MILITARY PERSONNEL FLIGHT
Daily Transaction Register (TR)

Management Program

(MPF User's Guide)
Military Personnel Flight

Daily Transaction Register Management Program

Purpose:  This program was created to provide the Military Personnel Flight with a user-friendly and interactive tool to quickly and effectively manage their daily transaction registers.   The transaction registers output via the DEPCON system was very time-consuming to manage on a daily basis because it required the MPF personnel to search through volumes of transactions, which did not pertain to their work center mainly due to the fact that the TR is broken down by Sections versus workcenters.  For example:  The Relocations TR would have transactions pertaining to Personnel Employment, Outbound Assignments, and Retirements/ Separations.  The assignment clerk would have to look through all these areas in order to find the transactions pertaining to their work center.  This management tool provides the PSM the ability to route these transactions down into the workcenters based on the MPF configuration and responsibilities.  The implementation of the daily repeats data on the TR products provides the MPF personnel with a daily analysis versus weekly analysis of actions requiring immediate action.  The end result is increased usage/monitoring of the daily TRs, in addition to quicker response to required suspense actions.  

How Does It Work?

Step 1:   The PSMs download the DEPCON output TR and upload it into the Daily TR program.   

Step 2:   The PSMs check the import to ensure all transactions are routed to the appropriate locations designated by the MPF.  During this step they will also validate any TR remarks listed as invalid/broken on the AFPC website or has been reported by the workcenters.  These transactions are routed to another area of the TR program where they will be monitored by the PSMs until a fix is released.   These transactions will not appear on the work center’s daily TR.
Step 3:  PSMs start the daily transaction analysis.  This process is totally automated.  During this step, the transactions are analyzed for repeats, assessment items are identified, counted, and all transactions are routed to the work center’s daily TR.   

Step 4:   Workcenters access the daily TR program and start reviewing incoming transactions.   The transactions are listed in descending order (latest date on top) to allow the workcenters to identify transactions which processed on the current date.   If the workcenters are working their TR daily, they only have to review the current date.  If not, due to exercises, details, etc., they know how far they must go into the database in order to clear all of their transactions.   The program contains lookup tables for most of the common remark codes listed on the TR.   Additionally, the program offers some tools to check whether DJMS transactions input by MPF personnel were actually output and the date of the output.  This process is similar to checking the DJMS JUMPS Data Change TRs (WOQ).  

Step 5:  MPF Management staff signs on the TR program to review daily comments/actions taken and analysis charts.  The analysis charts provide a visual display of transactions processed versus transactions worked.   The program contains a TR for MPF Management Staff which lists all transactions which have repeated for 14 days or more.   This tool enables management to get a quick snapshot of potential problems without researching the entire Repeat TR.   This tool combined with the statistical charts provides management a clear picture of their operations without leaving their desk.   The charts are interactive, which means that the charts (Action Taken) are constantly updated as the MPF workcenters start working their daily TR.  Inactivity in any work center is clearly displayed and should be evaluated daily for possible negative trends.

Step 6:  PSM personnel conducts daily reviews to ensure personnel are working the TR and reviews assessment items to ensure MPF personnel are working these issues.   In addition, PSM personnel provide daily guidance and assistance to work centers having problems interpreting or correcting transactions.   All transactions identified as possibly invalid or broken are analyzed and reported to AFPC Technical Assistance Center for resolution, if required.

Step 7:   Weekly TR Meetings.   The key to the total management of this program is the Weekly TR Meetings.   This program provides a daily analysis of transactions, which preclude the necessity of generating a special TR Analysis for the weekly meeting.   The TR used for the weekly meeting is the TR which was output the date of the TR meeting (Daily Repeat TR).   If the sections are constantly evaluating, updating, and annotating their transactions, most of the discussion during the meeting centers on actual problem areas.  This meeting also allows workcenters to discuss transactions which affect more than one work center and may require coordination on the proper update sequence or procedures.

This meeting also serves as an avenue to identify system problems or possible training problems related to the inability to update/clear specific TR remarks.   This is why it is important that all MPF members participate in the TR meetings, especially the individuals who actually perform the actions.   
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Daily Transaction Register Menu Item

This Menu Item is used to view, annotate, and manage the section/work center daily transactions.  All transactions are sorted in descending order to allow the user to view the most current actions first.    All transactions will remain on the daily TR report for 7 days to allow users the flexibility to manage their TR.  Additionally, some suspense/notice transactions only process on certain days of the week.  Transactions are maintained for 7 days will allow all incoming transactions to be evaluated daily by the TR program.

Transactions will only be removed from the TR after 7 days if the item does not receive another repeat transaction within the 7-day period.   This is determined by the Last TR Date, which is listed on all of the reports in this program.  This date indicates the last time a repeat transaction was processed against the record.   

Question:  How will I know if the action I took updated/cleared the Daily TR if the transaction will not disappear for 7 days?  

Answer:   If the Last TR date is less than the current date you are viewing, in most cases the repeat has been cleared and will disappear 7 days from the Last TR date.   If the transaction continues to repeat and the Last TR date continues to increment, you should review your corrective actions taken.  If everything seems to be OK, contact PSM for guidance/assistance. 

Select a Work Center:  (Mandatory):  Use this menu item to select your work center.  If your work center is not listed, contact PSM. 
View/Report Options:  The user has three options:  


All Records;   This option will list all daily transactions for the specific section/work center.

         Action Taken:  This option will list all transactions, which have been annotated by the appropriate section/work center.


No Action Taken:  This option will list all transactions, which have not been annotated by the appropriate section/work center.

Select Action:


View/Update Records: This option allows to you view the transactions and make daily annotations in the Action Taken block.   This option will open the work center daily TR management form for users to view and annotate daily transactions.   Transactions are sorted in descending order (latest date on top).

       View Report:  This option allows you to print the TR for your work center.   This TR will list all transactions, not just the repeats.  


Update Indiv Records (SSAN Search): This option allows you to search the repeat TR database for all transactions processing for a specific individual.  This option will open the work center daily TR management form to view and annotate daily transactions pertaining to the individual requested. There may be several transactions for that individual, so you may have to scroll through the records until you locate your work center and the transaction.   
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This form allows MPF users to view and annotate daily transactions.   Several additional management tools have been added to aid in daily research; i.e., Lookup Tables and PAS Directory Search.     Note:  The TR Date listed on this form is the Last TR Date that a transaction processed against this record.  Remember that transactions will remain on the TR for 7 days and will only be deleted if the Last TR date is less than the current date – 7 days.  This will indicate that the action has not received another daily transaction repeat hit for a one-week period.  The Repeat Count indicates how many daily transactions have processed against this record.

TR REPORTS MENU ITEMS

The TR Reports Menu Item consists of three (3) reports, which can be viewed or printed.   

Daily Repeat TR:   This report lists all MPF transactions by work center which have repeated twice on the Daily Transaction Register.   If actions have been taken, these remarks will be displayed in the Action Taken Box of the TR.

Daily MPF TR Listing  (all actions):  This report is a consolidated listing of all repeat transactions for the MPF.

CSS TR Report by Unit:  This reports all CSS repeat transactions.   

STATISTICAL CHARTS

This menu item displays interactive statistical charts.

[image: image3.png]Transaction Register Utilities - [Transaction Analysis Summary Charts]

€SS Inva
Summary, DY Data by Unit

Daily Repeats by PACAF CSS
Date Invalid TDY Data

MPF Assessment
tems

Records 4L I 1> [oulos]

Form View

Astart| | 14 3% Floppy (a:) 5 Dellew Corporation.





TR ANALYSIS CHARTS

MPF TR REPEAT SUMMARY:   This chart list MPF repeats by work center.   The Chart feature interactive displays, which shows the number of actions (green line on chart) versus actions taken (red line on chart).   The data on this chart will continue to change as the work centers annotate their action taken on the TR report.   

DAILY REPEATS BY DATE:  This interactive chart lists the number of repeat transactions processed daily during the TR imports.   

MPF ASSESSMENT ITEMS: This interactive chart lists transactions remarks, which have been designated by MPF Management or PSM as areas to monitor.    This is an actual count of transactions relating to the assessment areas,  not number of repeat transactions.

WING CSS INVALID TDY DATA BY UNIT:  This chart list invalid TDY data by unit.  The chart is not interactive; it is for information/monitoring purposes only.

DAILY REPEAT SUMMARIES
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This chart will list daily TR repeats counts by workcenters and number of days repeated.  The repeat count starts with 2.  There are four charts from 1-20; 21-40, 41-60, and 61-80.   

RESEARCH TOOLS

DJMS TRANSACTION OUTPUTING LISTING:  This menu item will display a list of DJMS transactions which were output on the previous date.   You must enter a specific date in the following format.(09/28/03).  This item will help to research whether a transaction was output on a specific individual.  You can use this in conjunction with the daily DJMS Output Listing (WOQ).

TR LISTING BY SPECIFIC TR TYPE:   This menu item will display a list of all transactions for a specific TR type.  This tool provides an easy way to research whether specific transactions have processed during the weekly TR.   Additionally, it you are responsible for a specific TR item, you can pull a list of all the transactions and take corrective action. 

This listing can also be used as a suspense report;   for example, if you type NOD93, you will get a listing of all individuals who need to update their DD Form 93 because of the relocation of their dependents.   The listing will give you all individual affected and their unit.   This listing can be maintained and screened to ensure all DD Form 93s are received.

MILPDS LOOKUP TABLES:   This menu item will lists the most common tables and codes used in researching the daily Transaction Register actions.   

PASCODE LOOKUP TABLE:   This menu item gives you a handy PASCODE lookup to aid in researching daily Transaction Register actions.  

MPF MANAGEMENT REPORTS

The reports contained in these menu items are for MPF Management Staff (MPF Chief, Superintendent, Section Chiefs, and PSM personnel).   Reports can be viewed by all MPF personnel.

MPF MANGEMENT TR:  This menu item produces a listing of all actions which have repeated on the daily TR for 14 or more days.   These items may require management intervention to ensure items are corrected.  All annotation should be reviewed to ensure appropriate corrective action was taken.   Items on this TR should always show action taken.  This TR should be monitored daily because new items may appear.  

DJMS OUTPUT CHECK (Repeat Actions):  This menu item list daily repeat transactions which require DJMS updates to be input by appropriate MPF workcenters and will show whether the transaction was output and the date of output.  This item should be used to check whether actions are taken promptly or whether no action was taken.
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