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Randolph AFB TX 78150-4579

Email:  Maryann.Correia@randolph.af.mil
	Highlights
Cleaning Up Your Inbox
This was printed in NAF HRO Advisory, 04-4.  It is good information that needs to be repeated, just in case you missed it.   

When a Request For Personnel Action (RPA) needs to be deleted from your inbox and you are unable to do so (maybe the RPA has become corrupted), submit a request through your PSM to Bill Holland to have the RPA removed from your inbox.  The PSM will forward your request to Bill Holland at William.Holland@randolph.af.mil. Use the RPA Deletion Request Form, attached, to provide the following information to your PSM:      

1) RPA number.  Using the RPA number is the quickest way to remove an RPA. If for some reason the RPA number is not available, then provide

2) Employee name.  Provide the employee’s full name, 1st NOA and 2nd NOA, if a dual action (example: Correction), and the effective date. If none of this information is available, then provide

3)  PA Request ID (rarely used).
Deleting Old Applicant Records
New employees in DCPDS must first be built as applicants. When an applicant is appointed to a position, the applicant record is end-dated and an employee record is created. However, some applicant records are never appointed and never deleted.
There are hundreds of old applicant records that have never been appointed to a position. Many of these have been sitting unused in DCPDS for years. They need to be identified and deleted.

Lockheed Martin (LM) is going to create and run a script on all of the live DCPDS regions that will delete any applicant records that have not been updated for at least 60 days and have never been appointed to a position.
Without this script, potentially large numbers of extraneous applicant records will remain on the production databases, taking up disk space and other system resources and greatly reducing the speed of the system.


	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)


	Applicants Disappearing From DCPDS

	This started as a problem on the Appropriated (APF) side, but has since been expanded to include NAF records.  Clearinghouse (CH) ticket 1065636 addresses this problem.
Problem:  An applicant record is built, when the RPA is opened to complete the process, the following notice appears:  APP-GHR: 38486. The following items have been refreshed: Employee Last Name; Employee First Name; Employee Middle Name; SSN and DOB are all refreshed from the previous values to blanks.  Checking People/Enter and Maintain, the applicant record is not available.
Solution:  The applicant’s record must be rebuilt in order to continue processing the appointment.  Sometimes applicant records must be rebuilt more than once.  

Update:  LM is working this issue for both the APF and NAF sides of the house.  No date for Patch release has been set.

	
	

	Avoiding Duplicate Problem Reports

	While a Clearinghouse POC can ensure a Clearinghouse problem doesn’t already exist once a ticket has been submitted, you can ensure you are not submitting a duplicate problem by reviewing current problems at the Clearinghouse website: 
https://ww2.afpc.randolph.af.mil/dpcedify/chout/chcust.asp
Select the Build Reports tab.  With this new Web page, you can build your own report to focus entirely on one issue.  
This attachment walks you through how to complete the build a report request form.  Remember, you can select NAF under Appropriation and view only NAF problem tickets.
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	Spacing Allotted For Position Titles
	CH Ticket 1064874 identified a problem with the way Position Titles and Activity Names printed on the AF Form 2545, the NAF-17 and -28.
Problem:  The characters for Position Titles and Activity Names are allotted different numbers of spaces on the AF Form 2545, NAF-17 and NAF-28.  The result is that the Position Title and Activity Name only partially print on the AF Form 2545, the NAF-17 and NAF-28 and to varying degrees within each.
Solution:  While the differing titles are inconsistent, and almost appear as grammatical errors, they can be easily read and understood by a Personnelist.  There is no work around for this problem, just be aware that it exists.  Pen and ink changes can be made to the titles, but that is something to be decided by each HRO.
Update:  The problem was supposed to be corrected in Patch 53.12, released to the field 1 August 2004.  The NAF-28 was corrected, but the NAF-17 and AF Form 2545 still do not print the whole position title.  The CH ticket has been closed, but the problem continues to be worked by AFSVA in conjunction with LM.

	
	

	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, covering this problem, has been corrected and the ticket has been closed.  

	
	

	Building a Position’s Organization Address (POA)
	Have you found the procedures for building a POA contained in the Modern DCPDS Users Guide to be a bit confusing?  These guidelines provided by AFSVA should help to clarify those procedures.
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	Error Message When Approving a Reassignment and Change of Insurance 
	CH Ticket 1057656 was supposed to be corrected on Sunday, 7 March 2004, in Patch 52.6 and subsequently in Patch 52.16, released to the field 18 April 2004.  Both patches failed to fully correct the problem.
Problem:  The Human Resources Office (HRO) received the following error message whenever they tried to approve an N062, Reassignment or an N074, Change of Insurance Coverage:  APP-PAY-06012:  This record has been entered already.
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Solution:  Complete pseudo AF Forms 2545 until the actions can be processed in DCPDS.
Update:  The error was caused when duplicate information was created for the Education SIT, an APF function.  This ticket should be corrected in Patch 53.15, scheduled for release to the field on 15 August 2004.

	
	

	Cancellation of Change in Position Title
	CH Ticket 1064274 identified a problem with trying to cancel a Change in Position Title RPA.
Problem:  The Human Resources Office would receive the following error message when trying to cancel an N093, Change in Position Title:  APP-PAY-07188:  You cannot extend your end date past the end of time.  Cause:  You are currently trying to extend your end date past the end of time.  Action:  Clear your changes.
Solution:  Complete pseudo AF Forms 2545 until the actions can be processed in DCPDS.

Update:  This ticket should be corrected in Patch 53.15, scheduled for release to the field on 15 August 2004.

	
	

	Addition of Extra Characters to Pay Band Hourly Rate
	CH Ticket 1065954 identified a problem with processing NAF Corrections.
Problem:  Extra characters were being added to a Pay Band employee’s hourly rate when a Correction RPA was processed.
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Solution:  All AF Forms 2545 with incorrect hourly salary data will have to be corrected with pen and ink changes.  

Update:  This ticket should be corrected in Patch 53.15, scheduled for release to the field on 15 August 2004.

	
	

	Changing Position Title and CPCN on Same RPA
	CH Ticket 1030856 identified the inability to combine a change in Position Title with a change in CPCN in one RPA.
Problem:  Attempted to change a Position Title and CPCN number using N093 but could not complete both actions on the same RPA. 
Solution:  Need to complete 2 RPAs, N093, Change in Position Title, and N099, Change in Position Number (CPCN).
Update:  This ticket should be corrected in Patch 53.15, scheduled for release to the field on 15 August 2004.


	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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PREVENT DUPLICATE PROBLEM REPORTS

While a Clearinghouse POC can ensure a Clearinghouse problem doesn’t already exist once a ticket has been submitted, you can ensure you are not submitting a duplicate problem by reviewing current problems at the Clearinghouse website under Build Reports.  With this new Web page, you can build your own report to focus entirely on one issue.  


For example, you want to create a report regarding a DCPDS correction issue.  Using the Build Report tab, you can build a report by querying the Clearinghouse database on all tickets that are Open and deal with DCPDS and Corrections.  This will narrow the search and the list.  


Note:  Remember to select NAF under Appropriation.
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This query resulted in 12 correction-related tickets being researched by the Clearinghouse.  If none of the existing “Problem Desc” fit your correction issue, you should report the problem.  However, if you find the problem already exists, simply track the status via that Clearinghouse problem report number.
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Building a NAF Position’s Organization Address (POA)


A POA is required to identify each activity/cost center located at your installation.  The POA, just as its name suggests, represents the Position’s Organization Address.  Under Secure View, you will only be allowed to view or make changes to employees/positions that are located within POAs for which you are granted access privileges, namely, those assigned at your installations or installations that are serviced by your HRO.


The POA consists of four items that will identify where in the Position Hierarchy the position is located.  


Example POA: NAFLJ0JFB8051A6

NAF- Identifies that this is a NAF record


LJ0JFB80- PAS Code identifies that this position belongs to Laughlin AFB.


51- This particular Position ID code identifies this position as being located in MORALE WELFARE RECREATION FUND 


A6- This particular Activity/Cost Center code identifies this position as being located in the NAF AO.


If for some reason, your position becomes separated from the POA, you will not be able to view the position, or the employee assigned to that position.  POAs are used to restrict access to employee’s records, allowing access only to those Personnelists/HR Directors with the need to view those records.  This is why records from Patrick AFB are not visible to Eglin AFB, and so on.  


In the rare instance that a position is built without a POA, or the POA drops for some reason, you will have to contact HQ AFSVA/SVXH for assistance.  Under Global View, we will be able to correct your position, adding or correcting the POA as needed.


How to Build a POA….


NOTE:  You must be logged in as Manager (MGR) in order to build or make changes to a POA.


1.  Navigation Path- Work Structures>Organization>Custom


2.  Date Track- The POA will not be available for use prior to the date it is built.  In most cases, you will be required to Date Track to an earlier date prior to building your POA.  If so, this must be done prior the input of any information.  Once saved, you cannot change the date at any time.

3.  Name- Enter the unique name to identify the POA.  See information above for information on naming your POA.
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4.  Location- Enter your location code here. [image: image2.png]Oracle Applications - YOSEMITE_SQT11
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By entering the Location Code, the system will auto populate the field Location Address as shown below.
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5.  Save.


After saving you will notice that the Organization Classifications area populates with Position's Organization.
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6.  Click on Position's Organization Address.  Doing so will cause HR Organization to appear.


7.  Click HR Organization, and then click the Others button.


8.  Select US Federal Org Report Info from the LOV.
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9.  Click in Details of US Federal Org Report Info to open up the DDF for update.
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10.  Input information into Org Info Line 1, and Org Info Line 2.



Org Info Line 1- Literal of the Position ID



Ex: If located in 51, type MORALE WELFARE RECREATION FUND.



      If located in 70, type LODGING


NO ABBREVIATIONS. This information must be input exactly as it appears within your LOV for Employing NAFI in the Position Build.


Org Info Line 2- Literal of the Activity/Cost Center



Ex: If located in W3, type BAR.  


NO ABBREVIATIONS. This information must be input exactly how it is   


        spelled out in AFMAN 34-214, and should mirror what is input for Activity in the Position Build.
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11.  Press OK, OK, then Yes to Save Changes.


This will return you to the Organization screen.


12.   Click on Type.  Select Psns @ Bse/Site/Wng/Instl/Act from LOV
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13.  Save.


14.  Reset your date tracking and close out.  You are ready to use this POA.



_1153720083.doc
[image: image1.png][SIUETE S ASLE A b e
Fle EGi_Opions View Oertaion Heda Hep
AF-FM]_230604[1] Page: Tof6

NAFI NOTIFICATION OF PERSONNEL ACTION
(Employes - see general information on reverse.

RS oo Fie e
FIRSTCAT, TUFFY G. it 1966 DEC 20
B T (e
T — b e
R R S (e o B e,
T B e .
| Comeer
i P e | ez
FEcheRToAD
o p—
saomizsrr
v wows |1
7 COTEANE AT TOCKTEN OF EWFLGI FAFT 6 CRTEGORTOF AT ©f
T R e e e 2
e e B
1 SKILLS DEVELOPMENT CENTER faweLrinc ) [ -
e AT o T
T TET B [ |
MCO0E—44856 [Frs0PH
p— w-ars |
SGRALE WELPARE RECREATCN PN s remsmose
s SRR
FCOTEATTINY | 1YQUTH CENTER PROGRAMS +
5 TUTVETATON MCCHORD AF BASE / PIERCE / WASHINGTON % [OCKTONCOTE 53_1225-053
Py
o
cramen e
i

Mstart]|| (1 @ || Edntpsiispanowaip. | &0racle pplication..| & Oracle Application.. | ElDacument! -Micr..|[FINAF Form 2545... | %<5 8:28aM







Block 16, Annual Salary or Hourly Rate, shows a correct first shift and a second shift even though the employee is not paid shift differential.
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People/Enter and Maintain/Assignment/Entries/Shift Differential NAF
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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).
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