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DAILY PSM TR MANAGEMENT DUTIES

1.  Run import TR Import Utility.  This will import your daily TR from whatever destination you have put in your File Names table.   If the file does not load, recheck your import location and check to ensure your import file is in text format.   Once the TR Import Utility locates your files, it will display how many files were found.   If this number is not right cancel the import by pressing ESC.   If the files are OK, continue with the import.   When the import is complete, you will receive a message the *.txt file has been deleted.  Please note that your DEPCON TR will also be deleted to preclude you from having duplicate TRs on file.  Import creates the TR table.

2.  Run TR Types Not On Destination Table.  This menu will list all TR types that will not be imported into the Daily TR.   Write down any TR Types and destination which should be added to Daily TR.   

3.  Click on Update TR Destination File to add these to Daily TR.  (See example).   Review destination file to ensure code is not already listed.   If not listed, go to the bottom of table and add the TR type and destination.  (Remember, the remark should go down to work center level, so you should not be using Personnel Relocations, instead it should be Outbound Assignments, Personnel Employment, etc).  If you start typing the letters of the destination, they should start appearing automatically or you can use the down arrow button to locate the appropriate work center.  When finished close the table.
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4.  Run PAS Not on File:  This item will list PASCODES which are not on file which needs to be added to the PAS Table.  Open the database and locate PAS Table.  You can add/make changes directly to this table.  When complete, close the table to save.
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5.  Click Run Daily TR Analysis.  This program will count the repeats, change the destination on the tr types to specific workcenters, delete all transaction that are over 7 days old and have not been hit within a week (assumption is that they are clear).   You will receive several messages, just click YES or OK.  These messages show that the macros are completing all the required actions for the daily TR analysis.   When this program finishes running you will get a window which states that the Transaction Analysis is complete.   Close this window.   YOUR TR ANALYSIS IS COMPLETE.

6.  Close the PSM Menu.   Review the Repeat TR and Statistical Charts.

PSM TR ANALYSIS MENU 

(Description/Usage Info)
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Daily TR Management Menu (daily PSM actions)

TR Import Utility:   Used to import the daily TR output from DEPCON.

TR Types Not On Destination Table:   Lists TR types which should be viewed to determine whether they need to be added to the MPF destination table.

Update TR Destination Table:  Used to add or reroute TR types to appropriate MPF work center.

PAS not on File:  Lists PASCODE not listed on PAS table.   PSM should review and update this table to ensure correct unit is displayed on the TR reports.

Run Daily TR Analysis:   Used to start the import, backups, repeat counts, and routing of TR types to appropriate work centers.   Message will appear indicating that the Daily TR Analysis is complete.  Users can now access the TR and start their daily routines.

TR Maintenance Menu

Open Repeat TR:  Open the Repeat TR for review/corrections.

Open Import TR database:   Open the daily import TRs for review.   These are the TRs imported from DEPCON in Excel format.  Import TRs are maintained for 90 days.

Change TR Import Location:   Menu item is used to tell import program where the TRs to be imported from DEPCON are located.   This must be setup prior to using this program.

Mass Update Action Taken:  Menu item can be used to perform mass update of action taken on a selected TR type.   This item should be used to make annotations on broke/invalid remarks.  You must enter the Action taken first and then the TR type it applies to.   

Loaded Destinations:  This report will list all workcenters currently loaded in the TR program. You can add/change/delete workcenters by using the Update Workcenter Table menu item located in the PSM Menu.

Update Assessment Items:   Menu item is used to add/delete items to MPF Assessment Item listing.  You must know the TR type and action being monitored.

Update Workcenter Table:   Menu item is used to add/change/delete workcenters from the TR.

Active Users:  Menu item reflects individuals currently logged into the TR Management Program.

MPF Users Log:   Menu item gives history of individual who have logged into TR Management Program.  Log will indicate date/time of log in and date/time of log out.  

Add PSM Viewer:   Menu item is used to add individuals who are authorized to view the PSM Menu.  If the user’s login information is not on this table, they will not be able to access the PSM Menu.   

RESEARCH TOOLS

PSM TR Research (SSAN):   This menu item is used to search the TR table (created from daily TR imports) for specific transactions pertaining to one individual.   The TR table contains 90-days of imported transactions.   Use the menu item if you are researching problems.   

Consolidated TR by Specific Date:  This menu item allows you to recreate an import TR for a specific date within the last 90 days.   This report is ran from the TR table which contains daily TR imports for the last 90 days.

DAILY TR MANAGEMENT PROGRAM SETUP

1.  Setting up in Shared Directory:  Copy the zip file to your shared directory and unzip.  Once the file has been unzipped, you should have an mdb file called Hickam TR Pgrm.mdb.   Double click on this file to start the program.  You should see a menu like the one below:
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2.  Next you have to open up the TR database to make the required changes:

Go to File on top menu.  Locate the Hickam TR Pgrm.mdb.  It should be the first file listed in your recently accessed files.  (See Below).  This will open up the TR database for you to make some changes.  (DO NOT TRY TO RUN UNTIL YOU HAVE COMPLETED ALL THE REQUIRED ACTIONS).

3.  Click on the Queries Tab to open the Queries directory.    Locate the query titled MPF TR Import Setup.   Open this query in Design view by clicking Design on the Top Left of the form.
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4.   Change MPF ID:  This will open up the window below.   Locate the Field titled pas.   In the criteria, change Not Like “HL*” (HL represents the MPF ID for Hickam AFB, HI) to Not Like “(Enter your MPF ID)*”.   Example Not Like “EL*” would represent Elmendorf AFB, Alaska.  It is very important that you include the (*).    This sets up the program to work for your MPF.   After changes are made, close the form to save change.
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5.   Setup PSM Menu Access List:   Locate and click Tables Tab.   This will open the Tables directory.   Locate table titled User_admin.  Double click this table to open it for update/changes.
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6.   Add PSMs to User_Admin Table:   Type in the computer login for all PSMs or individuals allowed access to the PSM menu.   PSMs should maintain strict control of this table to prevent users from inadvertently making changes to the database.   The login should consist of first name.lastname.  When complete, close this form to save the table.
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7.  Open Daily TR Management Program and click on PSM Menu.  The following menu item will appear.
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8.  Click Change TR Import Location and following instructions on the screen.  When complete, close TR program.  Your program is not setup for use at your location.
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9.  Changing Work Center Table (DO FIRST):   On PSM Menu, click Update Workcenter Table.   The items listed on this table reflect workcenters which will displayed on the Main Menu page, under Select Work Center.  Do not remove ALL SECTIONS.  Make the appropriate changes and close the table to save it.     You can review your changes by going to the Main Menu and clicking the button to Select Work Center.
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10.  Change Destinations Table:   Your destination table workcenters MUST correspond with the changes you have made to the Workcenter Table.   On the PSM Menu, click Update TR Destination File.   This will open the destination table.   You can do a mass change by clicking on Edit and selecting Replace.  This will open the Find and Replace Menu.   After you have made all your changes, close the form to save your changes.
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11.   Load Import TRs:  Copy your DEPCON TRs to your import directory.  This directory should be a MPF shared directory on the LAN to enable all MPF users to access the program and to allow PSMs to monitor the usage of the program.  Ensure the files are in TEXT format or they will not load.   You can copy as many reports as desired into the directory.   Ensure they have a different file name.  Suggest the files be named TRMMDDYY – TR091203.   This will help locate the files if you have to troubleshoot the database.  Recommend you only copy one file to test the database import.  If this import is successful, you can copy any amount of TRs into this directory.  We suggest doing a week at a time to keep your program from running a long time.  The program load normally takes between 10-20 minutes, depending on the size of your TR and the amount of changes you have made to the destination table.

During import, all transactions will initially be copied to the TR table.  The program then uses the TR table to create the Repeat TR Table which is used in the database program.  

12.  Setup Complete:  Open the TR Management Program and follow the Daily PSM TR Management Instructions included in the front of this guide.

Instructions for Routing MILPDS TR Remarks to PC-III

Step 1.  Log into MILPDS, PSM responsibilities
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Step 2.  Highlight and double click on ‘Local Tables’, double click on ‘Update Local Tables’
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Step 3.  Press ‘F8’ to populate the screen and page down until you see the screen below.
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Step 4.  Go the bottom of the Local Lookups and click on the green plus icon to add a new record.  
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Step 5.  Add TR remark ‘SUVAV’ in the Code and Meaning column and click on the Save icon.  Close MILPDS.
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Instructions for Updating the MILPDS Data Lookup Tables

The MilPDS tables inside of the TR Management program updated  by downloading tables from the  AFPC website or downloading the Personnel Concept III  (PC-III)  tables.

Downloading Tables via AFPC Website

Step 1.  Sign on to the AFPC PSM website using the following URL; https://www.afpc.randolph.af.mi/psm/, click on MILPDS Codes and then click on the required Description table.   
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Step 2.  Download and save the file to MS Excel format.  

[image: image19.png]icrosoft Interet Explorer pro =18l x]

B e 2 o | oh ol | 0 B 2 B Bl
dtess [ s i ondolh f i pen/Aachmens Assgnmen!_Action_ Heason_Sta Deseiplon s =] @ ks ”
CE| =
& B & ] E F G " 7 3 T U
1 |nssignment Action Reason Stat Description
2 BAR stat _[aaR stat Description
ERE | [
401 Camz 10 05 Non-voL [21x]
5 |0z CoNUs TO CONUS PME 6 saven:  |= (C) T «®m @ % - Toos -
B0 0/5 To_CoNUS ame Sie [ Type odfic~
7 [o2 CoNUS_TO 05 OTHER TH = e 1o
8 [0 THVOLUNTARY CONSECUT rehive Folder st
9 [0 CoNUS_TO 05 PHE GRAD estion Folder spaf03
10 05 05 T 08 ot comy Siomo Folder 918103
i1 1 DIRECTED DUTY 456 (23 HFonis Folder ap2ap
121z [TECH TG GRAD 3 crent Folder siisin
1313 OFF ICER/PRIOR SERVIC 23 plware Folder spz3
1418 E7-PAS SPECL (23 Program Fies Folder e15(03
1515 DDA ENL UNDER GBOC P =L Folder 91110
1616 TTG ENL UNDER GBOC P 32 Recycler Folder 3f24i9
1718 TTG_ENL UNDER BOC PR 3 Teme Folder 9li2fo
1815 0/5 RETURNEE ALLOCAT (3 windows Folder S/20/088
19 11 ConUs_To Conms oFrIc g vt Folder siizio
2015 CoNUs TO 08 OFFICER (2 vinpcave Folder g“i”'d
21[1c 05 TO CONUS OFFICER . | L
21 05 To 08 OFFICER EXC il pame: igrmert_ic & e
2321 — =
221 Saveastype [Mcosoft el Workbook (") =] Cancel
253 [FORMAL TECH TG CRGE
2635 LPRVD RETRNG - 00T
2755
2855
I
3021 BASE OF PREFERENCE (CAREER AMN)
3122 BASE OF PREFERENCE (FIRST TERN ANN)
EZIE EUMANITARIAN
33 2a 30T _sPOUSE
3425 INTRACONNAND ASSIGNHENT, PC WITHOUT PCS
3527 HQ_USAT_REDUCTION/REORGANIZATION
36 25 PERNISSIVE HUMANITARLAN -
[AT4¥ pih\sheet 1 inl ¥l
] [ [ [ [® UknowmZane

g Start| [ inbos - Microsaft Outlook _| B TR TABLES.dac - Mictosa...| B Dacument’ - Mictosalt Word| [] Transaction Register tities| [ 2] http:/7weew. afpe. rand. Go>BHW s





Updating Tables via PC-III

Step 1.  Sign on to PC-III and go to the PC-III Main Menu, UNIX SYSTEM ADMINISTRATION, System Administration, Unix Shell.  Enter Password and press <CR>, at the $ prompt enter cd /usrb/pc3/dbm/data/tbls/data, type ls and press <CR>, this will list all the PC-III Military Central Tables. 

Listed below are the tables used in the Daily TR Management Program. 

	TABLE 
	DESCRIPTION

	m094
	PROM-ELIG-STATUS-AMN

	m100
	REENL-ELIG-STAT

	m130
	DEROS-CHANGE-DISAPP-RSN

	m149 
	UNFAV-INFO-ID

	m329
	FUNCT-ACCT

	m424
	WT-MGT-ST-CODE


Step 2.   To download a specific table, go to Kermit, Receive, in the Remote Source File box, type m366, and click OK.  After you are done, exit PC-III.
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Step 3.  Go to MS Excel, click File, Open, click on m366, and click on Open.  Follow the next 3 import wizard steps.
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Step 4.   Click next.
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Step 5.   Check Other in the Delimiters box and input the pipe sign | click next.
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Step 6.  Highlight the first column, click Text and Finish
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Step 7.   Save the file to MS Excel to be imported in to the appropriate table in the Daily TR Management Program.
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