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Receiving This Advisory
Current and Previous Advisory Issues
The Clearinghouse Advisory is published by AFPC/DPCFT (Functional Clearinghouse).  Your comments and questions are welcome.  Please address them to:

HQ AFPC/DPCFT

550 C Street West Ste 57

Randolph AFB TX 78150-4579

Email:  Maryann.Correia@randolph.af.mil
	Highlights
Problem With Cancellations 
The problem identified in Clearinghouse (CH) Ticket 1060554 is still being worked.    

Problem:  To refresh your memory; when canceling a separation, Assignment is not opening and the position end date is not dropping off; therefore, you cannot enter any actions or update the employee’s records.

Solution:  Continue to process pseudo actions until Cancellations is fixed.

Update:  Patch 53.3, released to the field on 20 June 2004, did not correct the problem.  AFSVA continues to work with Lockheed Martin (LM) to resolve this problem.  I will continue to provide updates as they become available.

Change of Employment Category and Insurance
Patch 53.6, released to the field 4 July 2004, included some adjustments in what insurance codes will default to when an N059, Change of Employment Category, action is processed on a NAF employee. 

This adjustment was made by the vendor, LM, for both Army and Air Force NAF DCPDS.  

If the old employment category was flexible and the new employment category is regular the insurance code will default to Pending (3).
If the old employment category was regular and the new employment category is flexible the insurance code will default to Ineligible (5).

There was no CH ticket associated with this adjustment and, in fact, you may not even be aware the adjustment was made because you were not having any problems with insurance codes when processing N059, Change Of Employment Category, actions.  



	QUICK LINKS

	· Clearinghouse - http://www.afpc.randolph.af.mil/clrhouse/default.htm 
· Defense Civilian Personnel Data System - http://www.afpc.randolph.af.mil/mdcpds/dcpds.htm  
· Directorate of Civilian Personnel Operations - http://www.afpc.randolph.af.mil/dpc/
· System Administration - http://www.afpc.randolph.af.mil/ProdOps/SystemAdministration/sysadmin.htm
· System Status Report - http://www.afpc.randolph.af.mil/ProdOps/doclib/DailyStatus.htm
· Tools & References - http://www.afpc.randolph.af.mil/mdcpds/default.htm
· Print View - https://www.afpc.randolph.af.mil/afpcsecure/Default.asp
· Air Force Services Agency - https://www-r.afsv.af.mil/default.htm


	Defense Civilian Personnel Data System (DCPDS)


	Submitting a Clearinghouse Ticket

	While I know that submitting a Clearinghouse ticket is on no one’s list of favorite things to do, at some point, usually when you have the least time, you will have to submit one.

You can submit the ticket via phone, 1-888-368-9367 or the Internet, http://www.afpc.randolph.af.mil/clrhouse/default.htm; however the problem report itself must be submitted via email.  I cannot work the ticket until I receive that problem report template.  
Here are some guidelines to keep in mind when writing the problem report.  While there is no guarantee, following these guidelines should help reduce the number of phone calls and emails required to clarify or add information, thus getting the problem to LM for resolution in a timely manner.

-- Write clearly and remember your audience.  The LM vendor knows nothing about our personnel system.  Spell out each step.  While it may seem logical to you to go from point A to C, include point B, the vendor, in all likelihood, will not be able to follow your steps otherwise.

-- Use care with abbreviations.  Things like ee (employee) and People/E&M (Enter and Maintain), while commonplace to us, need to be spelled out the first time they are used in the problem report template with the abbreviation in parentheses next to it.
-- When completing item A10 on the Problem Report Template, ensure you enter the User Responsibility you were in when the problem occurred.  Refer to NAF HRO Advisory 04-4, April 16, 2004 for more in depth information.

-- Screen shots are crucial to fully understanding the problem, include plenty of them.  Refer to NAF HRO Advisory 04-5, May 14, 2004, for guidance on how to make screen shots and include them as an icon in your problem report template.

	
	

	Business Objects 


	Business Objects (BO) is an excellent tool to use when reviewing your personnel files.
Through BO you can check Citizenship Codes, Cost Center and Fund Codes to make sure they are correct; review Position Titles to make sure they are all in CAPS; employee names to confirm they are in Upper and Lower case; and verify that your Position Organization Addresses (POAs) are correct.
At times, BO may seem difficult to work with, especially when you are looking for a particular title under Classes and Objects and cannot find it, but the more you work with it, the easier it will become.

If you are uncertain as to how to proceed, give me a call or send me an email and I will be glad to help you.  It is surprisingly easy to walk through building a BO report over the phone.  I will also be reviewing a variety of BO reports, similar to the Citizenship Code report I developed, and will let you know if I identify any problem areas for your office.

	
	

	Education Repeating Itself 
	When you do a reassignment on a person the education information, located in People/Enter and Maintain/Special Information/Education, repeats itself.
Problem:  After doing a Reassignment, N062, on an employee, go into People/Enter and Maintain/ Special Information/Education to check on education, you will notice that the education information that was already in the system has repeated itself.
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Solution:  No work around is required.  The duplicate information is unnecessary and should be removed, but does not affect the record.  Just be aware this is happening.

Update:  CH Ticket 1062514, covering this problem, should be corrected in Patch 53.9, scheduled to be released to the field on 18 July 2004.  A script will be used to delete the duplicate education records and the data retrieval code will be corrected to prevent future duplicate records from occurring.

	
	

	Updating Clearinghouse POCs 
	There have been many changes in HROs over the past several months; as a result, I am sure many of the contacts listed as Clearinghouse POCs for NAF are no longer valid.  Please take the time to see who in your office is designated as a POC for the Clearinghouse.  Complete the Clearinghouse POC Request Form at http://www.afpc.randolph.af.mil/clrhouse/default.htm to add and/or delete POCs for the Clearinghouse.  
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All new POCs will receive an email from the Clearinghouse assigning them a SSN and PIN so that they may submit problem reports.

You have been diligent in letting me know who needs to be added to or deleted from my distribution list for the NAF HRO Advisory, keeping your contacts for the Clearinghouse up to date is far more important.  Please take the time to make sure the information we have for your office is correct.

	
	

	Service Computation Date – Business Based Action (SCD-BBA)
	Patch 53.9, scheduled to be released to the field 18 July 2004, includes the addition of code to prevent the SCD-BBA (SCD-RIF) from being nulled out when an N002, Correction, is processed on an action.

Problem:  Prior to processing an N002, Correction, to an action, the SCD-BBA was correct and printed correctly on the AF Form 2545; however on AF Forms 2545 processed after the Correction, the SCD-BBA field is blank.  Going in through People/Enter and Maintain/Extra Information/US Federal SCD Information and date tracking to any date after the Correction was processed displays the SCD-RIF data field as blank.
Update:  There was no Clearinghouse ticket associated with this problem.  LM added the necessary code to prevent the SCD-BBA (SCD-RIF) data field from being nulled out when a Correction action is processed and a value for the SCD-BBA data field is not entered.


	Miscellaneous Information


	Federal Employees’ Group Life Insurance (FEGLI)
	Even though FEGLI does not apply to our NAF personnel, it does apply to all of the Appropriated Fund (APF) HROs and Assistants who service those NAF Employees.  I thought you might find this information on the upcoming FEGLI Open Season of interest.
The Office of Personnel Management (OPM) has announced an FEGLI Open Season 1 – 30 September 2004.  This is the first Open Season since 1999.  During open season, eligible Federal employees may enroll, increase or change current coverage without having a physical or answering any questions about their health.

All open season elections will be effective 1 September 2005.  For more information, visit the Employee Benefits and Entitlements Website: http://www.afpc.randolph.af.mil/dpc/best/menu.htm.

	
	

	Receiving This Advisory
	If you are a functional clearinghouse POC, an HRO or a MAJCOM HRO you should be receiving this advisory.  If you are not, let me know so that I may add you to my distribution list.  If there are any names I need to delete, let me know that too so I can keep this list manageable.

	
	

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


	Hours of Operation (all Central Standard Time)

	Functional Clearinghouse

0700 - 1700

	Technical Clearinghouse
0600 - 2300



	 Clearinghouse
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 Contact Us

· By Phone
AFPC and local callers dial 527-2400 (access codes 5, 7, etc. will not work), 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 POCs.  All customers may view the status of a reported problem via the web.  http://www.afpc.randolph.af.mil/clrhouse/default.htm.
POC Responsibility

If your time as a Clearinghouse point of contact (POC) is ending because of a change in position or PCS, please remember to appoint a replacement before you leave.  Also, ensure your base has an alternate POC designated; otherwise, your base may not be able to report a problem to us once you’re gone.  To designate your replacement, please submit a Clearinghouse POC Request Form.  The form is self-explanatory.  Direct any questions you may have to the e-mail address identified on the form.  This form is available on the Clearinghouse website.  Here is a direct link to the form: http://www.afpc.randolph.af.mil/clrhouse/documents/ClrPOCformCurrent04.doc.
Clearinghouse Template

The current version of the Template used to provide information for a functional Clearinghouse problem report is dated 13 January 2003.  We are still seeing Templates with the November 2001 date; that version is obsolete.  Also, for a short period of time, a version of the template was lettered incorrectly.  After item “E” it jumped to item “G” when it should have been item “F”.  Please ensure you are using the current version of the Template that ends with item “F”.  The following is a direct link to the template:  Link to Template.
A13 of the Template states…

“In as much detail as possible, please describe the steps that led up to the problem:”   

Please describe your actual step-by-step process in detail.  Even though a process may be two simple steps, you must provide that information.   

Template screenshots

At the bottom of each screenshot, please explain what it is you’re trying to portray.  Even though this information may be provided in detail on the template, give us at least a one-liner of what the screenshots represent.
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Went into People/Enter and Maintain
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Employee:  Morty W. Mouse Cat; SSN:  001-22-0004

People/Enter and Maintain/Special Information/Education
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Education is listed once.
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Detailed information under Education.
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Reassignment action on Morty W. Mouse Cat.
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Reassignment action on Morty W. Mouse Cat continued.
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Reassignment action on Morty W. Mouse Cat continued.
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Reassignment action on Morty W. Mouse Cat continued.
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AF Form 2545, Reassignment action.

People/Enter and Maintain/Assignment
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Shows Morty W. Mouse Cat reassigned to Recreation Aid.

People/Enter and Maintain/Special Information/Education
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After reassignment, Education is now listed twice.  Detailed information shown.
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Detailed information on Education is a duplicate of the Education information already in the system.
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CLEARINGHOUSE POC REQUEST FORM







DELETE POC







NAME:   







SOCIAL SECURITY NUMBER:     







EMAIL TO:  afpc.dpc.clearinghouse.login@randolph.af.mil







                       CLEARINGHOUSE



                       HQ AFPC/DPCXTC



                       550 C  STREET WEST



                       RANDOLPH AFB, TX 78150



PHONE:  1-888-368-9367                                        FAX:       DSN  665-2981







ADD OR CHANGE POC







REQUEST THE FOLLOWING ACTION:  (place an “X” to indicate action)







ADD NEW POC:   ___







MODIFY POC:   ___



NAME:   







SOCIAL SECURITY NUMBER:     







EMAIL ADDRESS:







ORGANIZATION & OFFICE SYMBOL:   







DSN PHONE & COMM PHONE:   







MAJCOM & BASE:  







TYPE OF POC:  (NAF, APPR, TRAINING):   







PRIMARY OR ALTERNATE: (P or A): 







IS THE USER A NAF EMPLOYEE OR CONTRACTOR (Y/N):







THE REQUESTING OFFICIAL SHOULD BE A CURRENT POC OR MAJCOM







REQUESTING POC NAME:  







FOR AFPC CLEARINGHOUSE USE ONLY:



   PROCESSED DATE:  _________  



   USERID/PASSWORD:________________ _____________________



    












