ACCESSSION/CONFIRMATION OF ARRIVAL WEBCAST

The purpose of this WebCast is to go step by step in the confirmation of arrival and accession process.  The areas covered; errors you may encounter, E23 step by step process including Date of Birth, Duty Status, Enlisted Status on Officers, Service Dates and PTI Transaction.

Prerequisite to viewing the WebCast:

1. Please ensure your monitor resolution is set to 1024 x 768

2. For Internet Explorer, press the F11 key for maximum viewable setting.

Each training module is accessible in the Lesson Menu, located on the on the left side of the screen, mid page.  To enter a training module, simply click on the module name.  Each training module is comprised of interactive screen captures of the actual MILPDS program.  Each module has a step by step process listed below.   

Confirm Arrival  

1.  In the Lessons Menu, select “Confirm Arrival”.

2.  Click on “Relocations and Employments”.

3.  Click the OPEN button, you will see the “Projected Gain Duty Information”.  (highlighted in blue)

4.  Click on OPEN, you will receive the “Statistics sent” form, click the OK button. This is a system generated edit for the first time you go into the confirm arrival area and open MILPDS; no action is required on your part.  

5.  You should have the “Projected Gain Duty Information” form displayed with blank fields.  

6.  We will be using the standard system query feature, versus using F7 and F8. 

7.  Click on Query (located on the toolbar), scroll to Enter, click on Enter

8.  Click in the SSAN box and type the SSAN of 222-22-2222 in the SSAN box.

9.  Click on Query (located on the toolbar), scroll to Run and click on it.

10. You will see the reject appear in the bottom left hand corner of the main window (for Internet Explorer, press the F11 key for maximum viewable setting) that reads “Query caused no record to be retrieved – Re-enter.”  There are couple of reasons why you get this reject both of which must be referred to the Tiger Team via accession/confirmation of arrival spreadsheet sent out 10 Apr 02.  If you can go to the duty information screen and pull the member up and they are in Record Status 61/62/63/64 with an assignment to your base then the security override needs to be reset so that only the losing and gaining MPF has access to the record.  This feature is automatically set when the assignment is loaded, but it may be deleted or have a problem if the RNLTD or position info changes on the individual.  If you can find them in duty info as Record Status 61/62/63/64 to your base, but not in “Projected Gain Duty Info” screen. If you can’t pull a member in to the duty information screen, then the member will need to have an assignment loaded to your base. Identify the problem to pass to the appropriate OPR for an assignment to be loaded. These should be turned in approximately 3 weeks with the member projected to you.  

As a reminder, the batch update for confirmation of arrival will gain a member no matter what base they are projected to, so be very careful and ensure that the member has an actual assignment loaded to your location in MILPDS.  

If the CSS confirms the arrival, they must input a PTI 231 prior to a PTI 201 update.  This will prevent numerous rejects from occurring as evidenced later in the training module.

11. Click on Query (located on the toolbar), scroll to Enter, click on Enter

12. Click in the SSAN box and type the SSAN of 111-11-1111 in the SSAN box.

13. Click on Query (located on the toolbar), scroll to Run and click on it.

14.  The screen should populate with Lt. Jones info. As you notice the position number is blank.  15.  You must assign a position first, click in the position field.

16. Click on LOV, you will enter a reduction for long list box

17.  Type in the % sign, this will pick up manpower and pseudo positions.

18.  Click on OK, we have the position Number already highlighted for you, click on the OK button.  The position field is now populated.

19. Click on the yellow disk in the toolbar to save the transaction.  In the bottom left hand corner of the main form, you will see “transaction complete: 1 record applied and saved”.

20. Click on Confirm Arrival button.

21. Click in the “Details” field of the Extra Assignment Information window.

22. Type in “A” in the Functional Category.

Note - The Functional Category Codes you will change to are “L or A” for pipeline or permanent party.  When you receive a member from BMT or TTG and they are Functional Category Code “Q” change the Functional Category Code to what it is supposed to be.  You may receive a reject that says, “Only AFPC can change Functional Category Code “Q”.  “This because when the assignment is loaded the projected Functional Category Code isn’t being updated.  If you receive this reject then leave the Functional Category Code as “Q” and confirm arrival.  Once that is done use the batch update for Functional Category Code to correct it to what it should be.  If the Functional Category Code batch update rejects then forward the date via spreadsheet to the Tiger Team.

The next field, PCA Effective Date, is a new field that went out in PDS release 1.2.8 in May.  This field will be used when there is an assignment loaded from AFPC or PCA action that generated an assignment that changed the Record Status to 62, and the MPF ID isn’t changing but the MAJCOM does, just update the effective date of PCA (Must equal RNLTD currently) DO NOT change the DAS/DDLDS when you use this field.  

23.  Tab to Date Arrived Station, input 30-Apr-02.

24.  Tab to Date Departed Last Duty Stn, input 18 Apr 02. 

24.  Use the Tab button which takes you to number of days TDY.  Remember if you are OS then the DEROS, DEROS reason, DDC and tour length must be updated.  Place 0 in the TDY enroute field.

25.  Tab to the Gain Source Document code and type in “AV”.

26.  Tab to Gain Source document date and type in “126”.

27.  Click on the OK button, this will take you back to assignment details box.

28.  Click on “Yellow disk” to save transaction.  You will receive “transaction complete 1 record applied and saved.”
29.  Click on the OK button.  You will receive the error that says, “First 3 position numbers of the CAFSC must match the first 3 positions of the PAFSC”.  As you can see in the red circle, the members PAFSC is 9T000 and CAFSC is 2T231.  Simply go to the enlisted AFSC screen and update the PAFSC to equal the CAFSC.  These records should be less in numbers for the errors but was caused by TTG assignment not being loaded with the shipping AFSC.  You can correct these errors.  

30.  Click on the OK button, this will take you to the Enlisted AFSC screen where you will see the description on the bottom half reads “Basic Enlisted Airman”.

31.  Click in the AFSC field and type “2T231”.

32.  Click in the description box and it changes to “Air Trans Apprentice”.  You have now updated the PAFSC.  Don’t forget to update the PAFSC award date during your normal updates and then click on the yellow disk.

33.  For this purpose, we will go to the next screen by clicking on the “X” in the top right corner of the awarded AFSC form.

34.  You should now be at the reject “Only AFPC can change Functional Category Code from “Q”.  Gain the member with the Functional Category Code as “Q” then use the batch update for Functional Category Code and change to appropriate Functional Category Code.  If the batch update doesn’t correct the Functional Category Code then forward to afpc.dpsfm@randolph.af.mil for correction via accession spreadsheet.  

35.  Click the OK button to continue.

36.  The next reject is “Shipping AFSC associated with the assignment is invalid or unknown you must contact the assignments OPR for resolution.”  Part of this reject is wrong as it says you must contact AFPC for resolution “Not necessarily true,” in fact the reason this comes out is the position number on the left hand side is blank.  That is why it is very important to update a position number when you confirm arrival.  You may have some that take without a position number updated, but it will cause problems in the duty information area for you.  

37.  Click the OK button to continue.

38.  The next error is “This position doesn’t exist at all or is not completely within the assignments date range.”  If you notice the position number on the left-hand side, it becomes effective 1 Dec 01.  The DAS on this member is 18 Oct 01, so you are gaining a member to a position number that didn’t exist on that day.  You must change the position number to one that existed during that time frame or build a pseudo position that was effective that date.  

One other reject you may receive is that “Member hasn’t departed BMTs”.  These rejects must be forwarded to the Tiger Team via the accession/confirmation of arrival spreadsheet.  

39.  The next screen is the position information screen where you will query to find out when the position was created.

41. Click on the OK button and it will take you to the navigator bar with position information highlighted in blue.

42.  Click on the Open button and you will see the position information field.  To query the position number press F7, click in the name field and type in the position number you are looking for, and then press F8 to query the position.  

FOR PURPOSE OF THIS WEBCAST Training

43.  Click on the “X” in the top right corner of the Position form.  This will populate the screen with the effective start date and location of the position.  This will provide you the job (DAFSC), effective start date and PAS code for that position number.  If you see a date in the TO box then that position number is going away and you can’t use it to confirm arrival on the member.  

44.  Click on the “X” in the top right corner of the position form and you will be returned to the “Accessions Training” main page.

NOTE - Most Record Status that you consider as a projected gain are 61/62/63 or 64.  You will also have Record Status 10 in the confirm arrival area because the DS is 11 “assigned but not joined.” This is caused by Component transfer or push from AFRS and the EAD is in the past.  You must still confirm arrival on these members in the projected gain duty information screen.  If the record is pushed prior to EAD date then the Record Status will be 61 as “Projected Accession.”

Date of Birth

1.  In the Lessons Menu, select “Date of Birth”. As you can see this falls under the customer service responsibilities in MILPDS but will be checked for accessions by DPMAE.

2.  You should have customer service highlighted in blue, click on the “Open” button.

3. Click on Query (located on the toolbar), scroll to Enter, click on Enter

4. Click in the SSAN box and type the SSAN of 111-11-1111.

5. Click on Query (located on the toolbar), scroll to Run and click on it.

The screen is now populated.  We are simply verifying the DOB to ensure that the member is between the ages of 18 and 64 in order for the E23 to process to DFAS.  If the DOB is wrong, update the (DOB) field and then click on the yellow disk to save.  

6.  Since this date is correct we will simply click on the “X” button on the personnel information form and we will be returned to the “Accessions Training” main page.

Duty Status

1.  In the Lessons Menu, select “Duty Status”.

2.  Duty Status is already highlighted in blue for you.  Click the “Open” button. 

3.  Click on Query (located on the toolbar), scroll to Enter, click on Enter

4.  In the People Folder form, scroll to the National Identifier box.

5.  Click in the National Identifier box and type the SSAN of 111-11-1111.

6.  Click on Query (located on the toolbar), scroll to Run and click on it.

7.  Click on Duty Status button after name populates.  You will see that this member is PFD with effective date of 30-Apr-0002.  This is because in the Duty Status form you must type in the full four year code (e.g. 2002).  If you do not, it will populate with 0002.  If you need to change the DS then click on the green plus sign and input the correct DS, save the transaction by clicking on the yellow disk. 

8.  Click on the “X” on the Duty Status form and you will be returned to the “Accessions Training” main page.

Enlisted Status on Officers

1.  In the Lessons Menu, select “Enlisted Status on Officers.”  This is the key to updating the O1E pay for prior enlisted officer status.  This must be updated prior to completing the E23 in order for the member to receive the correct pay.  They must have at least 4 years 1 day of Active Enlisted Service. This is governed by AFI 36-2604. 

2.  From the Navigator bar you will see the Officer Grade Information highlighted in blue, click on the “Open” button.

3.  Click on Query (located on the toolbar), scroll to Enter, click on Enter

4.  Click in the SSAN box and type the SSAN of 111-11-1111.

5.  Click on Query (located on the toolbar), scroll to Run and click on it.  

6.  After the name populates with Jones, click on the “Grade Info” button.

7.  Click in the “Details” box.  The 3rd field from the bottom is the Flag 04E field.  You will update “Y” or “N” which ever is correct.

8.  Type “N” for no.

9.  Click OK.  

10.  Click Yellow disk to save and you will receive “transaction complete 1 record applied and saved”.

11. Click on the “OK” button and you will be returned to the “Accessions Training” main page.

Service Dates

1.  In the Lessons Menu, select “Service Dates.”

2.  The service dates is highlighted in blue, click on the “Open” button.

3.  Click on Query (located on the toolbar), scroll to Enter, click on Enter

4.  In the People Folder form, scroll to the National Identifier box.

5.  Click in the National Identifier box and type the SSAN of 111-11-1111.

6.  Click on Query (located on the toolbar), scroll to Run and click on it.  The field is now populated with “Jones” info.

7.  Click on “Service Dates” button.

8.  You will click on Service dates and then in the details box.  You will be at the Extra Person Information Screen.  Remember AFI 36-2604 is governing document on how to compute service dates. Some of the areas that you must pay particular attention to are that an “Officer” will only have an EAD.  Remember the DOS for Officers is normally Indefinite that is identified by 08-Aug-3888 and the DOS Reason must be “88”.  This is a common problem area for rejected E23’s.  The EAD will be the date for this period of service from the DD Form 4 or EAD orders.  If you use the previous EAD date it will reject at DFAS because it mismatches against DFAS history file.  The TAFMSD and Pay Date will be calculated off the prior service of the member from DD Form 214’s, NGB 22, or PCARS forms. The member must also fill out a DD Form 220 and AF Form 1299, which are sent to HQ AFPC/DPPAOR.  Once you calculate the dates you will update the appropriate fields with the correct dates.  

Concerning the DIEUS date, pull the scroll bar down until you see the AF SVC DATE CNTL MARK.  If you need to make any changes to the service dates as long as the mark is not a “V” then you can make the changes as needed.  After you update the service date area then you need to send an E25 to DFAS to make the changes on the MMPA.  If the E23 was done within 120 days then you can process the E25.  If it is more than 120 days then you will have to contact DFAS to make the change.  If it is a “V” then it can only be changed by AFPC/DPPAOR.  The DIEUS date is supposed to be pulled over from MEPS, but if it is incorrect or blank then you can update to the correct date.  This must be the only field that you update for that transaction to take.  If it rejects saying you can’t update the DIEUS simply delete it, Save, and then go back in and update to the correct date. 

9.  After you update the service dates click “OK.”

10.  Click Yellow disk to save and you will receive transaction complete 1 record applied and saved. 

10.  Click on the “OK” button and you will be returned to the “Accessions Training” main page.

PTI Transaction

1.  In the Lessons Menu, select “PTI Transaction.”

2.  DFAS Transaction PTI Transaction is highlighted in blue. Click “Open,” you will be on the submit request form.

3.  Click in the “Name” field.

4.  Click on “LOV” we have highlighted E23 JUMPS report transaction for you. 

5.  Click “OK”, you should now see the Parameters box with SSAN as the first field.  We ran a check on the E23’s processed in April 02 that rejected for the current country state individual, it totaled over 320.  This was caused by the numeric state code being updated versus US for CONUS locations.  Some other common rejects for E23’s are in the prior service mil dept.  Use the LOV if the member had prior service to select the appropriate dept.  The DOS from Previous Enlistment or DOS LAST AD OFF STAT must be updated if you put a code in the PRIOR SERVICE MILITARY DEPT.  

6.  Click in SSAN type in 111-11-1111. 

7.  Tab to the Country State Code, type “US”.

8.  Tab to DOS from Previous Enlistment, type 01-Jun-2001.

9.  Tab to PRIOR SERVICE MILITARY DEPT, type “A.”

10.  The DOS LAST AD OFF STAT, type in 15-Dec-2001.  The member may be in a case where they were enlisted, then came on as AD Officer and separated. So you may have dates in all of the areas.

11.   In the SOURCE DOCUMENT CODE type “CL” in for our training session, but you can select from the LOV for your day to day transactions in MilPDS.

12.  Click on “OK,” this will populate the details area of the parameters field.

13.  Click on the Submit button you will be returned to the “Accessions Training” main page.

End of WebCast Training:
Please fill out the Survey

