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	Modern DCPDS Workarounds

Separated employee has disappeared

Help!  I’ve separated an employee and now need to cancel that separation but I can’t find the employee.  This is a problem with the function that allows you to see only your records referred to as secure views.  Once an employee is no longer attached to a position, they simply disappear from view.  As a workaround to this problem, if you should need to cancel or correct a separation action, notify the functional clearinghouse via email (addresses are below).  We can access the record and send a Cancellation or Correction RPA to your inbox.  You must let us know the name and ssan of the person, whether you need a cancellation or a correction and the name of the civilian inbox where you want it sent.  Reference Clearinghouse Ticket #1008016 submitted by F.E. Warren AFB

APP-51030:  There is a gap in the continuity of Primary Address

Civil Service picked up one of our employees before we got a chance to separate them and now I get this strange address error when I attempt to separate the employee.  This problem is caused by the APF payroll interface.  It puts a primary address in the NAF record.  Here are the steps you will need to take to remove that address so you can get this action to update:  Step 1:  From your Navigator Menu, go into People/Enter and Maintain.  Step 2:  Find the NAF employee (make sure you get the right record by going to Assignment to verify that it’s your record versus the APF record).  Step 3:  Select <Address> on the People window.  Step 5:  Remove the “x” from the box marked Primary and save the record.  Step 6:  Now hit the Red X icon at the top of your screen to delete the address and save again.  Step 7:  Once you have deleted these entries, you can process your resignation.  Reference Clearinghouse Ticket #1008053 submitted by Ramstein AB.
Appointing a former employee

When attempting to build a new applicant on an employee previously assigned to another base, I get a message that the SSN already exists.  Do I have to put this employee in the system with a Dual SSN in the record?  No, Modern DCPDS is set up to accept multiple instances of the same SSN.  The message you are getting is an information message not an error message.  This means that it’s put there to give you an opportunity to make an adjustment if necessary.  You build the applicant just as you would any other applicant and since the employee is not currently assigned to another base/activity, you would not need to use the dual SSAN option.   Be sure that you select the applicant rather than the ex-employee when doing your appointment or the results will be less than favorable!  Reference Clearinghouse Ticket #1008313 submitted by Ramstein AB.
Disappearing POAs

I was building a POA and the system went down.  When I attempt to build it now, it’s telling me it already exists but I can’t see it.  What can I do?  Once again, the clearinghouse will come to your rescue.  We can retrieve your POA and finish the build for you, but you must provide us with the information you need inserted.  Please include the information as stated in the NAF User Guide, Chapter 5.  Reference Clearinghouse Ticket #1006259 initially by Schriever AFB.



	Clearinghouse Information


	NAF Problem Ticket Reporting
	What happens to a problem ticket on a functional problem once it’s been reported?  Once a ticket has been submitted either via 1-888-368-9367 (San Antonio bases use #527-2400) or the AFPC website and the template is received, the ticket is assigned to a Tier 1 OPR.  That OPR checks the ticket to ensure it contains enough information to adequately research the problem.  Most tickets require additional information from the user such as employee name and SSN, position number, effective date of RPA/NPA, whether the NPA was user input or system generated, etc. If the template is missing critical information, the POC will email the caller for that information. The OPR must then determine whether the problem is user error.  If it is user error, the OPR works with the caller to resolve the problem.  If it is not user error, the OPR must determine whether the problem is functional as reported, or a technical problem.  If it is a technical problem, it is forwarded to the Technical clearinghouse for action and assigned a Technical OPR.  If the problem is functional, the next step for the Tier 1 OPR is to determine whether or not this ticket is a duplicate of an existing ticket.  We frequently get the same problem reported repeatedly.  Duplicate tickets are closed and the caller is asked to refer to the existing ticket for workarounds, etc.  If the problem is not user error, not technical in nature, and not a duplicate of another ticket, the Tier 1 OPR forwards the problem ticket along with a revised template to Tier 2 for action.  The Tier 2 process is different for Air Force Nonappropriated Funds than it is for your CPF counterparts.  This difference is the involvement of the Air Force Services Agency in the testing and evaluation of problems elevated by Tier 1.  When Tier 1 determines the problem should be elevated, they send the template to HQ AFSVA.  HQ AFSVA, in turn, tests the problem and, if the problem remains valid and is not considered an enhancement, they assign or confirm the workaround and then forward the template to AF/DP-PCRC so a remedy ticket can been assigned.  From that office, your template, now with a remedy ticket number, goes to the Department of Defense Civilian Personnel Management Service (CPMS).  Once at that location, the ticket is tested again and, if no workaround was found by Tier 1 or Tier 2 (HQ AFSVA), then a functionalist at CPMS attempts to find a workaround.  From CPMS, the problem is forwarded to the contractor for action.   As you can see, a template travels many miles so it’s important that they are well written. 

	
	

	Designating a Functional Clearinghouse POC
	I’m leaving my position at the HRO and my replacement needs to be designated as the alternate POC for the clearinghouse.  How do we do this?  You will submit the request to remove yourself and substitute your replacement via email to afpc.dpc.clearinghouse.login@randolph.af.mil.  This request must contain the your official name and the official name of your replacement.  You must also include your replacements SSN and, please, make sure you state whether your replacement is in a Local National Nonappropriated Fund or Appropriated Fund position and what type (NAF or APF) employees the person will be servicing.  If you provide POC with a cc of that email, they will add you to the distribution list to receive information such as this advisory.  Please remember that if the problem is technical in nature, anyone, including your Services Computer Specialist, can call in the problem by selecting option “1” from the menu provided by dialing our toll-free number. 

	
	

	Contacting the Clearinghouse
	How do I report a functional problem?  What if I just need a sanity check before I submit a problem ticket?  Before submitting a problem ticket, check the AFPC web site to ensure that the problem hasn’t already been reported.  To report a new problem to the clearinghouse, you would call our toll free telephone number @ 1-888-368-9367 or, in San Antonio, call 527-2400.  If you are overseas and do not have access to the toll-free line or your hours are such that the clearinghouse staff is tucked safely in their beds, you can submit a problem report via the AFPC web-site.  If you just need to run something by a functionalist, please feel free to email us.  Often, based on the email, we can determine whether the problem is user error or a duplicate of another problem ticket and this may save you the effort of putting in a report.  If the problem encountered is a genuine problem, we will ask you submit a clearinghouse ticket via the clearinghouse toll free number or via AFPC web site.  The email addresses for POC is afpc.dpc.clearinghouse@randolph.af.   We prefer emails rather than telephone calls because we must have our ears available when a trouble ticket is called into the clearinghouse toll free telephone lines.  


	Advisory Information 


	Suggestions
	If I feel that a discovery I made will be of interest to other bases, can I get the discovery published in the Advisory?    Please send your suggested information to POC at the email address listed above.  We will be happy to take your input into consideration.  As the primary users you may hit upon something that will be useful to all of us.  Some of the information in this advisory was generated because users hinted that the subject might be of interest to other bases.  We appreciate all comments on what was known as the Tidbits and is now known as the Advisory. 

	
	

	July Advisory
	There will be no advisory published during the month of July due to staff shortages.  In August another publication will be provided after POC has returned from leave and gets settled back into the routine.


	Tips 


	Change Family
	You can change from one “family” to another without closing your RPA by using the “Change Family” option.  This option is located in the upper left corner of your RPA.  Here’s an example of when you might use this:  You have just finished sending your HRO two separations and now you need to do an appointment.  You could close out of the RPA, go to the Navigator menu and then select Appointment or by selecting “Change Family” while still in the Separation RPA and start your appointment RPA.  A drop down menu will appear and you simply select the family, such as NAF AF Appointment or NAF AF Place Person, you wish to use next.

	
	

	Locating a Vacant Position
	Another RPA tip.  When you are processing an RPA that requires the insertion of a position, you can retrieve the vacant position in a number of ways.  For instance, you need the position Child Development Program Assistant, CC-1702-01, Flex, 70080-201411.  In the Position Title you can simply put Child and hit your tab bar -- no percent sign is needed.  This will bring up your list of values of all positions that begin with Child and the heading will reflect Child%.  But you are looking for a specific sequence number so you will want to add the sequence number after that percent sign (e.g. Child%201411%).  That will put that position right into your RPA.  Now let’s say you can’t remember the sequence number but your having to sort through all those occupied positions trying to find a vacant one.  On your list of values, try this short cut: Child%NO%.  This will bring up only the vacant positions.  No good enough?  Here’s a way to retrieve only the vacant flexible positions:   Child%NO%FLEX%.  Happy querying!

	
	

	Deleting an RPA from the Civilian Inbox
	Those of you who attended class may remember that we touched on this one while others may have figured this one out by now out of pure desperation.  If you find that you have an RPA in your inbox that you don’t want or need (ex:  Managers pulls a separation on an employee after you have already saved the RPA) you can delete that RPA from your inbox.  While in your civilian inbox, respond to (call up) the RPA.  Click the Red “X” icon at the top of your screen to delete the record (RPA).   Too bad it’s not that easy once the RPA becomes an NPA.
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