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The Clearinghouse Advisory is published by AFPC/DPCXT (Functional Clearinghouse).  Your comments and questions are welcome.  Please address them to:

HQ AFPC/DPCXT

550 C Street West Ste 57

Randolph AFB TX 78150-4579

Email:  Chuck.Zedek@randolph.af.mil
	Highlighted Area
Validation of Positions
It was recently brought to our attention that there continues to be a problem with invalid positions, especially invalid encumbered positions.  If an encumbered position status is "Invalid" in DCPDS, numerous personnel actions will not properly process or do not process at all.  For example, an employee may not be able to self-nominate through the web site if his/her position status is invalid.  Personnel in AFPC/DPC's Clearinghouse Office tell this office that many problems they receive are directly related to positions coded as invalid.  We recommend bases aggressively work to eliminate erroneous invalid position data and review invalid position data on a daily basis.

Attached is a spreadsheet ran on 5 Dec 03 listing "Total Active Invalid Positions" and "Total Encumbered Invalid Positions."  The encumbered invalid positions are of the most immediate concern.
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There is a Corporate Report named "Invalid Positions" in the Business Objects HR Reporting Universe that identifies invalid positions.  Bases will find the report helpful in identifying required corrective actions.

AFPOA/DPXRC developed an instruction sheet (see attached) with helpful guidance on the proper procedures for "validating" positions.
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	QUICK LINKS

	· Benefits and Entitlements - http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm
· Classification - http://www.afpc.randolph.af.mil/dpc/Classification/class.htm
· Clearinghouse - http://www.afpc.randolph.af.mil/clrhouse/default.htm
· Defense Civilian Personnel Data System - http://www.afpc.randolph.af.mil/mdcpds/dcpds.htm  
· Directorate of Civilian Personnel Operations - http://www.afpc.randolph.af.mil/dpc/
· Employment - https://www.afpc.randolph.af.mil/afjobs
· National Security Personnel System (NSPS) - http://www.cpms.osd.mil/nsps/index.html
· Requisition Audit Report - http://www.afpc.randolph.af.mil/dpc/doclib/ReqAudit.htm
· System Administration - http://www.afpc.randolph.af.mil/dpc/SystemAdministration/index.htm
· System Status Report - http://www.afpc.randolph.af.mil/dpc/SystemAdministration/index.htm
· Tools & References - http://www.afpc.randolph.af.mil/mdcpds/default.htm


	Defense Civilian Personnel Data System (DCPDS)


	*Resinded*
Personnel/Payroll Workarounds  

	The following payroll workarounds are being rescinded. 

· Number 02-0016 (Return to Duty with CAO Gain Action) 

· Number 03-0011 (Can't Temp Promo above Retained Grade)
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	Personnel/Payroll Workarounds
	· Number 04-0001
DCPS will not accept a transaction from a different servicing agency than the employee is in unless it is specific NOACs.
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	Name Change
	Clearinghouse ticket (1034814) was submitted because the record had a name change processed and "NMN" was added to the Middle Name field.  This is correct according to the Guide to Processing Personnel Actions (GPPA), but is not necessary when building an applicant or changing a name in DCPDS.  The system is designed to add "NMN" in block 1 of the NPA when the Middle Name field is blank.  When a record is built or updated with "NMN", HR recognizes it as a middle name and prints the initial "N".  The problem was discovered because a name change was processed against the record of a HR Specialist with an electronic signature, and anything the HR Specialist updated in HR was printing "First Name, "N", and "Last Name" on the NPAs.  
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	Cancellations
/Corrections Instructional Demonstration Module
	Below is a link to the CPMS website which includes the instructional demonstration module for Cancellations and Corrections (described in the read me documentation for patch 51.6).

http://www.cpms.osd.mil/regmod/latestinfo/FunctionalUpdates.html

	
	

	Mass Training Update Errors
	The following are the most common remarks on the Training Completion Mass Update Error List and what they mean.  Although the remarks are generating error reports, most entries are actually loading and mass training updates itself is not broken, rather the error report.

INSERT SIT  message means the information loaded successfully into the SIT and does not mean it errored.  Suggest a spot check of records to verify load.

SIT RECORD EXISTS message means the information did NOT load successfully.  Record may be updated in HR in the Completed Training History area.

Record Not on File message means the information did NOT load successfully.  This is normally caused by an incorrect SSN.  Record may be updated in HR or in subsequent Training Completion Mass Update.  

ORA-01861: literal does not match format string message means the information did NOT load successfully.  These errors seem to be related to DATE columns and the record has data in one of the fields that does not match the criteria, e.g., numeric where it should be alpha, more characters than allowed for specific field, etc.  Record may be updated in HR in the Completed Training History area with correct information.

Additional information on Mass Training Completion Updates may by found at http://www.afpc.randolph.af.mil/mdcpds/Docs/2003MassUploadInstructions1.pdf.

	
	

	Personnel Workaround for Position Quick Copy
	Reference Clearinghouse PROBLEM REPORT NUMBER: 1051214 attached is a personnel workaround for Position Quick Copy.
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	Position Not To Exceed Dates and Position Protected Flag


	AFPOA/DPXRC developed the helpful guidance below regarding the processing of positions with "Not To Exceed" dates.  The instructions cover CPMS' alternate capability to "protect" encumbered positions from "elimination" when the NTE date expires.
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	Miscellaneous Information


	National Security Personnel System (NSPS)
	Have you asked yourself, "So, what's this NSPS business and why should I care?".  NSPS is the new "Personnel System" that is going to be implemented for the Department of Defense (DoD) Civilian employees civilians (with some exceptions).  The acronym stands for National Security Personnel System and was designed to give DoD flexibility in managing its civilian workforce.
As you all know, we civilians play a role in helping with the defense of our country.  

To move us toward the transformation of the military, DoD needed to eliminate many of the constraints we face in our personnel system.  As a result, legislation was passed to implement the NSPS.  You can find additional information on the CPMS website at http://www.cpms.osd.mil/nsps and also at http://www.cpms.osd.mil/nsps/docs/QA_aug19.pdf.  

The NSPS will bring tremendous changes to the way we "do" civilian personnel in the AF.  While we don't know all the details, we do know that the changes will be dramatic and will revamp many of the requirements we have in place today.
The new NSPS will require us to move forward by changing our mindset.  We'll need to "think" differently.  There will be more abstract information, as opposed to rigid, step-by-step requirements that currently guide us in our daily worklife.  We must be ready and open to the new changes -- and we'll need to be flexible as we go through the bumps and hiccups that any new system will inevitably have.  It's an exciting time to be in Civilian Personnel.
There is definitely more to come on this new system and we’ll strive to keep you abreast of significant events.

	
	

	27 Paydays In Pay Year 2004
	Periodically, the pay year will be comprised of 27 paydays instead of the more common 26 paydays.  When this occurs as it does for pay year 2004, some deduction and withholding amounts may be affected.   The purpose of the attached memorandum is to provide information to assist in answering questions regarding the impact of the 27 paydays for first Friday / 6 day pay lag customers.
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	Accessibility to virtual Civilian Career Brief (vCCB)
	It has been brought to our attention that employees have been unable to access their vCCB during certain hours in the evening.  When the employees try to access their vCCB, they sometimes get a generic web error page.  The reason employees are unable to access the vCCB application is due to the nightly database refreshes.  Our systems folks have posted a notice on the vCCB button which states:  "Due to database refreshes, this application may not be available 1900-2345 (CST) nightly.   If you have problems during this time period, please try again later." https://www.afpc.randolph.af.mil/afpcsecure/default.asp

	
	

	Air Force Priority Problem Reports
	Please use the following link to review the latest list of Air Force Priority Problem Reports.

http://www.afpc.randolph.af.mil/clrhouse/default.htm

	
	

	New Job Kit
	On 15 Dec 03, the Air Force Personnel Center (AFPC), Directorate of Civilian Personnel (DPC) released a revised AFPC Employment Job Kit for your immediate use - - see attachment below.  While the resume and self-nomination guidance in the Job Kit has not changed, the revisions include essential updates to key customer service-focused initiatives. 

As a result of the Air Force Customer Service Transformation effort to link together personnel and payroll call centers, the Air Force established a new 1-800 number.  The One-Stop Customer Service phone number for all stateside callers, including those located in the San Antonio, Texas area, is 1-800-616-3775.  If calling from overseas, you'll continue to use our existing number for now.  We expect international access to the new 1-800 number to be place o/a 31 Jan 04.  You'll be able to contact the Recruitment Service Center via both the new 1-800 number and our current phone numbers until 31 Jan 04, when the current numbers will be disconnected.  The numbers for all TDD users will not change.  They remain TDD 1-800-382-0893, or (210) 565-2276/3008 if calling within the San Antonio area.  

The Job Kit has also been updated to support a recent "LEAN" initiative to include "partial" servicing of the 11th Wing (Bolling AFB) for the following series:  303, 312, 318, 326, 344 and 2XX by the AFPC Administrative and Human Resource Cells.  

Other changes include the clarification on the length of time it takes to process resumes when candidates use the on-line Resume Writer as compared to e-mail or e-mail; resumes submitted through Resume Writer normally take 24 hours to process while e-mail and mail resumes require 5 business days to process.  There is also the addition of a statement informing candidates not to set their e-mail sensitivity to “Private” when submitting their resume.  The Recruitment Service Center is unable to view resumes when submitted with private settings by the sender.  

Listed below is a brief summary of changes included in the Job Kit effective 15 Dec 03:

· Page 3 - Added note informing applicants to refer to page 17 for list of partially serviced bases by AFPC

· Page 3 - Added note to advise customers the SF Form 171 is an “obsolete OPM Form” 

· Page 3 - Clarified resume processing times for resumes submitted through Resume Writer, e-mail and mail 

· Page 5  - Updated office symbol for resumes submitted by regular mail and added statement informing applicants not to set their sensitivity e-mail settings to “Private” when submitting their resume

· Page 7 - Added “or family member of a” before uniformed serviced member on Executive Order 12721 appointment authority

· Page 17 - Identifies 11th Wing occupational series that will be filled by AFPC LEAN Cells (Administrative and 2XX - Human Resources)

· Page 19 - Added the Air Force customer service one-stop phone number 1-800-616-3775 and web link.

We request that you give this the widest dissemination possible, including your local Special Emphasis Program Managers.  Should you have questions, our point of contact is Ray Gonzales at DSN 665-3069 ext 4356 or by e-mail at ray.gonzales@afpc.randolph.af.mil.
Job Kit:  https://ww2.afpc.randolph.af.mil/resweb/jobkit/JobkitEffective15Dec2003.pdf
Employment Website:  www.afpc.randolph.af.mil/afjobs.

	
	

	Employment & Income Verification (TALX)
	We have been advised that the Employment & Income Verification phone number (TALX) (The Work Number) has changed to 1-800-367-5960.

For additional information on TALX see Clearinghouse Advisory Issue Number 03-1 (5 Feb 03) http://www.afpc.randolph.af.mil/clrhouse/CHAdvisories/Clearinghouse%20Advisory-03-1-Final.doc or visit http://www.theWorkNumber.com.

	
	

	Request for Payroll Workaround Form (Update)
	Since the implementation of the Individual/Official Payroll Workaround procedures, we have received many questions regarding whether or not a remedy should be created to accompany the Imaging FAX cover letter.  We have coordinated with all the payroll offices and a remedy is NOT required if an individual/official workaround has been approved.  Please be sure to annotate the Workaround number on the FAX cover letter.
For additional information please refer to Pg 4 of Clearinghouse Advisory Issue Number 03-8 December 10, 2003.

http://www.afpc.randolph.af.mil/clrhouse/CHAdvisories/Clearinghouse%20Advisory-03-8-Final.doc


	Hours of Operation (all Central Standard Time)

	Functional Clearinghouse

0700 - 1700

	Technical Clearinghouse
0600 - 2300



	Clearinghouse
http://www.afpc.randolph.af.mil/clrhouse/default.htm
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 Contact Us

· By Phone
AFPC and local callers dial 527-2400 (access codes 5, 7, etc. will not work), all other areas dial 1-888-368-9367.  To report a Technical problem, press 1, if you are calling to report a Functional problem, press 2.

· Internet
Only Functional problems may be reported through the Internet, by authorized Clearinghouse POC’s.  All customers may view the status of a reported problem via the web.  http://www.afpc.randolph.af.mil/clrhouse/default.htm
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�HYPERLINK "http://www.tsp.gov/"��www.TSP.gov��� HYPERLINK "http://www.DFAS.mil" ��www.DFAS.mil�


� HYPERLINK "http://www.opm.gov/" ��www.OPM.gov��� HYPERLINK "http://www.FIRSTGOV.gov" ��www.FIRSTGOV.gov�


� HYPERLINK "http://www.DEFENSELINK.mil" ��www.DEFENSELINK.mil�


�HYPERLINK "http://www.AF.mil"��www.AF.mil�


� HYPERLINK "http://www.theworknumber.com" ��www.TheWorkNumber.com�





Air Force Customer Service Center


(800) 616-3775


�HYPERLINK "http://www.afpc.randolph.af.mil/cst"��www.afpc.randolph.af.mil/cst/��
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From:
Civilian Pay Systems Management Office


To:
DCPS Payroll Office  


Date:
January 12, 2004


Subj:   27 Paydays In Pay Year 2004 – First Friday / 6 Day Pay Lag Customers Only

Periodically, the pay year will be comprised of 27 paydays instead of the more common 26 paydays.  When this occurs as it does for pay year 2004, some deduction and withholding amounts may be affected.   The purpose of this memorandum is to provide information to assist in answering questions regarding the impact of the 27 paydays for first Friday / 6 day pay lag customers.  


Please note the Army regular and overseas data base customers with a pay lag of 12 days (2nd Thursday after the end of the pay period) are not affected. 


Deductions Impacted Due to 27 Paydays in Pay Year 2004.


1. Federal Tax - The Defense Civilian Pay System (DCPS) annualizes biweekly earnings to determine the tax deduction amount.  For Pay Year 2004, 27 paydays of earnings will be used in the calculation, which may result in an increase in the biweekly tax deduction.  An example of  the Federal Tax calculation is as follows:  


      27 Paydays:





26 Paydays:


Biweekly Taxable wages:
$1,306.38


Biweekly Taxable wages:
$1,306.38


Tax Status: Single/0 exemptions



Tax Status: Single/0 exemptions


$1,306.38 x 27 paydays = $35,272.26 Annual salary
$1,306.38 x 26 paydays = $33,965.88 Annual salary


Biweekly Federal Income Tax



Biweekly Federal Income Tax 


Withholding: $184.74




Withholding: $179.29







2. State Tax - DCPS also annualizes biweekly earnings to determine the State Tax deduction amount.  Because there are 27 pay periods, there is one additional payday of earnings and also one more payday used in the annualizing process, which may result in an increase in the biweekly state tax deduction.  An example of  the State Tax calculation is as follows:  


27 Paydays:





26 Paydays:


Biweekly Taxable wages: $1,306.38


Biweekly Taxable wages: $1,306.38


Tax Status: Single/0 exemptions


Tax Status: Single/0 exemptions


$1,306.38 x 27 paydays = $35, 272.26 Annual salary
$1,306.38 x 26 paydays = $33,965.88 Annual salary


Biweekly Virginia Income Tax


Biweekly Virginia Income Tax


Withholding: $60.26




Withholding: $59.68


3. Local Tax Deduction – Most local taxes are based on percentages applied to subject earnings, and as such would not be impacted. However, there are some local taxes that are based on the Federal withholding and therefore could be impacted.  If there are any questions about the calculation of a local tax, please consult the DCPS Users Guide for additional information.


4. Thrift Savings Plan (TSP) – Highly paid Federal Employees Retirement System (FERS) employees may exceed the TSP maximum deduction amount if 27 paydays is not used to determine the pay period deduction amount.  Care should be taken when determining the biweekly deduction so that the employee will receive the maximum amount of matching Government contributions.  An example of TSP deductions follows:


TSP Maximum Employee Contribution for 2004:  $13,000.00


$13,000.00 / 26 =  $500.00 per payday over 26 paydays


$13,000.00 / 27 = $481.48 per paydays over 27 paydays.


Example:


$500.00 x 27 paydays = $13,500.00 


Maximum employee contribution for 2004 is $13,000.00


Employee reaches maximum contribution in Payday 26.


Pay period 27: No employee contribution, no agency matching, employee receives only the automatic 1% government contribution.


 If the TSP contribution is calculated based on 26 paydays versus 27 payday, the employee will reach the maximum contribution prior to the end of the pay year.  This will result in the loss of matching Government contributions.  Employees are encouraged to review their TSP elections during the next open season for 2004 to avoid a potential loss of TSP matching Government contributions.


5. TSP Catch-Up Contributions – The amount to be withheld each payday may be calculated using 27 paydays versus the normal 26 paydays.  


6. Repayment of Student Loans – The amount to be withheld each payday should be calculated using 27 paydays versus the normal 26 paydays. 


Deductions Not Impacted Due to 27 Paydays in Pay Year 2004.


1. Charity  – There is no impact because Charity deductions begin the first full pay period of the calendar year and only 26 deductions will be withheld as normally done.


2. Flexible Spending Account (Dependent Care and Health Care) – The Flexible Spending Account provider will stop the deduction when the annual authorized amount has been deducted and restart the deduction in the next pay year if authorized.  The provider will also make any necessary adjustments to the deduction amount to ensure that no more than the annual authorized amount is collected.


3. Long Term Care (Dependent Premium and Employee Premium) – Deductions for Long Term Care will be stopped by the provider when the annual authorized amount has been deducted and restarted in the next pay year.  The provider will also make any necessary adjustments to the deduction amount to ensure that no more than the annual authorized amount is collected.


4. TSP Loans and Military Deposits – 27 deductions will be taken because deductions are calculated as a biweekly amount.


5. Voluntary Child Support, Voluntary Alimony, Voluntary Payment of Back Taxes and Savings Allotments – The normal biweekly amount requested by the employee will be deducted for 27 paydays. 


6. Federal Employees Group Life Insurance (FEGLI) for nine-month educators - The prorated deduction amount will not change.


If there are questions regarding this information, please contact the Customer Contact Center at DSN 922-2990 extension 310 or Commercial (850) 453-4141 extension 310.
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		PERSONNEL WORKAROUND FOR QUICK COPY PROBLEM



		ISSUE DATE: 08-JAN-2004 ----------------PROBLEM REPORT NUMBER: 1051214


DATE TO VENDER & VENDER NUMBER: 24-OCT-2003  #15286



		Problem: Quick Copied positions are not being saved at the New Copied Positions Screen. When users leave the Position window without querying and validating at least one of the quick-copied positions, the copied positions are not being saved to the database. LM has found this problem occurs when the Position window is closed before attempting to validate any of the quick-copied positions.  If users validate at least one of the quick-copied positions, the other copies will be available for validation at a later time.  



		WORKAROUND:



		Step 1:  Retrieve the position to be copied.



		Step 2:  Make sure the position is valid throughout the date-track history of the position. 



		Step 3:  Click the <Others> button at the bottom right of the position window and select “Quick Copy”.






		Step 4: Remember to change the date position established (it defaults to the current date) if the copied position(s) is going to be used for actions effective prior to today’s date. 






		Step 5: Enter the number of copies (between 1 and 10) you want to make.



		Step 6: Click the <Quick Copy> button.



		Step 7: On the New Copied Positions window, take note of the sequence number(s) of the new position(s) so that you can retrieve them for validation. The user may print the New Copied Positions window to get a hard copy of the new position number(s).






		Step 8: Close the New Copied Positions window 



		WARNING: DO NOT CLOSE THE POSITION WINDOW before retrieving at least one of the copied positions.



		Step 9: Click the "Find" icon on the toolbar (the flashlight) to open the Find Position window. 






		Step 10: Click in the Name field to open the Position Flexfield window. Enter the sequence number of the new position you want to retrieve.






		Step 11: Click the OK button.



		Step 12: Click the Find button.



		Step 13: On the position window click the <Validate> button.



		Note:  If there was more than one copy made users may retrieve them at a later time for validation, as long as at least one of the copied positions is validated prior to leaving the position window. Users will recognize the newly-copied positions because they will reflect "Invalid" status.  
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