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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 03-02

12 March 2003

	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 x4662.  Please note that POC’s extension has been changed.

Request for Personnel Actions

Processing RPAs for Retained Pay/Retained Grade

When processing an RPA placing a Crafts and Trades employee on retained status, the step will not allow you to input “00” and the pay will not open for input until you go to page 3 of the RPA and change the Pay Rate Determinant from “0” to the correct value.  You will then return to page 2 of the RPA and those fields will open and allow input.

Mass Time Off Award Process

Attached are instructions on how to use the Mass Time Off Award process that was added with Patch 46.  
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Position Maintenance

POA Builds

If you change the FROM date on your position organization address build, using a previous date, you do not have to datetrack.  

End Dating Occupied Positions

This still remains a problem.  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 including limiting your access in the CSU and BO.  If you need assistance in fixing a record, please don’t hesitate to send POC an email.

Value of Employment Category Group

When building a new position, the last element in the US Government Valid Grade Information DDF is the Employment Category Group.   According to the NAF User Guide, Chapter 5, page 23, the value of this element should always be 9 regardless of the citizenship of the person encumbering the position.  This element was designed to sort the NAF positions from Local National positions.  If a value other than 9 is used, a reject occurs in the CSU.




	Q & A


	What happens to the positions I built without a POA?  I can’t access it to fix or delete it.
	Periodically, we refresh a report in Business Objects which tells us which positions were built without POAs.  If the position is encumbered, we notify the base of the problem.  If the position is unencumbered, we purge the records from file individually.  This helps to keep a clean database.  The last report resulted in 96 positions without POAs, three of which were encumbered.   As users become more familiar with DCPDS, the number of encumbered positions without POAs is dwindling.

	
	

	I have an RPA in my inbox which is on a SF 50, can you help me delete it from my in-box?
	If you can you route the SF50 to group inbox DPCXTNAF-ANF, the POC can usually delete it without problem.  Just email them and let her know to expect the RPA.


	DCPDS Tips


	Purging an Accepted Applicant from File
	Included as an attachment to this advisory are step-by-step instructions on deleting accepted applicants. 
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	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.  A new template was attached to NAF HRO Advisory NAF03-01.  To ensure you are using the correct template, check the http://www.afpc.randolph.af.mil/clrhouse/default.htm.
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Mass Time off Awards for AF NAF

NAF HRO Advisory NAF03-02

Using the NAF HR Manager Responsibility, select Mass Time Off Award from the list of options under Mass Actions.  Then select Preview Time Off Award.

Provide the process with a unique Name for each mass process.  An example of a unique name for McChord AFB it might be 6109Dec02.  This indicates their POI and the month and year of the award.

NOA will auto populate, since it is the only NOA involved for this process. 


Effective date is required input. If it is a previous year award the date will be used to perform the edits for amount of awards given in a pay year.


Under the heading Source Criteria:  Organization is required input.  Other source criterion is optional.  Demonstrated below is the option to select only those employees in position with occupational series 0189.

Once you save this page the award status will reflect Unprocessed.
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Local Authority Codes and Remarks:

The authority code is open, but not required. This is a clone of the Fed form, so they are there, but input is not required for Air Force Nonappropriated fund.

All remarks will be auto generated as they were in legacy. When you go to this screen the insertions will be blank. They will fill in upon execution of the process.  
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Input the award amount as 080 = 80 hours, 008 = 8 hours, or 004 = 4 hours for the amount of hours.  The Award Type is the amount of hours allowed in a pay year.  Award Details will autopopulate the date award earned based on the effective date you input on the first screen.  
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This is an example of the preview screen.  

Note the Select/Deselect All button at the bottom of the screen.  You can deselect all records by clicking on that button twice and then select only those records that were named in the time off award documentation, or if an employee is not to be given the award, you can deselect records individually.  If you have regular and flex getting an award, you can do two mass processes, one selecting Flex on the Source Criteria or if they are Regular and getting a different amount, you can select Reg and do two different processes.

If you put the award amount in award details the preview screen will show all are getting the same award.  However, you can also change the amount on the preview screen if you have employees getting a different amount.


If you are now ready to process you will save the process and request AFPC schedule the process to run.   Provide AFPC with the unique name of the process as well as the number of records that will be updated.  Provide this info via email to Dennis.Bell@randolph.af.mil and Cheryl.Grove@randolph.af.mil with a courtesy copy to Joyce.Jepson@randolph.af.mil.
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After the process has been executed by AFPC and overnight futures and Batch are processed you can go to People/Enter and Maintain/Assignment/Entries/NAF awards and you will be able to see the award given to the employee. 


You will only see the two most current years. If a person has not had an award in 2003, you will see the last year that the person received an award as the current year and previous year will be the prior year. Once an award is processed in 2003, you will see the amounts for 2003 as current and 2002 as previous. Any other years you will need to date track to see the amount for previous years.

The following are some of the error messages you will see when processing Mass Awards on the individual awards.  These RPAs will default to your group inbox.
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When processing an award in the same pay year and they have had an award of 8 hours and you try to exceed the amount allowed that is left for the pay year the error received will look like the above screen print. This person has been given an award for 8 hours and has 72 hours left to take.
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If you forget to go to the DDF to input the award amount for a individual time off award, you will get an error telling you that you must input it. In this case the effective date was changed, and the user received a warning that if she changes the effective date, the data would be gone in the DDF.  She ignored that warning and tried to update HR anyway. This error is telling us that there is no data in the DDF and it must be input.

[image: image8.png]Mass Time off Awards for AF NAF

acy Act of 1974

[ Acion Edt Query Go Folder Special Help Window

m Halelv| 2lmE] F1FN el

rosoft Word

=181]

I B
E|o-a- 2

Pl Reauest for persfRouting =lojx|
— Emple
] = Becke  RoutingTo <Prev| page 4 of 4
[~ PARTD-Rer
(Note to Supervi C Select Routing List s resignation/retirement?)
Ces CNo —
}  Select Person =
8 - S _H
 Save and Hold in Personal Inbox Ad|
] —PARTE-Em| @ Update HR
op PReasons for Re ¥ Print Notification
Printer [oId6E3 003 U -
] =l

Forwarding Adc Award Hours must be less than or

I~ Inferim, T
=} ) Agproy 0.(CIV_NAF_AWARD_EXCEED_60),
! — == |
i Cancel | ’ .

°

— PART F - Ren
Code  escrys Required
~[aaB ™ [Bargaining Unit Status 7777 4
480 [Amount of Time Off Award 40 hours. 4
[4BK ™ [Time Off Award must be scheduled and used by 01-FEB-2004 4
- il
History Extra Information Person Others B
Working
Count 0
TP [Word Documert el
e e ~— T === wm -

Page 9 Sect 909 A 62 Ine Col4l REC TR EXT OV

@
Sstort||| 1 & 5 WE@ = ||[Somrornsh..| Ecosftex...| Eess time o.. |[gprivacy act

SL QA saram






This person has already had 80 hours and the user was attempting to give him 40 more hours.  The system will not allow you to give anymore than 80 hours in a pay year.   The error is showing all the employee is allowed now is “0” hours. 
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This screen displays cumulative hours.  Note the first two entries.  If an employee has been given a time off award already, it will show the hours you have designated in Award Details and then the next column reflects their cumulative hours already given in the current pay year. If you give an employee a mass award that exceeds the allowed amount it will error to the inbox.  When you try to update HR, it will tell you the employee is allowed “0” hours.

Canceling a Time Off Award:  When canceling an Award, you do not need to go to the DDF and space out the award amount, since it will cancel it completely. If you go back to cancellation and correction you will not be able to see the award at all.  It has been cancelled.
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Correcting a Time Off Award:  When processing a correction you will need to update the new amount of hours in the DDF.  If you follow this with a cancellation, and need to cancel the award totally, you need to process the cancellation of the Correction, then cancel the award which you had previously corrected.
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Deleting an Accepted Applicant


HRO NAF Advisory NAF03-02


From the Navigator Menu, select People Enter and Maintain.
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Find the applicants using the SSAN
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The list of applicants will appear.
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In the list of applicants, the user must determine which applicant build was the “good” applicant build.  To do this, view each record and record the applicant number of the good build.
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To purge the “bad” applicant builds, datetrack to the From Effective Date of the Applicant.  This date can be found at the bottom left of the people screen.
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Select Others and then Application
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The Application screen will appear:
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Datetrack to the Received date (located in the upper right of the Application screen)


[image: image8.png]75 Privacy Act of 1974 MEIE

X Aler Effective Date [_[O]x]

| Navigator - .. sl B ||EX People =3 [a 3 | | B2 A plication oo F=d ] 3|







The Application screen will change from Accepted to Application:
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Select the Red “X” icon at the top of the page and the following Decision message.  Select Yes.
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Choose an Option screen appears.


At this screen, select All.
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The information disappears:
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Save the record and go back to the People screen and again
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Select the Red “X” icon at the top of the page and again, you will get the Decision message.
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Select Yes and then Choose an Option screen appears, this time limiting your options.


[image: image15.png]55 Privacy Act of 1974

Choose an option:

Completely remave fram th

Navigator - .. Fl[al I ||EX People. = (=







At this screen, select Purge and Save.



