GENERAL INSTRUCTIONS FOR AF RPA TRACKER TIMELINESS 

BUSINESS OBJECTS REPORTS

1. Currently, there are 5 RPA Tracker Corporate Reports in the RPA Tracker Universe that are used for AF-wide timeliness metrics.  The reports are:    


a.  Avg AF Fill Days by MAJCOM.rep - Product provides AF view of average closed fill statistics for each MAJCOM or MAJCOM equivalent  (11WG, ACC, AETC, AFA, AFMC, AFRC, AFSPC, AMC, ANG, PACAF, AFE, AFSOC and AIA).  Chart of average statistics for closed Fill RPAs. Report provides avg days for Manager Time, CPF Time, Class Time, Time to 1st Referral, Time to Selection and Time to EOD.  Other tabs are: Avg Days Validation, Validation for Fills over 300 days, Missing Data -Validation for RPAs not counted in statistics due to erroneous or missing data, Rollup Validation - validation of time spent in each group (i.e. mgr, class, staff, etc.) 


b.  Avg AF Fill Days by Base.rep - Product provides view of average closed fill statistics for a particular MAJCOM and its respective bases.  Chart of average statistics for closed Fill RPAs by base.  Report provides avg days for Manager Time, CPF Time, Class Time, Time to 1st Referral, time to Selection and Time to EOD.  Other tabs are: Avg Days Validation, Validation for Fills over 300 days, & Validation for RPAs not counted in statistics due to erroneous or missing data.  


c.  Avg AF Fill Days by MAJCOM & Month.rep - Product provides view of the trend in average closed fill statistics for a particular MAJCOM.  Chart of average statistics for closed Fill RPAs.  Report provides trend in avg days for Manager Time, CPF Time, Class Time, Time to 1st Referral, Time to Selection and Time to EOD.  Other tabs are: Avg Days Validation, Validation for Fills over 300 days, & Validation for RPAs not counted in statistics due to erroneous or missing data. 

d.  Avg AF Fill Days by Base & Month.rep - Product provides view of the trend in average closed fill statistics for a particular base.  Chart of average statistics for closed Fill RPAs.  Report provides trend in avg days for Manager Time, CPF Time, Class Time, Time to 1st Referral, Time to Selection and Time to EOD.  Other tabs are: Avg Days Validation, Validation for Fills over 300 days, & Validation for RPAs not counted in statistics due to erroneous or missing data.


e.  Avg AF Fill Days by Career Program.rep - Product provides view of the trend in average closed fill statistics for each Career Program.  Chart of average statistics for closed Fill RPAs.  Report provides avg days for Manager Time, CPF Time, Class Time, Time to 1st Referral, Time to Selection and Time to EOD.  Other tabs are: Avg Days Validation, Validation for Fills over 300 days, & Validation for RPAs not counted in statistics due to erroneous or missing data.  
2.  You must have access to Business Objects to run the timeliness reports.  For those who may not use BO on a regular basis, the following are basic instructions on running the reports:


a.  After opening  Business Objects,  the “New Reports Wizard” page will open.  Hit cancel.


b.  Go to “File” on the top menu and select “Retrieve From”


c.  Select “Corporate Documents.”  Note:  Be sure the “Show only this category of documents” is checked so that you can see the different universes.  Select AF RPA Tracking Reports and the RPA Tracker Corporate Reports will display.
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d.  For illustration purposes, highlight Avg AF Fill Days by Base.rep and hit “Retrieve.”  If you have not already imported the report into “Users Documents” on your C Drive, you will receive an “Import was successful” message.  If you have already imported the report, you will receive a message stating the report already exists and do you want to overwrite the existing report.  If you want to overwrite, you will select yes.  


e.  Hit OK, and the report screen will come up, but there will be no data shown because the report is built to “ask” for a “prompt” to identify the information you want to see.   


f.  Click on the “Refresh” icon on the BO menu bar.  


g.  The “Enter or Select Values” dialog box will appear.  


h.  Enter the appropriate information.  Note:  The required MAJCOM entry for these reports  is not the command code.  Enter the clear text MAJCOM name as shown in paragraph 1 above; i.e., ACC, AETC, 11WG.  Enter date information IAW the format shown on the screen. 


i.  Click OK.  The report will run and should produce a chart with timeliness data.  If you get “No data to fetch,” you either made an error on the “Enter or Select Values” dialog box or there are no valid closed fill/recruit actions to capture during the time period you entered.  To check for format errors, click on OK, click on the “Edit Data Provider” icon again, select the report you need to edit to get back to the “Enter or Select Values” dialog box again, and check your data for errors.  Also check the validation data (see later) to see if the closed actions were not picked up because of missing or inaccurate data.

3.  Validation information is included in the BO Reports.  After chart appears, note additional report tabs at the bottom of the chart.  Tabs are:  Avg Days Validation, #Fill Requests More Than 300 Days, and Missing Dates.  

4.  To run other RPA Tracker Corporate Reports, follow the instructions above.  There may be format differences, but the steps regarding prompts and navigating through the different screens are basically the same.

5.  As new RPA Tracker Corporate Reports are developed, we will publicize through the Clearinghouse and Systems Status Reports.  

6.  We believe it is important that everyone who has an interest in the AF-wide fill/recruit timeliness metrics understand the basis for the reports and have access to the validation information.  If you need assistance with running the reports, please call Civilian Field Activities, AFPC/DPSFOH, DSN 665-4635.   

OPR: AFPC/DPSFOH, 13 Jan 04


