Enlisted Promotions -  Grade/Effective Date RECON Instructions
Instructions have changed (current as of 30 Apr 03).  Please read this thoroughly.
In an effort to reduce the number of mismatches and to accelerate the resolution of pay problems for individuals, we have made a major modification to the way we will process the DFAS Reconciliation Roster.  We no longer need you to return the annotated Excel spreadsheet to us with your corrections.  Instead you will need to update MilPDS and/or use CMS.
The attached DFAS Reconciliation roster identifies members who have a grade data mismatch between MilPDS and DFAS.  Please review the attached Excel spreadsheet and verify grade, DOR, and effective date data on each individual listed.  This will also require you verify the member’s current promotion eligibility status (PES) code and effective date in MilPDS.

If the member’s grade data is right in MilPDS, but wrong in DFAS:  Update the DJMS Grade Change area under Career Enhancements in MilPDS.  Updating the DJMS Grade Change area will flow the appropriate transaction to DFAS and correct the member’s pay record.  
To update a DJMS Grade Change on a member:

Go to Customer Support
Click on Career Enhancements 

Click on DJMS Actions

Click on DJMS Grade Change

Click the Open button 
Press the F7 function key to enter the query mode  

Type in the SSAN

Press the F8 function key to execute the query and populate the record 
Click on the drop down menu for Transaction Type (select either MD04/MD05/MD06)

Select MD04 if correcting 2 pay record items (current effective date and current grade)

· Effective date being transmitted in MilPDS can not be an earlier date than the   

      date reflecting in DFAS.

MD04 transaction examples:  

MilPDS reflects:


DFAS reflects:
(6 yr enlistee)A1C/Eff 5 Mar 03
AB/Eff 12 Nov 02 (date for AB equal to EAD)

(6 yr enlistee)A1C/Eff 5 Mar 03
Amn/Eff 12 Nov 02 (date for Amn equal to EAD)

A1C/Eff 3 Mar 03 


Amn/Eff 3 May 02 (normal promotion)

SSgt/Eff 1 Mar 03


SrA/Eff 24 Apr 01 (normal promotion)

Select MD05 if correcting 1 pay record item (current effective date or current grade)

If correcting either current grade or effective date, leave the Action box blank

Press Submit
· When updating an MD05, ensure that the current date in DFAS is not more than 1 year from the current calendar date.

MD05 transaction examples:

MilPDS reflects:


DFAS reflects:

A1C/Eff 3 Mar 03


Amn/Eff 3 Mar 03 (erroneous grade)
A1C/Eff 3 Mar 03


A1C/Eff 12 Nov 02 (erroneous effective date)

SrA/Eff 24 Nov 02


SrA/Eff 5 Feb 03 (erroneous effective date)

MSgt/Eff 1 Dec 02


TSgt/Eff 1 Dec 02 (erroneous grade)

Select MD06 “only” to cancel an erroneous promotion that already reflects in DFAS.  When a promotion consummates erroneously then:

1. Under  DJMS Grade Change, select MD06 transaction type

2. It will prompt you to “ensure that this transaction matches DFAS file”

3. Click “OK” if it matches 

4. Then select Cancellation Action and click “Submit”

5. Navigate to “Enlisted Grade”

6. Press the F7 key, type in SSAN, then press the F8 key

7. Click on “Grade Info”

8. Scroll down to “Gr Status Reason”
9. Type 2R or 3K (whichever is appropriate), then save

10. Once the transaction is saved, exit back to “Enlisted Record”

11. Press F7 twice, then press F8.  This will populate the information you’ve updated and should show the erroneous promotion is back in the projected area.

Note: You must not deviate from the order of the steps listed above. (ie; do not start with step 5, you must always update the MD06 transaction first).
If MilPDS is wrong, but DFAS is right:  Then update the correct grade data in the projected grade data area under Career Enhancements.  NOTE:  If you attempt to input the correct grade data in the current grade area instead of the projected grade area, your update will reject.  
To update correct grade data in the projected grade area of MilPDS on a member (E4 and below only):
Go to Customer Support
Click on Career Enhancements
Click on Promotions and Testing
Click on Enlisted Grade Information
Click the Open button

Press the F7 function key to enter the query mode
Type in the SSAN

Press the F8 function key to execute the query and populate the record

Click on the Grade Info button 
Go to grade permanent projected 

Type in the correct grade data

Go to grade permanent DOR projected 

Type in the correct DOR
Go to grade permanent effective date projected
Type in the correct effective date
Go to grade status reason 

Type in the correct grade status reason (ensure TOE reflects 6 years if using GSR 1E for 6-year enlistees)
Click the OK button twice 
Press the F10 function key to save the record
After you update MilPDS (whether it was the DJMS Grade Change or the correct grade data in the projected grade data area in Career Enhancements) check DFAS or your local finance office the next duty day after the projection consummates to see if your transaction corrected the member’s pay record.  Please keep in mind that the pay file is not immediately updated.  Requests are often queued for the next regular update.  Once the file date has changed your update should reflect on the MMPA.
If the pay record doesn’t update within one week, then request a JUMPS Reject from your PSM or check your local finance/DFAS to see if the update rejected.  If the reject can not be corrected at base level, then check CMS to see if a pay problem case has already been open on the member.  If the case is pending, then take no further action unless you are adding additional comments or waiting for the case to be referred back to you for more information or action.  If a case is not pending in CMS, then open up a CMS Pay Problem Case on the individual and ensure you select “promotion-recon” for the case type.  Please make sure that duplicate cases are not entered into CMS.  This will only further delay the member’s pay problem. 

Please ensure you exhaust all avenues at the MPF level before opening a case in CMS.
Any MilPDS updates and/or pay problem cases that you need to open in CMS must be accomplished ASAP.  This will ensure we get DFAS to work the pay problems as quickly as possible and also will prevent repeat names on the quarterly DFAS Reconciliation roster.   

If you have any questions, please contact DSN 665-2362.  We appreciate your support.

