Changes have been made to item numbers 1, 6, and 7.   All af.mil to af.mil e-mails are currently encrypted from base to base using the AF Common User VPN. 
	Virtual Out-Processing (vOP) Base System Administrator
NOTE:  These are suggested items that need to be reviewed, please modify this checklist to fit your particular base.  

Item
	Yes 
	No
	N/A

	1. Has the MPF commander appointed a primary/alternate Base administrator for their base? Submit an email to contactcenter.sysadmin@randolph.af.mil. Include the following in the subject block "vOP Base Administrator Access "
	
	
	

	2. Has the MPF commander coordinated with Wing Leadership to get buy in from units and outside agencies?
	
	
	

	3. Have all base units and task organizations been loaded into the vOP system?
	
	
	

	4. Has the following minimum task Organizations (base agencies) finance, TMO, Housing/Dormitory, Medical, Dental, Immunizations, Education, Supply and TRICARE been added to the vOP System?
	
	
	

	5.  Have system administrators been assigned to each unit and task organization?
	
	
	

	6.  Have full names and SSN’s or Foreign Identification numbers (FINs) of non-military and non civil service employees been forwarded to the vOP system administrator?  Submit an email to contactcenter.sysadmin@randolph.af.mil. Include the following in the subject block "vOP Access for non civil service employee"
	
	
	

	7.  Has the base administrator obtained a nine digit alphanumeric unique identifier from the member (foreign contractors, employees/officers etc) who does not have a SSANs/FINs that requires access to vOP?   Submit an email to contactcenter.sysadmin@randolph.af.mil. Include the following in the subject block  "vOP Access for non civil service employee” 
	
	
	

	8.  Have personnel created an AFPC secure account in order to access the vOP system?
	
	
	

	9.  Has training been provided to outbound assignment, retirement/separation, clerks, and task organization administrators?
	
	
	

	10. Have tasks been loaded by unit/task organization task managers prior to adding a member into vOP?
	
	
	

	11.  Has the base administrator loaded at least two individuals into vOP to test the checklist and determine if all tasks required for out-processing are visible and functioning properly? 
	
	
	

	12.  Has the outbound assignment retirement/separation clerk loaded personnel into the vOP system after official notification of assignment, retirement/separation?
	
	
	


	Virtual Out-Processing (vOP) Unit/Task Organization System Administrator
NOTE:  These are suggested items that need to be reviewed, please modify this checklist to fit your particular base.

Item
	Yes 
	No
	N/A

	1.  Have personnel created an AFPC secure account in order to access the vOP system?
	
	
	

	2.  Have unit specific task organizations (i.e. unit training, security manager, Dental Clinic etc) been added to the vOP system?
	
	
	

	3.  Have unit task managers been assigned to the unit specific task organization?
	
	
	

	4.  Have task managers developed their particular tasks (ie “Turn in ADPE account listing”, “Stop by Training office”, “Pick Up Dental Records”etc) in vOP?
	
	
	

	5.  Has training been provided to unit task managers (i.e. unit training, security manager, etc)?
	
	
	

	6. Have full names and SSANs/FINs of non-military and non civil service employees been forwarded to the Base System administrator?  
	
	
	

	7.  Have the full names and a nine digit unique identifier of personnel, (foreign contractors, employees/officers etc) without SSANs/FINS been forwarded to the Base System administrator that requires access to vOP?  
	
	
	

	8.  Has training been provided to unit members on how to access and view their virtual Out-Processing checklist?
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Virtual Out-Processing (vOP) Unit/Task Organization Task Manager
NOTE:  These are suggested items that need to be reviewed, please modify this checklist to fit your particular base. 

Item
	Yes 
	No
	N/A

	1.  Has the task manager created an AFPC secure account in order to access the vOP system?
	
	
	

	2.  Has the specific task (i.e. Pick up training records, turn in line badge, Pick up Dental Record etc) to be cleared been created by the task manager in the vOP system?
	
	
	

	3.  Does the task manager update the status of pending task in a timely manner?
	
	
	

	4. Does the task manager notify the unit/task organization system administrator of additions/deletions of task managers?
	
	
	

	5.  Have full names of personnel, (foreign contractors, employees/officers etc) without SSANs been forwarded to the Unit System administrator?  
	
	
	

	6.  Have full names and SSAN’s of non-military and non civil service (ie NAF, contractor employees) employees been forwarded to the Unit System administrator?
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	 
	
	
	


