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Virtual Out-Processing (vOP) Users Guide

Introduction

This user guide was developed to assist you in the implementation of the virtual out-processing
system. The images displayed in this guide are an exact replica of those posted on the vOP
training web site. Some pages within this guide contain text boxes that provide additional

information pertaining to the image displayed. It is recommended that you print a copy and have
it available for later reference when working in the vOP system.
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Accessing Virtual Qut-Processing (vOP)

Site Index
Officer
Enlisted
AF Retention
Civilian
Retiree
Employment
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In order to access the virtual Out-Processing
System (vOP) you must click on the vMPF banner
to access the applications through AFPC secure.
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Air Force Personnel Center * Randolph AFB, Texas

To learn more about the vMPF |, go to the Knowledge Management website.

AFPC Secure is now PKI enabled for use of DoD PKI certificates. Clicking the wrong buttons can
cause you to have an error. To read more on this and avoid the error, click here.

CLICK HERE for the

v [TiPH ¥

iastart”J m e I“_;;! @ |J (N Inbo: - Microsoft ... | @AF Personnel Cent...l @R alone Player: Tr..‘l @VOP users guide - ...“@Log on to the ¥M... |®5@§Q'&£ 916 AM

Before logging into AFPC secure you have the option to access a
virtual Out-Processing briefing. This briefing will provide a Macro
view of the vOP system.
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/3 AFPC Secure - Web Login - Microsoft Internet Explorer provided by AFPC _ = =l

|J File Edit View Favorites Tools  Help H 4= ”JAddress“Linl@ ”ﬁ

-

Air Force Personnel Center's
Secure Web Sites

Login

AFPCSecure is now DoD FKI Enabled. Click below for information on aceessing AFPCSecure using your CAC and/or
DoD PKI Certificate.

CAC and DoD PKI Information

If you already have a User Id and Password, please enter them to the right. NOTICE: Itis essential for

Military members to know their Pay Date and Date of Rank, and for Civil Servants to know their Service Taer ID- l\/lg|3204— Fioset
Computation Date (SCD) for Leave to support access of authorized individuals to this weh site. Check your
LES for Pay Date and SCD Leave Date. To create a User-Id and Password to access our secure wehs, " -
please click on the appropriate button helow. INOTE: If you have not used your account in the last four Password.l lMI _
months (120 days), you will need to recreate it.

OFFICIAL U.5. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY

This site is intended for the use of the AirForce 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

This is a Department of Defense computer system. This computer system, including all related equipment, networks, and netwotk devices (specifically inclufing Internet access) are
provided onby for authorized T3, Government use. DoD) computer systems may be monitored for all lawful purposes, including to ensure that their use is apthorized, for management of
the system, to facilitate protection against unauthorized access, and to verify security procedures, survivahility, and operational security. Monitoring inchides active attacks by
authotized DoD entities to test of verifyy the secutity of this system. Duting monitoring, information may be examined, recorded, copied, and used for authprized purposes. All
information, including personal information, placed of sent over this system may be monitored. Use of this DoD computer system, authotized of unauthoyfized, constitutes consent to
monitoring of this system. Unauthorized use may subject you to criminal prosecution. Evidence of unauthorized use collected during monitoring may befused for administrative, criminal,
ot other adverse action. Use of this system constitutes consent to monitoring for these purposes

Flease click on the appropriate button to create/re-create an account:

Military | Civilian Other
|&] bone lilgle Inkernet
iﬂstart”J m @ Ig @ |J HB) Inbox - M\crns...l @AF Personnel ... I @RealOne Pl E...I @vOP USErs qui. .. | @Lng ontathe ... ||@AFPE Sefure ... ‘@5@EQE£ 10:20 AM

This is the log on screen for AFPC secure you simply type in your
User Id and password. If you don’t have an account you select one of
the three options identified at the bottom of the screen to create an
account. For contractor and NAF employees requiring access base
administrators need to refer to the Implementation Plan for further
guidance.
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Civilian_Electronic_OFF

This application allows current Air Force Employees access to their electronic OFF.
(PARISVIEW software must be installed prior to using this application. You will find this
software and instructions at https:/fwww.afpc.randolph.af mil’'eopfieopf setup.htm.}

EBIS |

The Employee Benefits Information System (EBIS) gives civilian employees, serviced by the
Directorate of Civilian Personnel Operations (H{)} AFPC/DPC) at Randolph, the ability to check
or update their various benefits online.

EMDS |

To allow all Air Force Civilian Employees the capability to update their INotification of
Emergency Data for Next of Kin.

Employment

This option hles current per t Air Force employees the ahility to self-nominate (apply)
for job vacancy announcements, view, update or print a resume (only if submitted through the AF
Resume Writer).

MilPds_Dhb_Status |

This site allows you to view availability of the MilPds Production databases, including normal
weekly backup times and unscheduled outages or degradation.

OCPR |

The Online Career Program Registration (OCPR) application gives gualified civilian employees
the ahility to register in Career Programs.

‘ Pascodes |

provide current PAS code information to worldwide Air Force users

PERSTEMPO

Personnel TEMPO (PERSTEMPO) is a guality-of-life measurement that measures the amount
of time an individual spends away from his or her home station. Within this system you can
display PERSTEMPO data by groupings (MAJCOMs, Bases, Units, Weapon Systems, and Air
Force Specialty Codes-AFSCs) or by individual.

whMPF

The vIVIFF is the Virtual Military Personnel Flight suite of applications that gives you the ahility
to conduct some of your personnel busi online. Examples of applications available now
include Application for Humanitarian Reassignment, Duty History Inquiry, Overseas Returnee

Counseling, and Reenlistment Eligibility Inquiry.

=
)

‘ Virtual In/Out Processing

ehBasedTesting |

‘ Take tests to complete weh hased training modules.

e alile ~f i

This screen displays all the applications available to you based on
your user profile. If you are a military member you will select the
VMPF button, if you are a civilian you will click on the vOP button to
access the out-processing system.

—_—
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MNavigation Help
T35 Clyde TJones . FAQ
The following areas of the * Glossary
wMPF are available to e Known Problems
you: s Feedback

Individual Actions

System Announcements

Mo anhouncerments are
available at this time

OP Actions

vMPF Introduction

Wklcome to the Yirtual Military Personnel Flight (WMPF). From this page you
canyccess any of the various online personnel applications applicable to you,
The Iigks on this page will allow navigation to the application of your choosing.

We urge\you to use the secure log off whenever you are finished with the viWPF.
Just click\the button in the upper right hand corner of any page and you'll be set,
Thanks.

Once you have logged in through AFPC secure and have
accessed the vVMPF/vOP option, you will have the following two
areas available to you. NOTE: The “Individual Actions” area
is available to military members only. In order to access the vOP
system you will need to click on “OP Actions”. The upper right
corner of the page has some Help options that can assist you
within the vMPF, such as FAQ, Glossary, Known Problems and
Feedback. System announcements are also displayed on this

page.
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o return to the tutorial

?UMP Out Q’rocem'ng main rrllerll‘u at zny
: ime, click on the \ -
ﬂction&' Secure Log Out button. LOQ o

WVMPF Home - Out Processing Home - Feedback - Help

Available Actions Outprocessing

System Administration Hub

DYESS Base Admin

YWelcome TSG CLYDE JONES

Your access privileges are listed on the column on the left. Please select the role you wish to assurme.

Click on DYES
Base Admin.

o

VYMPF Home - Out Processing Home - Feedback - Help Back to Top

This screen displays the System Administrator actions available to
you. The actions available to TSG Jones are “Dyess Base Admin”, to
access these actions you would click on “Dyess Base Admin”.
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o return to the tutorial

Qut (Prgcemng main menu at any % Sccure
v 5 ime, click on the Log. Out
ﬂCthﬂS Secure Log Out button. Uy
DYESS Base Admin Outprocessing

Introduction
Active Merbers
Member Search
Units

Task Organizations

Contact Information

Click on DYESS
dministrtaor.

DYEESS Administratorg

Introduction

YWelcorme TSG CLYDE JOMNES  tothe outprocessing system, you are currently logged on as: DYESS
Base Administrator.

fou have the ability to perform the following actions:

Add and delete Members to the system

Wiew and update member status

Yiew and update archived member status

Add and delete Base Units from the Out Processing system

Add and delete Unit Administrators

Add and delete Base Level Tasking Organizations from the Out Processing system
Add and delete Task Managers

Maintain your contact information

VYMPF Home - Out Proc

Print This Page

essing Home - Feedback - Help Back to Top

The Introduction page displays the actions available to the Base
Administrator TSG Clyde Jones. These actions are displayed on the
left hand side of the screen. To view a list of Dyess Base

Administrators you would select the option “Dyess Administrators”.

10
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o return to the tutorial A
= MPE:
v Actions

main menu at any

ime, click on the 'LSECEI)I'E

Secure Log Out button. 0g,0ut,
VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin Outprocessing

Introduction DYESS Base Admins
’Additions or deletions of Base Administrators
al

Active Members . o o
re accomplished by submitting an email to the

Global System Administrator. Click on Units.

Mermber Search

e Current list of DYESS Base Admins You cannot edit this list, it is read only. It contains your name and
~hiis any other DYESS Base Admins with the same privileges as you.

Task Organizafjons
Organization Hame
DYESS Adminfstratars

DYESS TSG CLYDE JONES Base Admin
Contact Informgtion
Frint This Page
WMPF Home : (ut Processing Home - Feedback - Help Back to Top

The image displays TSG Clyde Jones as the Base Admin for Dyess, the
base administrator is responsible for establishing the vOP structure for
their base, assign unit and task organization system administrators,
provide training to the units and task organizations. Training
courseware is available on the vOP web site for your use.

Personnel assigned to the Outbound and Retirement/Separation
sections should be assigned as base administrators in order to have the
capability to add members into the vOP system.

To add a unit to the vOP system you would select “Units” from the
list of actions available.

11



Virtual Out-Processing (vOP) Users Guide

Adding a Unit

|[#-=» -0 dQ= 3 EB-IE-EH

0 return to the tutorial
Pr em' main menu at any
?v Out de ng ime, click on the # Secure
Actions Secure Log Out button. Log Out
DYESS Base Admin Qutprocessing

Introduction Base Units

Active Members

hilemibeRsearciy These are the organizations that you have administrative contral over. You may add, delete, or edit

Uil organizations fram your organization list using the links below,
nits

You may select an organization to view, assign and delete administrators.

Task Organizations

DYESS Adrministrators Organization

Contact Inforration There are no organizations created

To add a unit to the vOPsystem you Add Base Unit
would simply click on Add Base Unit.

Frint This Page

VMPF Home - Out Processing Home - Feedback - Help Back to Top

The image displays there are no organizations created, so to add a
unit you would click on Add Base Unit.

12
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0 return to the tutorial

Pr em' main menu at any
?v Out He ng ime, click on the # Secure
Actions Secure Log Out button. Log Out
DYESS Base Admin Outprocessing

Introduction Add Base Unit

Active Members

Member Search
Base Unit

Units
I?th Transportation SQ

Task Organizations =
[Type in the name of the Add
DYESS Administratars base unit and click on Add.
Lancel
Contact Infarmation A

VMPF Home - Out Processing Home - Feedback - Help Back to Top

To add a unit to the vOP system type the name of the unit in the Base
Unit field and click the add button.

13
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4 'Out Processing
?DM P Actions

0 return to the tutorial

main menu at any
ime, click on the ’LSOCICJ)I’E
Secure Log Out hutton. L

YMPF Home : Out Processing Home - Feedback - Help

DYESS Base Admin QOutprocessing

Introduction
Active bembers

Member Search

Base Units

These are the organizations that you have administrative control over. You may add, delete, or edit

organizations from your organization list using the links below.

Units

You may select an arganization to view, assign and delete administrators.

Task Organizations

Delete  Edit

DYESS Administrators Organization

Contact Information 7TH TRANSPORTATION 53

[The 7th Transportation Sq has been added
to the list of organizations. Dyess AFB Base
Admin has control over these units. Click on
TTH TRANSPORTATION SQ.

Add Base Unit

Print This Page

VMPF Home - Out Processing Home - Feedback - Help Back to Top

the diagram on page 28.

To add other units you would simply follow the same process until all of
your Units have been loaded into the vOP system. Note: If at any time
you need to make a change to the name of the unit you will use the Edit
feature, if you need to delete a unit, use the Delete option.

Note: Deleting a unit/task organization from the vOP system will
require some specific steps. You must delete from the lowest level first
and work your way up to the unit/task organization level. In other words
if they are task organizations built within a unit and tasks associated to
those task organizations then those need to be removed first. Please view

14
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Assigning a Unit Administrator

|¢-> 0B d Qa3 D SE- -2 EEE

y 0 return to the tutorial

Out Processing  [main menu at any ¥ Secure

v t. ime, click on the b L.og Out:
ﬁ.C 101§ Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin Qutprocessing

Introduction Add Unit Admin

Aciivelletibers Privacy Act Statement
Member Search Authority: 10 U.5.C.; 8013, SECAF
Purpose: To provide a means of positive identification for the purpose of processing applications or
Units retrieving data
Routine Uses: None (no one outside DoD has access)
Task Organizations Disclosure: “oluntary. Failure to provide the requested inforrnation may result in a delay or termination of
your reguest

DYESS Adrministrators
Contact Infarmation Enter the SSAN of the Unit Admin you would like to assaciate with this unit

7TH TRANSPORTATION SQ Unit Admin

SSAN/UserlD Role

11111 Enter SSAN of individual and || unit Admin
click on Add Unit Admin.

Add Unit Admin

Cancel

YMPF Home - Out Processing Home - Feedback - Help Back to Top

For each unit you load into vOP you must assign a unit administrator
that will be responsible for managing the vOP system for unit
specific task. To add an administrator to 7 Transportation Sq you
would click on Add Unit Administrator.

15
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0 return to the tutorial
Out Pri ESYE. main menu at any
gv t 0c ng ime, click on the # Secure
Actions Secure Log Out button. Log Out

DYESS Base Admin Qutprocessing

Introduction 7TH TRANSPORTATION 5Q Unit Administrators

Active Members You may add, edit or delete Unit Administrators to these organizations. Administrators will have the ability
to create sub organizations within their unit and assign task managers to these units.

Member Search

Units Name Email Phone Delete  Edit

Task Organizations LMK JOHN DOE JOHN. DOEG G AR MIL T11-1111 Delete  Edit

DYESS Administrators

Contact |nfarmation Add Unit Administrator

Return

The name of the 7th
Transportation Sq administrator]| s pocuMENT CONTAINS INFORMATION WHICH MUST BE PROTECTED
is displayed. This individual has 1AW AFI 33-332 AHD DOD REGULATION 5400.11.

the capablllty to create sub PRIVACY ACT OF 1974, AS AMENDED, APPLIES.
organizations within their unit.
Click on Delete to continue.

Erint This Page

YMPF Home - Out Processing Home - Feedback - Help Back to Top

16
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0 return to the tutorial
main menu at any
ime, click on the
Secure Log Out button.

¥ Secure
LLog Out;

Out Processing
v Actions

Introduction 7TH TRANSPORTATION 5Q Unit Administrators

Active Members e T U e USSR UT TNEAE U
ta MlcrusnftlnternetEHpIorer x|

Member Search
@ ¥ou are shout to delete this Unit Administrator. This cannot be undone. Continus?

Delete  Edit

Units

LEEII Delete Edit

Task Organizations

DYESS Administrators

Contact |nfarmation Add Unit Administrator

Return

The name of the 7th
Transportation Sq administrator]| s pocuMENT CONTAINS INFORMATION WHICH MUST BE PROTECTED
is displayed. This individual has 1AW AFI 33-332 AHD DOD REGULATION 5400.11.

the capablllty to create sub PRIVACY ACT OF 1974, AS AMENDED, APPLIES.
organizations within their unit.
Click on Delete to continue.

Erint This Page

YMPF Home - Out Processing Home - Feedback - Help Back to Top

basic information.

As the base administrator for Dyess you have the capability to delete
unit administrators when a change is required, and you can edit some

17
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0 return to the tutorial

r main menu at any
vMP Out q’f’OCﬁSﬂﬂg ime, click on the
; Actions Secure Log Out button.

¥ Secure
LLog Out;

VMPF Home - Out Processing Home - Feedback - Help

Qutprocessing

DYESS Base Admin

Introduction 7TH TRANSPORTATION 5Q Unit Administrators

Active Members
to create sub organizations within their unit and assign task managers to these units.
Member Search

Email Phone

Name

Units

Task Organizations There are no Unit Administrators

You may add, edit or delete Unit Administrators to these organizations. Administrators will have the ability

DYESS Administrators Click the Secure Log

Qut button at the top
of the screen to
continue.

Contact |nfarmation Add Unit Administrator

Return

THIS DOCUMENT COHTAINS INFORMATIOH WHICH MUST BE PROTECTED
1AW AFI 33-332 AND DOD REGULATION 5400.11.
PRIVACY ACT OF 1974, AS AMEHDED, APPLIES.

Erint This Page

YMPF Home - Out Processing Home - Feedback - Help Back to Top

-

unit administrator for the 7" Transportation Sq.

This completes the portion on adding a unit into vOP and assigning a

18
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Adding a TASK ORGANIZATION

|¢#-» R d|0uy B 38 _
? Out (I)?'OCEJJ‘fﬂg 0 return to the tutorial
UMP Actions

main menu at any ¥ Secure
ime, click on the LLog Qut
VMPF Home - Out Processing Home - Feedback - Help

Secure Log Out button.
DYESS Base Admin Qutprocessing

Intraduction Task Organizations

Active bMembers

lilemibelsealch These are the organizations that you have administrative contral over. You may add, delete, or edit

organizations frarm your organization list using the links below

Units
— You may select an organization to view, assign and delete administrators.
I Task Oraa izations I
A
DYESS Administrators Organization Delete
Contact Infgrmation There are no organizations created

IAs thel Base Administrator you also can add, .
deleteland edit Task Organizations. Click on £Add Task Organization
Add Task Organization.

Print This Page

VMPF Hom2 - Out Processing Home - Feedback - Help Back to Top

The process to add a task organization is exactly the same as we did
with the unit portion. The base administrator has already clicked on
the Task Organization on the left hand side of the screen. Currently
there are no Organizations created. Note: task organizations are
those organizations that all members assigned to the base need to out-
process through, ie Finance, TMO, Hospital etc.

19
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o return to the tutorial

main menu at any ¥ Secure
ime, click on the LOg Qut

Secure Log Qut button.

Out Processing
?UMP Actions

VYMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin Outprocessing

Introduction Add Task Organization

Active Mernbers

Member Search

Task Organization Building
Units
JNCO Clut [iz3
Task Organizat —
B — ”Type the name of the organization "
OVYESS Administrators |@0d building number. Click on Add. =
Cancel

Contact Information

VYMPF Home - Qut Processing Home - Feedback - Help Back to Top

This image displays the task organization to be added is the NCO
Club, building number 123.

20
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Adding a Task Organization Manager
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o return to the tutorial

= MPE: g
* ime, click on e .
ﬂCﬂOﬂS Secure Log Out button. Log,Out

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin Outprocessing

Introduction Task Organizations

Active Merbers

letiherseatet These are the organizations that you have administrative contral over. You may add, delete, or edit

Ul organizations from your organization list using the links below.
nits

You may select an organization to view, assign and delete administrators.

Task Organizations

DYESS Administrators Organization Bldg Delete  Edit
Caontact Information HCO CLUB 123 Delete  Edit
INCO Club task organization is now &dd Task Drganization

displayed. Click oh NCO CLUB.

Erint This Page

WYMPF Home : Out Processing Home - Feedback - Help Back to Top

The NCO club is now listed, to add other task organization, i.e.
Housing Office, TMO, etc you would follow the same process as
before. To add an administrator for the NCO club you would just
click on NCO club.

21




Virtual Out-Processing (vOP) Users Guide

|¢-> 0B d Qa3 D SE- -2 EEE

2 o return to the tutorial
?UMP Out @!’OCQSSU!&' main menu at any ¥ Secure
f ime, click on the Log.Out
ﬁCtIOﬂS Secure Log Out button.
DYESS Base Admin Outprocessing

Introductian NCO CLUB Task Managers

Active Members You may add, edit or delete Task Managers to these organizations. Task Managers are responsible for
generating the arganization specific outprocessing requirements and maintaining the arganization contact
Member Search information

Units

Name Email Phone Contact Delete

Task Organizations
There are no Task Managers.

DYESS Administrators

] Click Add Task Manager to
Contact Information assign a task manager for the

Add Task Manager
MNCO Club.

Return

THIS DOCUMENT COHTAINS INFORMATION WHICH MUST BE PROTECTED
1AW AFI 33-332 AND DOD REGULATION 5400.11.
PRIVACY ACT OF 1974, AS AMENDED, APPLIES.

Print This Page

YMPF Home : Out Processing Home - Feedback - Help Back to Top

For every task organization that you load into vOP you must also
assign a task manager that will be responsible for generating the out
processing requirement/requirements.

22
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s o return to the tutorial
Out fProcemng main menu at any ¥ Secure
U Actions ime, click an the Log,Qut

Secure Log Out button.

DYESS Base Admin Outprocessing

Intraduction Add Task Manager

Active Members Privacy Act Statement

Member Search Authority: 10 U.S.C.; 013, SECAF
Purpose: To provide a means of positive identification for the purpose of processing applications or

Units retrieving data.
Routine Uses: None (no one outside DoD has access)

Task Organizations Disclosure: Voluntary. Failure to provide the requested information may result in a delay or termination of
your reguest.

DYESS Administrators
Contact Infarmation Enter the SSAN of the Task Manager you would like to associate with this task organization

NCO CLUB Task Manager

SSAN/UserlD Role Primary Contact

|111H1111 Task Manager @ ¥es O No

Enter SSAN and select either Yes or No for
Primary Contact. Click Add Task Manager.

Add Task Manager

Cancel

YMPF Home : Out Processing Home - Feedback - Help Back to Top

23
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o return to the tutorial
main menu at any

|[«-2 0B doEBB-3E- -5
ime, click on the

?UMP Out Processing
ﬂCthﬂJ Secure Log Out button.
DYESS Base Admin Outprocessing

Introduction NCO CLUB Task Managers

Active Members You may add, edit or delete Task Managers to these organizations. Task Managers are responsible for
generating the organization specific outprocessing requirements and maintaining the organization contact
Member Search infarmation.

Units

VETTS Email Phone Contact Delete  Edit

Task Organizations
UNK JOHN DOE JOHM. DOEGHM AF . MIL 111-1111 Primary Delete  Edit

DYESS Administratars

Contact Information

Add Task Manager

he name of the NCO Club

administrator is displayed. This Retum
(BN (D (e CEIPE Ty (G THIS DOCUMENT CONTAINS INFORMATION WHICH MUST BE PROTECTED
create sub organizations within 1AW/ AFI 33-332 AND DOD REGULATION 5400.11.

heir unit. Click on Delete to PRIVACY ACT OF 1874, AS AMENDED, APPLIES.

continue.

Frint This Page

YMPF Home : Out Processing Home - Feedback - Help Back to Top

24
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o return to the tutorial [

main menu at any ¥ Secure

ime, click on the Log Qut;

?UMP Out Processing
ﬂCthﬂJ Secure Log Out button.
DYESS Base Admin Outprocessing

Introduction NCO CLUB Task Managers
Active Mernbers You may add, edit or delete Task Managers to these organizations. Task Managers are responsible for
generating the nrnanizatinn soecific notorncessing repnirements and maintaining the nrganization contact
Member Search UGB | Microsoft Internet Explorer x|
Units @ You are about to delete this Task Manager, This cannot be undone. Continue? .
Delete  Edit

Task Organizations

Cancel Delete  Edit

UNIK )

DYESS Administratars

Contact Information

Add Task Manager

he name of the NCO Club

administrator is displayed. This Retum
(BN (D (e CEIPE Ty (G THIS DOCUMENT CONTAINS INFORMATION WHICH MUST BE PROTECTED
create sub organizations within 1AW/ AFI 33-332 AND DOD REGULATION 5400.11.

heir unit. Click on Delete to PRIVACY ACT OF 1874, AS AMENDED, APPLIES.

continue.

Frint This Page

YMPF Home : Out Processing Home - Feedback - Help Back to Top

25
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o return to the tutorial [

?vMP Out @!’OCQSS{T@ main menu at any
s ime, click on the Log.O
ﬁCtiOﬂS Secure Log Out button. J

Intraduction NCO CLUB Task Managers

Active Members You may add, edit or delete Task Managers to these organizations. Task Managers are responsible for
generating the arganization specific outprocessing requirements and maintaining the arganization contact

Member Search information

Units

Name Email Phone Contact

Task Organizations
There are no Task Managers.

DYESS Adrinistrators
Click the Secure Log Out
Contact Information button at the top of the Add Task Manager
screen to continue.

Return

THIS DOCUMENT COHTAINS INFORMATION WHICH MUST BE PROTECTED
1AW AFI 33-332 AND DOD REGULATION 5400.11.
PRIVACY ACT OF 1974, AS AMENDED, APPLIES.

Print This Page

YMPF Home : Out Processing Home - Feedback - Help Back to Top
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Deleting A Unit/Task Organization

RANDOLPH AFB Base
Admin

Intraduction

Active Mermbers
MMember Search

LInits

Task Organizations

RANDOLPH AFB
Adrinistratars

Contact Information

J

Out Processing
?UMP Actions

’

VYMPF Home - OQut Processing Home - Feedback - Help

An error has occurred.

405: Unit has task arganizations

You are trying to delete a unit that has task organizations that rely on it. Delete the task organizations first. This will require the action
of the unit admin. if the unit admin is no longer available or unable to remove these task organizations, you may appoint another unit

admin to perform these actions (including yourself).

Return

VYMPF Home - Out Processing Home - Feedback - Help

¥ Secure
Log,Outy

Qutprocessing

Error Report

Back to Top

4} Outprocessing - Microsoft Internet Explorer provided by AFPC I [ | |
J File Edit Wiew Favortes Tools Help i ot
J WHBack - = @ ot | @Search [l Favorites ®H\story ||% S
| Address [@] hetps: fum3.afpe randolph. of mijvmpf 10PAdminPages/ErrorReport. asp x| P
==

I«IOI»I(

-]

7 |@ Done

’_ ré_ |4 trnternst

A

iastartm m e Iﬂ;! )y |J @httn:ﬂ...l Inbox | vOP U | Micros...l @AF Par...l @Log on...l @AFPC | @umpr."

Base administrators are the only ones authorized to remove units and
task organization from the vOP system. Unit administrators can only
remove task organizations (i.e. Unit training, ADPE Custodian etc)
under their control. You will receive an error report when trying to
delete a unit that has task organizations that rely on it.

The next page provides a diagram to follow when deleting a unit/task
organization from vOP.

27
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Deleting A Unit/Task Organization, cont

Dyess AFB
Base Admin

7™ Trans Sq
Unit

Delete Last

7™ Trans Sq System
Admin

Delete fourth

Task Organization

ADPE Custodian —Delete fourth
|
Task
Turn in Computer Delete third

ADPE Task Manager
TSgt John Doe

Delete Second

Member or members

Delete First

28
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Adding a member to vOP

|e-= -0 a3 B9

It is very important that all tasks have heen created by
the Unit/Task Managers prior to loading members into

vOP. If members are loaded before tasks are huilt the
check list will reflect no tasks.

One of the most important actions a base administrator needs to
remember is that all task both unit and task organization need to be
created prior to adding a member into the vOP system.

29
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? Out Processing
UMP Actions

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin

Introduction
Active Members
Merber Search

Units

Task Qrganizations
DYESS Administrators

Contact Inforrmation

o return to the tutorial

main menu at any ¥ Secure
ime, click on the Log,0

Secure Log Qut button.

Qutprocessing

DYESS Active Member List

Privacy Act Statement

Authority: 10 U.S.C.; 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications or
retrieving data.

Routine Uses: Mone (no one outside DoD has access).

Disclosure: Voluntary. Failure to provide the requested information may result in a delay or termination of

your request.

Here is the list of personnel out processing from DYESS. Select a member to view pending tasks.

Hame Organization Process

TRANSPORTATION — Outprocess 25,

HACHAE347 MEG JOHN DOE 50 CONUS 2002 Delste
Friday
7TH Ociober
TRANSPORTATION  Outprocess 11
MACHAE07E TSG JIM DOE 50 CONUS 2002 Delete

\As the Base Administrator you alsoc have the
capability to add, edit, or delete unit members.
Click on Add Member to continue.

—»  Add Member
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=MPF:
v Actions

0 return to the tutorial

main menu at any ¥ Secure
ime, click on the Log . Qut

Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin

Introduction
Active bMembers
Mermber Search

Units

Task Organizations

DYESS Administrators

Contact Inforrmation

Qutprocessing

Add Member

Privacy Act Statement

Authority: 10 U.5.C.; 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications ar
rettieving data

Routine Uses: None (no one outside DoD has access)

Disclosure: Valuntary. Failure to provide the requested information may result in a delay or termination of
your reguest

Enter the SSAN of the member you would like to enter into the system, then choose the process type,
losing unit and the departure date.

SSAN

LARARARAYI

Outprocess Type Losing Unit Depart Date

[Outprocess conus =] [7TH TRANSPORTATIONSO =] | B2 popup calendar

Enter the SSAN, choose the losing unit from the drop
down menu, and use the pop-up calendar to choose the =
departure date. Click on Pop-up Calendar to continue.

dd

Cancel

ONTAINS INFORMATION

UST BE PROTECTED

The out-processing types available for you to choose from are
Outprocess CONUS, Outprocess OS, Outprocess PCA, Retirement,
and Separating.
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'?vMPF,mW

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin

Introduction
Active bMembers
Mermber Search

Units

Task Organizations
DYESS Administrators

Contact Inforrmation

0 return to the tutorial

main menu at any ¥ Secure
ime, click on the Log . Qut

Secure Log Out button.

Qutprocessing

Add Member

Privacy Act Statement

Authority: 10 U.5.C.; 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications ar
rettieving data

Routine Uses: None (no one outside DoD has access)

Disclosure: Vaoluntary. Failure to provide the requested mfnrm:atlnM roawracultin o dalaw or tarmingtion of

your et i

Oct 2002
Su Mo Tu We Th Fr Sa

12 3 4 5
6 7 8 9 10 11 12 ftype,
13 14 15 16 17 18 18
2002 2223 24 28 26

Enter the SSAN of the member you would like to enter into the s
losing unit and the departure date.

Sl 7 28 28 30 3

1111111 Close > bp Mpp
Outprocess Type Losing Unit Depart Date

[Outprocess conus =] [7TH TRANSPORTATIONSO =] | B2 popup calendar

([select 16 Oct 2002 on the calendar. |

Cancel

THIS DOCUMENT COHTAINS INFORMATIOH WHICH MUST BE PROTECTED
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Out Processing
?UMP Actions

VYMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin

Introduction
Active Mernbers
Member Search

Units

Task Organizations

DYESS Administrators

0 return to the tutorial

main menu at any ¥ Secure
ime, click on the Log t

Secure Log Out button.

Outprocessing

Add Member

Privacy Act Statement

Authority: 10 U.S.C.; 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications or
retrieving data.

Routine Uses: None (no one outside DoD has access)

Disclosure: Voluntary. Failure to provide the requested information may result in a delay or termination of
your request.

Contact Information

Enter the SSAN of the member you would like to enter into the system, then choose the process type,
losing unit and the departure date

SSAN

[REERERER

Qutprocess Type Losing Unit Depart Date

[Outprocess CONUS =] [7TH TRANSPORTATIONSA =] [16 Octzo0z B popup catendar

”Aﬂer choosing a date, click on Add. H Add

Cancel

THIS DOCUMENT CONTAINS INFORMATION WHICH MUST BE PROTECTED
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Out Processing
= MPFE::

0 return to the tutorial

main menu at any ¥ Secure
ime, click on the b\ Log Out
Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin

Introduction
Active Merbers
Mermber Search
Lnits.

Task Organizations

Outprocessing

Confirm Member Information

This member is missing a email, phone, or gaining unit information in the CutProcessing System. You
may enter an email (if known) to send the member Out Processing emails.
*Mote, this will not update the members email in milPDS, it is only used by virtual Qut-Frocessing.

SSAN Last Name First Name Rank
DYESS Administrators — oge3061111 SMITH JOSEPH MSG
Contact Information Duty Email Duty Phone Member Type
HOSEPH.SMITHZBAS |2223333 Military
Gaining Duty Location Gaining Unit
[PANDOLPH AFB [Ha AFPC
(*Cptional, if known) (*Optional, if known)
Review the members information and add Add Member
Gaining Duty Location and Gaining Unit if
know. Click on Add Member to continue. Cancel

THIS DOCUMENT CONTAINS INFORMATIOH WHICH MUST BE PROTECTED
1AW AF1 33-332 AHD DOD REGULATION 5400.11.
PRIVACY ACT OF 1974, AS AMENDED, APPLIES.

The Gaining Duty location and Unit Information is automatically
populated in these fields from MILPDS, however if they are not in
MILPDS you have capability to hand enter this data.
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==,MP

Out Processing

Actions

o return to the tutorial
main menu at any
ime, click on the
Secure Log Qut button.

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin

Introduction
Active bMembers
Mermber Search

Units

Task Organizations
DYESS Administrators

Contact Inforrmation

Qutprocessing

DYESS Active Member List

Privacy Act Statement

Authority: 10 U.S.C,; 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications or retrieving

data

Routine Uses: None (no one outside DoD has access)

Disclosure: Yoluntary. Failure to provide the requested information may result in a delay or termination of your

reguest.

Here is the list of personnel out processing from DYESS. Select a member to view pending tasks

Name Organization Process Delete
n 7TH Friday
C"chS°g ‘tJrE)eSSESPIIQ-i TRANSPORTATION  Outprocess  Ociober 25
o] l WHERAE347 MG JOHN DOE 5Q CONUS 2002 Delste
SMITH to view the
complete SSN 7TH Frida
information. TRANSPORTATIOM — Outprocess  October 11
WRAB078 TSG.JIM DOE =1 CONUS 2002 Delete
7TH Wednesday
TRANSPORTATION — Outprocess  October 16
WA MEG JOSEPH SMITH 5Q CONUS 2002 Delste
Add Mermber

The active member list provides a list of all personnel who are out-
processing from Dyess AFB. Each area that is highlighted in blue
activates a pop up window that provides additional information.
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= MP

VYMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin

Introduction
Active Mernbers
Member Search

Units

Task Organizations

DYESS Administrators

Contact Information

Out Processing
Actions

Qutprocessi

DYESS Active Mem

o return to the tutorial
main menu at any
ime, click on the
Secure Log Out button.

ng

her List

¥ Secure
Log,Out

Privacy Act Statement

data
Routine Uses: None (no
Disclosure: Voluntary. F

reguest.

Here is the list of personn

Authority: 10 U.S.C.; 8013, SECAF
Purpose: To provide a means of positive identification for the purpose of processing applications or retrieving

outside DoD has access

Outprocessin icrosoft Intern
View Complete SSAN

Name: M5G JOSEPH SMITH
SSAN: 111-11-1111

=100 x| [n & delay or termination of your

Close
Click on the SSN Eriday.
MSG JOSEPH 55 Octoher 25
O] J KAOLERAT MSG JC 2002 Delete
SMITH to view the
complete SSN 7TH Erida
information. TRANSPORTATION — Outprocess  October 11
HGOEE07E TSG I DOE 50 CONUS 2002 Delete
7TH Wednesday
TRANSPORTATION — Outprocess  Dctober 16
0111 MSG JOSEPH SITH j=1e} CONUS 2002 Delete
Add ember

ew pending tasks
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Member Search

- - QI OGBS

VYMPF Home - OQut Processing Home - Feedback - Help

Qutprocessing

DYESS Base Admin

Intraduction

View Member

(T [l Privacy Act Statement

Member Search Authority: 10 U.S.C.; 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications or retrieving
LInits data.

Routine Uses: Mone (no one outside DoD has access).

Disclosure: Yoluntary. Failure to provide the requested information may result in a delay or termination of
your regqu

Task Organizations

IAs the Base Administrator you have privileges to view and update

DYESE Administrat - ]
nISIELors member's status. Click on the Member Search to continue.

Contact Information

Hame SSAN Phone
MEG JOSEPH SMITH 111 222-3333
Email Process Departure Date

JOSEPH . SMITH@EBASE AF MIL Outprocess CONUE

Losing Unit Gaining Duty Location

RANDOLPH AFB

Oct 16 2002 12:00AM
Gaining Unit
HQ AFPC

Member Task List

Update Status

o-Overdue Suspense &Within 3 Days of suspense ‘/-Cnmplete

Suspense
Status Description Comments Date
Auweaiting Orgy vl NCO Club Member's NCO Club account NCO Sunday,
rust be transfered to gaining  CLUB October 06,
base. 2002
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l?vNIP

DYESS Base Admin

Introduction
Active bembers
Member Search

Units

Task Organizations

DYESS Administrators

Contact Information

Enter the 354N of the membe

Out @OC&YSI.T!Q 0 _relum to the tutorial B Sccure
Actions ime, cli hLLog,Quty]

[Secure Log Out button.

YMPF Home : Out Processing Home - Feedback - Help

Outprocessing

Member Search

r you would like to find.

You may search for active members OR archived members . Member records are archived 7 days after
the departure date {removed from the "active" member list). These records can still be accessed for 50

days after the departure date b

¥ entering the SSAN in the box below.

o search for a member,
input the SSAN and click
he Search to continue.

SSAN

on | EXERERERE

Search

Here are the results of your search:

Organization Process Depart Date

Flease enter a S5AM to search for.

YMPF Home - Out Processing Home - Feedback - Help Back to Top

The “Member Search” feature allows the base administrator to
search for active or archived members. The image above displays a
search on SSAN 111-11-1111.
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; 0 return to the tutorial
Out (P?'OCEJJ‘ITIS main menu at any ¥ Secure
v Actions ime, click on the Log.Outy

[Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin Outprocessing

Intraduction Member Search

Active bMembers

Mermber Search
Enter the SZAN of the member you would like to find.

Units You may search for active members OR archived members . Member records are archived 7 days after
R the departure date (removed from the "active" member list). These records can still be accessed for 90

Task Organizations days after the departure date by entering the SSAN in the box below.

DYESS Administrators SSAN

Contact Infarmation I

Search

Click on Add this member to continue.

Here are the results of your search:

Name Organization Depart Date Del

This member has no processes. Add this member (SSANRXE1111)

YMPF Home : Out Processing Home - Feedback - Help Back to Top

The results from this search displays the member has no processes,
perhaps the clerk forgot to add the member into vOP, therefore this
page pops up and provides you the ability to add the current SSAN
111-11-1111. You would click on “Add this member”.

39

-




Virtual Out-Processing (vOP) Users Guide

[¢+» 003|063 D@ [ -5 |
- 0 return to the tutorial |
MP Out @J’OC&S&‘!TEg main rrlllerll‘u at‘zny ¥ Secure
! , : ime, click on the Log.Outd
ﬂctlom [Secure Log Out button.
DYESS Base Admin Outprocessing

Intraduction Add Member

Active Members

Membar Search Privacy Act Statement

Authority: 10 L.S.C,; 8013, SECAF

Units Purpose: To provide a means of positive identification for the purpose of processing applications or retrieving
data.
Task Organizations Routine Uses: Mone (no one outside DoD has access).

Disclosure: Voluntary. Failure to provide the requested information may result in a delay or termination of
DYESE Administrators your request.

Contact Information
To add this member to the system, choose the process type, losing unit and the departure date.

SSAN
et Rl

Outprocess Type Losing Unit Depart Date

[Outprocess COMUS »] [7TH TRANSPORTATION 50 x| 26 Oct 2002 B2 popup calendar

Select the outprocessing type and the losing unit from
he drop down menus. Use the pop-up calendar to
choose the departure date. Click on Add to continue.

Add

Cancel

THIS DOCUMENT COHTAINS INFORMATION WHICH MUST BE PROTECTED
1AW AFl 33-332 AND DOD REGULATIOHN 5400.11.
PRIVACY ACT OF 1974, AS AMEHDED, APPLIES. ﬂ

The Out Process Types available from the drop down window are
Out process CONUS, Overseas, Retirement, Separation and PCA.
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0 return to the tutorial =

main menu at any ¥ Secure

ime, click on the W LLog Out

== MPF:
v ﬂCﬂOﬂS [Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help
DYESS Base Admin Outprocessing

Introduction Confirm Member Information

Active Merbers

letiherseatet This member is missing a email, phone, or gaining unit information in the CutProcessing System. You may

enter an ermail (if known) to send the member Out Processing emails.

LUnits *Mote, this will not update the members email in milPDS, it is only used by virtual Qut-Frocessing.
Task Organizations
SSAN Last Name First Mame Rank
DYESS Administrators 0003061111 SMITH JANE 550G
Contact Information Duty Email Duty Phone Member Type
[ JANE SMITH@BASE [993-4444 Wilitary
Gaining Duty Location Gaining Unit |
[FANDOLPH AFB [Ha AFPC
(*Optional, if known) (*Crptional, if known)
Add Member

Click on Add Member to continue.

Cancel

THIS DOCUMENT COHTAINS INFORMATIOH WHICH MUST BE PROTECTED
1AW AFI 33-332 AND DOD REGULATION 5400.11.
PRIVACY ACT OF 1974, AS AMENDED, APPLIES.

The Confirm member information page provides some basic
information to review prior to adding the member into vOP.
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VYMPF Home - Qut Processing Home - Feedback - Help
DYESS Base Admin

Introduction
Active Mermbers
Member Search

Units

Task Organizations
DYESS Administrators

Contact [nfarmation

Using the Member
Search feature you

Out Processing
U Actions

main menu at any
ime, click on the
[Secure Log Out button.

Outprocessing

DYESS Active Member List

¥ Secure
Log Out

Privacy Act Statement
Authority: 10 U.5.C.; 8013, SECAF

data.
Routine Uses: None (no one outside DoD has access).

reguest.

Purpose: To provide a means of positive identification for the purpose of processing applications or retrieving

Disclosure: “oluntary. Failure to provide the requested information may result in a delay or termination of your

Here is the list of personnel out processing from DYESS. Select a member to view pending tasks

Organization Process Delete
fTH Eriday
TRAMSPORTATION — Outprocess  Dctober 25
K347 MSGE JOHN DOE CONUS 2002 Delete
7TH Eriday
TRAMSPORTATION — Outprocess  October 11
KA 807 TSGJIM DOE =10 CONUS 2002 Delete
fTH Friday
TRAMSPORTATION  Outprocess  Dctober 25
U111 556G JANE SMITH 50 CONUS 2002 Delete
fTH Wednesday
TRAMSPORTATION  Outprocess  Dctober 16
111 MSG JOSEPH SMITH 50 CONUS 2002 Delete
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Out Processing
'?vMP o

o return to the tutorial

main menu at any ¥ Secure
ime, click on the b Log,Outy]

Secure Log Qut button.

VMPF Home - Out Processing Home - Feedback - Help

DYESS Base Admin

Introduction
Active Merbers
Mermber Search
Lnits.

Task Organizations

DYESS Administrators

Contact Inforrnation

Outprocessing

Member Search

Enter the SSAN of the mermber you would like to find

You rmay search for active members OR archived members . Merber records are archived 7 days
after the departure date (removed fram the "active" member list). These records can still be accessed
for 90 days after the departure date by entering the SSAN in the box below

[To search for a active member, Sl

input the SSAN and click on the I 299_33-4444

Search to continue.
Search

Here are the results of your search

Organization Process Depart Date

Please enter a S5AM to search far

WVMPF Home - Out Processing Home - Feedback - Help Back to Top

Note: The Members record is archived 7 days after the departure
date and can be accessed for 90 days after the departure date; on the
91% day the record will be deleted from vOP.
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VMPF Home - Out Processing Home - Feedback - Help
DYESS Base Admin

Introduction
Active Merbers
Mermber Search
Lnits.

Task Organizations

DYESS Administrators

Contact Inforrnation

Outprocessing

Member Search

Enter the SSAN of the mermber you would like to find

You rmay search for active members OR archived members . Merber records are archived 7 days
after the departure date (removed fram the "active" member list). These records can still be accessed
for 90 days after the departure date by entering the SSAN in the box below

[The search returned the active SSAN

member.

[To return to the tutorial main menu,
Search

click on the Secure Log Out button
ahove.

Here are the results of your search

Name Organization

o return to the tutorial
main menu at any ¥ Secure
ime, click on the LOQ Quty,

Secure Log Qut button.

IH
TRANSPORTATION

AE0E4444  T36 CLYDE SMITH =ief

Process

-

Outprocess 11,
COMNUS 2002 Delete

Add 2 new process for this member
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Adding a Task Organization at Unit level

Out Processing
= MPFE::

o return to the tutorial

main menu at any ¥ Secure
ime, click on the Log.Out:
Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help

7TH

TRANSPORTATION

S0 Unit Admin

Intraduction

WMembers

Task Organizations

i

TRANSPORTATION

S0 Adrinistrators

Contact \nfarmation

Qutprocessing

7TH TRANSPORTATION SQ Unit Admins

Current list of 7TH TRANSPORTATION S0 Unit Admins You cannot edit this list, it is read only. It
containg your name and any other 7TH TRANSPORTATION SQ Unit Admins with the same privileges as
yOu.

Organization Name

7TH TRANSPORTATION 20 SMS OCSAR WHITE Unit Admin

lick on Task Drganizations
o view the list of unit task
rganization.

Erint This Page

WYMPF Home : Out Processing Home - Feedback - Help Back to Top

The unit administrator for 7" Trans has already logged in through
AFPC Secure and has accessed the vOP button. The image displays
the current administrators assigned to 7 Trans, this option can be
accessed by clicking on the 7t Transportation SQ Administrators.
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o return to the tutorial

4 main menu at any
TMPE: B e
Actions Secure Log Out button. Log,Out

['VMPF Home - Out Processing Home - Feedback - Help

7TH Outprocessing
TRANSPORTATION

5Q Unit Admin Task Organizations

Intraduction

These are the organizations that you have administrative contral over. You may add, delete, or edit

organizations from your organization list using the links below.
Members & o & <

You may select an arganization to view, assign and delete administrators
Task Organizations i E ! 4

TH
TRANSPORTATION
S0 Adrinistrators

Organization Remove

Contact Information

UNIT TRAINING OFFICE 499 Delete Edit
Click on Add Task Add Task Organization

Organization.

WVMPF Home - Out Processing Home - Feedback - Help Back to Top

The unit administrator for 7" Trans has clicked on the Task
Organization option to display the current organization under
his/her unit. As the image displays there is only one task
organization available, to add another one you would simply click
Add Task Organization.
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Out Processing
gvMP Actions

o return to the tutorial
main menu at any
ime, click on the

Secure Log Out button. \Eg Out

¥ Secure

['VMPF Home - Out Processing Home - Feedback - Help

7TH Outprocessing

TRANSPORTATION

SQ Unit Admin Add Task Organization

Intraduction In this example, we are adding the Security NCO as a task organization
under the 7th Transportation Sq. In the Task Organization field type,

Members Security NCO and in the building field type, 499.

Task Crganizations Click on Add to continue.

TRANSPORTATION Task Organization Building

50 Administratars |Secur|ty NCO |499

Contact Information

WVMPF Home - Out Processing Home - Feedback - Help Back to Top
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o return to the tutorial "
= MPF:
v Actions

main menu at any
WVMPF Home - Out Processing Home - Feedback - Help

ime, click on the ¥ Secure
Secure Log Out button. Log, Out
o Outprocessing

TRANSPORTATION
S0 Unit Admin Task Organizations

Intraduction

Mzmber These are the organizations that you have administrative control aver. You may add, delete, or edit
Task Organizations organizations from your organization list using the links below.

7TH You may select an organization to view, assign and delete administrators.
TRANSPORTATION
S0 Administrators

Organization Bldg

Contact Information SECURITY Moo 495 Delete Edit

UNIT TRAINING OFFICE 4599 Delete  Edit

[The task organization has been added,
now you heed to assigh an task manager. Add Task Organization
Click SECURITY NCQ, to continue.

Print This Page
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o return to the tutorial
4 main menu at any
oMPFzo 5L e
Actions Secure Log Out button. Log,Out

['VMPF Home - Out Processing Home - Feedback - Help

7TH Qutprocessing

TRANSPORTATION
SQ Unit Admin Add Task Manager

Introduction Privacy Act Statement
Memhbers Authority: 10 1.5.C.; 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications or
Task Organizations retrieving data.

Routine Uses: Mone (no one outside DoD has access).
7TH Disclosure: “oluntary. Failure to provide the requested information may result in a delay or termination
TRANSPORTATION of your request.

S0 Adrinistrators

. Enter the 3ZAN of the administrator you would like to associate with this organization
Contact Information

SECURITY NCO Task Manager

SSAN /User ID Role Primary Contact

T Task Manager * Yes © No

Simply add the SSAN of the
individual responsible for updating

he task. Add Task hanager
Click Add , at the right. Cancel

VMPF Home - Qut Processing Home - Feedback - Help Back to Top
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. o return to the tutorial
Out Q’rocemng main menu at any ¥ Secure
v ﬁcti@m ime, click on the Lﬂg Qut

Secure Log Out button.

7TH Outprocessing
TRANSPORTATION

S0 Unit Admin SECURITY NCO Task Managers

Introduction You may add, edit or delete Task Managers to these organizations. Task Managers are responsible for

generating the arganization specific outprocessing requirements and maintaining the arganization contact
Mernbets information

Task Organizations

Name Email Phone Contact Delete
H
TRANSPORTATION UNK JOHN DOE JOHMN. DOBGR0 AR MIL 1111111 Primary Delete  Edit
S0 Administra;

The image displays John Doe as
Contact Inform|[the security NCO Administrator.

Add Task Manager
Click on Members, above, to
display those members that are Returm
out processing

CONTAINS INFORMATION WHICH MUST BE PROTECTED
1AW AFI 33-332 AND DOD REGULATION 5400.11.
PRIVACY ACT OF 1974, AS AMENDED, APPLIES.

Print This Page

VMPF Home - Out Processing Home - Feedback - Help Back to Top
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k o return to the tutorial
Out q:‘r’ocemng main menu at any ¥ Secure
v Actions ime, click on the Log,Qul

Secure Log Out button.
VYMPF Home - Out Processing Home - Feedback - Help

7TH Qutprocessing

TRANSPORTATION
804 Unit Admin 7TH TRANSPORTATION SQ Active Member List

Introduction
Privacy Act Statement

Members Authority: 10 U.S.C.: 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications or retrieving
Task Organizations data.

Routine Uses: Mone (no one outside DoD has access).

TH Disclosure: YVoluntary. Failure to provide the requested information may result in a delay or termination of your
TRANSPORTATION request.

S0 Administratars

Contact Information Here is the list of personnel out processing from 7TH TRAMSPORTATION S0. Select a member to view
pending tasks

Hame Organization Process E Delete
7TH YWednesday
TRANSPORTATION  Outprocess  October 02
HACHAA34T MEG JAMES DOE 50 CONUS 2002 Delete
7TH Monday
TRANSPORTATION  Outprocess  October O7
WACHRB07E  TSG CLYDE JOMES 50 CONUS 2002 Delete

Here is a list of members out processing through the unit.
Add Member

Click on TSG CLYDE JONES to view his task list.

THIS DOCUMEHT CONTAINS INFORMATION WHICH MUST BE PROTECTED
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7TH Outprocessing
TRANSPORTATION

S0 Unit Admin View Member

Ireraduetion Privacy Act Statement
Members Authority: 10 U.S.C.; 8013, SECAF

Purpose: To provide a means of positive identification for the purpose of processing applications or retrieving
Task Organizations data

Routine Uses: None (no one outside DoD has access)
ITH Disclosure: “oluntary. Failure to provide the requested information may result in a delay or termination of your
TRANSPORTATION request.

S0 Administrators

Contact Information

Name SSAN Phone
TSG CLYDE JOMES HKrA-#-8078 111-2222
Email Process Departure Date
JOHN. DOE@EBASE_X.AF.MIL Outprocess CONUS Oct 10 2002 12:004h
Here is a list of Losing Unit Gaining Duty Location Gaining Unit
pending tasks for TSG
HONES. Hotice the
[status icons showing
overdue actions. Member Task List
Click on the drop down Update Status
box to view the
different status Q—Overdue Suspense &thin 3 Days of suspense \/—Complete
categories available.
Suspense
Click on Secure Log Status Description Comments Date
Out to return to the -
Main Menu. 0 Awraiting Org = Turn in Entry Completion of duties SECURITY Monday,
|E=——== Card must be verified by NCO Septerber 30,
supervisar 2002
0 Awaiting Org ® Review CDC Bring in your training UNIT Monday,
status records for review TRAINING Septerber 30,
OFFICE 2002

Notice the icons identified above, the red circle with the white X
signifies the task is overdue, the yellow triangle with the black
exclamation point represents the task is within 3 days of the suspense
and the green check mark identifies the task is completed.
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[¢-» DR 006D S8 2 =
o return to the tutorial
BS:S'II main menu at any
v Out Proc ng ime, click on the # Secure ]
Actions Secure Log Out button. Log,Out

Qutprocessing

SECURITY
Manager

Intreduction
Introduction

Welcome MSG Thomas E Smith to the outprocessing systern, you are currently logged on as: SECURITY

Pending Tasks NCO Task Manager.

Tasks

You have the ability to perfarm the following actions

SECURITY NCO Task
Managers

Wiew members with pending tasks out processing through your unit
Update the status of members out processing tasks

Create tasks for your organization

Apply individual instructions to members

Mlaintain your contact information

Contact Inforrmation

SECURITY MNCO
Inforrnation

s the Security NCO Task Administrator he can perform the
actions described above.Click on Tasks in the menu above.

WVMPF Home - Out Processing Home - Feedback - Help Back to Top
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o return to the tutorial

= MPF
f ime, click on the Log Out
ﬂctwm Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help

SECURITY NCO Task Outprocessing
Manager

Qutprocessing Tasks

Introduction

These are the task associated with SECURITY NCO. You can delete the task or edit the process
Pending Tasks associated with this task by selecting the applicable link below. You may add new tasks by selecting the

“Add New Task” link below.
Tasks

SECURITY MCO Task Description Visible Prior  Due Prior Comments/Special Instr  Process
Managers

There are no tasks associated with this organization. Click "Add New Task"

Contact Information

Currently no tasks associated for

: Add Mew Task
this Task Manager. S

SECURITY WCO
Inforrmation

Click on Add New Task, to continue.

Erint This Page

In this example the Security NCO for 7" Trans has already logged
in through AFPC Secure and has accessed the vOP button. The
image displays there are no task associated with the organization.
The task has to be built first before it will appear on the members
checklist. It is very important that all tasks be built before base
admin adds a member into the vOP system.
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o return to the tutorial
main menu at any
ime, click on the

g OQut @TOCE&S'IINQ Secure Log Out bution. || s y=yspms
U Actions L Log,Ouly]

[VMPF Home - Out Processing Home - Feedback - Help

SECURITY NCO Task Outprocessing
Manager

Introduction LR
Eending Tesks Calendar Days Calendar Days
Visible Prior to Due Prior to
Tasks Description Departure Date Departure Date
SECURITY NCO Task [Turn in Entry Card 120 I‘ID
Mallagois Comments/Special Instr Process
Contact Inforrmation Cowpletion of duties wust he verified hy = Crtprocess COMNTS
SECURITY NCO i ® Outprocess O
Infarroation T Outprocess PCA
™ Retiring

[The example on this screen displays the description] = Sapaﬁm‘g

of the task, Turn in Entry Card. You determine the

number of calendar days you want the task to be o

visible and input how many days this task is due -

prior to the departure date. Cancel

Click on Add, to the right.

VMPF Home - Out Processing Home - Feedback - Help Back to Top

The process options available serve as a filter, this particular task
when loaded will apply (appear on members task list) to members
that are out-processing CONUS and Overseas only. If you have a
task that applies to all processes then you would check on all
process boxes. So you have the capability to apply task to certain
processes.
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VMPF Home - Out Processing Home - Feedback - Help

SECURITY NCO Task
Manager

Introduction

o return to the tutorial

Out q)f'oce&ﬂ.ﬂg main menu at any ¥ Secure
ﬂCtiOﬂS ime, click on the LCJQ Qut

Secure Log Out button.

Outprocessing

Qutprocessing Tasks

These are the task associated with SECURITY NCO. You can delete the task or edit the process

Pending Tasks

“Add New Task” link below.
Tasks

SECURITY MCO Task
Managers

Description

Contact Information Turn in Entry Card

SE{[The example on this screen displays
Infolthe task. If you need to EditiDelete a

Visible
Prior

120

associated with this task by selecting the applicable link below. You may add new tasks by selecting the

Due
Prior Comments/Special Instr Process
10 Completion of duties must Cutprocess
be verified by supervisar, CONUS |
Outprocess OS5
Delete Edit

ask or Add New Task, you can
accomplish these actions on this
screen.

Click on Pending Tasks to continue.

Add Mew Task

Erint This Page
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Qut (PI'OCeSJ'fﬂﬂ o return to the tutorial % Secure =
= MPE::=" |-z g

Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help

SECURITY NCO Task Outprocessing
Manager

Introduction Here we have TSG Doe with a pending task of Turn In Entry Card.
Thefy ) i ) . the
Pending Tasks indivif[Click on his name to view personal information. & status
to "C
Tasks

o Click on the drop down box to change his status.
-E]

SECURITY NCO Task Click on Add Notes, to enter notes that pertain to the members

Managers
ask.
CuniazBnibation . *Suspense dates and status icons are determined based
ST f! pAhinSldays on the members departure date. Select the members name
SECURITY MCO Suspense of suspense P .

to view member details.

Inforrmation

Suspense
Process Date
e MEE DOE JOHM Turn in Entry Add Ciutprocess Monday,
Card Mote CONUS September 23,
IAwaiting Org 'I 2002 | |
TSG DOE Jik Turn in Entry Add Outprocess Maonday,
Card Mote COMNUSZ September 30,
IAwaiting Oryg 'I 2002
MSGE SMITH JOSEPH Turn in Entry Add Outprocess Sunday,
Card Mote CONUS Cctober 05,
IAwaiting Org 'I 2002

The pending task action provides a list of unit member that requires
action on the task “Turn in entry card”. The security NCO would
select the appropriate action (awaiting individual, completed,
removed, or visit required) from the drop list and update the status of
the members.
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Qut Processi o return to the tutorial
?UM l . " main menu at any 'Lsecéj)ret _
Actions ime, click on the 0g,0u

Secure Log Out button.

YMPF Home : Out Processing Home - Feedback - Help

Outprocessing

SECURITY
Manager
Introduction 3 Outprocessing - Microsoft InterncE ERINY In/ 4| sygers ryry Entry Card.
. The fi : the
Pending Tacks indiidl Member Details hation. o status
to "G
Tasks Name: T5G JiM DOE |
o | gﬁA": T b status.
ONe: 555-X0K .
W i Email: rtain to the members
IERECEE Jind . DOE@EBASEX.AF MIL
Contact Inf i Losing Unit:
Al ETACHil OVroE) 10 Gai"i"@l 33_59: tes and status icons are determined based
SECURITY NGO 0 Gaining Unit: rsdtiet-zigure date. Select the mermbers name
Information ’
Close
Suspense
Click Close to continue.| Process Date
Q Add Outprocess Maonday,
Card Mate CONUS September 23, | |
IAWﬁiting Org 'I 2002
e T5G DOE JiM Turn in Entry Add Ciutprocess Monday,
Card Mote CONUS September 30,
IAwaltlng Org 'I 2002
Q MSG SMITH JOSEPH Turn in Entry Add Outprocess Sunday,
Card Hote CONUS COctober 06,
IAWﬁiting Org 'I 2002

By clicking on the members’ name, a pop up window appears with
member detail information.
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Qut Processi o return to the tutorial
?UM l . " main menu at any 'Lsecéj)ret _
Actions ime, click on the 0g,0u

Secure Log Out button.

YMPF Home : Out Processing Home - Feedback - Help

SECURITY NCO Task Outprocessing
Manager

Intraduction Here we have TSG Doe with a pending task of Turn In Entry Card.
. The fi the
Pending Tasks individlClick on his name to view personal information. & status
to "G
Tasks

- Click on the drop down box to change his status.
[=E}

SECURITY MCO Task

Wanaders Click on Add Notes, to enter notes that pertain to the members

ask.
Lontact Information "Suspense dates and status icons are determined based
SLEED f! LLIEICETE on the members departure date. Select the members name
SECURITY MCO Suspense of suspense P .

to view member details.

Information

Suspense
Name Task/Status Process Date
MSG DOE JOHMN Turn in Entry Add Outprocess Maonday,
Card Mate CONUS September 23, | |
IAWﬁiting Org 'I 2002
TEG DOE JiM Turn in Entry Add Cutprocess Ianday,
Card Mote CONUS September 30,
2002
MSGE SMITH JOSEPH Add Outprocess Sunday,
Hote CONUS COctober 06,
2002

The security NCO will update the task status from the options
available on the drop down window. If the status is Awaiting Org,
you determine whether the individual needs to take action. If so,
update the status of the task to "Visit Req", if not, update the status to
"Complete". Also the security NCO can add personnel notes to
specific members by clicking on the “Add Note” link.
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= MP

Out Processing
Actions

YMPF Home - Out Processing Home - Feedback - Help

SECURITY NCO Task
Manager

Introduction

Pending Tasks

Tasks

SECURITY MCO Tssk
Managers

Contact Inforration

SECURITY MCD
Infarmation

Click on the Contact
Information, in the menu
above.

ime, click on the

Outprocessing

Member Notes

Add notes that pertain to the members task.

o return to the tutorial
main menu at any

Secure Log Out button.

Name: Jitd DOE Task: Turn In Entry Card
Notes:
[
E

1=
=
=y

Cancel

VMPF Home - Out Processing Home - Feedback - Help Back to Top

¥ Secure
Log,Out

The security NCO can add personnel notes to specific members by
typing in the field provided and clicking on the “Add” button.
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Out Processing

= MPE::

VMPF Home - Out Processing Home - Feedback - Help

Manager

Intraduction

o return to the tutorial
main menu at any
ime, click on the
Secure Log Out button.

Qutprocessing

Admin Contact Information

¥ Secure
Log,Out

Pending Tasks
Tasks

SECURITY MCO Task

Privacy Act Statement

Authority: 10 U.S.C.; 8013, SECAF
Purpose: To provide a means of positive identification for the purpose of processing applications or
retrieving data.
Routine Uses: Mone (ho one outside DoD has access).
Managers Disclosure: “oluntary. Failure to provide the requested information may result in a delay or termination
of your reguest.

Contact Information

SECURITY WCO
Information

Click on SECURITY
NCO Information to
view office contact
information.

SSAN
ptesrt ot

Organization

SECURITY MNCO

Name

CLYDE JOMNES

Role
SECURITY NCO Task Manager

THIS DOCUMENT CONTAINS INFORMATION WHICH MUST BE PROTECTED

1AW AFI 33-332 ANHD DOD REGULATIOHN 5400.11.
PRIVACY ACT OF 1974, AS AMENDED, APPLIES.

vivk Thic Damn
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- o return to the tutorial
Out (Procemng main menu at any ¥ Secure
v ﬂctions ime, click on the Log Out:

Secure Log Out button.

VMPF Home - Out Processing Home - Feedback - Help

SECUIRTY NCO Task Outprocessing
Manager
SECUIRTY HCO Contact Information

Introduction Click on

Pending
Pending Tasks Tasks to
Task AT 7TH TRANSPORTATION SQ/SECUIRTY NCO
e pending o
SECURTY NCOTask  |(2SHs ofa - Fa
Managers m_ember :

with
Contact Information overdue

items.
SECUIRTY MCO =————" Hours of Operation
Information

Hours from: 0700 to (1700

Weekdays |Mcmday =l through IFnday =

Additional Comments:

[Ex:"We are closed for training on Wed until 1200")

Update

The security NCO can add specific information concerning hours of
operation, weekdays, phone/Fax numbers, and comments that may
assist the members out-processing. These comments will be available
on the members’ checklist.
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7 o return to the tutorial
v Oll-t @rocemng main menu at any ¥ Secure
ﬁct'lam ime, click on the

Secure Log Out button.

YMPF Home : Out Processing Home - Feedback - Help

SECURITY NCO Task Outprocessing

Task Pending List
Introduction

The following tasks are pending completion. If the status is Awaiting Org, you determine whether the

Bending Tasks individual needs to take action. If so, update the status of the task to "visit Req", if not, update the status
to "Complete”.
Tasks

Please select a members name to view contact and assignment infarmation
SECURITY MCO Task
Managers Update Status

Contact Inforration

"Suspense dates and status icons are determined based
on the members departure date. Select the members name
to view member details.

Overdue f! Within 3 days
SECURITY MCO Suspense of suspense
Information

Suspense
Name Task/Status Process Date
Here is a Pending
[Tasks List for the
. " MSG DOE JOHMN Turn in Entry Add Outprocess Maonday,
EEcuivNCOgN tice e Card Mote  CONUS September 23,
fthe status icons —
showing overdue IAWﬁmng Org :I' Uz
actions.
TSG DOE JiM Turn in Entry Add Outprocess Manday,
Click on Secure Log Card Hlote CONUS September 30,
Out to return to the IAwaiting Drg vI 2002
Main Menu.
| 0 MSG SMITH JOSEPH Turn in Entry Add Outprocess Sunday,
Card Hote CONUS COctober 06,
IAWﬁiting Org 'I 2002
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4 » . o return to the tutorial
N wiriunod NP e G
>

ime, click on the
Air Force Personnel Center * Randolph AFB, Texas Secure Log Out button.

Navigation Help

TSG Clyde T Jones

o FAQ
The following areas of o Glossary
the vMPF are available e Known Problems
to you o Feedback

Individual Actions

System
Announcements

Mo announcements are
available at this time

Here we have TSgt
ones from the 7th
ransportation Sq
outprocessing. We will
access his checklist from
he vMPF page.

Cg;g::ﬁ'zg'\:’;‘i‘;al vMPF Introduction
continue.

o the Yirtual Military Personnel Flight («WWPF). From this page you
can access any of the various online personnel applications applicable to
you. The links on this page will allow navigation to the application of your
choosing.

WWe urge you to use the secure log off whenever you are finished with the
whPF. Just click the button in the upper right hand comer of any page and
you'll be set. Thanks

The member TSgt Jones has already logged in through AFPC secure
and has selected the vMPF button. Members retrieve their checklist
by clicking on Individual Actions.
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s MPF

Individual

Actions

—

o return to the tutorial
main menu at any A Secure
ime, click on the t

Secure Log Out button.

viIPF Home Glossary - Feedback - Help Go to

Welcome, TSG Clyde T Jones. You are in the Virtual Military Personnel Flight, or the wMPF. You can find many senvice modules
in this site you used to have to accomplish at your MPF. To navigate this site, you can follow the links provided on the page, or
you can use the Site Contents pull-down menu located in the top-right comer of this page. Clicking the Siternap link in the
navigation bar above will provide you with a complete list of all applications awailable to you at this time

Individual Actions

Assignments

Click Assignments to continue

Career Enhancement
Customer Service
Employment
Reenlistments
Retirements
Separations
Personal Information

Need Help?

wiMPF Home - Ind Actions Home - Sitemap - FAQs - Glossary - Feedback - Help Back to Top
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Individual
Actions

o return to the tutorial
main menu at any
ime, click on the
Secure Log Out button.

wMPF Home - Ind Actiol Glossary - Feedback - Help

vMPF Home - Assignments

Assignments encompasses much mare than simply moving you frorm one place to another. There is a lot of information you have to
keep updated and rany programs for which you may be eligible. All that information can be found here

Assignments Counseling

Assignment Notification Briefing

Overseas Returnee Counseling

Assignments Applications /i‘la\’

Circuitous Travel

CONUS Isolated Assignment

Anplication To access TSgt Jones' out processing

checklist and information click Out
Dependents Remaining Overseas Processing, from the menu list at the left.
Application

DEROS Management
Designated | ocation Move !
Application (DLM

Early Return of Dependents
Application (ERD) =

Exceptional Family Member
Program Application

Humanitarian Assignment
Application

Join Spouse Application

Out Processing _

Permissive Permanent Change of |
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o return to the tutorial
Iﬂd’i’b‘l‘d-ud[ main menu at any ¥4 Secure

ime, click on the Lﬂg Out
Secure Log Qut button.

Actions

itemap - FAQs - Glossary: Feedback - Help

Introduction Introduction

Personal Inforrmation
This module is used for those individuals who are out-processing. Here you can check your member

Outpracess CheckList information, and get a list of those tasks you will need to complete before you are able to out-process

Dutprocess CONUS ‘fou should use the associated links to see your member information and to get your out-processing

OPEM, 7TH
TRANSPORTATION he member can now access his out ot P e | Flight (MPF)
=0 f i contact your sericing Military Personnel Flig ar
N processing CheckList. Inter (Email Address: contact. center@randolph. af.mil,

. 5000 or toll-free at (B00) 558-1404 or (B5E) 229-7074
Click on Outprocess CONUS OPEN,
TH TRANSPORTATION 3Q to view |lint This Page
he checklist.

WMPF Home - Ind Actions Home - Sitemap - FAQS - Glossary - Feedback - Help Back to Top
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Introduction Member Checklist

Personal Infarmatian Here are your required tasks. You should attempt to complete all of these actions, failure do do so will
result in an incomplete process.

- Please make an effort to complete these tasks.
Outprocess CONUS
OPEM, 7TH DEPARTURE TRACKING
TRANSPORTATIOMN NAME: SSAN: PROCESS: DATE: NUMBER:
jin}
T TSG CLYDE M Outprocess Oct 31 2002 317
JOMES 8912 COMNUS 12:00AM
The member's
checklist identifies Select Description Link to view comments (if applicable), select the organization to view contact
those tasks that [T ————
need to be <
completed. -Overdue Sus Within 3 Days of suspense -Com
Suspense Suspense
Click on Turnin Status Description Notes Organization Status Date
Dorm keys. This
provides specific Turn in Dorm 7TH TRANS/CLEAR Awaiting  Wednesday,
comments about Keve DORMITORY Org October 30,
n 2002
this task.
Return Books TEST BASE ®/ Awaiting  Wednesday,
BAZE LIBRARY Ory October 30,
2002
Dental TEST BASE W/DENTAL  Awaiting Saturday,
Records CLIMIC Org October 26, food
2002
Turn In base TEST BASE X/BASE Awaiting Saturday,
housing keys HOUSING QOFFICE Org October 26,
2002
Household TEST BASE X/ TMO Awaiting Saturday,
Goods Org October 26,
shipment 2002
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Introduction

Persanal Information

Outprocess CheckList

Outprocess CONUS
OPEM, 7TH
TRANSPORTATION
5Q

Here are your required
result in an incomplete
Please make an effort

NAME:

TSG CLYDE
JONES

Select Description Lin
infarmation

-Overdue Suspens

Suspense

Status

o return to the tutorial
main menu at any
ime, click on the
Secure Log Out button.

¥ir Secure
og Out

Qutprocessing

Member Checklist

View Comments

Task: Turn in Dorm keys

Ensure room is clean pior to

LI turning in keys

Click Close.

utprocessing - Microsoft Inte =101 Xl ktians, failure do do so wil

TRACKING
NUMBER:

kin

tion to view contact

Suspense
tus Date

Turn in Dorm TTH TRANS/CLEAR
keys DORMITORY
Retumn Books TEST BASE ¥/

Dental

Records

BASE LIBRARY

TEST BAZE X/DENTAL
CLIMIC

69

Awaiting  YWednesday,

Org Qctober 30,
2002

Awaiting  YWednesday,

Org Qctober 30,
2002

Awaiting Saturday,
Org October 26,
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o return to the tutorial

Iﬂﬁvid-ua[ main rr;_erll(u altzny ’L Se(c)urte
/qcti.OﬂS ime, click on the og Ou

Secure Log Out button.

- Feedback - Help

Qutprocessing

Introduction Member Checklist

Personal Infarmatian Here are your required tasks. You should attempt to complete all of these actions, failure do do so will
result in an incomplete process.

- Please make an effort to complete these tasks.

Outprocess CONUS

OPEM, 7TH DEPARTURE TRACKING

TRANSPORTATIOMN NAME: SSAN: PROCESS: DATE: NUMBER:

jin}

T TSG CLYDE RN Outprocess Oct 31 2002 kin
JONES 8912 CONUZ 12:00AM

Mowy, click on Clear Dormitory.
gain, the member can view hours

F’f °pera?i°n and other important_ k to wiew comments (if applicable), select the organization to view contact -
information to make out processing
i 1
SILD ST, i'AW\thm 3 Days of suspense ‘/-Comlete
Suspense Suspense
Status Description Notes  Organization Status Date
Turn in Darm TTH TRANS/CLEAR Awaiting Wednesday,
keys DORMITORY Ory Ociober 30,
2002
Return Books TEST BASE ®/ Awaiting  Wednesday,
BASE LIBRARY Org October 30,
2002
Dental TEST BASE W/DENTAL  Awaiting Saturday,
Records CLIMIC Org October 26, |
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Introduction

Persanal Information

Outprocess CheckList

Outprocess CONUS
OPEM, 7TH
TRANSPORTATION
5Q

Here are your required
result in an incomplete
Please make an effort

NAME:

TSG CLYDE
JONES

Select Description Lin
infarmation

main menu at

o return to the tutorial

any s Secure
ime, click on the L(Jg Qut

Secure Log Out button.

Qutprocessing

Member Checklist

=10]x|

Dutprocessing - Microsoft Inke

CLEAR DORMITORY

Hours: 0300-1700, MONDAY - FRIDAY
Phone: 665-0111
Fax: 665-1111

Comments: Building #4199

tions, failure do do so will

TRACKING
NUMBER:

kin

tion to view contact

Close
-Overdue Suspens
Suspense Click Close. Suspense
Status tus Date
Turn in Darm TTH TRANS/CLEAR Awaiting Wednesday,
keys DORMITORY Ory Ociober 30,
2002
Return Books TEST BASE ®/ Awaiting  Wednesday,
BASE LIBRARY Org October 30,
2002
Dental TEST BASE W/DENTAL  Awaiting Saturday,
Records CLIMIC Org October 26,
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vOP Support Material

j¢#-» - 0RA0HY L IE-H

\;ef viriuo NS
L 3

Air Force Personnel Center * Randolph AFB, Texas

i Seclire
Log Out

Tutorial Havigation

vOP Structure

Training Modules:

1. Global Admin

2. vMPF Loy In

3. Base Admin
a. Base Units
h. Task Organizations
c. Members

4. Unit'Task Org Admin
5. Task Manager Admin
6. Member Qutprocessing

Virtual Owtprocessing (vOP) Webcast Training Session

The Purpose of the virtual Out-Processing system is to automate
the Out-Processing checklist. vOP system will generate the
required out-processing checklist based upon out-processing
requirements loaded by the member's unit and other associated
base agencies. Entries on the vOP automated checklist for the
service member will list the agencies to be visited along with the
time window for the clearing action to take place at each stop.

Benefits to the k out-pr ing, elimi ¥
trips by identifying only those agencies the member needs to visit
and allow agencies to electronically update the checklist.

o FAQ

e Glozsar
o Knhown Problems
e Feedback

a. Screen

Support Material

Resolution

b. FAQ search
c. Implementation Plan
d. Checklist

A

A

The support material section provides some valuable information to
assist you in establishing the vOP program at your base. The
Implementation Plan and Checklist are available for downloading off
the vOP website. The FAQ search link will direct you to the Contact
Center Support page.
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Site Index
Officer
Enlisted
AF Retention
Civilian
Retiree
Employment
Links Page

Home

FTP Download ContactUs Search Site Index Home

REPT =.-

WISIT THE AR FORCE | |Click Here For CLICK HERE for the
J CONTACT CEEVilii}n ) "
mploymen i/
¥ CENTER Ofpartunhies) |
mﬁ Personnel News

Want fo refain the Air Force? | Toll-free nugihers and web links here for prior service memhers and civilians wishing to return o duty.

@ Value of reportablg sifts increases
@ Service demographics offer snapshot of force

@ Enhancements made to AFAS

& AT ameunces Thifft

Savings Flan open season

& Dfficers meeting plometion boards encouraged to review personnel data wia vIMPF

9 For more AFPC nfws, wist the AFPC/PA web site

9 Meed personnel stibishics? Checle out our demographics cite

|Privacy & Security Notice |

S
TRICARE

XW2

This page is best viewed at

True Coler

You can also access Contact Center Support by clicking the banner

on the AFPC home page.
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\¢ AIR FORCE

CONTACT CENTER

AFPC Contact Center Ahnouncements

+ Assignment Management System
(AMS) Help issues. To find answers to
AMS guestions, click on our FAQ link.
AllAMS FAGS are located in the
Special Programs Category. You can
submit a help ticket to the Contact
Center by clicking on the Submit A
Cuestion tab. MNote: First time users

iastart”J @ e Ig @ |J i) Deleted Ttems - Microsoft I @vOP users guide - Micmsn...l @

OUR. PLEDGE:
The Air Force Contact Center delivers the best "One Stop” customer service to users worldwide by using the most advanced means of
comnmunication and self-service platforms.

' View our Frequently Askeg Questions (FAQS)

We stare all resolved problems in
keywords, or phrases to find answi

' Submit a Guestion to our A

Provide us a brief summary of you
field. Select a category/sub-categ
feedback so we can better serve y
feedback, then click on the catego)

' Chat Live with a Contact J
Chat with a Contact Center Agent
are available Monday through Frid

ur solution database. Search by category, sub-category. You can also use
15 that may apply to your situation.

ersonnel Experts

problem, and input the specifics of your situation below the problerm summary
ry that best describes your situation. Additionally you may provide us site

ur needs. Tell us what you think or our site, or how we can improve, Enter your
y Customer Feedback, then select the appropriate sub-category

enter Agent
n-line or you may request that an agent calls you back at a later time. Agents
y, 0600-1800 hrs. (CST).

enu - Microsoft Irkernet... [€1support Home Page - .. | E @Y le B 1028am

The Contact Center Home page provides several options to choose
from, for this example we will use the “View our frequently asked
Questions (FAQs)”.
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RANDOLPH AFB, TEXAS

>i

Support Home FAOS Submit a Question to our Personnel Expents  Chat Live with a Contact Center Agent My Personal Folder Help

177 Answers Found

L| Al Sub-Categories v Search

Sort hy

IPhrases

Category Problem Summary

- Special Programs
02 Special Pragrams

3 wMPF Career Enhancerments

% Special Programs
- vMPF Customer Service
U6 custormer Feedhack
% Special Programs
08 Special Programs
- Special Programs
A0 Special Programs
AT sSpecial Programs
A2 Special Programs
- Special Programs
4 Special Programs
A8 Special Programs

=] [oetaut sor x|

Browse
Category €@ Search Text (optional) Search Tips
[ancategories =] [voFl Search |

Page: IE of 9 ﬂl }
[Score _____|

How do | reset my password? 2475
| arn having problerns accessifyg the AMS Secure Login page 2232
Where can | view my Ribbons nd Decorations in vWPF? 1468
Access to the AF White Pags) 1405
Locate Air Force Persannel 1392
Updated - How do | contact the AFPC Contact Center 1362
Where can | go to view my military personal information? 1266
YWhere do | find my TAFMSD 1235
Werification of military experiegee and training (WVWET) website 111
| have a question about assigment, information contained within AMS 1116
Where can | find more informagion about AMS 1103
YWWeb page for DFAS (Pay Cerfters) 1084
How do | find the Assignment pdanagement Tearm page for my AFSC? 1074
My IP address is being rejectad 1053
Can | view my decorations frofn MIlPDS 1035

The Frequently asked Questions (FAQs)” page provides a list of
problem, solutions stored in the solutions database. The example
on this page displays a search on vOP.
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Support Home [WFAEE Submit a Question to our Personnel Experts  Chat Live with a Contact Center Agyent My Personal Folder

38 Answers Found

wMPF Relocations -
Agsign
wMPFE Relocations -
Ret/Se
wMPFE Relocations -
Ret/Se
wMPF Relocations -
Agsign
wMPF Relocations -
Agsign
wMPF Relocations -
Agsign
wMPF Relocations -
Agsign
wMPFE Relocations -
Ret/Se
wMPFE Relocations -
Ret/Se

wMPFE Relocations -
Ret/Se

wMPF Relocations -
Agsign

wMPF Relocations -
Agsign

wMPF Relocations -
Agsign

wMPFE Relocations -
Ret/Se

wMPFE Relocations -
Ret/Se

wMPFE Relocations -
Ret/Se

wMPFE Relocations -

Help !

Page: IE of 2 ﬂl [ 3

Category €@ Search Text (optional) Search Tips
IAII Categories LI i Search I
L| Al Sub-Categories v Search by Sort by
IPhrases LI IDEiault Sort LI
va va

| arn the base administratar for my base, | am being reassigned to another base. How do | get rermoved as the vOP base
administrator?

What is virtual Out Processing (wOF)?

How did the wOP program get started?

Our bgge has foreign nationals working in places like TMO, finance, housing and NCO club etc, how do they get access
to wOP'?

Why can't vOP automatically create the out-processing checklist when a member is assigned an assignment number

from MILFDS?

What happens if vOP is down and my final out-processing appointment is this sftemoon?

How did the wOP program get started?

Can | access the vOP system from horme?

Our base has foreign nationals working in places like TMO, finance, housing and NCO club etc, how do they get access

to vOP?
Why can't vOP automatically create the out-processing checklist when a member is assigned an assignment number

from MILFDS?

When | load a new task into vOP the task does not show up on the existing member's checklist?
Where can | find some instructions on how to implement vOP at my base?

Who is responsible for setting up the vOP program at my base?

Where can | find some instructions on how to implement vOP at my base?

Who is responsible for setting up the vOP program at my base?

When | load a new task into vOP the task does not show up on the existing member's checklist?

| am the base administrator for my base, | am being reassigned to another base, how do | get remaoved as the vOP base
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The results of the search provide a list of problem, solutions that
pertain to virtual Out-Processing (vOP) stored in the solutions
database.

We encourage you to utilize this tool to search for your answer
before submitting a question and calling the contact center.
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Feedback Form

| El= Edt Wew  Powvoites  Foos  Hep

‘ha‘*u Linbial

Air force Persannel Confer = Bandalpe AFE, Tezss

JEE

Fitwacy Al Siatemiant

Pusthaiisys 10 U,5.C; 8013, SCCAF

Purpose: Ts provice = means of pastoe idestificas
Reuting LUssic Nsae [ba ane culsdo DD has sccdas)
Disclommes Valusary. Failee 1o grovide the reou "h:c nioemation may resdt i 2 dely of sermEalion af yaur requess

‘:l Ihe prpase of pracessag apglicstans or masoding data

Customer Feodback and Request Tor Assistance Form

Mature of the FepobackBemest |Foodback abaut whsF .ﬂ
IFdaad halp locys nig e G-
Encoun cmar ok FE

Hame Hank Flagd h gy L Pew s
| a2 = v quesban abasd A peocess
_ Suggeshizn foar e WAFE spgplicetan
Hazeluty Locstion ) A Forga Campeann] o odbs ci o baoul vhmF
[aciea ey

Ermrel Adéasg
|

ork Tekehone MumEar DS Hame Talesbors Susbe: (Tpiies 33 Buwness Tebephews Henbes (Optanal)

Locstion of compules you sre o now (Choee ore)
| s it CErvpstanr =

Browsar you used 10 access vhFEF [Choosa ons) Ercwsar vergion [Chease ane)

kremet Eaploer = 5.5-5.9
Type af cosmpuas yvou uesd 10 2o cess wEF [Chaoss One: Ope=aling Sys3am on th S0k fE R0 na)
FiC - Partumn L Welirekarers NT -
RfuHEadis Supsor ™ G Foote o)
e -
Weeh addnass of the gage an which yau erpensnced a problem
Descrplios of e prblemrsguesifsedbsck
|
| =
Suhmir Claar
¥ yous 210 epeiencing problams weing Ihis form, you can subms yoer regeet through amsil 1o Eabi@mnda ke mi If yos do sal ke

access o emad, pou can dlso call she Cosbact Center al 10553000 NTL

Lk

The Customer Feedback and Request for Assistance form is available
throughout the vMPF by clicking on the “Feedback” link on any vMPF
page. We welcome all feedback relating to the vMPF.
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