This visual guide has been established to assist Request for Personnel Action (RPA) generators who create RPAs to access the Personnel Automated Record Information System (PARIS) Position Description library for the purpose of attaching an electronic Position Description (PD) to the RPA.   PDs are scanned documents and saved as *.tif files which can be viewed by whatever imaging application is on the manager’s PC associated to the *.tif file extension.   

The PARIS PD library is located on the AFPC/DPC website and is best viewed using the MS Internet Explorer browser.   You can start by going to the following website address ( http://www.afpc.randolph.af.mil/dpc ).    From the ‘Web Applications’ drop down menu, choose ‘PD Access for RPA Generators’.  

(Directorate of Civilian Personnel Operations home page)
( http://www.afpc.randolph.af.mil/dpc )    
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For specific questions concerning programs on this site, pleass address to the FOC listed on the respective pages. For information on Air
Force Employment, see the Employment Homepage or send E-Mail o the Recruitment Center. For all benefit and eniitiements related
issues, contactthe BEST at 1-800-997-2378 or 527-2378, if calling in the San Antonio Area. Send comments or gusstions concerming the
website structure 1o the Weblaster. For other comments, recommendations and questians, please e-mail our Director's Offce.

Air Force Personnel Center | Randolph AFB, TX 78150
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At the ‘PD Access for Managers’ page, you will have access to information pertaining to the purpose of this application, those Air Force bases authorized to access this program and links to the guides which will assist you in retrieving and linking the position description (PD) documents to the Request for Personnel Actions (RPA).
To proceed to the AFPC Secure login page, click the ‘Enter the AFPC Secure Web Site Login’ link.
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Position Description (PD) Access for Request for Personnel Action (RPA) Generators (PD-RPA-GEN)

‘The purpose of the Position Desription Access for Request for Personnel Action (RPA) Generators (PD-RPA-GEN) Web Application is to provide employees who currently have
permissions to generate RPAS at designated Alr Force Bases the capabiliyto attach a position description o core documentfrom the PARIS (electronic) Position Description Library to
the Request for Persannel Action (RPA). You will access PD-RPA-GEN through the AFPC Secure Web Application. You wil use the same User d and Password that you currently use to
access all our secure AFPC Web Applications.

Below are two documents which will assistyou. The first document, How to Access the PARIS Position Descrintion Libirary, pravides instructions for accessing the AFPC Secure Weh
site Login and the Pasition Description Library or the purpose of inding 3 specific posiion description of core document and saving itto a file. The second document, How to Atach a
PD to the RPA, provides instructions for attaching the saved position description to the RPA, When you are ready to biegin the login process, click the "Enter the AFPC Secure Weh Sites
Login’ link below. After you complets the login process, a list ofweb applications will appear. Click on the "PD Access for Mors” button

Only RPA generators at designated bases can use this application. Ifyour base is noton the list of Authorized Bases, contact your Civiian Personnel Flight.

#  Howto Access the PARIS (Electronic) PD Library
% Howlo Attach a PDto the RPA

#  Bases Authorized to Use PD-RPA-GEN

®

Enterthe AFPC Secure Web Site Lagin

Last Updated: 061242003 08:47 AM (dhp)

For specific guestions concerning programs on this site, please address to the POC listed on the respective pages. For infarmation on Alr Force Emplayment, see the Employment
Hornepags or send E-Mail to the Recruitrment Center.For all beneft and entilements related issues, contact the BEST at 1-800-897-2378 or 527-2378, i calling inthe San Antonio
Area. Send comments or guestions concering the website structure 1o the WWebiaster. For other camments, recommendations and guestions, please e-mail our Director's Offce.
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In order to get to the PARIS PD library, the manager must have an active userid/password account at the AFPC Secure login page.  If you already have an active AFPC Secure account, input your userid/password in the space provided and click the ‘Secure Login’ button to proceed.

If you do not have an AFPC secure account, please read the information note to ‘First Time Air Force Users’ on the AFPC Secure Login screen and click the applicable category (Military or Civilian) where you will be authenticated as an Air Force employee based on the personal service information you provide.    Samples of the military/civilian employee verification screens follow on the next two pages.  

(AFPC Secure Login Page)
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AFPC Homepage

AFPC Secure - Login User Login
\mportant nformation Registered users please login o continue

% AFPCSecure is now DoD PKI Enabled: Click here for information on accessing AFPCSecure using your CAC andior DaD.

PKI Certfcate. User D
#  First time Air Force Users: Itis essential for Military members to know their Pay Date and Date of Rank, and for Civil
Senice Personnel to know their Service Computation Date (SCD) for Leave to support access of authorized indhiduals o password:

this weh site. Checkyour LES for Pay Date and SCD Leave Date,
% Cookies must be enabled: Click here for other comman problems and solutions,
#  New Password Reset Planned: Click here for details.

Usage Policy Forgotyour password?
‘OFFICIAL US. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY aotvoure

@i you have not used your accourt inthe last four morths.
“This stz is intended for the use of the AlrForce anly. Do not r2produce or distribute the content ofthis sit fo a wider augience (120 9ayS),thas been deletec and you wil neerlto oreate
without coordination with the information owner and your unit public afairs ofice. agein
This s 3 Depattment of Defense corputer system. This computer system, including all related equipment, networks, and Create Password Accounts Here
network devices (specifially including Infemet access) are provided onlyfor authorized U S, Government use. DoD computer (Non-DoD PKI certiicate users)
Systerns may be monitored for all lawtll purposes, including o ensure that el use is authorized, for management of the
System, t faciitate protection against unauthorized access, and o veriy securiy procedures, sunivabilly, and operational In order o gain access to secure content at AFPC,
Securi. Monitoring includes actve attacks by authorized DoD enties o test or veriy the Securit ofhis systerm. During please register. Selectthe appropriate category.
manitaring, information may be examined, recorded, copied, and used for authorized purposes. Allinformaion, including
Rersonal raon, laced o s cver 1 SYee Ty s moniorec. Useof s Do comper sysem,auhotized or

unauthorized, constitutes consent to monitoring of this system. Unauthorized use may subjectyou to criminal prosecution.
Evidence of unauthorized use collected during monitoring may be used for adminisiraive, criminal, or other adverss action. Use
ofthis systern constitutes consent to monitoring for these purposes.

AirForce Personnel Center | Randolph AFB, TX 78150
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Civilian Verification screen.   You will be asked to provide your SSAN, Date of Birth, SCD Leave Date, Pay Plan, Grade and Step.   Should you need help with this data, all of this information can be obtained from your latest SF50 personnel action form.   Once you have completed the form, click the ‘Submit’ button.  The next page that will appear will guide you through the steps of creating your personal userid/password.  When you have created your userid/password, you will be returned to the AFPC Secure login screen to login.  
( AFPC Secure  --  Civilian Verification Page )
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You should only use this screen to generate a userid and password for voursslf for the AFPC Securs Wsh sites. STOP: ftis
recommended thatyou use your most recent Leave and Eaming Statement (LES) to verifyyour SCD Leave Date and Step, before
providing verification data. DoD PKI certifcats users, software and CAC, can present their certificate Ioaded to their browser rather
than using this page. Use this page ifyour certfcate is not accepted.

Flease supply the information requested to verify your identiy or access to this site. Although you are supplying Privacy Act
information, it s required to verify your rightto access the various applications within the AFPC Secure sites, and is being
transmitied through Secure Sockets Layer

NOTE: SES civiians (ES) enter their level in STEP block, leaving Grade at 00,

Ifyou have already established an AFPC Secure accountyou will not be able to use this page to re-create your account orto
generate a new userid unless your actount has heen deleted. Accounts are automatically deleted ifthey are inactive (not used) for
120 gays or more.

Ifyou have forgotten your password, click on the ‘Forgot your password? link on the Login Page or contact the Civilian POC listed at
the ‘Cantact Us' link on the top of this page.

[Privacy Act Statement

|authority: 10 U.S.C.; 8013, SECAF

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

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

[Disclosure: Voluntary. Failure to provids the requested information may resultin a delay or termination
ot your request,
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Military Verification screen.   You will be asked to provide your SSAN, Major Command, Date of Birth, Pay Date, and Date of Rank.  Should you need help with this data, all of this information can be obtained from your latest Leave and Earnings Statement (LES).  Once you have completed the form, click the ‘Submit’ button.  The next page that will appear will guide you through the steps of creating your personal userid/password.  When you have created your userid/password, you will be returned to the AFPC Secure login screen to login.  

( AFPC Secure  --  Military Verification Page )
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Flease supply the following to verify your identity for access to this site. Although you are supplying Privacy Actinformation, itis required to verify your access to the AFPC Secure Webs, and

is being transmitted through Secure Sockets Layer.
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DateofRank  nanth Day) “ear

it

Ifyou have already established an AFPC Sscure accountyou will not be able to s this page to re-create your account or o generate 3 new ussrid nless your account has been deleted

Accounts are automatically delsted fthey are inactive (not used) for 120 days or more.

Cantact Us

Ifyou have forgotten your password, click on the ‘Forgot your password? link on the Login Page of contact the Miltary POC listed at the ‘Contact Us' link on th top of this page.

[Privacy Act Statement

|authority: 10 U.S.C.; 8013, SECAF

[Purpose: To provide a means of positive identifcation for the purpose of processing applications o retrisving data
[Routine Uses: None (no one outside DoD has access)

[Disclosure: valuntary. Failure to provide the requested infarmation may resultin a delay or termination of your request.
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After you are returned to the AFPC Secure – Login screen, input your userid/password in the spaces provided and click the ‘Secure Login’ button to proceed.
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AFPC Homepage

AFPC Secure - Login User Login
\mportant nformation Registered users please login o continue

% AFPCSecure is now DoD PKI Enabled: Click here for information on accessing AFPCSecure using your CAC andior DaD.

PKI Certfcate. User D
#  First time Air Force Users: Itis essential for Military members to know their Pay Date and Date of Rank, and for Civil
Senice Personnel to know their Service Computation Date (SCD) for Leave to support access of authorized indhiduals o password:

this weh site. Checkyour LES for Pay Date and SCD Leave Date,
% Cookies must be enabled: Click here for other comman problems and solutions,
#  New Password Reset Planned: Click here for details.

Usage Policy Forgotyour password?
‘OFFICIAL US. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY aotvoure

@i you have not used your accourt inthe last four morths.
“This stz is intended for the use of the AlrForce anly. Do not r2produce or distribute the content ofthis sit fo a wider augience (120 9ayS),thas been deletec and you wil neerlto oreate
without coordination with the information owner and your unit public afairs ofice. agein
This s 3 Depattment of Defense corputer system. This computer system, including all related equipment, networks, and Create Password Accounts Here
network devices (specifially including Infemet access) are provided onlyfor authorized U S, Government use. DoD computer (Non-DoD PKI certiicate users)
Systerns may be monitored for all lawtll purposes, including o ensure that el use is authorized, for management of the
System, t faciitate protection against unauthorized access, and o veriy securiy procedures, sunivabilly, and operational In order o gain access to secure content at AFPC,
Securi. Monitoring includes actve attacks by authorized DoD enties o test or veriy the Securit ofhis systerm. During please register. Selectthe appropriate category.
manitaring, information may be examined, recorded, copied, and used for authorized purposes. Allinformaion, including
Rersonal raon, laced o s cver 1 SYee Ty s moniorec. Useof s Do comper sysem,auhotized or

unauthorized, constitutes consent to monitoring of this system. Unauthorized use may subjectyou to criminal prosecution.
Evidence of unauthorized use collected during monitoring may be used for adminisiraive, criminal, or other adverss action. Use
ofthis systern constitutes consent to monitoring for these purposes.

AirForce Personnel Center | Randolph AFB, TX 78150
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After you have logged in to AFPC Secure, the next webpage to appear will be the AFPC Secure Main Menu.   This will reflect those AFPC Secure web programs you presently have access to.   To open the PARIS PD library, click the ‘PD Access for Managers’ button.   This will take you directly to the PARIS position description (PD) library where you will be allowed to search for the PD(s) to attach to your RPA(s).  
( AFPC Secure Main Menu page )
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These are secure sites.
Please close all browsers when you leave the applications.

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

HENNESS ALAN L, You have access to the following sites:

Virtual Career Brief for AF Appropriated Cilian Employees

Al Civilian Carser Programs. (Test system on ITE)

“This application allows Alr Force Employees access to thei electranic OPF. (Test systern on ITE)

“The Ciilian Personnel Decision Support Syster (CPDSS) allows a civilan career program registrantta view their overall Whole Person Score
(WPS) on the World Wide Web using an intemet browser. (Test systern on ITEWolf)

TestEBIS Il (Frames)

To allow all Air Force Civiian Employees the capabilityto update their Notfication of Emergency Data for Nextof Kin

On-Line Career Program Registration

Pascodes (Test system on ITE)

Allows RPA Generators the capabiliy o view the Position Description Library.

Persannel TEMPO (PERSTEMPO) is a quality-of lfe 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,

This application is to be used to test ResiWeb with Oracle 111

Testfor Resweb60

Take tests to complets web based training modules.

Ourrecords show that this is your current e-mail address and DSN o Ext

E-mail Address [alan henness@randalph afmil

DSN or Extention: [DSN 665 1011
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The Quick Reference page is the initial window for the PARIS PD library.  To start your search for the position description of your choice, click the ‘Advanced’ link shown below.  This will take you to a profile screen where you can input the select criteria for the position description.
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At the search profile screen, you are provided various options to select the position description of your choice.    The information you provide on the search profile screen must match exactly the same information which is already profiled against the document you are trying to obtain.  You do not want to be too specific in your search and, on the same token; you do not want to be too vague.   
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The most common search items to input are CPF, Pay Plan, Series and Grade.  By each of these categories, you will see an ellipsis button (…) which is a link to a lookup table containing the applicable codes for that category.   To insure accuracy of the data being input to the profile, it is best to use the values from the lookup table rather than keying in the profile information manually to avoid misspellings, etc.  
CPF:  The 2-digit code of the CPF (Civilian Personnel Flight) where the position is located.  To access the CPF lookup, click the ellipsis button (…) for CPF.
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The CPF lookup table provides a number of options to display the CPF data items.   The data on this table defaults to a sort on the ‘CPF Code’ column heading.  However, you can click any column heading on all lookup tables to change the sort based on that column heading.  Once you are satisfied with the sort, you can use the scroll bar to find the applicable CPF Code and Description for the CPF of choice.   Highlight the CPF Code you want and click the ‘Add’ button and click ‘OK’ .   This will return you to the search profile page with the selected CPF code value on the profile page.      
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Pay Plan:  This will be the pay plan of the position description you are searching for.  Click the ellipsis button (…) to bring up the pay plan lookup table.
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From the pay plan lookup table, scroll until you find the applicable pay plan, click to highlight the pay plan, click ‘Add’ and click ‘OK’ to add it to the search profile.
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Series:  The occupational series for the position description you are searching for.  Click the ellipsis button (…) to bring up the occupational series lookup table.
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From the occupational series lookup table, scroll until you find the applicable series, click to highlight the series, click ‘Add’ and click ‘OK’ to add it to the search profile.
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Grade:   The grade for the position description you are searching for.  Click the ellipsis button (…) to bring up the grade lookup table.
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From the grade lookup table, scroll until you find the applicable grade, click to highlight the grade, click ‘Add’ and click ‘OK’ to add it to the search profile.
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With your search profile containing a CPF code, pay plan, occupational series and grade, your search results should provide you with a number of position descriptions from which to choose the PD you are searching for.  

When you are satisfied with your search profile information, click either ‘Search’ button to retrieve the position descriptions.
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The ‘Search Results’ screen will display a list of PD documents and information that meet the search criteria defined by the user on the screen profile screen.  In the event your select does not identify the position description you are looking for, click the ‘Modify Search’ button at the bottom and you will be returned to the search profile screen to search again.  

The ‘Search Results’ screen will reflect a maximum of 200 position descriptions.   The sort of the position descriptions displayed on this page will default to the ‘Doc #’ column heading.   Again, you can change the sort of the displayed data by clicking any column heading.    
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Also displayed on the ‘Search Results’ screen are a number of buttons for information purposes only and are explained on the following pages.  

Profile:  Accesses the ‘Document Details’ page for the document highlighted.   This will display the information profiled for the position description.
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Versions:  Accesses the ‘Document Versions’ page for the select document.
View History:  Accesses the ‘Document History’ page to display those users who have accessed the selected document.

Modify Search:  Will allow the user to return to the ‘Search’ page

View:  Will allow the user to view the contents of the selected document.

Print List:  Allows the user to print the entire hit list by opening the full list in a new browser window.  The user then has to use the browser ‘Print’ function to print the list (do not close the browser window until the list has completely finished printing).

Save as Quick Search and Project Membership:   These buttons will not apply to users outside of the Civilian Personnel Flight (CPF) venue.    

To view the position description of your choice, highlight the document and click ‘View’.
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The next screen that should appear will be a ‘File Download’ screen.  This will afford you the opportunity to either open the document and view it or save the document to disk.   To view the document, check ‘Open this file from its current location’ and click ‘OK’.
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All position description documents are scanned files and should open with whatever imaging application your PC has associated to open *tif file extensions.      

When you are finished viewing this document, click the ‘Back’ button of your browser to return to the ‘Search Results’ page.
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If you want to save the document to disk, check ‘Save this file to disk’ and click ‘OK’.  
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You will then receive a ‘Save As’ screen which will afford you the opportunity to save the position description to a location of your choosing.
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