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	Tips 



	More on canceling RPAs stored in the Civilian Inbox

If an RPA is stored in your inbox on an employee who has been separated, you may find that you cannot cancel the RPA using the standard instructions provided in the NAF Human Resources Advisory 02-3.  Respond to the RPA as you would to delete a regular RPA, and then remove the employee’s name from the RPA.  Now attempt to delete the RPA using the red “X” icon at the top of the screen.

Want quicker responses to your emails?

We are generally very quick about responding to the emails you send requesting training or assistance but if you want an even quicker response, please follow this guidelines to provide us with the tools we need.  To avoid delays:

1.  Don’t send screenshots only, send a brief description of what you were attempting to accomplish.  So often we get a screenshot of a error message without any details.  

2.  If you are requesting an RPA be forwarded to an inbox at your base, please provide us with the name of that inbox.  If you don’t know the name of the inbox, provide us with your user name (not your login, just your user name) and we can locate your personal inbox using that.

3.  When emailing us with a description of a problem you have encountered, please provide the employee name, SSAN, as well as the position number and sequence number.  If the problem involves an RPA, please provide us with the NOA and effective date.




	Reports


	PrintView
	If you did not receive the training package sent to all clearinghouse representative back in March, please contact Jo Jepson and she will provide you with a copy.  PrintView is an essential process for retrieving your reports.



	
	

	Misdirected Reports
	Many of you may have received reports sent by the clearinghouse via postal delivery.  There are two separate causes for these reports defaulting to AFPC.  The first cause is a position build with an incorrect value in the product distribution instructions.  Bases should monitor this closely.  The other cause is something you have no control over.  AFPC has submitted various clearinghouse tickets identifying these problems.  Until we can get these problems fixed, the POC will continue to mail you the reports.  This has greatly increased our workload so please bear with us.

	
	

	NAF-16 Regeneration
	Up until recently your functional clearinghouse representatives were able to regenerate NAF-16s for you as a workaround for Clearinghouse Ticket 1008573.  This workaround no longer exists as we are receiving an error message each time we attempt to regenerate this form.  The workaround has been removed from the problem ticket.  A new Clearinghouse Ticket 1017756 has been generated by AFPC and was forwarded to AFSVA on 5-Sep-02.  We hope for a speedy resolution to this problem as well as the original problem. 


	Q & A


	How can I get this advisory sent to me?
	If you are a functional clearinghouse point of contact, HRO, or MAJCOM HRO, you simply need to call HQ AFPC/DPCXTC at DSN 665-2899 x4822.  She will add you to this email distribution list.  If you are not a clearinghouse POC, please contact the POC within your office for a copy of the Advisory.

	
	

	I built a POA without DateTracking.  Can it be deleted?
	Unfortunately, the answer is no.  The POA cannot be deleted, it can; however be end-dated by POC.  But there is a snag in the end-dating process whereas once the title has been used; the system will not allow you to use it again.  Example:  If you were attempting to build POA NAFMO0RF5MC51E2 and you did not DateTrack, the POA will only be available for positions with “FROM” dates of that date forward.   In the event that you wish to rebuild that POA with an earlier date, the system will not allow it because that POA already exists.  You would need to rebuild the POA giving it a shred such as NAFMO0RF5MC51E2A.  As you can see, building a POA is a sensitive process so please don’t hesitate to request assistance.

	
	

	I put two employees in one position, how do I correct this?
	The cleanest way to correct this error is to cancel the latest action that placed the employee in that position and then reinput that action using a different position.  To prevent this from happening, always query on the position you intend to use and check the occupancy before initiating an RPA.  If your not sure that the person who initiated the action did this check, when you respond to the RPA, select the button at the bottom of page 1 that reads “POSITION”.  That will allow you to check.
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