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	NAF Human Resources Office Advisory
”Keeping The Human Resource Community Informed”

	Headquarters, Air Force Personnel Center
Directorate of Civilian Personnel Operations
Clearinghouse (DPCXTC)
	Number NAF 02-9

12 November 2002

	NAF HRO Advisories

Current & Previous Issues

Current and previous issues of the advisories are available on our web site at: http://www.afpc.randolph.af.mil/clrhouse/default.htm.

Your Input is Welcome

Please send us your comments as they are very helpful in determining the best way to serve you.

Our point of contact for this publication is at DSN 665-2899 x4822.
Request for Personnel Actions

Refreshing Basic Pay on an RPA

When processing an RPA on a Crafts and Trades employee with an effective date prior to the existing pay table, you may find that the basic pay rate is reflected incorrectly.  In order to refresh this data, save it to your civilian inbox.  When you retrieve it, it will automatically refresh to the correct dollar amount.

Separating a Dual Appointee from the original position

This process is really much simpler in DCPDS!   All you need to do is process the resignation on the employee from their original position.  Once that has been updated, go into the employee’s dual record (People/Enter & Maintain/Extra Information/NAF Additional Person Information) and remove that dual SSAN and save the change -- simple as that. 
Position Maintenance

End Dating Occupied Positions

Out of sight is out of mind, right?  Wrong!  When you make an error on a record, please use the cancellation RPA rather than end-dating the position and rebuilding another record.  You may not see the record in your secure views; however, in global views, the record still exists and will cause problems with the “good” record.  

Viewing Positions

Good news!  Patch 39 has changed the system security so when you create a new position you will be able to see it immediately, whether using quick copy or building the position from scratch.  I know that this has been a problem, particular with our overseas bases.  This will eliminate the wait you now have between the time you create the position and the next security list maintenance update.  Caution:  You must ensure that the position build contains a valid position organization address (POA).  Once security list maintenance runs, you will lose view of that record including the employee assigned. 




	Q & A


	Why are my PrintView RIPS & TRs listed under a different bases name?
	Some of our bases share a Servicing Office ID (SOID) with another base.  The PrintView process is set up to read the SOID as one base.  This means that Lakenheath reports flow under the heading of Mildenhall, AFRC reports flow under the heading of Robins, Hurlbert reports flow under the heading of Eglin, Schiever flows under the heading of Peterson, Kunsan flows under the heading of Osan, and Ramstein and Rhein-Main flow under the heading of USAFE.  You can identify your reports from those of the other base by the product distribution instructions.

	
	

	What part does the PAS Code play in the position build?
	The PAS Code is based on the organization that the employee is assigned.  For instance an employee assigned to Civil Engineering would have a completely different PAS Code than one assigned to Supply.  When secure views are set, they were based on the PAS codes that you use.  If you use multiple PAS Codes, your secure views must include all these or you will not be able to view all your employee/position records.  

	
	

	Why am I not receiving the  NAF-01?
	That report is available in NAF PrintView along with many of the other RIPs and TRs that you were used to receiving in Legacy.  If you are not accessing NAF PrintView at least twice a week, you are missing valuable information.  

	
	

	Why am I receiving my NPAs the next day rather than right after I update?
	In order to get the NPA to print “real time”, must select a printer at the Update HR screen.  If a printer is not selected the NPA will generate with the batch print process.   Occasionally this step is missed during the update process and causes confusion.


	Tips


	Terminating Applicant Status
	When an applicant is accepted, you can no longer purge them from file.  However, you can terminate their applicant status (making them an ex-applicant).  To do this, Go to People/Enter & Maintain on your navigator menu.  Find the applicant you need the status change made on.  Select Others and then End Application.  Filling the Terminated block with the date you accepted the applicant.  Since this is usually the day after the applicant was built.  This is generally the next day (e.g. if the Received Block is populated with 11-JAN-2002, then I use 12-JAN-2002.)  Then select Terminate.  When the People screen appears, it will not reflect the change you made.  You will need to select the Flashlight icon again and find the employee a second time.  This refreshing the change you made and the status will reflect Ex-applicant.  Step-by-step instructions are included in the attachment.    
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	What’s New?


	Storage of Retirement Information
	Patch 39.3 due out in the very near future is bringing us a change in location for finding the Retirement Plan.  A new entry titled NAF Air Force Retirement Plan has been added to People/Enter & Maintain/Assignment/Entries.  Screenshots of the new location have been included to give you a clear picture.
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	Clearinghouse Advisory


	If you haven’t already received the Clearinghouse Advisory Number 02-3, not to be confused with the NAF HRO Advisory, this should have been included in the System Status Report sent out on 7 Nov 02 and also available at http://www.afpc.randolph.af.mil/clrhouse/default.htm.  You will find many helpful tips for DCPDS and other shared applications.  This publication provides guidance to all clearinghouse users; whereas the NAF HRO Advisory is Air Force NAF specific.  Clearinghouse Advisory 02-3 includes information on Trigger Errors, finding positions on an RPA, and PrintView.  Please take the time to review the Clearinghouse Advisory.  


	How To Report Functional or Technical Problems


	By Phone
	AFPC Local 527-2400, 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

	
	

	Note:  All Functional problems require the submission of a DCPDS Problem Report Template.  
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		From the Navigator List ( People ( Enter and Maintain ( <Open>.
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The People window displays with the Find Person window.  
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		Type in the last name of your applicant followed by a percent (%) sign and select the Find button:
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Continued on next page
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You might receive a list of values if more than one entry exits with that last name.  If more than one entry exits for your applicant, ensure that you select the correct record.
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You are now at your applicant record.  Select the Others button which is located at the bottom of your screen.
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Select End Application
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The Terminate Applicant screen will appear.  In the Terminated block type in the date you accepted the employee.  


Note:  The accepted date is usually the day after the date reflected in the Received block.
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Select the Terminate button.  This will automatically save your transaction.
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 From the Navigator menu, select People/Enter and Maintain.  At the bottom of the screen, click Assignment.
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Click on Entries
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 You will see an entry titled NAF Air Force Retirement Plan then click on Entry Values.
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The Retirement Plan information displays.



