and your unit public affairs office.

 You have access to the following sites:

Access database fles for the CPF

Vitual Civilian Career Brief (¢/CCE) for Air Force Appropriated Civilian Employees
Due to database refreshes, this application may not be avalable 1900 - 2345 CST
nightly. fyou have problems during this time period, please try again later

Provides a means to downioad fles

“This application allows current Air Force Employees access to their slectronic OPF.
You willind the required viswing software and instructions at
hitpsfhwww.afpc.randolph af milieapfisopf_setup.tm

Civillan Virtual In-Processing

‘The Employes Benefits Infarmation System (EBIS) gives cvilian employees,
serviced by the Directorate of Civilian Personnel Operations (HQ AFPC/DPC) at I

&7 Dore B B lcaienst







If you are a NAF employee, your AFPC Secure/Main Menu screen will be quite different.  The only item you will see on this screen is NAFPrint_Web.  



In either case, click on NAFPrint_Web to get into NAF Print View.

5.  When the NAF Print View/Select Base screen appears: 


a.  Select Text or HTML (either one will work).


b.  Your base’s name should appear under Base To Work With.


c.  If you wish to view the instructions, click on Instructions.


d.  Click OK to go to the next screen.
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6.  The NAF Print View/Select Day of Week screen is the next screen you will see, notice the Base Name, ALN and Select Day Of Week data fields.  The Base Name and ALN fields should already be populated.  Click on the down arrow under Select Day Of Week to show the dates of the print files available.


a.   Select a specific day of the week or All to view all of the reports available.


b.   Click OK.
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7.  In the NAF Print View/Select File Type screen notice the Base Name, ALN, DOW (Day of Week) and Select File Type data fields.  The Base Name, ALN and DOW fields should already be populated.  Click on the down arrow under Select File Type to show the types of reports available for printing.

a.   Select a specific file type or All to view all of the reports available.

b.   Click Submit.
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8.  The NAF Print View/Selected Files screen shows the records you selected.  Here is a breakdown of each column:

Display/Print Download:  You can display, print, or download the file.

File Name:  Self explanatory.

As of:  Date the file was created.

C Time:  Central Time, the time the file was created.

Access Location Number (ALN):  Which system file was created.

Functional User (FU):  Which account file was created.

Type:  Name of report.

CPF:  Servicing Office ID (SOID).

Acct:  Your account number.

File Size:  The size of the file.

# Pages:  Number of pages in the report

ID Data:  Additional filter data to identify the product.  

Other Info:  Additional data, PAS and Org.  
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a.  The Back button [image: image8.png]Back.




 takes you to the NAF Print View/Select Base screen.

b.  The Exit button [image: image9.png]Exit|




takes you to the APFC Secure/Main Menu screen.

9.  In the NAF Print View/Selected Files screen you have the option of displaying, printing, or downloading the file, we will look at each of these in turn.  



a.  Select a file and click Display [image: image10.png]Display ﬂ,ﬂ

Download





.  The report will appear on your screen. 
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1.  If this report had multiple pages, you could view the pages by typing the page number in the Enter Page data field and pressing the Tab key on your keyboard.



2.  You can also click > to advance to the next page or >>| to advance to the last page.



3.  Click < to go back to a previous page or |<< to return to the first page.  




4.  Change the look of a report by clicking FONT-LG or FONT-SM.




5.  To print this report, click PRINT.  




6.  Click Exit and it returns you to the NAF Print View/Selected Files screen.

When you click Print, the Print dialogue box will appear.  Make sure your page layout is correct for the type of report you will be printing (landscape or portrait), select two-sided printing if you have that capability and want to do so, ensure the correct printer is identified and click Print.
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b.  Select a file and click Print [image: image13.png]Display ﬂ,ﬂ
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.  This reminder will appear on your screen.  Click OK.
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The report you selected and the Print dialogue box will appear on your screen.
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Click Print to print the report.

Once you have printed the report, click Back [image: image16.png]= Back




 to return to the NAF Print View/Selected Files screen.
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c.  Select a file and click Download [image: image18.png]Display ﬂ,ﬂ
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.  This will allow you to download a single report from the NAF Print View/Selected Files screen.

Note:  In order to download a file, users must have NT 4.0, Service Pack 4.0 or later, as well as the DOD PKI Certificate.  If these are not installed on your computer, you will not be able to download the file using Internet Explorer.  Netscape Navigator will display a message concerning the certificate, but will allow the download to occur.

After you click on Download, the following NOTE: will appear.  Pay close attention to this note.  If you do not follow this guidance, you will not be able to open the file you just saved.  Click OK.
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The File Download dialogue box will appear.
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You have a choice of opening the file from its current location or saving the file to a disk.  Note that there is already a dot next to Save this file to disk.  Click OK.


The Save As dialogue box will appear.
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The system automatically brought up Desktop in the Save in: data field.  You may save the file here or change to the directory you want by clicking on the down arrow.

If you want to change the file name, you can.  In any case, remember to remove the underscore 


( _ ) before you save the file.  In the example below, I kept the Desktop directory and removed the underscore sign from File name:.  Click Save.
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A Download Complete dialogue box will appear when the download is complete.  You may now view or print the document you just saved. Click Close.
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You will return to the NAF Print View/Selected Files screen.



To view the form you just saved, go to the directory you saved it to.  In this case, I saved the form to my Desktop.



To open the form, double click on the icon or the title of the form.  You can print the form by going into File/Print.  
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You can also email the form to the supervisor rather than printing hard copies.  Do this by clicking on the paperclip icon [image: image25.png]



 on your email tool bar and follow the prompts.

10.  To download multiple reports, go to the NAF Print View/Selected Files screen and click on printed/viewed.






a.  Follow the instructions provided on the NAF Print View/Select Zip Files screen.






b.    Select the files you wish to download.  Click on Start Download.  












Clicking on Back [image: image26.png]Back




 returns you to the NAF Print View/Selected Files screen.  Clicking on Exit [image: image27.png]=]




takes you out of NAF Print Web.

c. The File Download dialogue box will appear.  
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You have a choice of opening the file from its current location or saving the file to a disk.  Note that there is already a dot next to Save this file to disk.  Click OK.

The Save As dialogue box will appear.  
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The system automatically brought up Desktop in the Save in: data field.  You may save the file here or change to the directory you want by clicking on the down arrow.  If you want to change the file name, you can.  In this example, I kept the Desktop directory.  Click Save.

A Download Complete dialogue box will appear when the download is complete.
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You may now view or print the document you just saved.  Click Close.  You will return to the NAF Print View/Select Zip Files screen.



Once you are finished, click Back [image: image31.png]Back




 to return to the NAF Print View/Selected Files screen, or click Exit [image: image32.png]=]




to get out of NAF Print Web.






To view the forms you just saved in the zip file, go to the directory you saved it to.  In this case, I saved the forms to my Desktop.



To open the forms, double click on the zip file icon or the title of the zip file.  

The WinZip – NAF Print.zip dialogue box opens.  It lists the forms you have saved to this zip file.  
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Double clicking on the form name [image: image34.png]Da70B3pe.tit




 will open the form.

You can print the form by going into File/Print.  
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You can email this zip file to the supervisor rather than printing hard copies of the forms.  However, it is important to realize you have to email the entire zip file, so make sure only the forms that apply to that one supervisor are in the zip file.  To send the file, click on the paperclip icon [image: image36.png]



 on your email tool bar and follow the prompts.


11.  Remember to close completely out of the AFPC Secure Web when you have finished your session.

12.  NAF employees have their User Ids and Passwords issued through PALACE Compass Systems within AFPC.  If you are a NAF employee, have your supervisor send an email to AFPC/DPCXO2 PALACE Compass Systems.  Provide the following information:



Name




SSN




Base




CPF-ID (this is your Servicing Office ID or SOID) (i.e., 4V, 9U)




PAS Code (include the full code) (i.e., CL3LF55R)




Access Needed (will always be NAF)




Organization/Office Symbol




DSN phone number




Email address


PALACE Compass will issue your User ID and Password via email.


Air Force Personnel Center’s Secure Web Site



FOR NAF DPC PRINT VIEW







� EMBED PBrush  ���







####







�







Your Base







Your Base







�







�







####







Your Base







Remember:  Reports will be stored for 6 to 7 days.  After the seventh day the files are deleted.  If you need to view, print, or download these reports, please do so before the seventh day. 
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_1148968415.doc
POSITION NOT TO EXCEED DATES AND POSITION PROTECTED FLAG


Because of some problems with managing positions with not to exceed (NTE) dates, CPMS provided an alternate capability that should improve the process. This capability is being fielded in several stages as described below:


In Patch 51.6 fielded over the weekend of Dec 6-7, two fields were added to the additional position details bracket located at the bottom of the position screen.  


The additional fields are, Position Protected Flag and Position NTE Date.
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Although the fields were added, they have not been populated and certain functionality associated with them is still forthcoming.


Here is the plan.  The Position NTE Date will be used to determine when a position will “expire.”  If the Position Protected Flag is “N” when the NTE date has passed, the position will become “Eliminated.”  If the Position Protected Flag is “Y,” the position is “protected” from elimination.  When you build a new position, the flag will be set to “N,” but you can easily change it.  If the position protected field is blank, the blank is interpreted as if there was an “N” (not protected).  


The functionality to eliminate positions based on these new fields is not in place.  CPMS is awaiting an Oracle patch that will enable us to “un-eliminate” a position, but we have no date for this patch.  This means no positions will become eliminated until that Oracle patch is fielded.  When that patch is loaded, positions with a past Position NTE date and an “N” or a blank in the Position Protection Flag field will be “Eliminated.”


On 21 Dec 03, Lockheed executed a script to initialize the Position NTE date field based on the current NTE date in the system.  We coordinated with the RSC, IPCs and MAJCOMs regarding this initialization of data.  CPMS did not set the position protected flag with this script.  From now on, the Position Protected Flag is only initialized when you build or quick copy a position. 


To assist in identifying positions with NTE dates, any position with a NTE date will have a “pop up” screen appear (see below) when the position is accessed. 
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Regarding the CSU, the position protected flag will be added to the CSU.  Subsequent patch documentation will tell us when this change occurs.


OPR:  AFPOA/DPXRC (George Byrnes/DSN 565-3214/8 Jan 04)
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1.  WHAT IS A SECURE VIEW?

A Secure View allows DCPDS to restrict a user’s access to a defined set of records instead of being able to see everyone in a database.


Responsibility defines what a user has the authority to do to records he/she sees.  This capability is the same for each available record, whether the user has access to 1 record or 100,000 records.  


· A user can have many responsibilities, including more than one secure view with visibility of different records.


· Established responsibilities are used as the basis, or “template” for creation of secure views.


· A secure view becomes a responsibility, with visibility of specific records, and read/update capability as determined by the template responsibility.


Secure view defines which records a user sees.


· Secure views are built from a responsibility “template”.

RPA Permissions define a user’s roles with respect to the Request for Personnel Action.


· A user (person) has only one set of RPA permissions at a time.


· A user’s RPA permissions are not affected or controlled by a secure view. 


· This is why some users have multiple User IDs and logins.

DCPDS security is based on Position’s Organization Address (POA)


· Position/Extra Information/Federal Position Group 1/Position’s Organization.

· Use % as the wild card for portion of a POA.

· Original purpose of POA – printing on the RPA/NPA, but it grew.

· Single most descriptive organizational/hierarchy data.

· Terminology can be confusing.  


· For DOD Users, POA = Org Component


· For Oracle, Org Component = what “DoD” calls Org Structure


· Little known/used option:  position number + sequence


The Mighty POA


· Slightly different structure for each component. 


· Example (Navy):  QK66097FPH  = SOID + UIC + Org Structure Code

· Example (Air Force): 5M1LF73ZDPF = SOID + Last 6 characters of PAS Code + Org Structure Code

· Some components, such as Air Force, impose business rules on the POA’s relationship with other pieces of data


· Navigation to view or create a POA (see DCPDS User Guide Module 2 Chapter 1 for more information):  


· Work Structures>Organization>Custom   



· Virtual positions can have a POA.

Creating a Secure View


· US Federal HR Manager Responsibility (and a couple of others)


· Navigate to Security>Secure User Build


· You can create from the ground up, including a new user OR create a new secure view for an existing user.

· If there’s already an existing secure view, assigning or modifying that view is the simple way to go.


· Remember to run Security List Maintenance for the applicable profile afterwards.


· Screens are very fussy and LOV problems hard to refresh.

· So type carefully or request the whole LOV - then shorten.

Updating Org Component Security

· US Federal HR Manager Responsibility>Security>Org Comp Sec

· Red X to delete an entry


· Add a line to expand view


· Remember to run Secure List Maintenance for the applicable profile afterwards.


· Keep in mind the template responsibility used to create the view.

· Changing the org component may bring in NAF records, but if the template responsibility wasn’t NAF, RPAs won’t work.


· The template controls “what”; the org component controls “which”.

Security List Maintenance (SLM)

· Sometimes referred to as List Gen.

· Implements changes/additions to secure views.

· So, no matter what you’ve built or revised, it’s not soup till SLM runs


· Best to use the parameter of the specific secure view you need


· SLM sorts through the database 


· For each secure view, reviews the Org Component(s) visible


· Locates all positions that match  & puts into the appropriate secure view


Summary


· POA is embedded in the position.

· Each employee is connected to a position by their assignment.

· Each Secure View is built from a template responsibility and lists POAs.

· Secure view becomes a responsibility that can be assigned to any number of users by Sys Admin.


· Security List Maintenance puts employees and positions with each secure view.

Thanks to LMIT for providing this information.  


2.  HOW TO CODE FIREFIGHTERS PREMIUM PAY 


Several questions have been raised on how Firefighter Premium Pay should be coded in DCPDS.  To clarify what users should do, the proper coding for firefighter records in DCPDS to meet the requirements set forth by the implementation of the Federal Firefighters Overtime Pay Reform Act of 1998 is reflected below:  


· DCPDS uses PREMIUM PAY INDICATOR to identify whether firefighters are on an “embedded” work schedule or not.  An “embedded’ work schedule is 112 to 120 hours bi-weekly.  If a covered firefighter does not have an embedded schedule, the premium pay indicator in the employee's record should be space.  


· Covered firefighter records with a bi-weekly hours between 112 to 120 hours are considered to be "Embedded" and their premium pay indicator field should contain a "Y".

· Covered firefighter records with a bi-weekly hours of ‘144’ are considered to be "Unembedded" and their premium pay indicator field must contain a space.

· Do not select the value of "NOT APPLICABLE" from the list of values when coding premium pay for firefighter records with "Unembedded" schedules.  Using "Not Applicable" will flow a 0 in record position 341 of the Pay500 and will cause the action to reject at payroll.  The only valid values that should flow to payroll in record position 341 of the pay500 are "Y" or space.  

POC is Vickie Chanza, CPMS-AMD, DSN 487-6500, Commercial (210)652-6500.       

3.  MILITARY TO CIVILIAN CONVERSIONS – POSITION AND DMDC REPORTING.

The National Defense Authorization Act for FY 2004 provided DOD the flexibility to implement military to civilian position conversions in order to relieve stress on the military forces.  In FY 2004, 10,000 military positions must be converted to civilian or contractor positions with an additional 10,000 converted in FY 2005.  CRT 04-12134-DoD established a new DDF ‘Mil to Civ Conversion’ in the Position area with three new data elements that will be used for DMDC reporting purposes.  This CRT was fielded in Patch 52.24 on May 21, 2004.  


The new data elements are as follows:


		POSITION DATA ELEMENT

		DESCRIPTION



		POSN MIL TO CIV CONV

		User must enter a ‘Y’ if a position is a military to civilian conversion authorization



		FY CONV CREDIT

		User must enter the Fiscal Year when the position is authorized.  A list of values (LOV) is provided. 



		DATE POSITION FILLED

		This data element will contain the date when the authorized position is initially filled.  For example, a position is filled on 8 March 2004 and the incumbent subsequently is promoted on 4 April 2004.  Recruitment for the position results in a fill on 18 Apr 2004.  The DMDC reports must flow the 8 March 2004 date.  NOTE: An amendment to the CRT is on track for fielding in Patch 53.3 on June 20, 2004 that will auto-populate this field. Until then, users should enter the date manually.  





In order to determine the effectiveness of the Mil to Civ Conversion authorization, DMDC and CPMS were requested to provide data for reports to high level DOD management officials.  Four new data elements were established on the DMDC Report and are discussed below.  Please note that the last two items on the DMDC report were moved due to the addition of the new data elements.


		RECORD FIELD

		RECORD POSITION

		DYNAMICS


STATUS

		DATA ELEMENT NAME

		DESCRIPTION



		113

		505

		D/S

		Posn Mil to Civ Conversion

		Code that identifies a position is a Mil to Civ Conversion authorization under PBD 712, 31 Dec 2003


Value: Y


If blank, not a mil to civ conversion position.



		114

		506-511

		D/S

		FY Conv Credit

		Fiscal Year (FY) date of Mil to Civ Conversion


Format:  FY20##


LOV is provided



		115

		512-519

		D/S

		Date Position Created

		Date an authorized Mil to Civ Conversion is built/validated.


Format:  YYYYMMDD


Data is extracted from Position/Start Date



		116

		520-527

		D/S

		Date Position Filled

		Date an incumbent is placed into an authorized Mil to Civ Conversion position.  This is the first date the position is encumbered.


FORMAT:  YYYYMMDD


Date is extracted from Position/Description/Occupancy/Start Date.



		117

		528-529

		D/S

		File “As Of” Month

		Position change only



		118

		530

		

		File Type

		Position change only.





ADDITIONAL INFORMATION:  


Users are not required to enter data into the DDF if a position is not identified as a military to civilian conversion authorization.  At present, AGR, Local National and Non-appropriated Fund (NAF) positions are not involved; therefore, the DDF should not be used for these type positions.


POC is Diana Vela-McMillion, CPMS-AMD, DSN 487-6500, Commercial (210)652-6500.

4.  POC is CPMS-AMD, San Antonio, DSN 487-6500, Commercial (210) 652-6500.
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Work Structures/Position/Description/Extra Information/Non-Appropriated Fund/Employing NAFI
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In most cases, the only NAFIs you should be using are LODGING and MORALE WELFARE RECREATION FUND.


Work Structures/Position/Description/Extra Information/Non-Appropriated Fund/Activity
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Some examples of the activity names you should be using.  Refer to the List of Values (LOV) for the complete list.


_1148804306.doc
People/Enter and Maintain/Assignment/Entries/Shift Differential NAF


[image: image1.png]VSR R ODRE 2

{







Employee’s second shift salary is $6.99.  Third shift salary is $7.15.

CSU Secure View
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The same employee shows a second shift salary of $7 ($6.99 rounded up).  Third shift salary shows $7 ($7.15 rounded down).



_1148891841.doc
Work Structures/Position/Description
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Click on the “beer mug”.
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Scroll down to Position Protected Flag and Position NTE Date data fields.

Refer to Position NTE Dates and Position Protected Flag Info for additional information.



_1148729503.doc
Work Structures/Position/Description/Extra Information/Mil to Civ Conversion
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This does NOT apply to NAF.


[image: image2.png]Oracle Applications - Peacock_Reg03

Eile Edit View Folder Tools Window Help

71X

LCLEN 70010, AIRCRAFT MECHANIC SUPERVISOR. AFOM.APPR
e ezl

Ui gz P Al

Type

Army Appropriated/Local National
Army COE Hopper Dredge.
Organization & Job
L
Organization 514 MAINTENANCE
Mil to Civ Conversion
ob |8852.Aircraft Mechani|
Multiple Agency Information
NAF Mass Position Change Information
Non-Appropriated Fund
Skill Information

US Federal Psition Description

Fy conv crecit (N
Date Position Filled || EGTGTNGNGN

Record: 417 (] I I | =08C=







Do not enter any information in these data fields.



