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	Position Builds

Organization Structure ID

The User Guide for Modern Defense Civilian Personnel Data System distributed by HQ AFSVA indicates that all positions must be built with a value of “NAF” in Organization Structure ID.  This information is found in Chapter 5, page 19.  Bases are still inserting all kinds of information in that element.  

Product Distribution Instructions

HQ AFPC/DPCXO does a daily quality control of the Product Distribution Instructions element because the value of this element is critical to the print features of MDCPDS.  Please ensure you change the value of this element when building a position to reflect the value which is correct for your HRO.

Tips 

Deleting Updated RPA in the Inbox

First check the top of your Notification Summary screen, which appears when you select Civilian Inbox from the Navigator window.  At the top of that screen is a small box followed by “Query Only Open Notifications”.  Ensure there is a check mark in that box.  To remove an updated item for your civilian inbox, simple select the line which reads Update HR Complete : RPA : ______, hit the close button at the bottom of the window and then hit F8 to refresh.   The completed RPA is now closed.

Request for Personnel Actions

Retained Grade/Pay

When placing an employee on retained grade or retained pay or terminating an employees retained grade or retained pay you must change the pay rate determinant prior to filing in the step and pay.  On the RPA, prior to filling in the step information in block 19 on page 2, skip over to page three and change the value of block 28, Pay Rate Determinant, to the appropriate value and then return to page 2 and fill in the step and basic pay.

NOA N093 - Change in Position Title

Worth Repeating from our 30 Apr 02 Tidbits:  When processing an RPA to change the position title you will find that block 15, Position Title, is gray and will not allow change.  To make the change to the position title, you must go to the descriptive flex fields in  “Extra Information”.  

N021 - Transfer In

When an employee transfers to your base from another base you will need to rebuild the employee as an applicant before appointing him/her to a new position.   Be sure to select the correct record when processing the RPA.  You do not want to use the ex-employee record as it may cause adverse affects such as incorrect information populating the NPA or error messages.   There has been a clearinghouse ticket submitted on this and records indicate that it has been submitted to the contractor for resolution.




	Q & A


	When attempting to Update HR I get a message that the position is already encumbered.  Can't this be detected at the input stage?


	Yes, it can.  It is highly recommended that the effective date be the very first item input on any RPA (even before the employee name).  Once you have established the effective date, then the rest of the information can be filled in.  By first filling in the effective date, it system will provide you with the LOV information which is current for that date.  

There may be another reason you may be receiving that message.  When inputting actions, be sure to keep a list of positions already used.  For example, both Bess and Sue are inputting appointment actions.  Bess selects position 70024.230001 for an appointment effective 1 Aug 02.  Sue also selects that position for her appointment.  When you update, one of the appointments will update and the other will give you the message. 

	
	

	How do I reprint an action?


	Go to Processes and Reports on your Navigator menu and then select Submit Processes and Reports, put your cursor in the "name" box and pull down the LOV.  Find and select the NAF Form 2545 1.  Another window will appear asking for NAME.  This is the name of the employee you wish to regenerate an action on.  Caution:  Be sure to type in a name as failure to do so will cause you to get reams and reams and reams of printed actions.  Once you type in the last name of the employee, it will take a few moments while it searching the database.  It may give you a choice of employees with the same last name and it may also give you a choice of actions for an employee if more than one action has been generated using MDCPDS.  Select the action you wish to print.  The Submit Request window will reappear and the employee name will appear in the parameters block.  Be sure that your printer is correctly selected and then push the SUBMIT button. 

	
	

	What would happen if I were to select Interim Approval when Routing an RPA?
	Nothing!  We tried it and all it did was put the RPA back in our inbox.  It didn’t even catch the problems in the RPA that would normally be caught when the Approval button is selected.  


Page 1 of 2

