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Welcome to the new Virtual Out-Processing (vOP) capability.  Virtual Out Processing is designed to allow members to out-process their unit and task organization (due to reassignment, retirement or separation) without actually having to physically visit each one.  These instructions will provide the procedural guidance you’ll need to set-up and implement vOP at your base. The Virtual Out Processing model is the first increment of a total system designed to provide both out-processing capabilities for both military and Air Force civil service employees.  The, Virtual Out-Processing (vOP) capability is a component of the Virtual Military Personnel Flight (vMPF) service platform.  

1.1 System Description

The vOP system is to be used Air Force wide, active players will be the local Military Personnel Flights (MPFs) along with associated units and task organization (i.e. TMO, Finance, Hospital, TRICARE, Library etc).  Key within these organizations will be the Outbound Assignment, Retirements/Separations shops within the MPF, the commander support staff at the units, and selected personnel at affected task organizations (i.e. Base Library, Finance, and TMO etc).  Current method requires military members to physically visit many task organizations when out-processing.  On many occasions the member has no real reason for the visit except to obtain someone’s signature or initials on the paper checklist.   The vOP system will eliminate unnecessary trips by identifying only those task organizations the member needs to physically visit and otherwise, allows task organizations to electronically annotate the outgoing member’s out-processing checklist.  In the classic case, there should be no need for a member to physically out-process the library if he/she has never checked out a book.  VOP has great flexibility for localized tailoring based upon mission and unit needs.  Unit/task organization specific and/or unique requirements can be added and tracked through the vOP system at each particular base.  

1.2 General Overview

In terms of complexity, vOP is very simple in nature and function.  The job, at hand, is basically to automate an out-processing checklist. 

 In a typical scenario, when a member receives an out-processing circumstance (retirement, separation, or reassignment), a clerk at the local MPF (either Outbound Assignments or Retirement/Separation workcenters) will enter the member’s SSAN into the vOP system.  The vOP system will generate the required out-processing checklist based upon out-processing cause and also requirements posted by the member’s unit and other associated task organizations.  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.   In terms of routine access to the member’s vOP record, the needed parties to be involved with reviewing and acting upon required out-processing actions are:

· The service member

· MPF clerks (Outbound Assignments, Retirement/Separations)

· Unit Commander Support Staffs

· Unit Task managers (i.e. Security NCO, Training Office, ADPE custodian etc)

· Required Task organization (i.e. Supply, Hospital, Housing, Library, Clubs, etc.)

· Recommend you coordinate consolidated records pick-up-drop-off between appropriate agencies to expedite processing--this saves manhours at the agencies as well as absences of member from his/her workcenter

As a side-note, all the vOP system functions occur centrally at AFPC for all bases.  This encompasses creating, updating, archiving, and deleting vOP records.  Specific database and web file server computers at AFPC will host all the vOP processing actions that should be invisible to the individual users.  

2.0 System Requirements:

Since vOP is a component of the vMPF platform, the system theme is decidedly web and as such, no new or additional computer buys should be required for the test.

2.1 AFPC 

· Server-based architecture with ample network capacity

2.2 Active Duty Bases

· Standard desktop computers (Pentium IIIs or higher desirable)

· Microsoft Windows operating system (i.e. NT 4.0 or Windows 2000)

· Standard browsers (i.e. Microsoft Internet Explorer 5.0 or Netscape 6.0)

3.0 Responsibilities/System Access
Three operational levels have responsibilities in terms of implementing the vOP program  (1) AFPC; (2) host MAJCOMs; (3) Active duty Bases.

3.1 AFPC

AFPC is responsible for developing the system requirements, writing and testing the vOP software prior to each release.  AFPC is also responsible for providing guidance, training, and measurement instruments to ascertain success or failure of the application.

3.2 MAJCOMs

The host MAJCOM of each participating base is responsible for acquiring senior leadership buy-in for the vOP system and provides all needed support.  This means Wing/Support Group commanders of the selected bases should know of the timing and implications of the deployment of vOP and also fully support it to include directing the active participation of all associated units/task organizations (agencies).  MAJCOMs are also encouraged to send observers to evaluate the deployment proceedings and results.

3.3 Bases

 Each participating base will receive and fully implement the assigned training within the context of this instruction guide.
3.4 System Access/Password Reset
Access to the vOP system will be through AFPC secure, all military and civil service individuals can establish an account by clicking on the “vMPF Secure Self Service link” located on the AFPC home page.  
If you are not Military or Civil Service, are working from a government or military location, and have a bonafide need for access to the AFPC Secure Web sites, then have your supervisor (an Air Force employee) send an e-mail titled “Other Access” to TAC@randolph.af.mil. The e-mail must contain the supervisor's contact information, the application to which the person needs access, name of the person needing access, their SSAN/FIN, e-mail address and phone number. If you have further questions call DSN 665-3995 or 1-800-638-3487 for assistance. Once your identity has been verified, you will be given a UserId and Password that will allow you access into the approved AFPC Secure Web sites. If you have a DoD PKI certificate you may create an account; you will not have access to any web applications until you request the particular web application access you require by contacting the TAC.
New On-Line Password Reset Implemented 

We have improved our current on-line password reset process by making it easier for users. We have done away with all questions and answers currently used for validation of users, and now require all AFPC Secure users to provide their Mother’s Maiden Name for use in the on-line password reset process. Users will use their Social Security Number matched against their previously entered Mother’s Maiden Name as verification to support resetting their password. 

Unlike the previous password reset capability that was only available to Air Force Military and Civilian users, this new reset will be available to all AFPC Secure users. All users, to include those who only access their accounts using their DoD Public Key certificates, will be required to enter their Mother’s Maiden Name during account creation or when next logging in to AFPC Secure. This will provide for the feature being available for all password account users, and support future password use for current PKI only users. 

NOTE:  All current AFPC Secure users who have created the four questions and answers used with the old password reset may still reset their passwords that way, one last time, if they have not already provided their Mother’s Maiden Name when logging into AFPC Secure or when creating their account. These users should attempt to use the new password reset by entering their SSAN and their current Mother’s Maiden Name. They will then be provided access to the old password reset one last time. Upon resetting their password, when they login to AFPC Secure, they will then be required to provide their Mother’s Maiden Name.   New Password Reset is case sensitive.  User must type Mother's Maiden Name exactly as they provided it originally.  E.G if user provides "Jones" then "JONES" and "jones" will not work.

4.0 Training   

Training is the key element in bringing on any new system.  AFPC will employ distance-learning technologies to provide the proper instruction at each of the bases.  Three sets of training will be required.  The first round will be for the Base vOP Administrator (BvA) at each base whose principal job is to oversee the establishment/maintenance of user accounts at all the participating units and agencies at his/her base.  This person is mostly likely a PSM (if assigned) within the MPF.  For the second round, the BvA will, in turn, provide the training for the selected individuals assigned to the Outbound assignments, Retirement and Separations sections and all the units and task organization (i.e. TMO, Finance, Hospital, TRICARE, Library etc) who will be required to build their organizational out-processing requirements within vOP and then participate in the actual clearing actions.  The third round will be the unit/task organization vOP administrator offering vOP access and some limited scale training to task managers within their organization. 

4.1 Initial Instruction (Train-the-Trainer) for BvAs

AFPC’s Distance Learning shop will provide Webcast training to all BvAs.  Webcasting is a method of instructor-led training where the student signs on to a designated Internet URL at his/her desktop computer and then calls into a DSN conference call number.  When all students are signed on, the instructor leads the students through the training material and answers questions along the way.  The specific URL and conference call number will be advertised at the following URL  (http://www.afpc.randolph.af.mil/dlearn/webcast/default.htm).  The training times and dates will also be advertised at the above URL.

4.2 Base-wide Instruction (to the units and task organizations) for unit/task organization administrators.

This training is conducted by the BvAs at each base to the selected people in the service member’s commander support staff and all associated units and task organization that will be using vOP.  For sake of simplicity, we’ve lumped CSS and Task organization under the heading of Agency vOP Administrators (AvAs).  The BvA should also train identified clerks in the Outbound Assignments and retirement/separation areas.  The BvAs can use the training materials constructed and hosted by AFPC (at the following website.  http://www.afpc.randolph.af.mil/dlearn/webcast/default.htm then click vOP Webcast Training) to accomplish this second round of needed instruction.  

4.3 Intra-Agency Instruction for Task Managers

Within many units and/or task organizations, there are often specific areas where clearance is needed from two or more areas and consequently two or more signatures are required.  Classic cases would be the unit security officer, ADPE custodian, unit training office, computer security office and the like.  The people at these stops are clearance task managers.  AvAs will add these involved tasks to their agency checklist and provide vOP access and training to the associated task managers.  Any problems with granting vOP access to task managers should be addressed to local BvA.

4.4  Follow-on Assistance

At any point after the initial training session, assistance can be obtained by accessing the Contact Center Knowledge database located on the following link https://webcolab.afpc.randolph.af.mil/Scripts/rightnowdb.cfg/php.exe/enduser/home.php or we are a phone call away.  Queries and assistance for vOP will be handled through specified agents at the AFPC Contact Center.  The Contact Center operating hours is 0600-1800 CST with voice-mail service (24 hour turn-around) after hours.  The phone number is: DSN: 665-5113, 5114, 5123, and 5125. 

5.0  Implementation Instructions

The following instructions will assist you in the establishment of vOP at your base.

5.1 AFPC vOP System Administrator:  

· Add, edit or delete organizations to the vOP organizational list.
· Add, or delete base administrators from organizational list.
· Provide vOP access capabilities to BvAs and services requests from BvAs for establishing vOP user accounts for those other than DoD civilian employees or military members.  Normal vOP user access requirements are for military and civil service employees.  This exception capability allows NAF employees, contractors, foreign nationals, etc. vOP access to perform authorized clearing actions. 
·  Forward Foreign Identification Number (FINs, nine digit number 900-xx-xxxx) of non-military personnel/non civil service and foreign national employees to the AFPC secure system administrator. 
· Notify BvAs via email of vOP user account access. 
5.2 MPF Commander
· Appoints a primary and alternate Base vOP Administrator

· Coordinates with Wing Leadership to get buy in from outside agencies. A slide presentation providing a macro view can be accessed at the following URL http://www.afpc.randolph.af.mil/dlearn/webcast/vop2/video/vOP-Briefing.html
5.3 Base Administrator

· Provides the AFPC vOP System Administrator (Contact Center) with the full name, rank, SSAN and email address of the primary and alternate BvAs for their base. Submit information via email to contactcenter.sysadmin@randolph.af.mil. Include the following in the Subject block of the email "vOP Base Administrator Access "
· Notify AFPC vOP System Administrator (Contact Center) with the full name, rank, SSAN of additional base administrators being assigned to the outbound assignments, retirement and separations sections via the "Access Request Form"   located on the vOP website and forward to contactcenter.sysadmin@randolph.af.mil, include the following in the Subject block of the email “vOP Access”
· Delete Base administrators when access is no longer required via the "Access Request Form"   (include in the spread sheet the comment “Delete”) located on the vOP website and forward to contactcenter.sysadmin@randolph.af.mil, include the following in the Subject block of the email “vOP Access”
· Logs into vOP via AFPC secure

· Builds the Unit and Task Organizations specific to their base.

· Assign a primary and alternate unit and task organization administrator

· Delete Unit and Task Organization members when access is no longer required due to PCS, PCA, Retirement or Separation.
· Provides the names and SSANs or Foreign Identification number (FINs) (nine digit number 900-xx-xxxx) of all non-military personnel (civil service, NAF, contractor, and foreign national employees) who require access to the vOP system. Use the "Access Request Form"   located on the vOP website, the spread sheet has drop down windows in the Pay Grade and Access Level Requested fields, please fill out all fields and forward the spread sheet to contactcenter.sysadmin@randolph.af.mil, include the following in the Subject block of the email “vOP Access” 
· Provides training and access accounts to Outbound Assignments, 

Retirement, Separation personnel and Agency vOP Administrators (AvAs).  We recommend when you conduct your training with the AvAs, they bring their out-processing requirements with them.  Have the AvAs load their organizational requirements into vOP during their training session if at all possible.  Agency virtual Administrators at each participating unit/agency will check for vOP records on out-processing members and the proper timeframe to be cleared.  Those members who can be cleared will have their vOP records updated immediately.  Those members who cannot be cleared will be called in to physically appear to resolve the issue, and then their respective vOP record will be updated to reflect the cleared action.

5.4 Unit/Agency Administrator

· Selected units/agencies will provide the base administrator with the names and SSAN of a primary and alternate Unit/Agency Administrator.
· Provides the names and SSANs or Foreign Identification number (FINs) (nine digit number 900-xx-xxxx) of all non-military personnel (civil service, NAF, contractor, and foreign national employees) who require access to the vOP system to the Base vOP Administrator.   
· Logs into vOP via AFPC secure and builds the out-processing task organization specific to their unit (i.e. Unit Training, Security NCO, ADPE, Dental Clinic etc) 

· Assigns task managers to out-processing task organizations.

· Provide access and training to task managers (where needed).

· Add task manages when there is change.

· Delete unit task managers when access is no longer required due to PCS, PCA, Retirement or Separation.
5.5 Unit/Agency Task Managers

· Logs into vOP via AFPC secure

· Builds their specific task (i.e. Pick Training Record).
· Clears all personnel who are not required to make a physical appearance through the use of vOP.

· Clear personnel who are required to make a physical appearance and have satisfied the clearance requirements through the use of vOP.  

.

Note:  The following outside agencies (AvAs) should include as a minimum:  Finance, TMO, Housing/Dormitory, Medical, Dental, Immunizations, Education, Supply and Tricare.

Additional agencies may include:  Security managers, AFOSI, Security Forces, Family Support Centers, Base Clubs and Base Library etc.
5.6 Out bound Assignments/Retirements and Separations clerk

· Load members into vOP after official notification of approval of assignment or separation/retirement.
· Ensure member has all items on the checklist completed prior to final out-processing.

· Delete member from vOP if assignment is canceled. 

5.7 Member out-processing

· Members will establish a vMPF secure account by clicking on the vMPF Secure Self Service link on the AFPC home page.

· Log into vOP via AFPC secure.
· Access their checklist from the individual actions menu, then click on assignments and select Out-Processing.

Complete all out-processing actions identified on the checklist.


6.0 Summary

The virtual out-processing system is designed to be simple and user friendly, all the system functions occur centrally here at AFPC therefore no additional servers or computers need to be purchase. The vOP system will be a time saver for both base organizations and individual service members.

ANNEX - 1

AFPC Points-of-Contact

Oscar Vigil

GS12


AFPC Distance Learning 

DSN: 665-3123

Kevin White

CMSgt

MPF Operational Issues


DSN: 665-2338

Contact Center Agent


vOP Contact Center Support
DSN: 665-5000

Note:  All calls pertaining to the vOP technical and procedural issues should first be directed to the AFPC Contact Center.  

ANNEX - 2

VIRTUAL OUTPROCESSING (vOP) SURVEY

(Created and Submitted by 99th MSS Nellis AFB, MPF)

1. VOP was designed to be user-friendly; did you find VOP to be easy to use?

Yes


No

2.   VOP was designed to take advantage of technology and save you time going from base agency to base agency to outprocess.  In light of this goal, please answer the following:


a. Did you like the convenience of being able to outprocess from anywhere you had access to a computer?



Yes


No


b. Did you find this as a time-saving change?



Yes


No


c. If yes, how many hours or days did this save you?


______________hours

_______________days

3.   Did you have to call any Base agency to be cleared?

                     Yes                                No     How many? ________

                     Agency(s) called? ____________________________________

                                                   ____________________________________      

4.   Were your Base/Unit agencies prompt (were you able to get cleared without any follow up calls) in clearing your actions?

                    Yes                                 No

5.   Were any Agencies not responsive to your out-processing needs?

                   Yes                                 No      Explain if No ____________________________________________________________________________________________________________________________________________________________

6.   The Departure Date in VOP was within how many days of your actual final-out date?

       __________________ 

7.   The Air Force is considering other applications using the power of technology, based on your experience with VOP, do you think other applications will be a welcomed addition to how the Air Force conducts business?



Yes


No

8.   Please rate your experience, satisfaction and functionality with the VOP

                       Scale 1 – 5 (5 being the highest)

           Experience ________         Satisfaction __________ Functionality _________

9.   Finally, if there is anything you could change about the current process, what would it be?

______________________________________________________________________________
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